&J‘IN DEV EL

N U
r:}‘t* 8 5&
475""'-"?" E)H\%{\

EPIC User Manual

Last Updated March 3, 2021

Activity Planning Module

The Activity Planning Module (APM) within HUD’s
Energy and Performance Information Center (EPIC)
automates the development, submission, approval, and
revision of Capital Fund Program (CFP) 5-Year Action
Plans, Budgets and Performance & Evaluation (P&E)
Reports.
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1.0 ACTIVITY PLANNING MODULE OVERVIEW

The Activity Planning Module (APM) within HUD’s Energy and Performance Information
Center (EPIC) automates the development, submission, approval, and revision of Capital Fund
Program (CFP) 5-Year Action Plans (Form HUD-50075.2), Budgets and Performance &
Evaluation (P&E) Reports (Form HUD-50075.1).

All Public Housing Authorities (PHAS) are required to use EPIC for FY2018 and later CFP awards.
Therefore, all PHAs must obtain HUD approval of a 5-Year Action Plan in EPIC that includes
FY2018 among the grant years and must electronically submit Annual Statements/Budgets in
EPIC for their FY2018 CFP grant in order to access the funds. This requirement applies to all
future CFP grant awards as well. HUD staff do not have discretion to waive this requirement.

To access the Activity Planning Module, a user will log in to the EPIC system using this link:
https://portalapps.hud.gov/app_epic/.

From the EPIC homepage, the user will click on the Activity Planning Module tab that is listed
in the row across the top of the page. Once a user selects the Activity Planning Module tab, the
user may be presented with a window to select a PHA. Once the user selects a PHA, they will be
presented with the Activity Planning functions. See figures below.

Energy and Performance Information Center (EPIC) & RUt01
RU101, Welcome back!

me v ‘mmm- Development of New Housing - | Activity Planning (CFP grant planning) - | EPC - | PNA - | User and Group Tools -

Welcome to EPIC

Help?
Tab Instructions Welcome to the Energy and Performance Information Center (EPIC), a HUD system that collects information on Public and Indian Housing grants.
PHAs This system allows recipients of Public Housing Capital Fund grants to create and submit their 5-Year Action Plans and Annual Statement/Budgets. A
Public Housing Agency (PHA) can also downioad their IMS/PIC data to perform PNAs and submit information regarding energy efficiency
Core Activity improvements to their public housing stock.
The Core Activity/Energy tab/module: This module collects summary information
about how PHAs are spending their Capital Fund amounts for each grant at the A recipient of Indian Housing Block Grant (IHBG) funds may use this site to complete and submit HUD-52737, the Indian Housing Plan / Annual
development/AMP level including more detailed reporting on PHA Performance Report (IHP/APR), IHP Amendment, or IHP Waiver and to submit the SF-425, Federal Financial Reports.
implementation of Energy Efficiency Measures (EEMs). PHAs are required to
submit Core Activity/Energy module reports annually in the month following the Questions? Additional Guidance for PHAs can be found here.

end of the PHA's fiscal year

Development of New Housing
The Development of New Housing tab/module: This module is not currently
implemented

Activity Planning

The Activity Planning tab/module: This module is where PHAs draft/submit their
5-Year Action Plans as well as their and Annual Statement/Budgets. The module
contains functionality o aiso submit P&E reports that is not currently
implemented

Figure 1: Activity Planning Module Tab Displayed at Top Center of EPIC Homepage
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{#: HUD.gov &) Help System

% Energy and Performance Information Center (EPIC) s RUL0B

RU108, Welcome back!
Logout

Home - | Core Activity/Energy Module =~ | Development of New Housing -~ (WELATWSESELLTILENE S EPC - | PNA - | Userand Group Tools -~

@ 5-Year Action Plan ® Annual Statement/Budget/P&E |5e|ec|fd PHA: None Selected Change|/OMB CONTROL NUMBER: 2577-0274
EXPIRATION DATE: 03/

AP1 » Home Page - Activity Planning Module @

» Select a PHA

Paperwork Reduction Act Statement. The inf}
collection requirements contained in this dod
have been approved by the OMB under the §
Reduction Act of 1995 (44 U.S.C. 3501-3520
assigned OMB Control Number (2577-0274).]
accordance with the Paperwork Reduction A
may not conduct or sponsor, and a person ig
required to respond to, a collection of info
unless the collection displays a currently valiborm

control number. The public reporting burden for the |
collection of information is estimated to average X

hours per annum per respondent.

You are associated with more than one PHA. Please select a PHA to perform Actvity
Planning.

Housing Authority: | Housing Autharity of

This page provides links to the 5-Year Action Plan and
Annual Statement/Budget/P&E reports. The 5-Year
Action Plan link will provide access to all action plans
that have been completed and approved or that are
still in progress. The Annual Statement/Budget/P&E
link will provide access to all arant awards that have

Figure 2: Select a PHA Window

{#' HUD.gov &) Help System

% Energy and Performance Information Center (EPIC) ) rutos

~

RU108, Welcome back!
Logout

Home - | Core Activity/Energy Module - | Development of New Housing - |EL=n7CASELGTIWVINE S EPC - | PNA - | User and Group Tools -

@ 5-Year Action Plan @ Annual Statement/Budget/P&E Selected PH. Change |98 CONTROL NUMBER: 2577-0274
EXPIRATION DATE: 03/31/2015

AP1 » Home Page - Activity Planning Module @

Paperwork Reduction Act Statement. The information i B 3
coIFI.:Etion requirements contained in this document Activity Planning Functions
have been approved by the OMB under the Paperwork

Reduction Act of 1995 (44 1.5.C. 3501-3520) and 5-Year Action Plan @
assigned OMB Control Number (2577-0274). In

accordance with the Paperwork Reduction Act, HUD
may not conduct or sponsor, and a person is not
required to respond to, a collection of information,
unless the collection displays a currently valid OMB
control number. The public reporting burden for the
collection of information is estimated to average X
hours per annum per respondent.

Annual Statement/Budget/P&E

This page provides links to the 5-Year Action Plan and

Annual Statement/Budget/P&E reports. The 5-Year

Action Plan link will provide access to all action plans v
that have been completed and approved or that are

Figure 3: 5-Year Action Plan within Activity Planning Functions

Under the heading Activity Planning Functions, users see two options:
» 5-Year Action Plan
» Annual Statement/Budget/P&E
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2.0 FIVE-YEAR ACTION PLAN

Selecting 5-Year Action Plan will take the user to the 5-Year Action Plan Reporting Homepage,
from which the user can choose to copy forward a new 5-Year Acton Plan (5YAP) or edit an
existing 5YAP.

The 5-Year Action Plan Reporting Homepage contains a legend which indicates the meaning of
various symbols used on the page.

2.1 Copy Forward a 5YAP

From the 5-Year Action Plan Reporting Homepage, to create a the next required 5YAP, users
select the “Copy Forward ” icon next to the last approved 5YAP. As the legend indicates, the
icon looks like this:

1 » Copy Forward

Icon 1: Copy Forward

Note: If a PHA has never created 5YAP, the user will need to create a new 5Y AP using the green
plus sign, this icon will only be available if there is no 5YAP, even in a draft status.

C

Icon 2: Create New

5YAP1 » 5-Year Action Plan Reporting Help?

Five Year Action Plan

&

B ®

n Plan for 2019-2023 Rev. 1

5-Year Action Plan for 2019-2023

5-Year Action Plan for 2018-2022

8-Year Action Plan for 2017-2021'

Y%“"b% 2%
B =®

B

Figure 4: 5-Year Action Plan Reporting Page

March 3, 2021 Page 5



GIMENT O
& o
..
Energy and Performance Information Center % “l“ “ o

S4n pen e

5YAP10 » Confirm - Copy Action Plan Help?

The HA will be aliowed to edit of funge Work Activities from the previous report

I ! This will resuft in creating a new 5YAP.

Figure 5: Confirm — Create Action Plan

Once the PHA selects Copy Forward the PHA will be asked to enter information about the 5-
year reporting period on the 5YAP Details Page.

5YAP13 » 5YAP Details for Housing Authority - 2021 to 2025 Help?

Please select the criteria for Copy Forward of the 5 year Action Plan

|o e — @ ooy |

5 Year Action Plan Information

—Summary

3. Estimated amounts by plan year

$352,625.00

$352,625.00

$352,625.00

-

r={ I

=
@
7
D

1

{
Year 2025 {[E352.625.00
e wea; |

1

1

Total Estimaied 5 Year Action Plan Amount $1,410,500.00

Figure 6: 5YAP Details Page: Rolling Plan

5YAP13 » BYAP Details for Housing Authority - 2023 to 2027 Help?

Please selecl he criteria for Copy Forward of the 5 year Action Plan.

5 Year Action Plan Information

rSummary

wed Plan  CRolling Plan

2023

1. Type of Plan

2 Five Year Action Pian starting year

—-—

3. Estimated amounts by plan year

R | - —

Total Estimated § Year Action Plan Amount {5000

Figure 7: 5YAP Details Page: Fixed Plan
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2.2

5YAPDetails Page:

» Type of Plan: Users may select between Fixed Plan and Rolling Plan. The system will

default to the last type of plan the PHA selected. If the PHA wishes to change from one
type to another the PHA must ensure they are at the end of a 5-year reporting period.*

Five Year Action Plan Starting Year: The starting year for the 5YAP. This will be
automatically populated by the system. The 5YAP that the system will populate will
depend on whether the PHA wishes to operate under a Fixed or Rolling Plan, and the
years covered under the PHA’s current SYAP.

Estimated Amounts by Plan Year: Users should enter the current year funding amount
as an estimate for each year. PHAs may edit the Estimated Amounts in 5Y APs after they
have been created. These amounts are meant to be estimates only and are only required to
balance upon submission. For PHAs with Fixed Plans the Piggy Bank will likely not
balance as the years go forward, which is not a problem as the PHA will be forced to
balance their annual budget submissions.

Estimated amounts for each year of the 5Y AP should include any Replacement Housing
Factor (RHF) grant funds received, in addition to Formula Grants (including any
Demolition Disposition Transitional Funding (DDTF)) or any other CFP Grants such as
Lead Based Paint or Emergency grants, among others in the appropriate year.

When entering estimated amounts for all future years of the 5YAP, PHAs must enter the
dollar amount for the most recent grant year that has been awarded, subject to the
following exceptions:

» PHAs must adjust estimated amounts for the expiration or reduction of eligibility for
RHF and DDTF grants. PHAs that expect to borrow funds either through the Capital Fund
Financing Program (CFFP) or an Energy Performance Contract (EPC) should include the
expected proceeds in their estimates.

» PHAs anticipating other substantial influxes of funds (e.g., tax credit proceeds) should
include these funds in their estimates.

» PHAs that receive extra CFP funds awarded through successful application to a Notice
of Funding Opportunity (NOFO), such as Lead Based Paint grants, or Housing Related
Hazard grants, in addition to awards for Emergency Safety and Security grants should add
the amounts awarded to the appropriate year of source funds awarded. This may not be
the same as the year the funds were awarded. For example, if the award was made in
2020, but the funding source is 2019, the PHA should add the grant amount to their 2019
funding estimates.

' PHAs should refer to Appendix B of this User Guide for additional information regarding types of

plans.
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» PHAs with Rental Assistance Demonstration (RAD) CHAP, portfolio, or multi-phase
awards that plan to remove units from their public housing portfolio through RAD should
deduct the estimated amount of the Capital Fund grant associated with the RAD project.
This number should be the same as the estimate included in the PHA Plan or RAD
Significant Amendment.

» PHAs with fewer than 250 Public Housing dwelling units (“Small PHAs”) with Fixed
Plans may choose to estimate that they will receive a larger grant amount in future years
than in the current year, in order to include “standby” work activities in future years. For
example, a PHA with a fixed plan and most recent grant amount of $100,000 may enter
estimated amounts of $120,000 in years 4 and 5 of the 5YAP in order to include standby
items while keeping the expected revenue and expenses in balance. This option provides
additional flexibilities to these Small PHASs.

. This exception is not available to PHAs with Rolling Plans, as the nature of a
Rolling Plan ensures that there will always be four years of future work activities
available to funge, or reassign, to the current year.

While the 5YAP Details Page displays the PHA Fiscal Year End, this information cannot be
edited. It is based on data reported through other HUD systems. Once the user has entered all
necessary information on the 5YAP Details Page, the user selects Copy Forward.

The user will be directed to the Review Summary Page. This page will display any work
activities that the system will automatically copy forward into the new plan.

SYAP14 » Copy SYAP - Housing Authority - 2023 to 2027 Help?

Figure 8: 5 Year Action Review Summary Page: Fixed Plan

Note: Because Fixed plans have no overlapping years, there may be no work activities to be
copied forward.

March 3, 2021 Page 8



4 |||Ii|| ot
Energy and Performance Information Center &" I ||
M pEVES
5YAP14 » Copy SYAP - Housing Authority - 2021 to 2025 Help?
|0 5 Year Action Pian Information a Review Summary
Summary
Work Activity Actions:

[Gomeal

Figure 9: 5 Year Action Review Summary Page: Rolling Plan

The user should select Complete to proceed in creating the new 5YAP or Cancel if the user does
not wish to copy forward their plan. Once the user selects Complete, the user will be returned to

the 5-Year Action Plan Reporting Page.

2.3 Fixed Plans Create New Work Activities

Once a new Fixed 5YAP has been created, users will begin editing the newly created Draft Plan.

Click on the Edit Plan icon to navigate to the Activities List Page.

5YAP1 » 5-Year Action Plan Reporting

Five Year Action Plan

Legend

Plan Type Created Date  LastModified  Report Year status

Submitted On

Approved  Approved On
By

Options

§-Year Action Plan for 2023-2027

5-Year Action Plan for 20182022 Rev. 3.
S-Year Action Plan for 2018-2022 Rev. 2
5-Year Action Plan for 2018:2022 Rev. 1

5-Year Action Plan for 2018-2022

Figure 10: 5 Year Action Review Reporting Page: Edit Draft

‘o‘o‘o‘og

BERER
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5YAP3 » Activities List for Housing Authority - 2023 to 2027

Work Activities
= Go back to Plans Listing
No work activilies found based on search crileria

Edit Plan Information

View PDF ‘The work activities and plan information has been saved. To add another work activity, click on ‘Create New Work Activity’ button. To funge work activities, click on
‘Funge Work Activities' button. When ail estimated amounts ars consumed, the plan will be eligible for submission and a ‘Submit Plan' button is displayed. You can

[E ExportReport submit the plan by clicking the "Submit Plan’ button. Once a plan is submitted, it will be locked and cannot be edited until Field Office approves of rejects the plan.

Piggy Bank This plan cannot be submitted because:
+ ForYear 2023, estimated amount is greater than consumed amount
« For Year 2024, estimated amount is greater than consumed amount
Year Estimated | Consumed Balance « For Year 2025, estimated amount is greater than consumed amount

] 5 51 « For Year 2026, estimated greater than consumed amount
+ ForYear 2027, estimated amount is greater than consumed amount

Create New Work Activity] [Funge Work Activities] |

Total

Legend

Figure 11: Create New Work Activity Button on Activities list Page

On this page users will select either Create New Work Activity or Funge Work Activities. Users
may notice a yellow warning message indicating that the plan cannot be submitted because
estimated amounts are greater than consumed amounts. As work activities are added for each
year to indicate how estimated funds will be used, these messages will disappear.

2.4 Rolling Plans Create/Edit/Delete/Clone Work Activities
Once a new Rolling 5YAP has been created, users will begin editing the newly created Draft
Plan. Click on the Edit Plan icon to navigate to the Activities List page.

5YAP1 » 5-Year Action Plan Reporting Help?

—Five Year Action Plan

o Plan Type CreatedDate  LastModified  Report Year Status  SubmittedOn  Approved  Approved on
sbmitted and
By

S-Year Action Plan for 2021-2025
5-Year Action Plan for 2020-2024'
S-Year Action Plan for 2019-2023 Rev. 1

5-Year Action Pian for 2019-2023

B EERER

5:-Year Action Plan for 20182022

v v mmm@?

5-Year Action Plan for 2017-2021

®

Figure 12: 5 Year Action Review Reporting Page: Edit Draft

When a Rolling 5YAP is copied forward any unused approved work items that correspond to the
new 5-year period will be copied forward by the system. The last year of the plan will contain no
work activities and therefore, new activities will have to be created or cloned from other years.

For example, if a user copied forward a 2019-2023 Rolling 5Y AP, the system would create a
new plan for 2020-2024 and any unused and approved work activities from 2020-2023 would be
copied into the new plan, with 2024 being blank. Users may notice a yellow warning message

March 3, 2021 Page 10
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indicating that the plan cannot be submitted because estimated amounts are greater than
consumed amounts. As work activities are added for each year to indicate how estimated funds
will be used, these messages will disappear.

Note: If a work activity is tied to a Budget (has been imported into a draft or submitted budget),
the system will see it as being “used” and not bring it into a new plan. Please see section 2.10
Funge Work Activity for how to resolve this issue.

2.5 Adding/Creating a Work Activity

Users create new work activities by selecting the Create New Work Activity button at the bottom
of the Activities List page. This action navigates users to the Add Work Activity page. The Add
Work Activity page contains four sections: Work Activity Information, Affected
Developments/AMPs, Component Categories from PNA (not operational), and Work Categories.
Users can select the Click to Expand links to expand the latter three sections.

Work Activity Information

1. Title |S|te Improvements

2. Description Resurface parking lots, improve sidewalks and

dumpster enclosures, playgrounds and other
landscaping as needed |

Yes

4.Cost ¢[$182,105.00

5. Projected Year

3. Force Account +

Affected Developments/AMPS (Click to Expand)

Component Categories from PNA  (Click to Expand)

Work Categories (Click to Expand)

Save Cancel

Figure 13: Add Work Activity Page

» Work Activity Information: Users enter a Title, Description, Cost, and Projected Year for
the Work Activity. In entering Work Activity Information, PHAs must adhere to the
following:

- PHAs planning to complete a work activity using force account labor must check
the box that says Force Account. Should a PHA wish to complete an activity
using force account labor that was not designated as such at the time of 5YAP
approval, or wish to complete an activity designated as force account at approval
using another vehicle, the PHA user must copy or “clone” the work activity in
EPIC, change the radio button for Force Account, and submit the activity for
Field Office approval.

March 3, 2021 Page 11
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- HUD will use PHAS’ selections in EPIC to update BLIs in LOCCS; therefore,
EPIC will only allow each work activity to be associated with a single BLI. In
addition, each Work Activity must be associated with a single Projected Year and
Development. PHAs must create multiple work activities for work items
combining funds across multiple grant years or spanning multiple developments.
For example, if kitchens will be upgraded in 10 units, with 5 units upgraded using
2020 Capital Funds and 5 units upgraded using 2021 Capital Funds, the PHA user
would enter a separate work activity for each year and reflect the costs separately.
The Clone Work Activity feature described later in this manual can assist users in
quickly copying work items that can then be modified to cover different years.

- The Work Item Description must provide sufficient specificity to facilitate
effective HUD Field Office review of the plan, including enabling the Field
Office to assess the level and type of environmental review required. PHAS are
encouraged to enter information in the Description field on the scope of the
activity (e.g., number of units impacted).

For example, for a work activity covering roof replacement at a particular
development, a sufficient description may read: “Installing new 20-year roof, as
well as gutters and soffits, at low-rise building containing 5 Public Housing
units.” A work description simply stating “Roof” would be insufficient, because it
does not indicate whether the activity will cover full-scale replacement of the roof
or simply patching portions of the roof, a distinction with implications for the
level and type of environmental review required.

> Affected Developments/AMPs: Once the Work Activity Information has been entered,
users click the Click to Expand link next to Affected Developments/AMPs. Users will
then view a list of development numbers and names along with ACC unit counts. In
addition, users will see a record with a Development Number of “N/A”,

For each work activity, the user marks the radio button to the left of the development at
which the activity will take place. For work not tied to a specific development (e.g.,
Administration), the user selects N/A for the Affected Developments/AMPs. For
construction activities on a non-dwelling building or site (e.g., capital items at
administrative offices), the user must select the specific development of which the site is
a part; “N/A” should only be selected if the site is not contiguous to or included within a
development. If a work item spans multiple developments, the user must create separate
Work Activities. The Clone Work Activity feature described later in this manual can assist
users in quickly copying work items that can then be modified to cover different years.

March 3, 2021 Page 12
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Affected Developments/AMPs [Click to Expand)
5. Affected Developments/AMPs:

Development Number Development Name Total ACC Units
A Mot associated with any spedfic /A
development
O [E=pootor — 200
0 o2 — 255
oo —— 290
e —— 154
E=d 00105 —T 127

Figure 14: Expanded View of Affected Developments/AMPs on Add Work Activity Page

» Component Categories from PNA: This functionality is not yet available. Once
implemented, it will enable users to select capital needs identified within a PHA’s
Physical Needs Assessment (PNA) and quickly add them to a 5YAP. In the interim,
users will not see any component categories listed when they expand this section of the
page, and no selections are needed.

» Work Categories: Upon selecting the Click to Expand link next to Work Categories,
users will see a listing of categories. Users will notice that some categories, such as
“Dwelling Unit” are marked with a plus sign to the left of the category name; other
categories, such as “Dwelling Unit — Conversion” are not marked with a plus sign. Users
will also see that each work category name includes the Budget Line Item (BLI) in
parentheses. These BLIs reflect the simplified BLI structure announced in PIH Notice
2016-21 (see: http://portal.hud.gov/hudportal/documents/huddoc?id=PIH-2016-21.pdf).

Users will select the appropriate Work Category and, if applicable, Sub-Category or Sub-
Categories for each new work item. For example, if the Work Activity covers roof
installation on a dwelling structure, the PHA would select “Dwelling Unit-Exterior
(1480)” as the Work Category. As the Dwelling Unit-Exterior category is marked with a
plus sign, the PHA user would expand the category and select the appropriate sub-
categories as well—in this case, “Roofs”, “Gutters - Downspouts”, and “Soffits”. These
selections are displayed in Figure 10.

HUD will use PHAS’ selections in EPIC to update BLIs in LOCCS; therefore, it is
imperative that each Work Activity be associated with a single BLI. PHAs may select
more than one Work Category for any Work Activity, provided that the Work Categories
do not fall under different BLIs. For example, a PHA user may select Dwelling Unit-
Interior (1480) and Dwelling Unit-Exterior (1480), along with the applicable sub-

March 3, 2021 Page 13
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categories, for a work item including both types of work in a single development and
using a single year’s grant. However, a user may not select both Dwelling Unit-Interior
(1480) and Management Improvements (1408) because these Work Categories fall under
different BLIs.

Each work activity should approximately tie to each contract or project at a site, and
when selecting work categories, they should in turn be specific enough for the Field
Office to monitor the appropriate use of funds for each work item. For example, one
work activity should not be a catch all for every type of work being performed in a
building. This also allows the PHA the flexibility to adjust the scope of work being
performed over time and reschedule as needed.
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Work Categories [Click to Expand)
7. Work Categories:
+ N Administration (1410)

+ Contract Administration (1480}

Debt Service Bond Payment-Paid by HUD (9000)
Debt Service Bond Payment-Paid by PHA (1501)
Dwelling Unit - Conversion (1480)

Dwelling Unit - Demolition (1480)

O0O0ogaod

Dwelling Unit-Development (1480)

Dwelling Unit-Exterior (1480)

1
[«

Balconies-Porches-Railings-etc
Building Siab

Canopies

Carports -Surface Garage
Columns and Porches

Decks and Patios

Exterior Doors

Exterior Lighting

Exterior Paint and Caulking

Exterior Stainvells - Fire Escape

OO0ooo0of0ddgoonad

Foundations

Gutters - Downspouts

[«

Landings and Railings

Maif Facilities

O O O

Other

Roofs

[«

Siding

O

Zoffits

Figure 15: Screenshot of Portion of EPIC Add Work Activity Page, Displaying Work
Categories and Sub-Categories
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» Force Account: PHAS should select the appropriate radio button if planning to complete a
work activity using force account labor. Should a PHA wish to complete an activity
using force account labor that was not designated as such at the time of 5Y AP approval,
the PHA must change the Work Activity Information selection for 3 .Force Account from
No to Yes, which will trigger a revision of the plan and requires resubmission to the Field
Office for approval.

Work Activity Information

1. Title: | Site Improvements

2. Description: Resurface parking lots, improve sidewalks and

dumpster enclosures, playgrounds and other
landscaping as needed.

E> 3. Force Account: * Yes @ No C

4.Cost ¢[$182,105.00

5. Projected Year:

Affected Developments/AMPS (Click to Expand)

Component Categories from PNA  (Click to Expand!

Work Categories (Click to Expand)

Save Cancel

Figure 16: Force Account Radio Button

Upon entering all necessary information for the new work activity, the user clicks Save. If any
required information is missing, the user will receive a message explaining which items are
missing. If all items are complete, the work item will be saved. The user will then be returned to
the Activities List page, where the new work item will appear. The Piggy Bank on the left side
of the screen will then include the cost of the work activity under the “Consumed” cost for the
given year.
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- Go back to Plans Listing

Edit Plan Information

View POF

Export Report

Legend

View Comments

2.6

Work Activities

...... 3 Year Range, anaor viork
[Ciear Search
Year Identifier  DevelopmentAMP Activity Amount Options

£ 2020v 1002 e Fesly [§35,500.00 =R

& 020v s EEEEEEEEEEEEN 209 Envece [§315,852.00 FE-

8 2020v D001 sevements-  [§40,318.00 = %

8 Gosiv 10000 sel0 36,550.00 B

& 2021v 10006 Acional Buigng 316,075.00 5

e ; > R

&8 (2022 1o00s Manaoement Fee fo £35,260.00 R

8 2022 100009 Uegaace Bulangoiesers [§317,365.00 EAC- T 4B

2 Nesgeq at Uni
Tumaround

& om3v 1000 uasgerentfesie  [§3526000 ] R

8 2023v 000 Tmosterio Qoeaions  [§50,000.00 S5 %3

® oz3v  0om 35,260.00 o R E
[seve Changes
The work actrites and saved. To add activity, click on ‘Create New Work Activety’ button. To funge work Sctivities, click on
“Funge Work Activities' button. When 3l estmated amounts . the p gibie for suom nG 3"Submit Pian’ button I3 dispiayed. You can
submit the plan by clicking the 'Submit Plan’ button, Once 3 pian s submitied, & wil be Iocked and cannot be edited unti Field Office 3pproves of rejects the plan.

This plan cannot be submitted because:

Create New Work Activity| [Funge Work Activities| [

Figure 17: Activities List Page

Edit Work Activity

After a new work activity has been created, users have two options for editing a work activity,
depending on what needs to be changed.

If the user only needs to edit the year a work activity, the user selects the check box next to the
work activity and dropdown options to change the year will become available. Likewise, if the
user wants to change the amount of the activity the user checks the box and the cost field becomes
editable. The user can select as many or as few activities as they wish. The user must hit save
changes at the bottom for the changes to take effect and show up in the Piggy Bank.

SYAP3 » Activities List for

GO bICK 10 Plans Listing
' EditPlan Information
- View POF

[ ExportRepon

Piggy Bank

Work Activity Cost

Year | Esumated

Consumed

Balance

Total

Legend

=l I

| Housing Authority - 2020 to 2024

Work Activities

Search for Work Activities records using a Year Range, Development/AMP, andior Work Activity name
Yo w .

v v

Year Identifier  DevelopmentAMP
® 2020v 100002

® 2020v] 10005

8 [2020v| 100014
s 2021 v 100003
8 021v 100008
8 v 100004
® 2022  10000S
8 203w 1D0005
8 2023~ D010
8 2023w 001

| Save Changes

Activity Amount
Management Fee to $39,500.00
Butdog Enveione (§315,852.00
o1
Captalineeoenents:  [540,318.00
Excess Cash Porion

Management Foe 1o

Aggiional Buikiing
Enveiope Work
Maoaoement Fee to

$316,075.00

umsxmzu;mxm [$317,365.00
2s Needed a1 Unil

Tumaround

Management Fae 10 35,260.00

Tansfer 1o Operatans  [§50,000.00
[$35,260.00

(ORI R

XXX XXXXXXXF

g a8 o000 2880
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Figure 18: Quick Edit Checkbox: Year and Amount

If any other changes need to be made to a work item, the user can edit the work activity by selecting
the Edit Work Activity Icon next to that 6work activity on the Activities List Page. The icon looks
like this:

i

Icon 3: Edit Icon

—Work Activities
Search for Work Activities records using a Year Range, Development/AMP, andior Work Activity name
Years to View W - v
Development/AMP: ‘ ~
Work Activity Name: ‘ ‘
|Search‘ |Clear Search ‘
Year Identifier Development/AMP Activity Amount Options

O0® 2020~ D002 Management Fee to $39.500.00 » 23

O®f 20~ ID0007 - .. Building Envelope [£360 410.00 S % T
Project

lili’i 2020 v IDO008 Additional Building §356.170.00 2, * |
Envelope Work

Of 2021~ ID00o3 Management Fee to %35 260.00 E- s

] q,; 2022 v ID0004 Management Fee o 35 260.00 I x j].

O® 2022~ D000 Upgrade Buiding $317,365.00 J % 8 0
Interiors as Needed at
Unit Turnaround

] q’; 2023 v IDO005 Management Fee to 35 260.00 I * j].

D8 223~ ID0010 Transfer to Cperations  [§50 000.00 J % R T

U8 2023+ D001 Management 35 260.00 BRI )
Improvements

08 023~  ID0012 Vehicle Replacement  [350 000.00 S5 R T

Figure 19: Activities List page — Edit Work Activities Icon

Upon selecting the Edit icon on the Activities List page, the user can make edits to the work activity
via the Edit Work Activity Page. To edit the Affected Development/AMPs, Component Categories
from PNA, or Work Categories sections, the user will need to select the link to expand the
appropriate section. The user will select Save to update the work activity information. Note that
once the 5YAP has been submitted to HUD, and once work activities have been connected to a
Budget in EPIC, options for editing work activities become more limited.
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5YAP4 » Housing Authority - 2020 to 2024 » Edit Work Activity (ID0006)
Abrief description of work activity detail
== Go back to Plan Details Work Activity Information
- 1. Title: {\ Buildin
O g Envelope Project
k&, ' Piggy Bank
Work Activity Cost 2. Description Replace deteriorated T-11 or vinyl siding with
Jear pm— Consumea | Bamnes modern cement board, including sheathing and
_ wall insulation upgrades where needed, replace
2020 roof shingles and other exterior work as
2021 needed to secure the building envelope. v
2022
2023 3. Force Account * ves O No @
2024 — e
Total 4 Cost { [$315,852.00
5. Projected Year: * 2020~

Affected Developments/AMPS  (Click to Expand)

Component Categories from PNA  (Click to Expand)

Work Categories (Click to Expand)

Save Cancel

Figure 20: Edit Work Activity Page

2.7 Clone Work Activity

After a new work activity has been created, users can create a copy, or clone, of the work activity.
Users may find this option helpful in cases where the same or similar work is being done across
multiple developments or years. For example, suppose a work activity was created for roof
installation in 2020 in development AB123000001. If roof installation will also be done in 2020
in development AB123000002, the user may wish to copy the existing work activity and then edit
the copy to change the development number and cost, as needed.

Users create a copy of an existing work activity by selecting the Clone Work Activity Icon next to
that particular work activity on the Activities List Page. The icon looks like this:
-~
Icon 4: Clone Icon

Upon selecting the Clone Work Activity Icon next to a particular work activity, the user will
receive a message asking to confirm the action.

P y

Message from webpage @

Igl Are you sure wou want to clone this work activity?

0] ] | Cancel

Figure 21: Clone Work Activity Confirmation
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Upon selecting “OK”, the user will see that a copy of the existing work activity has been added to
the Activities List Page. The “Piggy Bank™ on the left side of the Activities List Page will have

adjusted accordingly.

—Work Activities

Years to View v | - v

Development/AMP |

v

Search for Work Activities records using a Year Range, Development/AMP, and/or Work Activity name

Work Activity Name: |
Clear Search

Year Identifier  Development/AMP

U8 2020+ 1D0002
Of8 2020~ 1D0007
Of 200~ 1D0008
O0f 20~ 1D0015
08 2021+ 1D0003
0Of 2022+~ 1D0004

U8 2022+ 1D0009

08 2023+ 1D0005
08 2023+ 1D0010

O0f s~ IDoo11

Activity Amount

Management Fee to $39 500.00
Building Envelope [$360.410.00

Project

Additional Building $356,170.00

Envelope Work

Copy_of Additicnal $356,170.00

Building_Envelope Work

Management Fee to $35,260.00

Management Fee to $35.260.00

Upgrade Building $317,365.00

Interiors as Needed at

Unit Tumaround

Management Fee to $35 260.00

Transfer to Operations  [§50 000.00

Management $35.260.00

Improvements

Options
%2 %8 0O
s % )
SOLE:
J 2 R T
S 2R
SRR
4 %2 8 0O

2%

2 % 10

2 KX 0

Figure 22: Clone of Work Activity on Activities List Page

2.8 Delete Work Activity

Users can delete an existing work activity by selecting the Delete Work Activity Icon next to the

particular work activity on the Activities List Page. The icon looks like this:

®

Icon 5: Delete Icon

Upon selecting the “Delete Work Activity” icon, users will receive a popup message confirming

the action.
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Message from webpage @

[9} Sire you sure you want to delete this work activiby?

| (0] 4 | | Cancel

Figure 23: Delete Work Activity Confirmation

Upon selecting “OK”, users will be returned to the Development List page, and the deleted work
activity will no longer be displayed. The “Piggy Bank™ on the left side of the Activities List
Page will have adjusted accordingly.

2.9 Work Activity Log

Users can select the Work Activity Log icon to see a history including when the work activity was
created, edited, and copied/cloned, and the user ID of the user who entered these actions. The icon
looks like this:

5|
Icon 6: Log Icon

Upon selecting the Work Activity Log icon for a particular work activity, a log similar to that
shown below will be displayed.

Work Activity Log for ID0001

Activity Performed By Activity Date
Work Activity has been cloned to create a copy as ID0002 RU108 07/10/2015
Work Activity has been created RU108 07/10/2015

Figure 24: Work Activity Log

2.10 Funge Work Activities

For work activities that are not yet connected to a Budget in EPIC, users can move the work activity
from one year to another through the Edit Work Item functionality. However, once work items
are connected to a Budget in EPIC, moving work items between years requires users to utilize the
Funge Work Items functionality.

In order to funge work activities between years, users select the Funge Work Activities button at
the bottom of the Activities List Page.
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{®: HUD.gov @& Help System

% Energy and Performance Information Center (EPIC) s RU0S
RU108, Welcome back!

Logout

Home -~ | Core Activity/Energy Module | Development of New Housing -~ EPC =~ | PNA | User and Groeup Tools -|
® 5-Year Action Plan © Annual Statement/Budget/P&E |selected PHA:
Change

SYAP3 » Activities List for [ - 2016 to 2020 Q

5 Year Action Plan Activities page displays high level view of active work activities for this PHA.

(OMB CONTROL NUMBER: 2577-0274)
EXPIRATION DATE: 03/31/2015

= Go back to Plans Listing ’*Work Activities

Mo work activities found based on s=arch criteria.

+ Edit Plan Information

/- View PDE The work activities and plan information has been saved. To add another work
o activity, click on "Create New Work Activity' button. To funge work activities, click
}__ Piggy Bank on "Funge Work Activities' button. When all estimated amounts are consumed, the
plan will be eligible for submission and a "Submit Plan' button is displayed. You can
Work Activity Cost submit the plan by clicking the 'Submit Plan' button. Once a plan is submitted, it
Year | Estimated | Consumed Balance will be locked and cannot be edited until Field Office approves or rejects the plan.
2016 $100,000.00 $0.00 $100,000.00
2017 $100,000.00 $0.00|  $100,000.00 This plan cannot be submitted because:
2018 $100,000.00 £0.00 $100,000.00 » For Year 2016, estimated amount is greater than consumed amount.
2019 $100,000.00 $0.00 $100,000.00 » For Year 2017, estimated amount is greater than consumed amount.
2020 $100,000.00 €0.00 $100,000.00 ® For Year 2018, estimated amount is greater than consumed amount.
Total| $500,000.00 $0.00] $500,000.00 » For Year 2019, estimated amount is greater than consumed amount.
A £l » For Year 2020, estimated amount is greater than consumed amount.
—Legend Create New Work Activity | | Funge Work Activities

1 » Edit Work Activity

-
+ » Clone Work Activity

x » Delete Work Activity

t_j = View Work Activity Log

Figure 18: Funge Work Activities Button on Activities list Page

Upon selecting the Funge Work Activities button, users are directed to the Funge Work Activities
page. On this page, users will first select the Source Year. This is the year from which the work
activity is moving. Upon selecting a Source Year, the work activities currently listed in that Source
Year are displayed. Users check the work item or items they would like to move and select “Add
to Queue”. The work item(s) selected then appear in the queue.

Note that multiple items from the same Source Year may be selected and added to the queue. In
addition, once work items from one Source Year are selected and added to the queue, users may
then select another Source Year and add items from that Source Year to the queue. Therefore, the
queue may include multiple work items, including multiplying work items from different Source
Years.

Once all items to be moved to a new Fiscal Year are displayed in the queue, the user selects
“Continue”.
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S5YAPG6 » Funge Work Activities @
Select Work Activities from Source | Select Destination for Work Review Work Activity I Summary of Completed Fungibility
Year Activities Fungibility Actions
L]
L-_ € ‘ Piggy Bank Please select a year to start the work activity organization process.
Estimated Current Planned
Year Amount Amount
2016 $100,000.00 $100,000.00
2017 $100,000.00 $100,000.00
2018 $100,000.00 $0.00
2019 $100,000.00 $0.00
2020 $100,000.00 $0.00

To start, select a Source Year to see a list of fungeable work activities. The list will be displayed in the Source Work Activities table. You can change the Source Year at
anytime, induding after you add work activities to the queue.

Select Source Year: | 2016 v

—Source Work Activities

Select the desired work activities by using the check box and clicking on the Add to Queue button.

Identifier Development/AMP Activity Amount Annual Statement/Budget

E—— ) —— aommm o

Add To Queue ¥ |

—Work Activities Queued for Fungibility

The queue displays a list of selected work activities to be funged. To remove & work activity, use the Remove link for the desired work activity.

Year Identifier Development/AMP Activity Amount Annual Statement/Budget

There are no work activities in the queue.

Continue | | Cancel ‘

Figure 25: Funge Work Activities-Select Work Activities from Source Year

Upon selecting Continue from the Funge Work Activities Page, the user will be directed to a new
webpage listing the queued work items. The user selects a Destination Year. This is the year into
which the work item is moving. The user then selects a work item or work items and selects the
Funge button to move the work item(s) to the Destination Year. If the user has added multiple
work items to the Funge Work Items Queue, the user can then select another Destination Year and
repeat the process to funge work items to that Destination Year. Funged Work Items appear in the
table at the bottom of the screen. Once the user has funged all queued work items to a new
Destination Year, the user selects Continue.
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5YAP7 » Funge Work Activities

Select Work Activities from Source Select Destination for Work Review Work Activity Summary of Completed Fungibility
Year Activities Fungibility Actions
.
_\&= J Piggy Bank Select the destination year and funge the appropriate work activities to associate with that destination year. This process
Current can be performed on one or more work activities and repeated as needed until all work activities are funged.
Estimated | Planned Amount
Year| Amount Amount Change
2016|4100,000.00|  $100,000.00 $0.00
2017|4100,000.00|  $100,000.00 $0.00
2018 $100,000.00 $0.00 $0.00
2019 |$100,000.00 $0.00 $0.00
2020 ($100,000.00 $0.00 $0.00

Select a Destination Year. This will allow destination options to appears within the Work Activities Queued for Fungibility table. You can change the Destination Year at
any time, indluding after you Funge Work Activities.

Select Destination Year: | 2016 ™

—Work Activities Queued for Fungibility

Select the desired work activities by using the check box. Select the desired destination year or Annual Statement/Budget by using the To drop down box. Click on the Funge button to perform the
fungibility action which will move the work activity to the Funged Work Activities table.

Identifier Development /AMP Activity Amount From To

nstallation 000, ¥ move
D ID0001 Roof Installati $100,000.00 2016 Rel
0 o A e oo mr (R Remowe

—Funged Work Activities

The list of Funged Work Activities displays the fungibility actions currently selected. To remove a work activity, use the Remove link for the desired work activity.

Identifier Development/AMP Activity Amount From To

There have be no work activities selected.

| Back | | Continue | | Cancel |

Figure 26: Funge Work Activities-Select Destination for Work Activities

Upon funging activities to a new Destination Year and selecting Continue, the user will be
directed to a summary/confirmation page. This page includes a Piggy Bank showing the current
amounts and the changes that would be applied as a result of funging work activities. It also
displays a summary of the fungability actions (i.e., a list of work activities and the years in which
they are moving from and to.) If the user needs to make changes, they may select the Back or
Cancel buttons. To complete the fungability actions, the users selects Complete.
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S5YAPS8 » Funge Work Activities

12

Select Work Activities from Source Select Destination for Work Review Work Activity Summary of Completed Fungibility
Year Activities Fungibility Actions
g &
\k—; J Piggy Bank Please review the summary of changes resulting from the organization of work activities.

Estimated | Current Planned Planned Amount

Year Change After Funge

2016 | $100,000.00 $100,000.00 -$100,000.00 $0.00

2017 | $100,000.00 $100,000.00 -$100,000.00 $0.00

2018 | $100,000.00 $0.00 $100,000.00 $100,000.00

2019 | $100,000.00 $0.00 $100,000.00 $100,000.00

2020 | $100,000.00 $0.00 $0.00 $0.00

—Work Activities

Fleass review the work activities changes resulting from this organization.

Identifier Development/AMP Activity Amount

ocos I Rock Instalation $100,000.00 2016 2018

100003 Roaf Installation $100,000.00 2017 2019

— Fungibility Actions

Flease review the actions resulting from this organization.

1 Move Activity ID0001 (Roof Installation) from 2016 to 2018
2 Move Activity ID0003 (Roof Installation) from 2017 to 2019
| Back | ‘ Complete | | Cancel |

Figure 27: Funge Work Activities - Review Work Activity Fungibility

Upon selecting Complete, the user views another summary page with a link to Return to Activity
List..

S5YAP9 » Funge Work Activities @
Select Work Activities from Source Select Destination for Work Review Work Activity Summary of Completed Fungibility
Year Activities Fungibility Actions

The following list shows a summary of the completed fungibility actions and any associated reports that have changed. Use the links within the actions list to view the
affected Annual Statements/Budget.

Summary

Action Summary
1 Activity ID0D001 {Roof Installation) was moved from 2016 to 2018
2 Activity ID0003 {Roof Installstion) was moved from 2017 to 2019

‘ Return to Activity List |

Figure 28: Funge Work Activities — Summary of Completed Fungibility Actions

2.11 Submit Plan

From the Activities List Page, users can select the View PDF link on the left side of the page
above the Piggy Bank to view a PDF of their plan. This facilitates saving copies of the plan
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outside of the EPIC system and printing the plan. This option is available for 5YAPs in all
statuses, whether Draft, Submitted, or Approved. It is available to both PHA and HUD users.

Once all work activities have been added and the cost of those work activities matches the
estimated cost for each year of the 5Y AP, the user may submit the 5YAP for HUD approval.

Note that the plan may not be submitted until the Piggy Bank on the Activities List Page shows
balanced estimated revenues and expenses. The Piggy Bank is in balance when the Estimated
and Consumed costs match for each year and the Balance for each year is $0.00. If the Piggy
Bank is out of balance, adjustments may be made on the revenue side by editing projected
amounts for each year. To make these changes, select the Edit Plan Information link on the
Activities List page above the Piggy Bank. Adjustments may also be made to the cost estimates
by editing work activities or funging work activities.

Once the Piggy Bank is in balance, yellow warning messages will no longer appear at the bottom
of the Activities List Page and the Submit button at the bottom of the Activities List Page will be
activated. Note that once a 5YAP is submitted, it will be locked and cannot be edited until the
Field Office approves or rejects the plan.
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SYAP3 » Activities List for [ - 2016 to 2020 Q

5 Year Action Plan Activities page displays high level view of active work activities for this PHA.

= Go back to Plans Listing —Work Activities

Search for Work Activities ds using a Year Range, I JAMP, and/or Work Activity name
</ Edit Plan Information Years to View: v - | V|
Development/AMP:
J-| View PDE v
Work Activity Name: | |
)
M Piggy Bank | Search | | Clear Search |
Work Activity Cost
Year | Esti i G i L Year Identifier Dev/AMP Activity Amount Options
2016 $100,000.00 $100,000.00 $0.00 i B
3 , 2016  IDO00O4 Roof Installation $100,000.00 « & & T
2017 $100,000.00 $100,000.00 $0.00
2018 100,000.00 100,000.00 0.00 i R,
$100, $100, 4 2017 1D0OOS Eoof Installation $100,000.00 J 2 R T
2019 $100,000.00 $100,000.00 $0.00
) =
2020 $100,000.00 $100,000.00 $0.00 2018  IDOOOL Roof Installation $100,000.00 «1 2 ¢ T
Total | $500,000.00| $500,000.00) $0.00 -
2019 1DOO03 Roof Installation $100,000.00 J 2 R T
—Legend i B
g 2020 IDOO0S Roof Installation $100,000.00 1 = 8 O

& Edit Work Activity

% » Clone Work Activity

x » Delete Work Activity

E] » View Work Activity Log

E » Submitted Annual Statement/Budget
5 Draft Annual Statement/Budget

& » Approved Work Activity

The work activities and plan information has been saved. To add another work activity, click on
'Create New Work Activity' button. To funge work activities, dlick on 'Funge Work Activities'
button. When all estimated its are d, the plan will be eligible for submission and
a 'Submit Plan’ button is displayed. You can it the plan by clicking the 'Submit Plan’ button.
Once a plan is submitted, it will be locked and cannot be edited until Field Office approves or

rejects the plan.

| Create New Work Activity | | Funge Work Activities | | Submit Plan

Figure 29: Activities List Page — Submit Plan Button

Upon selecting “Submit”, users will receive a popup message.

fessage from webpage E
This will lock the plan, Are ywou sure you want to submit this plan?
814 Cancel

Figure 30: Submit Plan Confirmation
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Upon selecting “OK?”, the user will be directed to the 5-Year Action Plan Reporting Page. The
5-Year Action Plan will be displayed with a lock icon, indicating the plan has been submitted
and cannot be edited.

L

Icon 7: Submitted Icon
5YAP1 » 5-Year Action Plan Reporting Help?

Legend
. Please begin the reporting process by selecting an Award. Please contact your Administrator if you do not have access to a specific Award in the Award List below
» This plan has been submitted and
cannot be edited
Please enter search criteria. A cumulative search is performed including all parameters provided

4 » Create New PHA Code

PHA Name Search| Clear Search Results
» Edit Plan

—Five Year Action Plan

» Unsubmit Plan
PHA Plan Type  Created Last Report Status Submitted Approved Approved  Options
. ociete Date Modified  Year on By On
BB cony Forward 5-Year Action Plan for 2020-2024 <j ling 0472172 47211207 20-2024 @ 2020 NA P E
P s View 5-Year Action Plan for 2019-2023 Rev. 3 r R
» View PDF 5-Year Action Plan for 2019-2023 Rev. 1 % Roling 11/152019 04121/ 19 Submitted 04/21 » =
@ » Export Report 5-Year Action Plan for 2019-2023 )1 Rolling 7 1/15/201 19-2023 A ved 019 11/ 19
3 PR
5-Year Action Plan for 2018-2022 Rev. 1 oling  11/15/2019  11/152019  2018-2022 Submitted 11/152019  NA P @
§-Year Action Plan for 2018-2022 3 (0/2)  Rolling 201 )7/03/201 1 Approved P =

Figure 31: 5-Year Action Plan Reporting Page Showing Submitted 5YAP

2.12 5-Year Action Plan Approvals
There are two ways a 5Y AP will be approved.

1. Field Office Approval/EPIC System Approval
2. System Approval

When a PHA submits a plan that contains changes that require HUD approval the system will
show a status of “Submitted” until the Field Office begins its review. EPIC will display where in
the process the submitted plan is under the categories of “Under Review,” or
“Approved/Rejected”. A column will also show who approved the plan. The PHA will not be
able to edit or copy their Plan until this process is complete. However, please note that between
the dates of May 14, 2020 and December 31, 2020 HUD waived this requirement. For further
information please refer to PIH Notice 2020-07 and corresponding Reporting Guidance. During
this time-frame EPIC will automatically approve any PHA Plan that is successfully submitted by
a PHA. The Plan will show EPIC System under the “Approved By” column.

When a PHA funges work activities in their 5Y AP it does not require HUD approval, but the
system will generate a revision and it will show as approved by “System.”
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3.0 ANNUAL STATEMENT/BUDGET/P&E

Once a PHA has an approved 5Y AP, the next step in the process is to create a Budget (formerly
referred to as an Annual Statement). The approved 5Y AP becomes the basis for Budget
reporting within EPIC. The Budget can only be created after a 5Y AP has been approved, and it
will be linked to the approved plan.

The Budget will consist only of approved work activities from the 5YAP. PHAs will select work
activities from the applicable year of their 5Y AP to add to the Budget. In addition, PHAs may
import approved work activities from other years of the 5YAP into the Budget; PHAs may use
this option if they have had a change of plans and would like to complete the activities included
in the 5YAP in a different order, shifting some activities between years.

Selecting Annual Statement/Budget/P&E from the Activity Planning Module homepage will
direct the user to the Annual Statement /Budget Reporting Page.

#' HUD.gov &) Help System

Energy and Performance Information Center (EPIC) s RUL0B
RU108, Welcome back!
Logout
Home | Core Activity/Energy Module | Development of New Housing -~ EPC | PNA -~ | Uzer and Group Tools -
" S-Vear Action Plan © Annual Statement/Budget/PRE  [sceced P I e 0 o
EXPIRATION DATE: 03/31,/2015

AP1 » Home Page - Activity Planning Module @
Paperwork Reduction Act Statement. The information Activity Planning Functions

collection requirements contained in this document

have been approved by the OMB under the Paperwork

Reduction Act of 1995 (44 U.S.C. 3501-3520) and 5-Year Action Plan

assigned OMB Control Number (2577-0274). In

accordance with the Paperwork Reduction Act, HUD

may not conduct or sponsor, and a person is not

required to respond to, a collection of information, Annual Statement/Budget/P&E @
unless the collection displays a currently valid OMB
control number. The public reporting burden for the
collection of information is estimated to average X
hours per annum per respondent.

This page provides links to the 5-Year Action Plan and
Annual Statement/Budget/P&E reports. The 5-Year
Action Plan link will provide access to all action plans
that have been completed and approved or that are

Figure 32: Annual Statement/Budget/P&E Function of Activity Planning Module

The Annual Statement/Budget Reporting Page enables a user to create a new Budget, associate
a Budget with a grant award, and edit and submit Budgets. These functions will be detailed in the
following sections.

3.1 Create a New Annual Statement/Budget

To create a new Budget, users select the Create New Annual Statement/Budget link on the
Annual Statement/Budget Reporting Page. This option will not be available if the PHA does
not yet have an approved 5YAP in EPIC.
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Before selecting the Create New Annual Statement/Budget link to create a Budget for a particular
year, the user should confirm that a Budget for that year has not already been created in EPIC.
Any Budgets not yet linked to a grant award would display on the right side of the screen under
Annual Statements/Budget not associated with Awards; if a Budget for the year of interest
appears here, the user should not create a new Budget. Instead, the user should refer to Section
1.2.4 for instructions on linking the draft Budget to an award. Budgets already linked to an
award would display on the left side of the screen under Annual Statements/Budgets linked to
Awards; if a Budget for the year of interest appears here, the user should not create a new
Budget. Instead, the user should refer to Section 1.2.6 for information on viewing, editing, and
revising Budgets.

AS1 » Annual Statement/Budget Reporting

This page lists the awards for which Annual Statements/Budget are created. This page also allowes users to create new Annual Statements/Budget

This section displays the awards that have Annual Statements/Budget This

annual statements/Budg
ual statement/Budget with 2

Annual Statements/Budgets linked to Awards An atements/Budgets not linked to Awards

Show |10 v |entries Search Show| 10 ¥ |entries Search

Award PHA

Create
Year Code Award ID Award Amount (HUD Obligation) Options Award Year PHA Code Award ID Title T Options

2017 on7 $245,964 00 View Statements No Annual StatementBudget reports found.

2018 0118 $355,815.00 View Statements
2018 o119 $360,832.00 View Statements
2020 0120 $395,670.00 View Statements

O

Create New Annual Statement/Budget

Showing 110 4 of 4 entries o Next Showing 0 to 0 of 0 entries

Legend

» Has Comments (Open/Total Comments) " » Edit Statement § » Delete Statement 2 » View PDF () » Assign to Avard ‘

Figure 33: Annual Statement/Budget Reporting Screen — Create New Annual
Statement/Budget Button

Upon selecting the Create New Annual Statement/Budget button, users will be directed to a new
page on which they will enter the following pieces of information:

> Title: The title for the Budget. This title may refer to the grant award or funding source
and the year (e.g., 2015 Formula Grant)

» BSYAP Year: Indicate to which 5YAP year the Budget corresponds.

» Applicable 5-Year Action Plan: Indicate which 5-Year Action Plan should be linked to
the Budget. The system will automatically populate the most recent and appropriate
5YAP. For Rolling Plans, the PHA must have a 5Y AP where the beginning year
corresponds to the same starting year as the Budget year being entered. For example, for
a 2020 Budget, the PHA must have a 5YAP that begins with 2020.
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» Award and Estimated Award Amount: At the time of creation of a new Budget, the PHA
may or may not have received the Capital Fund grant or other source of funding for the
year specified.

If the Capital Fund grant for the year selected has been received, the user selects the
award from the Select Award drop-down box. This grant information is pre-populated
from LOCCS. If a grant award is selected, the amount will be automatically displayed in
the Estimated Award Amount box and cannot be edited. An example is shown in Figure
31 below.

If the Capital Fund Award for the selected year has not yet been received, the user may
proceed in creating the Budget using an estimated award amount. In this case, selecting
the arrow in the Select Award box will display a message stating No Awards Found. The
user will leave that message in the Award box and will enter an Estimated Award
Amount. This estimate will likely match the estimate entered in the approved 5YAP. An
example is shown in Figure 32 below. Once the grant award is received, the PHA will
link the Budget to the award in EPIC; PHASs cannot submit Budgets in EPIC until the
Budget is linked to an award. HUD will not spread the budget in LOCCS, and the PHA
may not draw down funds, until the Budget in EPIC is linked to the grant award and
submitted.

AS5 » Create New Annual Statement/Budget

|I
D
el
=

@ Select Award Year and Award 9 Select Work Activities
-

r—Annual Statement/Budget Information

1. Title: “2021 Budget

2. Fiscal Year End:  { ggi3g

3. 5YAP Year: +

4 Select Applicable 5-year Action Plan | S-Year Action Plan for 2018-2022 Rev. 3 - Fixed V\

Award Information:

> Sedfuars

6. Estimated Award Amount * [

Continue Cancel

Figure 34: Create New Annual Statement/Budget — Select Award Year and Award
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AS5 » Create New Annual Statement/Budget Help?

‘ @ Select Award Year and Award @ Select Work Activilies

Annual Statement/Budget Information

1. Title:

1 [2021 Budget

2 Fiscal Year End 1 00130

3 5YAP Year + 2021~

4. Select Applicable 5-year Action Plan

1 [ 5-Year Action Plan for 2018-2022 Rev. 3 - Fixed |

Award Information:

5 Select Award + No Awards Found v

6. Estimated Award Amount + i )

Continue

Figure 32: Create New Annual Statement/Budget — Enter Estimated Award Amount

Upon selecting Continue, users will be directed to a new page on which they will select the work
activity or activities for the Budget. The work activities listed will be those for the selected year
in the approved 5YAP. The user will then select the Complete button at the bottom to create the
new Budget.

ASE6 » Create New Annual Statement/Budget Help?
‘ @ Select Award Year and Award @ Select Work Activities ‘
2021 Work Activities from S5YAP 2018-2022

| Piggy Bank

- Identifier DeviAMP Activity Amount

AS Amount ‘WA Planned Amount Balance

— — - — 100027 NAWASD Development Activities $460,000.00
1D0031 NAWASD Relocation Costs $200,000.00
ID0033 NAWASD Fees and Costs $200,000.00
1D0035 NAWASD Administration $98,418.00
D037 NAWASD Management Improvements $25,767.00

Figure 35: Create New Annual Statement/Budget — Select Work Activities

3.2 Import Work Activities

Once a Budget is created, the user will be directed to the Activity List for Annual
Statement/Budget Page.

The user may select the Import Work Activities button at the bottom of the screen to import work
activities from other years.
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—Work Activities

Improvements

Showing 1 to 5 of 5 entries

‘Import Work Activities‘ <=

Show entries Search:
Identifier Activity Amount BLI Options
ID0027 Development Activities $460,000.00 1480 pr x
ID0031 Relocation Costs $200,000.00 1480 p x
ID0033 Fees and Costs $200,000.00 1480 p x
ID0035 Administration $98,418.00 1410 pr x
IDO0O37 Management $25,767 .00 1408 p x

Previous Next p

Figure 36: Activity List Page for Annual Statement/Budget — Import Work Activities Button

Upon selecting Import Work Activities, the user is directed to the Add Activities to the Annual
Statement/Budget Page. On this page, approved work activities included in the 5YAP for
different years are displayed. The user may select from among these activities and add them to
Budget by using the Add Work Activities link. Users may want to use this functionality if the
PHA has had a change of plans and would like to complete the activities included in the 5YAP in
a different order, shifting some activities between years. However, once an activity is imported
into a Budget of a different year, the 5Y AP will update to reflect that year. Users will not be
able to edit these activities in the 5YAP until they are no longer associated to a Budget.
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—Work Activities
[lan  Identifier Activity Amount Year
] 1D0022 Operations $60,000.00 2022
C] 1D0028 Development Activities $400,000.00 2022
E] 1D0029 Operations $60,000.00 2022
E] 1D0030 Operations $123,418.00 2022
] 1D0034 Fees and Costs $200,000.00 2022
O 1D0036 Administration $98,418.00 2022
C] 1D0038 Management Improvements $40,798.40 2022
O 1D0039 Operations $109,181.60 2022

Add Work Activities‘ | Cancel \

Figure 37: Add Activities to Budget

Once the user has added the work activities, the user selects the Add Work Activities button. The
user will then be directed to the Activity List for Annual Statement/Budget Page. On this page,
the BLI Piggy Bank will appear.

AS3 » Activity List for Annual Statement/Budget » 5 Year Action Plan for 2018 - 2022 Rev. 3 Help?

S r—Annual Statement/Budget Information
Piggy Bank

1. Title:

4[2021 Budget

[ WapmmaAmount | ance

BLI Piggy Bank

2. Fiscal Year Eng

3. Fiscal Year

4. Award Number

GrantiAward Information:

o oav30

4 2021

{ Not Associated to Award

5 Cost {[$574,000.00

Legend
dentifier Activity Amount BL; Options

XX XX

Figure 38: Activity List for Annual Statement/Budget

On the bottom of the Activity List for Annual Statement/Budget Page, the user may select Save
Report at any time to save the report as a draft. Selecting Save Report returns the user to the
Annual Statement/Budget Reporting Page.

33 Assign Annual Statement/Budget to an Award

On the Annual Statement/Budget Reporting page, Budgets that are not yet linked to an award
appear on the right side of the screen. Users with the appropriate permissions can click on the
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“Assign to Award” icon next to a Budget to associate a Budget with an Award. The Assign to
Award icon looks like this:

=)

Icon 8: Assign to Award Icon

This table lists all the annual statements/Budget that are not associated with an award. Click on "Assign to Award' link to associate
corresponding annual statement/Budget with an award.

—Annual Statements/Budgets not linked to Awards

Show entries Search: |
Award Year PHA Code Award ID Title Create Date Options

2021 @ 2021 Budget 09/25/2020 R P

Figure 39: Annual Statement/Budget Reporting — Assign to Award Icon

Upon selecting the Assign to Award icon, the Associate Annual Statement/Budget with Award
page is displayed. The user can select the radio button for the award and then click the Complete

button to assign an award to the Budget.

AS7 » Associate Annual Statement/Budget with Award @

Select one of the Awards from the list below to associate to the Annual Statement/Budget. This process will update the Annual
Statement/Budget estimated amount to reflect the amount of the Award.

B & =
| Piggy Bank List of Awards
AS Amount | WA Planned Amount Balance Select Award ID Amount
$50,000.00 £50,000.00 £0.00 (0] - $95,052.00
| Complete I | Cancel |

Figure 40: Associate Annual Statement/Budget with Award

Upon selecting a grant award and selecting Complete, the user will be returned to the Annual
Statement/Budget Reporting Page. The Budget that is newly linked to a grant award will no
longer be displayed on the right side of the screen in the table for Annual Statements/Budget not
associated with Awards. However, the Budget will now be displayed on the left side of the
screen in the table for Awards with Annual Statements/Budget List.
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AS1 » Annual Statement/Budget Reporting

This page lists the awards for which Annual

This section displays the awards that have Annual Statements/Budget

Statements/Budget are created. This page also allowes users to create

new Annual Statemants/Budgel

—Annual Statements/Budgets linked to Awards-

Show [10_v |entries Search
sy e Award ID Award Amount (HUD Obligation) Options
2018 50118 5993,089.00
219 50119 $103151700
2020 50120 $1,081816.00
Showing 1 to 3 of 3 antries
Legend
» Has Comments (Open/Total Comments) 7 » Edit Statement $ » Dalste Statement 2 » View PDF €3 » Assign to Award

This table lists all the ann
annual statement/Budg:

an award. Click or

ents.
with vd

‘Assign to Award' Enk to associate carresy

Help?

a
ents/Budgets not linked to Awards-

—Annual Stat

Show [10_w |entries Search
Award Year PHA Code Award ID Title Create Date Options
e +) 2021 Budgat 091252020 ® P

Showing 110 10f 1 entries

Create New Annual Statement/Budget

Figure 41: Annual Statement/Budget Reporting Page — Annual Statement/Budget Associated
with Award

The user will be directed to the Annual Statements/Budget List Page for the specific award. The
user will then select View Statements. The user may then edit and import work activities as

previously described.

AS2 » Annual Statements/Budget List »

50120

—Annual Stat ts/Bud

Legend =
] This statement has been submitted J— - Report
and cannot be edited i
Statement Plan Name Date Modified Year Status Options
-? Revise the current statement(copies
the statament) o2 (DRAFT) Annual Original 5 Year Action Plan for the 2020 - 2024 08/07/2020 08312020 2020 Draft Edit Statement
«| Edit the statement (does not copy the 3 Delete Statement
statement) 42 View PDE
B suomitted as final Annual [%] Export Report
Statement/Budget/PAE
8 oorcre
(3 create Pae Repon
& view PoF
[ export Report
O e —— Showing 110 1 of 1 entries Previous Next
process)

B Unmaric as Final (Cancel the Grant
close-out process)

Figure 42: Annual Statement/Budget List for a Grant Award

3.4 Edit Work Activities

Once work activities have been added to the Budget, users can click on Edit option next to an
activity on the Activity List for Annual Statement/Budget Page to edit the work activity.
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AS3 » Activity List for Annual Statement/Budget » 5 Year Action Plan for 2020 - 2024 Help?
Annual Statement/Budget Information
= Go hack to Statement Listing
_ 1Tie { [Test 2020 ]
AS Amount [ wapmnneaamount | gance
. on
6L Allowable
~Work Activities
i Show [10_w | enries Sear
D Identifier Ami 1 Options
i oo X <
oo
Legend x
oo ®
oo x
E . ®
b & . ®
"
\ ‘ x
Import Work Activities
AS4 » Work Activity Details » 5 Year Action Plan for 2020 - 2024 Help?
= Go back io Work Acilvity Lisiing
Work Activity Information
Ell oo 17 { [Farking iot replacement

AS Amount

2 Description

[wa Planned mouni| Belance
G Repair and replace deteriorated parking lots

3 Cot {I;zems: 00

10003)

Figure 43: Work Activity Details Page

The Work Activity Details page displays the following information on the work activity, some of
which may be edited.

>

>

Work Activity Information: Users may wish to edit certain elements of the work activity,
such as the cost, and may do so using this functionality.

Budget Line Item Information: This can only be edited in the 5YAP as it must be
approved by HUD.

Component Categories from PNA: This functionality is not yet available.

Work Categories: PIH Notice 2016-21 (see:
http://portal.hud.gov/hudportal/documents/huddoc?id=PIH-2016-21.pdf) provides
information on editing this section. PHA users may update the work sub-categories that
were selected upon creation of the Work Activity in the 5-Year Action Plan. It is
permissible to check or un-check sub-categories to reflect a change in the scope of a work
activity; for example, if an approved work activity originally included “Roofs”, “Gutters -
Downspouts”, and “Soffits”, the user may un-check the sub-category for “Gutters -
Downspouts” during the creation of the Budget to reflect a reduction in the scope of the
work. However, users may not check or un-check work sub-categories if the changes
would be inconsistent with the description of the approved work activity; for example, for
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a roof replacement work activity, a PHA may not un-check “Roofs, “Gutters -
Downspouts”, and “Soffits” and check “Exterior Lighting”. In this latter case, the user
would need to return to the 5YAP to add or edit work activities and receive Field Office
approval before adding the work items to a Budget.

» Other Measures: Users may select the option to expand the Other Measures section. In
this section, users may enter information on whether the work item has accessible
features built in, security costs, energy/water conservation components, or lead based
paint components. In accordance with PIH Notice 2016-21 (see:
http://portal.hud.gov/hudportal/documents/huddoc?id=PIH-2016-21.pdf), this section is
not mandatory at this time.

Other Measures ([Click to Expand)

10. Other Measures:

Other Measure Detail Estimated Cost

Section 504 other accessibility measure

Security - Hard Costs

energywater conservation measure

+
+

Security - Soft Costs + | |
i

o o o o o

lead based paint related measure + | |

Figure 44: Edit Work Activities in Annual Statement/Budget — Expanded View of Other
Measures

3.5 Submit Report

Once the Budget has been linked to a grant award, and the Piggy Bank balances out (i.e., Annual
Statement/Budget Amount is equal to Work Activity Planned Amount and Balance is $0.00),a
Submit Report button will appear at the bottom of the Activity List for Annual Statement/Budget
Page. The Piggy Bank also shows the BLI amounts, Percentages and Maximum Allowable
Amounts (where applicable). The user may then select Submit Report to submit the Budget to
HUD.
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-Annual Statement/Budget Information

2 Fiscal Year End. {234

" { 200

GranuAward imtormation:

4 Aword Humber.{ 50120

5.Cost { §9.004544.00

~Work Activiti

now[10 | enie:

dentier Activity Amount BuI Options
264,35 141 R
31904 » SR
Legend
. . 971 1481 J '
WA » Wor vit T 148 "y ]
£ Act
¢ 1481 R
9 rer ust 15 =
1B
RAD - 1504
W . %
Snawng 1107 of 7 entres e
Import Work Activities|
Finished with all work activities’
vBusger ] 1 Joct “Save Repor st oget as aran U

. Submil your Annual Statemer a ¢ r6p
INSDECT INE TEPOM PIIOY 10 SUBMISSHON. Use e "EXport ReparT WMk 10 00WNIDaQ 3 EXCel repor,

Exgon Regon
Save Report| |Submit Report| <:____|

Figure 45: Submit Annual Statement/Budget Report

Upon selecting “Submit Report”, the user will receive a popup message.

o =

Message from webpage @

:I This will lock this staternent, Areywou sure?

| ok || Cancel

Figure 46: Submit Budget Confirmation

Upon selecting OK, the user will either be directed to the Annual Statements/Budget List page for
the grant award and the Budget will be displayed with a lock icon and a status of “Submitted” if
there were no errors.
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AS2 » Annual Statements/Budget List »

Legend

] This statement has been submitted

and cannot be edited

< Revise the current statement(copies

the statement)

] Edit the statement (does not copy the

statement)

E Submitted as final Annual
Statement/Budget/P&E

x Delete

[# Create P&E Report
£ View POF

Expert Report

L4 Mark as Final (Grant close-out
process)

—Annual Statements/Bud
Created Last Report .
Statement Plan Name Date Modified Teon Status Options

Showing 1o 1 of 1 entries

Annual Statement/Budget Original |

5 Year Action Plan for the 2018 - 2022 Rev. 3 05/13/2020 08/18/2020 2020 Submitted

P View PDE
Export Report
L Revise Statement

3} Create New P&E
Report

[% Markas Final

4 Previous Next g,

B Unmark as Final (Cancel the Grant

close-out process)

Figure 47: Annual Statement/Budget List for Grant Award - Status Submitted

If not, the user will receive errors at this point. These must corrected before proceeding. The error

message will contain details of what items need correcting.

AS3 » Activity List for Annual Statement/Budget » 5 Year Action Plan for 2020 - 2024

ok to Statement Listin
| ' Piggy Bank

s o )

BLI Piggy Bank

rAnnual Statement/Budget Informatiol

BT { [Test 2020

Help?

2 Fiscol Yoar End {12134

3 Facalvear {303

GrantiAward Information:

4 Award Numbes *

5.Cost { §1,904544.00

Figure 48: Annual Statement/Budget List for Grant Award-Error

Once the Budget is successfully submitted. Users may select the Budget link in the table to return
to the Activity List for Annual Statement/Budget Page. For submitted reports, the information is

Read-Only.
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AS2 » Annual Statements/Budget List » 50120
—Annual Statements/Budget
Legend
“] This statement has been submitted P— - Report
and cannot be edited Statement Plan Name Date Modified Teon Status Options

< Revise the current statement(copies

the statement) Annual Statement/Budget Orlginal (= <:= 5 Year Action Plan for ine 2018 -2022 Rev. 3 05/M3/2020  08A82020 2020 Submitied P ViewPDE

Export Report
& Edit the statement (does not copy the
statement) “a Revise Statement

E Submitted as final Annual ‘,{ Create New P&E
Statement/BudgetP&E Report

[% Markas Final
x Delete

[# create PaE Report

£ View POF
Expert Report

¥ hark 2z Final (Grant close-out Showing 1 to 1 of 1 entries Previous Next g
s)

process)

B* Unmark as Final (Cancel the Grant
close-out process)

This Annual Statement/Budget is READ-ONLY
l' ®  This Annual Statement/Budget has already been submitted and is currently read only. This means that you cannot make edits to this statement

Figure 49: Activity List for Annual Statement/Budget Report — Read-Only for Submitted
Reports

Within a few days of the Budget submission in EPIC, the Budget will spread in ELOCCS. PHA
Executive Director should receive an email notification confirming the Budget submission.

3.6 Revise a Budget/Annual Statement Report

From the Annual Statements/Budget List page for the grant award, the user may select the
appropriate link in the Options column of the table to view a PDF or Excel File of the Budget,
Revise a Budget, Create a New P&E Report or Mark a Budget as Final.

Once a PHA has submitted a Budget in EPIC, PHA users may determine that they need to revise
the Budget. These revisions may be prompted by a change in the PHA’s plans.

When a user revises a submitted Budget, a copy of the submitted Budget is created as the latest
version. The revised report will be marked with a revision number.

March 3, 2021 Page 41



Energy and Performance Information Center

r—Annual Statements/Budget

Show entries Search
Created Last Report .
Statement Plan Name Date Modified Year Status Options
Annual Statsment/Budget Original 5 Year Action Plan for the 2019 - 2023 08/05/2019 09/18/2020 2019 Submitted 7 View PDE

Export Report

‘nnual Statement/Budget Rev. 1 (B 5 Year Action Plan for the 2019 - 2023 04/08/2020 09/18/2020 2019 Submitted P View PDE
[%] Export Report

Unsubmit Statement

@ » Revise Statement

(2 Create New P&E
Report

[% Mark as Final

Figure 50: Annual Statement/Budget List — Displaying Revised Report

Some types of changes that need to be made to a Budget also requiring revising the 5YAP, while
other types of changes do not require this additional step. Users should refer to the lists below to
determine whether the changes they wish to make to a Budget are likely to also require revising
the 5YAP.

» Changes to Budgets that do NOT require revising the 5-Year Action Plan:

- Changing the amounts for work activities

- Adding approved work activities to the budget

- Removing work activities from the budget

- Checking or un-checking sub-categories to reflect a change in the scope of the work; for
example, if an approved work activity originally included “Roofs”, “Gutters -
Downspouts”, and “Soffits”, the PHA may un-check the sub-category for “Gutters -
Downspouts” in the budget. However, if the changes would be inconsistent with the
description of the approved work activity, the PHA would need to make the revisions in
the 5-Year Action Plan and obtain Field Office approval before adding the work activity
to the budget; for example, for a roof replacement work activity, a PHA wishing to un-
check “Roofs, “Gutters - Downspouts”, and “Soffits” and check “Exterior Lighting”
would need to return to the 5-Year Action Plan.

» Changes to Budgets that DO require revising the 5-Year Action Plan:

- Changing the Work Category associated with a work activity, which is necessary to
change the BLI associated with an activity. For example, changing a work activity to
reflect the assignment of funds to BLI 9002 instead of BLI 9000.

- Changing the number of Work Categories associated with an activity. For example,
changing a work activity that includes Work Categories under BLI 1410 and 1480 to only
include Work Categories associated with BLI 1480. (Note that changes to the Work
Activity Sub-Categories to reflect a change in the scope of a work activity do not require
revising the 5-Year Action Plan, provided the changes are consistent with the description
of the work activity.)

- Changing the development number associated with a work activity

- Adding work activities to the budget that are not yet approved in a 5-Year Action Plan
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3.7 Marking a Budget as Final

Once a PHA has finished making all revisions to their Budget and it reflects the PHAs final
expenditures items and amounts, the PHA can mark their Budget as “Final.” This indicates the
grant is ready for closeout. To do so the user selects the link under the Options Column.

—Annual Statements/Budget

Show entries Search:
Statement Plan Name c'::tt:d M;:i?ite d R;s:rr‘t Status Options
Annual Statement/Budget Original - 5 Year Action Plan for the 2019 - 2023 08/05/2019 09/18/2020 2019 Submitted P View PDF
[2¢] Export Report
Annual Statement/Budget Rev. 1 3 5 Year Action Plan for the 2019 - 2023 04/08/2020 09/18/2020 2018 Submitted P View PDF

Export Report
Unsubmit Statement
. Revise Statement

| 4f] Create New PRE
Report

I:> [# Mark as Final

Figure 51: Annual Statement/Budget List — Mark Budget as Final

3.8 Performance and Evaluation Report and Lead-Based Paint Measures

PHAs that have an approved 5-Year Action Plan and that have submitted an Annual
Statement/Budget can create a Performance & Evaluation (P&E) Report in EPIC. PHAS with
Lead-Based Paint Capital Fund grants may be required to submit a P&E Report for these grants
on an annual basis. Field Office staff may also require submission of P&E Reports throughout
the lifecycle of a grant award by PHASs as part of risk-based monitoring and portfolio
management Field Office staff will notify PHAs in this category.

The P&E Report functionality in EPIC is similar to the Budget Revision functionality but
collects additional information. This additional information may assist HUD staff in conducting
grant closeout and annual risk-based monitoring activities.

The P&E Report will be based on the most recently submitted Budget or Budget Revision for the
grant award. If PHAs have made any significant changes that would affect the most recent
Budget, they must submit an Annual Statement/Budget Revision first before creating a new P&E

report.

1. If you are reporting on a Lead-Based Paint Capital Fund grant, you must have a separate
Budget in which you report specifically on that separate award. Awards for Lead Based
Paint will have a slightly different number than a regular Capital Fund grant, typically,
they contain an L in the grant number. Follow the steps above for creating a Budget and
attaching it to an award then follow the instructions and then add the details outlined in
step 4 below.
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2. Your Budget must include the Lead-Based Paint related measures before you can create a
P&E Report. If you are not reporting on a Lead-Based Paint Capital Fund grant; and your
work under the grant does not include any Section 505/accessibility measures,
energy/water conservation measures, or lead-based paint related measures; or the
previously-submitted Lead-Based Paint Budget is current you may skip ahead to Step 8.

If you selected “Revise Statement™ in order to reflect significant changes, you will see a

Draft Annual Statement/Budget Revision appear; you should select the Edit Statement
link next to the new Annual Statement/Budget Revision. If you selected Edit Statementin
the step above, proceed.

AS2 » Annual Statements/Budget List »

Legend

] This statement has been submitted
and cannot be edited

P Revise the current statement(copies
the statsment)

' Edit the statement (does not copy the
statement)

E Submitted as final Annual
Statement/Budget/P&E

€ oeecte
[ Create paE Report
& view PoF

Export Report

s Mark as Final (Grant close-out
process)

2‘ Unmark as Final (Cancel the Grant
close-out process)

Showing 1 te 3 of 3 entries

—Annual Statements/Budg
Created Last Report )
Statement Plan Name =i e gu Status Options
Annual Statement/Budget Original 5 Year Action Plan forthe 2018-2022 Rev. 1 09/24/2019  08/18/2020 2018 Submitted P View pDE
[2€] Export Report
Annual Statement/Budget Rev. 1 ) 5 Year Action Plan for the 2018 - 2022 Rev. 3 09/23/2020  08/23/2020 2019 Submitted P view poE
[%] Export Report
(DRAET) Annual Rev.2 5 YearAction Plan forthe 2018-2022 Rev. 3 09/25/2020  08/25/2020

Edit Statement
$¢ Delete statement

‘p View PDF

[3] Eznort Report

Previous Nexi g,

Figure 52: Draft Budget on List Page (AS2)

4. Select each work activity one at a time. Upon selecting the link on the Work Activity
name, you will be directed to the Work Activity Details page; on that page, click to
expand the Other Measures section.
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% Energy and Performance Information Center (EPIC)
RU101, Welcome back!

3 0T T I TN ) S T T T (T W T T R S GITET T Bl Activity Planning (CFP grant planning) +

# HUD.gov &) Help System

g RUL01

Logout

User and Group

© 5-Year Action Plan ® Annual Statement/Budget/P&E [Selected PHA: Housing Authority of IR
Cha

Lhange

Tools

|OMB CONTROL NUMBER: 2577-0274
EXPIRATION DATE: 07/31/2017

AS3 » Activity List for Annual Statement/Budget » 5 Year Action Plan for 2017 - 2021 Rev. 1 @

= Go back to Statement Listing

P &
E ‘ Piggy Bank

AS Amount WA Planned Amount | Balance

$1,000,000.00 $1,000,000.00)  $0.00

E 7
BLI Piggy Bank

BLI ‘Cumulative

Number| Budget Line item Amount |Percentage|

1480| General Capital Activity|$1,000,000.00

100%

Legend
AS » Annual Statement/Budget

WA » Work Activity

& » Edit Activity

8 > remove Activity
@ » New work Activity

(g » Modified Work Activity

—Annual Statement/Budget Information

1. Title:

g +|2017 LBP

2. Fiscal Year End: + 06/30
3. Fiscal Year: + 2017

Grant/Award Information:

4. Award Number: 4 -0117

5. Cost: 4 $1,000,000.00

— Work Activities

Identifier Activity Amount

Show entries Search:

BLL Options
ID0074¢@- Risk Assessment $100,000.00 1480 & x
ID0075 LBP - Hazard Controls $700,000.00 1480 & x
1D0076 LBP - Relocation $100,000.00 s [ ¥
100077 LBP - Clearance Examinations  $100,000.00 1480 & x

Figure 53: Activity List for Annual Statement/Budget (AS3)
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Energy and Performance Information Center (EPIC) ¢ RUI0L

RU101, Welcome back!
EPC - | PNA -~
Tools
= 5-Year Action Plan = Annual Statement/Budget/P&E |Gelected PHA: Hm.singmumritynf_ OMB CONTROL NUMBER: 2577-0274
Chai EXPIRATION DATE: 07/31/2017

Logout

User and Group

Home - | Core Activity/Energy Module - | Development of New Housing -~ (WEXSETIVESETL T ETe o D@V EDTTH I

Lhange

AS4 » Work Activity Details » 5 Year Action Plan for 2017 - 2021 Rev. 1 @

= Go back to Work Activity Listing L N
Work Activity Information

g
}__ -‘ Piggy Bank 1. Title:

AS Amount | WA Planned Amount | Balance 2. Description:
$1,000,000.00 $1,000,000.00 40,00

[LBP - Risk Assessment

perform an LBP risk assessment
and/or paint inspection at 100 units

4, Development/AMP:

1
st |
1

Component Categories from PMA  [Click to nd|

Figure 54: Work Activity Details Page (AS4)

5. Complete the “Other Measures” section by checking the box to the left of each
appropriate category and entering the estimated cost. Then, click “Save”.
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= Go back to Work Activity Listing

Work Activity Information

W L - .
l ' Piggy Bank 1. Title:

AS Amount ‘WA Planned Amount | Balance
£1,000,000.00 £1,000,000.00 £0.00

[ LBP - Risk Assessment

perform an LBP risk assessment
and/or paint inspection at 100 units

3. Cost:

i
i
|

4. Development/AMP:

Component Categories from PNA  [Click to Expand)

Work Categories [Click to Expand)

Other Measures (Click to Expand)
10, Other Measures:

Other Measure Detail Estimated Cost

{
{
Security - Soft Costs { | |
+
+

Section 504/other accessibility measure

Security - Hard Costs

o 0o o o

energy/water conservation measure

[100,000 |<:

lead based paint related measure

«

>

[ [ ] (o]

U.5. Department of Housing and Urban Development Freedom of Information Act  Privacy policy  Web Policies

Figure 55: Other Measures Section of the Work Activity Details Page (AS4)

6. Repeat Steps 5 and 6, above, for each work activity. Once you have completed the “Other
Measures” section for each work activity and made any other necessary updates to the
Annual Statement/Budget, select the Submit Report button to submit the Annual
Statement/Budget or Annual/Statement/Budget Revision. You will receive a warning
message indicating that this action will lock the statement; click “OK”.

7. Select the Create New P&E Report link. (If your agency has not yet submitted an Annual
Statement/Budget for the grant, you will not see the Create New P&E Reportlink;
submitting a Budget must be completed before creation of a P&E Report.)
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(% HUD.gov &) Help System

% Energy and Performance Information Center (EPIC)
RU101, Welcome back!

Home - | Core Activity/Energy Module - | Development of New Housing -

Lhange

‘ @ 5-Year Action Plan ® Annual Statement/Budget/P&E |Selected PHA: Housing Authority of [N | CME CONTROL NUMBER: 2577-0274
Cha

ty RULOL

Logout

Activity Planning (CFP grant planning) + [Ba3ES | PNA - | Userand Group

Tools

EXPIRATION DATE: 07,/31,/2017

AS2 » Annual Statements/Budget List

Legend —Annual Statements/Budget
- Show entries Search: |
2 This statement has been ted
submitted and cannot be edited Statement Plan Name cr::te HOLCEIﬁ"ited R‘?g::t Status Options
< Revise the current statement
g Annual 5 Year Action Plan  11/08/2019  12/12/201% 2017 Submitted View PDF
(copies the statement) o '!E;B"d - it T "
: Origimal [ 2021 Rev. 1 2] Export
<1 Edit the statement (does not =ramns Report
copy the statement)
Annual 5 Year Action Plan  12/12/2019  12/12/2019 2017 Submitted View PDF
B submitted as final PRE Statement/Budaet Rev.  for the 2017 -
13 2021 Rev. 1 Export
= Report
# Delete 3 B
lﬁ Create PRE Report %[E
Create New
P View PDF P&F Report
Export Report
¥ 2 Showing 1 to 2 of 2 entries Previous MNext jy
4
U.5. Department of Housing and Urban Development Freedom of Information Act  Privacy policy — Web Policies

Figure 56: Annual Statement/Budget List Page (AS2)

8. You will be presented with an informational message asking you to confirm whether you

would like to proceed further and create a P&E Report. Select Create P&E Report.
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(% HUD.gov & Help System
% Energy and Performance Information Center (EPIC) oAl
RU101, Welcome back!
Logout
Home - | Core Activity/Energy Module - | Development of New Housing - (Naiitla I e d EPC - | PNA - | Userand Group Tools - |
© 5-Year Action Plan ¢ Annual Statement/Budget/P&E !" lected PHA: ing Authority of ql qe| %wﬂ%%”ﬁ”[“g%ﬁgg“”‘
PE7 » Award ID[Jll50117 » Confirm P&E Report Creation o

‘ PLEASE NOTE: You are about to create a new Performance and Evaluation report. It will be based on your most recent submitted Annual Statement. If you have
/ made any significant changes that would affect your most recent Annual Statement (including adding/deleting work activities, changing budget line item
amounts) you must submit a revised annual statement/Budget first before creating a new P&E report. If you try to create a new P&E report without submitting a
revised Annual Statement/Budget in such a situation, you will not be able to accurately complete a P&E report and will not be able to save the information
entered in the P&E report when you exit (i.e. the unsubmitted P&E report will be deleted). Are you sure you want to proceed further and create a P&E Report?

| Create P&E Report | | Cancel |

Freedom of ion Act  Privacy policy ~ Web Policies

U.5. Department of Housing and Urban Development

Figure 57: Confirm P&E Report Creation (PE7)

9. Inthe drop-down box, select the Fiscal Year on which you are reporting. One by one,
select the Edit Activity Details link next to each of the work activities that were executed
during the fiscal year and follow the instructions below to provide the necessary
information. You should report for all work activities that were executed during the fiscal

year.
Energy and Performance Information Center (EPIC) ex RULOL
RU101, Welcome back!
Logout
Home -~ | Core Activity/Energy Module -~ | =L O CUILLITET T | Activity Planning (CFP grant planning) -+ (S 2/=a | PNA -~ | User and Group Tools = |
@ 5-Year Action Plan ® Annual Statement/Budget/P&E |5e|ec|ﬂ| PHA: ing Authority m qe|[OME CONTROL NUMBER: 2577-0274]
EXPIRATION DATE: 07/31/2017
PE1 » Award ID 50117 » Activity List of P&E Report for Period Ending N/A @

— Fiscal Year Information

= Go hack to P&E R Listi
1. Fiscal Year End: +l]6,’30

LOCCS Information
2. Fiscal Year:
{[]
Award Balance

Total Amount Remaining .
of Award (Not included in Annual 4. Status: + Draft
Statement/Budget)
$1,000,000.00 $0.00
—Work Activities for P&E Report
Identifier Activity Amount Options
Legend
& » Edit Activity Details 00074 LBP - Risk Assessment $100,000.00 " Edit Activity Details @
D075 LBP - Hazard Controls £700,000.00 7 Edit Activity Details
D076 LBP - Relocation $100,000.00 7 Edit Activity Details
D0077 LBP - Clearance Examinations $100,000.00 7 Edit Activity Details

Figure 58: Activity List for P&E Report Page (PE1)

10. Upon selecting the Edit Activity Details link for a work activity, the Work Activity
Information screen will display. Enter the amount of funds obligated, the amount of
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funds expended, the actual cost, and the status of work performed. These amount should
match what has been reported in LOCCS at the time of your submission. Then, select

Next.

PE2 » Award ID 50117 » Work Activity Information

= Go back to P&F Activity Listing

LOCCS Information
Award Balance
Total Amount Remaining
of Award (Mot included in Annual

Statement/Budget)

$1,000,000.00

Work Activity Details

Budget Line Items

$0.00

Other Measures

Installation Information

Work Activity Information (READ-ONLY)

L. Title: + [LBP - Risk Assessment
2. Description: perform an LBP risk assessment and/or paint
inspection at 100 units
3. Cost: + [$100,000.00
4. Grant Amount: 1 $1,000,000.00
Refarance Onl R
Status As Of Report Date
5. Has your Budget Line Item information
changed? YES
® NO
6. Funds Obligated: + |50 D00 | @
7. Funds B ded + |25 000 | @
8. Actual Cost: + [25,000 | @

9. Status of Work:

25% of total estimated work
complete.|

50% of contract funds remaining.

> o

Figure 59: Work Activity Information Page (PE2)

11. On the Other Measures Information page, please identify how much of the amount of
the work activity was used to perform lead-based paint related measures and other
measures by entering the Obligated Cost and Expended Cost. The Estimated Cost is
populated based on the prior Annual Statement/Budget or Annual Statement/Budget
Revision. After you have entered the necessary information, select Next
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{# HUD.gov &) Help System

& RULOL

Logout

User and Group

PNA -

Energy and Performance Information Center (EPIC)
Tools

Activity Planning (CFP grant planning) + [B3ES

'OMB CONTROL NUMBER: 2577-0274/

% RU101, Welcome back!
Home - | Core Activity/Energy Module - | Development of Mew Housing -
E |Selected PHA: Housing Authority of_ e
Cha EXPIRATION DATE: 07/31/2017

o 5-Year Action Plan ® Annual Statement/Budget/P&d

PE4 » Award ID 50117 » Other Measures Information

= Go back to P&E Activity Listi Work Activity Information - LBP - Risk Assessment
Work Activity Funds Obligated: $50,000.00 Work Activity Funds Expended: $25,000.00
LOCCS Information
Award Balance 1. Other Measures Information
Total Amount Remaining
of Award (Not included in Annual Other Estimated ~
Statement/Budget) Measure Cost Obligated Cost Expended Cost
Detail
£1,000,000.00 $0.00 1 lead based *
100,000.00
paint related $ * [ 50,000 | * [25,000
measure ﬁ
| « Previous | | Next » | | Cancel |

Work Activity Details

Budget Line Items
Other Measures

Installation Information

Figure 60: Other Measures Information Page (PE4)

12. Select “Manage Installation Items by Dev” to identify the units within the development
where the work was executed and to enter the quantity of work performed.

Page 51
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PE5 » Award ID 50117 » Installation By Development/AMP @

~ Go back to PRE Activity Listi

LoCCS Information
Award Balance
Total Amount Remaining
of Award (Mot included in Annual
Statement/Budget)
$1,000,000.00 $0.00

Work Activity Details

Budget Line Items

Other Measures

Installation Information

Work Activity Information - LBP - Risk Assessment

Work Activity Funds Obligated: $50,000.00 Work Activity Funds Expended: $25,000.00

1. Component Categories from PNA

2. Installations by Development/AMP

Installations Manage Information

ﬂmmwmmmm@

[

L Contract Administration (1480) » Other
Fees and Costs { 0.00 )

| « Previous | |Save| | Cancel |

Figure 61: Installation By Development/AMP (PED5)

13. As appropriate, report information on the quantity of work performed and affected
developments. Then, select “Save Selections”.
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PE6 » Award ID 50117 » Installation Information for Development/AMP [llllo001 Q

— Go back

Work Activity Details

Work Activity Information - LBP - Risk Assessment

Work Activity Funds Obligated: $50,000.00 Work Activity Funds Expended: $25,000.00

Budget Line Items

Other Measures

Installation Information

1. Installation Item

Installation Item Quantity Quantity Type Type Of System
Contract +
Administration (1480) + | 0.0 | + ISElECtﬂ

» Other Fees and
Costs »

2. Affected Developments/AMPs

Building

o001 [select AN [Deselect Al

L TUIQ ISZIRM JV1 02 BIRMINGHAM, AL
L TUIQ ISZIRM Jv1 032 BIRMINGHAM, AL
L TUIQ ISZIRM JW1 20 BIRMINGHAM, AL
L TUIQ ISZIRM JW1 412 BIRMINGHAM, AL

L TUIQ ISZIRM W1 613 BIRMINGHAM, AL

100000

L TUIQ ISZIRM JW1 633 BIRMINGHAM, AL

Save Selections | | Cancel |

Figure 62: Installation Information for Development/AMP (PE6)

14. Confirm the information submitted for the work activity — funds obligated, funds
expended, and units where work was performed. Then, select “Save”. Repeat the process
outlined in the steps above to report on all work activities that were executed during the

fiscal year.

15. PHAs will have an option to mark a P&E Report as “Final” in EPIC if the amount left to
be expended does not exceed $500 and all awarded funds are recorded as obligated. If the
P&E Report is being used to support grant closeout, the PHA must mark the P&E Report

as “Final”.
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PE1 » Award ID 50117 » Activity List of P&E Report for Period Ending 2019

~ Go badk -

LOCCS Information

Award Balance
Remaining
(Mot included in Annual
Statement/Budget)

Total Amount
of Award

$1,000,000.00 $0.00

Legend
& = Edit Activity Details

=3

@

r—Fiscal Year Information
1. Fiscal Year End: + 06/30

2. Fiscal Year: + 2019ﬂ

4, Status: + Draft

— Work Activities for P&E Report

Identifier Activity Amount Options
100074 LBP - Risk Assessment 5100,000.00 1 Edit Activity Details
1D0075 LBP - Hazard Controls £700,000.00 7 Edit Activity Details
ID0076 LB - Relocation $100,000.00 7 Edit Activity Details
100077 LBP - Clearance Examinations £100,000.00

. Edit Activity Detail

— Finished with all work activities?

If you are finished reporting on all the work activities for this Award, contact PHA Executive Director to submit your
Performace and Evaluation report and lock the report. If not finished, click the "Save Report” button to return to the
P&E Report listing page.

90 View PDF

3. Mark P&E Report As Final.

This report could not be marked as final because:

» Amount left to be Expended is more than 5500

# Obligated amounts should be no less than the Award amount
# Expended amounts is less than the Obligated amounts

| Save Report | | Submit Report |

Figure 63: “Mark P&E Report As Final” Check Box on PE1 Page

16. You can either “Save Report” which will place it in a draft status, making it available for
future editing, or “Submit Report” which will lock the P&E. NOTE: EPIC does not
notify the Field Office of submissions of P&E Reports; PHAs should always send an
email to FO representatives informing them of their EPIC P&E Report submission.

4.0 HUD FIELD OFFICE ROLES AND RESPONSIBILIES WITHIN EPIC

Field Office Staff members review submissions and Recommend Approval or Recommend
Approval Withheld for a submitted 5YAP Report, Unsubmit Budgets and Unmark Budgets as
Final. Field Office Directors, and their designees can Approve or Reject 5Y APs. Field Offices
can also review P & E Reports directly in EPIC.
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4.1 Field Office Review of 5YAP

Upon logging in to EPIC, the Field Office user navigates to the Dashboard tab and selects 5-Year
Action Plan — Tracking under Dashboard Functions. PHA users will not see this “Dashboard” tab
displayed, as this functionality is reserved for HUD users.

{# HUD.gov &) Help System

% Energy and Performance Information Center (EPIC)

RU104, Welcome back!
Home - | Core Activity/Energy Module - | Development of Mew Housing - | Activity Planning - | IHP/APR - | 5F425 - | EPC - | PNA -~

Dashboard User and Group Toolz - m Data Export -

@ 5 Year Action Plan - Tracking ° Annual Statement [ Budget / P&E © Core Activity © IHP/APR Report ‘

DB1 » Home Page - Dashboard @

The Dashboard module can be used to fadilitate
tracking reports within EPIC at a high level using
statuses such as Submitted, Under Review, Approved,
and Reports Due. The Dashboards support 5 Year Action Plan - Tracking c
downloadable spreadsheets for offline use and printing.

This module can also be used to locate reports as there
are links back to reports in each of the Dashboard lists.

— Dashboard Functions

Annual Statement/Budget/P&E

IHP/APR Report

Figure 64: 5-Year Action Plan - Tracking Dashboard Function

The Field Office user is then directed to the 5 Year Action Plan — Tracking Dashboard page.
The Field Office user may select the Search by PHA Code link to search for the 5YAP of a
particular PHA. Alternatively, the Field Office User may use the options on this page to select
the Field Office or make other selections. In addition, the Field Office user may choose to filter
the list to display only 5YAPs in a certain status. Upon locating a 5Y AP, the Field Office user
may select the View link to view the 5YAP.
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5 Year Action Plan - Tracking « Annual Statement / Budget / P&E « Core Activity « IHP/APR Report « SF425 Report
DB2 » 5 Year Action Plan - Tracking Dashboard

Search by PHA Code
Field Offices v
PHA Fiscal Year ALL v
PHA Fiscal Year End ALL v
Include 5 Year Action Plans Original () Revisions @) Both

All (52) @ Submitted to FO (1) Under Review by FO Staff (0)

5 Year Action Plans List Filter
{ Approved (48) Approval withheld (o) B Action Plans Due ( 0) E ‘ ‘

All 5 Year Action Plans

ow| 10 ™ |entries
HA " . Total Estimated o
Code Action Plan Detail Report Status Plan Type i Submit Date Approval Date Approved By
)01 5-Year Action Plan for 2020-2024 Rev. 1 Approved Raolling §12,703,785.00 00/14/2020 09/14/2020 EPIC SYSTEM
)01 5-Year Action Plan for 2020-2024 Approved Rolling $12,703,785.00 08/26/2020 08/26/2020 EPIC SYSTEM

Figure 65: Tracking Dashboard Filtered for FO and Submitted Status

When viewing a 5YAP, Field Office users will be able to select work activities to view the

Help?

details of each item. In addition, Field Office users will be able to select the View Work Activity
Log icon next to work activities to see information on their history. Field Office users may not

add or edit work items or funge work items between years.

Field Office users will see options displayed to add comments. The View/Add Comment link
facilitates communications between HUD and the PHA; comments entered via this link are sent
to the PHA. The Internal Comments link facilitates communication within HUD, between HUD

staff.

Field Office users will see links displayed on the Activities List page to Recommend Approval or

Recommend Approval Withheld. Refer to PIH Notice 2016-21 (see:

http://portal.hud.gov/hudportal/documents/huddoc?id=PIH-2016-21.pdf) for guidance on HUD

review and approval of 5YAPs in EPIC.
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Energy and Performance Information Center (EPIC) ep) RUL03
RU103, Welcome back!
Logout
Core Activity/Energy Module - Development of New Housing - IHP/APR -~ | SF425 - | EPC -~ | PNA - I Dashboard - |
o
® 5-Year Action Plan ® Annual Statement/Budget/P8&E (OME CONTROL NUMBER: 25??-02?4|
EXPIRATION DATE: 03/31/2015
5YAP3 » Actvities List for I - 2015 to 2019 o
5 Year Action Plan Activities page displays high level view of active work activities for this PHA.
- back I L — Work Activities
Search for Work Activities ds using a Year Range, | JAMP, and/or Work Activity name
J-| View PDE Years to View: v - | v|
- Development/AMP: V|
LS
M Piggy Bank Waork Activity Name: | |
Work Activity Cost
| Search | | Clear Search
Year Estimated ‘Consumed Balance
2015 $260,000.00 §260,000.00 $0.00 ~ . R
2016 $260,000.00 £260,000.00 $0.00 Year Identifier Dev/AMP Activity Amount Options
x ,000. 1 2015  IDO001 Admin 2015
2017 $260,000.00 §260,000.00 $0.00 Imin £25,000.00 Vi ~
2018 $260,000.00 §260,000.00 $0.00
2019 $260,000.00 §260,000.00|  $0.00 2015 100007 mﬂg $201,000.00 hi )
indow S
Total | %$1,300,000.00| $%$1,300,000.00 $0.00 Replacement
2015  IDOO11 Frazier Air Vi
| d conditioning FERHIIIET
!—E!IE" uparade
& 5 Edit Work Activity 2016  ID00O2 Admin 2016 $26,000.00 b
‘?' » Clone Work Activity o a
2016  IDO0DOS replacement -
$200, .00
R . Delete work Activity Grant View Cherry s
Court:
T+ view work Activity Log 2016  IDO012 ::_thio-lmber!aﬁd $34,000.00 g
r conditioning
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Figure 66: View of Activities List Page for Field Office Staff

Upon selecting the Recommend Approval or Recommend Approval Withheld button, a Field
Office user will see a screen displayed on which to confirm the action and enter comments. Field
Office users are required to enter a comment when recommending that the FO Director withhold
approval of a 5-Year Action Plan.
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Figure 67: FO Staff Recommend Approval of 5YAP and Enter Comments

Field Office Directors are authorized to approve or withhold approval for 5Y APs. The Field
Office Director logs into EPIC and navigates to the 5Y AP by using the Dashboard functionality
as described above. When viewing a 5YAP, the recommendation by Field Office staff is
displayed just above the Approve/ Approval Withheld buttons.

= Go back to Plans Listing [~ Work Activities
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Figure 68: FO Director Approval of 5YAP

If approval is withheld, the Field Office Director will be required to enter a comment. The
5Y AP will then become unlocked so that the PHA can fix the problem in the 5YAP and re-
submit it to HUD for approval.
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A Field Office user can Create a New 5 Year Action Plan, even if there is one already in place.
This should only be used on rare occasions when there is no alternative.

5YAP1 » 5-Year Action Plan Reporting Help?

Legend
. Please begin the reporting process by selecting an Award. Please contact your Administrator if you do not have access to a specific Award in the Award List below.
4 » This plan has been submitted and

cannot be edited i
Please enter search criteria. A cumulative search is performed including all parameters provided.

4 » Create New PHA Code

ER. 5

—Five Year Action Plan

» Unsubmit Plan

5-Year Action Plan for 2015-2019 Rev. 13 Fixed 07/09/2019  0716/2019  2015-2019

g* Internal comments

)ig (C
-Y for - Fixed 06122019 07092019 20152019  App 6/12/2019
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In Copy Forward 5-Year Action Plan for 2020-2024 Rolling  01/23/2020  03/16/2020  2020-2024 Approved 03/16/2020 0316/ '4:' 2 |s m J
& s view . 0 e 0152010
§-Year Action Plan for 2015-2019 Rev. 16 Fixed )4/02/2020  04/02/2020 (s
0/1) g (0 By
7= » View PDF
5-Year Action Plan for 2015-2019 Rev. 15 Fixed 07/24/2019  03/30/2020  2015-201
- E-fear Acto JPLE
» Export Report <
§-Year Action Plan for 2015-2019 Rev. 14 Fixed  07/16/2019  07/24/2019 20152019  Approved 07/16/2019 717201 'Q & @
» Comments 1) g (01 L.
Af 119 P E
S 2 -

Figure 69: FO User Options on 5YAP Reporting Page

4.2 Field Office Role in Annual Budget Reporting

Field Office users do not review or approve Budgets. Once a Budget is successfully submitted it
will be loaded into ELOCCS within a few business days. However, a Field Office user can
Unsubmit a Budget, which sets it back to draft, if a PHA has made a mistake and would like to
make changes and resubmit. Under Activity Planning, Annual Statement/Budget Screen the
Field Office selects the year and clicks on the View Statements Link. On the AS2 Screen the
option to Unsubmit appears next the last submitted statement, so long as no other draft exists.

—Annual Statements/Budget

Shuwenlnes Seamh:‘ ‘

Created Last Report
Date Modified Year

Statement Plan Name Status Options

5 Year Action Plan for the 2019 - 2023 08/05/2019 08/18/2020 2019 Submitted View PDE

Export Report

Annual Statement/Budget Original u]

5 Year Action Plan for the 2019 - 2023 04/08/2020 08/18/2020 2019 Submitted

Annual Statement/Budget Rev. 1 =] View PDF

[3¢] Export Report

1 Unsubmit
Statement

5> Revise Statement

|3 Create New PSE
Report

(# Mark as Final

Showing 1 to 2 of 2 entries Previous Next |

Figure 70: FO User Option to Unsubmit a Budget on the AS2 Page
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Field Office Users can also Unmark a Budget as Final, if A PHA accidentally checks that button.

—Annual Statements/Budget

Show entries Search: |
Statement Plan Name c:::::d Mc!.n-:ii;(e d R\fs:rﬂ Status Options
Annual Statement/Budget Original 5 5 Year Action Plan for the 2019 - 2023 08/05/2019 08/16/2020 2019 Submitted View PDF
@ Export Report
Annual Statement/Budget Rev. 1 -1 E 5 Year Action Plan for the 2019 - 2023 04/08/2020 11/17/2020 2019 Submitted P View PDF

[2€] Export Report
o Unsubmit Statement

|3f] Create New PSE
Report

E> [2¥ Unmark as Final

Showing 1 to 2 of 2 entries

Previous Next g,

: FO User Option to Unmark a Budget as Final on AS2 Page

Figure 71
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5.0 APPENDICES

5.1 Acronyms

Table 1 below provides definitions and explanations for terms and acronyms relevant to the
content presented within this document.

Table 1: Appendix A — Acronyms

APM Activity Planning Module (of EPIC)

BLI Budget Line Item

EPIC Energy and Performance Information Center

FO Field Office

FYE Fiscal Year End

HUD U.S. Department of Housing and Urban Development

LOCCS Line of Credit Control System

P&E Performance and Evaluation

PHA Public Housing Authority

PIH Public and Indian Housing

5YAP 5-Year Action Plan

PNA Physical Needs Assessment
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Figure 11: Create New Work Activity Button on Activities list Page .......cccevvvvviiiiiiiiinnnne 10
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53 5 YEAR ACTION PLAN TYPE AND STARTING YEAR SUBMISSION
TIMELINES

The 5-Year Action Plan starting year is the first year of the five-year period covered by the plan.
PHAs should submit plans for each span of years based on the suggested timeline below to
provide time for field office review and approval and timely access to capital funds.

» Fixed Plan — Covers a static, five-year period. At the conclusion of this period, a new
plan is created covering the next five-year period. Fixed plans should not have any
overlapping years.

» Rolling Plan — Covers a rolling, five-year period. Annually a new plan is created,
removing the oldest year and adding on an additional year.

PHAs elect to create either a “Fixed” or “Rolling” 5-Year Action Plan and may change their
election at the end of a 5-Year Action Plan reporting period. For example, a PHA currently
operating under a Fixed Plan may shift to a Rolling Plan with its next submission as long as the
PHA continues to cover 5 years within the plan, including the current year. Small PHAs should
refer to part iii below for a discussion of the different flexibilities afforded under Fixed and
Rolling Plans.

FIXED 5-YEAR ACTION PLANS: EPIC Submission Requirements

» Fixed Plans — PHAS operating under fixed plans should consider whether their latest
existing, approved 5-Year Action Plan in EPIC covers the next fiscal year of CFP awards.
If so, the PHA need not take any action in EPIC?in advance of the PHA’s FYE or the date
capital funds are awarded and made available. HUD encourages submission of a 5YAP
for the next five-year time-period by the PHA’s FYE or the CFP award date (whichever
comes first).

> For example, a PHA with an approved, Fixed 2016-2020 5YAP in EPIC need not take
any action in advance of the issuance of FY 2020 CFP awards. However, by the date FY
2021 CFP funds are awarded or the PHA’s FYE (e.g., 12/31/2020, 3/31/2021, 6/30/2021,
or 9/30/2021), the PHA should have submitted a 2021-2025 Fixed 5YAP in EPIC.

2 Please note, however, that PHAs may still be required to submit various certifications to HUD, as detailed at 24
CFR 905.300(b)(1)(v)(B)(2). EPIC’s Activity Planning Module does not automate these certifications, and PHAS
must continue to submit these certifications as prescribed by HUD under current or future guidance. For further
information, please see the annual processing guidance posted on the Office of Capital Improvements Web page at:
https://www.hud.gov/program_offices/public_indian_housing/programs/ph/capfund
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ROLLING PLAN 5-YEAR ACTION PLANS: EPIC Submission Requirements

5.4

» PHAs operating under Rolling 5-Year Action Plans must submit 5-Year Action Plans

annually, adding one year to the start year. HUD encourages submission of a the 5-Year
Action Plan by the PHA’s FYE (i.e., 12/31/2019, 3/31/2020, 6/30/2020, or 9/30/2020) or
the award date for CFP awards (whichever comes first). This same guidance applies in
subsequent years.

Reporting on Non-Formula Capital Fund Grants

PHAs that receive extra CFP funds awarded through successful application to a Notice of
Funding Opportunity (NOFO), such as Lead Based Paint grants, or Housing Related
Hazard grants, in addition to awards for Emergency Safety and Security grants should
add the amounts awarded to the appropriate year of source funds awarded. This may not
be the same as the year the funds were awarded. For example, if the award was made in
2020, but the funding source is 2019, the PHA should add the grant amount to their 2019
funding estimates.

To report activities for an approved grant application such as an Emergency and Disaster
Grant, the PHA will first need to create new work activities and add the activities to the
applicable 5YAP.

o For example, if the grant was awarded with 2020 funds, the activities should be
added to the Rolling 5YAP plan that begins with 2020 or the Fixed 5Y AP that
includes 2020.

Once those activities are approved by the Field Office, the PHA will then create a new
Budget for the specific grant and associate the Budget to the grant in the same way a
PHA would do if it were a regular CFP grant. This means the PHA will end up with 2 (or
more) Budgets for the same year each tied to the same 5Y AP one for the regular CFP
grant and one for any other award.

EPIC will not populate an error message for this scenario as it will recognize that these
are two separate awards with different award numbers.
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5.5 Reporting on RAD Transactions

Application Documention to
Submission RAD Office

i Determine
REVIeC\;vﬁl?y AL Appropriate CFP
e Involvement
Add Work Use BLI 1480 in
Approval Activities to EPIC Budget

5YAP (Step 1) (Step 2)

repl;'a’so‘t ?c;l lr)nrgcz $ RAD Office Use RAD BLlIs
g via RAD enters BLIs in in EPIC Budget
Resource Desk LOCCS (Step 3) (Step 4)

Budget processes

. successfully and PHA draws down
Completion funds are spread funds
in LOCCs.

We recommend that PHAS converting properties to RAD use the following process in EPIC:
Before closing:

When a PHA is anticipating closing on RAD during one of the years covered by an EPIC 5-Year

Action Plan, they should include separate work activities for each of the relevant RAD related
work categories:

In EPIC Activity Planning-5 Year Action Plan: Edit/Revise appropriate 5YAPS
with work activities for RAD Pre-closing (1480) and any relevant RAD BLI
(1503, 1504, 1505) in consultation with RAD Office and submit for approval.
i. BLI 1480 should be used if the RAD closing will not occur in the next 6
months.

ii. PHAs place Capital Funds into BLI 1503 for use as Housing Assistance
Payments during the year of the RAD conversion since the Section 8
conversion does not take effect until January 1 of the following year.

iii. PHAs place Capital Funds into BLI 1504 for use as a source in the RAD
conversion---to cover hard cost of construction, soft costs, and/or reserves.
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At/after closing:

In EPIC Activity Planning- Annual Statement/Budget-Create or revise a Budget
for the applicable CFP grant year importing the appropriate BLI depending on
where in the transaction cycle the deal is.

Post Closing:

iv. BLIs place Capital Funds into BLI 1505 when they have removed units

from PIC for a RAD transaction that is not expected to close for several
years, and they want to set aside the Capital Funds for that transaction.

. The money should be allocated to the RAD Funds Pre-Closing work

activity in the 5YAP, but the other relevant work activities should be
entered with $1.00 as place holders. The 5YAP is approved with the
multiple work activities (the Piggy Bank may be slightly out of balance-
this is OK).

. The PHA should submit an Annual Statement/Budget that includes the

RAD Pre-Closing work activity, but not the other two placeholder RAD
work activities.

3. Recap office will re-spread the BLIs in LOCCS by moving money from

1480 to either RAD (1503) and/or RAD Investment Activity (1504) based
on the approved RAD financing plan. The RAD Office is solely
responsible for moving funds in LOCCs onto RAD BLIs.

. At this point LOCCS and EPIC will be out of synch. To get back in synch,

the PHA will need to revise the Annual Statement/Budget that will match
what the Recap office has done in LOCCS. It should import the relevant
placeholder RAD work activities into the revised Annual
Statement/Budget and remove the Pre-Closing 1480 Work Activity. The
PHA should then submit the revised Annual Statement/Budget that
reflects the status of the funding after closing as it is reflected in LOCCS.

If a PHA will be awarded CFP after a RAD transaction has closed, the PHA may create work
activities in their 5YAP for eligible close-out expenses. The PHA will then submit a Budget
using the eligible post-closing work items and submit to be spread in EPIC.

5.6 Reporting on Operating Fund Grants

Notice 2016-18 Outlines the steps to use Operating Fund Grants for Capital Fund Purposes.
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