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Use instructions for this set of forms as guidance.
Provide all back up documentation in appropriate Attachments.

A.	Project Activity Eligibility Standards:

1.	What is Project Activity Status?
	
Date ED OTC Project Inquiry Form Submitted:       
Date of ED OTC Application Invitation Letter:       
Date of Department Approval to Incur Costs, if applicable:      

2.	What is the Project Activity Type? (Check one box)
	
|_|    Business Expansion (i.e. job creation or LMA)
|_|    Business Retention (i.e. job retention or LMA) 

	3.	What is the Structure of the Business / Developer?  (Check one box.)  
	
|_|    Sole Proprietorship
|_|    S-Corporation 
|_|    Limited Liability Company (LLC)
|_|    General Partnership
|_|    Limited Partnership
|_|    Regular Corporation

4.	Provide Description of Project Activity, including aggregated scope of work for entire project. Include information about structure of business, business ownership and business management (Attach per instructions).
	
5.	Provide Project Address:

	|_|  Physical Location:__________________________



6.   	How will the Requested CDBG Funds be Used?
	Type of Project Costs (check all that apply): 	
		|_|      Acquisition of Real Property
|_|	Engineering / Architect Plans and Specifications
|_|	Fees and Permits
|_|	New Construction of Commercial Space
|_| 	Interior and / or Exterior Rehabilitation of Commercial Space
|_| 	Furniture Fixtures and Equipment (FF&E)
|_| 	Installation of Equipment (describe)
|_| 	Inventory (describe)
|_| 	Working Capital for Monthly Operations (describe)
|_|	Refinancing of Existing Business Debt (describe)
|_| 	Other (describe)

	Attach descriptions per instructions.



B.	Project Activity National Objective Standards:

See ED OTC Application Instructions for guidance on how to document compliance with CDBG National Objective standards.

1.	Which CDBG National Objective Is Being Met by the Project Activity? (Check only one box.)
	
|_|   Low Moderate Income Jobs (LMJ) (i.e. job creation or retention)
|_|   Low Moderate Income Area (LMA) (i.e. providing goods or services)

	2.    	For LMJ: Provide List of Proposed Job Positions To Be Created or Retained Using the Department’s “Jobs Tracking Form”:
Based on the Jobs Tracking Form with three months of most recent payroll statements, what is the total number of proposed new permanent, full time equivalent job positions created or retained as a direct result of the CDBG funding for the Project Activity?       

	Based on the Jobs Tracking Form, what is the total number of proposed Low Moderate Income (LMI) persons retained or provided new, permanent, full time equivalent job positions as a result of the Project Activity?:      
	
	Calculation of Low-Moderate Income Job Benefit:
	
	Based on total LMI persons projected as new hires or retained, divided by the total number of proposed retained or new job positions, equals the percentage of LMJ     %.  This number must be over fifty one percent (51%) for the project to meet the LMJ national objective.

	Applicant must provide documentation of assumptions or requirements that will ensure the required number of LMI persons will be provided jobs.

3. For LMA: Document LMA eligibility for Business Goods or Services with Maps and HUD Low-Mod documentation.  Document Business Goods or Services and Area is Primarily Residential:  (Household Income Surveys are Eligible Documentation per Department standards.)
		Is the service area of the assisted business documented as LMA using HUD Low-Mod data?	Yes |_|	No |_|

If yes, then provide maps of the business’s service area along with HUD Low-Mod data verifying LMA.  Based on the service area map(s) and HUD data, the total persons in the service area is:       and the total number of LMI persons is:     .  To determine LMA benefit, divide the number of LMI persons by the total persons in the service area is:       %.  This number must be over fifty one percent (51%) for the project to meet the LMA national objective.

		If no, then LMA cannot be used as a national objective.
		
		Does the business provide goods or services?	Yes |_|	No |_|

		If yes, then provide documentation of each business(s) services or good provided to local residents in the supporting documents section.

		If no, then LMA cannot be used as a national objective.

		Is the business’s service area primarily residential? Yes |_|	No |_|

		If yes, then residential data for each benefiting business’s service area must be provided in the supporting documents section.

		If no, then LMA cannot be used as a national objective.

C.	Project Activity Public Benefit Standards:

See ED OTC Special ED Activity Form Instructions to get guidance on how to document compliance with CDBG Public Benefit standards.

1.	What CDBG Public Benefit Standard Is Being Met by the Project Activity? (Check only one box.)
	
|_|    Jobs (creation or retention)
|_|    Providing Goods or Services
		
	2.    	For Jobs: Provide List of Proposed Job Positions To Be Created or Retained Using the Department’s Job Tracking Form for the Business being Assisted:   (Include all Cost Centers)   
Based on the Job Tracking Form, what is the total number of proposed new permanent full time equivalent job positions created as a result of the Project Activity?       
		
		Calculation of Public Benefit Amount:
		
		What is the amount of CDBG funding per full time job created or retained?  There are       number of proposed FTE positions created or retained.  The amount of Proposed CDBG loan funds is $      in assistance.  Dividing the proposed amount of CDBG loan funds by the number of proposed FTE job positions equals $      the project public benefit per job.  The CDBG cost per job should not exceed $35,000.

	Provide documentation of assumptions for the number of proposed jobs, created (e.g., based on similar sized business, etc.).

	For Project Activity proposing Job Retention, provide documentation of compliance with “but for rule”, but for the investment of CDBG funds, the business will close down or reduce its workforce AND justification that with CDBG funds the business will be financially viable.

	3.    	For Goods or Services: Provide documentation for each business “cost center” regarding the goods or services provided to the LMA service area:
		Are business goods or services “open to all”?
	|_|  Yes	|_|  No

		If yes, then provide documentation of each business(s) services or goods being available to all local residents in Attachment.

		If no, then LMA cannot be used as a national objective.

Are all goods or services provided by the business and its “cost centers” affordable / useable by LMI persons?
 |_|  Yes	|_|  No
		
		If yes, then provide documentation of each business(s) services or goods being available to and usable by low income residents in the supporting documents section.

		If no, then LMA cannot be used as a national objective.

		Calculation of Public Benefit Amount:
		
		What is the amount of CDBG funding per person in the service area of the businesses?  There are       number of persons in the service area and based on $      in CDBG assistance, the amount of CDBG funds per person are $     .

		The total CDBG loan amount lent to the business (es) should equal or be less than the total number of low- and moderate-income persons residing in the area(s) served by the assisted business(es) multiplied by $350.

D.	Project Activity Six HUD Underwriting Standards:

See instructions for these ED OTC activity forms to get guidance on how to document compliance with CDBG Six Underwriting standards.

1.	Are All Project Costs Reasonable? Have all Project Costs been verified by Third Parties (e.g. engineer cost estimate, etc.)?
	
	|_|  Yes	|_|  No

	If yes, provide originals in Attachment.

	If no, provide approximate date(s) for project cost estimates: ________.

2.	Are all Project Funding Sources Committed?
	
	|_|  Yes	|_|  No

	If yes, provide originals in Attachment.

	If no, provide list of funding still required and approximate date for securing funds in Attachment.

3.	Does the Project Qualify for Any Other Funding That Could be used instead of CDBG? 
	
	|_|  Yes	|_|  No

	If yes, provide documentation that, “to the extent practicable”, CDBG funds are not being substituted for non-Federal funds in Attachment.

	If no, explain why other funding is not available.

4.	Is Project Activity, including complete scope of work, Financially Viable?
	
	|_|  Yes	|_|  No

	If yes, provide cash flow analysis on the overall project, including off-site public improvements and onsite development (for projects with multiple businesses, or for a single business project).  For projects with a single business or multiple businesses (shopping center or industrial park), each business locating in the project’s development must have a financial analysis provided to support projected jobs, etc.  Documented market analysis must be provided to verify demand for the business / development.  Documentation of management capacity for: 1) execution of overall development; and 2) management of on-going operations after completion.  Management capacity of each business will also need to be documented.

	Note: Excel financial spreadsheets are required to be submitted electronically.

5.	Are Investors and/or Business Owners of the Project Activity Receiving a Reasonable Return on Equity invested?
	
	|_|  Yes	|_|  No

	If yes, provide documentation that circumstances, such as local conditions or other project risks warrant, “to the extent practicable”, the use of CDBG funds does not “unduly enrich” the investors and/or business owners.
	If no, provide cash flow analysis showing the fiscal impact of CDBG funding (with and without CDBG funds).  Provide calculations and narrative describing why the proposed CDBG funding will not cause the business / developer to receive an unreasonable Return-On-Investment.

	6.    	Will CDBG funds be Disbursed on a Pro Rata Basis with Other Project Funds?
      	
	|_|  Yes	|_|  No

	If yes, provide disbursement schedule for all funding sources showing CDBG funds spent after the expenditure of other project funds.

	If no, provide narrative with disbursement schedule explaining why, “to the extent practicable”, CDBG funds will be expended prior to other project funding.

E.	Project Activity Readiness:

1.	Provide Documentation of Capacity to Complete CDBG Commercial Underwriting.
	
	Include resume of underwriter with list of past CDBG-funded, economic development projects in Attachment.

2.	Is applicant ready to Complete CDBG Federal Requirements triggered by the Project?
	
	|_|  Yes	|_|  No

	If yes, provide resume for each compliance officer in Attachment.

	If no, provide list of required compliance staff for the project and approximate dates when they will be secured: ________.
	3.    	Provide Timeline Showing Project’s Proposed Funding Dates; Construction Dates and CDBG Compliance Dates (e.g. job creation):
      	Timeline must include all parts and phases of the project, per instructions.

	4.    	Provide Sources and Uses Chart:
Chart must include all sources and uses of funding for entire project, per instructions.

5.	Provide Documentation of All Required Site Control:
		
		Indicate below the status of Project’s site control.
		Pending         Secured				
|X|	|_|	City/County Owned Site
|_|	|_|	Purchase Agreement
|_|	|_|	Option to Purchase
|_|	|_|	Option to Lease
|_|	|_|	Leasehold Interest
|_|	|_|	Deed of Trust
|_|	|_|	Other Site Control (describe)

		Attach descriptions per instructions.	

	6.    	Provide Documentation of Engineering / Architect Plan Status: 

|_|    No plans and specifications required
|_|    Plans and specifications not started
|_|    Draft plans and specifications
|_|    Final plans and specifications
|_|    Applicant approved plans and specifications

Attach documentation from consultant or a permitting agency that indicates current status of plans, per instructions.

	7.    	Provide Documentation of All Required Permits / Entitlements: 
List all required permits, approvals, or licenses needed by the project. Provide documentation of current status and any expiration date(s).
For any approvals not secured, provide estimated dates for clearance.
F.	Federal Requirements Triggered by the Project:

1. Has a HUD Environmental Review Record (ERR) been completed for the Project’s full “Aggregated” Scope of Work (HUD-NEPA standards)?
	
		|_|  Yes	|_|  No

If no, provide an approximate date when the ERR will be submitted for Department review and approval:      

2.	Uniform Relocation Act (URA) Acquisition Compliance: Is Acquisition of Real Property included in the Project’s aggregated scope of work?

				|_|  Yes	|_|  No
	
	If yes, then are any CDBG funds being used to pay for any Real Property Acquisition costs?
				
				|_|  Yes	|_|  No
	
If yes, then include signed copy of required CDBG disclosure for any Real Property Acquisition in Attachment.

3.	URA and 104(d) Relocation Compliance: Does the proposed project involve purchase, conversion or demolition of any occupied structures on the proposed project’s site that will cause displacement of any “persons”?

Will this Activity Trigger Temporary or Permanent Displacement of Any “Persons”?
				
			|_|  Yes	|_|  No
			If “Yes”: 
· Explain in Attachment.
· The Applicant will be required, as a special condition of the CDBG grant contract to submit GIN notices and a formal relocation or displacement plan for the project prior to release of grant funds.  
· Add relocation cost estimate into the Development Cost Breakdown in Sources and Uses Chart required under Project Activity Readiness Section.
If “No”, explain how that determination was made in a narrative included in attachment per instructions.

4.	Federal Prevailing Wage / Labor Standards Compliance:

	Does the Project propose to use CDBG funds for payment of any construction costs?
				|_|  Yes	|_|  No

	If yes, then has additional costs of prevailing wage construction been included in project cost estimates?
				|_|  Yes	|_|  No

	Has CDBG form Appointment of Labor Standards Officer been completed?
				|_|  Yes	|_|  No
	
	If no, then what is approximate date of appointing a labor standards officer?
	     

	5.	Provide verification that ALL Business Owners and ALL Associated Businesses are not on the Federal Debarred List.

		Include copies of debarment search results in attachment, per instructions. 

	6.	Provide Duns Number for Business.
		Include copies of debarment search results in attachment, per instructions.

	7.	Provide Business signed Certification of No Conflict of Interest. 

		Include signed copy of certification in attachment, per instructions.

	8.	Have ALL Business Owners Signed a Certification of No Job Pirating?

		Include signed copy of certification in attachment, per instructions.
.
		
		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 the New Jobs? 

		|_|  Yes	|_|  No		|_|  N/A	
	
		If yes, include copy of plan in Attachment.
		If no or N/A, then include narrative of how this requirement will be met, or explain why it is not applicable in attachment, per instructions.

