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maximize energy conservation and efficiency measures.” HUD’s Agency Performance
Goals include a commitment to creating energy efficient housing through energy con-
servation and green retrofits. The GPNA tool integrates potential energy conservation
measures identified by the Energy Audit and assists PHAs in evaluating the cost effec-
tiveness of replacing building systems and other components at the end of their useful
life. The GPNA will integrate energy efficient and green improvements into future PHA
capital planning, and enable HUD to measure progress toward achieving energy-
efficient, green public housing.

An important objective of the GPNA tool is for PHAs to engage in an effective Devel-
opment/AMP-based strategic planning process. The GPNA will enable PHAs to take
advantage of new funding opportunities as capital markets change and new programs
or incentives are offered. A PNA is a foundation document for a number of real estate
management activities including annual budgeting, financing, reserve calculations, ap-
praisals, buying or selling real estate, and preventative maintenance schedules.

The GPNA tool is a standalone Windows-based Microsoft Access® application that
can be installed on any Windows-compatible computer. This tool is compatible with
desktop PCs, notebook PCs, and/or Windows-compatible network computers. The
GPNA tool is available for download on HUD’s website. The GPNA tool can be pre-
populated with information specific to your PHA, along with Development/AMP, build-
ing, and unit data from current Inventory Management System/PIH Information Center
(IMS-PIC or PIC) records in order to help you start the GPNA process more quickly.
You can also customize the GPNA to meet your more specific local area needs.

As a strategic planning tool for PHAs, the GPNA is less focused on reporting to HUD
and more focused on recording real information that is useful to the PHA for its plan-
ning purposes. The tool allows for considerable customization and judgment by the
PHA and only a subset of the higher level data is actually collected by HUD. For ex-
ample, HUD collects only the gross component category totals (i.e. site, building exte-
rior, building systems, common areas, and units) and selected major components for
each development. It is very important to note that HUD does not receive your
underlying data, so they cannot recover it if you lose it.

The GPNA Tool is just that – a tool. The tool’s goal is to portray, as accurately as pos-
sible, the capital needs of a Housing Authority. If specific situations arise in the use of
the tool as recommended in this User Guide that do not best represent the existing
conditions, you should use your best judgment in using the tool in a way that does best
reflect what is observed.

The purpose of this GPNA Tool User Guide is to provide the user with practical step-
by-step instructions on how to use the tool, as well as other guidance on protocols for
performing the GPNA. HUD also maintains resource documents and tools such as
Frequently Asked Questions, archived webinars and webcasts, and status information
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on its website hud.gov (search “Physical Needs Assessment” and “GPNA”) that are
intended to be used together with this User Guide.
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PHA Requirements
Only PHAs with public housing units in PIC need to complete GPNAs in accordance
with this Public Housing rule. Other rulemaking administered by other HUD offices
may impose requirements that a GPNA or similar assessment be performed on Sec-
tion 8 inventory.

All PHAs with public housing units that include ACC units need to complete a GPNA
that covers all of their projects/AMPS and units. The same procedures and require-
ments apply to all PHAs with public housing units—there are no different procedures
for small PHAs. Of course, since smaller PHAs generally have a less complex invento-
ry with a small number of units and projects/AMPS, there is commensurately less work
required to complete the PNA .

The GPNA performed using the GPNA Tool will include all AMPs that include ACC
units, including Mixed-Finance projects. A PHA may have a number of AMPs that have
been reconfigured or abandoned and are recorded in PIC with no units applicable to
them. If so, the PIC data file that HUD provides for import into the GPNA Tool will only
include those AMPs with ACC units.

The GPNA forms the basis for the PHA’s strategic planning and the establishment of
goals and objectives contained in its PHA Plan. It provides the PHA with an estimate
that quantifies the capital requirements for the entire portfolio of the PHA, which can
and often will be in excess of current funding from HUD. Using these estimates, PHAs
can prioritize their needs and look to leverage their capital funds with other funding, to
better preserve their housing stock to meet the mission and goals of the PHA Plan.

It is not HUD’s intent to use the GPNA for such project specific determinations. The
PNA can be a planning tool for PHAs, and conducting a PNA will help PHAs make de-
cisions on the future status of its properties. HUD’s primary interest in collecting realis-
tic summary level data is to be in a better position to assess national aggregate needs.

In Mixed-Finance projects that include both ACC units and non-ACC units, it is only
the public housing (or ACC) units that need to be sampled for inspection in most cas-
es. The non-ACC units may be tax credit units, or market rate units, and do not consti-
tute part of the PHA’s public housing inventory; therefore, they are not generally sub-
ject to inspection or inclusion in your capital needs assessments. While the non-ACC
units may be included in the total unit count reflected in PIC, when the tool performs
need/cost projection calculations, it will automatically prorate out those non-ACC units.
When designing its assessment and sampling for a mixed finance project, the PHA
needs to exercise judgment with regard to its real exposure to capital costs such as
the treatment of “floating units” and the potential for non-ACC units to return to the in-
ventory. These considerations help the GPNA serve as a genuine planning tool.

The proposed GPNA rule specifically and explicitly includes MTW agencies in the re-
quirement. MTW agencies were specifically included because of HUD’s support for the
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importance of a GPNA for all agencies as a core activity and because of the value of
the GPNA data from MTW agencies in providing HUD with a complete picture.

After the initial GPNA, PHAs will be required to repeat the full GPNA every 5 years. In
between those full GPNAs, you will need to submit annual updates that report on capi-
tal improvements completed during the past year. Subsequent performances of the
GPNA can and should use previous GPNAs as a basis.

Any PNA information older than 2 years (from the PHA’s GPNA submission due date)
cannot be used in the GPNA process (subject to final rulemaking). If your last PNA
was completed within 2 years of your GPNA submission deadline and meets the re-
quirements for the GPNA, then you can use that information for this initial submittal.
You will have to input the information into the GPNA Tool. If your PNA information
does not meet the requirements for the GPNA, then you cannot use the information.
Having existing “take off” data, e.g., measurements and quantities of physical assets,
from any previous PNA will save much work effort in creating your first GPNA.

You can use your own staff to perform the PNA if they collectively meet the qualifica-
tions as defined in the rule, including having at least one team member with 5 years’
experience performing physical property inspections and cost estimating; demonstrat-
ed knowledge of applicable building standards and codes; demonstrated knowledge of
energy efficiency practices; and a working knowledge of commonly used computer
technology (MS Excel, Office, etc.). PHAs do need to be aware that if they are plan-
ning to use this GPNA to support future transactions such as financing, the terms of
that transaction may require a third party to perform the GPNA. Some PHAs may also
find it more objective to obtain a third party review of their inventory.

If you contract out the GPNA, there is a sample Statement of Work available in Ap-
pendix B. Please note that this document is not a HUD required form and may not ad-
dress services that your PHA might want included. PHAs should review the sample
carefully and make modifications that correspond to their desired scope of work and
business terms.

If you have several people performing the assessment, key input sections of the tool
including the cost libraries, inspection forms, and cost projections can be exported to
Excel spreadsheets and worked on by others independently. The resulting modified
spreadsheets can then be imported back into the tool to populate it with those inputs.
However, only spreadsheets originally generated by the tool can be imported into the
same copy of the tool. Excel sheets generated independently by the PHA or others will
not be accepted by the tool. There is also a Client Server version of the GPNA Tool
designed for use by larger PHAs that permits multiple persons to work on data entry of
GPNA results at the same time. GPNA inspections and data entry can be performed
by multiple people; there is not a requirement that one person carry out all aspects of
the GPNA.
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Only electronic submissions are permitted. The data are being consolidated into an
aggregated database to help assess the total need for capital improvements in the na-
tion’s public housing portfolio. All GPNA submittals must be on the automated report-
ing data file that the GPNA Tool produces to comply with HUD’s submission require-
ment.

You must perform a GPNA and include all ACC units, although you can exclude any
units approved by HUD for demolition/disposition. If the demolition/disposition is pro-
posed but not approved, a GPNA must be completed. Project GPNA data must be
gathered and included in the GPNA until HUD has approved an application for demoli-
tion or disposition. A PHA may elect to record costs associated with removal, such as
demolition costs and potential replacement costs, if there will be a long time interval
between the time of approval and the actual removal of the units from inventory.

If the PHA determines it needs to undertake physical improvements in order to comply
with Section 504 and related requirements, the cost of those physical improvements
are included in the GPNA in the Accessibility category.

The GPNA is not an enforcement vehicle. Information entered into the GPNA on Sec-
tion 504 needs is gathered for the purpose of estimating the total capital needs of the
project(s). Those costs are reported in summary to HUD’s data aggregator.

As provided in 24 CFR 966.4(j), the PHA must provide a written notice to the residents
whose units will be inspected 2 days in advance of entry into the units. No notice is re-
quired to the residents whose units are not being inspected.

The PHA must make the GPNA available to the residents and the Resident Advisory
Board (RAB) at the time it is submitted to HUD. The GPNA Tool produces appropriate
summary reports. There is no requirement to “publish” the GPNA results. Laws vary by
State as to whether such documents are freely available to the public, and PHAs need
to comply with any applicable State or local ordinance in this regard.
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Advanced Content: GPNA vs. RAD
The inclusion of Rental Assistance Demonstration (RAD) units into the GPNA depends on the publica-
tion of the Final Rule, the due date for your GPNA submission, and whether your inventory under a
Commitment to Enter into a HAP (CHAP) ultimately convert to RAD. Also, the inventory in the GPNA
tool must match the inventory in PIC at the time the GPNA data are submitted to HUD (PIC data re-
quirements are discussed in detail under Phase 1: Pre-Assessment – Preparing for the GPNA). In gen-
eral, inventory that has left public housing by being converted to RAD is not included in the GPNA. In-
ventory under a CHAP should be included in the GPNA with “0” needs going forward, as that inventory
is expected to leave public housing. If some or all inventory under a CHAP does not convert to RAD
(e.g., if necessary financing cannot be secured), then the PHA will need to revise the GPNA to account
for inventory that did not convert to RAD.

HUD suggests that you work with your Field Office to balance RAD and GPNA requirements and, if ap-
plicable, to request an extension for submission of a revised GPNA.

The RAD program uses a different tool, known as a Physical Conditions Assessment (PCA). The GPNA
Tool and the RAD PCA (RPCA) are not interchangeable. The RAD program covers both public housing
and Project-based Section 8, and the RPCA is taken from the Mark-to-Market program that originated
in the Multi-Family side of HUD. The GPNA Tool was not in approved form when RAD began. Although
the programs use different tools, the inspection and analysis cover the same ground, and can be used
to input into either Tool (assuming those performing the inspection and analysis meet the require-
ments of both programs). The RPCA for the RAD program requires substantial additional narrative and
photographic documentation, and has a different approach to energy conservation measures.

If you are applying for conversion of public housing to Project-based Section 8 under the Rental Assis-
tance Demonstration (RAD) program, you will need to use the RAD program’s Physical Conditions As-
sessment (RPCA) Tool during the 6 months after receiving an invitation to enter into a Commitment to
enter a HAP Agreement (CHAP). Currently, if you need to complete your GPNA prior to such time as
the project/AMP converts to Section 8 under RAD, you will also need to include the proposed RAD
units and building data in the GPNA format at the appropriate time, but for the proposed RAD units
you may enter $0 as the Need—since the units will likely leave the public housing inventory in the near
term. While the GPNA Tool and the PCA are not interchangeable, if those conducting the inspections
and analysis meet the GPNA and RAD requirements, then PHAs can enter information based on the
same inspection into both tools, which would save time and money.

Funding Options
The GPNA is an eligible expense under the Capital Fund. As such, PHAs can include
the cost of the GPNA in any open, unobligated Capital Fund grant. No additional fund-
ing is provided over and above the Capital Fund grant.

The GPNA is an allowable expense under the Operating Fund/reserve.
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GPNA Due Dates
Implementation and due dates for the GPNA will be established based on the PHA
Plan due date when the Final Rule for Capital Fund Physical Needs Assessment at 24
CFR 905 is published and made effective. Specific due dates for specific PHAs cannot
be established until the effective date of the final rule is established, but PHAs will
have a minimum of 6 months’ notice from the date of publication of the Final Rule.

After the initial period of transition following publication of the rule, GPNAs must be
submitted to HUD 120 days prior to the end of each PHA’s fiscal year end. The follow-
ing table summarizes the due dates by fiscal year end.

Fiscal Year End
Due Date (pending publica-
tion of the Final Rule)

September 30 June 2

December 31 September 1

March 31 December 1

June 30 March 2

PHAs should then use the new GPNA in developing their PHA Plans.

Unless a PHA is severely affected by a natural disaster, extensions of the GPNA due
date will not be allowed. If a PHA is affected by a natural disaster, the PHA may peti-
tion the HUD Field Office for an extension.

HUD anticipates that the vast majority of PHAs will understand the need at both the
housing authority and HUD level for development of capital needs assessments, such
as the GPNA. In extreme cases where a PHA is not cooperating with this requirement,
the PHA faces a number of sanctions similar to those currently available to HUD under
the Capital Fund. These sanctions could include, but are not limited to, issuance of a
Corrective Action Order; reimbursement from non-Federal funds; limit, withhold, re-
duce or terminate assistance under the Capital Fund or Operating Fund; and debar-
ment or suspension.

Help and Assistance
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HUD is not offering a certification course for the GPNA. PHAs may contract with any
qualified vendor to perform the GPNA with its qualified staff. Qualifications for perform-
ing a GPNA will be included in the final rule and will include requirements that at least
one team member has at least 5 years’ experience performing physical property inspec-
tions and cost estimating; demonstrated knowledge of applicable building standards and
codes; demonstrated knowledge of energy efficiency practices; and a working
knowledge of commonly used computer technology (MS Excel, Office, etc.).

You can view and download the GPNA tool and related material from the GPNA Web
site:
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/progra
ms/ph/capfund/gpnatool.

If you have questions regarding the GPNA, first check the Frequently Asked Questions
and other resources available on the GPNA Web site. If you cannot find an answer to
your question, contact the PHA’s local HUD Field Office. PHAs can locate their local
HUD Field Office at the following Web address:

http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/abou
t/field_office.

Preparing for the GPNA
The PHA should review the proposed rules and start evaluating the requirements to as-
sess whether or not this is something it wants to do in-house or contract out.

Here are some suggestions for additional preparation: Review the existing training vide-
os and other resources on the GPNA Web site and download at least the prototype tool
to get familiar with it. Install a blank GPNA Tool from the Web page and import a PIC
data file into it so that you can verify that the PIC data are correct or initiate corrections
in PIC (instructions for checking PIC data are included in Phase 1: Pre-Assessment –
Preparing for the GPNA). Work with your Field Office if the PIC data are not accurate.
There is a substantial amount of project/AMP level data gathering that is required for
any GPNA process, including architectural take offs, that requires quantities, component
lists, costs, age, and useful life of building components. This is also the time to begin
thinking about potential property improvements or modifications that could be consid-
ered during the GPNA process. If a PHA does decide to engage a third-party GPNA
provider, it may want to do some mock inspections to get ready for them. Begin thinking
about the composition of sets of like kinds of properties and units as will be described
later.
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The Dashboard will allow you to view aggregated data as you input PHA information
into the GPNA tool. Available functions allow you to view aggregated data on a PHA-
wide level, as well as on development-wide level. The Dashboard also allows you to
track the number of completed and remaining assessments (the Dashboard displays
unit and building counts as they are assigned to sets).

Additionally, all PNA and Development/AMP Reports may be accessed and/or gener-
ated from the Dashboard.

No data entry or modification is done on the Dashboard.

The second main page of the GPNA tool is the Control Panel.

The Control Panel provides a central location for entering assessment data, and al-
lows the user to select and manage PHA and GPNA information.

The top of the Control Panel screen contains input selections to initiate a GPNA and to
select and manage PHA and GPNA information including import of the PIC inventory
data into the blank GPNA tool. Until inventory data is entered into the tool, most func-
tions cannot be performed.

The next section of the Control Panel contains Costing and Report controls, such as
the Master Cost Library, Development/AMP Costs and Projections, and other Reports.
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The Master Cost Library serves as the main repository for cost data. Develop-
ment/AMP Costs and Projections are based on data entered inthe Master Cost Li-
brary, as well as Site, Building, Unit, and Common Area inspection data. Cost line-
items and projections can be customized to meet Development/AMP needs from with-
in this section.

Report controls within the Control Panel provide you with the ability to present cost
projections data in various report formats.

The lower section of the Control Panel provides controls to enter, select, and manage
PHA housing portfolio inspection/assessment information. This area is designed to re-
flect the hierarchy of a PHA’s housing portfolio – portfolio organization is vital to the
overall success of the GPNA process..

The GPNA tool has been designed to take into account PHA housing portfolio variabil-
ity and to allow the PHA to organize PHA housing stock in a way which visually repre-
sents an established hierarchy that includes the entire inventory in sets that are logi-
cally consistent for the PHA. The hierarchy is as follows:
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PHA Housing Portfolio Hierarchy

Sites Buildings Units Common AreasDevelopment/AMP

Development 1 Site 1
Building Set 1

(Elevator)
Unit Set 1

(1 Bedrooms)

Common Area

Building Set 1
(SF Detached)

Unit Set 1
(1 Bedrooms)

Building Set 1
(SF Detached)

Common Area

Development 2

Building Set 2
(Community)

Unit Set 1
(2 Bedrooms)

Unit Set 2
(3 Bedrooms)

Building Set 2
(Row/Townhouse)

Unit Set 1
(3 Bedrooms)

Site 1

Unit Set 2
(4 Bedrooms)

Site 2

The sampling size protocol calls for 100% of Sites to be inspected, 20% of buildings
within a building set, 10% of units within a unit set, and 100% of common areas. This
hierarchy structure is helpful in creating an inspection design and effective sampling
size plan.

As illustrated above, the hierarchy flow may be simple or more complex. For instance,
in Development 1 in the Figure above, the hierarchy is simple. Development 1 is com-
prised of one Site, one Building Set, one Unit Set, and one Common Area Set. This
could represent a single building on a land parcel with all units being essentially identi-
cal.

Conversely, Development 2 illustrates a more complex development hierarchy. Devel-
opment 2 is depicted as consisting of two (2) Sites with two (2) building sets each.
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Getting Started with the GPNA Tool
GPNA Tool Computer Operating System Require-
ments
The user’s system should be a Microsoft operating system with Windows software Of-
fice 2000 or newer. The GPNA Tool is based on Microsoft Access and typically only
works on a desktop or laptop computer. Although the tool is in Microsoft Access, the
user is not required to have Access software to download the tool from HUD’s Web
page. The downloaded tool has integral software that installs on the user’s computer
that enables its use regardless of whether the user has Access. The file size of the
downloaded tool is in the range of 70 MB and is generally too large to email even in a
compressed or zipped file. PHAs using outside vendors need to be sure to obtain a
disc or hard copy of the tool at the end of the contract for safekeeping. Subsequent
required annual reports are produced from the tool. HUD will not have the capability to
recreate a tool with the PHA’s entered data as HUD only receives a limited extract of
the data.

The GPNA tool is not MAC compatible. The tool was developed and designed for use
in the Microsoft operating environment. There are Apple MAC products with dual op-
erating systems that can run Microsoft Access database programs within an Apple
MAC environment. If your MAC is so equipped, it should be able to run this software.
At this time, HUD does not have a GPNA app available for mobile devices. You may
be able to use a third-party app to work with the Excel data entry sheets included in
the GPNA Tool on your smartphone or tablet.

Download the GPNA Tool from the HUD Website
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/prog
rams/ph/capfund/gpnatool

The tool is designed and intended for electronic use, not paper-based use. However, if
it is useful, you may print out various pages including the inspection forms, cost librar-
ies, and cost projections. These paper forms could be used as worksheets for later in-
put into the tool or into Excel spreadsheets exported from the tool. The tool produces
multiple printable reports on the reports menu page that are useful for sharing the re-
sults with others.
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Advanced Content: Multiple Users and Multiple PHAs
Multiple Users: A PHA may choose to simplify the GPNA process by delegating various tasks to multiple staff. The
standard version of the GPNA Tool is typically installed locally on a computer and only supports one user at a
time. Multiple users can work on the GPNA, with users taking turns working in the actual GPNA Tool. In addition,
multiple users can enter data in inspection and cost spreadsheets for import into the Tool (as discussed under
Phase 1 and Phase 2).

Client-Database (Multiple Users with Full Access): HUD also developed a Client-Database version of the GPNA
Tool that allows for a Multiple User configuration; these users will have access to a common full GPNA Tool. The
Client-Database version consists of two parts – a Client Install Pack and a Database.

The Client-Database version is designed for large PHAs or PHAs that have many developments. It is not appropri-
ate for smaller PHAs. It is available on our webpage but a password must be requested from PHAP-
NA@HUD.GOV.

Multiple PHAs/Multiple Copies of the GPNA Tool: It is possible to install multiple copies of the GPNA Tool on
one computer. For example, third-party assessors may have contracts with multiple PHAs, some entities manage
multiple separately numbered PHAs, or, as mentioned in the Annual Update instructions below, PHAs may want
to track inventory changes in a copy of the GPNA Tool to prepare for their next full GPNA.

To load additional copies of the GPNA Tool on to the same computer, you will need to re-name the existing tool
subdirectory (the existing subdirectory is “Green PNA;” an example of a new name is the PHA code). Then you
will have to move this subdirectory to another location (such as a new subdirectory) before you reinstall the
GPNA Tool. To prevent mishaps, it is also advisable to rename the GPNA data file in the subdirectory so that it
will have a different name from other GPNA data files.

Detailed instructions for installing multiple copies of the GPNA Tool are provided in a guidance document availa-
ble on the HUD PNA Tool Website.

Backing up the GPNA Data
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A PHA should always observe best practices in preserving agency data and backup
data frequently, both onsite and offsite. Depending on the size of the PHA and the so-
phistication of its hardware systems, data on the server may be backed up daily on the
same drive, or to a “cloud”. Given the potential for failure of hard drives, use of the
“cloud” backup systems should be given serious consideration. For data on the server,
the technician supporting the systems may be charged with backing up periodically off
site, or onto media storage placed in a fireproof safe on site, or both. Of more concern
are instances where the data are stored on individual staff laptops or desk computers
that are not linked to a server. PHAs may wish to consider developing a protocol in
those instances where a backup is made daily (e.g., onto a USB drive) during the time
frame the GPNAs are being prepared, and then any time updates are made. Good
practices include having more than one external storage device and rotating them
and/or using a “cloud” backup system. The default location name of the file that con-
tains all of the live GPNA data that need to be backed-up and protected is C:\\Green
PNA\GreenPNAFull.accdr. This may differ in the case of vendors who follow the pro-
cedure to have multiple live GPNA Tools on one computer.

It is not possible to directly “cut and paste” from one tool to another although some key
input sections such as the cost libraries, inspection forms, and cost projections can be
exported to excel spreadsheets. The data in such an exported spreadsheet could then
be copied and pasted into a blank excel spreadsheet for the same form exported from
another tool and imported into it.
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Launching and Navigating the GPNA Tool
Each time you launch the GPNA tool, you are given the option to navigate to either the
Dashboard or the Control Panel by clicking the coordinating button.
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PHASE 1: Pre-Assessment – Preparing
for the GPNA
Quick Steps
Phase 1 of the GPNA focuses on preparation and pre-assessment. The following
overview presents the steps involved in preparing for a GPNA:

1) Identify qualified staff to perform the GPNA.

2) Request a PHA-specific PIC data extract by download from the Energy Perfor-
mance Information Center (EPIC) PNA tab.

3) Verify IMS-PIC data and correct if necessary

4) Create a Master Cost Library

5) Organize PHA data and identify architectural take-offs, measurements, and
counts. Input any preliminary data into the GPNA tool prior to the walk through.

6) Determine sample size and select units for the representative sample.

7) Notify residents of their units’ inclusion in the GPNA process.

Please keep in mind that help is only a click away! Look for this icon to access brief explanations
and instructions about various GPNA tool functions.

Allocate Time to Perform the GPNA
The length of time required to perform the pre-assessment will vary depending on the
size of the PHA and the extent and nature of its portfolio. Obviously, it will take longer to
complete the pre-assessment for a scattered site property than it will for a single site
property.

Further, the following should be noted: (1) the first GPNA completed by a PHA will be
the most time consuming. After the first GPNA, the pre-assessment can be completed
by updating the Cost Library and entering changes to the PHA’s portfolio; and (2) the
GPNA may be a more labor intensive process than most PHAs have experienced in de-
veloping their previous PNAs.

Identify Qualified Staff to Perform the GPNA
Each PHA must select a qualified assessor to ensure the success of the GPNA. The
assessor may be an individual with all of the qualifications needed or an assembled
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3. A “Select File to Upload” dialogue box will open. Navigate to the saved PIC
data file that was received from HUD as a file attachment. The filename will
be the PHA number, an underscore, the date the file was generated, and a
period followed by the letters xml. For example … PA001_03182013.xml.

4. Click on the data file to select it, and then click on the “Open” button.
5. The tool will display a data summary page for the first AMP; select “save and

close” at the bottom of the page.
6. The tool will display a message “the PHA data was loaded”; select “ok” and

the AMP numbers will appear in the first column or the Control Panel under
“Development/AMPs”.

Verifying PIC Data in the GPNA Tool

After a successful PIC data download, the Development/AMPs section of the Control
Panel should now be populated with all the Development/AMPs in the PHA’s inventory.
To verify the data in the GPNA Tool:

1. Select the first Development/AMP on the list by double-clicking on its
name. The Development/AMP summary screen will open.
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2. Verify the Building Count and Unit Count information in the appropriate
boxes against the information in the PHA’s internal records. This page in-
cludes a gross count of ACC units and non-ACC units by number of bed-
rooms, count of buildings by building type, and a list of all buildings and
units in this AMP.
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3. Repeat Steps 1 and 2 for all Development/AMPs in the PHA’s inventory.
4. Non-dwelling buildings are typically not pulled in from PIC. These build-

ings such as offices, maintenance, and community spaces are sometimes
part of a Central Office Cost Center (COCC) and the expenses for main-
taining them are not appropriate within the AMP. If you have these types
of non-dwelling buildings and they are NOT part of COCC, they can be
easily added if the user desires to account for their needs here using the
“edit development building” function below.

5. Merged units are typically shown in the unit count from PIC and on the unit
list as “non-ACC” units. If these units remain combined with another unit to
function as a single unit, you may wish to delete the merged unit using the
“edit development units” function below.

PIC Data Does Not Match PHA Records
If any of the Building Count and/or Unit Count information in the GPNA
Tool does not correspond with the PHA’s records, stop now!
You may make the necessary minor changes in the tool (see the two Advanced
Content boxes below) or you may initiate a revision in PIC by communicating
with the local HUD Field Office.

Note that any changes made in the GPNA Tool that do not agree with what
is in PIC when the GPNA data is submitted to HUD will result in the finished
GPNA Report being rejected. You may then need to request an updated PIC
file and import it into a replacement blank tool. The tool does not allow loading
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more than one PIC data set. It can take up to three weeks for changes made in
PIC to appear in the PIC extract files used by the GPNA Tool.

In the meanwhile, information needed to complete the GPNA can be gathered,
but any information entered in the GPNA Tool will need to be exported into a new
blank GPNA tool or manually re-entered. Once the updated XML file is obtained,
re-install a blank GPNA Tool and import the new XML file. Cost libraries and in-
spection input forms can be exported from the “old” tool and copied to a blank
form from the new tool for import into the new tool. Do not start using the new
GPNA Tool until after you verify the new PIC data in the GPNA Tool as described
above.
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Advanced Content: Changing Building and/or Unit Inventory
to Align with Current PIC Data
It is always preferred to start a GPNA with accurate, current PIC data, however there are circumstances
where PIC data could change after the GPNA is started In these rare cases, you will need to change the
inventory data in the GPNA Tool to match the changes in PIC; otherwise, your GPNA Report will not
match PIC at the time of submission and your submission will be rejected. In the example below, four
1-bedroom units were converted to two 3-bedroom units in PIC, so the GPNA Tool inventory will
need to be changed to match PIC.

1. In the Control Panel | Development/AMPs box click once to highlight the specific Dev
/ AMP that contains the unit(s) that need to be adjusted. Then click the ‘Edit Devel-
opment Units’ button below to access the screen where units can be edited and
erased. (Note that you may have to scroll down, as the button may be off the bottom of the
default screen on some computers.)

2. On the “Units in Development/AMP” screen, confirm that you are in the correct build-






