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Chapter 10: Action Plan Overview | Manage My Grants Module 

This Chapter provides procedures to add, edit, and view DRGR Action Plans contained under Manage My 
Grants. This Chapter also summarizes the relationship between the Action Plan and the Projects, Grantee 
Programs, Activities, and TA Work Plans. Chapter 11 of this manual provides Public Action Plan details for 
applicable grantees. 

This Chapter describes actions for Grantee Users and HUD Users, and it is divided into subsections. 
Functions that are available depend on the user roles and grant appropriations. For instance, Grantee 
Users associated with technical assistance providers will not see the option to Add Action Plan. The 
following actions are covered in this Chapter: 

Grantee Users 

78BMenu Option 79BSubsection 80BAction 

81BC1 0BAdd a new Action Plan 

82BC2 1BEdit an existing Action Plan 

83BC3 2BView an existing Action Plan 

84BC4 3BDownload Action Plan PDF 

85BC5 4BSearch for Action Plans 

86B-- 5BSee Chapter 15 

87BC6 6BLookup Consolidated Plans 

HUD Users 

88BMenu Option 89BSubsection 90BAction 

91BC3 7BView an existing Action Plan 

92BC3 8BView an existing Action Plan 

93BC4 9BDownload Action Plan PDF 

94B-- 10BSee Chapter 16 

95BC5 11BSearch for Action Plans 

96B-- 12BSee Chapter 15 

97BC6 13BLookup Consolidated Plans 
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Chapter 10: Action Plan Overview | Manage My Grants Module 

A. Manage My Grants Module Access 

The Manage My Grants module contains access to Action Plan actions. 

A1. Grantee | User Access 

14BUser Role: Grantee User 15BMenu Option: Manage My Grants Module 

16BPurpose: Allow Grantee Users to access Action Plan actions. 

98BComplete the following steps to access the Manage My Grants Module: 

17B1 18BIn the DRGR System, select the Manage My Grants module, or icon, located in the navigation 
menu. 

19B 

20B2 21BThis opens the dropdown menu items for the Manage My Grants module. The System displays the relevant 
menu items based on user type and user roles. While Manage My Grants includes seven menus, this 
Chapter discusses the first menu: “Action Plans.” Functions available under this menu are highlighted in the 
screenshot. The remaining menus under Manage My Grants are covered under subsequent Chapters in 
this Manual. 

A2. HUD | User Access 

22BUser Role: HUD User 23BMenu Option: Manage My Grants Module 

24BPurpose: Allow HUD Users to access Action Plan actions. 

99BComplete the following steps to access the Manage My Grants Module: 

25B1 26BIn the DRGR System, select the Manage My Grants module, or 
menu. 

27B 

icon, located in the navigation 
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TIP! To avoid corrections and
reconciliations throughout the
lifecycle of a grant in DRGR, the
Action Plans must properly 
outline proposed activities.

Chapter 10: Action Plan Overview | Manage My Grants Module 

22BUser Role: HUD User 23BMenu Option: Manage My Grants Module 

28B2 29BThis opens the dropdown menu items for the Manage My Grants module. The System displays the relevant 
menu items based on user roles. While Manage My Grants includes seven menus, this Chapter discusses 
the first menu: “Action Plans.” Functions available under this menu are highlighted in the screenshot. The 
remaining menus under Manage My Grants are covered under subsequent Chapters in this Manual. 

30 

B. Action Plan Summary 

B1. Action Plan Overview 

The DRGR Action Plan is a detailed outline of the proposed activities 
associated with an award in DRGR. The activities are grouped by Project 
and by Grantee Program, if applicable. The DRGR Action Plan is typically 
completed by Grantees after approval of their Published Plan and 
execution of the Grant Agreement. The proposed activities on the 
Action Plan serve as the basis for reporting actual performance and the 
basis for financial transactions. 

For non-TA awards in DRGR, the DRGR Action Plan must be substantially similar to a Grantee’s Published 
Action Plan or Substantial Amendment (e.g., Disaster Recovery and NSP, respectively.) Note that as a 
Grantee amends its Published Action Plan or Substantial Amendment, corresponding changes should be 
made in DRGR and submitted to HUD for approval. While the published plan often contains high level 
budgets for eligible activity categories (e.g., Housing, Economic Development), the DRGR Action Plan 
contains granular level detail on eligible activity types (e.g., housing new construction or housing 
rehabilitation). 

For awards associated with TA Providers in DRGR, the Action Plan is initially setup by HUD after the TA 
Provider signs the award documents and HUD’s Forth Worth Accounting Center enters the primary Grant 
data into LOCCS. TA Provider Action Plans do not typically require re-approval by HUD. Action Plans can be 
added by TA Providers as well, at HUD’s direction. TA Providers should follow the steps in this Chapter for 
adding Action Plans to Grants, if directed by HUD. 

The following figure contains the key actions and processes related to the DRGR Action Plan: 
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DRGR Action Plan Workflow 

The remainder of this page is intentionally left blank. 
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TIP! If two or more grants are 
consolidated under a single
Action Plan (“Consolidated
Action Plan”), the Action Plan is
accessible from the Navigation
Bar’s “Select Grant” field under a
unique Grant Number that
begins with a “P” for Parent. The
actual Grants that represent an
executed Grant agreement are
referred to as “Children Grants” 
under this Parent Grant.

Chapter 10: Action Plan Overview | Manage My Grants Module 

B2. Relationship Between Grants and Action Plans 

In the DRGR System, there are two types of relationships between 
Grants and Action Plans: 

• For most Grantees, there is a one-for-one relationship 
between a Grant and an Action Plan. This means that Grantees 
report on one Grant at a time. 

• In some instances, an Action Plan may be related to more than 
one Grant. This is referred to as a “Consolidated Action Plan”. 
In these instances, even though the Grantee has one Action 
Plan and set of QPRs for the group of Grants in a Consolidated 
Action Plan, Grantees must report financial data for each 
Grant individually (in the Action Plan budgets, in the Manage 
My Financials module, and in expenditures reported in the 
performance reports). 

Relationship between Grants and Action Plan in a Consolidated Action Plan 

Grant#: P-XX-XX-XX-XXXX 

Grant #s: 

B-XX-XX-XX-XXX3 

B3. Action Plan and Relationship to Public Action Plans, Grantee Programs, Projects, Activities and 
TA Work Plans 

The Action Plan in DRGR outlines proposed activities and groups those activities by Project and by Grantee 
Programs. For applicable grantees, the Public Action Plan has a direct relationship with the Action Plan in 
DRGR, detail is included in Chapter 11 of this Manual. TA Work Plans apply to the users associated with TA 
Providers and populate the Action Plan as activities. As such, activities and TA work plans are one and the 
same in DRGR. 

• Public Action Plan – presented in detail in Chapter 11 of this Manual - Public Action Plans have a 
direct relationship with Action Plans in DRGR (including projects and activities). If a Grantee 
Program is not entered in the Public Action Plan, grantees will be unable to add projects and 
activities for the program in the Action Plan in DRGR. 

• Grantee Program – presented in detail in Chapter 13 of this Manual – is available if HUD flags an 
award or an appropriation as needing the additional information. This option is used in limited 
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TIP! Proposed accomplishments
are established in the action plan.  
Actual accomplishments are 
reported in the QPR. Set up the
action plan properly to ensure 
accurate reporting!

Chapter 10: Action Plan Overview | Manage My Grants Module 

instances, typically those with large awards and complex programs (e.g., Disaster Recovery 
Grantees). DRGR Programs offer a unique way to group and report cumulative data in illustrative 
dashboards. 

• Project – presented in detail in Chapter 12 of this User Manual – is the more common grouping of 
activities. Projects are entered by Grantee Users in DRGR. Projects usually represent major 
programs, either outlined in the Disaster Recovery Published Plan (e.g., Housing, Economic 
Development, Infrastructure) or outlined in the TA award. Projects may also represent Responsible 
Organizations (see Chapter 6). For grants associated with TA Providers, Projects are setup by HUD. 
For all other grants, Projects are established by the Grantee. 

• Activities – presented in detail in Chapter 14 of this Manual – are associated with one Project and 
may be associated with one Grantee Program. Activities in DRGR contain most of the information 
used by HUD to monitor for compliance with program requirements. For awards associated with 
TA Providers, activities and work plans are one in the same and are populated based on TA work 
plan details. 

DRGR Action Plan Hierarchy for an Action Plan Related to One Grant Only 

B4. Review Tools 

Review Tools offer Grantee and HUD Users functions to aid with compliance. The use of Review Tools as a 
quality assurance/quality control function is optional, but highly recommended. See Chapter 15 of this User 
Manual for more information on Review Tools. 

B5. Relationship to Performance Reporting 

The Action Plan establishes the template for reporting 
accomplishments in the performance reports. See Chapters 19-22 
for more information on QPRs. If information is not established in 
the Action Plan (e.g., projected rental households assisted), it will not 
be available to report on in the QPR. Further, Grantees cannot 
submit a QPR until the action plan is approved by HUD. 
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TIP! A Grantee will make many
edits to its action plan over the 
course of a grant lifecycle.
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B6. HUD Review and Approval 

For awards other than TA awards, the initial Action Plan and every 
subsequent edit to the Action Plan requires submission to HUD for 
review and approval. The required submission to HUD may include 
minor and significant edits that constitute a Substantial Amendment. 
See Chapter 16 for more information. 

C. Manage Action Plan 

C1. Grantee | Add Action Plan 

31BUser Role: Grantee User (excluding TA 
Provider User) 

32BMenu Option: 

33BPurpose: Allow Grantee Users (excluding TA Provider Users) to add a DRGR Action Plan (required one 
time only). 

100BComplete the following steps to add a DRGR Action Plan and Estimate Program Income: 
34B 

1 35BNavigate to the Manage My Grants module and locate the Action Plan menu. See Section A1. 
Select <Add Action Plan.> The “Add Action Plan” page will load. Review the information and select 
<Confirm Grant>. If the information is incorrect, contact your CPD Representative. The “Manage 
Action Plan” page will load. 

36B 

2 37BOn the “Manage Action Plan” page, summary details about the Grant will be displayed at the top 
of the page. Functions for “Financials”, “Narratives”, “Documents”, “Measures”, “Programs”, 
“Projects”, “Activities”, “History”, and “Upload” are found in the tabs below. See Section C2 below 
for more information on Action Plan tabs. To add “Estimated PI/RLF Funds” (if applicable), select 
<Edit> to the right of the Grant details. 

The remainder of this page is intentionally left blank. 
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Chapter 10: Action Plan Overview | Manage My Grants Module 

31BUser Role: Grantee User (excluding TA 
Provider User) 

32BMenu Option: 

38B 

3 39BEnter the Estimated PI/RLF Funds and select <Save>. 

40B 

4 41BTo add “Funding Sources” (if required or desired), in the <Financials> tab, select <Add Funding 
Sources> to the right of the “Funding Sources” table. 

42B 

The remainder of this page is intentionally left blank. 
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Chapter 10: Action Plan Overview | Manage My Grants Module 

31BUser Role: Grantee User (excluding TA 
Provider User) 

32BMenu Option: 

43B 

5 44BEnter a “Funding Source Name,” select a <Funding Type> from the dropdown menu and select 
<Save>. This funding source will now be available to report activity-level match or leverage funding. 

45B 

6 46BTo enter “Overall Narratives” (required) in the action plan, select the <Narratives> Tab, then select 
<Edit> next to each Narrative heading. 

The remainder of this page is intentionally left blank. 

DRGR User Manual Version 3.0 - May 2022 Page 9 



  
 
 

        

                                                                                                                       

    
  

   

     
    

 

 

        

 

 

 

 

 

 

 

 

 

       
      

   

 

 

 

     

    
   

          
   

      
       
    

   

    
     

    
    
  

    
    

  

TIP! Since the DRGR Action Plan must
be substantially similar to the
Published Plan, certain changes to the
Action Plan may trigger additional
public participation requirements.
Grantees should work with their CPD
Rep to determine if additional public
participation is required.

Chapter 10: Action Plan Overview | Manage My Grants Module 

31BUser Role: Grantee User (excluding TA 
Provider User) 

32BMenu Option: 

47B 

7 48BEnter the Narrative (usually borrowed from the Published Plan). Utilize the menu options that 
appear above the text field to format the text, insert images and tables, etc. 

49B 

8 50BOnce completed, select <Save> to return to the “Manage Action Plan” page. 

51B 

9 52BThis completes the “Action Plan-level” actions (i.e. confirming the Grant, adding/editing estimated 
PI, and adding/editing Action Plan narratives). Additional steps, including adding project and 
activities and submitting the Action Plan to HUD are described in Chapters 10-18. 

C2. Grantee | Edit Action Plan 

The DRGR Action Plan is fluid and may change often. Nearly all 
Grantees will, at some point, need to revisit the information in 
the Action Plan and make changes. It is important to understand 
that those changes, even if minor, will require resubmission of the 
Action Plan to HUD for review and approval. If a Grantee is making 
several changes to their Action Plan, they may wait until all of the 
changes are made and submit the Action Plan at once (instead of 
incrementally) to their HUD Representative for review. 
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Chapter 10: Action Plan Overview | Manage My Grants Module 

53BUser Role: Grantee User (excluding TA Provider 
User) 

54BMenu Option: 

55BPurpose: Allow Grantee Users (excluding TA Provider Users) to edit the DRGR Action Plan. 

101BComplete the following steps to edit a DRGR Action Plan: 

56B1 57BNavigate to the Manage My Grants module and locate the Action Plan menu. See Section A1. 
Select <Manage Action Plan>.The “Manage Action Plan” page will load. Select one of the nine (9) 
tabs from the “Manage Action Plan” page to edit components of the Action Plan. See 
“Components of the DRGR Action Plan” table below for an overview of each tab’s functions. Each 
tab will load additional edit capabilities unique to that tab. 

Components of the DRGR Action Plan 

58BFinancials 59BProvides a summary of grant- and project-level financial data; allows Grantees 
to add “Funding Sources.” 

60BNarratives 61BAllows Grantees to enter grant-level narratives. 

62BDocuments 63BAllows Grantees to attach supporting documents to the action plan. 

64BMeasures 65BProvides a summary of proposed accomplishments and beneficiaries across 
all activities. 

6Programs 67BAllows Grantees to add/edit/delete Programs (see Chapter 13). 

68BProjects 69BAllows Grantees to add/edit/delete Projects (see Chapter 12). 

70BActivities 71BAllows Grantees to add/edit/delete Activities (see Chapter 14). 

72BHistory 
73BProvides links to previously approved versions of the Action Plan, including 
“Review Checklists Completed by HUD.” 
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Chapter 10: Action Plan Overview | Manage My Grants Module 

74BUpload 75BAllows Grantees to upload Action Plan data (see Chapter 34). 

76BEstimated PI/RLF Funds 77BAccessible from the top right of the “Manage Action Plan” page. Allows 
Grantee to add/edit Estimated PI/RLF Funds. 

C3. Grantee and HUD | View Action Plan 

The “View Action Plan” feature allows the Grantee and HUD Users to view all the components of a DRGR 
Action Plan (e.g., Projects and Activities) in one location. These steps apply to TA Provider Users and HUD 
Users who manage TA awards. 

User Role: Grantee and HUD User Menu Option: 

Purpose: Allow Grantee and HUD Users to view a DRGR Action Plan. 

102BComplete the following steps to view a DRGR Action Plan: 

1 Navigate to the Manage My Grant module and locate the Action Plan menu. See Section A1 and 
A2. Select <View Action Plan>.  The “View Action Plan” page will load. Choose a hyperlink to jump 
to the desired section of the DRGR Action Plan. 

The remainder of this page is intentionally left blank. 
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Chapter 10: Action Plan Overview | Manage My Grants Module 

User Role: Grantee and HUD User Menu Option: 

2 The DRGR System will automatically navigate to that component of the Action Plan. 

C4. Grantee and HUD | Download and Print Action Plan 

The Word or PDF version of the Action Plan can be saved for the Grantee’s records and/or posted on the 
Grantee’s website for disaster recovery. The PDF will appear in a separate window of the internet browser. 
These steps apply to TA Provider Users and HUD Users who manage TA awards. 

User Role: Grantee and HUD User Menu Option: 

Purpose: Allow Grantee and HUD Users to download and print a PDF version of the DRGR Action Plan. 

103BComplete the following steps to download and print the DRGR Action Plan: 

1 Navigate to the Manage My Grant module and locate the Action Plan menu. See Section A1 and 
A2 above. Select <Download Action Plan> or <Download Word Action Plan>. This will open a PDF 
or Microsoft Word version of the Action Plan in a new window. To save the Action Plan in PDF, 
select the <Save> button on the bottom of the page. 

The remainder of this page is intentionally left blank. 
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User Role: Grantee and HUD User Menu Option: 

2 To print the action plan in PDF, select the <Print> or icon on the bottom of the page. 

The remainder of this page is intentionally left blank. 
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Chapter 10: Action Plan Overview | Manage My Grants Module 

C5. Grantee and HUD | Search Action Plans 

The “Search Action Plan” feature allows Grantee and HUD Users to view every DRGR Action Plan in their 
portfolio. From this page, users can also navigate to the desired Action Plan, even if not selected in the 
Navigation Bar. These steps apply to TA Provider Users and HUD Users who manage TA awards. 

User Role: Grantee and HUD User Menu Option: 

Purpose: Allow Grantee and HUD Users to access all Action Plans within their portfolio. 

104BComplete the following steps to search and access DRGR Action Plans: 

1 Navigate to the Manage My Grant module and locate the Action Plan menu. See Section A1 and 
A2 above. Select <Search Action Plan>. The “Search Action Plan” page will load. Enter search 
criteria and select <Search>. Search results will load. 

2 Select the desired Action Plan under the “Action” column to navigate to the Action Plan. Users also 
have the option of copying, printing, or downloading the search results via MS Excel or CSV. 

DRGR User Manual Version 3.0 - May 2022 Page 15 



  
 
 

        

                                                                                                                       

      

     

        

         

   
 

                  
         

    

 

 

 

         

 

 

 

 

 

Chapter 10: Action Plan Overview | Manage My Grants Module 

C6. Grantee and HUD | Lookup Consolidated Plans (optional) 

The “Lookup Consolidated Plans” feature is optional and is for informational purposes only. 

User Role: Grantee and HUD User Menu Option: 

Purpose: Allow Grantee and HUD Users to look up and view Consolidated Plans. 

105BComplete the following steps to look up and view Consolidated Plans: 

1 Navigate to the Manage My Grant module and locate the Action Plan menu. See Section A1 and 
A2 above. Select <Lookup Consolidated Plan>. The “View Consolidated Plans” page will load. Enter 
search criteria and select <Search Plans>. 

2 Search results will load. To view a Consolidated Plan, select the desired Consolidated Plan. 
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