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Project Applicants:
Completing the Applicant Profile and
Accessing the Exhibit 2 Application

Notes:

This module provides instructions and general guidance to project applicants for completing the
Applicant Profile and accessing the Exhibit 2 application.

During previous competitions, the Appli cdbhahd Pr of i |
related certifications and assurances. Starting with the FY2011 competition, the Applicant Profile
will store the contact information for the applicant organization and its designated contact person,
as well as certain certifications and attachments. The SF-424 is no longer located in the Applicant
Profile. The SF-424 has now been integrated into the Exhibit 2 application and must be completed
for all projects. For information on creating the SF-424, please see the modules on Exhibit 2,
which are located on the e-snaps training page at http://esnaps.hudhre.info.
In order to access the Exhibit 2, applicants must first complete the Applicant Profile. In this
module, we will walk you through the steps to complete the Applicant Profile, including the steps
for creating a user profile in e-snaps.
A Each applicant organization is required to complete only one Applicant Profile, with two
exceptions discussed later in this module.
A Organizations that have already established an Applicant Profile in e-snaps in prior years
may simply review each screen and edit them if necessary, ensuring that each revision is
saved. Once you have reviewed each screen, yol
button on the Submission Summary page so that you will be able to select a funding
opportunity, establish your projects, and access your Exhibit 2s.

The person who should establish the Applicant Prof
Representative.
A This person has the authority to select the #fSi
application.

A Any registered e-snaps user within the applicant organization may create, update, and
complete the Applicant Profile. Registered users are established in e-snaps by the

applicant organi zationds Authorized Represent af
module.
Now that you have an understanding of what wil!/ be

modul eds | earning objectives. 1



» By the end of this module, you should be able to:
— Prepare for the application process
— Create a user profile
— Add registrants
— Identify the screens and fields you need to complete

— Attach the required documents to your Applicant
Profile

— Complete the Applicant Profile and select your
Funding Opportunity

— Establish your project and, for renewal projects,
import your FY2010 information

— Access Exhibit 2

W @snaps

Notes:

By the

o Do o Do Do B o I Do

end of this module, you should be able to do the following:
Prepare for the application process;
Create a user profile;

Add registrants (in other words, add staff so they are associated with and have access to

the Applicant Profile and Exhibit 2);

Identify the screens and fields within the Applicant Profile you need to complete;

Attach the required documents to your Applicant Profile;
Complete the Applicant Profile;
Select your Funding Opportunity;

Establish and your projects and, for renewal projects, import your FY2010 information;

and
Access Exhibit 2.

Note: You will not need to complete the entire Applicant Profile at one time. You can save your
information, log out, and return to the Applicant Profile later.

Let

6s start now with the discussion on

preparing

f
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» Review following resources, located on the e-
snaps training page of the HRE at
www.esnaps.hudhre.info

— Introduction to e-snaps Functions and Features, to
assist you in navigating through e-snaps

— Getting Started for project applicants, which describes
what to do if your organization’s Authorized
Representative changes

Notes:

The e-snaps training page on the HRE contains numerous resources for the Applicant Profile,
Exhibit 1, and Exhibit 2. There are several resources available that you should review prior to
starting your application.

A Review the Introduction to e-snaps Features and Functions training module. This
discusses terms used in e-snaps, icons and button that you will encounter, ways in which
you can navigate through the application (e.g., left menu bar, submission summary
screen), and fields that are required to be completed.

A Review the Getting Started guide for applicants. This discusses what to do if the
Authorized Representative changes and several other topics, and it provides helpful hints
and identifies common errors.

A These resources and more are available at http://esnaps.hudhre.info.



http://esnaps.hudhre.info/index.cfm
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DUNS number and CCR up-to-date
Only one Applicant Profile needed, in most cases

Applicant applying for funding should complete
Applicant Profile

Authorized Representative available to sign
certifications and assurances and add registrants

Number and registering with the Central Contractor Registration (CCR), on the

See the resource on obtaining a Data Universal Numbering System (DUNS)
e-snaps training page at hitp:/esnaps.hudhre.info

Notes:

A Data Universal Numbering System (DUNS) Number and registration with the CCR is required of all
project applicants.

** See the resource for obtaining a DUNS) Number and registering with the Central Contractor
Registration (CCR), on the e-snaps training page at http://esnaps.hudhre.info. The Dun and
Bradstreet website is www.dnb.com. The CCR website is www.ccr.gov. Note that CCR is also
known as Central Contractor Registry.

Each applicant should only have one Applicant Profile. There are two exceptions:

A If the organization has more than one authorized representative. For example, if one organization
handles Maryland, Virginia, and DC but has a different authorized representative for each location,
you need to complete three separate Applicant Profiles. However, if one organization has one
authorized representative for all locations, you need to complete one Applicant Profile and specify
in Exhibit 2 which project goes with which CoC.

A If there have been changes in the way the applicant organization, or, in other words, if projects are
transferred from one applicant to another, the new project applicant must complete a new Applicant
Profile.

The Applicant applying for funding is the organization who should complete the Applicant Profile and submit
the Exhibit 2 in e-snaps.

NOTE: Any registered user can complete the Applicant Profile, but the Authorized Representative must
complete and sign off on the required certifications and attachments before they can be attached in e-snaps.

A The Authorized Representative does not need to enter in all the information, but he/she must
establish a user profile, log in, and establish the organization as an applicant. These steps are
explained later in this module.


http://esnaps.hudhre.info/index.cfm

Notes:

* e-snaps can be accessed at http://www.hud.gov/esnaps

» Tolog into e-snaps, a user profile must be created.

Front Office Portal

'?’“‘*\,\ left menu bar.

Welcome to e-snaps a

Welcome to e-snaps! E-snaps is the new application and grants management system for HUD's Homeless Programs. It supports the 3
collaborative application process known as the Continuum of Care (CoC) Homeless Assistance Competition :

E-snaps is to be used by authorized persons only. If you are an authorized user. please log in by entering a valid user name and pass.vold’
i you have any difficulty with this process please contact the System Administrator. You may also use the Links on the et 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

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

this application have been submitted to the Ofice of Management and Budget .oms{
U'S.C 3501-3520). This agency may not collect this information, and you are

tly valid OMB control number ,

The information collecy)

not required

Select “Create
Profile” from the

Informatios ity contained in each program rule. The information will be used to rate ,
3

e Homeless Assistance are based on rating factors listed i the Notice ev{
ounce the Continuum of Care Homeless Assistance funding round. The

Fund Availabi 3
fected for spacific funding competitions )

information collec
CoC Registration: OMB Approval No. 2506-0182 (exp. 04/30/2012]

N

Public eportgo tycden orthis,collectionis estimated to sverage 0.50 haurs per regaense. ncluding adimedauisigying insructiong,
o~ A et B N G g o mf»u-)\ ROX? S 2

The first step to completing the Applicant Profile is creating a user profile, which will give you
access to the e-snaps system.

A Enter the following URL into your Internet browser window: www.hud.gov/esnaps.
This will take you to the e-snaps Welcome screen.

A Sel ect

Note:

Image Description: Screen capture of the e-snapsWe | ¢ o me

f

iCreate Profiledod from the

eft

you have completed a user profile
to create another one. Simply enter in your current e-snaps user name and password.

highlighted in the left menu bar.

Sscreen

Wi

menu bar

during a p

t h

ACreate



Front Office Portal User Profile l
Instructions [Show] <
ﬁ * First Name: |
e * Last Name: | -
* Email: | (
Logn * Email Confirm: | )
Forgot your password? * Default Application Language: |Engliish (US ) ¥
Locale * User Name: [ /
English - United Stal 3
= 2 = * password: | (
Q iigc*:u:"‘:::'s’w * Confirm Password: |
* Personal Confirmation Question: | )
N Create profile * Personal Confirmation Answer: | S ,
J Select p
S cotactis | Sove =< “save’ 4
\ = . e ;
e, o _"‘\M-\A, \,‘r——““\r-/‘“»l‘“ ogfomaton, f\““f
6
Notes:
After selecting fiCreate Profile, 0 the Usewnapsmasti | e scr e

have his or her own personal user profile. Staff should not share the username and password of one user
profile to gain access to the system.

As denoted by the asterisks, all of the fields on this screen are mandatory.
A Create a username and password that you will remember.
Complete all the fields.
Select the ASaved button at the bottom of the screel

From now on, you can access the system by entering the username and password you created on
the e-snaps Welcome screen.

o o To

Note: The system allows you to change your password at any time. However, you cannot change your
username once it is established.

If you forget your log in information:
A Select AForgot Your Passwordo on the |l eft menu bar

A On the fiForgot Passwordo screen, enter your usernami
your User Profile.

A Select ASend Password Reset Lesnapsowil aendirstuetionsydat t om o f
emailonre-s et ting your password. The emai l wi || include
Confirmation Questiono field.

A After entering the correct Personal Confirmation Answer, you will be directed to a link that will allow
you to change your password.

If you forget your Personal Confirmation Answer, contact the HRE Virtual Help Desk, notify them that you do
not have your personal confirmation answer, and request they re-set your password.

Image Description: Scr een capture of the User Profile screen with



* e-snaps can be accessed at http://www.hud.gov/esnaps
« Applicants log in on this page
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Notes:
You have now created a user profile and are able to log in to e-snaps.

Before you log in, remember the following:

A Review the Introduction to e-snaps Features and Functions training module. This
discusses terms used in e-snaps, icons and buttons that you will encounter, ways in which
you can navigate through the screens (e.g., left menu bar, submission summary screen),
and fields that are required to be completed.

A Review the Getting Started guide for applicants. This document discusses the DUNS
number, provides helpful hints and identifies common errors, and several other topics.

A These two are located on the e-snaps training page at http://esnaps.hudhre.info.

To login to e-snaps:
A Go to the e-snaps Welcome page where you created your user profile:
www.hud.gov/esnaps.
A Enter your username and password.
A Select the ALogind button.

Image Description: Screen capture of the e-snapsWe |l come screen with fAUserna
fiPasswordo fields highlighted in the | eft menu bar
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» Select “Applicants” from the left menu bar (under Workspace)
» To view or update an existing profile, go directly to slide 10

» Select the “Add” icon to create a new profile
Front Office 7t

& icfin Instructions [Sh Select this icon to create a new
) Applicant Profile. '
Front Office Portal -

aﬁf’vmﬂicanm P
||A|B|C[D|E|FIGIHI!IJ|K|L|H|N|O|P|Q|RIS||’]U|V|W|x|v:

Q, Search Funding
Opportunities

Open Applicant Name ¥ Nibar of Proj ;::'m ; *
’ - el 111111 '
& | cove use New York/Under 21, Inc 117491015 3 x
8. X oac oo Select folder to
view the existing ’
'
This link brings you ¢
to the Applicant j
P : screen. Goon PN, W N

Notes:
The next step is to establish your organization as an applicantin e-snaps.

Here, you are establishing your organization as an applicant for HUD funds that will be completing
an Applicant Profile and submitting one or more Exhibit 2 applicationsin e-snaps.

A From the |l eft menu bar, select fAApplicantso una
Applicants screen (shown on the slide above).
A 1lf you are a new applicant,

the 1ist wildl be el
appears just above the word AAIIl . O

A Ifyou are an existing applicant, skip this step and slide 9 and go to slide 10.

Caution:
A Establish only one applicant.
A Do not create an applicant for each of your projects.
A Do not identify your projects at this time.

Image Description:Scr een capture of the Applicants screen w
menu bar and the fAAddO and AOpen Foldero icon hig



Front Office

&~ Enter your organization's SOOI
" 1\ legal name. . _
7 iy * Applicant Type: | Organization v,
: . B =

* Applicant Name:  coc organzation

4 Applicant Number: 12355789

£

Enter your DUNS
number.

% See the DUNS Number and CCR resource, on the e-snaps training page at
N http://esnaps.hudhre.info

Sae ](

Bock to Appicarts List

Notes:
Selecting th
A For
A For
A For

e AAddOo icon brings you to
the ATypeo field, select

t he Applicant Nameo field,
t he Applicant Numbero field,

ot

t he
fiOorganizationo
enter
enter

Applicant De:
from thi
your organi zal
your organi

Enter your DUNS number as only 9 numbers, or DUNS+4 number extension when applicable.
Do not include hyphens or other punctuation marks. If you use punctuation, you will receive an

error message.
A Select
A Sel ect

t he
t he

iSaved button.
fiBack to Applicants Listo

button.
Note: Existing applicants do not complete this step and should skip to slide 10 of this module.

DUNS number error message: The number in this field must be unique or you will receive an error
message. If you receive an error message, first check that you did not enter any punctuation marks. If that
does not resolve the issue, contact the HRE Virtual Help Desk. Be aware that you may need to obtain the

4-digit extension for your DUNS number.

** Remember, if you need information on the DUNS Number or CCR, there is a resource available on the e-
snaps training page at http://esnaps.hudhre.info. You will also find information on obtaining a DUNS number

at http://www.dnb.com.

Image Description: Scr een

capture of the Appl
AApplicant

icant
Number o fields highlighted.

Det ail s

screen
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...... Instructions [Show]

[~ Applicants
i AlsjcliDlEelFlGINIIlIIKRKILININ|jOIPIQIRISITIVUIVIWIX|Y]

Namet Applicant Number Number of Projects Submissiqp?

{

, :
& | @ Horence/monhwest Alabama coc AL-s02 s ;;
{

¢

{

7

Select “Open Folder”
icon to access the
Applicant Profile.

Select the “Registrant’
icon to add and delete
registered users.

SREITNY LN Sy R

Notes:
On the Applicants screen, your applicant should now be listed under the Applicant Name column.

A Note: If you erroneously create additional applicants, use only the correct one. You
cannot delete the applicant name. To avoid confusion, you can rename the other
applicants (e.g., Alncorrect applicant named o
applicant name and renaming the applicants.

There are two icons next to the Applicant name.
A fiRegistramfhdosi cocon resembles a person. When yo

you will be able to add and delete registrants (registered users) to your Applicant Profile
and Exhibit 2 application.

A AnOpen Fold&hodositcoonn resembles an orange folder
Foldero icon, the screen will refresh and the |
e-snaps with the Applicant Profile pages.

We will discuss the fiRegistranto icon first. We wi

cants screen with the
ighted, with captions s
ect the ARegistranto i

Image Description: Screen capture of the e-snaps A p p
and ARegistranto icon high
AApplicant Profiled and AS

10



...... Instructions [Show]

(%) Applicants
AR | AlBlCciIDIE|IFIGINIIIIIKILIN|IN|OIPIQIRISITIUIVIWIX|Y]

Open Applicant Name Applicant Number Number of Projects Submissioy?

§

g

- rence/Northwest Alabama CoC AL-502 4 ?
— 1;

{

4

£

f

/

“Select the “Registrant”
icon to add and delete

registered users.
) Select Applicants to
view the Applicants
screen.

e
See also the resource on adding and deleting additional registered users on

the e-snaps training page at htip:/esnaps.hudhre.info.

Notes:
Letds discuss the fadd a registranto function and

Having a user profile enables a person to access e-snaps. However, only the Authorized
Representative and people who have been associated with the organization as registered users
have the ability to enter information in the Applicant Profile and all Exhibit 2 applications
associated with this Applicant Profile.
A Before you can add any user in e-snaps, the individual must have an e-snaps username
and password.
A The staff to be added must first go to the e-snaps main page at
www.hud.gov/esnaps, sel ect fACreate Profiledo from th
complete a user profile.
A After that, the individual needs to provide the Authorized Representative with the
username and email address (used to create the e-snaps profile). The Authorized
Representative does not need the personds p
A To add a registered user, the Authorized Repre:
icon (which resembles a person) to the left of Applicant Name. e-snaps will proceed to the
Registrants screen.

** This information can also be found in a resource called Adding and Deleting Additional
Registrants/Registered Users in e-snaps, available on the e-snaps training page at
http://esnaps.hudhre.info.

Image Description: Screen capture of Applicants screen with Applicants highlighted in the left
menu bar and the ARegistranto icon next to an appl

11


http://esnaps.hudhre.info/

Select this icon to
et advance to the “Add 4
a RegIStrant" page :‘:::]nc::mr:::::l:nouhwesx Alabama CoC ;
Applicant Number: AL-502
/ <
> 2
egistrants
User Name Emallel : {
<l
4
Backto Lat 4
<
- . v N\ ™\ W Ve
12
Notes:
On the Registrants screen, select the AAdd registr
Registrantscreen. Thi s i con resembles a paper clip and is |

Authorized Representatives are encouraged to be cautious when allowing access to the Applicant
Profile and Exhibit 2.
A As the number of users increases, so does the risk for errors.
A Aregistered user has access to the Applicant Profile and all Exhibit 2 applications
associated with this Applicant Profile.

A Ifyou are a CoC lead agency that is also submitting an Exhibit 2 application and if you
have the Exhibit 1 and Exhibit 2 listed under the same Authorized Representative
user profile, all registered users have access to the Applicant Profile and Exhibit 2,
as well as the Exhibit 1. To avoid this, establish the Exhibit 1 and the Applicant Profile/
Exhibit 2 under two different user profiles.

Although the Authorized Representative should be cautious in allowing access, HUD strongly
recommends that each Authorized Representative add at least one additional registered user to
their e-snaps account . Then, in the event that the Authorized Representative is out of the office,
another informed colleague will have access to the Applicant Profile and Exhibit 2(s).

Image Description: Screen capture of Applicants Details screen with the paperclip icon
highlighted.

12
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Enter in their ‘lppllcanl“:::lnc::":)o::::l:NorlhwestAlaban\a coC
pll:anl Number: AL-502

user name and

email address. Py s

Instruc

| tuserName: [
|* Email address: [

Add Regstrant l Back to List [

SN ANAL A AL A, S

et s A NN, B It B N o M

Notes:
On the Add a Registrant screen:

A Enter the username and email address of the staff for whom you would like to grant
access to the Applicant Profile and Exhibit 2.

A sSelect the fiAdd Registranto button.

A Select the fiBack to Listo button to see that t|
is now a registered user.

Reminder:
A This username must have already been created by the staff person.
A The fields with the asterisk (*) are mandatory.

A The username and emai l addr ess nmewsapsudere t he sam
profile. This is how e-snaps recognizes that the person who is logged in is associated
with a particular Applicant Profile and Exhibit 2 application(s).

Image Description: Scr een capture of the fAiAdd a Registranto
Email Address fields highlighted.

13
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Applicant Details
Applicant Name: Florence/Northwest Alabama CoC
Applicant Number: AL-502

Registrants
Name User Name Email

(N

© Trainingt, 107 Training?

@ Tteaining ICF Trainin ")
N
=
O

The new user is
listed on the screen.

Grantiumsg

14

Notes:

When you select the ABack to Listodo button, you wil
Registrants list. The registered user has now been associated with the Applicant Profile and all of
the Exhibit 2s associated with this Applicant Profile in e-snaps.

Additional information on adding and deleting registered users:
A You can add and delete registered users at any time.

Alf you want to delete a user, select the fADel el
l etter Ax0 inside. Deleting the user wild/ remo:
Profile. This person will still be able to access e-snaps, but will no longer be able to
access the organizationés Applicant Profile or

Alf you need to edit someonedOs username Or pass.\
the list and then add the person again with the correct information.

No w, select the ABack to Listo button to return to

Image Description: Scr een capture of the fiRegistranto screel

14



Front Office Find Applicant Name

in “Applicant Name”
column

Instructions
& tgallo Use “Applicant
Number” column to
confirm Applicant
number
S

Front Office Portal .

%)

Q, Search Funding Al |A|B]|C
Opportunities

DIEIFIGIHITI|IIKILI]

Applicant
Number

44444111

1 U] el Drlz

Last
Submission

Select
“Applicants”
link in left

Select “Open
Folder” icon to
access Applicant
Profile

R R T R i T

15
Notes:
To access the Applicant Profile:
A Select AApplicantsodo from the |l eft menu.
A On the AApplicantsodo screen, | ocate the fAApplic
A Confirm the Applicant for which you should complete the Profile by reviewing the
Applicant Number column.
A 1t should have the Applicant number and not a number for a CoC.
A Select the orange fAOpen Foldero icon next to t|

Continue on the next page of this training module for instructions on completing the Applicant
Profile.

Image Description: Scr een capture of the fAApplicanto screen
AApplicant Nameo column, Applicant number, and or a

15



Select “Project
Applicant” from
the dropdown
menu

& TGalo 1. Profile Type

Applicant Profile Instructions: [show]

A Profis Yypn * Applicant Profile Type: | project Applicant +
2. Organization Information
3. Contact Information
3A. Authorized ( Save ][ Save & Back I
Representative
38. Altemate Contact Back ][
4. Additional Information
5. Attachments
SA. HUD 2880
5B. Lobbying
SC. Code of
Conduct/Drug-Free
Workplace
6. Submission Summary

Save & Next

Next ]

Export to PDF
Get PDF Viewer

Back to Applicants List

16

Notes:
On the AProfile Typed screen:

A Select AProject Applicanto from fAApplicant Pro:
A Then, select ASave and Next

I f you completed the Applicant Profile during a pr
selection should already appear on the screen.

Image Description: Scr een capture of the fAProfile Typeo scr
dropdown menu highlighted.

16



2. Organization Information

Instructions: [show]
* Legal Name of Organization:

Organizational uni
Department Name:
Oiision Name:
* Organization Type: |~ saci
W Other, please spedy:
* Employer or Tax Identification Number:
Qrganization DUNS DUNS Extension:

wber st be only 9 Salts, or 13 dghts with » 4-8igh extension

Address

* Street 1:
Street 2:
*city:

*State: | goloct
* Zip/Postal Code:
County:
* Country:

* 15 the organization's making address the same s the

17

On the fAOrganization Informationd screen:
A Complete the required fields marked with an asterisk (*).
A Complete the optional fields, as appropriate.
A Then, select fASave and Next.o

The required fields include the following:
A Legal Name of Organization

A The | eﬂal name must match the name on the organizationo
governing authority. Surrogate names, abbreviations, or acronyms must not be listed.

A Organization Type
A Select from the dropdown menu.

A Note: If a Project Applicant is a private or public nonprofit, it is required to provide documentation of its
status.

A Employer or Tax Identification Number
A Organization DUNS Number

A Project Applicants must have an active CCR for the DUNS Number and extension (if applicable) identified
here. If a department name is identified, a DUNS extension should be identified and associated with the

Department.
A Address i Street 1, City, State, Zip/Postal Code, and Country
A ldentification as to whether the mailing address and orgar

from the dropdown menu.
The optional fields include the following:
A Department name
A Division name
A Organization Type i Other field
A Street 2 address and county

Note: | f you completed an Applicant Profile during a previous yea
already appear here. You will merely need to review, and if necessary, edit it.

Image Description: Screen capture of the fAOrganization |Informationo scr e

17



3A. i ive Contact

Instructions: [show]
* Prefix: select v
* First Name:

Middle Name:

* Last Name:
Suffix:
* Title:

Provide all
applicable
contact
information

— select - ¥

* Organizational Affiliation:

* Phone Number:
Format: 123-456-7890

Extension:

Alternate Phone Number:
Format: 123-456-7890
Extension:

* Fax Number:

Format: 123-456-7890

* E-mail Address:

* Confirm E-mail Address:

L ]

Bauk I ot ]

Check Speling

Save & Back ][

18

Notes:

The AAut horized Representative Contact I nformati
the applicant organization and to assume the obligations imposed by the Federal laws, program regulations,
NOFA requirements, and conditions for a grant or grant application, including the applicable Federal
regulations.

On the APrimary Contact I nformati
A Complete the required fields marked with an asterisk (*).
A Complete the optional fields, as appropriate.
A Then, select fiSave and

onodo screen:

Next . o

The required fields include the following:
Prefix
First Name and Last Name
Title
Organizational Affiliation
Phone Number and Fax Number
Email Address and Confirm Email Address
The optional fields include the following:
A Middle Name
A Suffix
A Alternate Phone Number
A Extensions for phone numbers

To I To Io Io I

zed
contact

he AAuthori
applicabl e

of t
al |l

Image Description: Scr een
caption stating

capture
AProvide

ono

SCrI |

Representati

nfor ma:
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F AR 3B. Alternate Contact Information

Applicant Profile Instructions: [show]
* Prefix: | .- select - v

* First Name:
Middle Name:

* Last Name:

Provide all
applicable
contact
information

Suffix: | select - |¥
* Title:

* Organizational Affiliation:

* Phone Number:
Format: 123-456-7890

Extension:

Alternate Phone Number:
Format: 123-456-7890

Extension:

* Fax Number:
Format: 123-456-7890

* E-mail Address:

* Confirm E-mail Address:

o Il Som 860k | Sewdnen

o I T ]

Check Speling

19

Notes:

On the AAlternate Contact I nformati ono screen:

A Complete the required fields.
A Complete the optional fields, as appropriate.
A Then, select fASave and Next. o

Note: The required and optional fields for the Alternate Contact Information are the same as those
for the Primary Contact Information. It is best for the alternate contact person to be the person
who is most knowledgeable about the application. This may or may not be the organizations
Authorized Representative, and may be the grant writer, a program managers, or financial analyst.

Image Description: Screen capture of the AAlternate Contact
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Instructions: [show]
1. Indicate applicant's congressional district(s):
(for multiple selections hold CTRL and key)

Available Items: Selected Items:

AZ.007
appears for AZ008 =

nonproﬁts * 2. Is the applicant a faith-based organization? _ select.. «

* 3. Has the applicant ever received a federal grant? _ ceject.. o

* 4. Identify
the source
documentation
for applicant's
nonprofit
status:

-- select -

(

Save ]( Save & Back ]( Save & Next |

Back I T |

At angh o AP Sh st 2 A0 et o AP I bttt S ot o B e pann 0 s

20
Notes:
On the AAddi ti onal I nformati ondo screen:
Alndicate the applicantds congressional distric:
the AAvail able Itemsd box on the | eft and movi

A Use the arrow buttons to move the selected items.
A At least one congressional district must be selected.

A Next, select fAiYesd or fiNoo from the dropdown m
faith-based organization.

A Next, select fAiYesd or fANoodo from the dropdown m
ever received a federal grant.

A Next, if the project applicant is a nonprofit, indicate the source documentation for the
applicantés nonprofit status by selecting from

A On the fAOrganization Informationd screen, prc
AiM. Nonprofit with 501(c)(3) I RS Statuso or f
using the AOrganization Typed dropdown menu.

A Then, select fiSave and Next. o

Image Description: Screen capture of the AAdditional | nfor m
identifying the source documentation dropdown menu highlighted.
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&r TGalo S5A. Applicant/Recipient Disclosure/Update Report (HUD 2880) Attachment

Date

Applicant PEDIRS Document Type ired? g:.scripﬁon Attached

1. profile Type Applicant/Recipient o = ==
2. Organization Information Disclosure/Update Re, r Yes No Attachment
3. Contact Information

( Back I i ]

4. Additional Information
S. Attachments

% See the resource on how to create a zip file, on the e-snaps training
N\ page at http://esnaps.hudhre.info

21

Notes:
The Applicant/Recipient Disclosure/Update Report is required annually.

You are REQUIRED to submit one 2880 per projectd to enable you to complete your Applicant Profile. If you
submitted this attachment during a prior ylkther 6s compet i
information on the attachment is still accurate, you do not need to replace the attachment for FY2011. If the

information has changed, however, please delete the attachment on file, complete a new attachment, and

upload it. The information for uploading attachments is included below.

A If you have not yet downloaded the Applicant/Recipient Disclosure/Update Report form, it is located
at http://www.hud.gov/offices/adm/hudclips/forms/files/2880.pdf.

Once you have downloaded the HUD form, complete it and save an electronic copy on your
computer.

A

A If you have more than one project, fill out one form per project.

A Write up a list of the projects. For each project listed, you must identify:
A The amount requested in this yeardés application
A Other Federal funding sources, including the agency name and amount; and
A The name, Social Security Number or Employer Identification number, type of participation

in the project, and financial interest of each developer, consultant, contractor, and persons
receiving $50,000 or 10 percent of the funds requested in the application.

A Combine all documents into one file as a zip file. Zipping the file is important because there is a
limit to the size document that can be attached.
A To upload the document, select the |link under the h

Applicant/Recipient Disclosure/Update Report. e-snaps will take you to the Applicant/Recipient
Disclosure/Update Report details page.

** For information on how to create a zip file, please refer to the resource on creating a zip file. You may
access this resource by going to the e-snaps training page at http://esnaps.hudhre.info. Note that you can
scan the 2880s into one PDF file, but there is a size limitation.

Image Description: Screen capture of the Applicant/Recipient Disclosure/Update Report screen with
AApplicant/ Recipient Disclosure/ Update Reporto highligh

21


http://www.hud.gov/offices/adm/hudclips/forms/files/2880.pdf
http://esnaps.hudhre.info/

e.Forms

Select “Browse” to
upload your
attachment.

Enter a description of
the document here.

& tgalo nt/Recipient Disclosure /Update Report (HUD 2880) Attachmel

* Document Description:

Applicant Profile

* File Name:

1. Profile Type
2. Organization Information

3. Contact Information Document Type: Applicant/Recipient Disclosure/Update Report

Maximum Size: 10 MB

3A. Authorized
Representative Allowable Formats: zip, pdf, doc, docx
38. Altemate Contact Instructions: Complete the HUD form 2880 for each jurisdiction's current,
4. Additional Information approved Consolidated Plan associated with the applicant's SF 424
S Attachments submission. A list of the projects must be attached each form. The
- form can be downloaded from the following website:

http://www.hud.gov/offices/adm/hudclips/forms/fi Ie‘s/ZBBOApdf.

( Save 1 Save & Back to List Select “Save
arBack s
—— Lt

22

Notes:

On the Applicantdéds Applicant/ Recipient Disclosurel/
and upload your attachment.

AFirst, enter a brief description of the docume:
(e.g., 0AOrgainiipgpdtiiceamtnaReeci pi ent Di scl osure/ Upd
A Next, upload your attachment.

A Select the ABrowsed button to the right of

A In the new window that opens, navigate to the folder where the document is

|l ocated, select the file name, and then sel

A The document you want to upload will then a

A Select the ASave & Back to Listo button to ret
Disclosure/Update Report Attachment screen.

Image Description: Screen capture of the Applicant/Recipient Disclosure/Update Report
Attachment Detail screen with the ADocument Descr.i
Back to Listo button highlighted.
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SA. Applicant/Recipient Disclosure/Update Report (HUD 2880) Attachment

Required? Download Document Description

nt Disclosure/Update Report ves Q disclosure

[ Back ][ Next

This e.Form has been marked as complete

Date Attached

08/11/2011

) @snaps

23

Notes:

When you return to the Applicant/Recipient Disclosure/Update Report Attachment

screen, you will see that your attachment has been uploaded.

€

ATo view the attachment, select the AVi
magni fying glass, in the fAiDownloado col
Alf you see the item |listed, select the
screen. If you do not see the document listed, try attaching it again.

ATo delete the attachment, select the 0
circle with the |l etter AX0 inside, to
ASelect the fANextodo button to continue t

Image Description: Screen capture of Applicant/Recipient Disclosure/Update

Report Attachment screen with a document attached.
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& tgallo 5B. Disclosure of Lobbying Activities (SF-LLL) Attachment

Applicant Profile

quil Document Description Date Attached
es (SF m‘[ No - No Attachment

Select “Disclosure
of Lobbying
Activities to upload
the attachment /

-

24

Notes:

The Disclosure of Lobbying Activities screen is also only applicable for those applicants who
selected either option AMO or option ANO from
Applicantodo field on t heyo fpmittéd ¢hes attaohment@wibga priors s ¢
year 6s competition, you HKtheanformatiomos thé attagchmeritis $tilb r a
accurate, you do not need to replace the attachment for FY2011. If the information has changed,
however, please delete the attachment on file, complete a new attachment, and uploadit. The
information for uploading attachments is included below.

Note:l f you selected fiMo or fANO in the AType of Appl

(indicating that you are a Nonprofit) AND if you participate in lobbying activities, you MUST

complete and upload this HUD form in e-shaps.
A Select the link under the_headin? ADocument Ty|
The AAttachment Detailso is displayed
A Enter a brief description of the document in t|
fOrgani zatliombwyiamg f or m. 0)

Next, upload your attachment.
A Select the fiBrowsed button to the right of the
A Inthe newwmdow thato ens navigate to the folder where the document is located, .
select t € name, and then select the fAOpel
want to upload will then appear in the AFil e N
A Select the fASave & Back to Listo button to ret.
Attachment o screen.

Note:The screen will indicate ANoO under the fARequi

screen wil/l indicate that fANo I nput is Required. o

activities, however, are required to include it.

Image Description: Screen capture of the Disclosure of Lobbying Activities screen with the
AiDIi sclosure of Lobbyingo link highlighted.
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Notes:

HUD must have on file the applicant 6Bree tVorgplceiCertifitation (MDsformcode of C
50070). If you submitted the Code of Conductdur i ng a prior year6s competitilfeha, you she
information on the attachment is still accurate, you do not need to replace the attachment for FY2011. If the information

has changed, however, please delete the attachment on file, complete a new attachment, and upload it. The information

for uploading attachments is included below.

A

Download the Drug-Free Workplace Certification (HUD form 50070) located at
http://www.hud.gov/offices/adm/hudclips/forms/files/50070.pdf. Once you have downloaded this form,
complete it and save an electronic copy on your computer.

Select the link under the heading fADocumdmte eT Woe &k ptl lnacte . r0e ¢
The AAttachment Detailso screen wildl then be displayed.
Enter a brief description of the document iin th@odeiDocument
&Drugf ree cert. o)

Next, upload your attachment.

Select the fABrowseo button to the right of the fAFile Namec¢
In the new window that opens, navigate to the folder where the document is located, select the file name, and

then select the NMOpenodo button. The name of the document
Nameo field.

Select the fASave & Back to Listo but t-BreeWoiplaceet urn t o the
Certification 0 screen.

Select the fASave & Back to Listodo button to return to this
f you s the item |listed, select the ANexto button to pr

| ee
document listed, try attaching it again.

Reminder: Applicants that submitted an application during the FY2005, FY2006, FY2007, FY2008, FY2009, or FY2010
competition and submitted the Code of Conduct; or applicants whose names are listed at HUD website
www.hud.gov/offices/adm/grants/codeofconduct/cconduct.cfm

are not required to submit another copy, unless the information has been revised. If you have any uncertainty about
whether you need to upload the Code of Conduct document, you may proceed to upload it anyway.

Image Description:. Screen capture of Appl i canAre@ $orkplace EertiichtionCAttachiment t and Dr
screen with the fiCode of Conducto |link highlighted.

25



