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Homeownership Education, Counseling and Training (HECAT) Fund 2019-2021 
Program Overview and Application for Funding Instructions 

The Greater Minnesota Housing Fund (GMHF), Family Housing Fund (FHF), Minnesota Homeownership Center (the 
Center), and Minnesota Housing Finance Agency (Minnesota Housing) announce the anticipated availability of limited 
funds under the Homeownership Education, Counseling and Training (HECAT) Fund. 
 
The focus of this Application for Funding (Application) is to provide financial support to eligible organizations to 
deliver a variety of homeownership education, counseling and training services to Minnesotans. Eligible services 
include in-person homebuyer education, 1:1 homebuyer services (financial wellness and homebuyer counseling), 
home equity conversion mortgage counseling, and foreclosure prevention counseling. 
 
Role of Funding Partners 

Four Funding Partners have come together to offer HECAT resources through a single statewide Application process. 
Each of the Funding Partners contributes financial resources and participates in the grant-making process. Below is a 
summary of the role each partner will play in this Application. 
 
Minnesota Housing: Provides technical assistance to the Application applicants, participates in the initial review and 
selection committee review scoring process, and participates in determining award amounts. Minnesota Housing’s 
Board approves final awards. Minnesota Housing is responsible for administering grant contracts, financial reporting 
and monitoring.  
 
Minnesota Homeownership Center: Provides technical assistance to the Application applicants, participates in the 
initial review and selection committee review scoring process, and participates in determining award amounts. The 
Center’s Board of Directors approves final awards. The Center is responsible for program-related reporting for the 
HECAT Fund. The Center provides standards, program models, and certification and training opportunities that 
support HECAT programs. The Center provides program-related technical assistance and participates in monitoring of 
the funding recipients.   
 
Greater Minnesota Housing Fund: Participates in selection committee review scoring process and determining and 
approving award amounts. GMHF’s Board of Directors approves final awards.  
 
Family Housing Fund: Participates in selection committee review scoring process and determining and approving 
award amounts. FHF's Board of Directors approves final awards.  
 
Funds Available and Funding Priorities 

Approximately $3,000,000 is anticipated to be available statewide over a two year period (October 1, 2019 – 
September 30, 2021). This amount is subject to change prior to selections and is contingent upon funding 
contributions. The use of some funds may have donor-imposed restrictions. 
 
While there is no maximum proposal amount for this Application, available funds are limited. HECAT Funding 
Partners strive for an equitable geographic distribution of funds, as well as to ensure to the best of their ability that 
services are provided on a statewide basis. 
 
Funding Partners will give priority in awarding HECAT Funds to applications that demonstrate intent and ability to 
serve underserved populations, as defined by the Funding Partners as: 
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o Low- to moderate-income households (<80% State or Area Median Income)  

o Individuals and/or households of color 

o Single heads of households with minor children 
 
This Application is subject to all applicable federal, state, and municipal laws, rules, and regulations. Minnesota 
Housing reserves the right to modify or withdraw this Application at any time and is not able to reimburse any 
applicant for costs incurred in the preparation or submission of applications. It is the policy of Minnesota Housing 
and the HECAT Funding Partners to further fair housing opportunities in all Minnesota Housing programs and to 
administer its housing programs affirmatively, so that all Minnesotans of similar income levels have equal access to 
programs regardless of race, color, creed, religion, national origin, sex, sexual orientation, marital status, status with 
regard to receipt of public assistance, disability, or family status. 
 
Eligible Applicants 

Eligible entities are nonprofit and government housing organizations as defined in MN Statutes 462A.03, subd. 22, 
which includes housing and redevelopment authorities and other political subdivisions. Nonprofit organizations 
must have 501(c)(3) status with the IRS be eligible. 
 
Eligible Use of Funds 

HECAT may be used to support the following activities: 
 
Homebuyer Services, which may include: 

• Homebuyer Education. In-person group homebuyer education (workshops/clubs) utilizing Home Stretch or 
other approved curriculum to teach the steps of the home buying process and prepare consumers for 
successful home ownership. Workshops are typically eight hours and delivered in single- or multi-day 
sessions. Clubs are typically 12 or more hours delivered over the course of several months. 
 

• 1:1 Homebuyer Services. This includes Financial Wellness and Homebuyer Counseling. Both types of 1:1 
Homebuyer Advising Services are provided to clients with a goal of homeownership to assess mortgage 
readiness, determine affordability, provide home buying information and referrals, and develop customized 
action plans. Financial Wellness is designed for anyone considering buying a home as a primary residence 
who has significant barriers to mortgage readiness (long-term). Homebuyer Counseling is designed for those 
who have few or no barriers to mortgage readiness (short-term). 

 
Home Equity Conversion Mortgage Counseling, which may include: 

• Tailored one-on-one counseling to help consumers make informed decisions regarding Home Equity 
Conversion Mortgage and Reverse Mortgage programs.   

 
Foreclosure Prevention Counseling, which may include: 

• Providing information to homeowners regarding the foreclosure process, prevention options and referral 
services. 

• Triage, assessment, and development of action plans with homeowners, and communication with 
lenders/servicers regarding workout options. 

 
Note: Applicants that are awarded funding for HECAT programs are required to follow all guidelines as established in 
the HECAT Manual of Minnesota Housing and the Standards Guide of the Minnesota Homeownership Center, 
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including the Program Models for homebuyer services and foreclosure counseling. All applicants should review the 
HECAT Manual and Standards Guide prior to completing a proposal. 
 
Dates and Submission Information 

The HECAT Application for Funding must be completed and submitted through the online Application for Funding 
portal. Download the following HECAT Application materials below or from the Minnesota Housing website to assist 
with preparing for submittal: 

• The HECAT Manual 
• The Standards Guide 
• The Application for Funding Workbook via Microsoft Excel 
• Applicant Certification Signature Page  

 
Application Due Date 
The online Application must be submitted no later than 3:00 p.m. on Tuesday, May 21, 2019.  
 
Complete and submit all 2019-2021 online Application and the materials in the forms provided by Minnesota Housing 
to be considered for funding. The following will not be accepted: 

• A partial or incomplete submission. 
• Applications submitted on forms that were not provided by Minnesota Housing for 2019-2021 HECAT Fund. 
• Previous application documents and/or workbooks. 
• Emailed, faxed, mailed, hand delivered, or late submissions. 

 
Submission Instructions 
The online Application is the only method for submitting your HECAT Application for Funding. Applications submitted 
any other way will not be accepted.  
 
Review the attached The Application for Funding Questions sections and Tips on Completing the online Application for 
Funding  to prepare your submission prior to transferring your agency’s response into the online Application. 
 
Contact Que Vang at 651.296.7613 if you are having any trouble using the online Application. We encourage you to 
submit your application materials 1-2 days before the due date to avoid missing the deadline due to technical issues.  
 
Award Notification 
Notification of HECAT Fund awards will be posted on Minnesota Housing’s website in September, pending final 
approval of all Funding Partners’ board approvals. Grant Contracts will be emailed to Grantees before October 1, 
2019. 
 
Selection Process 

1. Initial Review   
Applications will be reviewed and scored by two reviewers. Applications that receive a total score of 25 or 
higher will be forwarded to the selection review committee for further review or funding determination. 
Scoring 25 or higher is not a guarantee of funding. 

 
Section              Maximum Points 
1. Quality of Housing Counseling Activities   25 points 

http://www.mnhousing.gov/get/MHFA_205402
http://www.mnhousing.gov/get/MHFA_1037293
https://www.cvent.com/d/z6qs5l/3B
http://www.mnhousing.gov/sites/np/educationcounseling
http://www.mnhousing.gov/get/MHFA_205402
http://www.mnhousing.gov/get/MHFA_1037293
http://www.mnhousing.gov/download/MHFA_1041431
http://www.mnhousing.gov/get/MHFA_1041432
mailto:que.vang@state.mn.us?subject=HECAT%202019.2021%20-%20Application%20for%20Funding
http://www.mnhousing.gov/wcs/Satellite?c=Page&cid=1358906172298&pagename=External%2FPage%2FEXTStandardLayout
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(Program Delivery Plan, Need and Extent of Problem 
Target Service Area/Partnerships, and Outreach Plan) 

2. Evaluation and Results     15 points 
3. Budget and Leverage     10 points 

Total Points for Initial Review    50 points 
 

2. Selection Committee Review  
A representative from each Funding Partner participates in the selection committee review meeting. All 
proposals are scored as pass or fail by each representative. A proposal must receive at least three passing 
scores to be considered for funding. The selection committee evaluates the applicant’s capacity and 
feasibility to deliver services using the following areas as guidelines: 

• Staffing and agency capacity to deliver program(s) 
• Feasible delivery plan 
• A viable funding plan  
• Need and geographic coverage 

 
3. Grant Award Determination 

Applicants that pass the selection committee review are placed in tiers and a dollar range is assigned to each 
tier. Tier assignments are based on the number of households served in the previous twelve month, goals 
outlined in the current proposal, and application score. Additional considerations may include:  

• Demonstrated experience 
• Past difficulty achieving production goals 
• Minimum decrease or a maximum increase from previous year awards 
• Organizational financial review 

 
Grant ranges are based on goals and amount of funding available for the grant period.    
 

Application for Funding Technical Assistance Webinar 

A technical assistance webinar will provide an overview of the Application and application materials as well an 
opportunity to discuss HECAT program requirements and ask questions about this Application. Applicant 
participation is strongly recommended. 
 
Date:   Thursday, May 2, 2019 
Time:  10:00 – 11:30 a.m. 

Register online 
A recorded version of the Webinar will be posted on Minnesota Housing’s website.  
 
Program Contacts 

If you have questions regarding the application or would like technical assistance with your Application, please 
contact: 
 
Application Questions 
Steph Stull 
Minnesota Homeownership Center  
651.236.8976 or 866.462.6466 x976 
stephanie@hocmn.org 

Document Upload Questions 
Que Vang 
Minnesota Housing 
651.296.7613 or 800.710.8871 
que.vang@state.mn.us 

https://attendee.gotowebinar.com/register/1678275155447444482
https://attendee.gotowebinar.com/register/1678275155447444482
http://www.mnhousing.gov/wcs/Satellite?c=Page&cid=1358906172298&pagename=External%2FPage%2FEXTStandardLayout
mailto:debbie@hocmn.org
mailto:que.vang@state.mn.us
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Homeownership Education, Counseling and Training (HECAT) Fund 2019-2021 
Application for Funding Questions 

This section is intended to help applicants prepare to submit their application through the online Application for 
Funding portal. Review this section in full prior to beginning the Application.  
 
REQUIRED DOCUMENTS for the HECAT Application for Funding 

The following documents must be completed and uploaded with your Application via the online Application for 
Funding portal.  Applications without all required documents will be considered incomplete and will not be reviewed. 
All application materials can be downloaded from the Minnesota Housing website. 

 
1. Complete Application for Funding Workbook 
2. Applicant Certification Signature Page 
3. Organization’s 501(c)(3) tax status determination letter, if required in Applicant Overview section 
4. Organization’s most recent 990 Tax Form or Financial Audit, if required in Applicant Overview section 
5. Curriculum Outline, if applicable in Homebuyer Education section, Question 3 

 
See the chart below for the required submission format and the naming convention for each document: 
 

Document(s) Format 
Required Naming Convention 

501(c)(3) (Applicable for new nonprofit applicants) PDF 501c3_Agency Name 

Financial documentation (Applicable for all nonprofit 
applicants)   
One of the following must be submitted based on the applicant 
organization’s annual income is:   

Under $50,000 (or not in existence long enough to have 
completed IRS Form 990 or an audit): Most recent Board-
reviewed financial statements.  

 PDF Board-reviewed financial 
statements_Agency Name 

$50,000-$750,000: Most recent filed and accepted IRS 
Form 990.   PDF 990_Agency Name 

Over $750,000: Most recent certified financial audit with 
Management Response (if applicable).   PDF Financial audit_Agency Name 

Application for Funding Workbook (REQUIRED for all 
applicants) Excel Workbook_Agency Name 

Applicant Certification Signature Page (REQUIRED for all 
applicants) PDF Signature page_Agency Name 

Curriculum Name and Outline, (REQUIRED if not using an 
already-approved Homebuyer Education curriculum) PDF  Curriculum_Agency Name 

 
 
 

http://www.mnhousing.gov/sites/np/educationcounseling
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SECTION ONE – Applicant Information  
 

1. Organization Name Use the organization’s full legal name, as it should appear on the HECAT Grant Contract if 
awarded funds 

500 characters permitted for response 

2. Organization’s Mission Statement 

1000 characters permitted for response 

3. Year your organization was established (yyyy): ______ 

4. Year Organization started providing homeownership education and/or counseling (yyyy): ____ 

5. Organization Changes: Describe any changes or challenges, including turnover in board or staff, your 
organization is experiencing. How have the changes impacted your homeownership education and 
counseling program(s)? How have the changes impacted your organization overall? 

2,500 characters permitted for response 

6. Current HECAT Funding Status (Only one response may be selected) 

 New Applicant OR Not Currently Funded 

 Currently HECAT Funded 

7. Entity Type (Only one response may be selected) 

 Non-Profit with 501(c)(3) status 

If you selected “New Applicant or Not Currently Funded” on the previous question, and selected 
“Non-Profit,” you will be required to upload your organization’s IRS 501(c)(3) determination letter 
before continuing. Upload the letter as a PDF using the document title format “501c3_Agency 
Name.” 

i. What is your organization’s most recent annual income? (All applicants who select non-
profit status will be required to answer this question) 
 Up to $749,999  

If selected, you’ll be required to upload the most recent filed 990 tax form for your 
organization before continuing. Upload it as a PDF using the document title format 
“990_Agency Name.” 

 $750,000 or more  
If selected, you’ll be required to upload the most recent Financial Audit for your 
organization before continuing. Upload it as a PDF using the document title format 
“Financial Audit_Agency Name.” 

 Governmental Entity 

 
SECTION TWO – Program Areas and Information   
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Indicate the HECAT program area(s) for which you are applying for funding. For each program you select, you must 
also indicate whether the program is new or if it is a program currently funded by HECAT. For program descriptions, 
see the Eligible Use of Funds section above. 

HOMEBUYER EDUCATION 

Is Homebuyer Education (Workshops or Clubs) included in your HECAT proposal for 2019 – 2021? 
   No  (if No, then skip to 1:1 Homebuyer Services: Financials Wellness) 
   Yes  (if Yes, then answer next question) 

 Is this a new Program Area that is not currently HECAT-funded? 

   New (If New, answer questions 1-7 below) 
   Currently Funded (If Currently Funded, answer questions 2-7 below) 
 

1. Your organization has indicated that you are a new applicant, or not currently funded under HECAT, and/or 
new to providing services in this Program Area under HECAT. Describe the work you have done to prepare to 
deliver services in this area. Describe staff experience and organizational capacity to deliver services in this 
program area.  

2,500 characters permitted for response 

 

2. Provide information about your organization’s program design for your Homebuyer Education Program. Be 
sure to include how clients reach you, your registration and/or intake procedures, and details about how this 
Program is delivered.  

2,500 characters permitted for response 

 

3. Indicate the curriculum you are using (Only one response may be selected): 
 Home Stretch 
 Pathways Home 
 Realizing the American Dream 
 Other*  

* Currently, Home Stretch, Pathways Home, and Realizing the American Dream are the only approved 
curricula. If you are using a different curriculum, you must upload a document with the name and 
an outline of the curriculum to be considered for approval. Upload it as a PDF using the document 
title format “Curriculum_Agency Name.” 

4. What type of Homebuyer Education course will be offered? (Only one response may be selected): 
 Workshop 
 Club 
 Both 

 

5. What is the format of the Homebuyer Education being offered? (Only one response may be selected): 
 Single Day 
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 Multi Day 
 Both 

 

6. List the location(s) the Homebuyer Education is offered (list the city or cities): 

500 characters permitted for response 

 

7. Indicate if any Homebuyer Education will be delivered in a language other than English. List all other 
languages: 

500 characters permitted for response 
 

1:1 HOMEBUYER SERVICES: FINANCIAL WELLNESS 

Is 1:1 Homebuyer Services: Financials Wellness included in your HECAT proposal for 2019 – 2021? 
   No  (if No, then skip to 1:1 Homebuyer Services: Homebuyer Counseling) 

    Yes  (if Yes, then answer next question) 
 
Is this a new Program Area that is not currently HECAT-funded? 
   New (if New, answer questions 1 and 2 below) 
   Currently Funded (if Currently Funded, answer question 2 below) 
 

1. Your organization has indicated that you are a new applicant, or not currently funded under HECAT, and/or 
new to providing services in this Program Area under HECAT. Describe the work you have done to prepare to 
deliver services in this area. Describe staff experience and organizational capacity to deliver services in this 
program area.  

2,500 characters permitted for response 

 

2. Provide information about your organization’s program design for 1:1 Financial Wellness Services. Be sure to 
include how clients reach you, your registration and/or intake procedures, and details about how this 
Program is delivered.  

2,500 characters permitted for response 
 

1:1 HOMEBUYER SERVICES: HOMEBUYER COUNSELING 

Is 1:1 Homebuyer Services: Homebuyer Counseling included in your HECAT proposal for 2019 – 2021? 
   No  (if No, then skip to Home Equity Conversion Mortgage (HECM) Counseling) 
   Yes  (if Yes, then answer the next question) 

Is this a new Program Area that is not currently HECAT-funded? 

   New (if New, answer questions 1 and 2 below) 
   Currently Funded (if Currently Funded, answer question 2 below) 
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1. Your organization has indicated that you are a new applicant, or not currently funded under HECAT, and/or 
new to providing services in this Program Area under HECAT. Describe the work you have done to prepare to 
deliver services in this area. Describe staff experience and organizational capacity to deliver services in this 
program area.  

2,500 characters permitted for response 

 

2. Provide information about your organization’s program design for 1:1 Homebuyer Counseling Services. Be 
sure to include how clients reach you, your registration and/or intake procedures, and details about how this 
Program is delivered.  

2,500 characters permitted for response 

 

HOME EQUITY CONVERSION MORTGAGE (HECM) COUNSELING 

Is Home Equity Conversion Mortgage (HECM) Counseling included in your HECAT proposal for 2019 – 2021? 
   No  (if No, skip to Foreclosure Prevention Counseling) 
   Yes  (if Yes, then answer the next question) 

 

Is this a new Program Area that is not currently HECAT-funded? 

    New (if New, answer questions 1 and 2 below) 
   Currently Funded (if Currently Funded, answer question 2 below) 

 
1. Your organization has indicated that you are a new applicant, or not currently funded under HECAT, and/or 

new to providing services in this Program Area under HECAT. Describe the work you have done to prepare to 
deliver services in this area. Describe staff experience and organizational capacity to deliver services in this 
program area.  
2,500 characters permitted for response 

 

2. Provide information about your organization’s program design for your Home Equity Conversion Mortgage 
(HECM) Program. Be sure to include how clients reach you, your registration and/or intake procedures, and 
details about how this Program is delivered.  

2,500 characters permitted for response 
 

FORECLOSURE PREVENTION COUNSELING 

Is Foreclosure Prevention Counseling included in your HECAT proposal for 2019 – 2021? 
   No  (if No, then skip to All Programs Proposed for Funding) 

    Yes  (if Yes, then answer the next question) 
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Is this a new Program Area that is not currently HECAT-funded? 
   New (if New, answer question 1 and 2 below) 
   Currently Funded (if Currently Funded, answer question 2 below) 
 

1. Your organization has indicated that you are a new applicant, or not currently funded under HECAT, and/or 
new to providing services in this Program Area under HECAT. Describe the work you have done to prepare to 
deliver services in this area. Describe staff experience and organizational capacity to deliver services in this 
program area.  
2,500 characters permitted for response 

 

2. Provide information about your organization’s program design for your Foreclosure Prevention Program. Be 
sure to include how clients reach you, your registration and/or intake procedures, and details about how this 
Program is delivered.  

2,500 characters permitted for response 

 

ALL PROGRAMS PROPOSED FOR FUNDING 

Answer the following questions for all of the programs for which your organization is requesting funding.  If you’re 
requesting funds for multiple programs, indicate where differing approaches will be used and note any other 
differences between programs. 

1. Priority funding is given to proposals that best address the housing needs of underserved populations, 
defined by the Funding Partners as low- to moderate-income households (<80% Area Median Income), 
single-parent families, and households of color.  

A. Describe the housing/homeownership barriers experienced by low- to moderate-income households 
in the communities where you offer homeownership education and/or counseling program(s). 
Describe how your program(s) is/are meeting the need(s) of low- to moderate-income households. 

5,000 characters permitted for response 

B. Describe the housing/homeownership barriers experienced by single-parent families in the 
communities where you offer homeownership education and/or counseling program(s). Describe 
how your program(s) is/are meeting the need(s) of single-parent families. 

5,000 characters permitted for response 

C. Describe the housing/homeownership barriers experienced by households of color in the 
communities in which you offer homeownership education and/or counseling program(s). Describe 
how your program(s) is/are meeting the need(s) of the households of color. 

5,000 characters permitted for response 

 

2. Outline any significant changes to your Program(s) and/or any NEW activities your organization will 
incorporate in to your Program(s) this year. Be clear about which program area the change(s) relate to. 
Describe any new approaches that will be used to meet the needs of your target population and respond to 
the current housing environment. 
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5,000 characters permitted for response 

 

3. Describe any non-traditional (non-grant-based or in-kind) revenue sources your organization uses or plans to 
incorporate in your Program(s) this year (e.g., charging client fees, participating in reimbursement-for-service 
programs, or other related methods).  

2,500 characters permitted for response 

 

4. Partner Organization Information - Is your organization proposing to fund other organization(s) or 
contractor(s) to provide direct client services? This means passing funds received under HECAT on to 
organizations/contractors that will also be providing HECAT-related services in partnership with your 
organization. The applicant organization will be responsible for management and oversight of any direct 
service partnerships.  
 No 
 Yes If “Yes” is selected, answer these additional questions: 

A. Name(s) of the partner organization(s) and/or contractor(s).  Be sure to include these 
partner organizations in the Vendor Relationships worksheet in the Application for 
Funding Workbook. 

500 characters permitted for response 

B. Specify the roles and responsibilities of each partner organization and/or contractor   and 
why this collaboration is a good fit.  

2,500 characters permitted for response 

C. Include the planned distribution of HECAT funding (amount to each organization) and 
how this was determined. 

2,500 characters permitted for response 

 

5. Geographic Distribution and Partnerships – We strive for an equitable geographic distribution of funds in 
order to meet the needs of consumers, while ensuring that services will be provided throughout the state.  

A. List each city in which your organization has a physical office location.  Then, list the county or 
counties that make up your organization’s service area. 

Office Locations (city or cities): 500 characters permitted for response 

County or Counties Served: 500 characters permitted for response 

B. Are any of the office locations or counties served listed above an expansion to a new geographic area 
your organization has not served in the past? 
 No 
 Yes If “yes” is selected, answer next question: 

i. Describe the reason for the change in service area and the need for the expansion. 
Include whether other organizations are currently providing homeownership education 
and counseling services in the new geographical area, and if so how you are 
collaborating. 
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2,500 characters permitted for response 

 

C. Describe ways your organization is involved in your local housing/homeownership community that 
benefits your homeownership education and counseling program(s). Be specific about how this 
involvement strengthens your homeownership education and counseling program(s). Include both 
industry & nonprofit/service provider partnerships. 

2,500 characters permitted for response 

 
SECTION THREE – Service Goals & Past Experience 

For new applicants or new programs, we will evaluate your experience delivering similar programs. For returning 
applicants, we will evaluate progress towards goals in the current HECAT program year using the results reported in 
CounselorMax.  

If you are a new applicant, or are proposing to provide services in a new Program Area, complete questions 1 and 2 
below. Otherwise, skip to question 3. 

 
NEW APPLICANTS / NEW PROGRAM AREAS ONLY: 

1. Complete the Demonstrated Experience Chart below to indicate the actual number of households served 
during the six-month period of October 1, 2018 – March 31, 2019 for ALL of the programs for which your 
organization is requesting funding: 

Homebuyer Education 
or Similar Workshops/Clubs 

# of Workshops held 
# of Households completed the Workshops 

1:1 Homebuyer Services:  
Financial Wellness 
or Similar Program 

# of Households Counseled 

1:1 Homebuyer Services: 
Homebuyer Counseling 

or Similar Program 

# of Households Counseled 

Home Equity Conversion Mortgage 
(HECM) Counseling 

# of Households Counseled 

Foreclosure Prevention Counseling # of Households Counseled 

 

2. Describe your results delivering similar programs to similar target populations. Include details on the type 
of service(s) provided and information about the percent of households served from underserved 
populations, defined by the Funding Partners as low- to moderate-income households (<80% Area Median 
Income), single-parent families, and households of color.  

5,000 characters permitted for response 
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RETURNING APPLICANTS ONLY: 

1. Complete the Projected Outcomes worksheet in the Application for Funding Program Workbook. As you 
make your projections, consider your current goals and past experience. Describe how what you have 
accomplished by midyear (from October 1, 2018 – March 31, 2019) compares to your 2018-2019 HECAT 
goals. Significant progress towards goals is expected at midyear. If you are not on track (having served less 
than 25% of your goal in any program area) please explain the contributing factors. 

2,500 characters permitted for response 

 

2. If your projected outcomes are considerably different (more than 20% greater or less than) the goals for the 
current year, describe the reason for the increase or decrease in goals.  

2,500 characters permitted for response 

 
SECTION FOUR – Application for Funding Workbook 

Instructions:  

Download the Application for Funding Workbook.  

All applicants must complete and submit the Application for Funding Workbook. All tabs, listed below, must be 
completed according to the instructions in the Workbook. 

• General Info 
• Staff Exp & Training 
• Outreach Plan 
• Request & Projected Outcomes (Returning 

Applicants Only) 

• Leverage 
• Staff Salaries 
• Budget 
• Vendor Relationships 

 
The completed workbook must be uploaded in Excel format using the document title format “Workbook_Agency 
Name.” 

 
SECTION FIVE – HECAT Application for Funding Signature Page 

Instructions:  

Download the Applicant Certification Signature Page. 

All applicants must complete and submit the Application Certification Signature Page. Enter the Date, Printed Name, 
Title, Organization, Phone Number, and Email Address for the authorized signer for organization, then print and sign. 
Electronic signatures will not be allowed or accepted. Scan the completed signed document, and upload as a PDF 
using the document title format “SignaturePage_Agency Name.” 

 
  

http://www.mnhousing.gov/download/MHFA_1041431
http://www.mnhousing.gov/get/MHFA_1041432
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Homeownership Education, Counseling and Training (HECAT) Fund 2019-2021  
Tips for Completing the Online Application 

The HECAT Fund Application for Funding will be completed and submitted through Minnesota Housing’s online 
portal. To help the process go smoothly, here are a few tips and tricks. This document will be updated with additional 
questions and posted on our website while the application is open. The response date will be placed in front of the 
question in red so applicants can easily identify new questions. 

Before starting the online Application for Funding 
• Where do I find the application materials including the complete list of application questions?   

All application materials can be found on Minnesota Housing’s website and in the Application for Funding 
Questions section of this document  
  

• Where should I draft my responses to the online application form questions?  
You may find it helpful to draft your answers in Microsoft Word and then copy and paste your answers into 
the online application.  
 

• Is there a character limit for responses?   
Yes, to ensure that all responses to the questions are clear and precise, the online HECAT Application for 
Funding includes character limits.  Refer to the Application for Funding Questions section for limits on each 
question. There will not be a character counter. This is another reason why it is important to draft the 
responses to the Application for Funding questions prior to transferring the responses. Use Microsoft Word’s 
word count to stay within the allowable character limit of each question. 
 

• How do I prepare the additional documents that must be submitted through the online application form? 
Review the Application for Funding Questions section for further details regarding what documents must be 
submitted by the applicant, naming conventions, and other document requirements.  
 

• Who should complete the online application form?   
Applicants are strongly encouraged to determine one person that will enter responses and submit the 
application on behalf of your organization. Multiple applications from each nonprofit or governmental entity 
will not be accepted. While multiple users and emails can enter application responses under the same user 
and email, it is not recommended. Instead, it is recommended the responses to the Application for Funding 
Questions be drafted in Microsoft Word and transferred over by the identified individual when ready for 
submission.   
 

• Is the online application compatible with Chrome, Firefox, Explorer? 
Yes. The online application may be completed and submitted through any internet browser. 
 

http://www.mnhousing.gov/sites/np/educationcounseling
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Entering responses in the online application 
• How do I begin entering responses into the online application?  

Click on the link provided to access the HECAT 
Online Application for Funding. On the first page 
of the application, you will begin by entering 
your name and email address. Remember to 
designate only one user and email. Only this user 
and email address will be able to reenter and 
make edits to the application (if applicable). If 
you plan to have more than one staff person at 
your organization work on the application (not 
recommended), everyone will need to use the 
same user name and email address that was 
used to start the application. Multiple submissions from the same applicant will not be accepted. 
 

• How do I move from page to page in the online application? 
Once you have entered your contact information and clicked SUBMIT, to move forward, click NEXT. To go 
back, click PREVIOUS. A progress bar at the top will let you know how far along you are in the application. A 
red asterisk next to a question indicates that the question is required. You must complete it before clicking 
NEXT. There is a max character limit per response. There will not be a character counter. This is another 
reason why it is important to draft the responses to the Application for Funding Questions prior to 
transferring the responses to the Online Application for Funding. Use Microsoft Word’s word count to stay 
within the character limit.   
 

• Does my work get saved in the online application?   
Yes. The online application form will automatically save your work on each page once you select NEXT. 
 

• Does the online application time out? What happens to my work if my computer times out? 
With any online application, there is the potential that if the page is open too long, it may “time out.” Please 
note that you can only stay on a single page of the online application for one hour before the application will 
time out through the application tool. Even though you may be answering questions, the system reads the 
lack of page movement as inactivity. Once it times out, your answers on that page will be lost. Answers on 
any previous pages will be saved. Don’t forget that your browser can also time out. We will continue to 
recommend preparing your answers in Microsoft Word and transferring your responses into the online 
application when you’re ready to submit. 
 

• What if I want to make a change to a previously completed question?   
Responses to questions can be revised at any time until the application due date and time.   
 
If you have exited or were timed out of the online application, you will need the name and email address the 
application was started under to access the questions. 
 
If you are in the online application form, you can go back to previous pages by clicking PREVIOUS at the 
bottom of each page. 
  

https://www.cvent.com/d/z6qs5l/3B
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Go to the question(s) and make your edits. Click NEXT at the bottom of the page when you are finished and 
the changes will be saved. Clicking NEXT does not submit your application. See the Submitting Your 
Application section below to ensure your revisions are submitted. 
 

• Do I have to use the same computer when working in the online application form?   
No. You may access the online application from any computer with internet access. You will need the user 
and email address that the application was started under to continue where you left off. 
 

• Does the online application form have a spell check function?   
Yes. The online application includes a spell check function. Misspelled words will show up with a red line 
underneath. Right click the word to see any suggested changes. The online application does not have a 
grammar check function. We recommend reviewing the Application for Funding Questions section to prepare 
your response and transferring your response to the online application. 
 

• Where do I enter the additional documents required as part of the application process?  
The online application will automatically prompt you 
to upload the necessary supporting documentation 
to your Application for Funding throughout. Review 
the Application for Funding Questions section and 
the chart above to prepare your additional 
documentation. You will navigate to the location of 
the file on your computer by clicking Choose File and 
then press Upload to add it to your application. 
Maximum file size is 10 MB for each document 
uploaded. Be sure to upload the correct document 
with all completed information. Once the online 
application has been submitted, documents 
uploaded will be accepted and will be scored accordingly.  
 

• Will I be reminded that I have started the online application and have yet to submit it? 
Yes.  If the online application has been started but not been submitted before the user exits out of it, an 
email will be sent to the email address entered on the Contact Information page that the application is 
incomplete.  Incomplete applications will not be considered or accepted by Minnesota Housing. An 
automatic email notification will also be sent once the application has been submitted.  See below for further 
details.  
 

Submitting Your Application 
• How do I submit my application?  

Once you’ve completed all of the questions and uploaded the required documents, you will select FINISH. A 
confirmation screen will appear letting you know that the application was submitted and received by 
Minnesota Housing.  
 

• Will I receive a confirmation email that my application has been submitted?  
Yes. You will also receive a confirmation email that includes your complete application. If you do not receive 
this email within 5 mins of selecting FINISH, check your Junk Email or email Que Vang.  
 

mailto:que.vang@state.mn.us
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• What if I need to make a change after submitting my application? 
If you need to make changes to your submission after you press FINISH, go back to the Online Application for 
Funding link and enter the user name and email address used when you started the application. You will see 
a screen notifying you that your application has been submitted. Press EDIT to make changes to the 
application. Go through all pages, make any necessary changes and then press FINISH to re-submit. This will 
replace any previous submissions and will be the one reviewed by reviewers. You will be able to make edits 
and re-submit the Application for Funding no later than Monday, May 20 at 11:59 p.m.  After 12:00 a.m. on 
Tuesday, May 21, applicants who have previously completed the Application for Funding will no longer be 
able to edit and re-submit.  
 
Applicants who have not pressed FINISH and submitted the application will be able to submit until 3:00 p.m. 
on Tuesday, May 21.   
 

• Will the online application system accept late applications?  
No. The online application system will automatically shut down at 3:01 p.m. on Tuesday, May 21. If an 
applicant has not submitted their application on or before 3:00 p.m., the online application system will not 
accept it. Therefore, we highly recommend submitting your application at least 1-2 days in advance of the 
due date.  
 
For more information on the Application, review the Program Overview and Application for Funding 
Instructions for further details. 

 
 
 

https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cvent.com%2Fd%2Fz6qs5l%2F3B&data=02%7C01%7Cque.vang%40state.mn.us%7C5ea969559574410a100508d6c8d63a20%7Ceb14b04624c445198f26b89c2159828c%7C0%7C0%7C636917219751429818&sdata=JQduZaa3c3nziZyg91qAuly%2Fe%2FTBT52adpbPOPO1RNI%3D&reserved=0
https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cvent.com%2Fd%2Fz6qs5l%2F3B&data=02%7C01%7Cque.vang%40state.mn.us%7C5ea969559574410a100508d6c8d63a20%7Ceb14b04624c445198f26b89c2159828c%7C0%7C0%7C636917219751429818&sdata=JQduZaa3c3nziZyg91qAuly%2Fe%2FTBT52adpbPOPO1RNI%3D&reserved=0

