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Submission Folder: 

• Applicants must use the 2023 Submission Folder Structure. 

Document Requirements: 

• Do not combine the documents for each tab into one combined PDF. Submit separate PDFs for 
each document. 

• All DCA forms created in Microsoft Excel (ex: Core Application, Performance Workbook) must 
be submitted in Excel format. For any DCA Excel documents requiring signatures, a PDF copy of 
the signed document must also be submitted. 

Naming electronic files (the electronic file name, not the title that appears at the top when it is opened): 

• Begin each file name with: 
o The number at the beginning of its respective folder name (ex: “02Feasibility”), 
o Followed by the document number (ex: 01, 02, 03) 
o Then the project name and document name (ex: DCASrEquityCommitment”) 
o Full file name example: 

“0201DCASrEquityCommitment” 

• Use CondensedTitleCaseFormat (no spaces or underscores). 
• Do not use special characters (e.g., &, /, \, $, -, +, *, #, %, @, periods “.”, etc.). 
• Keep filename size to a maximum of about 30 characters. 
• Remove any references to your version number or version date from the file name. 
• Omit words such as “The”, “of”, “on”, “at” and “Ltd Partnership” 
• Replace words such as “Apartments” and “Residences”, with the abbreviations listed below. 
• When naming Performance Workbooks, use first initial and surname for project team members. 

(ex: “1901DCASrPWJSmith”) 
• Please name files sensibly such that it will be obvious to DCA what is in the file without 

having to open it! 

Abbreviations: 

 


