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Returning Applicants:
Updating the SF-424 for 2010

Notes:
Welcome to the SF-424 online training module for returning applicants. The SF-424 is a form used
throughout the Federal Government to reduce the gra

standardizing the collection of information that is included in all grant application packages.

Every applicant must complete the SF-424.

A Even if you created an SF-424 in 2009 and you think you do not need to edit it, you will still
need to update and complete the SF-424 through e-snaps in order to access Exhibit 2.

A The term Acompleted refers to thed2fif@B0dp| et ed bu
A The Authorized Representative must select the 0

In this module, we will walk you through the steps to review the SF-424 that you completed in the
2009 application and update the information and complete the SF-424 for 2010. By completing the
SF-424 for 2010 you will replace the SF-424 completed in 2009; you will not create a new, separate
2010 version.

A Returning applicants may also use the SF-424 training module developed for new
applicants. The module provides step-by-step instructions for each screen and could be
particularly helpful for new staff who enter or review information in the SF-424. This
resource is also located on the e-snaps training page at http://esnaps.hudhre.info.

Now that you have an understanding of what will/l be
objectives.


http://esnaps.hudhre.info/

\ : () €

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

— Prepare for the application process

— ldentify which fields you need to edit and
screens you must complete

— Attach required documents to your SF-424
— Complete the SF-424 for 2010

Notes:
By the end of this module, you should be able to do the following:
A Prepare for the application process
A Identify which fields you need to edit and screens you must complete
A Attach the required documents to your SF-424 form
A Complete the SF-424 form for 2010

Note: This module is designed to assist returning applicants in completing the SF-424 for 2010. It
does not discuss each part of the SF-424.
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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 SF-424, 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 If you are completing the SF-424 in e-snaps for the first time, and no other representative
from your applicant organization has previously completed an SF-424, please refer to the
training module for New Applicants.

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



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

D W @snaps

DUNS number and CCR up-to-date
Only one SF-424 needed, in most cases

Applicant applying for funding should complete
SF-424

Authorized Representative available to initiate
the SF-424 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 http://esnaps.hudhre.info

Notes:
A DUNS number and registration with the CCR is required of all Exhibit 2 applicants.

** See the resource for obtaining a Data Universal Numbering System (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 SF-424. There are two exceptions:

A Ifthe 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 SF-424s. However, if one organization has one authorized
representative for all locations, you need to complete one SF-424 and specify in Exhibit 2 which
project goes with which CoC.

A If there have been changes in the way the organization structures its operations, as related to the
Authorized Representative. This does not pertain merely to a change in the person who is the
Authorized Representative. If your organizational structure has changed, complete a new SF-424.

The Applicant applying for funding is the organization who should complete the SF-424 and submit the Exhibit
2in e-snaps.
A staff from another organization may help with entering the information, but he/she should not
establish or complete the SF-424 or submit the Exhibit 2 application(s).

The Applicantés Authorized Repr es e n424dnd aderegmmwasts. b e
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.

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

Welcome to e-snaps -

Wiskcme to a:?-‘/ T Ngagerment system fr HUD's Homeess Programs. It sugpons the calabarstue sppicaton pocess knoua a8 e

Conturusm of Cary E \
nter your
E-snaps 13 10 y \user. iaass 109 N by setenng @ valic usar 1A Bnd PASSAOT f you have vy deiculty with this preces:

J,’}""”’J username and e Ik mer 10 nodgae tYoughth sy and ccees appicaton frme and therd k. N you

S TN ¥4

PASSWOIA isarcrson omimom oo or e c sty may sme s e oo I
e

ey ation have bosn submitted 1 the Ofica of Managameaet 3sd Dacgat (OM) for s

—
= is iormation, and yeu am ot mauired 1 compiate this frm, unkess ¢ dispays 3

e = *ha Paparaork Racucton A
© J01.3620) This ageney Asy re

vald OMB control number
P

ittac i accerdarca weh e mgu

ach program nia Tha farmation willba used te tate applica i olcyiity. and astabisR

e rating factors isted in the Natica of Func A

Selection of appiications for hndieg Y
each a th appicat dy ba callected

(HOPAY, which s publishall
o Cartisum of Cars Hom ocibe 4indng

¢

b, el e o ol Py A mepmat. ;s ot o G it
=l

anb.

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

The first step to completing the SF-424 is gaining access to the e-snaps system. Type the following URL into your
Internet browser window: www.hud.gov/esnaps. This will take you to the e-snaps Welcome screen.

If you are a registered user:

A Enter your username and password on the | eft menu ba
button. You do not need to create a new user profile.

A Update your user profile, if necessary. After logging in, select My Profile from the left menu bar.
Note: Remember that updating information in a log in user profile in e-snaps is different than updating
information in the applicant contact list in the SF-424. If you need to update your contact information for
the SF-424, you will do so in the SF-424 Applicant Contact List, as discussed later in this module

If you are a first-time e-snaps user:
A Your organization may be a returning applicant, but if you are a new, first-time e-snaps user, refer to the

SF-424 training module for New Applicants for instructions on Creating a Profile and being added as a
registered user on the e-snaps training page at http://esnaps.hudhre.info.

If you forget your log in information:

A Select fAForgot Your Passwordo on the | eft menu bar ¢
A On the fAForgot Passwordo screen, enter your usSer namé
User Profile.

A Select fAiSend Password Reset eésnapkwillsand instrictionslvia émailbom o f  t
resetting your password. The email wildl include the

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: Screen capture of the e-snapsWe |l come screen with

nUs
highlighted in the | eft menu bar, along with t


http://www.hud.gov/esnaps
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& Training1 Instructions [Show]

(&) Applicants
Al | A1 BICIDIEIFIGIHIIIIIKILIMINIOIPIQIRISITIUIVIWIXIY]
Last
Submis:

g GER

Open Applicant Name © Applicant Number Number of Projects

b Horence/Northwest Alabama CoC

S Select orange
X - folder to accesj
the SF-424

Select the person icon
to add and delete

registrants/user /
w/ SNV SWETENY ot A N SRR

% See also the resource on adding and deleting additional registered users on
Y the e-snaps training page at http://esnaps.hudhre.info.

/ ~\\ ,‘J,‘\ s P

Notes:
In a previous competition, your organization was established as an applicant in e-snaps. So on the
Applicants screen, your organizationds name should

A Note: There should be only one applicant name. If you erroneously created additional
applicants, use only the correct one that you completed last year. You cannot delete the
applicant name. To avoid confusion, you can ren
applicant nameo or fADo not wuseo) .

A Note: You do not identify projects here. If you have done so in the past, to avoid
confusion, you should rename these items as well.

There are two icons next to the Applicant name.

A AiRegi stranhhidosiicomn resembles a person. When you
you will be able to add and delete registrants (registered users) to your SF-424 and Exhibit
2 application.

** For more information, please refer to Adding and Deleting Additional
Registrants/Registered Users in e-snaps, available on the e-snaps training page at
http://esnaps.hudhre.info.

A AnOpen f ol dTlehrios iiccooon. resembl es an orange folder.
Foldero icon, the screen will/l refresh aend the |
shaps with the SF-424 screens.

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 SF-424 and Exhibit 2(s).

Image Description: Screen capture of the e-snaps Applicants screen with the orange folder icon
and person icon highlighted.


http://esnaps.hudhre.info/
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Front Office

& Training1 Instructions [Show]

Front Office Portal =
Applicants

+*
AN | AIBICIDIEIFIGIHII|IIIKILININ|IOIPIQIRIS|ITIUIVIWIX]|YI]

Q, Search Funding
Opportunities

Open Applicant Name * Applicant Number Number of Projects E;‘:tms

A B T e, LGS

Select the orange

folder to access
the SF-424.

Select “Applicants” to
view the Applicants
screen.

E L NV L ULy ¥ oW S R

Notes:
The SF-424 is accessed through the Applicants screen.

A Select Applicants in the left menu bar.
A Select the fAOpen Foldero icon, which resembles
applicant name.

After you select the fAOpen Foldero icon, the screen
SF-424 screens from 2009. Remember that you can go through each of the screens using the

navigational buttons on the bottom of each screen, by selecting the screen in the left menu bar, or

by selecting the screen from the Submission Summary screen. These methods are discussed in

the Introduction to e-snaps Features and Functions training module on the HRE on the e-snaps

training page located at http://esnaps.hudhre.info.

NOTE: If nothing needs to be changed on your SF-424 from last year, and you need only

ACompleted the form for 2010, you may skip the step
However, we recommend that you review each form in the SF-424 to verify whether changes need

to be made.

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


http://esnaps.hudhre.info/

Submission Summary

Ppart

SF424
Application Type
Applicant
Application Details
Nonprofit Document
Project
Funding
Compliance
Declaration
Additional Information
Applicant Contact List
Survey on Ensuring Equal Opportunities for Applicants (SF
424 Supp

Select Submission

Last Updated

No Input Required
10/16/2009
10/16/2009
10/16/2009

No Input Required

No Input Required
10/16/2009
10/16/2009
10/16/2009
10/16/2009

No Input Required

whmshw) Disclosure of Lobbying Activities (SF-LLL. No Input Required
PRI Applicant/Recipient Disclosure/Update Report (HUD 2880 10/16/2009
HUD-40090-4
Applicant Certification 10/16/2009
J
If “Complete” button
is active, you can
submit your SF-424.
If it is inactive, it is in
edit mode. 8
Notes:
Whenyou opentheSF-424 for 2010, it will automatically

A Select Submission Summary from the left menu bar.
A At the bottom of the screen,
buttons)

Note: When your ACompleted button i
APl ease Completed messages under

you wi l

i
t h

nact.i
e fALa

see

Ve, it
St

Image Description: Screen capture of SF-424 Submission Summary page with Submission Summary

highlighted in the | eft menu bar
Select Submission Summaryo and t
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e.Forms

Applicant

e.Form Preview

Instructions: [show]

SF424
8. Applicant
* a. Legal Name: |

* b. Employer/Taxpayer Identification b I
(EIN/TIN):

. Organizational DUNS;I IPLUS 4 l |

‘\/’\/\"\ L 5

:( Enter your DUNS S St Y LV / e N e g,

number.

% A resource on the DUNS Number and CCR is available on the
e-snaps training page at http://esnaps.hudhre.info

Notes:
You are now ready to review and update your SF-424.

First, you need to address your organizationds DUNS
A Select Applicant in the left menu bar.

A In the third field, enter (or verify if already there) the organization's DUNS received from
Dun and Bradstreet.

Additional information about the DUNS number:
A Enter only numbers and no hyphens or other punctuation marks.

A Most applicants will have only a 9-digit number. Applicants receive a 13-digit number only
under certain circumstances.

** For directions on how to obtain a DUNS number, refer to the DUNS Number and CCR
resource on the e-snaps training page at http://esnaps.hudhre.info.

Image Description: Screen capture ofthe SF-4 24 Appl i cant screen with the
Dunso field highlighted, along with the correspondi


http://esnaps.hudhre.info/

i P e g gt e TION N - /i e .
y " i . L e o aPor o P NN, JIIN P ottt I e
f. Name and contact information of person to be
contacted on matters involving this application
refix: | |4s v

* First Name: |ces,
Middle Name: .

Complete all
mandatory fields.

* Last Name: [iiccan

Suffix: | select ~ v
* Title: |Cnef Executive Otficer

Organizational Affiliation:

* Telephone Number: 713

Select “Save
and Next”

Extension:

Enter contact
information.

* Fax Number:

* Email: [iccamK@arHousion g

* Confirm Email |yccannk@arrousion org

[ Save ][ Save & Back Save § lext

[ Back jJ (. lext ]

Notes:
Next, we will focus on the screens requiring contact information.

The Applicant screen under part (f) identifies the person who should be contacted regarding
matters involving this application.
A Scroll down to the bottom of the screen and review the contact information.
Note: The person listed should be the same as the one listed on the Applicant Contact
List screen as the primary contact. Only one person may be listed.

A When you are finished, select the fiSave & Next 0
Image Description: Scr een capture of section Afo of the Appli
the AFirst Nameo eld highlighted and the ASave &

N

foi
contact information. o

10



You must
select this
box.
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* Fiest Name:

* Last Name:

Select “Save

3
(
J

NN R il o . ol B A Al

Notes:

Review the Declaration screen. On the Declaration screen, the Authorized Representative will
certify that the information you have provided is accurate and that you will comply with the terms of
any award. It is particularly important to review these items if the Authorized Representative has
changed. (If there has been a change in the Authorized Representative, review the instructions in
the Getting Started guide for applicants on the HRE on the e-snaps training page at
http://esnaps.hudhre.info.)

A Read the declaration carefully.

A Select the checkbox next to fil AGREE.-324 You wi
without checking this box.

A Scroll down and enter the Authorized Representa
Be sure to complete all of the mandatory fields
Aut horized Representativeo field.

A There is no requirement to provide a document as a separate file with a penned
signature. Completing this screen on-line in e-snaps is sufficient.

A The Declaration must be fisignedo and dat ed
the applicant organization in the e-snaps system.

A The information can be entered by any staff person; the Authorized
Representativeds signature is made official
button to finish the SF-424.

A When finished, select the fiSave & Nexto button

Image Description: Scr een capture of the Declaration screen
fSave & Nexto button highlighted.

11
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* Input contact information for staff working
on the e-snaps application

e.Forms 4 toso

<
[k Applicant Contact List '
flajsliClioliElrisliniTirliiLininialiPiinlisslTliUulivie XY ] E
View  Contact Type First Name Last Name Title Email
/ Q Primary Contact Kelly Mccann Chief o Ci
Q bb se
Q Johnson vie Johns }
C : I ) ‘
-
N

P WY NS S PNy _“’J""lo-«.o—«;J\...o,_,«,,‘{\v...r\td
/ Select the A\

“{New/Add” icon to
\.gdd a contact. /
\\ //
5
Notes:
Review the Applicant Contact List. There should only be one Primary contact for each applicant
organi zation. l deally, this is the samehepasoson | i st
to contact regarding matters involving the application.
A To review and/or edit a contact, select the HAVi
gl as s, next to the personds name. This wil!/l t ak

where you may edit information. Remember to save any changes you make.

At this time, you should also review the entire list. There may be multiple Alternate and/or Data
Entry contacts listed.

A Toadd acontact, selectthei Addo i con |l ocated just above the v
A To delete a contact, select the fDeleted icon,
inside, to the |l eft of the personds name.

Reminder: Adding people to the Applicant Contact list does not provide those people with access

to the SF-424 and Exhibit 2. To have access to the SF-424 and Exhibit 2, a person needs to be

added as a registered user; a registered user is recognized by e-snaps as someone associated

with a particular organizati on an424adndbBxhibi2 Tkeccess t o
process for adding registered users to the Registrants list is discussed earlier in this training

module.

Image Description: Screen capture of the Applicant Contact Li
highlighted, with a caption stating, fASelect the AfAa

12



* Upon reviewing the statements, complete the fields at the
bottom of the screen and select the certification box.

D. Explanation.

Where the applicant is unable to certify to any of the statements in this certification, such applicant r
shall attach an explanation behind this page. ‘
* Name of Authorized Certifying Official (
* Date: Eﬂ K

* Title: o

* Applicant Organization:
PHA Number (For PHA Applicants Only):

* I certify that I have been duly authorized by the applicant to submit
this Applicant Certification and to ensure compliance. I am aware that

any false, ficticious, or fraudulent statements or claims may subject []
me to criminal, civil, or administrative penalties . (U.S. Code, Title 218,
Section 1001).

[ Save ][ Save & Back ]![ Save & tiext
[ Back ][ Next |

[ Check Speling ]

B o PATT NPT N AT el o ol

Notes:

Review and complete the Applicant Certification screen. The Application Certification is required
annually. The official form is HUD form 40090-4; however, the form is accessed in e-snaps using
the left menu bar in the SF-424. This form is not uploaded as a separate attachment.

A On the bottom portion of the screen (shown on the slide), you will need to do the following:
A Complete several fields that require information about the Authorized Certifying
Official.
A Select the certification checkbox.
A Select the fiSave & Nexto button to continue

Image Description: Scr een capture of the Applicant Certifical
button highlighted.

13
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* Required attachment to the SF-424 for 2010
(and annually):

— Applicant/Recipient Disclosure/Update
(HUD form 2880)

See the SF-424 training module for New Applicants for more
\ information on HUD form 2880, on the e-snaps training page at
http://esnaps.hudhre.info
See the resource on how to create a zip file, on the e-snaps training

page at http://esnaps.hudhre.info

Notes:
Each applicant must complete the Applicant/Recipient Disclosure/Update (HUD form 2880) annually
and attach it in e-snaps prior to completing the SF-424. To meet this requirement:

A HUD requires that you submit one 2880 per project.
A If nothing has changed from last year, you should re-submit the 2880(s) you
submitted last year.
A If any information has changed since last year, then you must submit a new oned
again, one per projectd through e-snaps this year.
A You can download the Applicant/Recipient Disclosure/Update Report form at
http://www.hud.gov/offices/adm/hudclips/forms/files/2880.pdf.
A 1f you have more than one project, you must zip the forms into one file. In the zipped file, you
must also include a list of each project. Then, upload the zip file.

** See the SF-424 training module for New Applicants on the e-snaps training page at
http://esnaps.hudhre.info for more information on the requirements for HUD form 2880.

** 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.

14
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* Required attachments to the SF-424 for
2010 (in specific situations):
— Code of Conduct
— Applicant Nonprofit documentation

Notes:
HUD must have two documents on file:
A For all applicants: the organizationds most r ec

A For non-profit applicants: non-profit documentation

Applicants do not need to attach in e-snaps the applicant's Code of Conduct, if
1. the Code of Conduct was submitted to HUD along with the SF-424 for the FY2005,
FY2006, FY2007, FY2008, or FY2009 competition and has not changed, or
2. the Applicant's name is listed on HUD website at:
www.hud.gov/offices/adm/grants/codeofconduct/cconduct.cfm and the document has
not changed.

Note:l f you select fiYesO to the question about th
Information screen, you will not see a link in the left menu bar to upload the document.
The answer would need to be fAiNoO in order to se

Applicants do not need to attach in e-snapst he applicantés nonprofit docun
1. the applicant is not a nonprofit entity, or
2. the nonprofit documentation already appears on the 'Nonprofit Document' screen of
the SF-424 and the documentation has not changed.

If either the Code of Conduct or the nonprofit documentation has changed, you must upload a new
attachment.

Note: In some cases, attachments that were uploaded into e-snaps during 2009 have not pulled
forward into the 2010 application. Even if you uploaded your Code of Conduct last year, if no
attachment is appearing on the ONonprofit Document

If you have any uncertainty about whether you need to upload the Code of Conduct or the
nonprofit documentation, you may upload it anyway.

15
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e.Forms

Applicant's Code of Conduct Attachment

C e I( )
At Pt il ol i A i N il

Select “Code o
Conduct” to
upload the

This next set of slides discusses how to attach documents in e-snaps for the SF-424. We are using
the Code of Conduct attachment to explain the process for uploading documents. The process is
applicable to the other attachments.

A Select Code of Conduct on the left menu bar.
Note: Remember, the link is visible only when you indicate on the Applicant Information
screen that f@ANo, 0 the document is not on file w
A On the fAApplicantés Code of Conduct Attachment o
link under the fAiDocument Typeo col umn.
You will then be taken to the AApplicantbés Code of
will upload the file as an attachment.
Note: I f in 2009 you selected ANoO and uploaded your
attachment should still show on your AApplicantés
this case, you do not need to upload it again. However, if no attachment is showing even if you
uploaded it in 2009, you will need to upload it again.
Image Description: Screen capture of Applicantés Code of Con
fCode of Conducto |link highlighted, with a caption
Attachment.

16



Forms Enter a

description of the

document here.

Applicant's Code of Conduct Attachment Detail

* Document Description

* File Name:

Select
“Browse” to
upload your
attachment.

Document Type: Code of Conduct
Maximum Size: 5 M8
Allowable Formats: txt, doc, pdf, wpd, s, jpg, rtf
Instructions: Attach the first five (5) pages of the applicant's Code of Conduct, if the %
applicant's Code of Conduct is not on file with HUD at the following websits, §
hittp://www.hud.gov/offices/adm/grants/codeofconduct/cconduct.cfm. }

[ Seve J![ Save & Back o Lat J

Select “Save &
Back to List.”

Notes:

On the Applicantés Code of Conduct Attachment Det ai
attachment.

AFirst, enter a brief description of the documen
(e.g., fAOr gainciozdaet ioofn cnoanndeuct doco)

A Next, upload your attachment.
A Select the fABrowsed button to the right of t

A In the new window that opens, navigate to the folder where the document is
|l ocated, select the file name, and then sele

A The document you want to upload will then aj

A Select the fiSave & Back to Listo button to retu
screen.

Image Description: Screen capture of the Code of Conduct Attachment Detail screen with the
iDocument Description field, ABrowseod0 button, and *f

17
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Applicant's Code of Conduct Attachment

Document Type

( Sock 1( ]
B e LN S W e Y . Pt W S

Date Attached

% See the SF-424 training module for New Applicants for specific
information on each screen, attachment, and certification, on the
e-snaps training page at http://esnaps.hudhre.info

Notes:

When you return to the Code of Conduct Attachment screen, you will see that your attachment has
been uploaded.

A To view the attachment, sel ect the AViewd icon
fiDownl oado col umn.

A To delete the attachment, sel ect the ADel eteo i
l etter fAX0 inside, to the | eft of the document
A Select the fiNexto button to continue

Remember that the instructions for attaching the Code of Conduct is an example. This process is
essentially the same for uploading all certifications and attachments for your SF-424.

** For instructions specific to each screen, attachment, and certification, see the SF-424 training
module developed for New Applicants on the e-snaps training page located at:
http://esnaps.hudhre.info.

Image Description: Screen capture of Code of Conduct Attachment screen with a document
attached with the ADeletedo and A Viewo icon highliog

18
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* Conditionally required attachments in e-snaps

— Survey on Ensuring Equal Opportunities for
Applicants (SF-424 Supp)

— Disclosure of Lobbying Activities (SF-LLL)

Notes:
There are two conditionally required attachments that applicants may be required to complete and
upload into e-snaps. The following documents are conditionally required:

A Survey on Ensuring Equal Opportunities for Applicants (SF-424 Supp)
Alf you selected AMO or ANO in the AType of ¢
screen (indicating that you are a Nonprofit), you MUST complete and upload this
HUD form in e-snaps.
A Disclosure of Lobbying Activities (SF-LLL)
Alf you selected AMO or ANO in the AType of ¢
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.

** Remember, see the SF-424 training module for New Applicants for specific information on each
screen, attachment, and certification, on the e-snaps training page at http://esnaps.hudhre.info.

Note: | f you selected AMO or fANO and you uploaded the
showing on the attachment detail screen, you do not need to upload it again. However, e-snaps did

not bring forward some of these document s. Therefc
is not showing on the attachment screen, you must upload it again.
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e Select
“Complete”
to finish the
SF-424 for
2010

For information on
completing each screen in
the SF-424, see the SF-424
module for New Applicants
located on the e-snaps
training page at
http://esnaps.hudhre.info

Notes:
Once you have reviewed and updated all of the required screens and uploaded required attachments,
select Submission Summary in the left menu bar.

A FinishtheSF-424 for 2010 by selecting the fiCompleted b
A ltis located at the bottom of the screen under the navigational buttons.
A Once you select the fAiCompleted button, it owil
A The fACompleted button will be replaced by an
A See trouble-shooting tips on the next page if you encounter problems.

** For information on completing each screen in the SF-424, see the SF-424 module for New Applicants
located on the e-shaps training page at http://esnaps.hudhre.info

A Tocreateahardcopyofyour SF-42 4, select the AExport to PDFOo b
A Selecting this button creates a PDF document that displays all of the information you
have entered as part of the SF-424.
A Review this document and retain a copy in your files.

Note: There have been instances when there are discrepancies between the online and printed

(exported) versions of the Submission Summary page,
Completeo for items that do not need to be compl et ed
whetherornottheSF-4 24 i s compl et e. I f you were able to selec

successfully completed the SF-424 for 2010. You can print the Submission Summary screen for your
records (not using the Export to PDF function).

Image Description: Screen capture of the Submission Summary screen showing the status of screens
that have and have not been completed with the graye
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« See the “Notes” [
section for info =
when you are
unable to
“‘Complete.”

*  When applicable,
“Notes” appear
between the
submission
summary and the
instructional

buttons.
If there are
notes, they will
appear here.
Notes:
The following are informational tips when you cannot s

When you cannot select the ACompleted button:

Alf the @ Compl e-shaded, bisrottactive andyou ganretyselect it. You will not be
permitted to complete the SF-424 at this time.

A The fiCompleted button will appear gray i f you are
A Review your Submission Summary screen to determine which screens need to be edited/completed.
What the fiLast Updatedo column tells you:

A A date identifies a screen with complete information for all required fields. It is the most recent date
that the screen was saved.

A fiPlease Completed identifies a screen with informat

A fiNo Input Requiredo does not identify whether a secr
complete for e-snaps purposes and e-snaps will allow you to proceed to Exhibit 2 at this time. You
may, however, need to return and complete the screen or HUD form prior to an award from HUD if
the screen is applicable to your organization. For example, nonprofit organizations must submit the
Survey on Ensuring Equal Opportunities form, and nonprofits that conduct lobbying activities are
required to submit the Disclosure of Lobbying Activities form.

What the fANotesoO section at the bottom of the screen t

A Notes are not a standard section on the Submission Summary screen so you will not see them all the
time.

A If Notes appear on the screen, they are located under the two-column list and above the navigational
buttons.

A The Notes provide information on errors in the SF-424.

Image Description: Screen capture of the Submission Summary screen showing the status of screens that
have and have not been completed. The fAiCompleted butt o
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Applicant Con, ¥ Lis!
Code of Conduct

* Upon completing your ;.:g:rz,::o(mzm)
icants (SF-424 Supp,
SF-424, you are ready to: mn(;;m;m

— Register for the Exhibit 2 FY2010
funding opportunity
HUD-40090-4

Set up your project(s) Applicant Certiication
— Begin working on Exhibit 2

Submission Summary

’.

To continue the application process, refer to the [=i s

Get PDF Viewer
numerous resources available
on the HUD HRE on the e-snaps training page |+ i
located at:
http://esnaps.hudhre.info

Select “Back to
Applicant List”

Notes:
Once you have completed your SF-424, you need to do the following:

1. Proceed to Funding Opportunity Registration.

A IlfyouareintheSF-424, sel ect fABack to Applicant Listo from th
change and give you the option for fAFunding Opportuni

A Prior to completing this step, review the other resources available online at http://esnaps.hudhre.info.

A Each Exhibit 2 training module available contains the necessary instructions under Objective 3.

A See also the resource specifically for Funding Opportunity Registration and Establishing Your
Projects.

2. Establish projects.

You must identify your projects that need renewal fun
If applicable, you will also establish any new projects for which you are applying for funding.

You should identify only those renewal projects listed on the HUD-approved Grant Inventory Worksheet(s).

Each Exhibit 2 training module available contains the necessary instructions under Objective 4.

See also the resource specifically for Funding Opportunity Registration and Establishing Your Projects.
Note: When you establish your renewal projects, there is an option to import data from 2009.
Importing data from the 2009 application will save time in completing the 2010 application. If you fail to
import your 2009 data, you must complete all mandatory fields in the 2010 application.

3. Submit the Exhibit 2 application.
A The final step is to enter the information required for the Exhibit 2 application.
A At the end, you will select the fASuGoMiead@agehcy.tt on t o su
A See one or more of the Exhibit 2 training modules:

oo o Do o o

A Renewal Applications
A One each for New SHP projects, new S+C and Section 8 SRO projects, and new HMIS projects
A One training module dedicated to completing Budget forms for new projects

Image Description: Scr een capture of the | eft menu bar with fABack t
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Question 1: An applicant needs to create a
new SF-424 for 2010.

a. True

b. False

Notes:

The following slides contain a series of knowledge check questions. Review the question and
determine your response. The next slide will then review the correct answer and provide feedback.
Letbdbs get started.

Question 1: An applicant needs to create a new SF-424 for 2010. Is this statement a. True or b.
False?



Notes:
The correct answer is b. False.

Every applicant needs to complete an SF-424 for 2010 but you do not need to create a new SF-
424. You will edittheSF-4 24 t hat you completed in 2009.
you wi || repl a44e | ast yearbés SF

There are only two exceptions:
A When an applicant has more than one authorized representative
A If the organizational structure of the organization has changed
Those situations may require a new SF-424; they are discussed earlier in the module.

Wh e n

y o
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