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WHAT ARE CON PLAN 
QUICK GUIDES? 

The Con Plan Quick Guides provides a summary of 

the steps required to set up and complete certain 

elements of the Consolidated Plan, Annual Action 

Plan and CAPER. For complete guidance and screen 

by screen instruction, review the Con Plan in IDIS 

Desk Guide. 

https://www.hudexchange.info/resource/2641/econ-planning-suite-desk-guide-idis-conplan-action-plan-caper-per/
https://www.hudexchange.info/resource/2641/econ-planning-suite-desk-guide-idis-conplan-action-plan-caper-per/
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For all Grantees 
These instructions are for state grantees receiving Housing Trust Fund (HTF) and for entitlement 
grantees that are Housing Trust Fund subgrantees.  

This quick guide provides guidance on the following topics:  

1. How state grantees should include the HTF in the Consolidated Plan 
2. How state grantees should include the HTF in Action Plans 
3. How entitlement grantees who are HTF subgrantees should include the HTF in the Action 

Plan 

 

I. INCLUDING THE HTF IN THE CONSOLIDATED PLAN FOR 
STATE GRANTEES  

Starting in Program Year 2018, HTF will automatically be included as a program when state 
grantees create a new Consolidated Plan, whether by copying the prior Consolidated Plan or by 
creating a new, blank Consolidated Plan template.  

1. Copying Consolidated Plan 

To copy a Consolidated Plan, follow the instructions in the “Creating a Consolidated Plan for State 
and Entitlement Grantees” Quick Guide.  

When the plan is copied, IDIS will automatically insert HTF in the “Programs Included” box.  

HOUSING TRUST FUND & 
ECON PLANNING SUITE 

https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
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2. Creating New Consolidated Plan 

To create a new, blank Consolidated Plan, follow the instructions in the “Creating a Consolidated 
Plan for State and Entitlement Grantees” Quick Guide.  

HTF is automatically checked in the “Programs Included” box.  

 

  

https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
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II. INCLUDING THE HTF IN THE ACTION PLAN FOR STATE 
GRANTEES  

For state grantees completing a year 2-5 Action Plan  (whether by copying the prior Action Plan 
or by creating a new, blank one) prior to creating a Consolidated Plan in or after 2018, the Action 
Plan will automatically include HTF. 

1. Copying Action Plan 

To copy an Action Plan, follow the instructions in the “Creating a Year 2-5 Action Plan for State 
and Entitlement Grantees” Quick Guide.  

When the plan is copied, it will automatically include HTF in the “Programs Included” box.  

 
 

2. Creating New Action Plan 

To create a new, blank Action Plan, follow the instructions in the “Creating a Year 2-5 Action Plan 
for State and Entitlement Grantees” Quick Guide.  

The new plan will automatically include HTF in the “Programs Included” box.  

https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
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III. COMPLETING HTF ELEMENTS IN STATE CONSOLIDATED 
PLAN AND ACTION PLAN 

Once the HTF is included in the state grantee’s Consolidated Plan and/or Action Plan, the grantee 
is responsible for incorporating HTF elements into multiple sections of the eCon Planning Suite.  

1. The following Consolidated Plan sections should be updated to include HTF:  

Screen Name HTF Element 

PR-05 Lead & Responsible Agencies Enter organization and department/agency 
responsible for administering HTF 

SP-35 Anticipated Resources Include HTF as a funding amounts in table. 
HTF is included as default program in 
Resource Table and no longer needs to be 
added as an additional resource. 

SP-40 Institutional Delivery Structure  Include how HTF activities will be carried out 

SP-45 Goals Add goals funded with HTF resources 

 
2. The following Action Plan sections should be updated to include HTF:  

Screen Name HTF Element 

PR-05 Lead & Responsible Agencies* Enter organization and department/agency 
responsible for administering HTF 

AP-15 Expected Resources Include HTF as a funding amounts in table. 
HTF is included as default program in 
Resource Table and no longer needs to be 
added as an additional resource. 

AP-20 Annual Goals and Objectives Add goals funded with HTF resources 

AP-25 Allocation Priorities Complete funding allocation priorities table to 
include HTF 

AP-30 Method of Distribution Include distribution methods for HTF 
resources 

AP-35 Projects** Add projects funded with HTF resources 

AP-90 Program Specific Requirements (See screenshot below) 

* For Year 1 Action Plans, completed as part of Consolidated Plan 
**  Project screen is not required for state grantees, but recommended to complete during 

program year to ensure project data automatically populates the CAPER template 
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3. Completing Program Specific Requirements Screen (AP-90) 

The Program Specific Requirements screen includes a series of radio button and narrative 
questions related to the HTF. 

 

The section includes links to upload attachments and supporting documentation. Grantees can 
upload various file types including .pdf, .doc, and .xls files.  

 

The first section of the HTF section asks the grantee to indicate how it will distribute the HTF 
funds:  

 

If the grantee selects “Subgrantees that are State Agencies” a new screen will appear on the main 
menu screen (AP-91 – Program Specific Information for State Agency Subgrantees). The state 
grantee is responsible for providing additional information regarding the state agency subgrantee 
in this screen.  
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IV. ADDING HTF TO ENTITLEMENT CONSOLIDATED PLANS 

Entitlement grantees who receive HTF as a subgrantee should include HTF in their Consolidated 
Plan. Consolidated Plans created in 2018 and after can indicate that the grantee is a Housing 
Trust Fund Subgrantee.   

1. Copying Consolidated Plan 

To copy a Consolidated Plan, follow the instructions in the “Creating a Consolidated Plan for State 
and Entitlement Grantees” Quick Guide.  

If the entitlement grantee is copying a prior Consolidated Plan, it should use the dropdown menu 
on the Copy screen to indicate that it is an HTF subgrantee.  

 

 

2. Creating New Consolidated Plan 

To create a new, blank Consolidated Plan, follow the instructions in the “Creating a Consolidated 
Plan for State and Entitlement Grantees” Quick Guide.  

If creating a new, blank Consolidated Plan template, the entitlement grantee is should use the 
dropdown menu to indicate that it is an HTF subgrantee:  

  

https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
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V. ADDING HTF TO ENTITLEMENT GRANTEE ACTION PLANS 

Entitlement grantees who receive HTF as a subgrantee should include HTF in their Annual Action 
Plan. If the grantee does not receive HTF in subsequent years, see Section VII of this guide for 
additional guidance.  

1. Copying Action Plan 

To copy an Action Plan, follow the instructions in the “Creating a Year 2-5 Action Plan for State 
and Entitlement Grantees” Quick Guide.  

If the entitlement grantee is copying a prior year Annual Action Plan, it should use the dropdown 
menu on the Copy screen to indicate that it is an HTF subgrantee.  

 

2. Creating New Action Plan 

To create a new, blank Action Plan, follow the instructions in the “Creating a Year 2-5 Action Plan 
for State and Entitlement Grantees” Quick Guide.  

If creating a new, blank Action Plan template, the grantee should use the dropdown menu to 
indicate that it is an HTF subgrantee:  

 

  

https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
https://www.hudexchange.info/resource/5040/consolidated-plan-quick-guides/
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VI. COMPLETING HTF ELEMENTS IN ENTITLEMENT 
CONSOLIDATED PLAN AND ACTION PLAN 

Once HTF is included in its Consolidated Plan and/or Action Plan, the entitlement grantee is 
responsible for incorporating HTF elements into multiple sections of the eCon Planning Suite.  

1. Complete HTF Elements in Consolidated Plan Template 

The following Consolidated Plan and Action Plan sections should be updated to include the HTF:  

Screen Name HTF Element 

PR-05 Lead & Responsible Agencies* Enter organization and department/agency 
responsible for administering HTF 

SP-35 Anticipated Resources Add HTF as a resource (using the “Add” 
button to include it as an additional Source of 
Funds – see below for additional guidance) 

SP-40 Institutional Delivery Structure Include how HTF activities will be carried out 

SP-45 Goals Add goals funded with HTF resources 

 

2. Complete HTF Elements in Action Plan Template 

Screen Name HTF Element 

PR-05 Lead & Responsible Agencies* Enter organization and department/agency 
responsible for administering HTF 

AP-15 Expected Resources Add HTF as a resource (using the “Add” 
button to include it as an additional Source of 
Funds – see below for additional guidance) 

AP-20 Annual Goals and Objectives Add goals funded with HTF resources 

AP-35 Projects Add projects funded with HTF resources 

AP-90 Program Specific Requirements Complete HTF narrative and radio button 
questions (see below for additional guidance) 

 
3. Adding HTF as Resource on SP-35 and AP-15 Screens 

Click “Add” on AP-15 resource priority table.  
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Select Housing Trust Fund in dropdown list and complete all fields providing more detail on the 
HTF.  

 

 

4. Completing AP-90 Program Specific Requirements 

If the grantee is an entitlement subgrantee for the HTF, it must complete the relevant HTF fields 
in the AP-90 screen. Where relevant, grantees can use the “Browse to Attach” buttons to upload 
additional or supporting content.  
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VII. ONGOING ACTION PLANS FOR ENTITLEMENT GRANTEES 

Once HTF is added to an entitlement grantee’s Annual Action Plan, it will automatically be 
included in subsequent Action Plans, regardless if the grantee is a subgrantee that program year. 
If the grantee is not an HTF subgrantee in subsequent years, it can ignore HTF questions in that 
corresponding Action Plan.   
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