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Community Housing and Infrastructure 
Project (CHIP) Application User Guide 
This document serves as a guide on how to navigate the Grant 
Electronic Application and Reporting System (GEARS) for the 
purpose of submitting a CHIP application. Only Municipalities are 
eligible to apply. If you require additional information on CHIP, 
you may access the Guidelines here. 

Dashboard 

 

Figure 1: GEARS Dashboard 

The Community Housing and Infrastructure Project (CHIP) application can be accessed 
by visiting the State of Vermont Grant Electronic Application and Reporting System 
(GEARS) portal. Once logged in, you will be taken to the Dashboard. You can begin an 
application by clicking on CHIP Application under the “My Opportunities” section. 

 

https://accd.vermont.gov/economic-development/vepc/chip/guidelines
https://demo.agatesoftware.com/IGX_VTCCVS_UAT/IGXLogin/Index?ReturnTo=%2FIGX_VTCCVS_UAT%2FDashboard
https://demo.agatesoftware.com/IGX_VTCCVS_UAT/IGXLogin/Index?ReturnTo=%2FIGX_VTCCVS_UAT%2FDashboard
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Figure 2: Proceed with a CHIP Application  

A “CHIP Application” box will pop up on your screen. Click “Proceed” to create an 
application. 
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Landing Page 

 

Figure 3: CHIP Landing Page 

You will then be taken to the CHIP Landing Page which will list overview information of 
your CHIP Application. On the left of the screen, you will find all sections of the CHIP 
application. You can initiate an application by clicking the General Information heading 
and then Applicant Information. 
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General Information 

Applicant Information 

 

 

 



Vermont Economic Progress Council (VEPC) 
Community Housing and Infrastructure Project (CHIP) Application User Guide 

 

Page 7  

Figure 4: Applicant Information 

In this section, list information about the Developer, Sponsor, and Municipality. Note, 
the Sponsor is the party that is financing the infrastructure project. Therefore, if the 
Developer is financing the infrastructure project list them as the Sponsor. If the 
Municipality is financing the infrastructure project list them as the Sponsor. The 
individuals selected as “Municipal Signatory A” and “Municipal Signatory B” should be 
high-level elected municipal officials (ex: Selectboard Chair), or high-level municipal 
admin (ex: Town Manager). It is encouraged to press “save” frequently throughout the 
application process so as not to lose any inserted information. 

CHIP Documentation 

 

Figure 5: CHIP Documentation 

In this section, upload the required CHIP documentation (listed below) and certify that 
the Housing Infrastructure Agreement meets all CHIP requirements. Note, only PDFs 
may be uploaded. 

• CHIP Infrastructure Project Plan Recording Certification 
• VT Department of Taxes Letter of Good Standing for the developer of the 

housing project 
• Original Taxable Value (OTV) Certification 
• A detailed description of proposed infrastructure improvement, include how this 

infrastructure improvement serves a public good. 
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• A detailed description of proposed housing development. 
• Official CHIP Housing Development Site Map 
• CHIP Development Schedule 
• Housing Infrastructure Agreement 

But For Narrative 

  

Figure 6: But For Narrative 

In this section, select the type of housing development being created. If it is Moderate 
Income Housing or Market Rate Housing, a “But for Narrative” will be required. A “But 
for Narrative” is not required for Affordable Housing. 

• An Affordable Housing Development is defined for the purposes of CHIP as the 
following:  

o A housing development where at least 15% of the units are designated 
as affordable housing with a recorded covenant or deed restriction 
ensuring affordability until the Final Repayment Date. Units must be 
used as the tenant’s or owner’s primary residence during such time. An 
application serving an affordable housing development does not have 
to meet the “but-for” test. The municipality may retain up to 85% 
education tax increment and must retain at least 85% of the new 
municipal tax increment. 

o For owner-occupied housing, the units must be for households earning 
120% or less of area median income 



Vermont Economic Progress Council (VEPC) 
Community Housing and Infrastructure Project (CHIP) Application User Guide 

 

Page 9  

o For rental units, the units must be for households earning 80% or less 
of area median income  

• Moderate-Income Housing Development is defined for the purposes of CHIP as 
the following 

o A housing development in which at least 25% of the units are for 
households earning 150% or less of area median income (AMI) and 
also subject to affordability restrictions until the Final Repayment Date. 
Units must be used as the tenant’s or owner’s primary residence during 
such time. A municipality with an application serving a moderate-
income housing development may retain up to 85% of the education 
tax increment and must retain at least 85% of the new municipal tax 
increment. 

The applicant must provide a compelling justification that the infrastructure 
improvements proposed to serve the housing development site and the proposed 
housing development would not have occurred as proposed in the application or would 
have occurred in a significantly different and less desirable manner than as proposed in 
the application but for the proposed utilization of the incremental tax revenues. 
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Public Hearing Notice & Minutes 

 

Figure 7: Public Hearing Notice & Minutes 

Public hearings are required for the adoption of the housing development site, housing 
development plan, housing infrastructure project, and housing infrastructure agreement. 
The notice must be posted in the Municipal Clerk’s office, the municipality’s website, 
and two other public locations within the municipality. 

First, upload copies of the Municipality’s Public Notice of the CHIP project and photos of 
locations where prompted in jpeg or PDF format.  
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Figure 8: Public Hearing Notice & Minutes, continued 

Next, upload copies of Municipality’s Public Hearing Agenda and Minutes for your CHIP 
project. Finally, upload the Municipal Approval Letter. 
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Share of Increment and Tax Rates 

 

Figure 9: Share of Increment and Tax Rates 

First, insert the Municipal increment share that was approved by the Municipal 
Legislative Body. Note, it must be at least 85%. Next, list the proposed education 
property tax share. Note, affordable and moderate-income housing may qualify for up to 
85% while market rate housing may qualify for up to 75%. 

 

Figure 10: Share of Increment and Tax Rates, continued 

Next, insert the year the CHIP site will be created, the year the CHIP application was 
submitted to VEPC, and the year CHIP Debt will be incurred. Note, the creation of the 
CHIP site shall occur at 12:01 a.m. on April 1 of the calendar year in which VEPC 
approves the use of tax increment financing for the housing infrastructure project. 
Lastly, insert the municipal and education tax rates for the most recent year.  
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Municipal Budget, Capital, & Debt 

Municipal Budget & Municipal Capital Budget 

 

Figure 11: Municipal Budget & Municipal Capital Budget 

In this section, insert Municipal budget information per fiscal year. Once the fiscal year 
of application is selected from the drop-down menu, the table’s fiscal years will auto 
populate. As budget figures are entered, the total municipal budget and average budget 
will auto populate.   
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Municipal Debt 

 

Figure 12: Municipal Debt 

In this section, insert Municipal debt in the form of municipal bond payments, school 
bond payments, and any other municipal debt for the next budget year (if known), the 
current budget year, and the previous 10 years. As budget figures are entered, the total 
annual taxpayer debt service and average budget will auto populate.   
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CHIP Site Information 

All Parcels in CHIP Site 

 

Figure 13: All Parcels in CHIP Site 

This Page Is a Summary Page 

The "All Parcels in CHIP Site" page will create sub-documents for you to fill. Select the 
appropriate date for the data form completed. If entering more than 25 parcels, use the 
radio buttons below to select the appropriate parcel range. Click “save” in the upper 
right corner. A page will then automatically be created for the entry of up to 25 parcels 
or more depending on your selection. 

Once you are done entering these parcels, please navigate back to this page and save 
to ensure the values are retained. 
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All Parcels in CHIP Site Details 

 

Figure 14: All Parcels in CHIP Site Details  

On the “All Parcels in CHIP Site Details (1-25) page, enter information about every 
parcel that is within the CHIP Site. Once you have completed a row, you can click the 
green plus button at the end of the row to add another parcel. Note, if there is no “Non-
Residential” educational taxable value, you must enter “0” to be able to save the data. 

Once you have entered all parcels into the details page, click “save.” Then, navigate 
back to the summary page by clicking on “All Parcels in CHIP Site” in the lefthand 
navigation bar and selecting “All Parcels in CHIP Site” from the menu that appears.  
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All Parcels in CHIP Site 

  

Figure 15: All Parcels in CHIP Site  

This page should now show a summary of the information entered in the parcel listing.  

 
Figure 16: All Parcels in CHIP Site, continued 

Previously in Figure 14, five parcels, a mix of residential and non-residential, were 
entered. The summary page now lists their combined taxable value at $627,400. 
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Figure 17: All Parcels in CHIP Site, continued 

In this section, check the boxes certifying the OTV. If everything appears correct, this 
form will need to be certified by the Municipality’s lister or assessor and the Chair of the 
municipal legislative body by having them create accounts in the system, navigate to 
this page of the application, and then check the appropriate box. Data can continue to 
be entered and this step is completed later in the process if needed. 
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Municipality Wide Comparison 

 

Figure 18: Municipality-wide Comparison 

In this section, insert the required information applicable to the whole Municipality. As 
figures are inserted, the CHIP site as % of Municipality, % of CHIP GL (Grand List), and 
% of Ttl GL (Grand List) will auto populate. The column “CHIP Site as % of Municipality” 
will likely be small or zero due to the small nature of CHIP sites relative to the whole 
Municipality.  
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Tax Exempt Codes 

 

Figure 19: Tax Exempt Codes 

In this section, tables of tax-exempt codes are provided. No input is required. This form 
can be used as a reference when completing the form “All Parcels in CHIP Site.”  
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Projects & Development 

Infrastructure Projects 

 

Figure 20: Infrastructure Projects 

In the top section of this page, insert estimated percentages for construction 
contingency costs and estimated soft costs. Insert the year in which the construction 
cost estimates were received. Enter a percentage to use as an inflator. These figures 
will be used to calculate the estimated total project cost in the year of construction.  
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Figure 21: Infrastructure Projects, continued 

Next, provide information about the infrastructure projects, using the green plus button 
to add rows as needed. Once you have entered the first row, click “save” and the project 
name will appear in the second row. On the second row, add the estimated construction 
cost for the project. Based on the percentages entered above, an estimated total project 
cost in the year of construction will be calculated. 

 

Figure 22: Infrastructure Projects, continued 
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In the final section of this form, insert how much of the total cost is anticipated to be paid 
with CHIP increment versus other revenues. Each row should total 100%, and the total 
revenue for each row should match the project’s estimated total project cost in the year 
of construction.  

Housing Development 
In this section, insert the housing development information requested. 

 

Figure 23: Housing Development 

In this section, insert the required information. For “Essential Infrastructure and Housing 
Development Link” briefly explain how the infrastructure project enables the housing 
development project. If there are multiple housing developments, click the green plus 
sign to add more rows. 

Housing Development Incremental Value 

 

Figure 24: Housing Development Incremental Value 

In this section, insert information related to the proposed housing development. Insert 
the projected amount of residential development in square feet and the projected 
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amount of commercial development in square feet. The total square footage for the 
development will populate in the next column. Next, insert the original taxable value for 
the parcels.   

 

Figure 25: Housing Development Incremental Value, continued 

Next, insert the estimated year of construction start, estimated years to complete, and 
the estimated assessed value after development. The increase in value (increment) will 
populate in the next column.  

Enter the use code in the next column:  

• RH (Residential High Density/High Intensity): Often used for areas with 
smaller lot sizes, allowing townhouses, apartments, and duplexes, commonly 
found near village centers. 

• RN (Residential Neighborhood/Low Density): Primarily residential, often 
divided into subsets like RN-1, RN-2 (representing low-to-medium density). 

• C (Commercial/Commercial-1): Designated for business, retail, and service 
use. 

• I (Industrial): Designated for manufacturing, warehousing, or light industrial use. 

• RH-RN (Residential High - Residential Neighborhood): A mix of high-density and 

medium/low-density residential areas, often to promote diverse housing types 

(duplexes, townhouses). 
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• RH-C (Residential High - Commercial): Mixed-use districts allowing high-density 

residential and commercial uses, such as neighborhood-serving businesses in, or 

near, residential areas. 

• RH-I (Residential High - Industrial): A transition or mixed-use area, often near 

working waterfronts or industrial corridors. 

• RN-C (Residential Neighborhood - Commercial): Areas designed for a mix of 

residential neighborhoods and smaller-scale commercial services. 

• RN-1 (Residential Neighborhood 1): Typically, a low-density residential district, 

often the lowest density in a given municipality's residential hierarchy. 

• C-1 (Commercial-1): Often represents a specific type of commercial zone, such 

as a Neighborhood Commercial (NC) or intense downtown core, distinct from 

highway commercial (HC). 

 

Figure 26: Housing Development Incremental Value, continued 

Next, insert the percentage of the housing development that will be taxed at the 
homestead rate and the percentage that will be taxed at the non-homestead rate. 
Combined, these should equal 100%. The next two columns will auto-populate the 
amount of increment expected to be taxed at each rate.  
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CHIP Revenue 

Annual and Projected CHIP Revenue Summary 

 
Figure 27: Annual and Projected CHIP Revenue Summary 

Like the “All Parcels in CHIP Site” pages, the Annual and Projected CHIP Revenue 
Summary includes a summary page followed by sub-pages that must be completed for 
the summary page to populate. At the top of the summary page, insert the anticipated 
number of years for municipal retention of CHIP increment, and a percentage estimate 
for an annual tax rate increase, then click “save”.  
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Annual and Projected CHIP Revenue Sub Pages 

 

Figure 28: Annual and Projected CHIP Revenue 

Once the form is saved, go to the navigation bar and click the arrow next to “Annual and 
Projected CHIP Revenue Summary”. A sub-page will generate for each housing 
development. If the development will be completed over multiple years, there will be a 
page for each year of the project.  

 

 

Figure 29: Annual and Projected CHIP Revenue, continued 

For each sub-page, enter the percentage of the project that is anticipated to be 
complete that year and added to the grand list. Enter the percentage of the project that 
will be applied to the homestead rate and the non-homestead rate and click “save”. The 
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rest of the table will auto-populate with the anticipated incremental tax revenues 
generated by that project for the increment retention period.   

If a project will be completed over multiple years, the % complete column on the 
subpage should only include the percentage of the whole project that will be completed 
and added to the grand list in that year. For a multi-year project, the % complete should 
add up to 100% by the final year. (Example: Year 1 = 60%, Year 2 = 40%)  

 

Figure 30: Annual and Projected CHIP Revenue Summary 

Complete the same process for all subpages, save them all, and return to the summary 
page and click save at the top. You should see all sub-pages summarized up top, and 
the estimated increment for all projects in the tables below. The table at the bottom will 
show the overall estimated CHIP increment and how that would be split between the 
taxing authorities and the CHIP Fund.  
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All Revenue Sources by Year 

 
Figure 31: All Revenue Sources by Year 

In this section, the estimated increment for each year will auto populate. Insert any other 
grant or revenue sources for the projects. In the first box, list the name of the grant 
source for any prior years that will be applied to the project, followed by the amount. In 
the next box, list any other revenue type followed by the amount. The table at the top of 
the page will auto populate. 
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CHIP Debt 

Summary of Annual Debt 

 
Figure 32: Summary of Annual Debt 

In this section, insert the requested information. The total figures will auto populate. 
Next, upload the debt service schedule. Press the green button to upload multiple 
documents. 

Related Costs 

 

Figure 33: Related Costs 

In this section, provide an estimate of related costs by year. Insert the requested 
information for all anticipated related costs. Press the green button to insert additional 
costs. The total amount will auto populate. Specify whether you anticipate paying these 
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costs through increment or debt by inserting the amount you anticipate paying with debt. 
The balance will calculate as the amount paid with increment. 

 

Figure 34: Related Costs, continued 

Click the save button, and a table will appear showing the anticipated related costs each 
year 
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Cash Flow 

 

Figure 35: Cash Flow 

In this section, insert any previous CHIP revenue (this will likely be $0) or related costs 
that have already been incurred. Then, using the debt service schedule you previously 
uploaded on the Summary of Annual Debt page, insert the estimated annual amount of 
debt service that will be paid each year. The annual surplus and cumulative surplus will 
auto populate. 
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CHIP Housing 

Housing Data 

 

Figure 36: Housing Data 

In this section, insert the requested information for current existing housing within the 
CHIP site. If none exists, this table may be left blank. Press the green button to insert 
additional information. The averages/totals will auto populate. 

 

Figure 37: Housing Data, continued 

In this section, insert the requested information for proposed housing within the CHIP 
site. Press the green button to insert additional information. The averages/totals will 
auto populate. 
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Status Options 

Submit Application 

 
Figure 38: Submit Application 
To submit the application, click on “Submit Application” in the lefthand navigation bar. A 
pop-up box will appear. You may enter notes in the box provided. Click ok. This will 
submit your application. 

Cancel Application 

 
 Figure 39: Cancel Application 

To cancel the application, click on “Cancel Application” in the lefthand navigation bar. A 
pop-up box will appear. You may enter notes in the box provided. Click ok. THIS WILL 
CANCEL YOUR ENTIRE APPLICATION. 
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Adding Users to Your Organization 
Your CHIP application will require multiple users for various stages of the application – 
for example, the municipality’s lister/assessor and Chair of the Municipal Legislative 
Body must certify the Original Taxable Value. Additionally, a municipality may want 
assistance from their financial office for some forms, or assistance from the developer in 
crafting some narratives. 

 

Figure 40: My Tasks 

To add users to your application, on the Home screen where you see your application 
under My Tasks and click on the Organization. 

 

Figure 41: Organization Members 

Click on “Organization Members” in the lefthand navigation bar. 
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Figure 42: Organization Members, continued 

Select the green button on the far right side of the screen to add Users. 

Figure 43: Assign Roles 

Fill in the information for each individual that you would like to have access to your 
application and select the appropriate role for that person.  

Roles:  

• Administrator: This role should be held by the Municipal official that is initiating 
the application. This role has authority to submit, edit, and cancel the application. 
It is likely but not necessary that the same person could be both an Administrator 
and Municipal Authorizing Official.  
 

• Municipal Authorizing Official: This role should be held by the Municipal Official 
who has authority to submit the application (example: Town Manager, Town 
Clerk) as well as Chair of the Municipal Legislative Body. This role has authority 
to submit, edit, and cancel the application. 
 

• Financial Officer: This role should be assigned to the municipality’s financial 
officer. This role has authority to edit and cancel the application.  
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• Writer: Assign this role to anyone that you would like to assist in the development 
of the application but does not have authority to submit it. This could potentially 
be additional town staff, the developer, a consultant, or a representative of your 
Regional Development Corporation.  
 

• Viewer: Assign this roll to anyone you would like to view your application without 
the permissions to edit the document. 
 

• DO NOT select the “Project Director” role.  

You will need to create a username and password for the individual, connect with the 
individual to provide them with their log-in credentials and encourage them to change 
their password when they log in. When you’ve filled in the individual’s information, click 
“save.”  
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