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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 Applicant Profile stored the applicant organizationôs SF-424 and 

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.   

Å Each applicant organization is required to complete only one Applicant Profile, with two 

exceptions discussed later in this module.  

Å 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, you will still need to select the ñCompleteò 

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 Profile is the applicant organizationôs Authorized 

Representative.  

Å This person has the authority to select the ñSubmitò button to submit the Exhibit 2 

application.  

Å 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 organizationôs Authorized Representative.  This process is explained later in this 

module.  

Now that you have an understanding of what will be covered in this module, letôs review this 

moduleôs learning objectives.
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Notes:

By the end of this module, you should be able to do the following:

Å Prepare for the application process;

Å Create a user profile;

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

the Applicant Profile and Exhibit 2);

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

Å Attach the required documents to your Applicant Profile;

Å Complete the Applicant Profile;

Å Select your Funding Opportunity;

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

and

Å 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.  

Letôs start now with the discussion on preparing for the application process. 



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. 

Å 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.

Å 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.

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

3

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


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: 

Å 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.

Å 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. 

Å 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. 

4

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


5

Notes:

The first step to completing the Applicant Profile is creating a user profile, which will give you 

access to the e-snaps system.  

Å Enter the following URL into your Internet browser window:  www.hud.gov/esnaps.  

This will take you to the e-snaps Welcome screen.  

Å Select ñCreate Profileò from the left menu bar. 

Note:  If you have completed a user profile during a previous yearôs competition, you do not need 

to create another one. Simply enter in your current e-snaps user name and password. 

Image Description: Screen capture of the e-snaps Welcome screen with ñCreate Profileò 

highlighted in the left menu bar.
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Notes:

After selecting ñCreate Profile,ò the User Profile screen will appear. Each person accessing e-snaps must 

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.  

Å Create a username and password that you will remember. 

Å Complete all the fields.

Å Select the ñSaveò button at the bottom of the screen. 

Å From now on, you can access the system by entering the username and password you created on 

the e-snaps Welcome screen. 

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: 

Å Select ñForgot Your Passwordò on the left menu bar of the Welcome screen. 

Å On the ñForgot Passwordò screen, enter your username or the email address you used to create 

your User Profile.  

Å Select ñSend Password Reset Linkò at the bottom of your page.  e-snaps will send instructions via 

email on re-setting your password.  The email will include the question you entered in the ñPersonal 

Confirmation Questionò field.  

Å 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: Screen capture of the User Profile screen with the ñSaveò button highlighted.
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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: 

Å 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. 

Å Review the Getting Started guide for applicants. This document discusses the DUNS 

number, provides helpful hints and identifies common errors, and several other topics.

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

To log in to e-snaps: 

Å Go to the e-snaps Welcome page where you created your user profile: 

www.hud.gov/esnaps. 

Å Enter your username and password.

Å Select the ñLoginò button. 

Image Description: Screen capture of the e-snaps Welcome screen with ñUsernameò and 

ñPasswordò fields highlighted in the left menu bar, along with the ñLoginò button.
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Notes:

The next step is to establish your organization as an applicant in 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 applications in e-snaps.  

Å From the left menu bar, select ñApplicantsò under ñWorkspace.ò This brings you to the 

Applicants screen (shown on the slide above).  

Å If you are a new applicant, the list will be empty and you will select the ñAddò icon that 

appears just above the word ñAll.ò

Å If you are an existing applicant, skip this step and slide 9 and go to slide 10.

Caution: 

Å Establish only one applicant. 

Å Do not create an applicant for each of your projects. 

Å Do not identify your projects at this time. 

Image Description: Screen capture of the Applicants screen with the ñApplicantsò link in the left 

menu bar and the ñAddò  and ñOpen Folderò icon highlighted.
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Notes:

Selecting the ñAddò icon brings you to the Applicant Details screen where you will complete three fields:  

Å For the ñTypeò field, select ñOrganizationò from the dropdown menu.

Å For the ñApplicant Nameò field, enter your organizationôs legal name. 

Å For the ñApplicant Numberò field, enter your organizationôs DUNS number.   
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. 

Å Select the ñSaveò button. 

Å Select the ñBack to Applicants Listò 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: Screen capture of the Applicant Details screen with the ñApplicant Nameò and 
ñApplicant Numberò fields highlighted.



Notes:

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

Å 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., ñIncorrect applicant nameò or ñDo not useò) by selecting the underlined 

applicant name and renaming the applicants.

There are two icons next to the Applicant name.  

Å ñRegistrantò icon.  This icon resembles a person. When you select the ñRegistrantò icon, 

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

and Exhibit 2 application.  

Å ñOpen Folderò icon.  This icon resembles an orange folder. When you select the ñOpen 

Folderò icon, the screen will refresh and the left menu bar will automatically populate in 

e-snaps with the Applicant Profile pages.  

We will discuss the ñRegistrantò icon first. We will then return to the Applicant Profile itself. 

Image Description: Screen capture of the e-snaps Applicants screen with the ñOpen Folderò icon 

and ñRegistrantò icon highlighted, with captions stating, ñSelect orange folder to access the 

ñApplicant Profileò and ñSelect the ñRegistrantò icon to add and delete registrants/users.ò
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Notes:

Letôs discuss the ñadd a registrantò function and how to add one or more staff as registered users. 

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.  

Å Before you can add any user in e-snaps, the individual must have an e-snaps username 

and password. 

Å The staff to be added must first go to the e-snaps main page at 

www.hud.gov/esnaps, select ñCreate Profileò from the left menu bar, and 

complete a user profile.  

Å 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 personôs password.

Å To add a registered user, the Authorized Representative needs to select the ñRegistrantò 

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 ñRegistrantò icon next to an applicantôs name highlighted. 
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Notes:

On the Registrants screen, select the ñAdd registrant/userò icon to advance to the Add a 

Registrant screen. This icon resembles a paper clip and is located above the ñNameò column.

Authorized Representatives are encouraged to be cautious when allowing access to the Applicant 

Profile and Exhibit 2. 

Å As the number of users increases, so does the risk for errors. 

Å A registered user has access to the Applicant Profile and all Exhibit 2 applications 

associated with this Applicant Profile.  

Å If you 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.
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Notes:

On the Add a Registrant screen: 

Å Enter the username and email address of the staff for whom you would like to grant 

access to the Applicant Profile and Exhibit 2. 

Å Select the ñAdd Registrantò button. 

Å Select the ñBack to Listò button to see that the staff is added to the Registrants screen and 

is now a registered user.

Reminder:

Å This username must have already been created by the staff person. 

Å The fields with the asterisk (*) are mandatory. 

Å The username and email address must be the same as in the personôs e-snaps user 

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:  Screen capture of the ñAdd a Registrantò screen with the User Name and 

Email Address fields highlighted.
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Notes:

When you select the ñBack to Listò button, you will see that the user has been added to the 

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:

Å You can add and delete registered users at any time. 

Å If you want to delete a user, select the ñDeleteò icon, which resembles a red circle with the 

letter ñxò inside. Deleting the user will remove, or dissociate, the user from the Applicant 

Profile.  This person will still be able to access e-snaps, but will no longer be able to 

access the organizationôs Applicant Profile or Exhibit 2. 

Å If you need to edit someoneôs username or password, first delete the registered user from 

the list and then add the person again with the correct information. 

Now, select the ñBack to Listò button to return to the Applicants screen.

Image Description:  Screen capture of the ñRegistrantò screen with a registrant entry highlighted.
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Notes:

To access the Applicant Profile:

Å Select ñApplicantsò from the left menu.

Å On the ñApplicantsò screen, locate the ñApplicant Nameò column.  

Å Confirm the Applicant for which you should complete the Profile by reviewing the 

Applicant Number column. 

Å It should have the Applicant number and not a number for a CoC.

Å Select the orange ñOpen Folderò icon next to the Applicant Name.

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

Profile. 

Image Description:  Screen capture of the ñApplicantò screen with the ñApplicantsò link, 

ñApplicant Nameò column, Applicant number, and orange ñOpen Folderò icon highlighted.

15



Notes:

On the ñProfile Typeò screen:

Å Select ñProject Applicantò from ñApplicant Profile Typeò dropdown menu.

Å Then, select ñSave and Next.

If you completed the Applicant Profile during a previous yearôs competition, the appropriate 

selection should already appear on the screen.

Image Description:  Screen capture of the ñProfile Typeò screen with the ñApplicant Profile Typeò 

dropdown menu highlighted.
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On the ñOrganization Informationò screen:

Å Complete the required fields marked with an asterisk (*). 

Å Complete the optional fields, as appropriate. 

Å Then, select ñSave and Next.ò

The required fields include the following: 

Å Legal Name of Organization

Å The legal name must match the name on the organizationôs articles of incorporation or other legal 
governing authority.  Surrogate names, abbreviations, or acronyms must not be listed.

Å Organization Type

Å Select from the dropdown menu. 

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

Å Employer or Tax Identification Number

Å Organization DUNS Number

Å 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. 

Å Address ïStreet 1, City, State, Zip/Postal Code, and Country

Å Identification as to whether the mailing address and organization address are the same. Select ñyesò or ñnoò 
from the dropdown menu. 

The optional fields include the following: 

Å Department name

Å Division name

Å Organization Type ïOther field

Å Street 2 address and county 

Note:  If you completed an Applicant Profile during a previous yearôs competition, the information you entered should 
already appear here.  You will merely need to review, and if necessary, edit it.

Image Description:  Screen capture of the ñOrganization Informationò screen.
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Notes: 

The ñAuthorized Representative Contact Informationò screen must identify the person authorized to act for 
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 ñPrimary Contact Informationò screen:

Å Complete the required fields marked with an asterisk (*). 

Å Complete the optional fields, as appropriate. 

Å Then, select ñSave and Next.ò

The required fields include the following: 

Å Prefix

Å First Name and Last Name

Å Title

Å Organizational Affiliation

Å Phone Number and Fax Number

Å Email Address and Confirm Email Address

The optional fields include the following: 

Å Middle Name

Å Suffix

Å Alternate Phone Number 

Å Extensions for phone numbers

Image Description:  Screen capture of the ñAuthorized Representative Contact Informationò screen with a 
caption stating ñProvide all applicable contact information.ò
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Notes: 

On the ñAlternate Contact Informationò screen:

Å Complete the required fields. 

Å Complete the optional fields, as appropriate. 

Å Then, select ñSave and Next.ò

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 ñAlternate Contact Informationò screen.
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Notes: 

On the ñAdditional Informationò screen:

Å Indicate the applicantôs congressional district(s) by selecting the congressional district in 

the ñAvailable Itemsò box on the left and moving it to the ñSelected Itemsò box on the right. 

Å Use the arrow buttons to move the selected items. 

Å At least one congressional district must be selected.

Å Next, select ñYesò or ñNoò from the dropdown menu to indicate whether the applicant is a 

faith-based organization. 

Å Next, select ñYesò or ñNoò from the dropdown menu to indicate whether the applicant has 

ever received a federal grant. 

Å Next, if the project applicant is a nonprofit, indicate the source documentation for the 

applicantôs nonprofit status by selecting from the dropdown menu.

Å On the ñOrganization Informationò screen, project applicants will have selected either 

ñM. Nonprofit with 501(c)(3) IRS Statusò or ñN. Nonprofit without 501(c)(3) IRS Statusò 

using the ñOrganization Typeò dropdown menu. 

Å Then, select ñSave and Next.ò

Image Description:  Screen capture of the ñAdditional Informationò screen with Question 4 

identifying the source documentation dropdown menu highlighted. 
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Notes: 

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

You are REQUIRED to submit one 2880 per projectðto enable you to complete your Applicant Profile. If you 

submitted this attachment during a prior yearôs competition, you should review it for accuracy.If the 

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.

Å 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.  

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

computer. 

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

Å Write up a list of the projects. For each project listed, you must identify:

Å The amount requested in this yearôs application; 

Å Other Federal funding sources, including the agency name and amount; and

Å 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.

Å 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. 

Å To upload the document, select the link under the heading ñDocument Typeò that reads 
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 

ñApplicant/Recipient Disclosure/Update Reportò highlighted under ñDocument Type.ò 
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Notes:

On the Applicantôs Applicant/Recipient Disclosure/Update Report Detail screen, you will identify 

and upload your attachment.

Å First, enter a brief description of the document in the ñDocument Descriptionò field.  

(e.g., ñOrganization name ïApplicant/Recipient Disclosure/Update Report docò)

Å Next, upload your attachment. 

Å Select the ñBrowseò button to the right of the ñFile Nameò field.  

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

located, select the file name, and then select the ñOpenò button.  

Å The document you want to upload will then appear in the ñFile Nameò field.  

Å Select the ñSave & Back to Listò button to return to the Applicant/Recipient 

Disclosure/Update Report Attachment screen. 

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

Attachment Detail screen with the ñDocument Descriptionò, ñBrowseò button, and the ñSave & 

Back to Listò button highlighted.  
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Notes:

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

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

ÅTo view the attachment, select the ñViewò icon, which resembles a 

magnifying glass, in the ñDownloadò column.  

ÅIf you see the item listed, select the ñNextò button to proceed to the next 

screen.  If you do not see the document listed, try attaching it again. 

ÅTo delete the attachment, select the ñDeleteò icon, which looks like a red 

circle with the letter ñXò inside, to the left of the document type. 

ÅSelect the ñNextò button to continue to the next screen.

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

Report Attachment screen with a document attached.
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Notes: 

The Disclosure of Lobbying Activities screen is also only applicable for those applicants who 
selected either option ñMò or option ñNò from the dropdown menu as their response to the ñType of 
Applicantò field on the Application Details screen. If you submitted this attachment during a prior 
yearôs competition, you should review it for accuracy.If the 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.

Note:If you selected ñMò or ñNò in the ñType of Applicantò field on the ñApplicant Detailsò screen 
(indicating that you are a Nonprofit) AND if you participate in lobbying activities, you MUST 
complete and upload this HUD form in e-snaps. 

Å Select the link under the heading ñDocument Typeò that reads ñDisclosure of Lobbying.ò  
The ñAttachment Detailsò is displayed. 

Å Enter a brief description of the document in the ñDocument Descriptionò field.  (e.g., 
ñOrganization name ïLobbying form.ò)

Next, upload your attachment.

Å Select the ñBrowseò button to the right of the ñFile Nameò field.

Å In the new window that opens, navigate to the folder where the document is located, 
select the file name, and then select the ñOpenò button.  The name of the document you 
want to upload will then appear in the ñFile Nameò field.  

Å Select the ñSave & Back to Listò button to return to the ñDisclosure of Lobbying 
Attachmentò screen.

Note: The screen will indicate  ñNoò under the ñRequired?ò column and the Submission Summary 
screen will indicate that ñNo Input is Required.ò Nonprofit applicants that participate in lobbying 
activities, however, are required to include it. 

Image Description: Screen capture of the Disclosure of Lobbying Activities screen with the 
ñDisclosure of Lobbyingò link highlighted.
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Notes:

HUD must have on file the applicantôs organizationôs Code of Conduct and Drug-Free Workplace Certification (HUD form 
50070). If you submitted the Code of Conduct during a prior yearôs competition, you should review it for accuracy.If the 
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.

Å 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.  

Å Select the link under the heading ñDocument Typeò that reads ñCode of Conduct and Drug-Free Workplace.ò  
The ñAttachment Detailsò screen will then be displayed.

Å Enter a brief description of the document in the ñDocument Descriptionò field.  (e.g., Organization name ïCode 
& Drug-free cert.ò)

Å Next, upload your attachment.

Å Select the ñBrowseò button to the right of the ñFile Nameò field.

Å In the new window that opens, navigate to the folder where the document is located, select the file name, and 
then select the ñOpenò button.  The name of the document you want to upload will then appear in the ñFile 
Nameò field.  

Å Select the ñSave & Back to Listò button to return to the ñCode of Conduct and Drug-Free Workplace 
Certification ò screen.

Å Select the ñSave & Back to Listò button to return to this screen.  

Å If you see the item listed, select the ñNextò button to proceed to the next screen.  If you do not see the 
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 Applicantôs Code of Conduct and Drug-Free Workplace Certification Attachment 
screen with the ñCode of Conductò link highlighted.
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