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IDIS Overview 
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• IDIS is the system used by PJs to report the intended and 
actual use of HUD funds   

• PJ must enter all information related to each activity with 
as much detail as possible in IDIS

• HUD uses this data to communicate to Congress, White 
House and stakeholders

• Mistakes happen 

IDIS Overview 
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Creating a Voucher
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• Make sure the correct organization is selected in the 
“Voucher Created For” field

• Selecting the wrong organization will result in an error 
message, preventing the user from creating a voucher 
for that activity 

Common Mistake: 
Selecting the Wrong Recipient 
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Submitting Repayments
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Common Repayment Mistakes
1. Repaying Funds to the wrong account 

• Never repay funds without explicit instructions from your CPD Rep
• Payments made to the wrong account cannot be undone

2. Not recording the IDIS Activity ID associated with the repayment
• Without the IDIS Activity ID the PJ cannot complete the repayment process in IDIS 

3. Forgetting to apply the Collection Voucher for Treasury 
Repayments
• Repayment to a PJ’s Treasury account is not complete until the collection voucher has 

been applied in IDIS
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Local Account vs. Treasury Account

All PJs and grantees have accounts that “hold” the PJ’s program funds:
1. Treasury Account is the Federal U.S. Treasury account for each PJ or 

grantee
2. Local Account includes repayments of funds, matching contributions 

and payment of interest or other returns on investment

HOME-ARP repayments must ALWAYS be made to the Federal U.S. 
Treasury account, there is not a HOME-ARP local Account
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Repayment Fund Type HOME HOME-ARP HTF

AD/CO/CC
Treasury 
Account

Treasury 
Account

Treasury 
Account

EN
Local 
Account

Treasury 
Account

Local 
Account

SU
Local 
Account

Treasury 
Account

Local 
Account

PI/HP/IU
Local 
Account N/A

Local 
Account

Local Account vs. Treasury Account
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• Step One: Contact your CPD Rep 
• Step Two: Deposit funds into local HOME account 
• Step Three: Create IU receipt in IDIS
• Step Four Option 1: Commit and draw IU funds for HOME project related 

costs 
• Step Four Option 2: Provide your CPD Rep with evidence of repayment 

using non-federal funds
• This step is required if the PJ needs further assistance cleaning up the activity in IDIS.  For 

example, if the activity is in involuntarily terminated status

• HOME Facts Volume 7, No. 1 for additional guidance

Local HOME Account Repayment Process

https://www.hud.gov/sites/dfiles/CPD/documents/HOME-FACTS-Vo7-No1-Receipt-Fund-Types-HOME-Local-Account.pdf
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• Contact your CPD Rep and provide them with appropriate 
background information:

• Reason for repayment 
• Amount of repayment 
• Next steps 

Step One: Contact your CPD Rep
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• PJ must submit the repayment by depositing the non-
Federal funds into its local account.

• This step is done outside of IDIS

Step Two: Deposit Funds in Local Account
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Step Three: Create IU Receipt in IDIS
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Step Three: Create IU Receipt in IDIS
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Step Three: Create IU Receipt in IDIS
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Step Three: Create IU Receipt in IDIS
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Step Three: Create IU Receipt in IDIS
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Step Three: Create IU Receipt in IDIS
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• Provide evidence of repayment to your CPD Rep
• Must show funds repaid were non-Federal funds 
• Examples of evidence of repayment include (not limited to)

• Ledger
• Cancelled Check 

Step Four: Provide evidence of repayment
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• Step One: Contact your CPD Representative 
• Step Two: Wire funds back to HUD

• Be sure to include grant number on wire transfer!

• Step Three: Wait for credit (collection voucher) to appear in IDIS
• Credit will appear in IDIS under Activity 1

• Step Four: Apply the credit (collection voucher) to the IDIS activity with 
ineligible costs

• Step Five: Cancel the IDIS activity with ineligible costs
• HOME Facts Volume 1, No. 1 for additional guidance

Treasury Repayment Process

https://www.hudexchange.info/resource/2978/home-facts-vol1-no1-repayment-to-pj-home-investment-trust-fund-treasury-account/


51

• Contact your CPD Rep and provide them with appropriate 
background information:

• Reason for repayment 
• Amount of repayment 
• Next steps 

Step One: Contact your CPD Rep
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• This step is done outside 
of IDIS

Step Two: Wire Funds Back to HUD
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Step Three: Wait for Collection Voucher to appear 
in IDIS
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Step Four: Apply Collection Voucher to Ineligible 
Activity
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Step Four: Apply Collection Voucher to Ineligible 
Activity
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Step Four: Apply Collection Voucher to Ineligible 
Activity
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Step Four: Apply Collection Voucher to Ineligible 
Activity
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Step Four: Apply Collection Voucher to Ineligible 
Activity
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Reporting Errors
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Common Reporting Mistakes
1. Total Units vs. Program-Assisted Units

2. Entering Cost Data Incorrectly

3. Entering Accomplishment Data Incorrectly
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Program-Assisted Units
When reporting Program-Assisted 
Units on the Accomplishment screen 
in IDIS, the PJ/grantee should enter 
the total number of units in the activity 
that have program specific 
restrictions
• Always reference the program specific 

regulations and notices to make certain of any 
restrictions

• Examples: alternative rent requirements, LMI 
household restrictions, etc

Total Units vs. Program-Assisted Units

Total Units
When reporting Total Units on 
the Accomplishment screen in 
IDIS, the PJ/grantee should 
enter the OVERALL number of 
units completed in the activity
• This number will always be the total number of 

units in the activity, regardless of the program
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• To complete any activity in IDIS all accomplishment data must 
be entered correctly  

• The data a PJ/grantee is required to report for activity 
accomplishments varies by program and activity type

Entering Accomplishment Data Incorrectly 
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Activity Type Program Required Accomplishment Data

Rental HOME, HOME-ARP, HTF • Total & Program Assisted Units
• Property Type
• Lead Paint Requirement (if applicable)
• Total Activity Costs (Program funds +Public funds +Private funds + Other funds)
• Beneficiaries (may report Vacant)
• Will activity need Operating Cost (HOME-ARP Only)

Tenant-Based Rental 
Assistance 

HOME, HOME-ARP • Total & Program Assisted Units
• Project Delivery Costs (if applicable)
• Beneficiaries 

Homebuyer HOME, HTF • Property Type
• Lead Paint Requirement (if applicable)
• Purchase Price 
• Total Activity Costs (Program funds +Public funds +Private funds + Other funds)
• Beneficiaries

Entering Accomplishment Data Incorrectly 
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Activity Type Program Required Accomplishment Data

Homeowner Rehab HOME • Total & Program Assisted Units
• Property Type
• Lead Paint Requirement (if applicable)
• Value after Rehabilitation
• Total Activity Costs (Program funds +Public funds +Private funds + Other funds)
• Beneficiaries 

Non-Congregate Shelter HOME-ARP • Total & Program Assisted Units
• Total Activity Costs (Program funds +Public funds +Private funds + Other funds)

Supportive Services HOME-ARP • Quarterly Report

AD/CO/CC HOME, HOME-
ARP, HTF

N/A

Entering Accomplishment Data Incorrectly 
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• The data a PJ/grantee is required to report for activity 
accomplishments varies by program and activity type, but most 
activities require cost data be entered in IDIS before an activity 
can be completed

• Exceptions: Admin, Supportive Services 

Entering Cost Data Incorrectly 
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Setting up HOME vs. HOME-ARP Activities 
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• Add Activity screen now has a checkbox next to HOME 

• Select the checkbox ONLY to setup a HOME-ARP activity

• When selected IDIS will display HOME-ARP specific activity 
categories

Common Mistake:
Not Selecting HOME-ARP Checkbox for HOME-ARP 
Activities 
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Written Agreement Execution Date (WAED)
& Involuntary Terminations



71

Common Mistake:
Entering the Wrong Written Agreement Execution Date 

• Once entered in IDIS the WAED cannot be changed after the 
activity is funded—review written agreement carefully

• WAED must be on or before the initial funding date
• PJs are required to complete most activities in IDIS within 4 years 

of the WAED
• If the WAED is entered into IDIS incorrectly, the activity could be 

Involuntarily Terminated 
• When an activity is involuntarily terminated IDIS will automatically block the activity, 

preventing the PJ from make any changes to the activity until it is unblocked by HQ
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How to Prevent Involuntary Terminations
1. Always review the written agreement to confirm the correct 

execution date before entering the WAED in IDIS 
2. Make sure you understand the definition of project completion 

• This varies depending on the program (HOME/HOME-ARP/HTF) and the activity tenure type 
• Definition of Project Completion can be found at 24 CRF 92.2

3. Always complete activities in IDIS as soon as they meet the 
definition of project completion 

https://www.ecfr.gov/current/title-24/section-92.2
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Exceptions
• Rental activities can be completed with vacant units and reopened 

to report beneficiary data  
• If the activity is reopened after the 4-year completion deadline date 

to update beneficiary data, make sure to enter all information in 
IDIS the SAME DAY  

• IDIS will block the activity if it is reopened and not recompleted the 
same day 
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Adjusting Subfunds and Subgrants
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Grant

Automatic Subfund
EN

Automatic Subfund
AD Optional Subfund

Subgrant to 
Nonprofit #1

Subgrant to 
Nonprofit #2

Activity

Optional Subfund Optional Subfund

Subgrant to 
Subrecipient #1

Activity

Levels of Grants, Subfunds & Subgrants in IDIS



82

Grant

Automatic Subfund: 
EN

Automatic Subfund: 
AD Optional Subfund

Subgrant to 
Nonprofit #1

Subgrant to 
Nonprofit #2

Activity

Optional Subfund Optional Subfund

Subgrant to 
Subrecipient #1

Activity

Level of Subfunds in IDIS
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Common Subfund & Subgrant Mistakes
1. Trying to create a Subgrant without a Subfund

2. Reducing Subfunds and Subgrants

3. Reducing a Subfund to zero
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HOME Automatic Subfunds vs. Optional Subfunds

Subfund Code Purpose How to Set Up
EN Entitlement Automatic

AD Administration Automatic

CC CHDO Capacity Building Manual

CO CHDO Operating Manual

CR CHDO Reserve Automatic

CL CHDO Loan Manual

SU General Subgrant Manual

PA Program Income for Administration Manual
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HOME-ARP Automatic Subfunds vs. Optional Subfunds

Subfund Code Purpose How to Set Up
EN Entitlement Automatic

AD Administration Automatic

CO Nonprofit Operating Manual

CB Nonprofit Capacity Building Manual

SU General Subgrant Manual
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HTF Automatic Subfunds vs. Optional Subfunds

Subfund Code Purpose How to Set Up
EN Entitlement Automatic

AD Administration Automatic

SU General Subgrant Manual

HB Homebuyer Manual

RO Rental Operating Assistance and Reserves Manual
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Grant

Automatic Subfund: 
EN

Automatic Subfund: 
AD Optional Subfund

Subgrant to 
Nonprofit #1

Subgrant to 
Nonprofit #2

Activity

Optional Subfund Optional Subfund

Subgrant to 
Subrecipient #1

Activity

Level of Subgrants in IDIS
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Subgrant Cannot Exist Without a Subfund
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Subgrant Cannot Exist Without a Subfund
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Subgrant Cannot Exist Without a Subfund
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Subgrant Cannot Exist Without a Subfund
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Subgrant Cannot Exist Without a Subfund
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Subgrant Cannot Exist Without a Subfund
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• Subgranting funds
• MAY NOT subgrant funds to yourself to set aside funds for a 

specific use
• SU funds/subgrants

• If you enter into a subrecipient agreement, you must set up an 
SU subgrant and use SU funds

Common Subgrant Issues



95

How to Reduce Subfunds
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How to Reduce Subfunds
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How to Reduce Subfunds
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How to Reduce Subfunds
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How to Reduce Subgrants
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How to Reduce Subgrants
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How to Reduce Subgrants
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How to Reduce Subgrants
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How to Reduce Subgrants
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How to Reduce Subgrants
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How to Reduce Subgrants
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How to Reduce Subgrants
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• Follow the same steps to reduce a subfund but enter zero as the New 
Authorized Amount

• If funds from the subfund have been subgranted, before the subfund can 
be reduced to zero first the subgrant must be reduced

• If funds from the subgrant have been committed to activities or 
suballocated, the subgrant may only be reduced to the amount that has 
been committed and/or suballocated 

• Exceptions: CR (exception not applicable to insular areas)
• CR is an automatic subfund, to have this subfund reduced to zero or 

any amount less than the minimum required 15% the PJ must request 
assistance from its CPD Rep

How to Reduce a Subfund to Zero
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Fund Type Changes
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• If funds are drawn using the wrong Subfund Code a fund type 
change must be made in IDIS 

• Scenario:
• PJ erroneously set up a SU General Subfund for a CHDO 

developer and draws funds from the SU Subfund to pay the 
developer

• PJ should have drawn CR funds to pay CHDO developer
• Before a fund type change can be approved the written agreement 

must be reviewed to confirm the status of the developer  

Common Mistake:
Drawing Down Funds Under the Wrong Subfund Code
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• Step One: Halt all funding and drawdown updates in IDIS for the activity
• It is best to pause drawing additional funds from this activity until speaking to the PJ’s CPD 

Rep

• Step Two: Contact your CPD Rep
• Provide the CPD Rep with the IDIS Activity ID number(s), Voucher number(s) and reason(s) 

for fund type change request

• Step Three: Wait for confirmation from CPD Rep regarding next steps
• It is recommended that the PJ not make any changes to the funding in the activity before 

confirmation of next steps from your CPD Rep

How to Request A Fund Type Change
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Q&A 
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