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I.
INTRODUCTION

This written policy is intended as a guide in making decisions regarding applications for Community Development Block Grant (CDBG) job creation and business incentive grant funds for the City of Norwich (City). This policy is written to allow flexibility as needs change. It should be used as a tool to provide some consistency for business selection. Businesses will be considered for funding on a case-by­ case basis, until available funding is exhausted or the program manager suspends the program. Only those businesses falling within the scope of the guidelines will be considered for funding. 

II.
PURPOSE

The purpose of the Economic Development Program (EDP) is to help aid in the advancement of job creation for low-to-moderate income (LMI) persons.

This policy provides financial assistance to support the job creation program funded as part of the CDBG Fiscal Year 2012-2013. The goals are structured to promote Norwich as a positive place for quality business, promote business expansion and attract as well as enhance local economic growth.

Community Development Block Grant (CDBG) funds will support business development likely to increase levels of employment for low and moderate-income residents of Norwich.

This program establishes a recoverable grant and is not to be equated with a loan program available through banking or financial institutions. As a lender of public money, the source of funds is interested as much in the social benefits as return on investment and preservation of capital. The return to Norwich is multiple: increased investment in the business community, additional jobs and business activity, and increased tax revenues resulting in an improved quality of life for our residents.

III.
FEDERAL REQUIREMENTS and CITY RESPONSIBILITY

The City, as a recipient of the Community Development Block Grant (CDBG) program, funded by the United States Department of Housing and Urban Development (HUD), will require that the Participant comply with all standard CDBG regulations and Participant will agree to so comply. The Agreements to be executed between City and Participant will specifically incorporate the federal requirements. In the event of any conflict between the program parameters outlined in this policy and federal requirements, the provisions of the federal requirements shall be upheld.  After the City has disbursed the grant to Participant, the Agreement may not be terminated unless all parties agree to the terms.  

IV. 
PROHIBITION AGAINST CHANGE IN OWNERSHIP MANAGEMENT  AND CONTROL OF PARTICIPANT

The qualifications and identity of Participant in this program are of particular concern to the City. It is because of those qualifications and identity that the City will enter into an Agreement with Participant. No voluntary or involuntary successor in interest of Participant shall acquire any rights or powers under this program except as expressly set forth within executed documents under this program. A change in ownership, management and control shall be subject to the approval of the City, but such approval shall not be unreasonably withheld.

Participant shall not assign all or any part of any Agreements or Notes under this program without the prior written approval of the City, which approval shall not be unreasonably withheld.

V.
JOB CREATION REQUIREMENT

A. Number of Jobs to be Created

Participants in this program agree to create one permanent full-time job for low- to moderate-income (LMI) person up-to each $10,000 of recoverable grant amount to a maximum of $20,000 per business.  Program funds will be released to the partner agency and held in an escrow account.  A disbursement schedule will be determined based on program compliance with the terms and conditions of the policies and procedures for the creation of permanent jobs during the term of the program.

B. Created Jobs Defined

If a CDBG recoverable grant is awarded, it will be based on job creation for low- to moderate-income persons. For purposes of being considered a created job, a job must be a new, full-time job for the person.  In counting jobs, the following policies apply:

· Funding is for full-time positions only

· Only permanent jobs count--temporary jobs may not be included

· All permanent jobs created must be counted even if the activity has multiple sources of funding

· Jobs indirectly created by an assisted activity (i.e., trickle-down jobs) may not be counted

Accessing these funds is contingent upon hiring one full-time employee whose household income meets HUD’s criteria of Low-to-Moderate Income (LMI) at the time of application.  The chart below is for 2013.  In order to provide a level of privacy between employee and employer, the City of Norwich has created a self-certification form for the employee to complete.  The form is located in Appendix A.  This form ensures the hired employee(s) meet HUDS definition of LMI.
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Income Limit 

Area

Median 

Income 

FY 2013 Income 

Limit Category

1 Person 2 Person 3 Person 4 Person 5 Person 6 Person 7 Person 8 Person

Very Low (50%) 

Income Limits 

$28,950 $33,050 $37,200

$41,300

$44,650 $47,950 $51,250 $54,550

Extremely Low 

(30%) Income Limits 

$17,400 $19,850 $22,350

$24,800

$26,800 $28,800 $30,800 $32,750

Low (80%) Income 

Limits 

$45,100 $51,550 $58,000 $64,400 $69,600 $74,750 $79,900 $85,050

Norwich

$81,900 


Please note that anyone hired after 2013 would have to meet the qualifications located at www.huduser.org.  Please contact the office to confirm current criteria.

C. Base Number of Job Positions Required

Participants agree that jobs created will be cumulative and will not replace any jobs existing prior to participation in the program. The City wishes to promote job creation; consequently, it is essential that the number of existing employees prior to application for the recoverable grant be clearly determined and established as the benchmark in identifying the total number of employees required by program regulations. Adequate documentation for employee number for the quarter ending prior to application for the program must be provided.  The form to document this information is located in Appendix B.
D. Participation Period Required

The participation periods for which the grant awardees are required to employ the new employee are referenced below.  The following applies:

1. The created job must be held by an LMI individual for a minimum of 18-months

2. The employer must hire within 6-months of loan closing

3. The 18-month employment period begins on the new employees’ official hire date

4. In the event the position becomes vacant during the 18-month period, the employer must:

a. re-advertise the position for an LMI individual

b. notify the CD Office regarding the vacancy within 72-hours

c. hire an LMI individual to fill the position

5. The employer will have a grace period of up to 24-months by which to achieve an 18-month benchmark; this allows for a grace period 

E. Full-Time Position Defined

For the purposes of this program, Full-Time is defined as a thirty-five (35) hour or greater work week over a five-day period.

F. Job Count Start Date

Job count start date will be based on an event which occurs after the execution of the Agreement document.  The start date will vary depending on the structure of the financing for each Participant.  In the case where the business is a new business, the job count start date will be the date of opening of the business.  If the business is an existing business, the start date will begin on the new hires first day of work.

G. Documentation of Employment Advertising/Outreach to LMI Community

It has been our experience that businesses sometime require assistance in reaching the LMI market.  As a result the City needs to collect outreach documentation and will work with you in the following ways to ensure adequate marketing to the LMI markets:

1. Position(s) must be advertised in places that increase exposure to potential LMI applicants

2. A list of location recommendations will be provided by the CD Office based on the job description

3. Proof of applicant outreach activities and job description(s) must be on file with the CD Office

H.  Event of Default

Unless otherwise stated in the terms of the recoverable grant agreement, the City will provide the funding on a pro-rata basis.  Funds will be fully committed based on contractual expectations.  Events of Default may include, but not be limited to:

1. failure to be up-to-date on municipal taxes or utility costs for greater than 6-months

2. failure to maintain adequate insurance

3. failure to meet the terms of loan(s) secured by a partner agency if those funds were used as leverage 

4. failure to meet the terms listed under Section D, enumerated above

5. receipt of a bankruptcy notice

If the recoverable grant is found to be in-default, the un-issued balance will revert back to the funder and the amount received to date will revert to a 0% interest loan with monthly payments equal to the greater of the remaining balance divided by 60 months or $83.33.

I.   Reporting Requirement

The participating business is responsible for providing reports to the partner agency and/or the City which would document jobs for each qualifying employee.  The City has created a quarterly report form in the interest of increasing efficiency and providing a streamlined program.  The form, which is located in Appendix C, should take no more than 5 minutes to complete. 

The reports would be filed using the following schedule and is based on the hiring date of the original employee:

January 12th, April 12th, July 12th, October 12th

Basic tracking information would include:

1. Employee name

2. Employee address

3. New job title

4. Hours worked per week

5. Hourly rate, for each qualifying employee(s)

Any adjustment to the schedule must be agreed upon by the partner agency, the City and the recipient of the funding.  

J.  Displacement

When activities funded through CDBG cause displacement of residents and/or businesses, Federal displacement regulations apply.

VI.
GEOGRAPHIC LOCATION/TARGET AREAS/RESIDENCY REQUIREMENT

The CDBG job creation recoverable grant will be limited geographically to City of Norwich businesses and to City of Norwich Residents

VII.
ELIGIBLE PROJECTS

The intent of this program is to create jobs for Low-to-Moderate income (LMI) individuals.  Funding will be recommended by the partner agency(ies) to the City for any new or existing viable for-profit business that agrees to hire an LMI individual within 6-months of closing.

In addition to meeting the hiring and underwriting requirement of the partner agencies, businesses must, at a minimum:

A.  Be a tax paying organization that is current on all City taxes

B.  Have no outstanding building/zoning issues

C.  Have adequate insurance

Retail sales positions and restaurant related positions are currently ineligible for the pilot program. 

VIII.
ADMINISTRATION

A. Proposal Review

[image: image2.wmf]Company Name:

Position For Which You Are Being Hired:

1.

Client Name _________________________________________________________________________________________________

2.

Head of Household Name_______________________________________________________________________________________

3.

Address_____________________________________________________________________________________________________

4.

City_________________________________________________________________________________________________________

5.

Telephone Number________________________________________

6.

Number of People in Household_____________________________

7.

Female Head of Household

_____

Yes

_____

No

8.

Disabled

_____

Yes

_____

No

9.

Race of Client (check one) - Optional

_____

White

_____

Am Indian or Alask Native & W hite

_____

Black/African American

_____

Asian & White

_____

Asian

_____

Black/Afr Amer & White

_____

American Indian or Alaskan Native

_____

Am Ind/Alask Nat & Bl/Afr Amer

_____

Native Hawaiian/Other Pacific Islander

_____

Other Multi Racial

10.

Ethnicity (check one)

_____

Hispanic

_____

Not Hispanic

11.

Total Household Income

For a Household of 

1

:

For a Household of 

2

:

For a Household of 

3

:

_____

At or Below $17,400

_____

At or below $19,850

_____

At or below $22,350

_____

 $17,401 - $28,950

_____

$19,851 - $33,050

_____

$22,351 - $37,200

_____

$28,951 - $45,100

_____

$33,051 - $51,550

_____

$37,201 - $58,000

_____

At or above $45,101

_____

At or above $51,551

_____

At or above $58,001

For a Household of 

4

:

For a Household of 

5

:

For a Household of 

6

:

_____

At or below $24,800

_____

At or below $26,800

_____

At or below $28,800

_____

$24,801 - $41,300

_____

$26,801 - $44,650

_____

$28,801 - $47,950

_____

$41,301 - $64,400

_____

$44,651 - $69,600

_____

$47,951 - $74,750

_____

At or above $64,401

_____

At or above $69,601

_____

At or above $74,751

For a Household of 

7

:

For a Household of

 8

:

_____

At or below $30,800

_____

At or below $32,750

_____

$30,801 - $51,250

_____

$32,751 - $54,550

_____

$51,251 - $79,900

_____

$54,551 - $85,050

_____

At or above $79,901

_____

At or above $85,051

CERTIFICATION

: I Certify that the information that I have provided above is an accurate and

complete disclosure.  I understand that to perjure myself in order to obtain assistance is a 

fraudulent offense for which I can be prosecuted. 

Signature of Client _______________________________________

Date

________

City of Norwich Office of Community Development

CDBG Self Certification Form - Program Year 2012-2013











Since this is a pilot program with limited funding, it is understood that the City of Norwich funding alone will not be able to bring the program to scale.  To make a considerable impact, the City will leverage existing programs and utilize resources available from the private financial market.  In order to do this in the most creative and effective manner, the City has created a process by which applicants will receive a full-range of opportunities.  Participants will be underwritten by a partner agency with access to employment programs and additional funding resources prior to review by the CD Office.  

Potential participants will be referred to the partner agency for an application.  Applications will not be reviewed by the CD Office for approval prior to the partner agency making a referral after a full underwrite.  

The CD Office will receive the recommendation of the partner agency.  If the request is approved by the partner agency, the CD Office will review the application to ensure the applicant is able to meet City and CDBG regulation requirements.  The City will take action on the file within 72-hours. 

B. Program Administrator

The Program Administrator for the City will market, solicit, and forward applications to the partner agency(ies).  The partner agency(ies) will work with the Administrator regarding quarterly reporting,  recoverable grant related payment inquiries and default related concerns.

X.
FUNDING LEVELS

The City will allocate a maximum of $10,000 for each full-time position based on availability of funds.  A maximum of $20,000 is available to each applicant, depending on the number of LMI full-time equivalency (FTE) hired. 

XI.
FUNDING AVAILABILITY

The Economic Development Program is pilot program and is funded through the CDBG program. The City of Norwich CDBG program year begins September 1st and ends on August 31st of the following year. Limited funds are available.

Funding applications will be reviewed and awarded on a first-come, first-served basis as received and approved by the partner agency(ies). After the initial approval and granting of the maximum amount of funds available ($10,000 per full-time hire up to $20,000 per organization), a satisfactory period of performance will be required prior to future awards.  The interim period shall apply to:

· The business owned at the time of the first application, whether the owner is the original owner or a subsequent owner.  Any additional business in which the owner/partner/member/officer of the original business has a proprietary and/or financial interest.

· Any business receiving a City of Norwich Economic Development Program recoverable grant shall disclose the information and details of the recoverable grant prior to sale or transfer of the business to any subsequent owner.

Exceptions to the interim period would include cases of involuntary relocation through no fault of the business, or other emergencies.

XI.
MISCELLANOUS PROVISIONS

Loans funded through this program are business loans, not consumer loans.

General Credit Criteria will be reviewed per the partner agency(ies) guidelines, which include but are not limited to:

1. Cash Flow

2. Commitment

3. Collateral

4. Credit

5. Character

6. Financial Statement/Tax Return

7. Insurance

APPENDIX A


APPENDIX B

City of Norwich

Economic Development Program

Existing Employee Verification

Company Name:________________________________________________

Company Address:_______________________________________________

Company E-mail:________________________________________________

Company Phone: ______________________

Owner Name: ___________________________________________________

List of Current Employees:

Name


        


Title

 
  Date of Hire

__________________________
__________________
_____________

__________________________
__________________
_____________

__________________________
__________________
_____________

__________________________
__________________
_____________

__________________________
__________________
_____________

__________________________
__________________
_____________


(Existing employee logs that document the above information may be acceptable to meet the above list request).

Title of New Position____________________________________

Brief Description of Duties, including but not limited to hourly rate and hours per week:

(or attach job description and note action above)

I hereby certify that the above information is accurate and that the money obtained through the City of Norwich CDBG program will be used to hire a new employee.

______________________________________

Signed/Authorized by

______________________________________

Print Name of Authorized Signer

APPENDIX C
City of Norwich

Economic Development Program

Employer Quarterly Report
Company Name:________________________________________________

Company Address:_______________________________________________

Company E-mail:________________________________________________

Company Phone: ______________________

Owner Name: ___________________________________________________

List of Current Employees (attach additional sheets if necessary):

Name


        


Title

 
  Date of Hire

__________________________
__________________
_____________

__________________________
__________________
_____________

__________________________
__________________
_____________

__________________________
__________________
_____________

__________________________
__________________
_____________

__________________________
__________________
_____________


*Existing employee logs that document the above information may be acceptable to meet the above list request.

New Hire Information:

Name:__________________________________________________________

Address:________________________________________________________

Hourly Rate:______________________________

Average Hours Per Week:___________________

I hereby certify that the above information is accurate and that the money obtained through the City of Norwich CDBG program will be/has been used to hire a new employee.

______________________________________

Signed/Authorized by

______________________________________

Print Name of Authorized Signer

APPENDIX D – Please Contact Partner Agency for Up-to-Date Policies
Referred back to


Partner Agency





Approval/Denial


 of City Funding





City Attorney approves for Form for City Manager


City Attorney





CD Office Requests 


City Attorney Review





Referred to CD Office





Partner Agency Application, Underwrite, Recommend
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