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VermontCommunityDevelopmentProgram Sdnstructions

ScatteredSite Implementation Grant(SS)nstructions

TheVermontCommunityDevelopmeat Program(VCDPapplicationsare only acceptedon our Online Grants
ManagementSystem.Togainaccesgo the system pleasereviewthe descriptionsof the dSystemRole€
andhowto createa dNew UserAccount. Everyoneneedingaccesgo the applicationwill needto createa
useraccountin our systemand haveit validated(only one accountis necessaryer person). Oncethe
accounthasbeenvalidatedandhasbeenattachedto the applicationyou maybeginto fill out the
appropriateforms. Theseapplicationinstructionswill guideyouthroughthe menuin our OnlineGrants
ManagementSystemThefocusof the Applicationinstructionsdealsprimarily with the contentof the grant
applicationandis designedo be usedwhile activelycompletingan application.

If youneedmore information abouthow to usethe OnlineGrantsManagementSystem, pleasecontactyour
CDSpecialistor CindyBlondin.

BeforeYouBegin

SystemEmails

Throughoutthe applicationprocessyouwill receivesystan messageinformingyou of your application
status. Besureto add SOV.EGrantsNoReply@vermont.gmvyour safelist if you usespamblockers. You
will be receivingmessage$rom the systemperiodicaly.

SpellCheckingand Formatting

Thereare somecheckspellingcapabilities put the systemdoesnot haveformatting built into the new online
application. Youcancut and pastetext from aword processingrogramto the system.

RequiredFields

Throudhout the applicationyouwill seefieldsthat havea red asteriskbesidethem; this indicatesit's a
requiredfield.

Automatic TimeOut

Saveoften! Thesystemautomaticallytimesout after 45 minutesof inactivity. It isimportantto saveyour
work at reqular intervalsto preventloss. If youaretimed out, youwill automaticallybe sentbackto the log
in page. Anyunsavednformationwill be lost.

ReadMe Page

Youmustalsocertify that you havereadthe & w Sa $Rpageby checkinga boxat the bottom of that screen.
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Screenshofrom ReadMe pagein Application

READ ME PAGE

NOTE: Any application that is not submitted to Agency in time to be reviewed by the June Community Development Board meeting will need to start a
new application for the next fiscal year which starts July 1.

Application Target Board Meeting Dates
Dates September 4, MNovember 1, 2018
2018 February 12, April 4, 2018

2019 April 16, 2019 June 13, 2019

What Board Meeting is your project targeting. l:l

1. F'L.IEILIC HEARING Every apphcant must hold a public heanng before the appllcatlon can be submmed F'Iease see the B :_= rds

consomum one, keep in mind that more than one public hearing may be required. The public heanng notice form is part ofthe
on-line application, so be sure to complete the form as one ofthe first steps in completing this application. For further
information, contact your CD Specialist.

2. MUMICIPAL PLAM: All applicant communities, including consortium member communities, must have an adopted and still
current Municipal Plan under 24 V.5 A Chapter 117, Subchapter 5. For further information, contact your CD Specialist.

3. ENVIROMMENTAL REVIEW: Every pl’OJeC‘t is reqU|red to complete an Enwronmental Re\new Forfurther guidance on
Enwronmental Re\new please referto our Detern e Leve antal Review docun t or contact the

4. HISTORIC PRESERVATION: If your project involves a building that is 50 years or older, listed on the natmnal reg|ster Iocated in
an hlstorlc: district or deS|gnated downtown, or involves any ground disturbance, please complete the Hist P
Pre ary Review 1 and submit it to the email listed on the form. Staff from the Division for Historic Preservation
assistyouin determmlng ifthe project requires Section 106 review.

| certify that | have read and understand this page, and if | am not an employee of the applicant municipality, | have made the
applicant municipality aware of the requirements on this page.*

ExecutiveSummary

Pleasdadentify the workingtitle for your project, oncesavedthe title usedwill be the title that will appear
whenhoveringoverthe applicationidentifier within the sysem.

EXECUTIVE SUMMARY
Instructions: Required fields are marked with an *. Document Information: 1G-2016-Pownal-00003
Details Project Title
B - Community Center Project
Working Title for Project|Commun|ty Center Project You are here: > VCDP Application Menu > Forms h
Consortium

If applyingasa consortium,markyesandthen markeachapplicablemunicipalitycheckboxn the list labeled
Wt | NI AaQdryLA QIMLEEE A GA SAQd

A consortiumis formedwhentwo or more municipalitiessubmita joint applicationwith one municipality
agreeingo serveasthe leadgrantee. Seethe ProgramGuidefor ConsortiumGuidelines
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Screenshofrom ExecutiveSummanyform in Application

Is this a consortium project? Yes No If Yes, please select the participating municipalities. *

Participating Municipalities
Town of South Hero

Town of Springfield

m

Town of St. Albans

Town of St. George

ChiefExecutiveOfficer
Listthe nameandetitle of the electedChiefExecutiveOfficer(CEOYDf the municipality. In the caseof a joint
application,it isthe nameof the leadapplicant'sCEQhat shouldbe entered. Forthosemunicipalitieswith a

munidpal manageror administrator,this personcanactasthe CEQf soauthorizedby the electedgoverning
body (city council,boardof selectmenor trustees)to acton behalfof the municipality.

ContactPerson

Pleaseprovidethe nameof the persondesignatel to be your day-to-daycontactfor the VCDRuwith respect
to the application. Thispersonshallbe responsibldor:

1 keepingall applicantpartnersadvisedasto applicationprogressand communicatiorwith the VCDP
1 providingthe VCDRnformationasmaybe neededduringthe applicationreviewprocess

1 securingdecisiondrom the applicant(syand othersinvolvedwith the projectwith respectto any
issuesaboutthe projectwhichmayariseduringapplicationreview

1 coordinatingthe presentationto the CDBoard
Personwho preparedthis application

If we havequestionsor needclarification,it isa bighelpto havethe nameof the personwho did the work of
putting togetherthe application. If the ContactPersondid the work, justindicatethat thisisthe case.

EstimatedProjectFunding

Thissectionautomaticallypopulatesbasedon the budgetpageshat youfill out in the online system. No
dollaramountswill appearin this field until you havebuilt your budgetpagesand savedthis page.

Subgranteeand Borrower

If your projectinvolvesa subgrantor loan, the legalname,completeaddress DUNS#nd FederallD#for the
subgranteeand borrower are required. SelectN/A if your projectdoesnot havea Subgranteeor Borrower.
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Nationaland State Objectives

TheObjectivesfor the ScatteredSite Applicationare automaticallypreselected The StateObjectivewill
alwaysbe housing,andthe NationalObjectivewill alwaysbe low-to-moderatehouseholdsvhichare
determinedby incomesurveyingHowever,youwill needto providethe datarelatedto the low-to-
moderateincomebeneficiaries.

Completionof IncomeSurveys Proposedeneficiariefor housingand housingcounselingnustcomplete
housingincomesurveys Beneficiarynumbersare basedon householdsnot individuals. SeeHUDIncome

Guidelinesfor your communityincomelimits andthen selectthe appropriateVCDRncomeSurveyform.

Screenshofrom the Nationaland StateObjectiveform in the Application

Provide the following:
Housing - Rehabilitation Public Service - Counseling
(number of households) (number of households)
Number of households less than 30% of median income benefiting * *
Number of households between 30% and 50% of median income benefiting
Number of households between 50% and 80% of median income benefiting
Sub-total of LMI households directly benefiting
Number of households over 80% of median income directly benefiting * *
Total households directly benefiting
Percentage of LMI henefidaries % %

ProgramManagementand GeneralAdministration

Screenshofrom the ProgramManagementand GeneralAdministrationform in the Applicaton

PROGRAM MANAGEMENT AND GENERAL ADMINISTRATION

role and then add the organization or person’s name.

identify Program Management.

The contract procurement process cannot begin prior to the release of environmental conditions.

List all the organizations or persons involved with the project that will be paid with VCDP funds next to the appropriate role. If the organization or person falls under "Other”, add their

Please Note: All VCDP Grants must identify the organization or person performing General Administration and Program Management. If applying for Planning Grant you do not need to

Procured by VCDP Standard

Function/Role Organization or Person Name Yes| No If "No" please explain the reason N/A
General Administration o
Program Management (not required for PG's) B F i

Development Consultant

General Contractor

ProgramManagement

Everyprojectbudget(other than thosefor planninggrants)mustincludemanagemenbf the

project. Programmanagemengctivitiesare directlyrelatedto accomplishingrrogramtasksspecificto the

Agencyof Commerceand CommunityDevelopmen®2018 Page 6
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projectbeingfunded. Typicalprogrammanagemengctivitiesincludeexpensesgelatedto the environmental
review, clerksof the works,compliancewith DavisBaconrequirements permit complianceengineeringand
architecturalservicesamongothers.Whencompletingthe ProgramManagementand General
Administrationscreen pleaseindicatewho will be responsibleor theseactivities if namesare not known,
pleaselist the function/role.

GeneralAdministration

GeneralAdministrationactivitiesrelate to the overallmanagemenbf the VCIP grant. Thesefunctionsare
commonto any VCDRyrantandincludefinancialmanagementprogressreports, requisitions procurement
andfinal programreports/closeout,amongothers. Whencompletingthe ProgramManagemeniand
GeneralAdministrationscreenpleaseindicatewho will be responsibleor the General Administration,if
namesare not known pleaselist the function/role.

Note: Alladministrativeservicesand professionakervicesontractsbetweenGranteesand Program
Administratorsmustcomplywith the VCDRx { I YTdhtr@ctfor Administrative Servicesand Program
Management containedin the VCDPRGrantsManagementGuide. Paymentundersuchcontractsmayonly
be madefor & y S O SandNIBNES 2 ¢dstétHat3e invoicedand supportedby appropriate
documentationthat identifiesthe specificpersonnel time workedfor eachproject, andrate beingcharged.

Procured Acording to VCDP Standards

Goods and services, such as buying supplies, retaining design professionals and awarding construction
contracts are all subject to procurement procedurd$e appropriate method for any given product or
service is dependent orné estimated cost or pricavhether the procurement is for a service or product, the
type of contract to be utilized, whether the service or product is unique, whether there is any eligible,
gualified competition. The key element of procurement is thdie entire process provides for full and open
competition. For guidelines and specific procurement methods refdPtocurement on webpage for the
Grants Management Guide

Releaseof EnvironmentalConditions

Youmustsecurean EnvironmentaReviewReleasdetter from the Agencyprior to obligatinganyfunds,such
asoffering constructioncontracts,andrequisitioningCDHRunds. Theexceptionisthat general
administrationcostssuchas,preparingthe EnvironmentaReview engineeringwork, architecturalwork, or
environmentalreports preparedby environmentalconsultants(e.g.Phasd EnvironmentaSite Assessments)
maybe incurredprior to approvaland completionof the EnvironmentaReview. However,shouldyou get
awardedfor this projectandintend to be reimbursedfor theseactivities,youmust obtain prior approval
from GrantsManagemeniStaffandfollow procurement.Anyquestionsregardingthe procurementprocess
shauld be directedto JoeLeClair GrantsManagementAnalystat (802)8285226.All ERformsare available
in the OnlineGrantsManagementSystem ForSSprojectswith unknownlocations,atiered reviewwill be
completed.TheTierl ERmustbe submittedin the OnlineGrantsManagemeniSystemwith the oversightof
the Agency After the Tierl ERis completed,andyou havereceivedthe ERReleasd dter, site-specificTierll
ERsnustbe completed uploadedto GEAR&ndreceiveapprovalfrom the EnvironmentalOfficer.No
commitmentof funds for any givensite-specificlocation,cantake placeprior to the completionand
approvalof the Tierll ERfor that location If your SSprojectdoesnot haveatiered reviewbecausesitesare
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known,no commitmentof fundsmaybe madeuntil the EnvironmentaReviewReleasé etterisissued.
Issuanceof a GrantAgreementwill not take placeuntil the ERReleasd gter isissued.Formoreinformation,
contactthe EnvironmentaOfficer,Quin Mann at (802)828-1357.

ProjectDescription

Applicantsare required to providea detaileddescriptionof their projects,includingthe servicearea,location
maps,floor plans,photographsandfloodplaindocumentationfrom the FEMAMap Service

ServiceArea

Indicatethe area/regionyour projectwill service. Thiscanbe assmallasa neighborhoodn yourtown or
couldencompass countyor largerregion.

Floodplain

Screenshofrom the ProjectDescriptionFormin the IntelligrantsApplication

g) Is any part of the project located in a flood plain? Yes No
If only part of the project is located in a flood plain, please clarify what part is in the flood plain.

Underthe EnvironmentaReviewprocessan assessmentustbe madeasto the impactthe projectmay
haveto a designatedloodplain.Contactthe relevanttown clerk,regionalplanningcommissionpr the FEMA
Map Serviceto obtain a copyof the floodplainmap coveringyour project area.|f the projectislocated

within a designatedloodplain,youwill be requiredto demonstratethat there isno practicablealternativeto
the locationof the project (See24 CFR55.10)

8 StepProcesdor FloodplainManagement

Todemonstratethat there is no practicablealternative, the 8-StepDecisionMaking Procesg8-Step)must

be completedaspart of the LINE 2 Eh@rorthéntaReview The8-Stepinvolvesan early publicnotification

with a 15-calendarday commentperiod, evaluationof alternatives,jdentifyingdirect andindirectimpactsto

the floodplain,and an additionalpublic notification of determinationof & y@acticable: f G S NJflithiaA @S & ¢
sevencalendarday commentperiod. Pleasecontactthe Emironmental Officer, Quin Mann at (802)828

1357for more information and guidanceon this process.

DesignatedDowntown/Village

Screenshofrom the ProjectDescriptionform in the Application

h) Is the project located in a designated downtown or designated village center as determined by the Downtown Development Board?
Yes No
If no, is it located in a downtown? Yes No*
If only part of the project is located in a designated downtown, designated village center or simply in the downtown, please clarify what
part.
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Townsandyvillagesthat receivedowntown/villagedesignationare eligiblefor anumberof benefits,including
tax credits,loansand grantsfrom variousstate agenciesand priority considerationfrom other state
programsandagencies.Tofind out if your town/village is designaed or to find out howto become
designatedpleasecontad the Downtown Program

CommonApplication

Screenshofrom the ProjectDescriptionform in the Application

i) If your project is a housing project and you have completed a Common Housing Application for VHCB or VHFA please attach your Common|
Housing Application.

MNote: If you feel you have fully addressed any of the VCDP application questions in your Common Housing Application, please cite where
{page & question number) in the Common Application the answer can be found for each question.

If youhavecompleteda CommonHousingApplicationfor VHCBr VHFApleaseattachyour Common
HousingApplication.If youfeel you havefully addressedanyof the VCDRapplicationquestionsin your
CommonHousingApplication,pleasecite (page& questionnumber)whereit canbe found within the
CommonHousingApplication.

EnvironmentalReviewldentifier Number

If youhavenot yet startedan EnvironmentaReviewfor your project, pleasecontactQuin Mann,
EnvironmentaDfficerat 828-1357.

Please provide the Environmental Review Identifier Number and status of the Environmental Review for this project.

i) il

Budget

Screenshofrom the ProjectBudgetform in the Application

Activity 55-Residential Rehabilitation Single - *
Housing

VCDP Amount Requested $80,000 *

Activity Total $80,000

Considetthe scopeof your budgetasthosedollarsneededto fund all activitiesrequiredto meetyour
LINE LJZbankfit aQdto achievethe Stateand NationalObjective. Make sureto identify all activitiesto be
fundedthroughyour budget,whether by VCDPRr Other Resources* PleaseNote: All projectsmustinclude
GeneralAdministration.Also,all Cashin-Kindcontributionsmusthavean associatedollar value.

Activity

Eachactivity of the projectneedsto be itemizedin the budget. Pleasenote, eachactivity in the budgetisa
separateform. Usethe directionson the top of the budgetform to build your budgetin the online system.
Asareminder,makecertainyou identify how thesebudgetamountswere determinedandattachthe
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supportingdocumentation. If you are basingyour information on prior experience pleaseprovide the cost
information from that prior experience.Pleaseseethe followinglink for guidanceasto eligible program
activities.

Budget Consderationsfor GeneralAdministration

Everyprojectbudgetmustincludefundsrelatedto GeneralAdministration.Theseare costsrelatingto the
overallmanagemenbf the VCDRyrant. Theseactivitieswould be commonto any VCDRyrantandinclude
financid managementprogressreports,requisitions procurement final programreports/closeout,among
others.

1. Upto twelve percent(12%)of the VCDRequestmay be budgetedfor GeneralAdministration
activitiesfor regionalscatteredsite housingloan prograns and regionalsmallbusinesdoan
programs.

Pleasebe awarethat anyunexpendedGeneralAdministrativefundsmaynot be usedfor other grant
agreementbudgetline itemsandmustbe returnedto the Agency.Anexceptionmaybe madeby the VCDP
underlimited circumstancesSeeProgramGuidefor additionalinformation on General Administration.

BudgetConsiderationdor ProgramManagement

Everyprojectbudget(other than thosefor PlanningGrants)mustincludefundsrelatedto Program
Management.VCDRundsor other fundingsourcesmay be usedfor what the VCDRefersto aséProgram
Management O (i A @Pkogranandgemenexpensesredirectlyrelatedto accomplishingrogram
tasksspecificto the projectbeingfunded. ProgramManagementactivitiesdiffer from projectto

project. TypicalProgramManagementactivitiesincludecostsrelatedto the environmentalreview, clerksof
the works,compliancewith DavisBaconrequirements permit compliance gengineeringand architectural
servicesamongothers.SeeProgramGuidefor addtional information on FairLaborStandardsand Davis
BaconWage

Theamountof federalfundsusedfor GeneralAdministrationand ProgramManagemenbf the grantmust
bed y S O SanadNBNEB 2 yor tive forSper and efficient performanceand administrationof the VCDP
award. Inorderto be chargedto the VCDRyrant, all General Administrationand ProgramManagement
costsmustcomplywith OMB CircularA-87 and AgencyProcedures

*Other BudgetConsiderations:
Pre-Award Costs

Applicantswho receivean awardmaybe reimbursedthroughthe GrantAgreementfor pre-awardcostssuch
asthe feeschargedby professionalgarchitects engineers archeologistslawyers,etc.)in the preparationof
the applications. Toreceivereimbursementyou must havepre-approvalfrom GrantsManagementstaff
and havedocumentationthat the procurementprocesswasfollowed. Suchcostswill not be reimbursableto
applicantswho do not receivean award. Thesecostsshouldbe clearlyidentifiedin the application.
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Other Resources

Screenshofrom the ProjectBudgetform in the Application

Funding Already
Other Resources Type Amount Other Description Source Status Upload Uploaded|

| M| | Il Jl vl v I =]
| M| | |l I v M Browse O
| M| M| I I M| V] B O
| v | Il ]l v v Browse a
| \ [ | JI \

v ‘ v ‘ v ‘ Browse. ]

TheVCDRexpectsapplicantsto exploreall potential fundingresourcesincludinglocalcapital
campaigns.Theseefforts will bearon the competitivenesof anapplication. Arevolvingloanfund
controlledby an applicantshouldbe consideredasa fundingsource. Applicantswill be expectedto explain
why a municipaly-controlledrevolvingloanfund is not a sourceof fundsfor the projectin thosecasesvhere
sucha fund exists.

In addition,communitiesare expectedto providefinancialsupportin the way of donatedgeneral
administrativeor programmanagemenservi@s,waivingor reducingconnectionor localpermit fees,or
other cashin-kind contributionsrelevantto the projector explainwhy suchsupportis not possible.

Theapplicationmustincludedocumentationfor the statusfor everyfundingsourceincludedasOther
ResourcesThereare severalveryimportant factorsto keepin mind when providingevidenceof the
commitmentof fundsfrom other sources.Thesenclude:

A Thecommitmentmuststill be firm whenthe moneyis needed.

A Youmustbe ableto complywith all conditionsplacedon the commitment.

A Thecommitmentcannotbe dependenton eventsbeyondthe control of the applicant
Identify eachresourceindividuallyand uploadits supportingdocumentation.

* Important information to know:
HousingProjectBudget

Considetthe scopeof your budgetasthosedollarsneededto fund all activitiesrequiredto meetyour
LINE LJ2bankfit aQto achievethe Stateand NationalObjective. Make sureto identify all activitiesto be
fundedthroughyour budget,whetherby VCDPRr Other Resources.

Howto Createa BudgetSummary
Nowthat you haveenteredeachactivity into the forms of your budget,you canautomaticallygeneratea
budgetsummaryby usingthe report locatedat the bottom of the VCDRApplicationMenu ¢ Foms,under

the headingreports¢ VCDRProjectBudgetand OtherResources.

Screenshofrom VCDRApplicationMenu - Forms
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Thisreport takeseachbudgetform in the applicationandbringsthem all togetherin one placein orderto
seeasummaryandatotal for all project activities.

Clickon the VCDHMProjectBudgetand OtherResource$ink. Thiswill openanewwindow andthe budget
summarywill appearon the screen. If youwould like to exportthe budgetto Excel¢ selectExcefor the
exportresultsto andhit the Executebutton at the top.

Screenshobf the VCDHRProjectBudgetand Other Resources:

Application Number Municipality Title
55-2016-Winooski City-00001 City of Winooski Project Budget and Other Resources
1
OtherResources _____________________________|FundingSource ____[Type __JAmount _____|Status |
Bank Financing (BANK) Private $1,500,000 Committed
HUD (HUD) - CHAFPA Federal Grant $50,000 Committed
MeighborWorks (NW) Federal Grant $50,000 Committed
Other (Other) - Program earned revenue Private Cash $20,000 In-Hand
Activity _______________|Program Area_Code VCDP Amount |HUD __INW___[BANK ___|Other _|Total Activity Costs |
Residential Rehabilitation Single Housing 3002 $300,000 $300,000
Program Management Housing 3013 $500,000 $500,000
Home Ownership Assistance Housing 3023 $0 $1,500,000 $1,500,000
Counseling - Advocacy Services Housing 3028 $50,000 $50,000 $100,000
General Administration Housing 5013 530,000 $50,000 $20,000 $100,000
Total Costs $880,000 $50,000 $50,000 $1,500,000 $20,000 $2,500,000
Percentage of Total 35% 2% 2% 60% 1%
Narrative

TheNarrativeis organizedn amannerto identify all informationthat is criticalto the CD{ LJS O Adndlyaisi G Q &
andto the VCDMBoardreview of your application.Theinformation requestedallowsfor evaluationof your
projectwith respectto VCDRequirementsand providesinformationto assisthe VCDHBoardwhen

evaluatingthe competitivenesf your applicationin your fundingcycle.

Pleaseprovidearesponsdo eachandeveryquestion.If a questiondoesnot applyto the project,answer
a b k Wasfronglysuggestyou copyand pasteyour answersto eachquestionfrom aword processing
systemdirectly into eachtext box. Thiswill help avoid anyspelling,grammar,or punctuationerrors. There
are no sizelimitationsin the text boxes.

Pleasedo not useanyspecialformatting if you are cutting and pastingfrom aword document.TheOnline
GrantsManagemeniSystenwill not recognizebold or italicizedfont, bullets,tablesor tab indentations.The
useof formatting couldmakegeneratinga PDFof your documenta challenge.

Thereis a spacebeloweachtext boxto attacha supportingdocumentif needed. Onlyone documentcanbe
uploadedper question. Pleasebe sureto labelattachmentsclearly. If you needto attachmorethanone
documentusethe ApplicationAttachmentsform andincludea sentencein the text boxindicatingthe name
of the additionalattachment,the informationit containsandthat it hasbeenuploadedto the Application
Attachmentsform.
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DocumentingBenefit

If youproposeto meetthe NationalObjectivesby servingpersonsof low- and moderateincomeproviding
housing pleasebearin mind that youwill be requiredto documert that the projecthasachievedhe
proposedbenefitwithin the grantperiod by demonstratingthat at least51%of the individualsservedare
personsof low- or moderateincome.

Individualswith low and moderateincomeshaveincomesat or below 80%of the areamedianincome
(AMID). | | 5I1fcdmeLimitsfor Familyby Sizeprovidesguidanceon incomelimits and medianincomelevels
by countyfor Vermont.Formore information, seeDocumentingBenefit sectionof the ProgramGuide.

ProjectNeed

Questionsl-5 of the applicationform the basisof the staff analyss of your project. TheVCDMBoardrelies,
to alargeextent, on staff analysigdo makefundingrecommendations.An organizedcompletenarrative
with appropriatesupportingdocumentation,js criticalto a full andfair analysisf your project. AllVAOR
fundedprojectsmustmeetawell-documentedneed.

Thereis a spacebelow eachtext boxto attacha supportingdocumentif needed. Onlyone documentcanbe
uploadedper question. Pleasebe sureto labelattachmentsclearly. If you needto attachmorethanone
documentusethe ApplicationAttachmentsform andincludea sentencein the text boxindicatingthe name
of the additionalattachment,the informationit containsandthat it hasbeenuploadedto the Application
Attachmentsform.

ProjectNeedis Well-Documented(e.g.,studies,updated data, etc.)

1. Describethe continuedneedfor this project, specificallyhasthe needfor the scatteredsite program
changedsinee the lastsubmittedapplication.

*Backup your statementwith studies,researchanddata. Avoidgeneralizedstatementswith no
substantialdataor evidence.

Thereis not a more appropriate solution than the one presented.
2.
a. Describeanyprogramupdatesand/or new initiativessincethe lastapplicationwassubmitted.

b. Describeanynew nitiative/programto encourageprivate landlordsto makeimprovementsto
distressedental housingin orderto bring substandarcandvacantrental housingup to code. Be
sureto includethe rental sizebuildings(numberof units) eligiblein the program.Budget Note:
for buildingsor landlordswith four or lessunits, usethe ResidentiaRehabilitationSingleActivity
while buildingsor landlordswith five or more units usethe ResidentiaRehabilitationMultiple
Activity

*Cite relevantdataandattachanystudiesor informationto supportthis need.

All appropriate funding sourceshave beensought.

3. Describethe effort to obtain other fundingand, why particularfundingsourceswere considerecbut
not pursued.In particular,hasthe projectconsideredseconday capitalmarketoptions? If not, why?
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*Clearlyindicateall other alternativesthat were exploredandinvestigatedas
alternatives. Summarizehe optionsand outcomesof your investigation.

4. Explairthe levelof municipalgovernmentsupport.

*Supportcancomein the form of financialcontributions,commitmentof in-kind resourcesand
letter expressingonsistencywvith municipalplan, etc.

TimingPressures

5. Pleasalescribe|f applicable any particularissueshat makefundingof this projecttime sersitive. If
not applicableselectN/A

*Pleaseaddressf you haveclosingdates,contractwith time limits, other fundingthat is dependent
on VCDRunds,costestimateswith expirationdates,or other factorsthat mayapply.

Projectimpact

Questionst-7 of the applicationform the basisof the staff analysishasedon your descriptionofthe LINR 2 SO Qa
impact. TheVCDHRBoardrelies,to alargeextent, on staff analysigo makefundingrecommendations.The
factorsbelowrelateto how well the project meetsthe nationalobjective,aswell asits impacton the

community. Anorganizedcompletenarrative,with appropriatesupportingdocumentation,is criticalto a

full andfair analysisf your project.

Thereis a spacebeloweachtext boxto attacha supporting documentif needed. Onlyone documentcanbe
uploadedper question. Pleasebe sureto labelattachmentsclearly. If youneedto attachmorethanone
documentusethe ApplicationAttachmentsform andincludea sentencein the text boxindicatingthe name
of the additionalattachment,the informationit containsandthat it hasbeenuploadedto the Application
Attachmentsform.

ProjectOutcomes

6. Providethe following (thesenumberswill automaticallypopulatefrom the dataenteredin the
Nationaland StateObjectivessection):

Numberof householddessthan 30%o0f medianincomebenefiting
Numberof householdetween30%and 50%o0f medianincomebenefiting
Numberof householdsbetween50%and 80%of medianincomebenefiting
Subtotal of LMIhousehdds directingbenefiting

Numberof householdsover 80%of medianincomedirectly benefiting
Totalhouseholddirectly benefiting

*Youmayneedto incomesurveypotential beneficiariewf this applicationin orderto determine
incomes.SeeHUDIncomeGuidelinesfor your communityincomelimits andthen selectthe
appropriateVCDRncomeSurveyform basedon your projecttype housing,economicdevelopment,
publicfacility, or publicservice.

7. Explainhow benefitnumberswere determined/projected?(Must be filled out if LMIwasselectedas
aNationalObjective)

*Beneficiarynumbersfor scatteredsite applicationsare basedon householdshowever,HUDalso
collectsdatafor the projectednumberof peopleservedper household. In addition,the VCDP
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programalsoneedsto captureinformation about ADAaccessibilitymprovementsJeadabatement,
and HomeownershigCenteractivities. Pleaseoutline the total numberof householdghat will be
receivefundsfor ADAimprovementsJeadabatementor assistanceéhroughthe Homeownership
Center. Forexample:ADAimprovements:4 household, 2 personsper householdfor atotal of 8
people,100%at or below 80%o0f medianincome.

ProjectFeasibility

Questions8-11 form the basisof the staff analysisof your LINR 2 f8aSikili€y 2TheVCDMBoardrelies,to a
largeextent, on staff analysisdo makefundingrecommendations.Anorganizedcompletenarrative,with
appropriatesupportingdocumentation,is criticalto a full andfair analysisof your project Theprojectand
its proposedbenefitmustbe feasible. Thefollowing factorswill be consideredin orderto gaugeproject
feasibility.

Thereis a spacebeloweachtext boxto attacha supportingdocumentif needed. Onlyone documentcanbe
uploadedper question. Pleasebe sureto labelattachmentsclearly. If youneedto attachmorethanone
documentusethe ApplicationAttachmentsform andincludea sentencein the text boxindicatingthe name
of the additionalattachment,the informationit containsandthat it hasbeenuploadedto the Application
Attachmentsform.

Readinesgo start within six months of the award.

8. Pleasddentify the statusof commitmentsfrom eachof the other fundingsourcespleaseexplain
when commitmentsare expectedfrom eachfundingsource. If not applicable selectN/A.

Benefit/TimeframeFeasibility

9. Ifthereisneedfor amarketingplanto advisepotential usersof the serviceghat would be provided
throughthe grant, providea summaryandattacha copyof this plan. If not applicable selectN/A.

10.TimeTable

a. Provideaprojecttime line. Includedatesthe EnvironmentaReleasepermitsin hand,100%
fundingcommitments,designcompletion,constructioncompletion,etc. aswell asfor
procurementstepsincludinghiring, executionof contractsachievingBenefit,andanyother key
datesfor actionsto carryout this project

b. Howwasthistime table determined?
Costestimatesare reasonablysupported
11. Attachthe followingfinancialdocuments

a. FinanciaStatementgbalancesheetandoperatingincome/expensesfor mostrecent3 years. If
auditsexist,submitthem. If no audits,submitfederaltax returns. (We needinformation for
both the non-profit organizationandthe housingRLF)

b. Operatingpro forma projectedat leastfive years.

C. Submitsupportingdocumentationand/or assumptiongo supportthe costsshownon the
ApplicationBudgetForms If supportingdocumentationwasuploadedto the budgetforms,
selectN/A.

d. Submitsupportingdocumentationandassumptiongo supportthe operatingpro forma.
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Resolutionfor Grant Application

Screenshofrom the Resolutiorfor GrantApplicationform in the Application

1. Does your community have a valid Munidpal Development Plan in Accordance with 24 V.S.A. Chapter 1172%
Yes No

Date adopted (mm/dd/yyyy) (Note: automatically expires 5 years from date of adoption)
Date expired

2. Please select the appropriate Resolution for VCDP Grant Application Authority from below and print. Then the Legislative body must
execute the resolution and upload or mail to DHCD.

Single Applicant

Lead Applicant of Consortium

Participating Applicant of a Consortium

Upload your Form here®

[ Browse. | [[] Sent to DHCD
3. Does your community currently regulate development within the floodplain? *
Yes No
Upload a copy of your Floed Hazard Area Regulations. | Browse... |

AVCDRyrantmustgoto a municipalityor municipalities. Evenif an organizationor agencysponsorghe
projectandpreparesthe application final authority and responsibilityrestswith the municipality(es). Tobe
certainthat the legislativebody understandshe obligationsit will assumef the applicationis successfulthe
appropriateResolutiorfor VCDRGrantApplicationAuthority must be adoptedby the municipality(ies),
signedby the legislativebody(ies)andthe original(s)are uploadedto the online application

Themunicipalityshouldselectthe mostappropriateResolutiorfor the VCDRyrantapplication. Theseforms
are availablein the online application:

1 SingleApplicant
1 LeadApplicantin a Consortium
1 ParticipatingApplicantsin a Consortium

ThelegislativeBody'sResolutionis to certify that it -

1 possessekegalauthority to applyfor the grantandto administerthe program;

1 appliesfor agrantunderthe termsand conditionsof saidprogramandagreesherebyto enter into
Certificationsand Assurancesfound in the GrantsManagementGuidechapteron the Grant
Agreement

71 hasaduly adoptedandcurrent MunicipalPlanor CommunityDevelopmentPlanandthat the project
is consistentwith the plan;

1 hasreceiveddocumentationfrom the RegionalPlanningCommissiorthat the projectis consistent
with the RegionaPlan;

1 hasauthorizeda designatedpbersonto be the ContactPersonto provide,on behalfof Applicant,all
documentsandinformation necessaryor the completionof the applicationandto providesuch
coordinationasmaybe necessaryor the application;and
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1 isunderstoodthat, if the applicationis funded,the receiptof VCDHRunds,asfederalfundspassed
throughthe Stateof Vermontmayrequirethat anaudit of the Applicantbe conductedunderthe
provisionsof the SingleAudit Act,asamended,andthat VCDRundsmaybe usedto fund only a
limited portion of the audit cost.

It isimportant to note that -

1 Theonlyeligibleapplicantsare Vermonttowns, cities (exceptBurlington),andthe incorporated
villagescharteredto function asgereralpurposeunits of localgovernment.

1 Byadoptingandsigningthis resolution,the applicantis agreeingjf a grantisreceived,to comply
with and enforceasrequiredall of the laws,rules,executiveordersand proceduressnumeratedin
Certificationsand Assurancegound in the GrantsManagementGuidechapteron the Grant
Agreement

1 Themunicipalplan mustbe adoptedunderthe provisionsof the State'sPlanningand Development
Act(24VSAChapterl17), mustnot haveexpired,and mustincludeprovisionscoveringeconomic
development.

1 Thecommunitydevelopmentplan mustbe adopted by the legislativebody after a properlywarned
publichearing,and notice providedto the planningcommissionf one exists.

1 Theimplicationsof your proposalmustbe consideredand awritten statementthat the projectis
not at oddswith ongoingregionalinitiativesmustbe securedfrom the regionalcommissioror
commissionsf the projectisin morethanoneregion.

1 Thisprovisionauthorizesthe ContactPersonidentified in the ExecutiveSummanyof your
application.

1 Ifthe expenditureof federd fundsduringa grantee'sfiscalyearperiodis $750,0000r greater,the
Agencywill requirean A-133 SingleAudit. Thecostsof a SingleAudit are eligibleVCDRexpenditures;
however,a SingleAuditis only on a pro rata basis If the expenditureof federal fundsduringa
grantee'sfiscalyearperiodis lessthan $750,000,the Agencywill conducta Reviewof Expenditure
Documentationat no costto the grantee.

PublicHearing

Screenshofrom the PublicHearingNoticeform in the Application
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PublicHearing Notice

All of the pages that have been added to this section will appear in a drop down menu in the upper right side of this form opposite the menu bar. Use the
GO button next to the drop down menu to navigate between the pages.

The public hearing notice must appear in a newspaper of general circulation in the area at least 156 days prior to the date the hearing is held and the
public hearing notice must be held at least 5 days before the application is submitted to the Agency.

The TTY# in the print version is for persons who are hearing impaired, for more information go to www.vermonirelay.com

For publication on or before I:I (mm/ddiyyyy) *

Public hearing will be held

Time [ ohmmampm*

Date [ | immadyyyn’*

Street Address | |*

Please identify place and address of where copies of the proposed application will be available | id

May be viewed during the hours 0f| |*

Special Accommodations Contact Person| |*

Special Accommodation Mumber To Contact| | (m-m-m)*

Activities A
vk

Copy submitted by | |*

e

Send tear sheet to Al

Participating Grantees for Consortium | |

Themunicipality'slegislativebody musthold at leastone publichearing,in an ADAaccessibléocation,to
provideresidentswith anopportunity to learnaboutthe proposalandan opportunity to comment.The
FederalActrequiresthat the devebpmentof projectscarriedout in whole or in part with VCDRunds,must
involvecitizenparticipation,especialljow- and moderateincomecitizenparticipation.

Completethe information calledfor on this form andsaveit. Onceyousavethe informationyoucanusethe
PrintVersionbutton at the top or bottom of your screen. Thiswill createthe PublicHearingNoticethat can
then be emailedor sentviathe mailto anewspaper(spf localcirculation. Besureto allow for the time it
maytaketo haveit published. Havethe newspapersendatear-sheetto verify the date of publicationand
uploada copyof it with your applicationensuringthat the date of publicationis visible
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Notice Requirements

Thepublichearingmustbe held at leastfive daysbefore the applicationis submittedto the Agencyandthe
hearingnotice mustappearin a newspaperof generalcirculationin the areaat leastfifteen daysprior to the
date the hearingis held.

Pleasebe sureto properlyestimatethe amountof VCDRundsyou will be seeking.VCDRuvill requireanew
notice and hearingif the applicationamountis more than 10%higherthan the warnedamount.

Note: It isvital that the notice showthat the hearingis beingwarnedbythe I LILJ AL@disiativeRady(of
the leadapplicant,in the caseof a consortium).

Specificdor ConsortiunProjects Eachapplicantmunicipalitymusthold a publichearingto allowits citizens
to learnaboutthe proposedproject, askquestionsand expresgheir views. Consortiummunicipalties may
hold their own hearingor combinemeetingsand noticeswith other consortiummembers providedthat
doingsowill complywith the spirit of the requirementandall citizensinvolvedhaveadequatenotice of the
hearingand convenientaccesgo its location. All potentialmembermunicipalitiesshouldbe includedin the
noticesevenif someare unsureif they will finally becomemembersof the consortium.

Minutes of the PublicMeeting

Screenshofrom the Minutes of the PublicMeetingform in the Apgdication

Please enter the following information regarding the public meeting(s) held and click the SAVE button.

DateHeld|  |(mmiddiyyyy)*

Number of Aﬂendee5| ‘

Location| *
Hearing O‘l‘ficer‘ *

Date Published | | (mmiddiyyyy)*

Where Published?

Upload a copy of the minutes here Browse. ¥

A copyof the minuteskept at the hearing(smustbe submittedwith the application. Theminutesshould
indicatethe date,time, and placeof the hearing,the list of attendees a brief descriptionof what was
presentedand of anydiscussiorthat took place. If anywritten commentswere received this shouldbe
noted, and copiesattached. Theminutesshouldbe dated andsignedby the recorderand uploadedwith the
application.
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Copyof the PublicHearingNotice

Screenshofrom the Copyof the Noticeform in the Application

Attach a copy of the notice as it was published in the newspaper. This must be the tear sheet provided by the newspaper or copy of the newspaper
page showing both the notice and date of publication.

Description

Browse... |¥

Besureto obtain a copyof the tear sheetor pagefrom the newspapelin whichthe PublicNoticewas
published.Includethis with the applicationby uploadingthe document.

Specificdor ReSubmittal of an Application
Applicantsresubmittingan applicationfor fundingunderthis programshouldbe awareof the following:

1 Anew publichearingis not requiredunlessl) more than sixmonthshaslapsedbetweenthe date of
the lastpublichearingandthe applicationdeadlinefor the cycleunderwhichthe applicationis being
resubmitted,2) the projectis significantlydifferent from what waspreviouslyproposed,and/or 3)
the amountrequestedis more than 10%higherthan the amountin originalnotice.

1 Intermsof the applicaion itself, anew applicationwill needto be resubmittedand,in somecases,
new Resolution(syvill needto be executedand submitted.

1 If youadd/reviseanythingfrom the previousapplication,be sureit is clearwhat is new and/or
changedIt would be bestto submitthe applicationwith anaddendumthat hasthe new
information.

Certificationof Programincome/UnrestrictedRevenueAvailable

Screenshofrom Certificationof ProgramlincoméUnrestricted RevenueAvailableform in Application
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Does the municipality currently have a revolving loan fund funded by previous VCDP or HUD-directed grants?* ) yes ) No

Does the sub-grantee currently have a revolving lean fund funded by previous VCDP or HUD-directed grants? IF yes, click ADD button and complete a
form for the sub-grantee's revolving loan fund. * () Yes ) No

Note: If no to both questions, then completing remainder of the form is not required.

*Please note that communities with inactive (as defined by Agency Procedures) VCDP/HUD funded RLF’s, must commit at least 20% of the RLF
balance on hand when applying for any VCDP Grants. Committed funds may be in the form of a loan or grant to the project. For Planning Grants
only, communities with inactive revolving loan funds will be reguired to commit 20% of the loan funds on hand or $7,500 (25% of the maximum
$30,000 PG,) whichever is less.

Municipalitﬂ ~
Reporting Date I:I (mmiddfyyyy)
Check approprate box O Applicant

[ Lead Applicant (consortium)
[] Participating Applicant (consortium)
[] NCDO/RLF Name |

Income/Revenue Generated From VCDP or HUD Funded Grants

Schedule 1 Establishment of the Current Cash Balance

Third Previous Second Previous First Previous Current
Fiscal Year Fiscal Year Fiscal Year Fiscal Year

() [ ] [ ] ] [ ]
Cpening balance |:|
Plus total receipts during fiscal year |:| |:| I:I |:|
Less total outlay during fiscal year l:l l:l I:I l:l

Ending balance
Current balance as of I:I (mmiddiyyyy)

Schedule 2 Establishment of the amount of Current Cash Balance that is Obligated (A legally committed liability to a third party through a purchase order,
executed confract or a loan commitment letter; but not funds reserved or designated for a specific purpose)

Explanation of Obligation

Amount Obligated [ ]

Determination of what should be considered for use in this application
Current balance from Schedule 1
Less total of all Obligation from Schedule 2
Equals the amount potentially available

Amount of this that is committed to the proposed project I:I

In addition to providing the current balance of your account, you will also be askedto provide
information regarding the following:

1 Describenow the fundswere usedduringthe pastthree years. Givethe purposeandamountsfor
eachloanor grant.

1 Describehe processusedto "Obligate"in Schedulel from the amountslistedin Schedule
2. Includea copyof loan policiesthat governthe expenditureof revolvingloanfunds.

1 Explainvhat loan paymentsare expectedduringthe term of the proposedproject(s),whetherthere
will be balloonpaymentsor other receiptsof funds.
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1 Indicatewhetheror not there hasbeenanyconsiderationgivento sellingthe loanportfolio onthe
secondarymarket. If so,whenwouldthat happen?

1 Provideanexplanationof anyportion of the amount potentially availablethat isnot being
committedto the proposedproject(s).

Certificationof Programincome/UnrestrictedRevenueAvailability

Applicantgthat havereceivedincomefrom previousVCDRand/or HUDgrantsmustincludea history of such
receiptsfor the previousthree years,the currentbalanceof suchfundsandwhatis anticipatedto be
receivedduringthe courseof the proposedprogram.Describehow the fundsare beingusedandindicate
whetherthe fundsare beingcommittedto the proposed activities.

RevolvingLoanFundcapitalizedwith VCDRor HUDfunds

If your municipalityhaseverhad one of the belowtypesof grantsthat generatedincome,thenit is possible
that you havea revolvingloanfund capitalizedwith VCDRr HUDfunds:

VCDPRGrantTypes

VCDRmplementationGrant(1G)
VCDMRRapidRespons&rant(RR)
VCDRCommunityilmprovementGrant(Cl)
VCDROpportunityProgramGrant(OP)
VCDRRuralDevelopmentActionGrant(RD)

= =4 -8 —a -

HUDDirectGrantTypes

1 HUDUrbanDevelopmentActionGrant(UDAG)
1  HUDCommunityDevelopmenBlockGrant(CDBG)
1 HUDSpeciaPurposeGrants

Communitieswith incomegeneratedfrom previousVCDPRr HUDdirect grantsmustconsiderusingsuch
income(revolvingloanfunds)for their proposedprojectsand mustexplainanydecisionnot to accessuch
fundsfor the project. Wheresuchincomeexists the failure to applythe resourcewill bearon the
competitivenes®f the application.Fundscannotsit idle or be held asan endowmentor trust onlyto earn
interest. Inactve VCDRr HUDRevolvind-oanfundswill be requiredto contribute 20%of the balanceon
handtoward the project beingconsidered.

1 Keepin mindthat onlyincome/repaymentrom previousgrantsis reported. It isnot prior awards,or
the amountbeingapplied for nor isit anticipatedincomefrom future grants.

1 Note: TheChiefExecutiveOfficer,by certifyingthe ExecutiveSummaryyou are attestingto the
completenessand accuracyof programincome/unrestrictedrevenuesinformation provided.

All municipalties ¢ includingall municipalitiesin a consortiumapplicationc mustcompletethe Certification
of Programincome/UnrestrictedRevenudorm within the applicationwhether or not they havereceiveda
grantunderthe VCDRr HUDprograms.
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Application Attachments

Screenshofrom ApplicationAttachmentsform in Application

To upload more than 1 document per subject area use the Document Name field and Browse below. More will be provided once the page is saved.

For specific information about each of the attachments refer to the VCDP Application Instructions and Program Guide.

Local Bond Support*
Browse... | [] M/A

Public Service documentation *
Browse... | [] M/A

Cne for One Replacement Plan*
Browse... | [ ] MIA

Market Study *
Browse.. | [ ] MN/A

Option AgreementfOther evidence of site control *
Browse... | [ | N/A

FroposedfExecuted Lease *

Browse... | [] NiA
Document Name

| | Browse...
Document Name
| | Browse. ..
Document Mame
| | Browse. ..
Document Mame
| | Browse...
Document Name
| | Browse. ..

LocalBond Support

Provideananalysidrom aknowledgeablesourcet bondcouncil,accountantetc.t of the ability of the
municipality(iesjnvolvedwith the proposedprojectto assune bondeddebt asa wayto providelocal
funding.

PublicServiceDocumentation

Applicantsmust providedocumentationthat a publicserviceproposalis a new or increasedserviceabove
andbeyondthat whichhasbeenavailablein the applicantmunicipality(ies).
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URA/Onefor OneReplacemenPlan

ThefederalUniformRelocationAct (the & | w reguiresthe VCDRand granteesto minimizethe hardshipof
personsandto ensurethe fair and equitabletreatment of personswho are displacedasaresultof federally
assistedprojectsdesignedor the benefit of the publicasawhole.

TheURAis avery complicatedfederalstatute, andif you answeryesto anyof the following questions you
needto becomeknowledgeablen the requirementsof the statute.

1 Doesthe projed involveor havethe potential to involvethe acquisition rehabilitation,demolition or
conversiornof real property?

1 Arethere tenantsor other occupantsjncludingbusinesseshat will be affectedby the project? If so,
they mustbe notified of the proposedprojectin accordanceawith requirementsof the federal
Uniform RelocationAct.

1 Dothe tenantsor other occupantsneedto be relocated,either permanentlyor temporarily?

1 Will there be areductionof the numberof housingunits and/or bedroomsbecauseof this
project? If so,you likelywill needto developandsubmita 1:1 ReplacemenPlanfor approvalwith
the application.

Pleaseeadthroughthe federalregulationsprovidedin FederalRegulations24 CFRPart42, Displacement,
RelocationAssistanceand RealProperty Acquisitionfor definitionsandthe basicrulesfor
compliance.Pleasealsocontactyour CDSpecialistand reviewthe HUDHandbook1378 Thishandbook
providesa guidefor compliancewith the URA.

Market Study

Afull independentmarketstudyis requiredwith the application.Forapplicationautilizingthe allocated(9%)
LowIncomeHousingTaxCredits(LIHTthe marketstudy shouldmeet Vermont HousingFinanceAgency
standards All other housingprojectsshouldsubmita market study; however this requirementmaybe
waivedby the VCDHor causebasedon specificproject circumstances.

Option Agreement/OtherEvidenceof Site Control

Applicationdfor anyimplementationgrantwhere site control is necessaryor the activity to be undertaken
mustincludeevidenceof site control suchasan option agreement ownership(title), a right-of-first-
refusal. Applicantamaynot enter into a purchaseandsaleagreementprior to receivingan Environmental
ReviewReleasdetter. Foradditionalguidanceseethe SampleOption Agreementdocumentlocatedin the
EnvironmentaReviewsectionof formsand sampledocuments.

Proposedor ExecutedLease

If the projectinvolvesthe leaseof a property, a copyof the proposedor existingleaseshouldbe includedas
part of the application.A proposedleasecannotbe executeduntil after the EnvironmentaReviewReleasas
received.
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ViewingYourCompletedApplication

Screenshobf ManagementlToolsmenuc¢ CreateFullPrint VersionPDF

VCDP Application Menu - Management Tools

The menu below contains links to the tools that can be used to manage this document. See the description below each link for more detail.

Document Information: 1G-2016-Pownal-00003
Details

Management Tools

% CREATE FULL PRINT VERSION
Select the link above to create a printable version of the document.

@J CREATE FULL BLANK PRINT VERSION
Select the link above to create a blank printable version of the document.

;{:'1 ADDJ/EDIT PEOPLE
Select the link above to perform actions such as adding people, changing a security role, or altering people's active dates on this document.

5 STATUS HISTORY
Select the link above to view the status history of this document.

Q CHECK FOR ERRORS
Select the link above to check the entire document for errors.

@] ATTACHMENT REPOSITORY
Select the link above to view all attachments in this document.

Onceyou havecompletedyour application,you havethe option of viewingit in aPDH-ormat. Toviewa
PDFof your application,goto the Managemenfloolsmenuandclick CreateFullPrint Versionlink. Anew
window will open. ClickOpenor SavePDF.

*PleaseNote: TheBudgetSummaryand uploadedAttachmentswill not appearin the PDF.YourPDFwill
containapplicationpagesonly. Toviewthe budgetsummary seethe Howto Createa BudgetSummary
sectionof this document.
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Checkindor Errors

Screenshobf Managementloolsmenu- Checlfor Errors

VCDP Application Menu - Management Tools

The menu below contains links to the tools that can be used to manage this document. See the description below each link for more detail.

Document Information: 1G-2016-Pownal-00003
Details

Management Tools

@J CREATE FULL PRINT VERSION
Select the link above to create a printable version of the document.

@J CREATE FULL BLANK PRINT VERSION
Select the link above to create a blank printable version of the document.

- I
iy ADDVEDIT PEOPLE
Select the link above to perform actions such as adding people, changing a security role, or altering people’s active dates on this document.

% STATUS HISTORY
Select the link above to view the status history of this document.

Q CHECK FOR ERRORS
Select the link above to check the entire document for errors.

@] ATTACHMENT REPOSITORY
Select the link above to view all attachments in this document.

Youmay checkyour documentfor submissiorerrorsthroughoutthe writing process. Thiserror checking
optionwill alert youif there are anyrequireditemsthat are missingfrom your application.

Goto the ManagementToolssectionandclick Checlfor Errors. Alist of Errorswill appear. Youcanclickthe
highlightedtitle to godirectlyto the pagewith errors. Onceyoumakecorrections clickthe Savebutton.

If there are anymissingrequireditems, the systemwill not allow youto submitanapplication.Error
Checkingyill helpminimizethe possibilityof receivingerror messagest the time of submission.If you have
anyquestionsabouterror messageshat you are receiving pleasecontactyour CDSpecialist.
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