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· Provides the order in which this activity application must be organized and submitted.
· Provides a checklist to ensure all required activity-specific documentation is included in the application.
· Must be completed and submitted as the first page of the Microenterprise (ME) application.
· Provides special directions for applicants who propose either a ME Technical Assistance (TA) activity only, Financial Assistance (FA) activity only, or a combination activity, Technical Assistance and Financial Assistance (TA & FA).

>>Refer to NOFA for additional information on eligible activities and scoring<<

A.	Activity Information:

1.	Description of Activity:  Provide a brief description of the proposed activity.  

2.	ME Funding Break Out:  Please indicate how the total ME funding requested in the Summary Application Form will be spent for Technical Assistance, Financial Assistance and Support Services.

B.	Need for Activity:

In this part of the application, the Applicant must complete the following items:

1. Unemployment Rate:  The percentage rates used for unemployment will be from the EDD Monthly Labor Force Data Report 400c - Jan. 2016 found in Appendix A of the NOFA.

2. Market Analysis:  The Applicant must develop a jurisdiction-specific local market analysis report supporting the Applicant’s proposed activity and/or activities.  Applicants who are proposing a combination (TA & FA) activity must submit 2 market analysis attachments (TA & FA) in the ME application.

3. The Applicant may use any of the following methods of analysis to determine the ME market for the proposed activity:

a) Comprehensive Economic Development Study (CEDS);
b) Local Economic Development Plan;
c) Survey conducted by the applicant including the survey instrument,  evaluation of survey results, and conclusions supporting the proposed ME activity;
d) Utilization of the outline and source information presented in the Market Analysis Outline below.

NOTE:  The method of analysis selected above and the application must identify and incorporate the elements of the Market Analysis Outline below and scored accordingly.   

Market Analysis Outline

Use the outline below for completing the Microenterprise Technical Assistance Program Market Analysis:

e) Understanding Market Conditions – ME Technical Assistance Opportunities
1) Level of most recent ME activity:
· Use the following resource: http://factfinder.census.gov/faces/nav/jsf/pages/index.xhtml (free source) to determine the number of businesses by industry category using the 2-digit North American Industry Classification System (NAICS) code level breakdown. Information on the CBP website is only available in a list format.  From the CBP website click on the American Fact Finder link and the “Main” tab to obtain additional information and instructions on how to use the American Fact Finder business patterns search tool.
· Analyze the business segments for most recent years (2011, 2012, and 2013) describing increases, decreases, or stability in number of businesses by segment and employment category.
· Local businesses surveyed to determine demand


	Sources of Data for Analysis

f) Identifying and Analyzing Partners and Competitors 
1) Identify all other private and public resources serving the market area:
· Small Business Development Corporations
· Economic Development Corporations
· Lenders
· Chambers of Commerce
2) Conduct survey to determine existing ME activity and client interest in services.
3) Analyze and determine specific ME assistance demand based on targeted market segment evaluation and existing ME survey results:
· Accounting and Bookkeeping Services (e.g., Basic Finance, QuickBooks, payroll, etc.);
· Development of Business Plan to determine feasibility of new business or expand existing business;
· Development of Marketing Plan to determine feasibility of new business or expand existing business;
· Human Resources;
· Business Financial analysis (e.g., business processes, inventory management, etc.); and,
· Preparation for obtaining public or private sector financing.
4) Determination the proposed ME program meets the needs and addresses the demand in the market area.

g) Demand Projections
1) Based on the level of ME activity identified and the competitive environment, determine and evaluate the total number of clients that may be interested in the services annually over the term of the contract:
· Determine the specific services offered;
· Determine range of services required to meet the demand;
· Determine and validate the actual number of participants and the specific assistance to be provided (e.g., marketing plan, business plan, accounting services, etc.);
· Determine and validate the cost to deliver services;
· Outline and create strategy for marketing the Technical Assistance Program (i.e., SBDC, lenders, businesses, chambers, etc.); and,
· Determine and validate number of Applicants likely to participate in the services offered.

h) Conclusions
1) Determine the amount of funds requested in the application based on the number of anticipated participants and the extent and level of the services provided, and the associated cost to provide the services.
2) For existing technical assistance programs, the Applicant is required to complete Section 1 and 3 and provide historic CDBG and non-CDBG activity over the past 3 years to address Section 2 of the application forms.
________________________________________________________________________

Use the outline below for completing the Microenterprise Financial Assistance Loan Program Market Analysis:

a) Understanding Market Conditions – ME Financial Assistance
1)	Level of most recent ME activity:
· Use the following link U.S. Census - County Business Pattern (CBP)  (free source) to determine the number of businesses by industry category using the 2 digit North American Industry Classification System (NAICS) code level breakdown. Information on the CBP website is only available in a list format.  From the CBP website click on the American Fact Finder link and the “Main” tab to obtain additional information and instructions on how to use the American Fact Finder business patterns search tool.
· Analyze the business segments for most recent years (2011, 2012, and 2013) describing increases, decreases, or stability in number of businesses by segment and employment category. 
· Local businesses surveyed to determine demand.
b) Identifying and Analyzing Partners and Competitors
1)   	Identify all other private and public lending sources serving the market area to determine:
· Types of lending products offered (term loans, line of credit (LOC), factoring, etc.);
· Types of businesses inquiring and obtaining financing;
· Types of businesses not meeting lender requirements;
· Minimum and Maximum Loan amounts;
· Typical loan terms & interest rates; 
· Allowable uses of funds (i.e., real estate, FF&E, construction, working capital, etc.);
· Collateral requirements; and,
· Level of equity contribution requirements and loan-to-value (LTV).
2)  	Determine that the proposed loan program fits to fill the gap in loan funding in the market area.
c) Demand Projections
1)    	Based on the level of business activity identified and the competitive environment:
· Determine how many loans will be made annually over the term of the contract;
· Determine and validate the average dollar amount of loans;
· Outline and create strategy/plan for marketing the loan program (i.e., SBDC, lenders, businesses, chambers, etc.);  
· Determine and validate the number of inquiries likely to  be generated;
· Determine and validate the number of applications likely to be generated from these inquires; and,
· Determine and validate the number of applications likely approved. For example, approximately 1 out of 10 loan inquiries move forward to the underwriting stage by a financial institution.
d) Conclusions
Determine the amount of funds requested in the current application, based on the number of loans and the average loan amount.

Data Sources

The Applicant can use the following online references to develop the market analysis for ME Technical Assistance and Loan Programs or use other resources such as building permit activity, business permits, leasing activity, data supplied by other local business support organizations.  Please note the references provided below are not exhaustive and it is the Applicant’s responsibility to collect all the necessary data and information to support the Applicant’s market analysis:

· Dun and Bradstreet Hoovers (Paid source at Dun and Bradstreet Hoovers that allows for more refined search by zip codes):
1) Determine loan program market area; then,
2) Use appropriate search category to collect data that best represents the current level of business activity in the market area (zip codes).

Failure to provide documentation to support these need indicators with the application may result in no points awarded in this section.

C.	Benefit:

In this part of the application, the Applicant must provide the following information:

1.   	Poverty Rate:  Since the Applicant pool sets the scoring range for all data driven criteria, during rating and ranking the Department will use the Jurisdiction’s annual poverty rate listed in Appendix A.

2.  	Proposed Activity and Beneficiaries:  The Applicant must complete the Proposed Activity and Beneficiaries table to indicate the estimated number of beneficiaries assisted under the ME Activity.  This item not scored.  The data is a HUD reporting requirement for the State CDBG Program.


D.	Readiness:

In this part of the application, the Applicant demonstrates readiness to carry out the activity and/or activities by addressing the following three (3) criteria described below by checking the appropriate boxes in each of the items in Section D of the application.

Applicants who are proposing a combination (TA & FA) activity must submit two attachments (TA & FA) in the application for each item under Section D, Readiness unless otherwise noted.

1.  	Program Description:  In this part of the application, the Applicant must provide the following information to describe how the program organization and activity structure effectively and efficiently carry out the tasks:

a) Program Organization Chart and Activity Flow Chart:  The Applicant must provide a program organization chart and activity flow chart identifying the program operators and all individuals responsible for the work performed under this activity.

Applicants who are proposing a combination (TA & FA) activity must submit a combined Program Organization Chart and Activity Flow Chart showing how activities are structured and organized by the applicant. 

b)  	Microenterprise Task Matrix Form:  The Applicant must complete the ME Task Matrix Form in the application to indicate whom (City/County staff or Program Operator) will be responsible for performing the specific tasks indicated on the matrix form.  The Applicant has the option to add additional tasks to the matrix as deemed appropriate to the Applicant’s ME activity (Technical Assistance, Loans, Support Services and Façade Improvement Programs).  The Applicant should place an “X” next to each appropriate Task item in the column designated Program Operator and/or City/County. This will identify whether the Program Operator or the City/County will be responsible for the task on the matrix below.  In some cases, if the task is shared by both the Program Operator and the City/County then each should be marked with an “X”.

c)	Description of the Organization and Structure of the Activity:  The Applicant must provide a narrative description of how the proposed design, organization, and structure will effectively and efficiently carry out and achieve the stated goals of the need for this activity.

2.	Program Operators Status:  The Applicant should provide the procurement status of the program operator, and document the relevant expertise and experience of the individuals performing work under this activity along with evidence that would support that the Applicant is ready to proceed with the activity.  The Applicant should select one of the check box options when completing Readiness Item 2 in the Forms.

3.	Program Operator and/or Consultant Qualification Documentation:  In this part of the application, the Applicant must describe and provide complete documentation of the program operator and staff responsible for conducting the activity and/or work.  This also includes all private consultants, subrecipients and non-profit organizations performing work for the program operator.  

E.	State Objective Points:

Applicants who are proposing a combination (TA & FA) activity must submit two attachments (TA & FA) in the application for each item under Section E, State Objective Points.

1. 100 points will be awarded for any proposed activity that addresses or mitigates impacts from a state- or federally-declared disaster, active at the time of application submittal due date.  Please note that the proposed activity must be CDBG eligible and meet a National Objective.
2. 100 points will be awarded for any proposed activity that meets the Urgent Need National Objective.  The activity must address a community development need having a particular urgency, and be designed to alleviate existing conditions that the local government certifies and the state determines (see NOFA for additional information).
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