Formstack Application Guidance for Proposing Entities
Collaborating with Staff Members and/or Regional Housing Facilitators
Proposing entities may work with multiple staff members and a Regional Housing Facilitator (RHF) to prepare their application. To help everyone work from the most current version, please follow the guidance below.
Recommended Approach
Prepare responses before entering them in Formstack.
1. Draft your application responses in Microsoft Word, Google Docs, or another word-processing application.
2. Share the draft with staff members and your RHF for assistance, review, and revisions. This approach also works when the RHF helps write the proposal on behalf of the proposing entity.
3. Once the responses are ready, copy and paste them into the Formstack application and upload the required supporting documents.
4. Before submitting, use Save & Resume and enter your email address to receive the saved application link.
5. Forward the most recent Save & Resume link to anyone completing a final review.
6. After incorporating any final changes, review the application for completeness and submit it.
Alternative Approach
If staff members or your RHF will make changes directly in Formstack, take turns editing the application:
1. Save the application when you reach a stopping point and enter your email address.
2. Forward the newly generated Save & Resume link to the next person who will review or edit the application.
3. Ask that person to save their changes and return the newest link to the proposing entity.
4. Repeat this process whenever someone updates and saves the application.
Always Use the Most Recent Link
Formstack generates a new Save & Resume link when updates are saved. Everyone working on the application should use the latest link shared by the person who most recently saved it. Using an older link may result in reviewing or editing an earlier version.
To reduce confusion, designate one person to coordinate the latest link and final submission. Preparing and reviewing responses in a shared draft before entering them into Formstack is the recommended approach.
Saving an application does not submit it. The proposing entity should confirm that the final application has been submitted by the deadline stated in the Announcement of Funding.
