
BUSINESS GRANT PROGRAM
DOCUMENT CHECKLIST / File Review 
Business Name: .

Applicant Name:

 Address:
	Date
	Initials
	Item
	Comment

	
	
	COVID-19  Business Assistance Application via Survey Monkey
	

	
	
	Is business on the ineligible list? i.e. real estate, multi-level marketing, adult entertainment, cannabis, fire arms, social clubs
	

	
	
	Is it Microenterprise or Special Econ. Dev.?
Micro is =/<5 employees including owner of 80% AMI.
	

	
	
	If Special ED, have they laid off employee(s)?  Laid off= job creation, current employees = job retention.
	

	
	
	If Special ED, have job forms been sent to owner?
	

	
	
	If Microenterprise income self-certification and last filed tax document.  
	

	
	
	Does the owner have another source of income?
	 

	
	
	Fixed Expense monthly:
	

	
	
	Projected income next 30 days:  
	

	
	
	Last year’s Tax Returns? (need encryption)
	

	
	
	Underwriting Analysis if Special ED 
	

	
	
	valid Clerk Business Certificate
	

	
	
	Prioritization scoring
	

	
	
	Denial Letter if not eligible
	

	
	
	Grant agreement- signed
	

	
	
	Supporting documentation including W-9, ? 
	

	

	Priority scoring: Business must meet at least 4 criteria to be priority, less that 4 will be waitlisted as assisted if funds are still available. 

	
	
	Business has existing loan with the CIty of Fitchburg
	

	
	
	Business involves assembly or personal contact by nature (bars, restaurants, entertainment, salons, etc.)
	

	 
	
	Business has laid off employees/ or will imminently
	

	
	
	Business has separate location (not home based)
	

	
	
	Business in distressed area- per map
	

	
	
	Business has applied for other emergency assistance
	

	
	
	High need- Fixed expenses-3 times the potential revenue, no other income- 
	

	


Contact Information/Notes: 
________________________________________________________________________________________
Follow up questions:
	    Please provide your annual income from your last tax return: 
(   line 37-adjusted gross income).  We will require your tax return be uploaded with your signed grant agreement.


	Do you as owner have any income other than from the business?
If so, please explain:

	If you may qualify as a microenterprise, -income below 80% of the area median income and 5 or fewer employees (still currently employed and being paid by the business, do not count employees recently laid off)  answer the following:
How many people live in your household including you?
Is there other income for the household- from spouse, partner, other family, etc.?
If so, what is your total annual household income? 

	Business expenses:
Monthly lease/mortgage cost:
Monthly utility costs:
Monthly debt payments:
Monthly insurance costs:
Monthly payroll costs (as of now):
Monthly cost of goods (as of now):


	What was your average monthly revenue prior to this crisis?

	What was your revenue from the last two week period?


	If you reported that you are still employing staff- are they currently receiving a paycheck?  

	Have you applied for any additional assistance?
If so, what assistance?
Please provide documentation- (email confirmation from source, online confirmation, call from lender, etc.)  


	

	

	


Comments:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

