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Introduction

Welcome to the Special Notice of Funding Opportunity (NOFO) to Address Unsheltered and Rural
Homelessness (Special NOFO) Continuum of Care (CoC) Planning Project Application Navigational
Guide. This guide covers important information about accessing and submitting the Project Application for
CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022 funds.

The CoC's designated Collaborative Applicant is the only entity that can apply for the CoC Planning
Unsheltered Homelessness Set Aside Project Application FY2022 funds. This organization must be the
same Collaborative Applicant identified during the annual CoC Program Registration process.

For the purposes of submitting a project application in e-snaps, the Collaborative Applicant must submit
the CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022 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.

Unlike the CoC Program NOFO funding, Special NOFO CoC Planning funds are awarded for three years.
Grant terms may be extended, consistent with 2 CFR 200.308 and 2 CFR 200.309.

Important!

The Special NOFO to Address Unsheltered and Rural Homelessness and the annual CoC
Program NOFO competition are open at the same time. BOTH of these NOFOs are visible in
e-snaps.

This Navigational Guide is for those who are registering for the following Funding Opportunity:
e CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

You must ensure you register for the correct Funding Opportunity. If you have not, you must
abandon this project application and begin again by registering for the correct Funding
Opportunity you are choosing for this project application.
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Objectives

By the end of this guide, you will be able to:
o |dentify the correct e-snaps account to use to submit the project application.
e Access e-snhaps.

e Register for the CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022
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 Only if needed, amend the Project Application from the Special NOFO CoC Priority Listing for
revision in your Project Applicant e-snaps account.

Posted Resources

HUD has determined that some Special NOFO and e-snaps-related resources need to be posted to
HUD.gov as HUD'’s official website rather than to the HUD Exchange, which focuses on technical
resources for communities and grant recipients. Special NOFO information (e.g., detailed instructions),
including the Special NOFO e-snaps navigational guides, will be published and updated on HUD.gov.
Many of the other Special NOFO 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. Submit questions related to the Special
NOFO or navigating e-snaps to the appropriate HUD.gov email address:

o Special CoOCNOFO@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.



mailto:SpecialCoCNOFO@hud.gov
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Overview of This Instructional Guide

The organization of material in this instructional guide corresponds with the different parts of the Project
Application process and the instructional 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 CoC Planning Unsheltered Homelessness Set Aside 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 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 to the Project
Application process.

Accessing the CoC Planning Unsheltered Homelessness Set Aside Project Application
FY2022. After the Project Applicant Profile is complete, Project Applicants need to follow a series
of steps to access the Project Application forms. The steps discussed in this section include
registering the Project Applicant for the CoC Planning Unsheltered Homelessness Set Aside
Project Application FY2022 funding opportunity, creating a CoC Planning Unsheltered
Homelessness Set Aside Project Application, and accessing the Project Application forms.

Completing the CoC Planning Unsheltered Homelessness Set Aside Project Application
FY2022. After accessing the CoC Planning Unsheltered Homelessness Set Aside Project
Application FY2022, Project Applicants will complete a series of screens asking for information
about the project for which they are applying for funding. This section provides instructions for
each screen. After all required information is provided, the Project Applicant will submit the CoC
Planning Unsheltered Homelessness Set Aside Project Application FY2022 via e-snaps.

Submitting the CoC Planning Unsheltered Homelessness Set Aside Project Application
FY2022. This section provides instructions on submitting the CoC Planning Unsheltered
Homelessness Set Aside Project Application FY2022 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 CoC Planning Unsheltered Homelessness Set Aside Project Application
FY2022. The section on Submitting the Project Application includes instructions for amending the
Project Application. If changes need to be made to the CoC Planning Unsheltered Homelessness
Set Aside Project Application FY2022 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 the 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-snaps
Application to the Special NOFO Priority Listing before the Priority Listing is submitted to

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

The Collaborative Applicant 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 submits the Special NOFO CoC Application and Special NOFO 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.
& CoC Applicant Profile Navigational Guide:

e https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-
Navigational-Guide.pdf

As a Project Applicant

In its role as a Project Applicant, the organization submits the CoC Planning Unsheltered
Homelessness Set Aside Project Application FY2022 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 Special
NOFO CoC Application and Special NOFO Priority Listing reside.

e The Applicant Number should be the organization's Unique Entity Identity (UEI). Note: The DUNS
number has been replaced by the UEI. For more information UEI, please go to
https://www.gsa.gov/about-us/organization/federal-acquisition-service/office-of-systems-
management/integrated-award-environment-iae/iae-systems-information-kit/unique-entity-

identifier-update.

e 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 to
submit CoC planning funds under the annual CoC competition.


https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
https://www.gsa.gov/about-us/organization/federal-acquisition-service/office-of-systems-management/integrated-award-environment-iae/iae-systems-information-kit/unique-entity-identifier-update
https://www.gsa.gov/about-us/organization/federal-acquisition-service/office-of-systems-management/integrated-award-environment-iae/iae-systems-information-kit/unique-entity-identifier-update
https://www.gsa.gov/about-us/organization/federal-acquisition-service/office-of-systems-management/integrated-award-environment-iae/iae-systems-information-kit/unique-entity-identifier-update
https://www.gsa.gov/about-us/organization/federal-acquisition-service/office-of-systems
https://files.hudexchange.info/resources/documents/Project-Applicant-Profile
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Project Applicant Profile Navigational Guide:

e https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-
Navigational-Guide.pdf

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 CoC Planning funds.

The Collaborative Applicant will need to switch between the two different e-snaps accounts, depending on
whether staff are working on the CoC Planning Unsheltered Homelessness Set Aside Project Application
FY2022 or the Special NOFO CoC Application and Priority Listing.

When e-snaps users log in to the system, they need to select "Applicants" in the left menu bar, and 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

Confirm the
[nppucm: Project Applicant 2 (112233445566) ¥ ] correct Applicant
’l. Practice a earﬁ
Applican PP
Front Office Portal

)
IR Profile Applicant Applicant Number of Last

GideeniRenlaunntsiEarantGoen Name Number Projects Submission
My Account F X s g% Project Applicant 5533445566 0
Change Password =
(1] Workspace
Applicants

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 .



https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
mailto:e-snaps@hud.gov
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Accessing e-snaps

The Project Application is submitted electronically in e-snaps during the competition under the Special
NOFO.

Front Office Portal

2ps is the application and grants management system for the HUD Continuum of Care (CoC) Program. It supports the collaborative

Username: as the CoC Program Competition

Practios - . x "

i efiaps system is (o be used by authorized persons only. If you are an authorized user, please log in by entering a valid user name and password. If you have
¥ difficulty with this process please contact the System Administrator. You may also use the Links on the left menu to navigate through the system, and access
application forms and other related links. If you need assistance in navigating the system please access the Help instructions in each section

Paseword.

If you are not yet an authorized user, and need access to this system on behalf of your Continuum of Care or as a project applicant, you may request a user name
through the Registration process

The information collection requirements contained in this application have been submitted to the Office of Management and Budget (OME) for review under the
Paperwork Reduction Act of 1995 (44 U.S.C. 3501-3520). This agency may not collect this information, and you are not required to complete this form, unless it
displays a currently valid OMB control number.

—_— — - - kprity contained in each program rule. The information will be used to rate applications, determine

If new to e-snaps, create

@ Program are based on rating factors listed in the Notice of Fund Availability (NOFA), which is

a user prof"e here m funding round. The information collected in the application form will only be collected for specific
CoC Program Registration: OMB Approval No. 2506-0182 (exp. 11/30/2024)

‘ For assistance in navigating e-snaps, please refer to:

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

NOTE: Each e-snaps user must have his or her own login credentials.

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

Existing Users

1. Direct your internet browser to https.//esnaps.hud.qov/.

2. On the left menu bar, enter your 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.


https://www.hudexchange.info/programs/e-snaps/
https://esnaps.hud.gov/

Special NOFO CoC Planning Project Application

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 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.//files.hudexchange.info/resources/documents/Give-Staff-Access-to-
Your-Organizations-e-snaps-Account.pdf



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

Collaborative Applicants applying for CoC Planning costs must have a complete Project Applicant Profile
before moving forward in the CoC Planning Unsheltered Homelessness Set Aside Project Application
FY2022 process. To complete the Project Applicant Profile, the 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

() Help 4 Logout

2. Confirm the correct
Project Applicant name

[.ﬂppllcant: City and County of San Francisco (155440829) v ]

& jsmitn-02
Front Office Portal
|’._\
e +J
Q! profile Appli Number of Last
Children Registrants Parent Open Applicant Name Number Projects Submission
My Account F A A B SivandCountvofSo 155440829 674 May 12, 2021
Change Password I

& workspace 1. Select Applicants ]
!

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 one.

3. Select the orange folder to the left of the Applicant name on the screen.
4. Go to the “Submission Summary” screen and select the "Edit" button.

e If you do not see an "Edit" button, but instead a "Complete" button, you are already in edit
mode.

5. Update and save all changes.
6. Go to the “Submission Summary” screen and select the "Complete" button.

4 For step-by-step instructions, see the Project Applicant Profile Navigational
Guide available at:

e https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-

Navigational-Guide.pdf



https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
https://files.hudexchange.info/resources/documents/Project-Applicant-Profile-Navigational-Guide.pdf
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Accessing the CoC Planning Unsheltered Homelessness Set
Aside Project Application

After the Project Applicant Profile is completed, Project Applicants can move to the next steps required to
access the CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022 forms. This

section covers the following:
e Funding Opportunity Registration.

o Projects.

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

All Collaborative Applicants applying for CoC Planning funds must register the organization for the CoC
Planning Unsheltered Homelessness Set Aside Project Application FY2022 funding opportunity.
Registering for the funding opportunity enables Project Applicants to apply for CoC Planning costs during
the Special NOFO 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 Unsheltered Homelessness Set Aside Project
Application FY2022, Rural Set Aside Project Application FY2022, CoC Planning
Unsheltered Homelessness Set Aside Project Application FY2022, and UFA
Costs Unsheltered Homelessness Set Aside FY2022.

Note: Special NOFO CoC Planning funds and Special NOFO UFA Costs are only
eligible under the Unsheltered Homelessness Set Aside. No Special NOFO CoC

Planning funds or Special NOFO UFA Costs will be awarded under the Rural Set
Aside.

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

Reminder: You MUST choose the correct Funding Opportunity. If you do not, you must
abandon this project application and begin again by registering the correct
Funding Opportunity you are choosing for this project application.

Front Office

[“FP“"‘"“ Saint Louis County Project Applicant (MO-500 Project Applicant) - ]

ont Office Porta

Funding Opportunity Registrations

4. Select

2. Confirm the correct
Project Applicant

uRegiSter:r Register | View = Funding Opportunity Name ¥ 2&‘:::“"
icon B May
Workspace plication ] -
5] New Project Application FY2022 -
. : 3. Note the Funding
el 1. Select “Funding Opportunity Name
O Opportunity Registrations - . Sep bec

1. Select "Funding Opportunity Registrations" on the left menu bar. The "Funding Opportunity
Registrations" screen appears.

2. Confirm the Project Applicant.

3. Note the Funding Opportunity name. Ensure you are choosing the correct Funding Opportunity
for this project application: “CoC Planning Unsheltered Homelessness Set Aside Project
Application FY2022.” You must choose this Funding Opportunity.

4. Select the "Register" icon D
Project Application FY2022.”

next to “CoC Planning Unsheltered Homelessness Set Aside

5. The "Funding Opportunity Details" screen will appear.

10
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Front Office

Applicant: piacc:
Front Offce Portal
Funding Opportunity Details
A profile
Funding Opportunity Name: CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022
My Account Start Date: 2021-01-11 00:00:00.0
Change Password End Date: 2025-12-31 23:59:00.0

A vorkspace

lApplicants Funding Opportunity Registration
Funding Opportunity
Projects. Are you sure you wish to register Places for People (23-7433924)?
'Submissions
Yes. Cancel
4 contactus
Steps

1. When the question appears asking if you want to register the applicant for the funding
opportunity, select "Yes" to confirm that you want to register your organization.

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

3. Select the "Back" button to return to the "Funding Opportunity Registrations" screen.

® Remember, the "Applicant” field with the dropdown menu located at the top of
‘.i’ the screen identifies the Applicant Profile in which you are working.

Please ensure you are working under the correct Applicant Profile.

The following image shows the screen that appears when the organization has successfully registered for
the CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022 funding
opportunity.

Frunt Of‘fice sorpal 4 Logout E:} Halp
Applicant:
Front Office Pora
Funding Opportunity Details
R profila
Funding Opportunity Name: CoC Planning Unsheltered Homelessness Set Aside

My Account Praject Application Fy2022
Change Password Start Date: 2021-01-11 00:00:00.0

= End Dabe: 2025-12-31 23:59:00.0
M workspace
Applicants
Funding Opportunity Funding Opportunity Registration
Registrations
Projects ! ! i ; : ; e
Submisdons Saint Lowis County Prnji:l;'. Applicant (MO-300 PrnJi,'[.: Applicant) has been |1,'g|'_;1q'.'1,~;j.
a Contact L Back

11
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Creating the CoC Planning Unsheltered Homelessness Set Aside
Project Application

Collaborative Applicants must create a project for the CoC Planning Unsheltered Homelessness Set
Aside Project Application FY2022 in e-snaps on the "Projects" screen. Creating a project is an
intermediate step; Collaborative Applicants do NOT enter the project on the “Projects” screen to complete
the project application forms (that step will occur on the "Submissions" screen).

After the Applicant "creates" the project, it will appear on the “Projects” screen. In the example below, the
term "CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022" will appear under
the "Funding Opportunity Name" column.

Terminology: “Creating a Project” means “giving the project application a name.”

Front Office

2. Confirm the correct

Applicant: " County Proiect Anclicant (MO-500 Proiect Anslicant) — . -
L pp Saint Louis County Project Applicant (MO-500 Project Applicant PrOJeCt App"cant
Projects
s oL Project Status: | gpen Projects -
My Account Funding Opportunity Name: | CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022

Change Password

™ workspace

Applicants

Funding Opportunity
Registrations

Edit | Prg :\'ppllcam Step

me

3. Select the CoC Planning
Unsheltered Homelessness
Set Aside funding opportunity

4. “Add“ ICOH appears Opportunity Name
after selection of :
funding opportunity

Submissions

1. Select
“Projects

5. Select
“Add” icon

1. Select "Projects" on the left menu bar. The “Projects” screen will appear.
2. Confirm the correct Project Applicant.

3. Select “CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022"
from the "Funding Opportunity Name" dropdown.

4. The screen refreshes and an "Add" icon B appears on the left side of the screen above the
column headings.

5. Select the "Add" icon. B

6. The "Create a Project" screen will appear.

12
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Front Office

Create a Project

Enter the Project

R Profile . Funding Opportunity Name: CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022
My Accoune Name USIng the * Applicant: St. Louis County (MO-500)
Change Password naming
fi * Applicant Project Name:

& vorkspace convention

provided in Step
Applicants save Save & Add Another
ke 2 below. e-snaps
Projects will assign a Save & Back Cancel
Submissions. .

Project Number
) \_

Steps

1. On the "Create a Project" screen, the Applicant Name will be pre-populated.

2. In the "Applicant Project Name" field, enter the CoC Number followed by the words “CoC
Planning Unsheltered Homelessness Set Aside Project Application FY2022.”

o For example, the organization that is applying for CoC Planning funds as the Collaborative
Applicant for the Anywhere CoC should enter: “AN-500 CoC Planning Unsheltered
Homelessness Set Aide Project Application FY2022.”

3. Select "Save & Back" to return to the "Projects" screen. The project name is now listed in the
menu.

4. Select the "View" icon Glto view project details; however, it is not necessary to enter any notes
on that page.

Remember, you must use your agency's Project Applicant Profile to complete the
[ CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

Do not use your Collaborative Applicant Profile.

The "Applicant” field with the dropdown menu located at the top of the screen
identifies the Applicant Profile in which you are working.

Please ensure you are working in the correct profile.

13
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Submissions

After completing the Project Applicant Profile, registering for the funding opportunity, and creating the
Project Application project, Project Applicants may now enter the CoC Planning Unsheltered
Homelessness Set Aside Project Application FY2022 and complete the screens. You must access the

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

Q! profile

My Account
Change Password

2. Confirm the correct
Project Applicant

W workspace

Applicants

Project Name:
ate Submitted:
Project Status:

lon Verslon:

Submissions

FY2022_Pin_Unsheltered_App_1

On

Fliter

Funding Opportunity
R:guf.::'anon: I//J Associate Type:
(Sebmamions] 1. Select
“ ; H ”n
o Submissions (
Project Name ¥ Funding Opportunity Name
Seins Project Number Step.
{1 it Al
-~ FY2022_Pin_Unsheltered_App_1
Steps

rimary Applicant | 1

All Projects
al . 3. Use the filters to
find the correct
project
Start Date End Date Assoclate Type Version Date Submitted
Mar 11, 2022. 11:52:47

12. Dec 31 B
4 N

Jan
202 2022

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

2. Confirm the correct Project Applicant.

3. Locate the Project Application you established.

e Option: Use the "Submissions Filters." Select your project's name in the "Applicant Project
Name" field. Then select the "Filter" button to single out your project(s).

e Option: Select "Clear Filters" on the top left of the "Submissions Filters" box. Then, review the
"Funding Opportunity Name / Step Name" column for "CoC Planning Unsheltered
Homelessness Set Aside Project Application FY2022."

4. Continue with the instructions in the next section for completing the Project Application.
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CoC Planning Unsheltered Homelessness Set Aside 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 Project
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.
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Accessing the Project Application

Access the Project Application through the "Submissions" screen.

Front Office

‘FP"“"I: Sainl Louis County Project Apphcant (MO-500 Project Applicant’ - ]
2. Confirm the
T (et s (o correct Project
My Account Applicant Project Name:  £yon0; H
Change Password 1 B Select Oate Submined: | o Appllca nt
& workspace “Submissions Project Status: | projects
Applicants Submission Version: || .41 viersion =
o Assocat Type: . 3. Use the filters to
4. Access the : ] find the correct
O coac Project project
Application
Action g:‘::;?r&p‘”"”""‘ Nama StartDate | End Date Associate Type  Version Date Submitted
E] r Pin_W <2 Pl
1
Steps

1. Select "Submissions" on the left menu bar. The “Submissions” screen will appear.
2. Confirm the correct Project Applicant.
3. Locate the Project Application project you established.

R
4. Select the "Folder" icon ™ to the left of the Project Application Name you established with the
Funding Opportunity Name “CoC Planning Unsheltered Homelessness Set Aside Project
Application FY2022."

5. The "Before Starting" screen will appear.
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Before Starting the Project Application

Before
review

you begin the CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022,
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 Special NOFO
Competition Resources pages at https://www.hudexchange.info/programs/e-snaps/ and
https://www.hud.gov/program_offices/comm_planning/coc/special CoOCNOFO. 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 Special COCNOFO@hud.gov.

To ensure that the Project Application is completed accurately, ALL project applicants should review the following information BEFORE beginning the application.

Things to Remember:

Before Starting the Project Application

« Only Collaborative Applicants may apply for CoC Planning funds using this application, and only one CoC Planning application may be submitted during the Special Notice of
Funding Opportunity (NOFO) to Address Unsheltered and Rural Homelessness (Special NOFO) competition. Additionally, only Collaborative Applicants applying for
Unsheltered Homelessness Set Aside funds may apply for CoC Planning funds.

» Additional training resources can be found on the HUD.gov at hitps:/'www.hud goviprogram offices/comm_planning/coc.

« Questions regarding the Special NOFO Competition process must be submitted to SpecialCoCNOFO@hud, gov.

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

« Project applicants are required to have a Unique Entity Identifier (UEI) number and an active registration in the Central Contractor Registration (CCR)/System for Award
Management (SAM) in order to apply for funding under Special NOFO. For more information see the Special NOFO.

» To ensure that applications are considered for funding, applicants should read all sections of the Special NOFO.

« Detailed instructions can be found on the left menu within e-snaps and on the HUD Exchange. They contain comprehensive instructiong
the navigational guides, which are also found on the HUD Exchange.

» Before completing the project application, all project applicants must complete or update (as applicable) the Project Applicant Profile in
Representative and Alternate Representative forms as HUD uses this information to contact you if additional information is required (e.g

« HUD reserves the right fo reduce or reject any new project that fails to adhere to 24 CFR Part 578 and application requirements set forl]

Back [ Next ]

This e.Form has been submitted

Review this
screen, then
select “Next”
to continue

Step

1. Review this screen, then select "Next" to continue.

NOTE: 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.

This screen is where Applicant, Funding Opportunity Registration, Projects, and
Submissions are located on the left menu bar.
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Special NOFO CoC Planning Project Application

1A. Application Type

r 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 CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

e,Forms

CoC Planning Unshaltered 1A. SF-424 Application Type
Homelessness Sat Aside
Project Application FY2022 1. Type of Submission: ., .

Applicant Name:

Saint Louis County Project
Applicant

Applicant Number:
MO-500 Project Applicant
Project Nama:
F¥2022_Pin_Unsheltered_

2. Type of Application: .
If Revision, select appropriate letter(s):

If "Other™, specify:

fpp1 3. Date Received: 3415027
Project Number: . )
137589 Ve”fy the data A Applicant ldentifier:
F12022 Co Pianning is correct . Federal Entiy Identfer:
unsheltered and Rural
Hamelessness Project 5b. Federal Award Identifier
Application
w n
FY2021 CoC Planning 6. Date Recelved by State: Selec‘ NeXt

Detailed Instructions

to continue

7. State Application Identifier:

i

Befare Starting
Part 1 - Forms
1A, SECEEY Back Next
Application Type
1B. SF-424 Legal This e.Form has Been submime:
Applicant

Steps
1. Verify the information in field 2, “Type of Application.”

2. Confirm that you have registered for the correct funding opportunity, “CoC Planning Unsheltered
Homelessness Set Aside Project Application FY2022.”

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

5. 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 CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

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.

1B. 5F-424 Legal Applicant

8. Applicant

a. Legal Mame:
b. EmployerTaxpayer Identification Number (EIN/TIN):

* e UEE

d. Address
Street 1:

Street 2;

Verify the data

is correct Chy:

County:

Anylown Homeless Services
00-0000004

00oD000o0000

1234 Main St

Anytown

State: 4

Country:

Zip | Postal Code:

@. Organizational Unit {optional)
Department Hame:

Division Name:

f. Hame and contact information of person to be
contacted on matters involving this application

12345

Prafix: o,

First Name:

Middle Name:

Last Name:

Suffix:

Title:

Organizational Affiliation:
Telephone Number:
Extension:

Fax Number:

Email:

Back

Jana

Smith

Grants Manager

Anytown Homeless Services
555) 555-5550

261

555) 555-5000

jemith@anylown. org

Naxt

Select “Next”

to continue

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. If any of the information is incorrect, it must be
corrected in the Project Applicant Profile.

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

The following steps provide instructions on reviewing the fields on the “Application Details” screen for

Part 1: SF-424 of the CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

1C. SF-424 Application Details

9. Type of Applicant: |y oo ot with 501

Status
10. Name of Federal Agency: | napariment of Housing and Urban Development

11. Catalog of Federal Domestic Assistance Title: -, Program

CFDA Number: | 14 757

12, Funding Opportunity Number: | gn_g500.N-255

[ Verify the data Title: | continuum of Care Homeless Assistance Competitio

is correct
ompetition Identification Number: « n
_ Select “Next
Title: to continue

Back [ Next

Steps
1. Verify that the information populated in fields 9, 10, 11, and 12 is correct.
o Field 9 pre-populates from the Project Applicant Profile.
e 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 CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

1D. SF-424 Congressional District(s)

* 14. Area(s) affected by the project (state(s) only): Move correct
(for multiple selections hold CTRL+Key)
Available Ikems: Selected Tte State from IEft
anama —— column

e
American Samoa B
Arizona
Aanass
California o«

15. Dascriptiva Title of Applicant's Project: |JIH—SDO ©CoC Planning hpplication FY2021

16. Congressional District{s):
a. Applicant:

Available Items: Selected ltems: -\
AK-000 CA-001
AL-001
AL-002
AL-003
AL-004
AL-005

Populates from
Applicant
Profile

* b. Projact:

(for multiple selections hold CTRL+Key)
Available Ttems: Selected Items:
AK-D00
AL-001

P ] Move correct
=

Ao Congressional
S District(s) for —
17. Proposed Project the project

e ] I J
D S—

18. Estimated Funding ($)
a. Federal: |
b. Applicant: |
c. Stata: |

&, Other: |

f. Program Incomae: |

|
J
|
d. Local: | |
|
|
|

9. Total: |

Save & Back | | Save Bave & Next

Back Mgl |

| Check Speling

Mote: This formiet contalns mandatery fleids for which no vaive has been saved.

g Logout
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Steps

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

¢ Highlight one state, or hold the CTRL key and select multiple states to make more than one
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.

¢ 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, click “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 CoC Planning Unsheltered Homelessness Set Aside Project
Application FY2022 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 click 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 estimated operating start and end dates in

231 icon function.

the appropriate fields using the calendar
6. Field 18 "Estimated Funding" cannot be edited.

7. Select "Save & Next" at the bottom of the screen to save your information and continue.
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1E. Compliance

The following steps provide instructions on completing the "Compliance" screen for Part 1: SF-424 of the
CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

1E. SF-424 Compliance

> 19.1s the Application Subject to Review By State Executive | _ _ 1.0 .
Order 12372 Process?

If "YES™, enter the date this application was made available to the
State for review:

= 20. s the Applicant delinquent on any Federal debt? | __ selact — -

If "YES,” provide an explanation:

Save & Back Save Save & Next

Back Next

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.

e |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 using the calendar *%! icon

function. Then, continue to field 20 in Step 2 below.

e |f 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.

e 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 to be submitted for
review.

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

e If"No," select "Save & Next."
e If"Yes," an explanation must be entered in the field provided.

3. Select "Save & Next" at the bottom of the screen to save your information and continue to the
next screen.
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1F. Declaration

The following steps provide instruction on completing the "Declaration" screen for Part 1: SF-424 of the
CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022, as well as reviewing
information pre-populated from the "Applicant Profile" and "Projects" screen.

1F. SF-424 Declaration

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. (U.S. Code, Title 218, Section 1001)
* 1 AGREE: [ .
— Select “| AGREE"

21. Authorized Representative

Prefix: |, -
First Name: | ;.1
Middle Name:
Last Name: |
Suffix: .

Title: | Hoysing Manager

Telephone Number: (555) 555-5500
(Format: 123-456-7890)

Fax Number: | 555 555.5000
(Format: 123-456-7890)

Email: jdoe@anytown. org “
Select “Save and

Signature of Authorized Representative: | ¢onsidered signed upon submis{ Next” to continue

Date Signed: 5

Save & Back Save [ Save & Next ]

Back Next

Steps

1. Select the box stating that you agree with the statement about certifying information in the SF-424
section of the CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

2. Infield 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.

3. Select “Save & Next” at the bottom of the screen to save your information and continue to the
next screen.
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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 (Unsheltered Homelessness Set Aside Project
Application FY2022, Rural Set Aside Project Application FY2022, CoC Planning Unsheltered
Homelessness Set Aside Project Application FY2022, and UFA Costs Unsheltered Homelessness Set
Aside Project Application FY2022). 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 (Unsheltered Homelessness Set
Aside Project Application FY2022, Rural Set Aside Project Application FY2022, CoC Planning
Unsheltered Homelessness Set Aside Project Application FY2022, and UFA Costs Unsheltered
Homelessness Set Aside Project Application FY2022).

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

e 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.
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1H. HUD 50070

REMINDER:

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"

Applicant Profile.

To revise the Project Applicant Profile, see the instructions under the Updating

the Applicant Profile section of this guide.

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

screen for Part 1: SF-424 of the CoC Planning Unsheltered Homelessness Set Aside Project Application
FY2022, as well as reviewing information populated from the "Applicant Profile" screens.

epr
certification may result in criminal, civil, and/or administrative sanctions, including fines,

and i

WARNING: Anyone who knowingly submits a false claim or makes a false statement is subject to criminal and/or civil penalties, including confinement

* I certify that the information provided on this form and in any lcmmpnﬂylng ! Select |
causing to be submitted a false, fictitious, or r or

documentation is true and accurate, I acknowledge that making, presenting, submitting, or

for up to 5 years, fines, and civil and administrative penalties. (18 U.S.C. §§ 287, 1001, 1010, 1012; 31 U.S5.C. §3729, 3802)

Autheorized Representative

Prefix: | m

First Name: |J

Middle Name

Last Name: | Smm-02

Suffix:
Title: | Director

Telephone Number: | (111) 222-3333
(Format: 123-456-7890)

Select “Save and
Next” to continue

Fax Number: |(171) 222.3333

(Format: 123-456-7890)

Email: | jsmith-02@lestuser test

Signature of Authorized Representative: | Comsidersd sgned upon submission in &

Date Signed: 051712021

Save & Back Save

Save & Next ]

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 CoC Planning Unsheltered Homelessness Set Aside Project Application

FY2022 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 CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

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 ex ion, continuation, I nent, or modification of any Federal contract, grant,
loan, or cooperative agreemeant.

2) If any funds other than Federal appropriated funds have been pald or will be pald to any person for Influencing
or attempting to influence an officer or amployee 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
agreaments) 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. Su ission of this stat t 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.

* I hereby certify that all the information stated herein, as well as im"'I
information provided in the accompaniment herewith, is true and'
accurata:

Warning: HUD will prosecute false claims and statements. Conviction may result in criminal and/or civil penalties.
(18 U.5.C. 1001, 1010, 1012; 31 U.5.C. 3729, 3802)

7

Applicant’s Organization: [ Projoct Appiicant - mmith.02 Tast

Select “Save and
Next” to continue

Name / Title of Authorized Official: | J Smilh-02. Directer

Signature of Authorized Official: | Considernd signod upan submision in e-znaps

Date Signed: os7z021

Save & Back Save [ Save & Next | ]

Steps
1. Review the information on this screen.

2. Select the box stating that you certify that the information is true and accurate. The other fields on
this screen are not editable.

3. Select "Save & Next" to continue to the next screen.
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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 CoC Planning Unsheltered

Homelessness Set Aside Project Application FY2022, as well as reviewing information populated from the
"Applicant Profile" screens.

Steps

1J. SF-LLL

DISCLOSURE OF LOBBYING ACTIVITIES
Complete this form to disclose lobbying activities pursuant to 31 U.5.C. 1352.
Approved by OMB0348-0046

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 a Member of Congress in connection with a covered
Federal action.”

&

Logout

Answer "No" if your organization is NOT engaged in lobbying

* Does the recipient or subrecipiant of this CoC gran Select "Yes" or
participate in federal lobbying activities (lobbying a\ "No" to reveal

federal administration or congress) in connection with
the CoC Program? additional

questions

Authorized Representative

Prefix: |Mr.

First Name: |4
Middle Name: |

Last Name: | Smith-02

Suffix:

Title: | Director

Telephone Number: (111} 2223333
(Format: 123-456-7890)

Fax Number: | (111} 222-3333
(Format: 123-456-7890)

Email: | jsmith-02@testuser.test

Save & Back Save Save & Next

Back Next

Verify that all of the project information is complete and accurate.

Select “Yes” or “No” to indicate if your organization participates in federal lobbying activities.

e Additional questions will appear (see the following pages).
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If "No" to Lobbying Activities

1J. SF-LLL

DISCLOSURE OF LOBBYING ACTIVITIES
Complete this form to disclose lobbying activities pursuant to 31 U.S.C. 1352,
Approved by OMB0348-0046

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 agréeement to make payment to any
labbying entity for influencing or attempting to influence an officer or employee of
any agency, a Member of Congress, an officer or emplayee of Congress, or an
employee of a Member of Congress in connection with 2 covered Federal action.”

Answer "MNo” if your organization is NOT engaged in lobbying.

* Doas the recipient or subrecipient of this CoC <L/ Select "No" and

grant participate in federal lobbying activities
(lobbying a federal administration or congress) in confirm infermation
connection with the CoC Program?

* Legal Name: |praject Appheant - jsmiln-02 Test

|
* Street 1: 111 jsmih-02 Streeq |
Streat 2: | |
|
|

* City: |.ﬂ.'|:dow||
* County: |

* State: | California w |

* Country: | United States |
* Zip / Postal Code: [so60z |

11. Information requested through this form is authorized by title 31 U.5.C. section 1352.
This disclosure of lobbying activities is a material representation of fact upon which reliance
was placed by the tier above when this transaction was made or entered into. This disclosure
is required pursuant to 31 U.5.C. 1352. This information will be available for public
inspection. Any 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 fallure.

* I certify that this inf ti ist [¥]
i ey B :‘ﬁ Check the box to certify J

Authorized Representative

Prefix: [ur |
First Name: |J |
|
|

Middle Name: |

Last Name: | S0z

Suffix:

Title: | Director |

Telephone Number: [{111) 222-3333 |
(Format: 123-456-7890)

Fax Numbaer: |[111) 2223333 |
(Format: 123-456-7890)

Email: |jsmith-D2iestuser esl |

Signature of Authorized Official: | Considered signed voon submission i ear |
Date Signed: o05/172021

Save & Back Save Sarve & Meal
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Steps
1. If "No" to lobbying activities, review the pre-populated data.

2. Select the box stating in field 11 that you certify that the information on the SF-LLL in the SF-424
section of the Renewal Project Application is correct.

3. Select "Save & Next" to continue to the next screen.
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If "Yes" to Lobbying Activities

11

10, SFLLL

DISCLOSURE OF LOBBEYING ACTIVITIES
Complete this farm to disclose lobbying activities pursuant to 21 WWS.C, 13332,
Approvved by OMBOTAG-0046

UG s 4 P’ a =
D reguives @ new SF-LLL submled with eac® annual Col competiion and complebng thes soree Seled “'f’es
Actcpoit Wik’ f you ARSI RS o @R ijied o KSDEY NG A6 OLANeE wil® e Col Piogiam and B .
sopesr nest on e screen. The regquitement relaied io lobbrying % axpipined n The 5F-LLL nstrucdo and rEVIE'u'."
form i reguired for aach payment o agresmaent to make payment o any lobbying anbiy for Nk -
luehCE b SMcit of wmgkayie F Bity BQRNy & Minbal of Corgiid. i oMo oF smpkyies of questlons

# Wembe of Congreas n connachon vl o coversd Federal ach

A “Ne” il your organalon & NOT mgagad i bl

! Dows the mecipmnl or subrecipient of They Col grast participste in |
federal lkobbywing actovoes a federal Congress)

or
A CONREClon wilh the Col Brogam?
1. Type of Federal Action: Grant

ER TR T T S T p—

A Roeport TP | ey Fang

=4 Hame and Address of Reporeng Ensty: * Ohdoss one opbion that applies from the Tollowing list:

Frima

Select “Prime”

Congressional District, if known:

Avgilabie Bems: Sarbeciad Bemra;
AR - WO-201
ALDO
ALDOT -
AL-DOY
ALD -
ALES
ALD0E -
ALBT
AR-DO1
AR-BOZ =
B, Ficii o Deparimsnd ADENEY: | [iapariment of Housng snd Urtan Kevsiogment
T. Federal Program Ramsa/Description and 0CFDW NemD! | casmnuum of Case (Do) Pragrams (14 267
& Federal Action Number: | pp sen0 355
B Award Bmaunt: | g0 000 00

* 10a Wame and Address of Lobbying Regetrant (i mdividual, last name. first name, MIC

00 CharBcian PemaEnng
* 100, INSVIUSS PETHTIHNG SSIVECEs (INCILDNG SO00ess if Ceran froa Ko, 103) (31 nama. irs name, M)

S0 charschers pemainng

Imfarmation requested through this farm is sutlorized by tithe 31 WS.C. section 1352. This disclosere of kebbying

activities is a material representation of fact upon which rellance was placed by the tler abowve wien this transaction was
made or entered into. This dischosure bs required purssant to 31 W.S.C. 1252, This information will be svailable for public
inspection, Any person who fails o file the required disclosune shall be subject 1o a civil penalty of not less than $10,000 and

nol more tham §100,000 for sach susch Tailre,

'|mwuum|;m-m-nmm:mn-@ SEIEC‘ tﬂ I:El'llﬁf

Aphoned Repiawsniang
Proi: [y

First Mame: | ..
Muaills Hama:
Lot Rama: | [,
Suaiics: § =
Tisa: Haunang Manager

Tulbushanig Musbae: | cox) ses coag
Formal. NIT488- TR

Fax Mumber: | n4x) 455-2000

e ———— ——— Select “Save &
Next” to continue

Signature of Authorited DM | cunares sgned spsn suse
Diate Sigemd: |,

—— —
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Steps
1. If"Yes" to lobbying activities, 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.

Confirm the congressional districts and edit as needed.
Review fields 6, 7, 8, and 9.
In field 10a, identify the lobbying registrant's name and address.

In field 10b, identify individuals performing services. It is a required field and requires text.

N o o &~

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 CoC Planning Unsheltered Homelessness
Set Aside Project Application FY2022 is correct.

8. Select "Save & Next" to continue to the next screen.

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
instructional 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 CoC Planning

Unsheltered Homelessness Set Aside Project Application FY2022, as well as reviewing information
populated from the "Applicant Profile" screens.

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

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

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

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

* As the duly authorized representative of the applicant, | certify: % Select to certlfy ]

Authorized Representative for: Anvtown Homeless Services
ytow

Prefix: Mr
First Name: | | .0
Middle Name:
Last Name: |,

Suffix:

Title: Housing Manager

Signature of Authorized Certifying Official: | considered signed upon submis| Select “Save & Next’

Date Signed: | j5/04/2027 to continue

JolUa/ LULL

Save & Back Save [ Save & Next ]

Back Next

Steps
1. Review the information on this screen.
2. Verify that the Authorized Representative information is complete and accurate.
3. Select the box stating that you certify these assurances.

4. Select “Save & Next” to continue to the next screen.
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2A. Project Detail

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

The following steps provide instruction on updating fields populated with information from the “Applicant
Type" and “Projects” screens in Part 2: Project Information, as well as completing the “Project Detail”

screen.

2A. Project Detail

1. CoC Number and Name: 1y 500 - pnf orage CoC ]

[ ! 2. Collaborative Applicant Name: Tjc o chorage Coalition to End Homelessness

3. Project Name: | .o 3

4. Component Type: . Planning Unsheltered Homelessness Set Aside Project Application

Back Next

This e.Form has been submitted

Steps

Note: You must select the correct CoC in the “CoC Number and Name” field. This field

identifies the CoC to which your CoC Planning Unsheltered Homelessness Set
Aside Project Application FY2022 will be submitted.

If the "CoC Number and Name" is incorrect, your CoC Planning Unsheltered
Homelessness Set Aside Project Application FY2022 will not be submitted to
HUD.

In field 1, select the "CoC Number and Name" from the dropdown menu.
In field 2, select the "Collaborative 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, ensure that the pre-populated "Component Type" is correct.

Select "Save & Next."
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Note:

If you need to change the pre-populated Project Name, you can correct it on the
“Create a Project” screen, following these instructions.

Select “Back to Submissions List.”

Select “Projects” in the left menu bar.

Select the "Edit Project” icon to the left of the Project Name.
Edit the "Applicant Project Name" field.

Select the "Save & Back" button.

Select "Submissions” on the left menu bar.

Select the orange "Folder" icon to enter the CoC Planning Unsheltered
Homelessness Set Aside Project Application FY2022. The change should
have pulled forward.
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2B. Project Description

The following steps provide instructions on completing the CoC Planning Unsheltered Homelessness Set
Aside Project Application FY2022 “Project Description" screen.

NOTE: When copying and pasting text from Microsoft Word into e-snaps, additional
characters may be added to your text.

To ensure additional characters are not counted by the system, e-snaps users
should copy and paste the text into e-snaps from Notepad, which will remove any
unnecessary formatting from Microsoft Word.

2B. Project Description

*1. Provide a description that addresses the entire scope of the proposed project and how the Collaborative
Applicant will use grant funds to comply with 24 CFR 578.7:

dadsad

* 2. Describe the estimated schedule for the proposed activities, the management plan, and the method for assuring
effective and timely completion of all work.

asdaa

* 3. How will the requested funds improve or maintain the CoC's ability to evaluate the outcome of CoC and ESG
projects?
asdaad

Back Next

This e.Form has been submitted

Steps

1. Infield 1, describe the entire scope of the project being requested and how the Collaborative
Applicant will use grant funds to comply with the provisions of 24 CFR 578.7.

2. Infield 2, describe the estimated schedule for the proposed activities, the management plan, and
the method for assuring effective and timely completion of all work.

3. Infield 3, describe how the requested funds will improve the Continuum of Care’s (CoC's) ability
to evaluate the outcome of CoC and Emergency Solutions Grants (ESG) projects.

4. Select "Next" to continue to the next screen.
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3A. Governance and Operations

The following steps provide instructions on completing the “Governance and Operations” screen for
Part 3: CoC Governance of the CoC Planning Unsheltered Homelessness Set Aside Project Application
FY2022.

e.Forms

cot g D 3A. Governance and Operations
Homelessness Set Aside
Project Application FY2022

* 1. How often does the CoC conduct meetings of the full CoC membership? ;..

Applicent Mame:
Saint Louis County Frojeck
Applicant

Applicant Number:
1MO-500 Project Applicant
Project Name:

Fr2022 Pin Unsheltered
App_ 1

Project Number:

137599

72 Does the CoC include membership of a homeless of formerly homeless person? |1y,
* 2a. For members who are homeless or formerly homeless, what role do they play in the CoC membership? (Select all that apply)

Participates in CoC meetings
Wotes, Inciuding electing Coc Board:
FY2022 Ca€ Planning Sits on CoC Board

Unsheltared and Rural

Homelessness Project Nane:

Application

3. Does the CoC's governance charter incorporate written policies and procedures for each of the following

FY2021 CoC Planning
+ 3a. Written agendas of CoC meetings? .

Detailed Instructions
Before Starting *3b. Coordinated Entry? (Also known as centralized or coordinated assessment) |,
Fart 1 - Forms

1A. SF-424 Application
Type

1B. SF-424 Legal
Applicant

1C. SF-424 Application 4
Details

* Please explain why written policies and procedures for Coordinated Entry have not been incorporated into the CoC's governance charter?

sdedse

* 3¢ Process for monltoring outcames of ESG reciplents?

Congressianal District{s)
424 Compliance
1F. 5F-424 Declaration

* 3d. CoC policies and procedures? |,

* 3e. Written process for board selection? |,

1G. HUD 2880

1H. HUGESEEE # 8. Gode of Conduct for hoard members that includes a recusal process? ||
11 Cert. Lobbying .
12, SF-LLL * 3g, Written standards for administering assistance? |,
IK. SF-4245

Part 2 - Project
Information

24, Project Detail

2B. Description
Part 3 - CoC Governance sdodsc

3A. Governance and
operations

3B. Committass. bz
Part 4 - Funding Request

4A. Match

4B. Funding Request Back Next
Part 5 - Attachment(s) &
Certification

* 4. Were there any written complaints received by the CoC in relation to project review, project selection, or other | ..
items related to 24 CFR 578.7 or 578.9 within the past 12 months?

% a. If yes, briefly describe the complaint(s), how it was resolved, and the date(s) in which it was resolved.

This e.Form has been submitted

Steps

1. Infield 1, select "Weekly," "Monthly," "Bi-Monthly," "Quarterly," "Semi-Annually," "Annually," or
"No regular meetings" from the dropdown menu to indicate the frequency in which the CoC
conducts meetings of the full CoC membership.

2. Infield 2, select "Yes" or "No" from the dropdown menu to indicate if the CoC includes
membership of a homeless or formerly homeless person.

3. Infield 2a, select the role(s) that members who are homeless or formerly homeless have in the
CoC membership. Select "None" if there are no homeless or formerly homeless members of the

CoC.

4. Infields 3a—3g, select "Yes" or "No" from the dropdown menus to indicate if the CoC's
governance charter incorporates written policies and procedures for each of the following:

e Written agendas of CoC meetings.
e Coordinated entry (also known as centralized or coordinated assessment).

o If"No" is selected for field 3b Coordinated Entry, a text box will appear.
Explain why written policies and procedures for Coordinated Entry have not been
incorporated into the CoC's governance charter.

e Process for monitoring outcomes of ESG recipients.
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e CoC policies and procedures.

e Written process for board selection.

e Code of conduct for board members that includes a recusal process.
o Written standards for administering assistance.

5. Infield 4, select "Yes" or "No" from the dropdown menu to indicate if there were any written
complaints received by the CoC in relation to project review, project selection, or other items
related to 24 CFR 578.7 or 578.9 within the past 12 months.

o Ifyes, field 4a will appear. In the text box, include a description of the complaint, how it was
resolved, and the date(s) in which it was resolved.

6. Select "Save & Next" to continue.
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3B. Committees

The following steps provide instruction on completing the “Committees” screen for Part 3: CoC
Governance of the CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

NOTE: When copying and pasting text from Microsoft Word into e-snaps, additional
characters may be added to your text.

To ensure additional characters are not counted by the system, e-snaps users
should copy and paste text into e-snaps from Notepad, which will remove any
unnecessary formatting from Microsoft Word.

e.Forms

X — 3B. Committees
 Flanning Unsheliares
Homelessness et Aside
Sroject Applation FY2022

Applicant Name Proviee Information for up ta five of the mest active CoC-wide planning committees, subcommitiees anc/or warkgraups, to acdress hemeless needs In the CoC's geegraphie area that recammend ang
o

Saint Louis County Preject set zolicy priorties for the Col. including a brisf descriation of the rele andl the frequency of the meetings. Only include committees, subcommintees andior workgreups, that are directly invalved in
Apslicant Cowidle planning and not the regular delivery of services.

Apalicant Number:

MO-500 Praject Applicant. "

Praject Nama:
F¥2022_Pln_Unsheltarad_

Apa1 e
P Name of Group Rele of the Group Meating Nare of Indhviduals andior
Project Number i 790 Characters Frequency Organizations Represented
137599
asas asdsda Weekly asd

FY2022 CoC Planning
Rural
54 Project

Before Starting
Part 1 Forms

8. SF-a22 Appiication Back Next
Type
1B, SF-424 Legal This & Farm has been submited
applicant

1C. SF-424 Appiication
Details

10, 5F-424
Congressional Distric(s)

1E. 5424 Complianca

1F. 5F-424 Declaration

1G. HUD 2880

1H. HUC 50070

11, Gent, Lobbying

10 SFLL

I SF-a228

Steps

1. Provide the following information for up to five of the most active CoC-wide planning committees,
subcommittees, and/or workgroups:

¢ Name of the committee.

¢ Role of the committee.

e Meeting frequency.

o Name of individuals and/or organizations.

2. Select "Save & Next" to continue to the next screen.

NOTE: The applicant must complete at least one row for a single CoC-wide planning
committee.
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4A. Sources of Match

The following steps provide instructions on completing the “Sources of Match” screen for the CoC
Planning Unsheltered Homelessness Set Aside Project Application FY2022. The purpose of the screen is
to summarize the match (in-kind and cash commitments) for your project.

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

PR

e.Forms

4#. Sources of Match

Unsraiered
4 St Aside 2
opikcaton Y2022 The following list summarizes the funds that will be used a5 Match for the project. To add a Matching source to the list, select the - icon. To view or update a Matching source already
listod, saloct the % icen.
Agplicant Name
Saint Lavis County Praject Summary for Match

Applicant

Applicant Humber X T
HO-500 Praject Apphcant Total Amount of Cash Commitments $560,850
Total Amount of In-Kind Commsilments:

Project Name:
Frang Mn Urshelared
App 1

Project Numbes:

137509

Total Amount of All Commitments: S650,850

2022 Cat Planaing m incame described in 24 CFR 578.97 to use as Match for this project?
heltered and Rural “Add” i
1con saurce of the program income:

ormelessness Project
Application

F¥2021 Co Planning
Ustaled [nstructions

Before Starting
Part 1 - Ferms

1A. 5F-424 Apphcation
Type

2 1b. Estimate the amount of program income that will be used as Match for this project: 5=,

1B, SF.424 Lagal
Applicant

F-424 Apphication Delete View Type Source Contributor Amount of Commitments
D. SF-424 (o} Cas [ sdfdescl $560,800

al District{s)

pl 4 Compliance

1F SF-424 Declaration

1G. HUD 2680

1H. HUD 50070 This & Form has been submitisd

Eon

Back Hext

Steps
1. To add information to this list, select the "Add" icon 2 above the “Delete’ heading.

2. The "Sources of Match Details" screen will appear.

40



Special NOFO CoC Planning Project Application

4A. 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 project.

Sources of Match Details
7 1. Type of Match Commitment: | _ ..jact -
* 2.Source:

-- select - =

*3. Name of Source:
(Be as specific as possible and include the office or grant program as
applicable)

* 4, Amount of Written Commitment:

Save Save & Add Another

Save & Back to List Back to List

Steps

1. Infield 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.

2. Infield 2, select "Government" or "Private" as the type of source from the dropdown menu.

3. Infield 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.

4. Infield 4, enter the total dollar value for the value of written commitments.

5. To add an additional source of match, select "Save & Add Another."

6. 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.

7. On the “Sources of Match” screen, review the list:

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

amounts.
e 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.
e To delete an entry from the list, select the red "Delete" icon. ©
8. If the list seems to be missing one or more items:
e Select the “Add” icon.
e Complete a “Sources of Match Details” screen, as discussed in the previous steps.

9. Select "Next" when you have completed all sources of match and proceed to 4B. Funding
Request.
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4B. Funding Request

The following steps provide instructions on completing the “Funding Request” screen for Part 4B: Funding
Request of the CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

The purpose of the "Funding Request" screen is to describe the quantity and dollar amount of each type
of eligible planning cost you are requesting and to determine the total budget of your project.

Important!

Unlike the annual CoC Program NOFO funding, Special NOFO funds for CoC Planning are
awarded for three years.

Because of that, the “Select a grant term” screen is pre-populated with “3 Years.” If the screen in
e-snaps is not pre-populated with “3 Years”, then you are working in the wrong application, i.e.
you are working in the annual CoC Program NOFO.

In the “Annual Assistance Request (Applicant)” column, you will enter the annual amount for each
applicable budget line item. The three year amount will be automatically calculated in e-snaps.

4E. Funding Request

1. Will it be feasible for the project to be under grant agreement by - = S pecia| NOFO grant

September 15, 20247 . 1 . 3 d

* 2. Does this project propose to allocate funds according to an indirect cost rate? . erm 1s yea TS an

cannot be edited.
[ 3. Select a grant term: . ]
* A description must be entered for Quantity. Any costs without a Quantity description will be removed from the budget.
Annual
Eligible Costs: Uumlhtyln\l.\l[,' De: I‘.CIHDtI-'.n :R:;:i.;l[\:le‘
max 400 characlers L 210
1. Coordination Activities
. Project Evaluation
Enter annual amount of

3. Project Monitoring Activities .

4. Participation in the aSSIStance for eaCh

Consoliated Plan H H .

applicable budget line item.

5. CoC Application Activities

6. Determining Geographical

Area to Be Served by the CoC

1. Developing a CoC System

£. HUD Compliance Activities

Total Costs Requested 50
(Total Annual assistance multiplied by 3 years) G ray Shaded rows are nOt

Cash Match

. I ”
editable. Select “Save” to

In-Kind Match

ot e calculate the three year =
Total Budget (Match + 3 year total costs budget) amount- 0

Click the 'Save’ button to ical ! the Total
Rl e
Back Next

Steps
1. Infield 1, select "Yes" or "No" from the dropdown menu to indicate whether it is feasible for the
project to be under grant agreement by September 15, 2024.

2. Infield 2, select "Yes" or "No" from the dropdown menu to indicate whether the project is
proposing to allocate funds according to an indirect cost rate.
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e If"Yes," complete the indirect cost rate schedule under 2a, select "Yes" or "No" under 2b to
indicate whether the rate has been approved by your cognizant agency, and select "Yes" or
"No" under 2c to indicate whether you plan to use the 10 percent de minimis rate.

3. Infield 3, e-snaps will pre-populate the grant term as "3 Years." You cannot edit it.

4. Under field 3, for each of the eight eligible cost categories, enter the following:

e Under the "Quantity AND Description" column, enter a 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 (Applicant)” column, enter the dollar request for
each year of the grant term.

e The eight eligible costs categories include the following:

o

o

o

(0]

(0]

Coordination Activities

Project Evaluation

Project Monitoring Activities

Participation in the Consolidated Plan

CoC Application Activities

Determining Geographic Area Served by the CoC
Developing a CoC System

HUD Compliance Activities

5. Select "Save" to automatically populate the "Total Costs Requested" and "Total Budget."

6. Select "Save & Next" to continue.

NOTE:

NOTE:

Cash match and in-kind match fields are automatically populated. If they need to
be changed, return to the "4A. Sources of Match" screen to make changes to
these fields.

A minimum of a 25 percent total match is required for ALL requested CoC
Planning costs.

The system will notify project applicants if an ineligible amount is displayed with a
warning message and will prevent the submission of the application.

See 24 CFR 578.73 regarding match requirements to ensure the in-kind match
reported is documented appropriately if this method of match is selected.
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5A. Attachments

There are no attachments required for the CoC Planning Unsheltered Homelessness Set Aside Project
Application FY2022.

¢ Logout

SA. Attachment(s)

Delete Document Type Required? Download Document Description ::l:t:ch ed
1. Other Attachment(s) Mo No
. 5) Attachment
2. Other Attachment(s) No No
SemmTEEEE s Attachment
Back [ Mext

Step
1. Select "Next."
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5B. Certification

Project Applicants must certify that their programs will be in compliance with all applicable Fair Housing

and Equal Opportunity laws. The following steps provide instructions on completing the “Certification”
screen of the CoC Planning Unsheltered Homelessness Set Aside Project Application FY2022.

Get PDF Viewer
D. Explanation.

Back to Submissions List Where the applicant is unable to certify to any of the statements in this certification, such
applicant shall attach an explanation behind this page.

Name of Authorized Certifying Official: | ) smin-02 |

Date: 051772021

Title: |Diractor |

Applicant Organization: |Projact Applicant - jsmith-02 Test |
PHA Number (For PHA Applicants Only): |

* I certify that I have been duly authorized by th -
applicant to submit this Applicant Certification and to
ensure compliance. I am aware that any false, ficticious,
or f diad

fr or clai may subject me to
criminal, civil, or administrative penalties . (U.5. Code,
Title 218, Section 1001).

Save & Back | Save Save & Newt

Back Mext

| Gheck Spelling

Steps
1. Review part A of the certification statement.

2. If the Project Applicant is unable to certify any of the statements in part A of the Certification,
enter text explaining why in the text box provided in part D.

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 o o M w

it blank.

©

Select the box next to the certification statement.

9. Select "Save & Next."

If the organization is a Public Housing Authority (PHA), enter the PHA Number. Otherwise, leave
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6A. 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 applicant to
proceed to the next step in the e-snaps system.

In the context of this navigational guide, the Project 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 CoC Planning Unsheltered Homelessness Set Aside Project Application
FY2022 "Submission Summary" screen with all items completed. Note that the "Submit" button is active
and can be selected.

6A. Submission Summary
Complete Mandatory
v
& Review “Last
v 5!
S —— Updated” column
v HUD 288
v H. HUD 5007
v Ce bbyin
v 1. SF-L
vy K. SF
v
v 2B, Des
o A Go Oper
v B, C
v 1B, Fu Rex
v £ :
Back Active “Submit”
Export to PDF button
[ Submit

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

o 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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The following image shows the completed CoC Planning Unsheltered Homelessness Set Aside Project
Application FY2022“ 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.”

Back ‘ ‘ Next

| Export to PDF |

Get PDF Viewer

Submit

- ] e.Form has
[ This e.Form has been submitted ] i been submitted J

Exporting to PDF

Applicants can obtain a hard copy of the CoC Planning Unsheltered Homelessness Set Aside Project
Application FY2022 using the "Export to PDF" button located at the bottom of the “Submission Summary’

screen under the navigation buttons.

Back ‘ ‘ Next
[ ‘ Export to PDF ‘ ] Select button to
obtain a copy of
Get PDF Viewer the Planning
Application
Submit
This e.Form has been submitted

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”), 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 CoC Planning Unsheltered Homelessness Set Aside Project Application
FY2022 "Submission Summary" screen with items that still need to be completed. Note the "Submit"
button is gray-shaded and you cannot select it.

6A. Submission Summary
This screen

Complete is Complete [ Last Updated ] Mandatory

- 1A. SF-424 Application Type No Input Reguired No
(v ) 1B. SF-424 L egal Applicant 07/28/2022 Review “Last
— 1C. SF-424 Application Details No Input Requir UpdatEd” column
(T 1D. SF-424 Congressional District(s) Please Complete YEs

b 4 These screens are Please Complete Yes

X incomplete Please Complete Yes

X 1G. HUD 2880 Please Complete Yes

b 4 1H. HUD 50070 Please Complete Yes

X 11 Cert, Lobbying Please Complete Yes

X 1J. SFLLL Please Complete Yes

X IK. SF-4248B Please Complete Yes
N—

ack e [ 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, saving the information on each screen.

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.

o “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 Unsheltered Homelessness Set
Aside Project Application FY2022 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:

Steps
1. Select “Back to Submissions List.”
Select “Applicants” in the left menu bar.
Ensure your Applicant Name is selected in the dropdown menu at the top of the screen.

S
Select the "Open Folder" icon “* to the left of the Applicant Name.

2
3
4
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 to enter the CoC Planning Unsheltered Homelessness Set Aside Project

Application FY2022. The change should have pulled forward.
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Project Application Changes

NOTE:

For the CoC Planning Unsheltered Homelessness Set Aside Project Application
FY2022, 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

Project
Applicant

Collaborative
Applicant

The following actions are taken by the Collaborative Applicant so the Project
Applicant can amend 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
Project Priority Listings instructional guide, which can be found at:
https://www.hud.gov/program_offices/comm_planning/coc/special CoCNOFO .

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 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. 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.

i
Select the “Open 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 re-submitted the Project Application, the
Collaborative Applicant must update the project listing in order for the Project
Application to reappear on the appropriate Project Listing screen.
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Next Steps

Congratulations on submitting your CoC Planning Unsheltered Homelessness Set Aside Project
Application!

Additional instructional guides and resources are available to assist Collaborative Applicants and Project
Applicants in completing the Special NOFO CoC Consolidated Application, Priority Listing, and individual
Project Applications. Please return to the Special NOFO Competition Resources pages at:

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

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