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Table of Contents
· Provides the order in which this activity application  must be organized and submitted; and,
· Provides a checklist to ensure that all required activity-specific documentation is included in the application; and,
· Must be completed and submitted as the first page of the Microenterprise application.

Refer to NOFA for additional information on eligible activities and scoring

A.	Activity Information:

1. Is this application being submitted as an Un-scored (Set-Aside) Activity?  If so, the funding limit is $100,000, and you will need to supply all required documentation except for Need section items. Check the appropriate box. 

2. How much funding is being requested for this activity?  Indicate the total dollar ($) amount that is being requested for this activity.  Then break out the amount that will be used for the actual Activity and which will be used for Activity Delivery.

Total Requested for this Activity = (Activity $$) + (Activity Delivery $$) 

3.	Description of Activity - Provide a brief description of the proposed activity. The narrative should include specific information, if applicable/available, on who, what, when, where and how.  

4.	Is this activity a component of an Enterprise Fund combination (EF Combo) program?  If Microenterprise Assistance (ME) is part of an EF Combo Program: 1) Business Assistance activity forms must be submitted; 2) the total amount requested for the ME Program and Business Assistance Program does not exceed $500,000.  Refer to the NOFA for an explanation of the EF Combo program.

5.	What will be the sources and uses of the funds?  Indicate all of the sources and uses of funds committed to the activity.  Include anticipated CDBG funding and non-CDBG funding, including private and local funding sources being committed to the activity.  Complete the table in item A5 of the Microenterprise Assistance application forms.

6.	Will there be relocation compliance associated with the financial assistance activities proposed in the application?  In this section of the application, the applicant must address and/or provide information on federally funded projects receiving financial assistance that may “trigger” compliance with Federal relocation or displacement requirements. Each microenterprise business receiving financial assistance will be reviewed for relocation compliance. 

If relocation is triggered, a business relocation plan must be developed and followed in accordance with current federal regulations. , The applicant must submit a relocation plan for the project to the Department for review and approval at the time of financial underwriting. In addition to complying with federal relocation laws, the applicant will also be required to comply with state relocation laws.

If the applicant receives funding for this activity, the applicant must describe the project relocation compliance review process used, in the applicant’s Microenterprise Assistance program guidelines.

If there are no identified projects, at the time of submitting this application, then check the “No” box and move onto the next part of the application. 

B.	Need for Activity:

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

1. Average Unemployment Rate - Percentage rates for unemployment will be from the California Employment Development Department’s Monthly Labor Force Data for Counties, October 2011, Preliminary Report found in Appendix O.  Fill-in the unemployment rate percentage (%) in the box provided.

2. Market Analysis - The applicant must develop a jurisdiction specific local market analysis report supporting the applicant’s proposed activity.  The applicant must use the outline below to develop the market analysis supporting the applicant’s Microenterprise Technical Assistance and/or Loan Program activities.  Some reference sources have been provided to the applicant at the end of the outlines that can be used to develop the market analysis. 

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

a) Understanding Market and Needs for Microenterprise Technical Assistance – Identifying/Analyzing Microenterprise Technical Assistance Opportunities

1) Level of most recent microenterprise activity:
· Determination of number of businesses by industry category using 2 digit NAICS code level breakdown;
· Determination of targeted activity by standard Census Bureau’s employment category of 1-5 employees;
· Analysis and determination of the level of existing microenterprise activity in the jurisdiction service area using the most recent year including;
· Increases, decreases, or stability in number of businesses by segment and employment category 1-5 employees; and,
· Analysis and determination for potential new microenterprise activity in the jurisdiction service area using the prior 3 years.

	Sources of Data for Analysis

b) Identifying/Analyzing Partners and Competitors serving Microenterprise clients
1) Identify all other private and public sources serving the market area;
· Small Business Development Corporations
· Economic Development Corporations
· Lenders
· Chambers of Commerce
2) Conduct survey to determine existing microenterprise activity and client interest in services;
3) Analyze and determine specific microenterprise assistance demand based on targeted market segment evaluation and existing microenterprise 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 microenterprise program meets the needs and addresses the demand in the market area.

c) Demand Projections
1) Based on the level of microenterprise activity identified and the competitive environment;
2) Determine and evaluate the total number of clients that may be interested in the services annually over the term of the grant;
· Determine specifically the 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 loan program (i.e., SBDC, lenders, businesses, chambers, etc.); and,
· Determine and validate number of applicants likely to participate in the services offered.

d) Conclusions
1) Determine the amount of grant funds requested in the application submittal based on the number of anticipated participants and the extent and level of the services to be 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 lending activity over the past 3 years to address Section 2 of the application forms below.

Use the following outline for completing the Microenterprise Financial Assistance (Loan Program) Market Analysis:

a) Understanding Market Conditions – Identifying/Analyzing Market Opportunities by Business Segment
1)	Level of most recent business activity:
· Comparative analysis with previous 3 years (2007, 2008 and 2009);
· Determination of number of businesses by industry category using 2 digit North American Industry Classification System (NAICS) code level breakdown;
· Determination of targeted lending activity by standard Census Bureau’s employment categories (i.e., 1 to 4, 5 to 9, etc.);
· Analysis of business segment for most recent year and 3 year change including; increases, decreases, or stability in number of businesses by segment and employment category (i.e.: 1 to 4, 5 to 9, etc.); and,
· Local businesses surveyed to determine demand.
b) Identifying/Analyzing Lending Opportunities 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, 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 grant;
· 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 number of applications likely to be approved. For example, approximately 1 out of 10 loan inquiries result in a loan inquiry moving forward to the underwriting stage by a financial institution).
d) Conclusions
Determine the amount of grant funds to be requested in the application submittal based on the number of loans and the average loan amount.
For existing loan programs, the applicant is required to complete Section 2(a) and 2(c) and provide historic CDBG and non-CDBG lending activity over the past 3 years to address Section 2(b).

DATA SOURCES: 

The applicant can use the following online references to develop the market analysis for Microenterprise technical assistance and loan programs.  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:

· U.S. Census - County Business Pattern (CBP) (free source)
	Instructions to determine businesses with employees:
a) Determine loan program market area; then, 
b) Use appropriate search category to collect data that best represents the current level of business activity (and historic trends) in the market area (i.e., County level, Metropolitan Statistical Area, Micro-politan Statistical Area, zip code(s).
· U.S. Census - Nonemployer Statistics (free source)
	Instructions to determine non-employer businesses (sole operators – no employees)
a) Determine loan program market area and then use appropriate search category to collect data (i.e., County level, Metropolitan Statistical Area, Micro-politan Statistical Area. Not currently available by zip code).
· Dun and Bradstreet Hoovers (paid source at Dun and Bradstreet Hoovers that allows for more refined search by zip code(s))
a) Determine loan program market area; then,
b) Use appropriate search category to collect data that best represents the current level of business activity in the market area (zip code(s).

7.	Who will be the Program Operator?  Please check the appropriate box or boxes of the type of program Operator listed in the application.  Check all that apply.

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

C.	Benefit:

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

1.   	Poverty Rate - Provide the jurisdiction’s poverty rate using the census documentation contained in Appendix A.  Fill in the box.

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 Microenterprise 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 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.

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 (see Appendix S for a sample organization and activity flow charts).

b)  	Microenterprise Task Matrix Form:  The applicant must complete the Sample Microenterprise Task Matrix Form found in the forms part of the application to indicate who (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 Microenterprise activity (Technical Assistance, Loans, General Support 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 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.  

4.	Performance on Past CDBG Economic Enterprise Fund Grants - The applicant must complete the Performance on Past CDBG Economic Enterprise Fund Grants forms for 2008 and 2009 to determine the performance and expenditure of CDBG ED grant funds.  The applicant must complete the form for 2008 and 2009 for both activities.  For example, if the applicant has not applied for a grant in 2009 then check “Did not Apply” on the form.  Likewise, if the applicant conducted one activity such as a Microenterprise Technical Assistance activity complete the form for that activity only and check “Did not Apply” for the Business Assistance activity or vice versa.

Only use the Activity funds expended under the grant when completing the Past Performance form.  Do not include the Activity Delivery (AD) or General Administration (GA) funds expended when completing the Past Performance forms for 2008 and 2009.
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MICROENTERPRISE ASSISTANCE - Forms


A.	Activity Information:

1. Is this activity being submitted as a scored activity, or as an Un-Scored (Set-Aside) Activity?
	|_|	Scored Activity	|_|	Un-Scored (Set-Aside) Activity 

2. How much is being requested for this Microenterprise Activity?

[bookmark: Text466][bookmark: Text468][bookmark: Text469]$       = (     ) + (     )
Total Requested for this Activity = (Activity $$) + (Activity Delivery $$)
	
3. Description of Activity:  (See instructions.)
	      

4. Is this activity a component of an Enterprise Fund Combo program?  If Yes, fill in the table below.
	|_|	Yes	|_|	No

	Activity
	Activity Amount Requested ($)
	Activity Delivery Amount Requested ($)
	Total Amount Requested
($)

	Business Assistance
	
	
	
	

	Financial Assistance
	[bookmark: Text424]$     
	[bookmark: Text427]$     
	$     

	Microenterprise
	
	
	

	Technical Assistance
	$     
	$     
	$     

	Financial Assistance
	$     
	$     
	$     

	Support Services
	$     
	$     
	$     

	ME Activity Totals
	[bookmark: Text426]$     
	[bookmark: Text429]$     
	$     

	
	
	
	

	COMBO Activity Totals
	$     
	$     
	$     

	General Administration* (not to exceed 7.5 percent (%)
	$     

	Total Amount Requested (not to exceed $500,000)
	$     


Notes:
· General Administration (GA) not to exceed 7.5 percent (7.5%) of Total Amount Requested.
· Activity Delivery is not to exceed 15% of Activity Amount.
· No Program Income may be committed to this Activity.
· No leverage will be scored; no backup will be required.

5.	Sources and Uses:

	Microenterprise Assistance Funding Sources

	Uses
	State ($)
CDBG

	Bank ($)
	Jurisdiction (Applicant) ($) 
	Other ($)
(specify)
	Total


	Technical Assistance
	     
	     
	     
	     
	     

	Financial Assistance
	[bookmark: Text470]     
	     
	     
	     
	     

	Support Services
	     
	     
	     
	     
	     

	Activity Delivery
	     
	     
	     
	     
	     

	General
Administration
	     
	     
	     
	     
	     

	Other (specify)
	     
	     
	     
	     
	[bookmark: Text461]     

	TOTAL ($)
	     
	     
	     
	     
	     



6.  	Relocation Compliance? (Check the one that applies)
|_|	No projects identified at this time.  No review of relocation compliance is required.
|_|	Existing project(s) identified for financial assistance (If an identified project or loan will trigger relocation activities, a project-specific relocation plan must be submitted for Department review at time of underwriting the loan).

7.   	Who will be the Program Operator? (Check all that apply)
[bookmark: Check242]|_|	Jurisdiction (Applicant)
[bookmark: Check243]|_|	Consultant (For-Profit)
[bookmark: Check244]|_|	Subrecipient (Non-Profit)
[bookmark: Check245]|_|	Other Unit of Local Government
[bookmark: Check246]|_|	Other Public Agency
[bookmark: Check247]|_|	Other Non-Profit
[bookmark: Check248][bookmark: Text430]|_|	Other (Specifiy):	     

B.	Need for Activity:

In this section, the need for Microenterprise Assistance is based on the jurisdiction’s annual unemployment rate as well as a Market Analysis provided by the applicant.

Average Unemployment Rate - Enter the Jurisdiction’s average annual unemployment  rate using information contained in Appendix O - Monthly Labor Force Data for Counties, Report 400C.

	Annual Average Unemployment Rate*
	     %



	* Value rounded to one decimal place, e.g. 12.6%

Market Analysis - See the Instructions for the outline to follow to develop the market analysis.
|_|	Understanding Market Conditions
|_|	Identifying/Analyzing Lending Opportunities and Competitors
|_|	Demand Projections
|_|	Conclusions
Documentation provided on pages:       

C.	Benefit:

The Applicant must provide the following information:
	
1.   	Poverty Rate - Enter the Jurisdiction’s poverty rate using information contained in Appendix A. 

	Poverty Rate*
	     %



*Carry out all % to one decimal point, e.g. 12.6%



2.   	Proposed Activity and Beneficiaries – Microenterprise Assistance:

	        Proposed Activity(s) and Beneficiaries

Complete and enter the following information: 1) the projected number of businesses to be assisted; and 2) the estimated number of jobs to be created and/or retained by each activity proposed under this application

	ACTIVITY
	# of Business Expansions

	# of Business
Start-Ups
	# Jobs
Created/
Retained
	# LOW-MOD
Jobs*
	CDBG National Objective*

	Microenterprise
	
	
	
	
	

	Business Loans
	     
	     
	     
	     
	
|_| Slums/Blight
|_| LOW-MOD - Jobs



* 	For Microenterprise Assistance activities meeting the TIG benefit, National Objective, all persons/business owners must be documented as low income.  Microenterprise activities are not required to create or retain jobs but must track any job activity for CDBG reporting purposes.

D.	Readiness:


1. Program Description:

|_|	 Program Organization and Activity Flow Chart: Please use the sample in Appendix S.
	Documentation provided on pages:       

|_|	Microenterprise Assistance Task Matrix: Please complete the Sample Microenterprise Assistance Task Matrix form below.


SAMPLE MICROENTERPRISE ASSISTANCE TASK MATRIX FORM
	Task
	Program Operator
	City/County

	Approve RLF Guidelines
	
	

	Clear Special Conditions
	
	

	Prepare Funds Requests
	
	

	Monitor Grant Expenditures
	
	

	Generate Fiscal/Performance Reports
	
	

	Coordinate grant activities with Program Operator and Grantee
	
	

	Oversee program implementation and activities
	
	

	Compile official grant project files
	
	

	Monitor achievement of goals
	
	

	Report on progress to Grantee and local governing body
	
	

	Meet with local econ developers to solicit referrals
	
	

	Create and distribute program flyers and newsletters
	
	

	Write press releases and market Microenterprise services
	
	

	Participate in Loan Advisory Review
	
	

	Loan Servicing and Accounting
	
	

	Create and update the program website
	
	

	Determine business size and eligibility as a microenterprise
	
	

	Ascertain readiness of potential participant
	
	

	Ascertain readiness in eligible, enrolled participant
	
	

	Gather baseline data on potential participant
	
	

	Gather baseline data on eligible, enrolled participant
	
	

	Field calls from potential participant
	
	

	Create service plan for eligible, enrolled participant
	
	

	Coordinate course offerings with community colleges and other providers
	
	

	Set up courses and schedules for eligible, enrolled participants
	
	

	Assist in preparing business plan and marketing strategy
	
	

	Conduct courses
	
	

	Curriculum Development
	
	

	Class/Training Preparation
	
	

	Guide eligible, enrolled participants in resolving business issues
	
	

	Field calls from enrolled, eligible participants
	
	

	Meetings/counsel sessions with eligible, enrolled participants
	
	

	Assist in preparing loan application
	
	

	Collect and input eligible, enrolled participant data
	
	

	Prepare and submit cost allocation plan
	
	

	Report on program outcomes
	
	

	Determine indicators for tracking
	
	

	Evaluate program effectiveness
	
	

	Create database to match participant data collection
	
	

	Attend HCD Workshops
	
	

	Microenterprise Financial Assistance -Part 5 Income Determination
	
	

	Microenterprise Technical Assistance –  Income screen for TIG status to establish eligibility
	
	

	Add additional task here
	
	

	Add additional task here
	
	



|_|	Description of the Organization and Structure
Description provided on pages:       

3.	Program Operators Status:
[bookmark: Check255]|_|	The application has approved contracts for all subrecipients and consultants according to HUD Procurement Guidelines.
Description provided on pages:       
[bookmark: Check256]|_|	The applicant has indicated the Grantee will use in-house staff to act as the sole program operator, or in conjunction with a subrecipient or consultant.  The applicant has identified the staff responsible for doing the work and/or activity.
Description provided on pages:       
[bookmark: Check257]|_|	The applicant does not have approved contracts or agreements but will be procuring services for this activity.  The applicant must provide a copy of the subrecipient agreement or Request for Proposal (RFP) that will be used by the grantee to procure the program operator and/or consultants for this activity.  In the case where the applicant uses an RFP procurement process, the applicant must provide the method of evaluation and selection for the program operator and/or or consultants.
	Documentation provided on pages:       

4. 	Program Operator and/or Consultant Qualification Documentation: 
The applicant must include the following for each individual performing work under this activity: 
|_|	Complete duty statement for all job positions.
Description provided on pages:       
|_|	Complete resumes of the individuals performing the work including all relevant experience, and emphasize actual CDBG Revolving Loan Fund, grant management, marketing and CDBG financial underwriting experience.
Description provided on pages:       
|_|	Identification of the individual or individuals performing the Microenterprise technical assistance and/or financial underwriting for microenterprise loans.
	Description provided on pages:       
|_|	Provide certificates of training that substantiate microenterprise program design and implementation expertise, microenterprise financial expertise or CDBG specialization, such as microenterprise counseling, training material development and micro loan underwriting and deal structuring.
			Documentation provided on pages:       

5.	Past Performance and Use of CDBG Enterprise Grant Funds - In this section the applicant's performance and expenditure of 2008 and 2009 CDBG ED grants will be evaluated and scored. Various factors assessing an applicant’s performance on past CDBG grants shall include but not limited to the following: a) achievement of job creation or job retention objectives specified in the grant agreement; and, b) the timely expenditure of CDBG grant funds.  Please complete the following forms on Performance on Past CDBG ED grants for 2008 and 2009 below.


	Performance on Past CDBG Enterprise Fund Grants – 2008

	Grantee:     
	Gant #:      

	|_| Did not apply
	|_| Held-out from applying

	Contract Execution Date:      
	Contract Termination Date:      

	Business Assistance Loan Program
	Microenterprise Assistance Activity

	Business Assistance Activity Budgeted:

|_|  Business Loans:  $     

	Microenterprise Activity Budgeted: 

|_|  Technical Assistance: $      
|_|   Loans: $      
|_|   Support Services: $      
|_|   Façade Improvements: $       

	Funds Spent:

|_|  Grant amount expended*: $     
|_|  Disencumbered: $     



	Funds Spent*:

Technical Assistance:
|_|  Grant amount expended*: $     
|_|  Disencumbered: $     


Financial Assistance:
|_|  Grant amount expended*: $     
|_|  Disencumbered:   $     
|_|  Support Services: $     


	Activity Results for this Grant:

Number of loans approved***:      
Total number of actual jobs created/retained:      



	Activity Results for this Grant:

Technical Assistance**:
Total # of proposed LOW-MOD clients to be assisted per the application:           
Total # Completing Program:      
Total Number of actual LOW-MOD clients assisted***:      

Micro Business Loans:
Number of loans approved per the application:      
Total number of loans made****:      



Notes:	   *	Grant funds expended as of December 31, 2011.
**	Total Number of actual Low-Mod clients assisted as of December 31, 2011.
	*** 	Total number of loans made as of December 31, 2011.
Activity Results for this grant will be evaluated on actual results and projections in the application.



	Performance on Past CDBG Enterprise Fund Grants – 2009

	Grantee:     
	Grant #:      

	|_| Did not apply
	|_| Held-out from applying

	Contract Execution Date:      
	Contract Termination Date:      

	Business Assistance Loan Program
	Microenterprise Assistance Activity

	Business Assistance Activity Budgeted:

|_|  Business Loans:  $     

	Microenterprise Activity Budgeted: 

|_|  Technical Assistance: $      
|_|   Loans: $      
|_|   Support Services: $      
|_|   Façade Improvements $      


	Funds Spent:

|_|  Grant amount expended*: $     
|_|  Disencumbered: $     



	Funds Spent*:

Technical Assistance:
|_|  Grant amount expended*: $     
|_|  Disencumbered: $     


Financial Assistance:
|_|  Grant amount expended*: $     
|_|  Disencumbered:   $     
|_|  Support Services: $     


	Activity Results for this Grant:

Number of loans approved***:      
Total number of actual jobs created/retained:      



	Activity Results for this Grant:

Technical Assistance**:
Total # of proposed LOW-MOD clients to be assisted per the application:           
Total # Completing Program:      
Total Number of actual LOW-MOD clients assisted***:      

Micro Business Loans:
Number of loans approved per the application:      
Total number of loans made****:      



Notes:	    * Grant funds expended as of December 31, 2011
	  ** 	Total Number of actual Low-Mod clients assisted as of December 31, 2011
	*** 	Total number of loans made as of December 31, 2011
Activity Results will be evaluated for this grant based on actual results and projections in the application.
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