Microenterprise Toolkit & Guidance
INTRODUCTION
The Microenterprise Toolkit is offered as a resource and provides guidance for Units of Local Government developing and implementing an application for a Microenterprise Grant through the NYS Office of Community Renewal. 
PURPOSE
The purpose of the Toolkit is to create efficiencies for public employees at the State and Local levels and to facilitate wide-spread adoption of best practices.
USERS
The toolkit is created for Units of Local Government who want to develop and implement a Microenterprise Assistance Program.
	Documents:
	Description:
	Link:

	First Public Hearing 
	Prior to submitting a full application, applicants must meet the citizen participation requirements, which provides for a minimum of one public hearing prior to submission of an application to NYS. 
	Public Hearing Template

	Pre-Submission Certification Form 
	Certifies that Unit of Local Government anticipates submitting a full application within 60 days of pre-submission. 
	Pre-Submission Certification Form

	Preliminary Budget Table
	Itemizes the Use and Source of funds for the program.
	Preliminary Budget Table

	Job Creation Table 
	Provides details on jobs to be created.
	Pre-Submission Job Creation Table


Pre-Submission phase: 

	Documents:
	Description:
	Link:

	Application Certification 
	Confirms administrative offices 
	Application Certification

	CDBG Program Income Report 
	Documents uncommitted program income from previous CDBG projects.
	CDBG Program Income Report

	Applicant/Recipient Disclosure 
	Required disclosures
	Applicant/Recipient Disclosure Form

	Application Project Team 
	Contact information for all necessary team members 
	CFA Application Project Team Form

	Vendor Responsibility Questionnaire
	Applicants are required to fill out a VRQ if, at the time of application, they have already entered into a subrecipient agreement with a nonprofit entity. 
	Vendor Responsibility Questionnaire (VRQ)


Full application phase: 

Supporting Documents: 

	Documents:
	Description:
	Link:

	Program Design Plan Guidance 
	Applicants proposing microenterprise activities must submit a Program Design Plan that describes how the proposed activities will be implemented. The PDP Template offers applicants a clear and detailed description of necessary program elements including: Program Objective and Local Benefits, Eligibility, Terms and Conditions of Funding, Marketing & Supporting Activities; Training Program; Program Oversight and Grant Approvals.
	Program Design Plan Guidance Form  

	Sample Application for Local Businesses  
	Applicants proposing microenterprise activities must submit an Application for Local Business document. The Application serves as the basis to gauge a local businesses’ readiness and worthiness to receive Microenterprise Assistance.
	Sample Application for Local Businesses  

	Sample Training Syllabus
	All local businesses, receiving Microenterprise Program Assistance, must complete an OCR approved training course. A training may be organized and executed in many ways. The Sample syllabus is a comprehensive syllabus that clearly identifies the course contents, contact person, and delivery mechanisms for course content. 
	Sample Training Syllabus

	Grant Agreement Guidance Document
	Each Unit of Local Government must provide a draft local Grant Agreement to OCR at the time of application that will be used to secure the assistance. 
	Grant Agreement Guidance Document


	Documents:
	Description:
	Link:

	SEQRA
Grant Admin Manual Chapter 2
	Applicants must conduct an assessment to determine the SEQR Classification of the proposed activities.
	• 2-3A Certification of SEQRA Class
• 2-1 Designation of Certifying Officer
• 2-5 Statutory Checklist
• 2-5A Statutory Checklist 

	NEPA
Grant Admin Manual Chapter 2
	Applicants conducting a tiered review, must complete standard forms and provide the checklist consisting of consultations and narratives.
	• 2-3 Certification of NEPA Class
• 2-4 NEPA Class Checklist
• Tier II Template Checklist

	Request for Release of Funds
	Upon completion of Environmental Review Period and a Grant Agreement has been executed, applicants must submit the ERR package and the executed Grant Agreement with Form 1-3 to begin drawing down funds. 
	1-3 Request for Release of Funds Form


Environmental Review Record: 
	
	Consultants to Write/Administer ME Grants
	The selection of consultants must be completed according to federal procurement regulations if CDBG funds will be used for the payment of the professional services. 
This may be done prior to submission of a formal application or upon award.
	Grant Administration Manual Chapter 1: Getting Started

	
	
	Grant Administration Manual Chapter 4: Procurement Standards


Special Note on Procurement: 

	Documents:
	Description:
	Link:

	Schedule A
	Special conditions needing attention.
	Links to required forms will be found in the Schedule A section of the Grant Agreement.

	Form 1-1 Authorized Signature
	Municipal employees authorized to sign request for funds.
	1-1 Authorized Signature Form

	Form 1-2 Designation of Depository
	Authorization of direct deposit for reimbursement of funds. 
	ACH/Direct Deposit Authorization of NYS CDBG Funds

	From 7-2 Program Schedule
	Lays out the implementation & expenditure of funds.
	7-2 Program Schedule Form

	Form 8-1 Project Team
	Key Personnel 
	8-1 Project Team

	Insurances
	Proof of Insurance 
	Must be provided by NYS Carrier and must insure New York State AND Housing Trust Fund Corporation as certificate holders.

	Executive Order 16
	No Russian Vendors 
	Certification Under Executive Order No. 16

	FFATA Reporting
	Federal Financial Information Collection
	FFATA Reporting Form


HTFC Contract Attachments: 


	Documents:
	Description:
	Link:

	
Administrative Plan
	Document outlining grant administrative roles and responsibilities. 
	Exhibit 1-1 CDBG Local Recipient Admin Plan

	ME Business Project Summary
	This form is business specific and must be submitted prior to/along with any NYS CDBG funds requested.
	1-6B Microenterprise Business Project Summary

	Family Income Form 
	This form documents job creation and is to be completed by businesses receiving ME Grant Funds. 
	Family Income Form

	Job Creation and Interview Log
	This document will track all job applicants interviewed and catalogue hiring details.  
	Job Creation and Interview Log

	Annual Performance Report 
	Recipients must submit an APR for each project where a Final Performance Report has not been submitted to the Office of Community Renewal. This form is business specific and must be submitted prior to/along with any NYS CDBG funds requested.
	APR Activities Form

	Second Public Hearing 
	Report to community about businesses served and jobs created 
	Public Hearing Requirements 


	Monitoring
Grant Admin Manual
Chapter 10: Monitoring
	Recipients are required to maintain accurate and complete files for each awarded project. All subrecipients and consultants must be formally monitored during the term of the grant. Be sure to document dates, agenda, and results of all monitoring activities. Recipients must submit an APR for each project where a Final Performance Report has not been submitted to the Office of Community Renewal.
	Subrecipient/Consultant Monitoring Template

Pre-Monitoring Checklist can be found in General Grant Admin.



Post Award phase: 







Sample Fillable Templates: 
	Documents:
	Description:
	Link:

	Subrecipient/Consultant Monitoring 

	Grantees are required to conduct annual monitoring of subrecipients/consultant.
	Subrecipient/Consultant Monitoring Template

	Equipment Certification
	Certifies that equipment purchases will be used solely for business purpose.
	Equipment Certification Template

	Hiring Notice 
	Sample text to be published in local paper when advertising local hiring.
	Hiring Notice Template

	Preliminary Business Summary
	Recommended summary sheet to ensure business meets program qualifications. 
	Preliminary Business Summary Template

	Admin & Program Delivery Coversheet
	Form to itemize costs related to Program Delivery and Grant Administration.
	Admin-Program Delivery Coversheet Template

	Disbursement Coversheet 
	Form to organize receipts/invoices for disbursement request.
	Disbursement Coversheet Template
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