Frequently Asked Questions
Final Version: Updated through July 12, 2024

Inquiry Deadline: July 12t
Application Deadline: July 315 11:59 pm

Questions about the RFA and the application process will be accepted through Friday, July 12
at bill.winston@dc.gov.

FAQs:
I.  The first section provides information about both RFAs and both Programs .
II.  The second section concerns the Fagade Services Program.
II.  The third section concerns Housing Counseling and Housing Services only.

1. FAQOs that apply to Both Programs Areas: Housing Services & Small Business
Services

1. Do all applicants have to be a non-profit (501c3) organization?
Yes, although a new organization not yet registered with IRS and determined to be a
501c3, may be sponsored by an existing 501¢3. The new organization is under the
umbrella of the existing 501c3. The agreement between the two organization will be
needed as well as corporate and due diligence documents from the fiscal sponsor and the
sponsored applicant.

2. Can you qualify if you are a new 501c¢3 organization?
Yes. New organizations are eligible.

3. My nonprofit uses a fiscal sponsor. Can I apply for the grant?
Yes, but additional documentation will be needed.,

4. How do I apply on ZoomGrants if I have an account already?

Create a new account for this application. Go to the RFA page of the DHCD website as
described in Question 5 to click the link to create a new account for this application.
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https://dhcd.dc.gov/publication/fy-2025-rfa-housing-counseling-services-and-small-
business-services

. How do I log-in to complete the application, if I do not have a ZoomGrants account

with DHCD?

The RFA page on the DHCD website (https://dhcd.dc.gov/publication/fy-2025-rfa-
housing-counseling-services-and-small-business-services) includes links to begin the
application process. The RFA contains details about saving the application while
working on it and when final, submitting it.

Can either method be used to determine LMI (low and moderate income) for both
programs?

Small Business Services (for both SBTA and Facade Services) tend to use the Area
method. Housing Services uses the Household method for any one-on-one activities such
as counseling. For group activities of many households (such as a training) the Area
method is best.

. Are all Grantees required to observe DC Government hours and workdays?

Yes. Just as during the later phases of the pandemic this was a requirement, now that the
pandemic is over Grantees continued to be required to have onsite services available to
clients and the general public. This includes observing DC Government schedule of
workdays (with DC holidays exempted) and hours of operations that accord with DC
Government.

. Are other DHCD training courses in-person? If yes, will they be recorded?

As the Government has now resumed normal operations, there will be a return to onsite
meetings. Some virtual meetings may still be used as well as onsite meetings. No
additional training is planned prior to submission of applications. (See a related above,
Question 7)

Can you speak more about the required HUD certifications? How can new non-
profits acquire them?

HUD approves counseling organizations. This involves both organizational criteria as
well as a requirement to have at least one HUD certified counselor on staff. (Counselor
certification is a separate process form HUD organizational approval.) The HUD website
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10.

11.

12.

provide guidance on this question: https://www.hudexchange.info/programs/housing-

counseling/agency-application/

How many bonus points are available for exceeding the 51% LMI served? Can you
earn more points based on a higher percentage?

The application will ask if an organization wants to commit to a higher level of service
than 51% of clients. Additional points will be awarded based on the commitment.
Organizations will need to keep records, as they would for the minimum 51%. See
Question 26 in the Housing application or Question 24 in the Small Business application.

Are there guidelines of how much funding to request? Or is there a maximum
amount or an average?

Applicants are asked to present a total budget for the program (Housing Services, or
Small Business Services) for which they are applying. In that budget it is important to
identify how much funding you have or will obtain for the program. This is listed under
“Other Funding” in the Budget. The other column is Grant Budget or Grant Funding and
here is where the applicant identifies how much in dollar is being requested and what
costs (line items ) in the budget it will be applied to.

The application also references “leveraged funding” that is how has grant funding
enabled you to obtain other funds from other sources.

There is no minimum amount of funding or a maximum or average.

If my organization is selected for a conditional award, what are the next steps?

When an organization is selected, a Conditional Award is made. This is not a final award
and there is no commitment from the Government to fund this the Conditional Award.
The award may be withdrawn at the sole discretion of the Department.

The Conditional Award is based on two conditions: (1) Federal Commitment to fund the
program, and (2) the selected organization providing all required documentation for
execution of a Grant. Those documents must meet certain requirements of the DC
Government for the Grant to be executed. Therefore, the submission of a document
doesn’t necessarily imply that it meets the required standards for Grant execution.

The letter notifying the organization of the Conditional Award will identify next steps.
These include providing a series of documents on deadline for processing to finalize the
award. The documents are necessary for HUD compliance, General Counsel Review, DC
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13.

14.

Office of Risk Management, DC Office of Human Rights and DC Department of
Employment Services.

Until these documents are successfully approved and a Grant Agreement is executed, the
Conditional Award remains tentative. Failure to provide the qualifying documents may
result in the Conditional Award being withdrawn.

The following list is a partial list of documents needed. Additional documents may be
specified and required.

Certificate of Insurance as prescribed by DC Office of Risk Management with DC
Government as an Additional Named coinsured and subrogation in favor of DC
Government (DHCD)

Statement of Assurances

Certifications of Compliance

Equal Opportunity Certificate

Opinion of Counsel

Board Resolution

Certain forms will be provided for some of the documents and must be used,

Can an organization find out why they were not funded?

An applicant not chosen for funding can request feedback on their application.

Is there a template for the customer service policy? What exactly should be
included in this policy?

There isn’t a template as such. Read over the RFA, especially concerning Section 1.8 -
Paragraphs 3, 4, 5 and 11

Here are some thoughts and ideas.

e What is the organization’s philosophy about customer service and how is related to the
organization's mission, purpose and values?

e What is the organization's guidance and direction for staff with regard to relationships
with clients and the public and managing those relationships.

e How are inquiries about programs from the general public routed or handled?

e How are complaints handled, resolved and documented?

e s there a policy around the “turn-around time” for a call or email to get a response?

e Is there a policy around conflict resolution, de-escalation tactics and how best to handle a
dissatisfied customer or member of the public?
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15.

16.

II.

e s training offered or access to webinars or internal discussions on customer service?

e Is a customer service survey utilized?

e s there an organizational practice of recognizing staff who provide excellent customer
service?

e What is the telework schedule and policy?

e  What is the office schedule? Workdays and holidays? hours of operation? How does this
square with RFA Section 1.8

For the documents to be uploaded, if there is a template provided as a download, do
I have to use the template or can I create my own?

In general, it is critical to answer the question asked. In particular, where a template is
provided as a download, the template should be used without alternation.

I am having trouble using ZoomGrants. Is there technical support from DHCD?

No, DHCD cannot provide technical support on using ZoomGrants. However,
ZoomGrants can. Please contact ZoomGrants (ZG) help desk. (Help appears in the red
box at the top of the screen.) The ZG account representative for us is identified and also
an email address (Questions@ZoomGrants.com) is provided to reach tech support team
by email.

Small Business Services: Facade Improvement

For the Storefront Improvement Program, could you explain how the project-based
approach will affect an organization previously participating in the program?

Grantees undertaking Facade Services will bring each project to DHCD for review and
approval. At that time a budget concerning all costs related to the project will be
finalized. This amount will constitute an additional award to the Grantee. The Grant
Agreement will be modified to include the new project and the award amount for that
project.

What kind of certificates should be uploaded under Staff Certificates?
Any certificates that pertain to the staff’s capacity and training to perform the services for

which your organization is applying should be uploaded. Beyond that (as an option) a
training transcript for staff on the grant can be added at applicant’s option.
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I11.

1.

Housing Services

The RFA includes technical assistance to Coop and Condo Associations. Could an
individual residents not on the board qualify for financial support for coops and
condos?

The Grant does not provide financial assistance to an Association Board. It provides
technical assistance. The owners elect the officers and members of the Association
Board. These are the individuals empowered by the owners to make decisions on behalf
of the owners. The Grantee would provide technical assistance to assist these elected
leaders to receive guidance about best practices for Boards in their responsibilities to
their Association Members. Just as funding is not provided to an Association, it would
not be provided under this program to an individual owner.

. What kind of certificates should be uploaded under Staff Certificates?

Any certificates that pertain to the staff’s capacity and training to perform the services for
which your organization is applying should be uploaded. These include staft who are
HUD certified housing counselors. If applying for work with foreclosure or eviction
counseling, those certifications or trainings should be uploaded. The same applies to staff
who will be conducting income certifications. Beyond that (as an option) training
transcript for staff on the grant can be added at applicant’s option.

Is there training for Grantees who will be serving as SFRRP intake centers?

Yes, applicants who are applying to provide intake services for Single Family
Residential Rehab Program (SFRRP) should mark their calendars for Friday,
September 20, 2024, at 10:00 am (virtual) for training with the DHCD SFRRP team.
This training will cover program requirements and procedures, including several new
policies effective October 1, 2024. It will also include access to and use of the SFRRP
portal in submitting applications on behalf of DC residents.

Will there be similar trainings (to QS) for other programs such as HPAP or IZ/ADU
programs?

Those have not been scheduled as of this date, but it is likely that DHCD program staff in
those areas will want to have trainings to introduce changes and requirements in their
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respective programs. Grantees selected to work in these areas will receive notices if and
when trainings for FY25 are scheduled.

. Is there any additional guidance about how to complete the Workplan Excel File to
be uploaded after being completed?

= Workplan Excel Upload: Complete only the rows that correspond to the
services for which your organization is applying.
= Column E contains the various activities associated with that particular service.
For each row in that service plan,
Use Column D to project the number of times that activity is
anticipated to be performed in the grant year. This should be a
single number (e.g. 24) and not a range (e.g. 24 - 36). For
example, if applying to provide IZ Orientations, and
projecting that 2 orientations will be conducted each month,
enter 24.
= Column F: Write any notes the applicant would like to add about providing that
particular service.
= Use Column G to enter the budget for providing that service. Column H should
auto calculate.
= For the Marketing and Outreach Section of the workplan, In addition to
Column E and Column F, the marketing activities listed in Column E can be
edited to identify the types of activities and outreach your organization will
undertake.
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