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Respond to a Management Challenge or Opportunity 
The Connecticut Housing Finance Authority (CHFA), working with Connecticut’s state housing agency, 
was challenged to create a streamlined, integrated, efficient application, submittal and data 
management system that could better serve our customers. The result was the development of a fully 
designed multi-functional system that is utilized from application submission through asset 
management over the life of the mortgage that has improved customer service while providing the 
opportunity to process additional funding rounds. 

The first priority was to develop a Consolidated Application, or ConApp, which was completed and 
launched in 2008. Prior to 2008, applicants for affordable multifamily rental housing financing were 
required to complete separate paper applications, one for CHFA and one for the Connecticut 
Department of Economic and Community Development, now the Connecticut Department of Housing 
(DOH), and then submit two hard copies of each application complete with hard copies of all exhibits to 
CHFA and DOH, respectively. In turn CHFA and DOH would each review and analyze their separate 
applications independently, manually record data points and create various Excel reports.  The first 
version of the electronic application was developed exclusively in Microsoft Excel, including budgets, 
forms, and exhibits. As a result applicants were able to develop and refine their application 
electronically. 

The next priority CHFA focused on was the submittal process, so CHFA created a portal for applicants to 
submit funding applications.  This portal, SharePoint, was additionally utilized by development owners 
to submit materials for both initial and final closings, thus enabling processing efficiencies across 
departments. 

 While applicants welcomed the ConApp and SharePoint, CHFA was still utilizing Excel and Word 
documents to underwrite applications, analyze materials and create reports. The lack of a review and 
reporting system created unique challenges when CHFA was faced with the need to increase funding 
rounds and review and report on a greater number of applications given the substantial increase in 
affordable housing dollars provided by the Governor. Internal efficiencies needed to be improved.  

CHFA’s Multi-family Database System (MFaSys) originally designed as a platform for asset management 
data collection, was enhanced to improve internal efficiencies and to better suit CHFA’s evolving needs.  
MFaSys is now utilized throughout the application process by Multifamily Underwriters, and is also used 
as a reporting and workflow management system. 

The ConApp is reviewed, edited, and updated annually to reflect legislative changes that affect housing 
policy priorities, as well as refining business logic, and underwriting modeling through macros. MFaSys 
has grown substantially, with the functionality to produce a myriad of reports for both staff and 
management, provide underwriting analysis and create effective automated communication to staff, 
applicants and owners.  

Achieve Measurable Improvements in Agency Operations 
The original version of the ConApp was developed as a series of different Microsoft Excel workbooks, 
primarily to support the few funding rounds that were available for large scale developments supported 
by Low-Income Housing Tax Credits (LIHTCs), state bond funds, taxable bonds or tax-exempt bond funds, 
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and some HOME allocations. Over time, the ConApp continues to be enhanced.  Now all applicants for 
multifamily developments financed by CHFA and DOH utilize the ConApp. Whether it is for a larger 
LIHTC-financed development, a smaller CDBG or a state tax credit project, the ConApp now supports 
seven different versions of applications that were previously created and submitted as paper copies 
along with over 70 different appendix items, in duplicate for both agencies.  

Recently the ConApp and the submission process have been streamlined to reduce the number of 
exhibits, and expanded to support more programs, combining all the different versions and types of the 
previous applications. Applicants are no longer required to produce two hard copies of written materials 
that would often exceed 1,000 pages. Special features have been added in response to customer 
feedback, allowing applicants to customize the ConApp with the click of a button (see Visual Aids), 
showing only the requirements needed for the specific funding requested (sorting through 
approximately 100 different exhibits). 

The application process is virtually paperless, with the exception of architectural drawings, through the 
use of SharePoint. This application portal allows applicants to upload their submission which can be 
downloaded separately by each agency and reviewed electronically, saving time and resources. MFaSys 
was also updated to allow the direct import of data from the ConApp submission. There have been 
enhancements to include a date tracking and reminder module for both internal and external audiences. 
Due dates for application stages and asset management activities are tracked, and automated emails are 
sent to responsible parties as a reminder. Reporting has also been updated to support application 
processing, portfolio management and internal decision making. 

When the ConApp was first introduced, the housing agencies were capable of managing two to three 
funding rounds annually, but with improvements to the ConApp, the implementation of SharePoint, and 
enhancements to MFaSys, we are now supporting eight to ten funding rounds per year. We are able to 
generate a myriad of reports and communicate alerts both internally and externally. 

Innovative and Replicable 
A key innovative feature in the ConApp is the ease of navigation, as some program application 
requirements include over 70 exhibits, while others need less than 30. A series of buttons were 
incorporated into the ConApp allowing applicants to hide information that is not applicable to their 
application.  

The SharePoint application portal, which is a Microsoft 365 product, has been customized to provide 
and create a unique site specifically designed for each application, allowing CHFA and DOH to download 
the same application from the same source (see Visual Aids). The ConApp has been built into each 
SharePoint website so applicants can work on a live version that is saved to a “Cloud” based system. This 
allows an open line of communication in instances where there are questions. By using SharePoint as 
the application site, forms that were originally developed in Microsoft Excel were eliminated and 
replaced with fillable PDF forms on each SharePoint application website. 

 A supplement to SharePoint, called the Funding Application Manager, was created for internal staff to 
view, download, and manage the applications without the need to log into the respective websites. 

This entire system is replicable by any state HFA that wants to download the ConApp from the CHFA 
website and modify it to suit its own purposes for use with SharePoint and any data management 
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system currently in use. While CHFA has a very proprietary in-house database, the information captured 
and reported can be gathered through other data management tools, either purchased or developed by 
other HFAs to suit their specific needs. 

Provide Benefits That Outweigh Costs 
Utilizing only the existing CHFA staff, the integrated process from start to finish has been designed, 
improved and implemented with minimal impacts to the organization’s budget.  

The development of the ConApp and submission process has provided significant benefits to both CHFA 
and the applicant. The benefits in terms of time and energy saved, ease of use for both the applicant 
and CHFA, and processing efficiencies are invaluable. The increase in number of applications processed 
has resulted in a substantial increase in units of affordable housing produced. 

With all applications now being sent in electronically rather than in hard copy, we are not only “greener” 
but we have also helped reduce costs. Applicants no longer have to prepare duplicate hard copy 
applications (sometimes in excess of 1,000 pages) submitted in several binders to both CHFA and DOH. 
Between the streamlined version of the ConApp and the move to electronic submissions, our customers’ 
application costs and preparation times have been decreased significantly. 

Through the updates to the ConApp, SharePoint and MFaSys, CHFA has been able to meet the call to 
offer more funding rounds throughout the year by reviewing, analyzing, communicating and reporting, 
in a more timely and efficient manner. 

Demonstrate Effective Use of Resources 
CHFA had considered purchasing a data management system or hiring an external organization to come 
in and build a new application and database system. After reviewing the responses to our Request for 
Proposals, CHFA decided that the best opportunity would be to augment our existing systems in-house. 
The result is an integrated system that suits the needs of CHFA, our partners, and customers.   

Achieve Strategic Objectives 
CHFA is committed to continuous improvement, and is proud to have increased the production of 
affordable housing in a timely and efficient manner.  At the same time, we have addressed our strategic 
plan objectives to be innovative, on the cutting-edge of technology, responsive and customer service 
oriented. 





Visual Aids 
 
Housing Authority: Connecticut Housing 
Finance Authority 
 
Entry Name: C.H.F.A.'s Consolidated 
Application and Database - From Creation 
to Optimization  
 
Category: Management Innovation 
 
Subcategory: Technology 
 
 



Consolidated Application 

• Large Excel workbook designed to be used for 
numerous funding rounds 

• Includes templates for required forms, and 
instructions 

• Shows Threshold Requirements for each type 
of application (Exhibit Checklist) 

• Has links throughout for ease of navigation and 
reference 

• Includes buttons on the Exhibit Checklist to 
show only necessary items based on the 
funding round 
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Consolidated Application Exhibit Checklist 



Consolidated Application cont’d 

Drop Downs 

Checkboxes 

Data Tables 
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Consolidated Application Exhibit Checklist 
(Fillable forms, table) 



SharePoint 

• SharePoint is used as a means to submit 
a Consolidated Application to CHFA and 
DOH 

• It is a Microsoft-based product that will 
create a website for each application 
submitted, and then allow direct 
download of information for the 
recipient 
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SharePoint Features 

• Application Checklist/Task list 

• Built in Consolidated Application workbook 

• Reference Library 
– This section includes templates and fillable forms to 

be used in conjunction with submission of the 
application. 

• Application specific website that can be shared 
with unlimited users allowing multiple team 
members to upload files as needed 

 

 



SharePoint – Task List 

• Shows list of tasks associated with the 
application 

• The list can be edited by team members as 
needed 

• Tasks can be assigned to specific team 
members and be given due dates 

• Provides a timeline of activity prior to 
application submission date 

• Once all items are checked off, the application 
website will lock and your application will be 
submitted. 

 



Consolidated Application Workbook 

• Built into SharePoint 

• Can be edited and saved directly to site 
allowing team members to work on the same 
file, most updated version 

• Can be downloaded to individual PC’s to be 
edited and uploaded when complete (prior to 
submission deadline) 

• Can be downloaded from CHFA and DOH 
websites, then uploaded to SharePoint when 
complete (prior to submission deadline) 



SharePoint Application Checklist and Consolidated Application 



File Uploads 

• Section of website specifically for file 
uploads 

• Can upload multiple files at once, and 
place them into section folders 

• “Drag and Drop” available for 
convenience 

• Uploaded items can be removed (to a 
Recycle Bin) if done incorrectly, or can 
be replaced 

 



SharePoint File Upload Folders 



Sharing the Site 

• SharePoint allows site sharing, which means 
once the site is created, and one team member 
is able to log in, they can then share the site 
with anyone else 

• This allows multiple users to: 
– Assign and complete tasks 

– Update one Consolidated Application workbook 

– Upload files as necessary 
 

 



Help Section 

• There is a Help section available to walk users 
through the steps to use each section of the 
SharePoint website 

• Accessed through the menu in the upper left 
section of the Home screen, or by clicking help 
links in each section description 
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Reference Library 

• This section includes a downloadable version 
of the Consolidated Application, as well as 
several templates and forms that are to be 
completed and submitted with each 
application (as applicable) 
 

 

 



MFaSys – Application Summary 



MFaSys – Example of Date Tracking 



MFaSys – Property Management Summary 



Due to privacy limitations additional 
information/screenshots mentioned in the Entry 
Description cannot be shown here 
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