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Process to Request Travis County Commissioner Court Approval of a PFC Project 
 

STEP 1: SUBMITTING THE APPLICATION:   
• The developer should first contact the PFC Sponsor.  The PFC authority/sponsor will provide the Travis County 

agenda memo request form to the developer.  The sponsor should provide a sample, such as prior agenda item with 
backup, to convey what is needed/expected, etc. within the agenda memo request form. 

• The PFC sponsor will provide this process document as well as the link to the Travis County HHS PFC Application: 
https://app.smartsheet.com/b/form/e8c78938af1b4486ae0ec9e558227f8e. The application link is also located here 
under Affordable Housing: https://www.traviscountytx.gov/health-human-services/divisions/supportive-housing.   
o Impacted Commissioner Awareness.  All developers should present the project to the impacted commissioner 

before submitting a PFC application requesting court approval. The project must be presented to the impacted 
commissioner before the proposed court date. 

o Submit one application, per project.  Please do not submit multiple projects in one application. Multiple 
projects may all be submitted at the same time/on the same day, but the applications will be processed 
individually.  To expediate requests, ensure the agenda item language is clear and concise.  Use a sample 
provided by the PFC sponsor (i.e. a previous court-approved PFC project agenda item memo with backup). 

o Unless requested, please do not send/email requests or additional documentation to HHS staff. 
Information/backup material received via email will be rejected and the application link will be provided for 
resubmission.  To avoid document oversight or a request for an application revision, please ensure the agenda 
memo is complete and all required attachments are final and assembled before the first application submission. 

 

STEP 2: PROCESSING THE APPLICATION: 
• Travis County HHS requires at least 30 days to process an application. 
• The application must be received, attachments saved, then reviewed for accuracy.  Errors including but not limited 

to the agenda memo being incomplete or lacking detail, the requested documentation is not attached to the 
application, or the application data is incorrect, will cause processing and agenda preparation delays. 

• The County Attorney’s Office requires 10-14 days (two weeks) to review, revise and approve a resolution. 
This two-week review should be factored into the processing timeframe and desired agenda placement date. HHS 
will not place an item requiring the Court’s approval and the Judge’s signature, on the Court’s agenda without 
County Attorney approval. Legal requires time to conduct thorough research and analyze statutes to confirm the 
contents of the resolution language are acceptable and approval or execution would not place Travis County in a 
liable or compromised state in any way. 

 

STEP 3: APPROVING THE APPLICATION FOR COURT AGENDA PLACEMENT: 
• Only the HHS County Executive may approve the placement of any item on the Court’s agenda from the HHS 

Department.  The sooner a request is submitted for consideration, the sooner a final draft can be submitted to the 
HHS County Executive for approval and agenda placement.   

• Once approved, HHS staff will place the item on the agenda, as close to the desired date as possible. 
• HHS staff will work with the PFC sponsor and/or the developer to draft a presentation before the Court date to 

confirm the project fully meets all minimum criteria and is fully compliant with Chapter 303, for PFC multifamily 
development projects. 

https://app.smartsheet.com/b/form/e8c78938af1b4486ae0ec9e558227f8e
https://www.traviscountytx.gov/health-human-services/divisions/supportive-housing
https://statutes.capitol.texas.gov/Docs/LG/htm/LG.303.htm

