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UFA Costs Application

Introduction

Welcome to the Unified Funding Agency (UFA) Costs Project Application navigational guide. This guide
covers important information about accessing and submitting the Project Application for UFA Costs.

The only Collaborative Applicants eligible to apply for UFA Costs funding are those that have also been
designated by the United States Department of Housing and Urban Development (HUD) as UFAs during
the Fiscal Year (FY) 2024 Continuum of Care (CoC) Program Registration process. CoCs applying for
UFA designation must reapply every year or they will lose their designation.

For the purposes of submitting a Project Application in e-snaps, the Collaborative Applicant designated as
a UFA must submit the UFA Costs Project Application as a Project Applicant. It is the only way that HUD
will be able to process the application in e-snaps and award conditional funds. The first section of this
guide elaborates on what this means.

Two-Year NOFO. The Consolidated Appropriations Act, 2024 authorizes HUD to issue a single 2-year
NOFO for fiscal years 2024 and 2025. Collaborative Applicants will submit their CoC Planning and UFA
Costs projects to HUD for consideration, much like in prior-year competitions. However, Collaborative
Applicants are not required to submit applications for FY 2025 CoC Planning and UFA Costs projects.
Instead, HUD will award FY 2025 CoC Planning and UFA Costs projects using FY 2024 application
submissions

% Per the FY 2024 CoC Program Registration Notice, Collaborative Applicants
requesting UFA designation must meet the selection criteria as outlined in 24
CFR 578.7 and 24 CFR 578.11 and have financial systems that meet the
standards set forth in 2 CFR 200.302.

A Collaborative Applicant could apply during the FY 2024 CoC Program
Registration to be designated by HUD as a UFA. HUD notified the Collaborative
Applicant of its decision prior to the closing of the FY 2024 CoC Program
Registration process.
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UFA Costs Application

Objectives

By the end of this module, you will be able to:
o |dentify the correct e-snaps account to use to submit the Project Application.
e Access e-shaps.
o Reqgister for the UFA Costs Project Application funding opportunity.
o Create the project on the “Projects” screen.
e Access the Project Application on the “Submissions” screen.

e Complete and submit the Project Application to the Collaborative Applicant (it will appear in the
Priority Listing when you update the list).

e Amend the Project Application from the CoC Priority Listing for revision in your Project Applicant
e-snaps account (only if needed).

Posted Resources

HUD has determined that some CoC- and e-snaps-related resources need to be posted to HUD.gov,
HUD’s official website, rather than to the HUD Exchange, which focuses on technical resources for
communities and grant recipients. FY 2024 NOFO information (e.g., detailed instructions), including the
FY 2024 e-snaps navigational guides, will be published and updated on HUD.gov. Many of the other
CoC- and e-snaps-related technical resources will remain on the HUD Exchange.

Have a question?

The e-snaps AAQ on HUD Exchange is no longer active. Questions about e-snaps and the
CoC Program NOFO must be submitted to the appropriate HUD.gov email address, as
follows:

e CoCNOFO@hud.gov for questions about the NOFO, competition, and applications.

e e-snaps@hud.gov for questions about e-snaps technical issues such as creating
an individual user profile, lockouts/password resets, requesting access to a CoC’s
or Project Applicant’s e-snaps account, navigating e-snaps, updating the Applicant
Profile, identifying the funding opportunity, creating a project, and accessing the
application on the “Submissions” screen.

In your email, please provide:
e The specific details regarding the issue you are encountering.
e The steps you have taken up to the point the issue occurs.
e Any error messages.

You may also want to provide a screenshot.
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Overview of This Navigational Guide

The organization of material in this navigational guide corresponds with the different parts of the Project
Application process and the navigational steps follow the progression of screens in e-snaps.

Using the correct e-snaps account. You must understand which e-snaps account to use to
submit the UFA Costs Project Application. This section discusses the need for each Collaborative
Applicant organization to have access to two separate e-snaps accounts.

Accessing e-snaps. Each e-snaps user needs his or her individual username and password in
order to log in to the online e-snaps system. In order to view an organization’s Applicant Profile,
Project Applications, etc., the e-snaps user needs to be associated as a “registrant” with the
organization’s e-snaps account. This section identifies the steps to create user profiles and add or
delete registrants.

Project Applicant Profile. Project Applicants must review the Project Applicant Profile, update
the information as needed, and select the “Complete” button in order to proceed with the Project
Application process.

Accessing the UFA Costs Project Application. After the Project Applicant Profile is complete,
applicants need to follow a series of steps to access the Project Application forms. The steps
discussed in this section include registering the applicant for the FY 2024 UFA Costs funding
opportunity, creating an FY 2024 UFA Costs project, and accessing the Project Application forms.

UFA Costs Project Application. After accessing the FY 2024 UFA Costs Project Application,
applicants will complete a series of screens asking for information about the project for which they
are requesting funds. This section provides instructions for each screen. After all of the required
information is provided, the applicant will submit the UFA Costs Project Application via e-snaps.

Submitting the Project Application. This section provides instructions on submitting the Project
Application and includes troubleshooting tips and instructions for updating the Project Applicant
Profile if the information pre-populating in the Project Application is incorrect.

Amending the Project Application. The section on Submitting the Project Application includes
instructions for amending the Project Application. If changes need to be made to the UFA Costs
Project Application after it has been submitted and it appears in the Priority Listing, the
Collaborative Applicant will send the project back to the Project Applicant; it will essentially send
the project back to itself.

Amending If you amend the Project Application back to yourself for revision or correction,
Project you are responsible for ensuring the Project Application is resubmitted in e-
Application snaps to the CoC Priority Listing before the CoC Priority Listing is submitted to

HUD.

If a Project Application does not appear on the CoC Priority Listing, it will
not be reviewed or considered for conditional award.
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UFAs Applying as Project Applicants

The Collaborative Applicant designated as a UFA has two roles during the competition—one as the
Collaborative Applicant submitting the entire Consolidated Application and one as a Project Applicant
applying for grant funds.

For each role, the organization MUST have two separate e-snaps accounts and needs to complete two
separate Applicant Profiles.

Defining Individuals have their own user accounts (user profiles) with a username and
e-snaps password. Individuals have access to different Collaborative Applicant and
accounts Project Applicant e-snaps accounts.

The Collaborative Applicant and Project Applicant e-snaps accounts represent
organizations, not people. They contain an Applicant Profile and its associated
applications.

As a Collaborative Applicant

The Collaborative Applicant with UFA designation submits the CoC Application and CoC Priority
Listing on behalf of the CoC. For this task, you need to be able to log in and see an Applicant Profile that
represents the CoC and you as the Collaborative Applicant.

e The applicant number should be the CoC number.

e Every CoC has a CoC Applicant Profile in e-snaps. Collaborative Applicant organization staff
need to gain access to the existing CoC e-snaps account.

e The ONLY time a person would create a new CoC Applicant Profile is if a new CoC receives a
CoC number that has never been used before.

As a Project Applicant

In its role as a Project Applicant, the organization submits a UFA Costs Project Application, as well as
all New and Renewal Project Applications, using a separate e-snaps account. This e-snaps account is the
one that HUD will use to process the grant agreement, not the account where the CoC Application and
CoC Priority Listing reside.

e The applicant number should be the organization’s Unique Entity Identifier (UEI). Note: The
DUNS number has been replaced by the UEI. For more information on the UEI, please go to
https://www.gsa.gov/about-us/organization/federal-acquisition-service/technology-transformation-
services/integrated-award-environment-iae/iae-systems-information-kit/unique-entity-id-is-here.

o If a Collaborative Applicant is completely new to e-snaps (i.e., if the organization is submitting a
Project Application for the first time), the organization must create a Project Applicant in e-snaps.

e Collaborative Applicants that submitted Project Applications in the past should NOT create a new
Project Applicant Profile; they should use the Project Applicant Profile that they used previously in
order to submit this year’s application for UFA Costs funds.

For more information, see the Project Applicant Profile Navigational Guide at:

httos://www.hud.qgov/program _offices/comm _planning/coc/competition
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Alternating Roles

Collaborative Applicant organizations must not use the CoC’s Collaborative Applicant e-snaps account to
create and submit a Project Application of any kind, including the one for UFA Costs funding.

The Collaborative Applicant will need to switch between the two different e-snaps accounts, depending on
whether staff are working on a Project Application or the CoC Application and Priority Listing.

When e-snaps users log in to the system, they need to select “Applicants” in the left menu bar—then they
will see an “Applicant” field at the top of the screen, as shown in the screenshot below. This field identifies
the organization’s account in which the user is working.

Front Office
Applicant: [. of St. Louis (MO-501 Project Applicants) - ]
' ' Confirm the correct
Applicants Appli t
& e pplicant appears
LY
My Account
Change Prssiord Children Registrants Parent Open Applicant Name Applicant Number Number of Projects Last Submission
& workspace P fia e ty of S¢ Lou MO-501 Project Applicants | 264 2022-08-30 14:28:21.767
Applicants
Funding Opportunity
Registrations
Projects
e-snaps If you have issues with identifying the correct applicant, contact the HUD e-snaps
Help Desk Help Desk at:

e e-snaps@hud.qov.

Please provide specific details regarding the issue you are encountering, the
steps you have taken up to the point the issue occurs, and any error messages.

You may also want to provide a screenshot.
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Accessing e-snaps

The Project Application is submitted electronically in e-snaps during the annual competition under the

NOFO for the FY 2024 CoC Program Competition.

Front O R Welcome to e-snaps
—r and grants management system for the HUD Continuum of Care (CoC) Program
Username: EX|Stmg users nown as the CoC Program Competition.
dgraycasti Iogln here persons only. If you are an authorized user, please log in by entering a valid user
th this process please contact the System Administrator. You may also use the
Password Links on t ystem, and access application forms and other related links. If you need assistance
in navigating the system please access the Help instructions in each section.
If you are ccess to this system on behalf of your Continuum of Care or as a project
s applican e Registration process.
a2 If new to e-snaps
p ! in this application have been submitted to the Office of Management and Budget
( ct of 1995 (44 U.S.C. 3501-3520). This agency may not collect this information,
E;I_ﬂ Create Profile ] and you create a user ess it displays a currently valid OMB control number.
Q | Informat prOﬁIe here ulatory authority contained in each program rule. The information will be used to
Contact Us rate appl h grant amounts.
Selection of applications for funding under the Continuum of Care Program are based on rating factors listed in the Notice of Fund
Availability (NOFA), which is published each year to announce the Continuum of Care Program funding round. The information
collected in the application form will only be collected for specific funding competitions.
If you've forgotten your password, send a request to e-snaps@hud gov and your password will be reset.
CoC Program Registration: OMB Approval No. 2506-0182 (exp. 11/30/2024)
Public reporting burden for this collection is estimated to average 3 hours per response, including the time for reviewing instructions,
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information
CoC Program Application: OMB Approval No. 2506-0112 (exp. 12/31/2024)
Public reporting burden for this collection of information is estimated to average 190 hours per response, including the time for
reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the
collection of information. The reporting burden for Continuums of Care is estimated to average 204 hours and the reporting burden for
applicants is expected to average 30 hours
NOTE: Each e-snaps user must have his or her individual login credentials. Preferably,

each organization will have at least two people with access to e-snaps: the
Authorized Representative and one or more additional staff.

Existing e-snaps Users

1. Go to https://esnaps.hud.gov/.

2. On the left menu bar, enter the username and password. You will then enter the e-snaps system
and arrive at the “Welcome” screen.

3. If you forgot your password, select “Forgot your password?” under the “Login” button.

New e-snaps Users

1. Create an e-snaps username and password by selecting the “Create Profile” link.

2. Log in as instructed under Existing e-snaps Users above.
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Give Staff Access to Your Organization’s e-snaps Account

Having a user profile enables a person to access e-snaps; however, only individuals who have been
associated with the organization as a registrant (also referred to as registered users) have the ability to
enter information in the Project Applicant Profile and Project Applications associated with the

organization.

For information on how to add and delete users, refer to the Give Staff Access to
Your Organization’s e-snaps Account resource at:

e https:/ffiles.hudexchange.info/resources/documents/Give-Staff-Access-to-
Your-Organizations-e-snaps-Account.pdf
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UFA Costs Application
Project Applicant Profile

All UFA-designated Collaborative Applicants must complete the Project Applicant Profile before moving
forward in the UFA Costs Project Application process. To complete the Project Applicant Profile, the UFA-
designated Collaborative Applicant must ensure the data entered in the Project Applicant Profile is
accurate and select the “Complete” button on the “Submission Summary” screen.

Front Office

[ﬂwliﬁnt: City of St. Louis (MO-501 Project Applicants - ]

2. Confirm the correct
Project Applicant

' profile

1. Select
"Applicants”

My Account
Change Pass

trants Parent Open Applicant Name Applicant Number Number of Projects Last Submission

(] Workspace s D ity e S— - s = 284 2022-08-30 14:28:21.787
3. Select orange

Applicants

Funding Oppartunity fOldeI' iCOﬂ

Registrations
Projects

Steps
1. Select “Applicants” on the left menu bar.

2. Ensure that the correct applicant is selected in the “Applicants” field at the top-left side of the
screen.

e Remember that you should see both the Collaborative Applicant and Project Applicant in
the dropdown menu. Select the correct Project Applicant.

~
3. Select the orange “Folder” icon “** to the left of the applicant name on the screen.

4. From the left menu bar, click on “Submission Summary.”
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Complete Page

v 1. Profile Type
2. Organization

J Information
3. Contact

- Information
Authorized

v Representative

v Alternate Contact
4 Additional

v Information

B 5 Forms &
Attachments

v HUD Form 2880

-- Code of Conduct

-- Other Attachment

Back

| No Input

Export to PDF

6. Submission Summary

Last

Updated Mandatory

07/26/2024 Yes
07/17/2024 Yes

No Input

Required No

07/26/2024 Yes

0711712024 Yes

07/26/2024 Yes

Required No
07/26/2024 Yes
No Input |
Required No
No Input

Required No

Select “Edit” to
edit the Project
Applicant Profile

Get PDF Viewer

[ Edit

Steps (continued)

5. On the “Submission Summary” screen, select the “Edit” button.

e If you do not see an “Edit” button but instead see a “Complete” button, then you are

already in edit mode.

6. Update and save all changes.

9 of 52



UFA Costs Application

Other Attachment No Input Required No

Back Select "Complete”
when finished editing
Export to PDF
Get PDF Viewer
[ Complete ]

7. Go to the “Submission Summary” screen and select the “Complete” button.

% For step-by-step instructions, see the Project Applicant Profile Navigational
Guide available on the CoC Program Competition Resources page at:

e hitps://www.hud.qgov/program_offices/comm _planning/coc/competition
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Accessing the UFA Costs Project Application

After the Project Applicant Profile is completed, Project Applicants can move to the next steps required to
establish and access the UFA Costs Project Application screens. This section covers the following:

¢ Funding opportunity registration

e Creating projects

e Accessing the Project Application from the “Submissions” screen
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Funding Opportunity Registration

All Collaborative Applicants designated as UFA applying for UFA Costs funds must register for the UFA
Costs Project Application funding opportunity. Registering for the funding opportunity enables UFA-
designated Collaborative Applicants to apply for UFA Costs funding during the FY 2024 CoC Program
Competition.

Terminology: Registering” in this context means “indicating your intent to apply.

“Funding opportunity” refers to the type of grant. There are options when you
select this screen. They include CoC Planning, New, Renewal, and UFA Costs.

On this screen, you are indicating your intent to apply for a specific type of grant.

Front Office
Applicant: iy of St. Louis (MO-501 Project Applicants) -
[ — ' | 2. Confirm the correct
Funding Opportunity . .

P pron Project Applicant

- Register View Funding Opportunity Name ¥ End Date
My Account .
chengeressnod 1. Select "Funding
A worensee | OPpoOrtunity Registrations” -
Applicants w 2024
Registrations AL 4
Submissions 4. Select Poectivpication 202t 3 Note Funding
a "Register” FY2024 budgot Opportunity Name

[ UFA Costs Project Application FY2024 ]

Steps

1. Select “Funding Opportunity Registrations” on the left menu bar. The “Funding Opportunity
Registrations” screen will appear.

2. Confirm the Project Applicant.

3. Note the funding opportunity name. Ensure you are choosing the correct funding opportunity for
this project application: You must choose the “UFA Costs Project Application FY2024”
funding opportunity.

4. Select the “Register” icon D next to “UFA Costs Project Application FY2024.”
5. The “Funding Opportunity Details” screen will appear.

Remember, the “Applicant” field with the dropdown menu located at the top of the
screen identifies the Applicant Profile under which you are working.

O

Please ensure you are working under the correct Project Applicant

12 of 52



UFA Costs Application

Applicant: ciey of st Louis (MO-501 Project Applicants

Funding Opportunity Details

Funding Opportunity Name: UFA Costs Project Application FY2024
Start Date: 2024-03-23 00:00:00.0

End Date: 2027-12-31 23:55:00.0

Select "Yes"

to register ) o
Funding Opportunity Registration

[ Yes ] Cancel

ou sure you wish to register City of St. Louis (MO-501 Project Applicants)?

Steps

1. When the question appears asking if you want to register the Project Applicant for the funding

opportunity, select “Yes” to confirm that you want to register your organization.

Applicant: | ciy of St Louis (MO-501 Profect Applicants

Funding Opportunity Details

Funding Opportunity Mame: UFA Costs Project Application

Start Date: 2024-03-23 00:00:00.0 Successful
registration

End Date: 2027-12-31 23:59:00.0

Select "Back”

button ing Opportunity Registration

is (MO-501 Project &pplicants)|has been registered
[ Back ]

City of

2. The screen will then indicate that the applicant has been registered.

3. Select the “Back” button to return to the “Funding Opportunity Registrations” screen.
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UFA Costs Application
Creating the UFA Costs Application Project

UFA-designated Collaborative Applicants must create a project for the UFA Costs Project Application in
e-snaps on the “Projects” screen. Creating a project is an intermediate step; UFA-designated
Collaborative Applicants do NOT enter the project on the “Projects” screen to complete the application;
instead, they access the application from the “Submissions” screen.

After the Collaborative Applicant “creates” the project, it will appear on the “Projects” screen and the term
“UFA Costs Project Application FY2024” will appear under the “Funding Opportunity Name” column.

Front Office

2. Confirm the correct
I“F'li‘h‘-"i“"l{ City af St. Louis (MO-501 Project Applicants) - ] Pl'oject Apphcant

Project:

Project Status: Open Projects -

M profiie

Funding Opportunity Name: [ UFA Costs Project Application FY2024 - ]

1. Select
"Projects”

Applicant N Applicant Numbes Step Status

3. Select the UFA Costs
Funding Opportunity

Edil | Project Name ¥ Propect Mumber Funding Opportunily Name

4. "Add” icon appears after
selection of Funding Opportunity

1. Select “Projects” on the left menu bar. The “Projects” screen will appear.

2. Confirm the correct Project Ppplicant.

3. Select “UFA Costs Project Application FY2024” from the “Funding Opportunity Name”
dropdown.
e The screen refreshes and an “Add” icon B appears on the left side of the screen above
the column headings.

4. Select the “Add” icon. ) The “Create a Project” screen will appear.
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Applicant: City of St. Louis [MO-501 Project Applicants)

Create a Project

naming convention

/ Enter the Project Funding Opportunity Name: LUFA Costs Project Application FY2024
Name using the * Applicant: City of St, Louis (MO-501 Project Applicants)

provided in Step 2
below. e-snaps will

* Applicant Project Name: [MO-501 UFA Cosls Project Application FY 2024

assign a Project

\N umber Save Save & Add Another

Save & Back Cancel

Steps

1. On the “Create a Project” screen, the applicant name will be pre-populated.

2. Inthe “Applicant Project Name” field, enter the CoC number followed by the words “UFA Costs

Project Application FY 2024.”

For example, the organization that is applying for UFA Costs funds as the Collaborative Applicant

for the Anywhere CoC should enter: AN-500 UFA Costs Project Application FY 2024.

3. Select “Save & Back” to return to the “Projects” screen.

Applicant: City of St. Lovis (40-501 Project Applicants) v
Projects

Project Status: Open Projects -

Funding Oppartunity Name: | JFx casts Project Application FY2024

&) Project name
i i Project : 3 Applicant
is now listed M[mjcer Funding Opportunity Name Ng&;ﬂan
Ei (Mrete “igrt & Ly
Q M.501 UFA Cosls Project Application 138514 E\ngf;rjs.b Project Application City of St. Louss
MO-501 UFA Costs Project Application FY | ., - UFA Costs Project Application o "
Q [2024 138515 Fy 2034 City of St. Louis

Applicant Number
MO-501 Praject
Applicants

MO-501 Praoject
Applicants

Step
Status

In Progress

In Progress

4. The project name is listed in the menu.

5. Select the “View” icon Qto view project details; however, it is not necessary to enter any notes

on that page.
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UFA Costs Application

Submissions

After completing the Project Applicant Profile, registering for the funding opportunity, and creating the
Project Application project, UFA-designated Collaborative Applicants may now enter the UFA Costs
Project Application and complete the screens. You must access the UFA Costs Project Application

through the “Submissions” screen.

Terminology:

“Submissions” refers to both submitted Project Applications and Project

Applications that are in progress to be submitted.

This screen also includes applications that are created by mistake and are not
intended to be submitted. Once you have created a project on the “Projects”
screen and it appears here, you cannot delete it. You can only rename it.

Front Office

dorwyeastl g Loamat () telp

Applicant:| cir of 81 Louis (MO-501 Project Applicarts)

2. Confirm the

Q' Profile -

My Account
Change Fassword

A workss

1. Select
"Submissions”

Applicants

Projects

Project Applicant

|

Applicant Project Name:

Date Submitted: -
Project Status:  ooa projects

Submission Version: | qioct yiareion -

Associate Type: p)

3. Use the filters ,

Submissions .
to find the
a ntect Us Filter :
[ ] correct project
< Project Name ¥ Funding Opportunity Name - Date
Actions Project Number Step Name Start Date End Date Associate Type Version cubmitted
- MC 501 UFA Costs Prajsct Applizatian FY UI'-‘« \T.esu Project Application Mar 23 Disc 31, Primary
Pl Fydod P, 2097 PR 1
. . . y 024 2027 Applicant
138515 UFA Costs Frojecl Apphcabion FY2024
Steps

1. Select “Submissions” on the left menu bar. The “Submissions” screen will appear.

e Option: Use the submissions filters. Select your project’s name in the “Applicant Project

o Option: Select “Clear Filters” on the top left of the “Submissions Filters” box. Then, review
the “Funding Opportunity Name / Step Name” column for “{UFA Costs Project

2. Confirm the correct Project Applicant.

3. Locate the Project Application project you established.
Name” field. Then select the “Filter” button to single out your project(s).
Application FY 2024.”

4. Continue with the instructions in the next section for completing the Project Application.
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UFA Costs Project Application

Completing the Project Application forms in e-snaps is a fairly straightforward process. This section
identifies the steps for completing the forms.

NOTE: Some data may pre-populate from the Project Applicant Profile (i.e., e-snaps will
bring it forward).

Review the pre-populated data. If it is not correct, you will need to edit the
Applicant Profile, making sure to select the “Complete” button after editing so that
the data can be pulled forward again.

To revise the Project Applicant Profile, see the instructions under the Updating
the Applicant Profile section of this guide.

2-Year NOFO

The Consolidated Appropriations Act, 2024 authorizes HUD to issue a single 2-year NOFO
for fiscal years 2024 and 2025.

The application and selection process for the FY 2024 funds awarded through this NOFO
(the FY 2024 CoC Program and YHDP funds) will proceed much like it has in prior-year
competitions. However, CoCs are only required to submit one CoC application that will be
applicable to FY 2024 and FY 2025 funds. HUD reserves the right to award available FY
2025 funds (the FY 2025 CoC Program and YHDP funds) based on this NOFO
competition.

Impact of 2-Year NOFO on
CoC Planning and UFA Costs Projects

Collaborative Applicants will submit their CoC Planning and UFA Costs projects to HUD for
consideration, much like in prior-year competitions.

However, Collaborative Applicants are not required to submit applications for FY 2025 CoC
Planning and UFA Costs projects. Instead, HUD will award FY 2025 CoC Planning and
UFA Costs projects using FY 2024 application submissions.
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Accessing the Project Application

Access the Project Application through the “Submissions” screen.

Front Office

O 1o

dgraycast & Logout

1 Applicant: [Clty of 51 Louls (MO-501 Project Applicants) =
Submiss
Profil
s ST [Hide Fitters] [Clear Filtersi

2. Confirm the Project
Applicant

My Account Applicant Project Name:

Change Pa:

Date Submitted: |~

1. Select
"Submissions

Project Status:

n Opan Projecis

Submission Version:

Latest

MO-601 UFA Cosie Project Application FY 2024

:L';.i'f.-fzfiﬁz Associate Type: |4
Projects
3. Use the filters to find
O contus Fitar ] the correct project

4. Access the

Project Application

rojef:r NET‘\?}EI’ ;:::hrzlléln?eﬂpl 2L bkbaTE Start Date End Date Associate Type Version g::;“ itted
MO-501 UFA Costs Project Applization FY UFA Casts Prajsct Applicatian War 23, Dec 31
E] wl PYRE ey 2028 2027

Steps

1. Select “Submissions” on the left menu bar. The “Submissions” screen will appear.

2. Confirm the correct Project Applicant.

3. Use the filters to locate the Project Application you established.

=
4. Select the “Folder” icon

to the left of the Project Application name you established with the

funding opportunity name “UFA Costs Project Application FY 2024.” The “Before Starting the

Project Application” screen will appear.

18 of 52



UFA Costs Application

Before Starting the Project Application

Before you begin the FY 2024 UFA Costs Project Application, review the following information highlighted
on this “Before Starting the Project Application” screen. The “Before Starting the Project Application”
screen also contains a quick link to the CoC Program Competition Resources page with navigational
guides and resources at: https://www.hud.gov/program_offices/comm_planning/coc/competition and
https://www.hudexchange.info/programs/e-snaps/. Questions related to completing the application in e-

snaps may be directed to e-snaps@hud.gov. Questions about the NOFO itself may be directed to

CoCNOFO@hud.gov.

e Forms

dgraycast] &

UFA Costs Project
Application FY2024

Applicant Name:
City of St. Louis

Applicant Number:
MO-501 Project Applicants

Project Name:
MO-501 UFA Costs Project
Application FY 2024

Project Number:
138515

FY2024 UFA Costs
Project Application

Before Starting
Part 1 - Forms

1A, SF-424 Application
Type

1B, SF-424 Legal
Applicant

1C, SF-424 Application
Details

1D. 5F-424
Congressional District(s)

1E. SF-424 Compliance

1F. 5F-424 Dedlaration

1G. HUD 28E0

1H. HUD 50070

11 Cert. Lobbying

13, SF-LLL

K. SF-424B

44, Summary

fewy Applicant Profile

List

Export to PDF
Get POF Viewer

Back to Submissions List

Back to
Submissions

Review this

Before Starting the Project Application

screen

at the Project Application is completed accurately, ALL project applicants should review the
wm information BEFORE beginning the application.

Things to Remember

Only Collaborative Applicants may apply for UFA costs using this application

Additional fraining resources can be found on the HUD.gov at

hittpsfiwenw hud goviprogram_officesicomm_planning/coc.

Questions regarding the FY 2024 CoC Program Competition process must be submitted to

CoCNOF Qi@hud gov

Cuestions related to e-snaps functionality (e.g.. password lockout, access to user's application account,
updating Applicant Profile)must be submitted to e-snaps@hud gov

Pru]ecl applicants are required to have a Umque Entity -:!Enlf=r -UE|| nurmber and an active ragistration
in the Central Contractor Registration (CCRY/System for Award management (SAM) in order to apply for
funding under the Continuum of Care (CoC) Program Compefition. For more information see the FY 2024
CoC Pragram Competition NOFO

Ta ensure that applications are considered for funding, apphcants should read all sections of the FY 2024
CoC Program Competition NOFO.

Detailed instructions and e-snaps navigation guides can be found on the hud gov website

hitps Awwns hud goviprogram_officesicomm_planning/cocicompetition. The EEL3I|Ed Instluclmns contain
more c\.mprehensn & instructions and so should be used in tandem with tha navinatinna

Before completing the project application, all project applicants must cqg

N

=

s

the Project Applicant Profile In e-snaps, particularly the Authorized Refl  Select "Next”
Representative forms as HUD uses this information to contact you if ac s
(e.g.. allowable technical deficiency) to continue

HUD reservas the right to reduce or reject any new of renewal project
578 and application requirements set forth in the FY 2024 CoC Program=o

Back Next

Steps

1.

NOTE:

Review this screen, then select “Next” to continue.

When working in the Project Application, e-snaps users can return to the main
screen by selecting “Back to Submissions List” at the bottom of the left menu bar.

The “Applicant,” “Funding Opportunity Registration,” “Projects,” and
“Submissions” screens are located on the left menu bar.
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UFA Costs Application

1A. Application Type

Applicants must complete Part 1: SF-424 in its entirety before the rest of
the application screens appear on the left menu bar.

-

The following steps provide instructions on reviewing the fields on the “Application Type” screen for Part
1: SF-424 of the FY 2024 UFA Costs Project Application.

1A. SF-424 Application Type
Verify that the
data is correct

1. Type of Submission: o iqaion

2. Type of Application: | | Ficcal Cost Proicct A

If Revision, select appropriate letter(s): | _ ...
If "Qther”, specify:

3. Date Received: | j7:00/20724

4. Applicant Identifier:

5a. Federal Entity Identifier:

3b.Federal Award Identifier:
Select "Next” to

6. Date Received by State: continue

7. State Application Identifier:

Back Next

Steps
1. Infield 1, verify the “Type of Submission.”

2. Infield 2, confirm that you have registered for the correct funding opportunity, “UFA Costs Project
Application.”

e Fields 1, 2, and 3 are pre-populated and cannot be changed on this screen.
3. Leave fields 4, 5a, 5b, 6, and 7 blank.

4. Select “Next” to continue.
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1B. Legal Applicant

The following steps provide instructions on reviewing the fields on the “Legal Applicant” screen for Part 1:
SF-424 of the FY 2024 UFA Costs Project Application.

NOTE:

If any pre-populated information is incorrect, you must correct it in the Project

Applicant Profile. To revise the Project Applicant Profile, see the instructions

under the Updating the Applicant Profile section of this guide.

Verify that the
data is correct

1B. 5F-424 Legal Applicant

B. Applicant
a. Legal Name:

dentification Number (EINITIN}:

¢, Unique Entity ldentifier:

City of 5L Louis
43-8000000

SLIZI4TESTSY

d. Address
Street1: 423 pizin St
Street 2:
City: gt oyl
County: < | guis City
State: [jiocqy
Country: |jnied States
Zip I Postal Code: gonpp

&, Organizational Unit {opticnal)

Department Name:

Division Name:

1. Name and contact information of person to be
contacted on matters involving this application

Preflx: g

First Name:

Middle Name:

Last Name:

Suffiv:

Title:

Organizational Affillation:
Telephane Number:
Extension:

Fax Number:

Email:

Human Services

Homeless Servicas

Edward

Halen
Diractor

City of 5t Louis

1314) 555-5555

Select "Next” to
(314) 555.5553 continue

eddie@fakeorg org

Back [

MNext ]

Steps

1. Verify that all the information on this screen is complete and accurate. The fields are pre-

populated and cannot be changed on this screen. To change or correct information, see the
Updating the Applicant Profile section of this guide.

2. Select “Next” to continue.
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1C. Application Details

The following steps provide instructions on completing the “Application Details” screen for Part 1: SF-424

of the FY 2024 UFA Costs Project Application.

Verify that the
data is correct

10. Name of Federal Agency:

Back

9. Type of Applicant: ~ cin or Townshin Go

11. Catalog of Federal Domestic Assistance Title:

CFDA Number:

12. Funding Opportunity Number:

Title:

13. Competition Identification Number:

Title:

1C. SF-424 Application Details

Department of Housing and Urban Development
CoC Program

14.267

FR-G800-N-25

Continuum of Care H L hooiot
Select "Next” to
continue

Next

Steps

1. Verify that the information populated in fields 9, 10, 11, and 12 is correct.

e Field 9 pre-populates from the Project Applicant Profile.

o Fields 10, 11, and 12 pre-populate and cannot be edited.

2. Leave field 13 blank.

3. Select “Next” to continue.
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1D. Congressional Districts

The following steps provide instructions on completing the “Congressional Districts” screen for

Part 1: SF-424 of the FY 2024 UFA Costs Project Application.

1D, 5F-424 Congressional District(s)

* 14, Area(s) affected by the progect [States) anly):
(ar multiple selections hold CTRL+Mey]

Available Rems:

Algkama
alasky
drmercan Samog -
Arizona

Arkarsas

Cabfomia

Colorado

Connecticut

Delwvare

Dirsinet of Columibes

=

15, Descriptive Title of Applicant’s Project: opg3

16, Congressional Districtis)
a. Applicant:

Availabie Bems:

* b Project:
(Tor miultiphs sedections hold CTRL+Fay)

Awailable linms:

_—

17. Proposed Project
* & Start Date:

* . End Date:

18. Estimated Funding (5]

a. Federal:

b, Applscant;

€. Siate:

. Local:

e. Other:

i, Program Incame:

- Tostal:

Selected Ibems:

Move correct
state from the
left column

Selected Ibems:

Populates from
the applicant
profile

Move correct
congressional

districts from the
left column

Select "Save
& Next” to
continue to

the next
screen

Save & Back Save [

Save & Nexd }

Hack Hext
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Steps

1. Infield 14, select the state(s) in which the proposed project will operate and serve homeless
persons.

e Highlight one state, or hold the CTRL key and select multiple states, to make more than
one state selection. Using the single arrow key, move your selection from the left box to
the right box.

2. Field 15 is pre-populated with the name entered on the “Projects” screen when the Project
Application was initiated.

o Note: To make changes to this field, return to the “Projects” screen to edit the name.
i. From the left menu bar, select “Back to Submissions List.”
ii. From the left menu bar, select “Projects.”
iii. On the “Projects” screen, locate the name of the project you want to rename and
select the magnifying glass Q icon to the left of the project name.

iv. On the “Project Details” screen, change the name you entered in the “Applicant
Project Name” field and select “Save” at the bottom of the screen.

v. When you re-enter the UFA Costs Project Application and proceed back to the
“Congressional Districts” screen, the correct project name should now be displayed in
the “Descriptive Title of Applicant’s Project” field.

3. Field 16a, “Congressional Districts,” is pre-populated from the Applicant Profile.

e Applicants cannot modify the populated data on this screen; however, applicants may
modify the Applicant Profile to correct any errors identified.

4. Infield 16b, select the congressional district(s) in which the project operates in the “Projects” field.
Highlight one district, or hold the CTRL key and select multiple districts to make more than one
district selection.

e Using the single arrow key, move your selection from the left box to the right box.

5. Under field 17, “Proposed Project,” enter the project’s operating start and end dates in the
appropriate fields.

e Field 18, “Estimated Funding,” cannot be edited.

6. Select “Save & Next” to continue.
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1E. Compliance

The following

steps provide instructions on completing the “Compliance” screen for Part 1: SF-424 of the

FY 2024 UFA Costs Project Application.

> 19. Is the Application Subject to Review By State | _ oot

If "YES", enter the date this application was made

> 20.

1E. SF-424 Compliance

Executive Order 12372 Process?
available to the State for review:

Is the Applicant delinquent on any Federal debt? | -

If "YES," provide an explanation:

Select "Save &
Next” to continue

characters remaining.

Save & Back Save [ Save & Next ]

Back Next

MNote: This formlet contains mandatory fields for which no value has been saved.

Steps

1. Infield 19, the “Is the Application Subject to Review By State Executive Order 12372 Process?”

field,

select the correct option from the dropdown menu.

If the state or U.S. territory requires a review of the application, select "Yes” and enter the
date on which the application was made available to the state. Then, continue to field 20

in step 2 below.

If the state or U.S. territory does not require a review of the Project Application, select
“Program is subject to E.O. 12372 but has not been selected by the State for review.”
Then, continue to field 20 in step 2 below.

If “Program is not covered by E.O. 12372” is selected, you will receive an error message
and will not be allowed to continue. Programs must be covered by E.O. 12372 in order to
submit for review.

2. Infield 20, select “Yes” or “No” from the dropdown menu to indicate whether the applicant is
delinquent on any federal debt.

If “No,” select “Save & Next.”

If “Yes,” an explanation must be entered in the field provided.

3. Select “Save & Next” to continue.
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1F. Declaration

The following steps provide instructions on completing the “Declaration” screen for Part 1: SF-424 of the
FY 2024 UFA Costs Project Application, as well as reviewing information populated from the “Applicant
Profile” and “Projects” screens.

By signing and submitting this application, | certify (1) to the statements contained in the list of
certifications™ and (2) that the statements herein are true, complete, and accurate to the best of my
knowledge. | also provide the required assurances™ and agree to comply with any resulting terms if |
accept an award. | am aware that any false, fictitious, or fraudulent statements or claims may subject me to
criminal, civil, or administrative penalties i

1F. SF-424 Declaration

ode, Title 218, Section 1001)
ﬁ Select “l| AGREE” }

21. Authorized Representative
Mavor _

Prefix:

First Name: | ..

Middle Name:

Last Name: Hammer

Suffix: | oo

Title: Mayor

Telephone Number: | 3414} 5555555
(Format: 123-456.7890)

Fax Number: | (344) 555 5553
(Format: 123-456-7890)

Email:

jan@fakeorg.org

L]
Signature of Authorized Representative: | - oiqoraq signed upon submis Select “Save &
Next” to continue

Date Signed: [7,252074

Save & Back Save [ Save & Next

Back Next

Steps

Select the box stating that you agree with the statement about certifying information in the SF-424
section of the FY 2024 UFA Costs Project Application.

In field 21, verify that the Authorized Representative information is complete and accurate.

Note: The Authorized Representative information must be for the person who is legally able to
enter into a contract for the organization. This is the person who can legally sign the grant
agreement if the new Project Application is selected for conditional award.

Select “Save & Next” to continue.
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1G. HUD 2880

HUD Form 2880 (Applicant/Recipient Disclosure/lInitial Report) is incorporated both into the Project
Applicant Profile and the individual Project Applications (New, Renewal, CoC Planning, and UFA Costs).
It is no longer uploaded as an attachment.

Due to the complexity of the form, a separate resource provides instructions on completing the HUD Form
2880 in both the Project Applicant Profile and the Project Applications (New, Renewal, CoC Planning, and

UFA Costs).
Refer to the following resource:

e https://ffiles.hudexchange.info/resources/documents/How-to-Complete-the-HUD-Form-2880-in-e-
snaps.pdf
Form 2880 is divided into three parts; therefore, the referenced resource is organized as follows:

e Form 2880 in the Project Applicant Profile

o Partl
o Partll
o Partlll

o Form 2880 in the Project Applications

o Partl
o Partll
o Partlll
See the Project Applicant Profile Navigational Guide and the How to Complete
the HUD Form 2880 resource for assistance with this section.
REMINDER: If any pre-populated information is incorrect, you must correct it in the Project

Applicant Profile. To revise the Project Applicant Profile, see the instructions
under the Updating the Applicant Profile section of this guide.
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1H. HUD 50070

The HUD Form 50070 is incorporated into the Project Application. Project Applicants will complete and
certify this form as a screen in e-snaps. The following steps provide instructions on completing all the
mandatory fields marked with an asterisk (*) on the “HUD 50070—Drug-Free Workplace Certification”
screen for Part 1: SF-424 of the FY 2024 UFA Cost Project Application, as well as reviewing information
populated from the Project Applicant Profile screens.

* | certify that the information provided on this form and in any
accompanying documentation is true and accurate. |
acknowledge that making, presenting, submitting, or causing to
be submitted a false, fictitious, or fraudulent statement,
representation, or certification may result in criminal, civil, and/or
administrative sanctions, including fines, penalties, and
imprisonment.

WARNING: Anyone who knowingly submits a false claim or makes a false statement is subject to criminal and/or
civil penalties, including confinement for up to 5 years, fines, and civil and administrative penalties. (18 U.S.C. §§
287,1001, 1010, 1012: 31 U.S.C. §3729, 3802)

Select to
certify

Authorized Representative

Prefix: Mayor

First Name: | ;..
Middle Name
Last Name: | 1o mer

Suffix: ... =

Title: Mayor
Telephone Number: (314) 555-5555
(Format: 123-456-7890)

Fax Number: ' (314) 5555553
(Format: 123.456.7890)

Email:

jan@fakeorg.org

Signature of Authorized Representative: | copgidered signad up Select “Save &
Next” to continue

Date Signed: 0712212

Save & Back Save | [ Save & Next

Back MNext

Note: This formlet contains mandatory fields for which no value has been saved.

Steps

Review parts A through G of the certification statement.

Select the box stating that you certify that the information on the HUD 50070 in the
SF-424 section of the FY 2024 UFA Costs Project Application is correct.

Verify that the Authorized Representative information is complete and accurate.

Note: The Authorized Representative information must be for the person who is legally able to
enter into a contract for the organization. This is the person who can legally sign the grant
agreement if the New Project Application is selected for conditional award.

Select “Save & Next” to continue.
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11. Certification Regarding Lobbying

The following steps provide instructions on completing the “Certification Regarding Lobbying” screen for
Part 1: SF-424 of the FY 2024 Project Application.

Steps

CERTIFICATION REGARDING LOBBYING

Certification for Contracts, Grants, Loans, and Cooperative Agreements
The undersigned certifies, to the best of his or her knowledge and belief, that:

(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any
person for influencing or attempting to influence an officer or employee of an agency, a Member of
Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection
with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan,
the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or
maodification of any Federal contract, grant, loan, or cooperative agreement.

2) If any funds other than Federal appropriated funds have been paid or will be paid to any person for
influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an
officer or employee of Congress, or an employee of a Member of Congress in connection with this Federal
contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit Standard
Form-LLL, "Disclosure of Lobbying Activities,” in accordance with its instructions.

(3) The undersigned shall require that the language of this certification be included in the award documents
for all subawards at all tiers (including subcontracts, subgrants, and contracts under grants, loans, and
cooperative agreements) and that all subrecipients shall certify and disclose accordingly. This certification
is a material representation of fact upon which reliance was placed when this transaction was made or
entered into. Submission of this certification is a prerequisite for making or entering into this transaction
imposed by section 1352, title 31, U.S. Code. Any person who fails to file the required certification shall be
subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.

Statement for Loan Guarantees and Loan Insurance
The undersigned states, to the best of his or her knowledge and belief, that:

If any funds have been paid or will be paid to any person for influencing or attempting to influence an
officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an
employee of a Member of Congress in connection with this commitment providing for the United States to
insure or guarantee a loan, the undersigned shall complete and submit Standard Form-LLL, "Disclosure of
Lobbying Activities,” in accordance with its instructions. Submission of this statement is a prerequisite for
making or entering into this transaction imposed by section 1352, title 31, U.S. Code. Any person who fails
to file the required statement shall be subject to a civil penalty of not less than $10,000 and not more than
$100,000 for each such failure.

* 1 hereby certify that all the information stated herein, as well as Select to
any information provided in the accompaniment herewith, is true .
and accurate: certlfy

Warning: HUD will prosecute false claims and statements. Conviction may result in criminal and/or civil
penalties. (18 U.S.C. 1001, 1010, 1012; 31 U.5.C. 3729, 3802)
Applicant's Organization: City of St. Louis

Name / Title of Authorized Official: | 2 Hammer, Mayor

Signature of Authorized Official: | o <idarad signed upon sub

Select “Save &
Date Signed: (755504 Next" to continue

Save & Back Save [ Save & Next

Back Next

Note: This fermlet contains mandatory fields for which no value has been saved.

Review the information on the screen.

Select the box stating that you certify that the information is true and accurate. The other fields on

this screen are not editable.

Select “Save & Next’ to continue.
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1J. SF-LLL

The following steps provide instructions on completing all the mandatory fields marked with an asterisk (*)
on the “SF-LLL—Disclosure of Lobbying” screen for Part 1: SF-424 of the FY 2024 Project Application,
as well as reviewing information populated from the Project Applicant Profile screens.

1J. SF-LLL

DISCLOSURE OF LOBBYING ACTIVITIES
Complete this form to disclose lobbying activities pursuant to 21 U.5.C. 1352.
Approved by OMB: 4040-00132 (exp. 02/28/2025)

HUD requires a new SF-LLL submitted with each annual CoC competition and completing this screen fulfills this
requirement.

Answer “Yes” if your organization is engaged in lobbying associated with the CoC Program and answer the
questions as they appear next on this screen. The requirement related to lobbying as explained in the SF-LLL
instructions states: “The filing of a form is required for each payment or agreement to make payment to any
lobbying entity for influencing or attempting to influence an officer or employee of any agency, a Member of
Congress, an officer or employee of Congress, or an employee of a8 Member of Congress in connection with a
covered Federal action.”

Answer “No” if your organization is NOT engaged in lobbying.
> Does the recipient or subrecipient of this CoC grant participatq | .. .ojoq .. - o ” BN~
in federal lobbying activities (lobbying a federal administration o e Select “Yes” or “No
congress) in connection with the CoC Program? to reveal additional
guestions

Authorized Representative

Prefix: Mayar
First Name: | ).,
Middle Name:
Last Name: | o0 mer
Suffix: | oo -

Title: Mayor

Telephone Number: {314) 555-5555
{Format: 123.456.7890)

Fax Number: ,-"314:1 555-5553
(Format: 123-456-7890)

Email: | o0 @iakeorg org

Save & Back Save Save & Next

Back Next

MNote: This formlet contains mandatory fields for which no value has been saved.

Steps
1. Verify that all the project information is complete and accurate.
2. Select “Yes” or “No” to indicate if your organization participates in federal lobbying activities.

e Additional questions will appear (see following pages).
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If “No” Lobbying Activities

Steps

13. SF-LLL

DISCLOSURE OF LOBBYING ACTIVITIES
complete this form to disclose lobbying activities pursuant to 21 U.5.C. 1352,
Approved by OMB: 4040-0013 (exp. 02/28/2025)

HUD requires a new SF-LLL submitted with each annual CoC compstition and completing this screen fulfills this
requirement.

Answer “Yes” if your organization is engaged in lobbying associated v « "
questiens as they appear next on this screen. The requirement related Selec{ NO an d
Instructions states: “The filing of a farm Is required for each payment

labhying entity for influencing or attempting to influznee an officer or GOI'Iﬁ rm information

Congress, an officer or employee of Congress, or an employes of a M

covered Federal action.”

Answer ‘Mo if your organizatior

1is NOT engaged in lo

" Does the recipient or subrecipient of this CoC grant participate Ne -
in federal lobbying activities (lobbying a federal administration o

congress) in connection with the CoC Program’
* Legal Name:

= Street 1:
Street 2:

* City:
County:

* State:

* Country:

*Zip ! Postal Code:

City of 5t. Louis

123 Main 5t

St Lowis

5t. Louis City

Missouri -
United States L

0000

11. Information requested through this form is authorized by title 21 U.S.C. section 1252, This disclosure of

lobbying acti

this transaction was made or entered inte. This disclosure is requi

information will be available for public Inspection. Any

es is a material representation of fact upon which reliance was placed by the tier above when

d pursuant to 31 U.5.C. 1352, This
person who fails to file the required disclosure shall be

subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.

=1 certify that this information is true and complete.

Authorized Representative

Prefix:
First Name:
Middle Name:

Last Naime:

Suffix:

Title:
Talephone Number:
{Format: 1234567030}

Fax Number:
{Format: 123-456-7390}

Emall:

Signature of Authorized Official:

Date Signed:

. ﬁSeIectto certify

Mayor

Jan

Hammer

Mayor

(314) 556-5555

(314) 565-5553
jani@fakeorg.org Seled “Save &
Considerad signed upon syl NEXt” tO COI'ItIFI ue

Save & Back Save [ Save & Next

Back

Next

Hote: This formiet contains mandatory fields for which no value has been saved.

If “No” to lobbying activities is selected, review the pre-populated data.

Select the box in field 11 stating that you certify that the information on the SF-LLL in the SF-424

section of the Renewal Project Application is correct.

Select “Save & Next” to continue to the next screen.
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If “Yes” Lobbying Activities

1L SF-LLL

DLSULUSUHL O LESSYLNG ALTIVLIIES
Coanyplens this form to disclose lobbying activities purswant to 21 W50, 1252,
approved by OME: 4040-0013 (exp. 0Z,/ 28/ 2025)
neaged inlobing aszac

Select "Yes" and
ot of sirtament o mate e man nenand  FEVIEW questions

oficer or employes ol any sgency, 3 Memoer ol Congres=s. an
CRNAMER N CARNSTRn

HUL peguites @ mew 5-LLL submilkss siih wach snnud Col competien

e
A ronerad F

Aiman M yeur sanzalion B MOT egeged i

= Dl W o pimnl o saskurncapenl ol his SO ool poslicipote e b
Iobhying 2cdviice (onbying A fedcral AmiCoration or congre ey |
connectian wilh the Col Frogram’

1. Type of Federal Actlon:

& Staiuz of Federal AEHON: s-oicatcn

A Ranor Teps: |y =0

AN L] 0 e L B
e s Al o e Doty * Choose one oplion that apelies kom the fellowng I

Prira

Congresslional Diserict, # Enown:

S ksl Nl Selecled s
AT

& Federal DepantmerntAQerey. ro-adment of =

o] and Urhan Diesminprsand

7. Fadwral Privrasn Mama Do prioa and (OFTWA Hisbarg:

ol ol Ceva i v {14.267)

U, s ACUON NUNBET FRoaniin.ds
2 Awand Amount:

109, Name sr<) Address of Lobopng Registrant f mariual, L name, st name, M

3500 charactees mmaining
10k, Individuss Performing SErvicss (Including sddress o dforant fom Mo. 10a] last name, frst name, kI

A5 characiaes mmsining

11, Intormation requaested through Bhis ferma ks authorizad by titke 21 W.S.C. sactlon 1352, Thils disclosure of lakbylng acthities
is & matarial reprasentation of tact wpan which raliance was placed by the tier ahoua when thic trancaction wa< mada or
entared it T i wil prirsiant Ba 31 5.0 1552, Thi nrrating will be b il o lie: irspsec tiamn, Ay
persun wh Toils Lo fike Uhe reguired disclosuere sholl Be subject oo cvil penally of mel less Ghan $10000 amd med meres Lhan
LU, U0 for esch swch Failure,

S lem ity Thal s solormalicn s s i camplsh

Select to certify

Ausrarizad Reprasentative

Prafia:

Firal Nams:

Wil Nape:
Loul Naess s e
Suma:

Tiga:

Telephone Numbor
(ol TE4EE. SR

Fax Mumbom (344
[ F TR

Emall: pnggtzkeorg.am

Slgnanire of Authnized Cfficial:

Select “Save &
Mext" to continue

Comside

=g U

Tl S

Eave £ Back SAWC [ Save £ Mokt l

PFrte: Thin faemist caziaing rrandwtary Asids for whizh o wakis han basn aved
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Steps
1. If“Yes” to lobbying activities is selected, review the pre-populated data in fields 1, 2, and 3.
2. Infield 4, indicate that the reporting entity is the prime.

e The options include “Prime” and “Subrecipient,” but the Project Applicant should always be
the prime.

3. Confirm the congressional districts or edit as needed.
4. Review fields 6, 7, 8, and 9.

5. Infield 10a, provide the name and address of the lobbying registrant. If the registrant is an
individual, provide their last name, first name, and middle initial.

6. Infield 10b, provide the last name, first name, and middle initial of the individuals performing
services. Provide their address if it is different from the address in field 10a.

7. After completing the questions, select the box in field 11 stating that you certify that the
information on the SF-LLL in the SF-424 section of the UFA Costs Project Application is correct.

8. Select “Save & Next” to continue.

Prime/ The prime is the organization that receives the award; when the organization
Recipient/ receives an award, it is called the recipient. The recipient is required to submit
Subrecipient: the Project Application and is referred to as the Project Applicant in the
navigational guides.

The subrecipient NEVER submits the Project Application.
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1K. SF-424B

The following steps provide instructions on completing all the mandatory fields marked with an asterisk (*)
on the “SF-424B—Assurances Non-Construction Programs” screen for Part 1: SF-424 of the FY 2024
Project Application, as well as reviewing information populated from the Project Applicant Profile screens.

Review the
assurances

IK. SF-424B

(SF-424B) ASSURANCES - NON-CONSTRUCTION PROGRAMS

OMB Number: 4040-0007
Expiration Date: 02/28/2022

NOTE: Certain of these assurances may not be applicable to your project or program. If you have questions,
please contact the awarding agency. Further, certain Federal awarding agencies may require applicants to
certify to additional assurances. If such is the case, you will be notified

As the duly authorized representative of the applicant, | certify that the applicant:

Authorized Representative for:

Prefix:

First Name:

Middle Name:

Last Name:

Suffix:

Title:

Signature of Authorized Certifying Official:

Date Signed:

Save & Back Save

Back

* As the duly authorized representative of the applicant, | certify:g ﬁ Select to ce I’tlfy ]

City of St. Louis
Mayor

Jan

Hammer

Mayor

Select “Save &
Next” to continue

Considered signed upon su

024

[ Save & Next

Next

Note: Thizs formlet contains mandatory fields for which no value has been saved.

Steps

1. Review the assurances on the screen.

A wDd

Select “Save & Next” to continue.

Verify that the Authorized Representative information is complete and accurate.

Select the box stating that you certify these assurances.
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2A. Sources of Match

The following steps provide instructions on completing the “Sources of Match” screen for the FY 2024
UFA Costs Project Application. The purpose of the screen is to summarize the match (in-kind and cash
commitments) for your UFA Costs project. If you plan to use program income as match, you must provide
an estimate of how much program income will be used.

Remember, Project Applicants must complete Part 1: SF-424 before the
rest of the application will appear.

-

* 1. Will this project generate program income described in 24 CFH -
578.97 to use as Match for this project? ves appear

Select "Add”

Delete | View Type Source Contributor Value of Commitments

No records found

2A. Sources of Match
The following list summarizes the funds that will be used as Match for the project. To add a Matching source

" [ 1 " " ¢
to the list, select the j icon. To view or update a Matching source already listed, select the Q icon.
Summary for Match

Total Value of Cash Commitments:

Total Value of In-Kind Commitments:

Total Value of All Commitments: If "Yes W ﬁEIdS
1a and 1b will

*1a. Briefly describe the source of the program income:

Y
3500 characters remaining.

unt of program income that will be used as
Match for this project:

Save & Back Save Save & Next

Back Next

Note: This formlet contains v fields for which no value has been saved.

Steps

In field 1, select “Yes” or “No” to indicate whether the project will generate program income to use
as match.

o Ifyes, fields 1a and 1b will appear.
o Infield 1a, briefly describe the source of program income.
¢ Infield 1b, enter the estimated amount of program income.
To add information to this list, select the “Add” icon 3 above the “Delete’ heading.

The “Sources of Match Details” screen will appear.
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2A. Sources of Match Details

The following steps provide instructions on completing the “Sources of Match Details” screen. The
purpose of the screen is to identify each source of match (in-kind and cash commitments) for your UFA
Costs project.

Select"Save &
Back toList"

when-complete

Sources of Match Details

2 1. Type of commitment: | _ _ ¢ _ -
_ Select"Save &
*2.Source: . select - : Add Another” to
= 3. Name of Source: add-another
ible and include the office or grant program as
applicable) source -of match

4. Value of Written Commitment:

Save [ Save & Add Another

[ Save & Back to List ] Back to List

Note: This formlet contains mandatory fields for which no value has been saved.

Steps

In field 1, select “Cash” or “In-Kind” as the type of commitment from the dropdown menu.

o If “In-Kind” is selected, services to be provided by a third party must be documented
before grant execution by a memorandum of understanding (MOU) between the recipient
or subrecipient and the third party that will provide the services.

e The MOU can be uploaded as an attachment with your application or submitted to HUD
prior to grant execution.

In field 2, select “Government” or “Private” as the type of source from the dropdown menu.

In field 3, enter the name of the source of the commitment in the text box. Be as specific as
possible in naming the source and include the name of the office or grant program as applicable.

In field 4, enter the total dollar value for the “Value of Written Commitment” field.
To add an additional source of match, select “Save & Add Another.”

Once you have completed all of the “Details” screens that your project requires, select “Save &
Back to List” to return to the “Sources of Match” screen.
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2A. Sources of Match
The following list summarizes the fund; that will be used as Match for the project. To add a
Matching source to the list, select the _j icon. To view or update a Matching source already
listed, select the Q icon.

Review
Summary for Match A
calculations
Total Value of Cash Commitments: $15.000
Total Value of In-Kind Commitments: 30
Total Value of All Commitments: $15.000
1. Will this project generate program income described in |1, -
24 CF for this project?
[Show Filters] [clear| Select "View”
B icon to edit
Delete = View Source Contributor Value of Commitments
© Cash Private United Way $10,000

Select "Next” to
Government County Council $5,000 continue
a | <o |l| »> ||

Select "Delete”

icon to delete
Save

Back [ Next ]

Steps (continued)
7. On the “Sources of Match” screen, review the following items:

e The “Sources of Match” screen should have been calculated with your total sources of
match amounts.

o Each “Detail” screen you entered will appear as a separate entry.

e To edit the information you entered, select the “View” iconQ to the left of the entry.
©

8. When you have completed all sources of match, select “Next” to continue.

e To delete an entry from the list, select the red “Delete” icon.
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2B. Funding Request

The following steps provide instructions on completing the “Funding Request” screen for the FY 2024
UFA Costs Project Application. The purpose of the “Funding Request” screen is to describe the quantity
and dollar amount of each type of eligible UFA Costs you are requesting and to determine the total
budget of your UFA Costs Project Application.

In the “Annual Assistance Request (Applicant)’ column, you will enter the annual amount for each
applicable budget line item. Though the FY2024 CoC Competition NOFO covers two years (FY2024 and
FY2025), the funding will be disbursed as two one-year budget periods. Your application in e-snaps must
reflect only one year of funding.

2B. Funding Request

/ \ 1. CoC Number and Name: | 40 501 - St Louls City CoC )
Select your

2, CoC Collaborative Applicant Name: | . nr 5t Louis -
CoC Number
and Name so 3. Project Name: | 110501 UFA Costs Project Application FY 2024 )
1he U FA COStS @ project to be under grant agreement by = - " . -\
September 30, 20267 o0 If "Yes," field 5a will

application will

to allocate funds according to anindirect | __.4 - appear
;/ [:3 Selectanramten-n:l 1 Year B} I

= 7. Provide a description that addresses the entire scope of the proposed project

e-snaps will pre-
populate the grant
term as “1 Year”

* A gquantity AND description must be entered for each requested cost. Any cost without @ quantily and a descripLion w)
r d from the budget

Annual
Eligible Costs: Assistanc
Select annual amount of Roguosiod

Recording Flnancia et assistance for each 525,000
Transactions . . .

2. Maintaining Financial _ applicable budget line item R
Records test 520

3. Annual Survey, Audit, or
Evaluation of Subrecipient test 35,000
Financial Records

4. Mon_\l_ormg of test 520,000
Subrecipients = Gray-shaded rows are not =

5. l:m_orcmg ?LIDI'CCIDICI'II . P
E?Slff.'-’éﬁ:;ﬁg”h Program test edltable \ 520| J
Total Costs Requested I 550,040 |y
Cagh Match £15,000
In-Kind Match Select “Save” to 50
T automatically calculate 515,000
Total Budget 1he 1018'5 565,040

the Total Assistance

Click the "Save’ button to automatica

Save & Back [ Save ] Save & Next

Back Nexi

Mote: This formilet contains mandatory fields for which no value has been saved.

NOTE: You r'n'ust select the corr'ect CoC in the “Cop Number anc{ Name” f[eld. This field
’ identifies the CoC to which your UFA Funding Costs Application will be
submitted. If the “CoC Number and Name” field is incorrect, your UFA Funding
Costs Application will not be submitted to HUD.
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Steps
1.
2.
3.

9.

In field 1, select the CoC number and name from the dropdown menu.
In field 2, select the CoC applicant name from the dropdown menu.

In field 3, ensure that the pre-populated project name is correct. This name is based on the
project name you provided when you created the project.

In field 4, select “Yes” or “No” from the dropdown menu to indicate whether it is feasible for the
project to be under grant agreement by September 30, 2025.

In field 5, select “Yes” or “No” from the dropdown menu to indicate whether the project is
proposing to allocate funds according to an indirect cost rate.

o If“Yes,” field 5a will appear. In field 5a, complete the indirect cost rate schedule; list the
cognizant agency, record the indirect cost rate and the direct cost rate, and select
whether you plan to use the approved rate or the 10 percent de minimis rate.

In field 6, e-snaps will pre-populate the grant term as “1 Year.” You cannot edit it.
In field 7, provide a description that addresses the entire scope of the proposed project.

e NOTE: When copying and pasting text from Microsoft Word into e-snaps, additional
characters may be added to your text. Users should copy and paste the text into e-snaps
from Notepad, which will remove any unnecessary formatting from Microsoft Word.

For each of the five eligible cost categories, enter the following:

e Under the “Quantity AND Description” column, enter the quantity and a narrative
description of up to 400 characters. Be brief and use abbreviations as often as possible.

e Under the “Annual Assistance Requested” column, enter the dollar request for each year
of the grant term.

e The five eligible costs categories include the following:
i. Conducting and Recording Financial Transactions
ii. Maintaining Financial Records
iii. Annual Survey, Audit, or Evaluation of Subrecipient Financial Records
iv. Monitoring of Subrecipients
v. Enforcing Subrecipient Compliance with Program Requirements

Select “Save” to automatically calculate the “Total Costs Requested” and “Total Budget.”

10. Select “Save & Next”’ to continue.
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NOTE: “Cash Match” and “In-Kind Match” fields are automatically populated. If they need
to be changed, return to Screen “2A. Sources of Match” to make changes to
these fields.

NOTE: A minimum of a 25 percent total match is required for ALL requested UFA Costs.

The system will notify Project Applicants if an ineligible amount is displayed with
a warning message and will prevent submission of the application. See 24 CFR
578.73 regarding match requirements to ensure in-kind match reported is
documented appropriately if this method of match is selected.

40 of 52



UFA Costs Application

3A. Attachments

There are no attachments required for the UFA Costs Project Application.

Delete Document Type
1. Other Attachment(s)
2. Other Attachment(s)

3A. Attachments

Required?
No
No

Back

Download

Document Description

Select "Next”
to continue.

ate Attached
No Attachment
No Attachment

Next

Step

1. Select “Next” to continue.
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3A. In-Kind MOU Attachment

If a UFA is using in-kind match for their project, the services to be provided by a third party must be
documented by an MOU between the recipient or subrecipient and the third party that will provide the
services. The MOU must be attached to the Project Application or submitted prior to the grant agreement.

3A. In-Kind MOU Attachment

Select link
Delete Document Type Required? Download Document Description Date Attached
[ In-Kind Match MOU ] No - No Attachment

Back Next

Steps
1.

Select the document name under the “Document Type” column. The “Attachment Details” screen

will appear.
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3A. Uploading an Attachment

The following instructions explain how to upload an attachment in e-snaps.

Attachment Details
" Document Description:

Document Type: In-Kind Match MOU
Maximum Size: 5 MB

Allowable Formats: jpg, zip, xlsx, img, ZIP*, tiff, bmp, rtf, gif, png, wpd, zipx,
docx, pptx, tif, txt, pdf, ppt, doc, jpeg, xls

Instructions: For In-Kind Match Only: Services to be provided by a third
party must be documented by a memorandum of
understanding (MOU) between the recipient or subrecipient
and the third party that will provide the services, MOU must be
attached to the project application.

Save

Save & Back to List Back to List

Steps
1. Enter the name of the document in the “Document Description” field.
2. Select “Browse” to the right of the “File Name” field to upload the file from your computer.
e The allowable formats are: zip, xIs, xlsx, wpd, pdf, zipx, doc, ZIP, docx, rtf, txt.
3. Select “Save & Back to List” to return to the “Attachments” screen.

4. On the “Attachments” screen, select “Next.”

NOTE: To delete an uploaded attachment:

o Select the “Delete” icon © that appears to the left of the document name.

e Confirm the deletion in the pop-up window.
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3B. Certification

Applicants must certify that their programs will comply with all applicable Fair Housing and Equal
Opportunity laws. The following steps provide instructions on completing the “Certification” screen of the
application.

Name of Authorized Certifying Official: |- Hammer
Review

certification
statement

Date: (7/23/2024
Title: 1ayor

Applicant Organization: ty of St. Louis

PHA Number (For PHA Applicants Only): ! Select to ce mfy ]

* |\We, the undersigned, certify under penalty of perjury that the informatio n
provided ahove is true and correct. WARNING: Anyone who knowingly submits
a false claim or makes a false statement is subject to criminal andior civil

Select "Save &
Next” to continue

penalties, including confinement for up to 5 years, fines, and civil and
administrative penalties.(18 U.S.C. §5287, 1001, 1010, 1012, 1014: 31 U.S.C.
§3729, 3802).

Save & Back Save [ Save & Next ]

Back Next

Steps
1. Review part A of the certification statement.

2. If the applicant is unable to certify any of the statements in part A of the certification, attach an
explanation on the “Attachments” screen using one of the available links.

Verify the name of the Project Applicant organization’s Authorized Certifying Official.
Verify that the current date auto-populates in the “Date” field.
Verify the title of the Project Applicant organization’s Authorized Certifying Official.

Verify the name of the Project Applicant Organization.

N oo o Mo

If the organization is a Public Housing Authority (PHA), enter the PHA number. Otherwise, leave
it blank.

©

Select the box next to the certification statement.

9. Select “Save & Next” to continue.
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4A. Submission Summary
Once the required information has been entered, the applicant needs to select the “Submit” button on the
“Submission Summary” screen.

The “Submission Summary” screen shows the Project Application screens. In the “Last Updated” column,
the system will identify the following:

e A date if the screen is complete.
e “No Input Required” if there is no input required.

e “Please Complete” if more information is needed.

Users with e-snaps access can go back to any screen by selecting the screen name on the left menu or
on the screen name in the submissions list itself. Remember to select “Save” after any changes.

NOTE: The “No Input Required” status on the “Submission Summary” screen indicates
that additional information for that screen is not required for the Project Applicant
to proceed to the next step in the e-snaps system.

In the context of this navigational guide, the applicant may proceed to the next
steps in the Project Application process.

HUD, however, may require the item prior to the awarding of program funds.

The “Submit” button is located at the bottom of the screen under the navigation buttons. The “Submit”
button will be active if all parts of the Project Application are complete (and have a date) or state “No
Input Required.”
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Submitting the Project Application

The following image shows the Project Application “Submission Summary” screen with all items
completed. Note that the “Submit” button is active and can be selected.

4A. Submission Summary

Screen is
complete = Last Updated Mandatory

No Input
Requir

07220 Review “Last

1A SF-424 Application Type Mo

=
|
|
(2]
7
II-1--
]x_
$(|J
w
;¥
[
=)
o)
[5
[*¥]
=]
|

e P B R No In
1C. SF-424 Application Details Requites
. i |
v :J[)Qtf,rf—;;?i Congressional 07/23/2024 Yes
v 1E. SF-424 Compliance 0712312024 Yes
v 1F._SF-424 Declaration 0772312024 Yes
Vg 07/23/2024 Yes
v 1H. HUD 50070 07/22/2024 Yes
v 11_Cert Laobhying 07/23/2024 Yes
v 1J. SE-LLL 07/23/2024 Yes
v IK. SF-424B 07/22/2024 Yes
v 2A_ Match 07/23/2024 Yes
v 2B. Funding Request 07/23/2024 Yes
s e No Input

3A_ Attachments Required No

v 3B. Certification 07/23/2024 Yes
=— Active “Submit”

button
Export to PDF
Get PDF Viewer
[ Submit

Steps
1. If you are not already on the “Submission Summary” screen, select it on the left menu bar.
2. Review the “Last Updated” column to confirm all screens are complete.

e For any item(s) that state “Please Complete,” either select the link under the “Page”
column or select the item on the left menu bar. Complete the screen, save the
information on the screen, then return to the “Submission Summary” screen.

3. Select the “Submit” button.

e The “Submit” button will be grayed out. Below it, there will be text stating, “This e.Form
has been submitted.”
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After Selecting the “Submit” Button

The following image shows the completed UFA Costs Project Application “Submission Summary” screen.
Note that the “Submit” button is no longer active, but instead appears gray-shaded. The form is marked

“This e.Form has been submitted.’

3

Back

Export to PDF

Get PDF Viewer

Next

This e.Form has been submitted

e.Form has been
submitted

Exporting to PDF

Applicants can obtain a hard copy of the UFA Costs Project Application using the “Export to PDF” button
located at the bottom of the “Submission Summary” screen under the navigation buttons.

Back

Ne

|

Export to PDF

|

Get PDF Viewer

This e.Form has been submitted

Select button to
obtain a copy of
the project
application

Steps

1. Select the “Export to PDF” button.

2. On the “Configure PDF Export” screen, select the screen(s) you would like included.

3. Select “Export to PDF.”
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Troubleshooting When You Cannot Submit the Project Application

Project Applicants may encounter issues when trying to submit the Project Application. If the “Submit”
button is gray (i.e., “grayed-out”), then it is not active and you cannot select it. You will not be permitted to
complete your form at this time. The “Submit” button will appear gray if information is missing on any of
the required Project Application forms or in the Applicant Profile.

The following image shows the UFA Costs Project Application “Submission Summary” screen with items
that still need to be completed. Note that the “Submit” button is gray and you cannot select it.

4A. Submission Summary

Complete Page Last Updated Mandatory

No Input
Require

1A. SF-424 Application Type

Review “Last

v 1B. SF-424 Legal Applicant 0712212
Updated” column
No Inpu
Required
v 07/23/2024 Yes
v 07/23/2024 Yes
Vg 1F. SF-424 Declaration 0712312024 Yes
v 1G. HUD 2880 07/23/2024 Yes
v 1H. HUD 50070 07/22/2024 Yes
: Lobbying 07/23/2024 Yes
Screen is ving =
incomplete 07/23/2024 Yes
IK_SF-424B 07/22/2024 Yes
@ 2A Match Please Complete Yes
X 2B_Funding Request Please Complete Yes
AR REe No Input
3A Attachments Required No
b 4 3B_Certification Please Complete Yes

tinclude at |

Back Inactive “Submit”

button
Export to PDF

Get PDF Viewer

Steps

1. Review your “Submission Summary” screen to determine which Project Application form needs
to be completed. For the item(s) that state “Please Complete,” either select the link under the
“Page” column or select the item on the left menu bar to return to that screen.

2. Complete the screen, then save the information.

3. Return to the “Submission Summary” screen. If there are more items that state “Please
Complete,” repeat steps 1 and 2. When all screens are complete, select the “Submit” button.
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What the “Last Updated” column tells you. A date identifies a form with complete information for all
required fields. It is the most recent date on which the completed form was saved.

o “Please Complete” identifies a form with information missing in one or more required fields.

e “No Input Required” identifies a form that is not required for completion by all projects. You are
strongly encouraged to double-check these forms to ensure that all appropriate project
information is completed.

What the “Notes” section at the bottom of the screen tells you. Notes are not a standard section on
the “Submission Summary” screen, so you will not see this section all the time.

o If notes appear on the screen, they are located under the list of screens and above the
navigational buttons.

e The notes provide information on the errors in the Project Application. Some notes include a link
to the applicable form and error(s).

NOTE: If you are still unable to submit the CoC Planning Project Application
after following these instructions, please submit a question to the HUD
e-snaps Help Desk at e-snaps@hud.gov.

Please provide specific details regarding the issue you are
encountering, the steps you have taken up to the point the issue
occurs, and any error messages.

Please also provide a screenshot whenever possible.
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Updating the Applicant Profile

If a Project Applicant needs to edit the Applicant Profile in order to correct information that has pre-
populated in the Project Application, the Project Applicant must do the following:
Steps

1. Select “Back to Submissions List.”

2. Select “Applicants” in the left menu bar.

3. Ensure your applicant name is selected in the dropdown menu at the top of the screen.

4. Select the “Open Folder” icon Bt to the left of the Applicant Name.

5. Select “Submission Summary” on the left menu bar.

6. Select the “Edit” button.

7. Navigate to the applicable screen(s), make the edits, and select “Save.”

8. Select “Submission Summary” on the left menu bar and select the “Complete” button.

9. Select “Back to Applicants List” on the left menu bar.

10. Select “Submissions” on the left menu bar.

11. Select the orange “folder” icon B to enter the UFA Costs Project Application. The change

should have pulled forward.
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Project Application Changes

NOTE:

For the UFA Costs Project Application, the Collaborative Applicant and the
Project Applicant are the same entity. Nevertheless, you have two roles and thus
two Applicant Profiles.

You need to follow these steps as if you have two roles by switching the name of
the applicant in the “Applicant” field that appears at the top left side of the
“Applicants,"” “Projects,” and “Submissions” screens.

If changes need to be made to the Project Applications, the Collaborative Applicant will send the project
back to the Project Applicant. Project Applicants may need to change the Project Application if they find
an error or if the Collaborative Applicant requests a change to one or more of the forms. The following
action steps must be taken by the Collaborative Applicant and Project Applicant.

Steps—Applicant Type

1. Collaborative
Applicant

2. Project
Applicant

3. Collaborative
Applicant

The following actions are taken by the Collaborative Applicant so the Project
Applicant can change the Project Application:

o Select the “notepad” icon on the Project Listing screen to “release” the
Project Application back to the Project Applicant.

o Update the project listing so the Project Application does not appear on
the Project Listing.
NOTE: Specific instructions for Collaborative Applicants are available in the CoC
Project Priority Listing Navigational Guide available at:

e https://www.hud.gov/program offices/comm_planning/coc/competition

After the Project Application has been amended back to the Project Applicant for
changes, any registrant with access to the organization’s e-snaps account should
be able to access, edit, and resubmit the Project Application.

The following actions are taken by the Project Applicant once the Collaborative
Applicant has released the Project Application:

1. Log into e-snaps.
2. Select “Submissions” on the left menu bar.

3. Find the Project Application that was sent back to the applicant. Review
the list under the “Project Name” column, or use the “Project Name”
dropdown menu and “Filter” button. The project name for the Project
Application will be listed, but it will no longer have a date under the “Date

Submitted” column. Select the “Folder” icon £ to the left of the project
with no submission date.

4. Make the required change(s), saving each form as it is revised.
5. Select the “Submit” button.

After the Project Applicant has resubmitted the Project Application, the
Collaborative Applicant must update the project listing for the Project Application
to reappear on the appropriate Project Listing screen (in this case, the UFA
Costs Project Listing).
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Next Steps

Congratulations on submitting your UFA Costs Project Application!

Additional navigational guides and resources are available to assist Collaborative Applicants and Project
Applicants in completing the CoC Consolidated Application and individual Project Applications. Please
return to the CoC Program Competition and e-snaps resources pages at:

e https://www.hud.gov/program_offices/comm_planning/coc/competition

e https://www.hudexchange.info/programs/e-snaps/
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