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The activity section begins with a specific Table of Contents, which:
· Provides the order in which each activity application must be organized and submitted.
· Provides a checklist to ensure that all required activity-specific documentation is included in the application.
· Must be completed and submitted as the first page of the activity-specific forms and documentation.
· Must be completed with the Applicant name in the space provided and the drop down menus or space completed to indicate documentation and the corresponding pages in the application.

ACTIVITY FORMS

A.	Project Activity Eligibility Information: 

1. What is Project Activity Status? Fill in Dates indicating status of project. 

There may be two dates under incurring costs question.  Upon receipt of the invitation to apply for an OTC project, the Applicant can submit a written request to incur specific General Administration (GA) eligible costs associated with OTC application preparation.  If approved in writing by the Department, these GA costs would be eligible for reimbursement from: 1) the OTC grant contract upon execution; OR 2) an existing active CDBG grant agreement; OR 3) GA Program Income.

After the OTC invitation letter is sent and NEPA Environmental Review Record (ERR) is approved, then the Applicant can submit a written request to incur specific CDBG eligible project costs, at their own risk.  The Department may provide a written approval, such that, at the time of grant contract execution and approval of general conditions checklist, the eligible project costs may be reimbursed.

Questions regarding the Department’s policy on allowing CDBG costs to be incurred must be directed to the ED staff.





2. What is the Project Activity Type?  (Check one Box) 

Business Expansion includes start-ups or new developments.  Typically these types of projects use job creation but may also qualify under LMA, if they meet the LMA standards for eligibility.

Business Retention will always be an existing business that needs CDBG funds to remain operating.  These retention projects can also qualify under LMA, if they meet LMA standards for eligibility.

3. What is the Structure of the Business / Developer?  (Check one Box) 

Check the type of business structure which is currently in place or which is being proposed for the project development.  If there is more than one corporation involved, then provide additional information below in the narrative about the project.   

Include documentation of business legal structure as Attachment in Eligible Activity Section of Application.

4. Provide Description of the Project Activity, “Aggregated Scope of Work”.  Include a information about structure of the business, business ownership and business management.

After a full description of the business history and plans for the future, describe how the proposed project funding will assist them in reaching their future goals.  For example, a manufacturing business wishes to expand their production line to allow for one or more new product lines, so they will use proposed funding to buy new equipment and make improvements to the manufacturing facility required for the new production line.  

Provide a list of all business owners (20% or more ownership) and a list of other businesses those owners also have a 20% or more interest in.   This list will be included as an Attachment to the Eligible Activity Section of the Application.

Provide an overview of the companies / corporations involved, for more complex projects where there is a larger parent corporation or other “operations” companies that are involved in executing the full scope of the project.  For example, a hotel development corporation is proposing a new development.  It will use its existing staff for the development process but will create a separate new corporation to own the project.  In addition, the parent corporation has a separate corporation that it uses for day to day operations of the hotels it develops.  Lastly, the parent corporation will sell the hotel project within three to five years once maximum cash flow is reached.  This type of organizational description / business model needs to be provided so all the different organizations can be reviewed and the business model accounted for as part of underwriting.

Provide a list of other “cost centers” that are part of a project.  For example, an auto dealership business is operated with four different cost centers: new car sales, used car sales, maintenance / repair shop, and parts shop.  Each of these cost centers has different costs of goods and operations, so each needs to be shown separately in the financial underwriting to clearly indicate which is being profitable and which may be a financial drain on the business.

Provide management chart showing the principles, the financial staff, and production management structure.  If there are multiple corporations or costs centers, then multiple charts may be required to fully demonstrate how the business / development operation functions.  

Include all the information requested above as Attachments in the Eligible Activity Section of Application.  

5. Provide Project Address (Physical Location):

If available, include Map and Photo of site as Attachment in the Eligible Activity Section of the Application.

6.  How will the Requested CDBG Funds be used?  

Check all the boxes that indicate the different project costs that CDBG funds will pay for.  

Include detailed description of costs for all items with “describe” as an Attachment in the Eligible Activity Section of Application.  

Note: the costs indicated here must be shown in the Sources and Uses Chart for the project and in six underwriting standards cost reasonableness.

B.	Project Activity National Objective Standards:
1. What CDBG National Objective is Being Met by the Project Activity?  (Check only one box.) 

The Project Activity may meet more than one National Objective or Public Benefit Standard, but the Applicant cannot use more than one, so the Applicant must choose the one National Objective and one Public Benefit Standard for the Project Activity that fits best.


2. For LMJ: Provide a List of Job Positions to be Created / Retained:  

Using the Department’s Job Tracking Form located on BA chapter webpage, and three months of most recent business payrolls, complete one set of forms for the project receiving benefit from ED OTC loan.  The forms must show existing jobs positions and proposed new job positions or positions to be retained.  The form must show which job positions are full time or part time, based on number of annual hours worked.  The forms must also identify which of the proposed positions will be filled by low moderate income persons to meet LMJ.  

Include copies of the signed Job Tracking Form as an Attachment in the National Objective Section of Application.

Using the completed Job Tracking Forms, insert the total number of proposed job positions and the proposed LMJ positions to calculate the overall low moderate income benefit from the project (which must be at least 51% LMJ).

Three months of most recent payroll documentation must be provided as support documentation of actual number of existing jobs at the time of application submittal.   Supporting documentation for the proposed new jobs or retained jobs must be included in the application.

Include copies of current payrolls and documentation of proposed jobs as an Attachment in the National Objective Section of Application.    

In the National Objective Attachment, the proper number of job positions being created must be documented as being available to LMI person, i.e. the positions do not require technical skills that make them unavailable to LMI persons, or if technical skills are required, then training will be made available to ensure that over fifty one percent (51%) of new positions are filled by LMI persons.  If the 51% threshold is not met, then the ED OTC project activity is not eligible and the CDBG project funds must be repaid to HUD.  

Therefore, documentation of how the proposed new job positions will be provided primarily to low moderate income persons must be included in the Attachment for National Objective.


Include LMJ supporting documents as an Attachment in the National Objective Section of Application.
 
3. For LMA: Document LMA eligibility for Business Goods or Services with Maps and HUD documentation.  Document Business Goods or Services and Area is Primarily Residential: 
Provide maps documenting the location of business service area.  The business / development must be physically located within the jurisdictional limits and the service area(s) of the business must primarily be within the jurisdictional boundary.  A justification for the service area must be provided.  For example a business with a franchise agreement has restrictions on their sphere of influence stipulated in the agreement.  For service areas that are less than “Jurisdiction Wide” or greater than Jurisdiction Wide, Census Tracts and Block Groups must be used for the map(s) of the service area.  
See NOFA Appendix K for guidance on determining and documenting a service area.
Applicant must document the goods or services offered by the business.  It must be clear that local residents have these goods or services readily available.
The Applicant must provide maps and documentation that the service area is primarily residential.  This can be done by showing the different zoning for properties in the service area.  As long as most of the service area has residential zoning then it can be assumed that the business will be servicing those households.   Failure to provide accurate, readable maps that show the exact Census Tract(s) and/or Block Group(s), with boundaries of the service area(s) in the application will result in the project being deemed ineligible. 

Once the service area is defined and documented, the HUD Low Moderate Income data must show that the service area of the business / development contains a population of which over 51% percent qualify as LMI.  Documenting over 51% of the population qualify as LMI will make the project meet the national objective via LMA.  See the NOFA’s Appendix I for a description of how to download the HUD data for the area, by census tract or block group.  This HUD LMA documentation must be included in Attachment for National Objective.  
Note: Household income surveys are only eligible when all Department standards have been followed for determining LMA.  Include copies of all information relating to the survey as an Attachment in this Section.
See NOFA Appendix I for guidance on obtaining and determining HUD low moderate income data for the identified service area.

Include maps and required HUD income documentation listed above as Attachment in the National Objective Section of the Application.

C.	Project Activity Public Benefit Standards:
	
1. What CDBG Public Benefit Standard is Being Met by the Project Activity?  (Check only one box.) 


2. For Jobs: Provide List of Proposed Jobs and Documentation to Substantiate their Creation / Retention:  

Using the Department’s Jobs Tracking Form, complete one set of forms for the proposed business / development benefiting from the funding.  The forms must show which of the proposed job positions will be full time (1,750 or more annual hours worked) and which will be part time (875 to 1,749 annual hours worked).  The forms must also identify when each position will be created or retained after investment of CDBG funds and completion of the project.  

Calculation of Public Benefit Amount:

Use proposed job position numbers from the Jobs Tracking Form with the proposed loan amount to calculate the public benefit of CDBG cost per job.  Current limits for projects are $35,000 per job maximum.

In Application Attachment for Public Benefit Standard, provide documentation of basis for proposed number of job positions that are created or retained because of investment of CDBG funding.  For example, a restaurant being established has a certain capacity, i.e. tables, seats, times for seating and turn- over of tables.  The proposed jobs can be documented based on the industry standard for number of servers and staff required for the capacity of the proposed operation.  Another example is: a proposed 80 room hotel facility can have job numbers documented by using a comparable hotel facility of similar size and operation.

Failure to provide supporting documentation for proposed jobs in the application will result in the project being deemed “speculative” with no firm basis for the jobs proposed.  Speculative high risk projects are not eligible.






Include documentation to support the proposed number of jobs as an Attachment in the Public Benefit Section of Application.

For Goods or Services: Provide documentation for each business “cost center” regarding the goods or services they provide to the local community:  

If no, i.e. business does not provide goods and services or their service area is too large, therefore the project cannot use Goods and Services for meeting public benefit.  For example, a commercial bakery sells products to the local LMA community, but it also sells its products throughout the state, therefore it would not be eligible.
 
If yes, then include a list of all goods or services provided by the business per discussion in national objective section above.  

Are all benefiting businesses “open to all” in the service area?

If no, then this public benefit standard cannot be used on the proposed Project Activity.

If yes, then provide documentation that all goods or services provided by the business / development are, “open to all” (not restricted to “members”).

Is business providing Goods or Services available and needed by LMI persons?

If no, then this public benefit standard cannot be used on the proposed Project Activity.

If yes, then provide documentation that each of the businesses in the proposed development are providing services or goods that can be or are used by LMI residents.

Calculation of Public Benefit Amount:
		
Use proposed HUD LMI data numbers and the proposed CDBG loan amount to calculate the public benefit of CDBG cost per person.  Current limits for projects are $350 per person maximum.

Include documentation to support the proposed goods or services, their service area and other required information as an Attachment in the Public Benefit Section of Application. 


	
D.	Project Activity Six Underwriting Standards:

For the six HUD underwriting standards, please reference the guidance provided in the current Business Assistance Program Activity Chapter within the Grant Management Manual located on the Department’s CDBG website.  Also, contact ED representative with questions regarding necessary documentation. 

Include documentation to support the compliance determination for each of six underwriting standards as Attachments in the Six HUD Underwriting Standards Section of the Application.

E.	Project Activity Readiness:

1. Provide Documentation of Capacity to Complete CDBG Commercial Underwriting:  

Documentation of staff capacity for project and business underwriting includes staff resumes and list of CDBG project experience.  Documentation of the Applicant’s procurement / subrecipient process will not be included in the Application.  

Include documentation of CDBG underwriter capacity as an Attachment in the Readiness Section of the Application.

2. Is Applicant Ready to Complete CDBG Federal Overlay Compliance Triggered by the Project?  

If no, then provide approximate date when procurement or subrecipient process will be completed and consultant will be available to assist with application preparation.  ED representative is available to provide guidance to Applicant’s staff on procurement or subrecipient process.  Documentation of the Applicant’s procurement process will not be included in the Application.

Include documentation of CDBG federal overlay compliance staff capacity as an Attachment in the Readiness Section of the Application.

3. Provide Project Timeline: 

Project Timeline must be for the full scope of work, including all funding and all work required for the proposed project completion.  Timeline must have details about when key milestones are to be met.  For example, it should indicate when all funding will be in place, all entitlements secured, all final plans and specifications done, construction to start, job creation, etc. 

Include documentation of CDBG federal overlay compliance staff as an Attachment in the Readiness Section of the Application.

4. Provide Sources and Uses Chart: 

Applicant must provide a funding sources and uses chart based on the full aggregated scope of work.  For example, a sources and uses chart may include some off-site costs that are not paid for with CDBG funds.  Documentation of all costs and all funding sources shown on sources and uses must be provided in the six underwriting standards Attachment.   

Include sources and uses chart as an Attachment in the Readiness Section of the Application.

5. Provide Documentation of All Required Site Control: 

Check the box of each applicable site control item and add “Other” as necessary.  Applicant must provide a list of all required site control items for the project.  This list will include all easements and rights of way as well as real property required for the full development of the project.  Provide documentation of the status for each site control item on the list.  If there are any unsecured site control items, then provide an approximate date for fully securing the item.  

Include documentation of all site control requirements as an Attachment in the Readiness Section of the Application.

6. Provide Documentation of Engineering / Architect Plan Status: 

Check the box indicating the current status of the projects plans and specifications.  This includes both on-site and off-site plans.  Letters from project engineer / architect estimating project costs based on current status must be included in six underwriting standards Attachment for cost reasonableness. 

Include documentation of status of project’s plans and specifications as an Attachment in the Readiness Section of the Application.

7. Provide Documentation of All Required Permits / Entitlements: 
Provide a list of all entitlements required for the project to proceed.  As part of the list, indicate the date on which entitlements have been secured or will be secured.   For example, a project located in a coastal zone must receive a special permit from the California Coastal Commission.

Include list of all required permits and licenses for project to move forward and documentation of status of each required permit, etc. i as an Attachment in the Readiness Section of the Application.

F.	Project Federal Overlay Compliance:

An Applicant is not required to demonstrate full compliance with all federal overlays at time of application or application approval.  However, some federal overlays compliance will determine project eligibility (e.g. debarment status, job pirating), while others result in additional project and administration costs.  The Department encourages all Applicants to address all the federal overlay items listed below at the application stage of the project. 

Provide documentation of compliance for each as Attachments in the Federal Overlay Section of the Application.


1. Has HUD Environmental Review Record (ERR) been completed for the Project’s full “Aggregated” Scope of Work (per HUD-NEPA standards)? 

If the Applicant has not completed an ERR for the project then no “Choice Limiting Actions” can take place at the project site (e.g. construction or signing of construction contracts, signing of sales agreements or lease agreements).  If an ERR has not been completed, provide date when it will be done.  Contact CDBG representative if there are any questions.

2. Uniform Relocation Act (URA) Acquisition Compliance: 

If the project includes real property acquisition then check the appropriate box.  If the Applicant proposes to use CDBG funds to pay for real property acquisition costs, then check the appropriate box and provide copy of signed disclosure for property sale.  Contact CDBG representative if there are any questions. 

	Include copy of CDBG URA disclosure to the seller as Attachment in Federal Overlays Section of Application.

3. Uniform Relocation Act (URA) and 104(d) Relocation Compliance: 

Provide narrative and documentation that no persons will be displaced.  For example, a vacant site with no structures can be documented by taking photos of the site.  A site with existing structures but no occupants will need to be documented as vacant 90 days prior to OTC Project Inquiry Form.

If the project includes displacement of any persons (i.e. residential family, commercial business, farm or non-profit), then check the appropriate box and provide additional information needed for relocation compliance. Contact CDBG representative if there are any questions.

Include narrative and documentation of no relocation OR if persons will be displaced, attach copies of GINs and relocation plan as Attachment in Federal Overlays Section of Application.

4. Federal Prevailing Wage / Labor Standards Compliance: 

If the project proposes to use CDBG funds for on-site project construction costs, then check the appropriate box.  Verify additional labor standards costs are included in project’s cost estimate (provided by engineer / arch). 

Include completed CDBG Appointment of Labor Standards Officer Form as Attachment in Federal Overlays Section of Application.

5. Provide Verification that ALL Business Owners and ALL Associated Businesses are not on the Federal Debarred List. 
	See CDBG website “Other Resources” webpage for guidance on how to verify federal debarred status. 
	Include copy of Debarred Search Findings as Attachment in Federal Overlays Section of Application.

6. Provide Dunns Number for Business.

See CDBG website “Other Resources” webpage for guidance on securing DUNNs Number. 
	Include print out of Dunn’s number status as Attachment in Federal Overlays Section of Application.

7.	 Provide Signed Certification of No Conflict of Interest by All Business Owners. 
		See CDBG Business Assistance Chapter webpage for Conflict of Interest Form. 
		Include copy of signed Certification of No Conflict of Interest as an Attachment in Federal Overlays Section of Application.

 8.	Provide Certification of No Job Pirating Form Signed by All Owners. 
See CDBG Business Assistance Chapter webpage for Certification of No Job Pirating Form. 
		Include signed copy of Certification of No Job Pirating as Attachment in Federal Overlays Section of Application.

9. Have Applicant Staff and Business Owners Developed an Employment Hiring Plan to ensure that a Significant Number of Citizens from the Jurisdiction Will be Provided New Jobs? 
The loan agreement for the project must stipulate that all occupants must provide new jobs to local citizens.  Developer and Applicant should partner with local job training agency to screen new hires for the businesses opening at the new development.  An Employment Hiring Agreement can be executed between the developer, Applicant, and job training agency.  The occupants of the development must agree to follow the hiring process in the agreement.  This will ensure documentation of LMJ and local residents. 
Include copy of draft loan agreement and employment hiring agreement as Attachment in Federal Overlays Section of Application.



