


 NOFA Description / Key Points
 Proposal Parameters
 Eligible Activities
 Affordable Homeownership Property 

Standards
 ATS--- Common Issues
 SharePoint Application Submittal
 ConApp / Homeownership Tabs
 Rating and Ranking
 Q and A



 The purpose of the NOFA is to create 
homeownership opportunities for eligible 
households throughout the State

 Up to $20 million in State bond funds (FLEX)

 DOH request not less than $500K, no more 
than $5MM

 Electronic submissions mandatory 
(DOH/CHFA SharePoint)

 Applications due Monday, February 29, 2016 
at 4PM

 Homeownership programs are NOT eligible



 100% AMI Income Limits (FLEX) 
◦ ConApp webpage

 Maximum Purchase Price/ After Rehab Value 
Limits
◦ ConApp webpage

 NOFA, Q and A, Rating and Ranking
 Funding Opportunities/RFPs

 Affordable Homeownership Property 
Standards



 Assisted properties must be NEW owner-
occupied comprised of 1 to 4 units (multiple 
buildings OK)

 New construction, rehab of uninhabitable 
homeownership units

 Projects: Site control, one development 
budget, shared sources/uses to be developed 
in a single phase

 Condominiums
◦ If proposing to rehab/convert existing rental units 

into condos CONTACT DOH ASAP



 II. New Construction and Major Rehab

◦ All applicable state and local codes, rehab 
standards and ordinances and zoning 
ordinances prior to occupancy

◦ Housing must also meet Energy Star for 
Homes Certification with Energy Star 
Indoor Air Package





TRIGGERS !!!

150 + BDRMS
200+ PARKING

LOCATION
Takes into consideration impact of all phases

OPM WEBSITE



TRIGGERS !!!

Historic Building
Historic District

Tribal Artifact Areas
DECD WEBSITE–Project Notification Review Form



TRIGGERS !!!
New/Exist Housing/Changes

in 
100 or 500 year 

DEEP WEBSITE/ DOH ConApp Webpage



 Application materials must clearly 
demonstrate location of the projection 
in relation to 100/500 yr

 If located in 100/500 year, include 
required documentation 
◦ Incorporates safe evacuation
◦ does not involve the placement of utilities that will promote 

or encourage future development in floodplain
◦ does not increase the potential to cause or pose a hazard to 

human life, health or property if it is destroyed or damaged 
due to flooding; or 

◦ does not involve the placement of fill within a watercourse 
or any water to create dry land to allow for the construction 
of a structure. 



Floodplain Management Certification

General Permit (DOH)

Certification

Exemption to the Statute



HAZMATS
Current Phase I ESA’s (Threshold)

Phase II – if required
Inspections/Surveys

Remediation Action Plans
Costs!!!



 HARD COPIES of architectural drawings and specs 
must be submitted must be delivered to DOH by the 
deadline

 40% drawings/specs are threshold

 Any energy efficient measures should be included in 
drawings/specs and construction costs 



 Contracts over $100,000
◦ Must be publicly advertised

◦ Open/ competitive

 Contracts under $100,000
◦ Must have 3 quotes

◦ Can be invitation to bid

◦ Fax/email quotes ok

 Include these documents in Bid Packet (DOH ConApp
Page)
◦ Notification to Bidders

◦ DOH Supplemental Conditions



18. Construction Procurement Documentation

(submit to DOH for review and comment PRIOR to 
advertisement)

(a) Invitation to Bid/RFP/RFQ

(b) Instructions to Bidders

(c) Bid Advertisements

(d) Bid/Pricing Results

(e) Bid Bond or Letter of Credit

(f) Contractor Qualification Statement A305

(g) Notification to Bidders form (**)

(h) DOH Supplemental Conditions  (**)

** Documents on DOH Website



USING SHAREPOINT TO
SUBMIT AN
APPLICATION



 Requesting SharePoint website

 Logging into SharePoint
◦ Sharing the application website with team

 Sections and uses of each application 
website
◦ Program Description

◦ Application Checklist/Task List

◦ Consolidated Application Workbook

◦ Uploading Attachments

◦ Reference Library

◦ Recycle Bin



 The Applicant should send an email to 
applicationrequest@chfa.org providing:
◦ Funding Round (ie: Affordable Homeownership NOFA)
◦ Application Name
◦ Company Name
◦ Primary Contact Name
◦ Primary Contact Email
◦ Primary Contact Phone

 Each application will require a separate email to 
be sent

 Allow 2-3 business days for website to be created

 Receive email with access to the application 
specific website

mailto:XXXXXX@chfa.org


 Upon receipt of email invitation to 
SharePoint website, click link in email

 Only need to set up one Microsoft 
Account per email (can use same email 
address for multiple applications)



 You will be prompted to sign in or create a new 
account. A new account needs to be created for 
each email address being used (one email can be 
used for multiple applications)

 Click “Create a Microsoft account”



• Fill in information using the same 
email address as SharePoint (for your 
User name/Microsoft Account Name)

• Verify your account via email from 
Microsoft



 Open SharePoint invitation email (as 
shown earlier) and click on link 
provided

Logging into SharePoint



 Click on the Microsoft Account 
login link



 Log in using the email and 
password that had been set up 
for a Microsoft account



 Once logged into application 
website, share site with necessary 
team members

 On the application website click 
the “Share” button in the top right 
corner of the screen

 Type in emails of team members 
in pop-up to grant access to the 
application website



 There are a number of different 
sections in SharePoint that can be 
used, such as:
◦ Funding Round Overview/Program 

Description

◦ Application Checklist/Task List

◦ Consolidated Application Workbook

◦ Exhibit Uploads



 The top paragraph(s) on the site 
describe the program that this 
application pertains to.

 It provides some program background 
in addition to other useful information

Funding Round Overview



 Can be accessed from the Home screen 
of SharePoint or by clicking the “Task 
List” item from the menu on the left.



 Review, add, edit, and check off tasks 
listed as necessary



 Tasks can be added/edited by anyone 
with access to the site

 Tasks can be assigned to individual 
team members (who have been invited 
to work on SharePoint) with due dates 
to ensure everything gets done on time

 Once all items on the Task List are 
checked off the application will be 
submitted. 
◦ If all items are not checked off by the 

application cutoff day/time then the site will 
be locked at that time, even if the 
application has not been completed.



 There are multiple ways to submit the 
Microsoft Excel Consolidated 
Application Workbook

 It can be found from the Home screen 
or by clicking the “ConApp Workbook” 
item from the menu on the left



1. Using the excel file built into 
SharePoint

2. Downloading the file from SharePoint 
and uploading a completed version

3. Downloading the file from the CHFA 
or DOH websites and uploading a 
completed version to SharePoint



 To avoid errors from multiple users 
trying to update the same file at the 
same time, you are able to “Check Out” 
the Consolidated Application Excel 
workbook

 When you “Check Out” the workbook, 
you prevent other team members from 
being able to access the file until you 
are finished and “Check In”

 Remember to “Check In” after you are 
done to avoid confusion by limiting 
team members’ access



 To “Check Out” the Consolidated Application, 
click the additional options button next to the 
file



 Then click the next additional options button 
in the next window



 Followed by the “Advanced” option, and then 
finally, “Check Out”



 To open the workbook, click the 
excel file for the Consolidated 
Application

 Click the Edit button to modify the 
file



 Click your email and enter your 
password when prompted

 Make any changes necessary to excel 
document

 Save the ConApp (not “Save As”) and 
the changes made will be saved to the 
SharePoint site

Click 
here to 
save to 
SharePoi
nt

Not here



 After making any necessary changes to the 
Consolidated Application you can close the 
Excel workbook

 Upon closing the workbook, you will be 
prompted and given an option to “Check In” 
the Excel workbook, making it available for 
other users

 If you do not check the workbook back in, the 
rest of your team will not have access to the 
Excel workbook, until you do check it in

 You can manually check the Excel workbook 
back in



 To manually “Check In” the Consolidated 
Application when you are finished, use the 
same method as you did to “Check Out” the 
workbook



 Benefits of saving the changes directly 
to SharePoint site:
◦ Multiple people can work off of latest version

◦ No issues with having to upload the excel 
ConApp

◦ Will have correct version of the ConApp
available (built into SharePoint website)

 This is the recommended way to 
submit the excel Consolidated 
Application



 Click the excel file for the 
Consolidated Application

 Click the Edit button to open the 
file



 Click your email and enter your 
password when prompted

 Save the file to your computer
◦ To do this click the “Save As” button

 Make changes to the ConApp
workbook
◦ Being sure to use the buttons found on the 

Exhibit Checklist (click “Core Items” first, 
then funding source button)

 Upload to SharePoint site prior to 
application submission deadline



 Click the “Upload” button in the 
ConApp section of SharePoint

 Click “Browse” to find the file

 Select the Consolidated Application file 
that you wish to upload from your 
computer

 Add comments if desired and click 
“Ok”



 Last version uploaded to site will be 
used during application review

 Should be same version of 
Consolidated Application as available 
through SharePoint

 Do this only if unable to save directly 
to SharePoint



 The Consolidated Application 
workbook can be found on both the 
CHFA and DOH websites
◦ www.chfa.org

◦ www.ct.gov/doh

 This version of the application can be 
downloaded to a computer to be 
completed

 The completed application will then 
need to be uploaded to SharePoint 
using the same method shown on the 
previous slides

http://www.chfa.org/
http://www.ct.gov/doh


 Attachments (required throughout 
Consolidated Application workbook) 
can be uploaded to the File Uploads 
section of SharePoint

 This section is found on the Home 
screen or by clicking the “File Uploads” 
item from the menu on the left



 This section is where attachments are 
uploaded as required by the 
Consolidated Application



 To upload attachments, click the 
“Upload” button

 Then select the file you want to upload



 This area contains a folder for each 
section of the Consolidated 
Application, one extra folder for 
miscellaneous items, and a folder for 
Deficiency Response uploads (16 
folders in total)

 Each item that needs to have an 
attachment (per the Consolidated 
Application workbook and/or 
Deficiency Letter) should be uploaded 
into the respective section folder and 
labeled as the specific exhibit number



 Select the folder you wish to upload an 
exhibit into

If an attachment for 
exhibit 3.1.a – Qualified 
Development Team is 
needed, click here



 How to label uploaded items
◦ Example – attachment for exhibit 3.1.a

Attachment 
name starts 
with “Exhibit 

#”

Attachment 
name ends 

with 
description

Attachment 
uploaded 

into Section 
III folder



 All items that get uploaded can be viewed 
at any time

 If something is uploaded by mistake it can 
be deleted by right clicking the item, and 
selecting “Delete”
◦ It will then be moved to a Recycle Bin in SharePoint

 Avoid naming multiple items as the same 
thing, or with the same Exhibit #

 Please make sure all attachments are 
uploaded to the correct section folder



 Can be accessed by clicking “Reference 
Library” on the menu on the left side of 
the screen



 You will then be shown links to 
reference information on both the 
CHFA and DOH websites



 Can be accessed by clicking “Recycle 
Bin” on the menu on the left side of the 
screen



 Similar to Microsoft Windows, any file 
that gets deleted goes to a Recycle Bin

 If a file gets deleted by mistake, it can 
be restored by checking the item, and 
clicking “Restore Selection”



 Click “Ready for Review” in the 
application checklist, OR

 If a file gets deleted by mistake, it can 
be restored by checking the item, and 
clicking “Restore Selection”



 Will automatically be submitted at 
deadline, OR

 If a file gets deleted by mistake, it can 
be restored by checking the item, and 
clicking “Restore Selection”



ALL applications must utilize the 

DOH/ CHFA Consolidated Application (ConApp) 
http://www.ct.gov/doh/cwp/view.asp?a=4513&q=530660&PM=1

http://www.ct.gov/doh/cwp/view.asp?a=4513&q=530660&PM=1


 Click “Core Items” first to display applicant requirements for ALL 
DOH applications. 



 Second, select “DOH Funding”
◦ DOH SMALL Projects=fewer than 10 

homeownership units

◦ DOH LARGE Projects=more than 10 homeownership 
units



 Exhibits marked as N/A, N (non-threshold), 
and T (threshold) for each “DOH Funding” 
selection



Boxes highlighted in 
yellow have drop-
down choices



 Projects are required to complete all items in 
Section VII.





 Preliminary homebuyer underwriting 

 Identify the resources that the homebuyer 
needs to purchase the home
◦ Estimated cash downpayment

◦ Identify other downpayment assistance

◦ Size of first mortgage and the interest rate

 Incorporates rental income for 2-4 unit 
properties



 Since individual homebuyers may not be 
identified, it is based on research conducted 
by the applicant (mortgages, interest rates, 
other resources to assist with purchase)

 DOH evaluates this to ensure that applicant 
can realistically sell the units based on the 
incomes of targeted households as well as 
the proposed purchase prices (Is it feasible?)





 CHFA has a number of mortgage products 
that may assist low-income households 
purchase a home

 Work directly with CHFA participating lenders 
to obtain CHFA products

 In homeownership development, mortgages 
are often used to “take-out” or repay 
construction loans



 Developer’s Subsidy: the difference between 
the cost to develop housing and the fair 
market value. 

 Homebuyer’s Subsidy: any investment that 
enables the buyer to purchase the unit (ex: 
dpa, closing costs)

Total Development Cost of Unit

-Fair Market Value

Developer’s Subsidy

Fair Market Value

-DPA, closing cost asst

Homebuyer’s  Subsidy



Developer
Subsidy 

$20,000

$280,000 Total Development Cost of 
Unit

$260,000 Fair Market Value

Homebuyer 
Subsidy

$10,000

$260,000 Sales Price

$10,000 Principal Buydown and/or 
downpayment assistance





 Applicant must submit explanation of terms 
and provisions

 Homeowner required to occupy the property

 Resale
◦ Ensures units remain affordable over time

◦ Unit must be sold to an eligible homeowner during 
period of affordability

 Recapture
◦ Applicant can recover a portion of direct homebuyer 

subsidy. 

◦ Homeowner is at liberty to sell to any buyer, at any 
price the market can bear



 Pick ONE or the Other (resale or recapture)

 Subsequent sales price must be affordable

 Original homebuyer must receive fair return 
on their investment (downpayment, principal 
payments, capital improvements financed by 
homeowner)

 If there is no direct homebuyer subsidy 
(development subsidy only) use resale

 Secure interest with a deed restriction, 
covenant running with land. 



 Pick ONE or the Other (resale or recapture)

 Only secure the amount of direct homebuyer 
subsidy (not any portion of the development 
subsidy)

 Use a Note and Deed to secure your interest

 At time of sale/transfer, restrict repayment to 
an amount that is available from the net 
proceeds of the sale







 Leverage DOH funds with other sources

 Commitments for financing
◦ Firm commitments or detailed soft commitments

 Sustainable development 
◦ Any energy efficient measures should be included in 

drawings/specs and construction costs 

◦ Outreach to utilities for incentives/rebates available



 4.3.d Long-term oversight
 Be sure to discuss who/how loans will be serviced

 Compliance monitoring

 7.3.d Homebuyer Training Program
◦ Homebuyer Counseling/ Training 

◦ Landlord Education

◦ www.CHFA.org lists HUD approved counseling 
agencies



 Questions and answers 
to be posted on DOH 
Funding Opportunities 
webpage.

Colette Slover

860-270-8255

Colette.slover@ct.gov


