
Sub-recipient receives an email 
notification with instructions to 
download agreement, sign it 
and upload it into EMGrants 
with appropriate document type. 
Sub-recipient advances 
Application to HFA

Executive Director executes 
Subrecipient Agreement and 
uploads executed agreement.

Final Review of Sub-recipient 
agreement by Deputy Director 
(Project Owner)

11
3 

Days

12
5 

Days

13
3

Days

Final review by Finance before 
obligating the Project14

7
Days

MIT Application Approved and 
Complete. 

Notice to Proceed issued.
15

Environmental Team 
initiates Environmental 
Review process.

Compliance initiates 
Capacity Assessment

Application remains in this 
step until Environmental 
Review is complete and 
the AUGF is received. 

Environmental Team 
initiates Environmental 
Review process outside 
EMGrants. Compliance 
initiates Capacity 
Assessment in EM Grants.

Project Owner uploads the 
Subrecipient Agreement.

6

7

8
70 

Days
(6+7+8)

9
10 

Days

Legal Team does a review 
of the Subrecipient 
Agreement before it gets 
sent to the Subrecipient.

10
4 

Days

Mitigation Team Director 
assigns a Deputy Director 
(Project Owner) who will 
be responsible for 
overseeing the application

Initial Review by MIT 
Deputy Directors (Project 
Owner)

Compliance, 
Environmental, 
Procurement and Finance 
reviews

Final approval by CDRO

1

2
7 

Days

3
14 

Days

4
14 

Days

5
7 

Days

Mitigation Team provides 
assistance as needed

MIT Application Workflow*

Project Management – Life of the Project
 Roles and Responsibilities – RASCI
 Risk Management – RAIDS
 Project Progress Report – EMGrants
 Management of Change – MOC Process
 Checklists – MIT SharePoint

- MIT – Subrecipient Checklist
- MIT – Subrecipient Capacity Assessment
- MIT – Program Staff Payment Request
- ERR – Economic Resilience and Revitalization Program
- HOU – Voluntary Acquisition of Real Property
- HOU – Multifamily Program Checklist

- INF – Program Project Application
- INF – Program Forms Project Closeout
- INF – Contract Checklist
- INF – Local Match Checklist
- INF – Local Match Payment Request
- INF – Projects Sample File Checklist

Subrecipient 
Review and 
Signature

Applicant

Executive Director 
Review and SRA 

Execution

Executive Director

Final Review

MIT Deputy Director

Finance Review

Finance

Complete

MIT Deputy Director

Regulatory Review

Compliance

RROF and AUGF

Compliance

Initiate Regulatory 
Review

Compliance

Drafting of 
Subrecipient 
Agreement

MIT Deputy Director
10 Days

Legal Review

Legal

Initial Assignment

MIT Director

Initial Review

MIT Deputy Director

Concurrent Review

MIT Deputy Director

Approval

CDRO

Application 
Submittal

Applicant

*144 work days for the application process to be completed.


