FY2024 & FY2025 YHDP New Project Application
A Step-by-Step Guide for Project Applicants

Follow the steps in order — e-snaps will not let you move forward until each required section is complete. Screens
will vary slightly depending on your project's component type (Transitional Housing or Supportive Services Only).

Before You Start

Have these ready before you open the application:
¢ An active SAM.gov registration (not expired or “in process”) and your organization's UEI
number

e A complete, current e-snaps Project Applicant Profile — Authorized Representative and
Secondary Contact information

e Your project's component type decided: Transitional Housing (TH) or, Supportive Services
Only (SSO)

e Draft budget figures and participant/household projections

e Any subrecipient information (organization details, EIN/TIN, UEI, expected subaward
amount)

Step-by-Step: Completing the Application

Set Up Your Project Applicant Profile

¢ In e-snaps, go to “Applicants” and open your organization's Project Applicant Profile before
starting the project application itself.

e Confirm the Authorized Representative (who can legally sign/obligate funds) and Secondary
Contact are current — HUD will use these contacts for all questions and clarification requests.

¢ Answer the HUD-2880 threshold question in the Profile: if your organization's total YHDP + CoC
funding requests exceed $200,000 for the fiscal year, you must complete Parts Il and lll of Form
HUD-2880.

¢ Save and mark the profile “Complete” — updates won't flow into your application until you do.

Register for the Funding Opportunity & Create Your Project
¢ Click “Funding Opportunity Registrations” in the left menu.

e Select “YHDP New Project Application FY2024” from the list, then click the paper-and-checkmark
icon to register for it. This step must be done before the funding opportunity will appear
anywhere else in e-snaps.

e Click “Projects” in the left menu, then filter by Funding Opportunity Name and select “YHDP New
Project Application FY2024.”

¢ Click the paper-and-plus-sign icon at the top of the grid to create a new project.

¢ On the pop-up screen, name your project — this becomes the official project name throughout
the application, so use the name you want to appear on all screens and reports.



Click “Save & Back.”

Click “Submissions” in the left menu, filter by “Applicant Project Name,” and select the project you
just created to open the project application.

Complete Part 1 — HUD Forms & Certifications (Screens 1A-1L)

Most fields auto-populate from your Profile. Review each screen for accuracy rather than
assuming it's correct.

Screen 1D: Select the state(s) and congressional district(s) where the project will operate, and
enter proposed start/end dates.

Screen 1E: Answer the Executive Order 12372 (state review) and delinquent federal debt
questions.

Screen 1F: Authorized Representative checks “l Agree” to certify the application is accurate.
Screen 1G (HUD-2880): Verify your EIN is correct — an incorrect EIN will delay grant execution.
Screens 1H-1J: Complete the Drug-Free Workplace and lobbying certifications/disclosures.

Screens 1K/1L: Complete SF-424B (non-construction projects), SF-424D (construction projects), or
both if your project includes both types of activity.

Complete Part 2 — Subrecipient & Experience Information (Screens 2A-2B)

Screen 2A: If any subrecipient will carry out project activities, add their details and upload
required nonprofit documentation to Screen 7A. Skip this screen if you have no subrecipients.

Screen 2B: Describe your organization's experience using federal funds, leveraging other funding
sources, and your financial management/internal controls.

Disclose any unresolved HUD monitoring or OIG audit findings, and confirm whether your
organization has active LOCCS access (and who holds those roles).

Complete Part 3 — Project Information (Screens 3A-3B and Special Activities)

Screen 3A: Select the correct CoC/Community Applicant — this determines where your application
is routed for review. For MD-514, select CoC Number and Name “MD-514 Maryland Balance of
State CoC” and Collaborative Applicant Name “Maryland Department of Housing and
Community Development.” Select your Component Type (TH or SSO) and, for SSO, the specific
SSO subtype.

Screen 3A: Answer the Replacement Reserve, Rural Costs, and SAM certification questions.

Screen 3B: Write the full project description — target population, services, staffing ratios, and
which activities are YHDP-funded vs. non-YHDP-funded.

Screen 3B: Complete the required Positive Youth Development (1a) and Trauma-Informed Care
(1b) narratives with specific, project-level examples — don't just restate the definitions.

Screen 3B: Enter your project milestone timeline (days from grant execution) and certify
Coordinated Entry participation.

Special YHDP Activities screen: Only select activities you actually intend to implement. Activities
requiring HUD Headquarters approval need a full narrative addressing every approval criterion —
build extra lead time in for these.



Complete Part 4 — Housing & Services (or HMIS Implementation)

Screen 4A (TH/SSO): Describe how participants will be helped to obtain and retain housing, and
how the project coordinates with mainstream health, social service, and employment programs.
DV/survivor-only projects must include a safety plan.

Screen 4B: Enter housing type, and total units/beds at full capacity. These numbers must be
consistent with your budget and Screens 5A/5B. Use a PO Box for the address if the project serves
survivors of domestic violence.

Complete Part 5 — Participants (Screens 5A-5B)
Enter projected households and persons by household type and characteristics on Screen 5A.

Enter matching subpopulation data on Screen 5B — the totals must reconcile exactly with Screen
5A or e-snaps will return an error.

Complete Part 6 — Budget (Screens 6A-6H)

Screen 6A: Confirm the project can be under grant agreement by September 30, 2026, select your
grant term, and check the box for each eligible cost type you're requesting (this unlocks the
matching budget screens).

Complete only the budget screens that apply to your selected cost types (Acquisition/Rehab/New
Construction, Leased Units, Leased Structures, Rental Assistance, Supportive Services, Operating,
HMIS, VAWA, Rural).

Supportive Services budget: Enter Staff costs and Activity costs separately, and make sure every
line item matches a corresponding “Applicant” selection on Screen 4A, Question 4.

If you selected any Special YHDP Activities in Step 4, check the Special Activities-to-Supportive
Services crosswalk table and reflect the connected costs in your Quantity/Description fields.

Complete Part 7 — Attachments & Certifications

Upload all required supporting documents to Screen 7A (nonprofit documentation, replacement
reserve details, HUD-2880 Part /11l attachments, letters of support, etc.).

Screen 7D: Certify that your organization's SAM.gov registration is active as of submission and will
be renewed annually.

Complete Part 8 — Submission Summary & Submit
Review the Submission Summary screen — it flags any incomplete required screens across Parts
1-7.
Resolve every flagged item before submitting.
Submit the application to your CoC/Community Applicant (as selected on Screen 3A) for review,
rating, and ranking ahead of the competition deadline.



Common Pitfalls to Avoid

Watch for these issues:
¢ Selecting the wrong Component Type on Screen 3A — this determines which screens appear
later and can't be changed easily
e Unit/bed counts on Screen 4B not matching the budget or Screens 5A/5B

¢ Forgetting the safety-planning and anonymous-address requirements for projects serving
survivors of domestic violence

e Selecting a Special YHDP Activity that requires HUD Headquarters approval without leaving
enough time for that review

e Letting SAM.gov registration lapse between profile setup and final submission

e Restating PYD/Trauma-Informed Care definitions instead of describing how your project
actually applies them
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