Form Data Analysis Review Notes

	Form:
	HUD-9902 – Housing Counseling Agency Fiscal Year Activity Report
	Printed: 4/27/2005 4:53 PM


	Item
	Status
	Description/Results
	DAT Impact
	Form Impact

	
Requirements Notes
Reviewed: _   9 /  23  / 04
DAT: HUD_edmg_HUD9902_012804_v01r02.xls

	1
	Closed
	S2S

In the Recommendation box on the “Form Info” sheet of the DAT the following text is provided: 

In order for information collected on this form to be processed system-to-system, it must include the following data items: Program ID, Grantee/Recipient ID, and Organization ID.

Recommendation:  Do not include the requested fields.  Have agency access needed data during the processing of the data downloaded.

Resolution:

· Accepted.


	
	

	2
	Closed
	DAT 1-10

Notice: Pre-fill will require form use within the SF424 family.  

Resolution:

· Accepted.

	
	

	3
	Closed
	General Form Design:  

Recommendation:  Instruction pages should be removed from the form and provided within the application packages by the agency.

Resolution:

· Accepted.

	
	

	4
	Closed
	DAT 12-13

Reporting period year indicates up to 8 occurrences.

Recommendation:  Modify form design to provide space for multiples.
(see item 5 below)

Resolution:

· Rejected.  “MaxO = 8” was a mistake.

· Revise DAT to make maxO = 1


	X
	

	5
	Closed
	General Form Design:

Confirm that multiple forms are not needed.  

Recommendation:  do not provide multiple forms.

Resolution:

· Accepted.

	
	

	6
	Closed
	DAT 152 and 153

These appear to be duplicates.

Recommendation:  Delete 152.

Resolution:

· Accepted.

	X
	

	7
	Closed
	DAT

Reporting year (box 2) is missing from the DAT

Recommendation:  none.

Resolution:

· No changes needed.  Box 2 “9999” is just a mask for entry of other fields.
	
	

	8
	Closed
	DAT 152-156

Resolution:
· MaxO, currently “10” may be reduced to allow the form to fit 2 pages.

· Form may be adjusted appropriately.


	X
	X

	9
	Closed
	Resolution:

· Add DAT items required to capture AOR within the signature block.

· Link to SF424.
	X
	X

	
Prototype/Design Notes
Reviewed: _   _______
DAT: DAT_HUD9902_FF_v03r01.xls

	10
	OPEN
	158
HUD-9902-8-1
HUD Grant Number has length that exceeds form design.  Prototype contains only 35 characters which his the max for the form width.

 Can DAT be reduced?  Otherwise, form will need to be redesigned.


	X
	X

	11
	Closed
	For all of the NUM fields length 0-5   format is assumed to be Integer XXXXX and not Decimal XXX.XX.

For all of the NUM fields length 0-14 or 15.  Format is assumed to be Decimal XXXXXXXXXXXX.XX not XXXXXXXXXXXXXX.

For Prefix, Middle Name, Suffix, and Address2, County, State and Zip be Mandatory.  They are put in as Mandatory.  Changed to Optional and Min0 = 0 to be consistent with SF424.

Field names for Address for Street 1 and 2 both have the same Field Name.    Renamed to 1 and 2.


	X
	X

	12
	Closed
	DAT items 18/19.   Changed help tip to be consistent with mask (i.e., fields only require input of year)

Duplicate field names for DAT items 124 & 125.  

Renamed to: AllCAClntRfrdOthrSSANmbr2 and HUDGrntClntClntRfrdOthrSSANmbr2.


	X
	

	13
	Closed
	Missing DAT items for 1. Part 7 B->Partial Claim on Page 2 -> 

Added two new rows.

Renumbered DAT items.
	X
	X

	
CDR Notes

Reviewed: _______
DAT: DAT_HUD9902_FF_v04r01.xls

	14
	CLOSED
	Comments from HUD
	
	

	
	
	FF: Many of the help tips were replaced by HUD.  See new DAT.
	
	

	15
	CLOSED
	Comments from IV&V
	
	

	
	1. 
	PE & DAT – Because the accessibility text will serve as the error message that is presented to users when the application package is checked for completeness, each item must be prefaced with the field label (as noted in the “Field Label”) column on the DAT.  

FF:  will be added during development.
	
	X

	
	2. 
	DAT – The “Pre-Pop Source” is incorrect for all pre-populated fields except city, county, and country.  The other 16 have incorrect element names (i.e., element names do not match those in the SF424).

FF: These will be corrected during development.
	X
	

	
	3. 
	PE & DAT – HUD-9902-1f - “Counseling Agency State” has an incorrect field description, help tip, and accessibility text.  They each refer to the “postal code” rather than the “State” as indicated by the field label.

FF: Corrected.


	X
	

	
	4. 
	PE & DAT - HUD-9902-1k – (Middle Name) The field description, help tip, and accessibility text refer to the individual who has “authority to sign the document” whereas the other fields in the contact group are referred to as the “counseling agency contact person.”  It appears as is the latter should apply instead of the former. (The AOR does, however, sign this form.)

FF: Corrected.
	X
	

	
	5. 
	PE & DAT - HUD-9902-1m – (Suffix) The field description, help tip, and accessibility text refer to the individual who has “authority to sign the document” whereas the other fields in the contact group are referred to as the “counseling agency contact person.”  It appears as is the latter should apply instead of the former. (The AOR does, however, sign this form.)

FF: Corrected.
	X
	

	
	6. 
	PE & DAT - HUD-9902-1p – (E-mail) The field description, help tip, and accessibility text refer to the “URL” (i.e., website) but the field label indicates that this field is the contact’s e-mail address.

FF: Corrected.
	X
	

	
	7. 
	PE & DAT - HUD-9902-1p – The last word “document” in the field description, help tip, and accessibility text needs an “s” – the sentence currently reads: “…where the agency’s contact can receive facsimile document.”

FF: Corrected.
	X
	

	
	8. 
	PE & DAT - HUD-9902-1q - The help tip and accessibility text reads: “Enter Indicates if any of the housing counseling agency name and address information is new.”  -  To correct the typo, it should read: “Enter Yes if either the housing counseling agency name or address information is new.”

FF: Corrected.
	X
	

	
	9. 
	PE – All currency amounts and numbers are left justified and do not contain commas.  Because there is manual computation on this form, the numbers should be made more readable by right justifying them and using commas. (Suggest making this a FF standard for currency amounts.)  This applies to the following fields:

· All Counseling Activities

· HUD Grant Activities

· HUD Grant Amount

· Number of Clients

· Amount Invoiced
FF: Will be corrected in development.
	
	X

	
	10. 
	DAT – Each field has a unique group name even if it is not part of a group.  Groups should be optional and reserved only for element groups like CONTACT that have 2 or more unique elements.

FF: This standard is being reviewed.


	
	

	
	11. 
	PE & DAT - HUD-9902-5c-1 – (..Income Level 80 - 100%..) The field description help tip, and accessibility text refer to “…50 – 80% of the Area Median Income” but the field label states “80 – 100%” (seems to have been an improper copy and paste.)

FF: Corrected.
	X
	

	
	12. 
	PE & DAT - HUD-9902-5c-2 - (..Income Level 80 - 100%..) The field description help tip, and accessibility text refer to “…50 – 80% of the Area Median Income” but the field label states “80 – 100%” (seems to have been an improper copy and paste.)

FF: Corrected.
	X
	

	
	13. 
	PE – HUD-9902-7b-1i2 – The help tip is missing from the PE form.

FF: Will be corrected during development.
	
	X

	
	14. 
	PE – HUD-9902-7b-2i2 – The help tip is missing from the PE form.

FF: Will be corrected during development.
	
	X

	
	15. 
	PE – HUD-9902-8-1 – “HUD Grant Number” per the DAT is an AN field with a MaxChar = 100.  The PE form only accepts numbers and limits the field length to 5 digits.

FF: Will be corrected during development.
	
	X

	
	16. 
	PE & DAT - HUD-9902-8-4 – “Amount Invoiced” – The field description help tip, and accessibility text have transposed words.  It reads “..dollar amount the of invoice..” where it should read “dollar amount of the invoice…”

FF: Corrected.
	X
	

	
	17. 
	Agency Mock Up – The instruction at the top of the page reads: “Read the instructions…on the back of this form.”  There is no backside to the PE form.  Suggest removing the instruction or changing it to “Read the instructions and Public Burden …..in your instruction packet.”

FF: Change instruction to: “Read the instructions and Public Burden …..in your instruction packet.”


	
	X

	
	18. 
	PE – When the form is printed out, the form number in the bottom right hand corner on all pages is slightly truncated (part of the 2 is shaved off.)

FF: Will be corrected during development.
	
	X


