LA PORTE CARES SMALL BUSINESS RELIEF FUND:

A How-To Guide for Applicants

Tips and Tools for Creating and
Submitting Your Application
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4 QUICK THINGS TO KNOW:

ZoomGrants users can access the knowledgebasaifingeihd troubleshooting at any time by clicking the
HELHIink at the top of any application. Cidoth&rants University buttiongo to ZGU.

ZoomGrant sE automatically saves your progress, SO YyOoU Cz¢
complete your Application. YOU DO NOT NEED TO COMPLETE YOUR APPLICASTONN®/@OMé¢Bever you make a change in a
field then click outside of that field or chftenlgeofyotulre s&
screen as your change is being.saved

ZoomGr ant SE pr edomi moasetaparythe difereist seations antl featuyes df tharsystem. You can click on eax
access the content housed there.

ZoomGr ant s Echeskiybul Apmlicatioi tb @ensure that it is complete before the Application is sukinsttedans that
every equired question field in the Application as it appe:

Document Request s t (Noetlfthesystan sags zhdt ioue Applicatian is idcamgee but ydu leel@dve you have completed it,
Refresh Page buttotr@zoomGrarfis page (not in your |Internet browser) to check the A
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ABOUT THISTUTORIAL:

To provide instructiongfeatingndsubmittingpurAp pl i cati ons whil e al so gi vin
this tutorial uses two different colors to denote the diffeferfotypestson provided.

These arsequential instructionthat can be followed by users who jusikvano w how t o submit their Apyg

BLUE/GREEN LETTERS

These arextranotes egar di ng the ZoomGrantsE system and its features
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PART ONE:
Account Setup & Application Creation
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GETTING STARTED: Create Your Account Lo

RELIEF FUND

In order to submit an Application, you must have a

- T/w' Existing ZoomGrants™ Us;;{émail Password
ZoomGr ant sYAucancugeesametaccount to G e ous P A ——
submit Applications to any fithdethatuses Fo tion B ne—re

HELP RESOURCES AAY

ZoomGraris.

Powered by ZoomGrants™

Recipient accounts oafybe createddheF under 6 s
ZoomGrant sSE page (not Ydukam Z
access the La Porte Cares Small Business Relief Fund link [ o i nes

website. Emil

Password

The Generous Foundation New ZoomGrants™ Account

Open Programs
T First Name

2014 CDBG/HOME/ESG | Apply |
Community Development - Last Name

Uset he New ZoomGrantsE Account GRS GE L Account Tvng  © OTGENZ3tION
5 ccount Type
AccountClick the New Account button to create your account an(EEEETITT T ep " Apply

. A 12/30/2016 - Organizations Only oW New A t
|Og In automatlcally review| lew Accoun!

Individual

~ (2:014'15 HOISVI 2 I_\ppl:;:atlor? (c?SB) \Apply‘ « Password must be 8-16 characters and
| f y ouor e a I r ea d y a ZoomGr ant 1,3’,2?:{?"_) :n:;i::éis :ﬁ: OTge:nizatiuns [Freview| contain at least 1 latter snd 1 nuniber
« We do not sell or rent your personal
e information to anyone. Ever.
upper rightand cornefy. N (Apoly
6/15/2019 - Individuals Only (Preview]
2015 CDBG - Community Development - Public Services Zoni
DEMO APPLICATION i
Community Developmept Department (Preview!
Clickthe Apply button next to the appropriate Program in the {eA1i2020 - roerzations OO

Open Programs section to create your Application. i o R o)
12/31/2020 - Organizations Only | Preview |
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PART TWO:
Application Completion & Submittal
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THE APPLICATION: A Quick Tour

Clickhere to send an emtolthelLa PorteCares Team

ZoomGranE Techni cal Support st
questions or general inquiries about the system, but all con
related questions should be directedard the City.

A. PROGRAM INFORMATION TABS

These tabs contain program informatitiick the orange
[hide this] link to hide the text when the tab is open.

B. PRINTPREVIEW

Click here to view a prirdeiendly version of your Application.
You can print the Application, save it as a PDF for your recq

you would like.

Refresh Page

h traffic volume. Thank you for your patience while we are working as quickly as possible to
relieve the situation.

We apologize for the delays you might be. aing today due to unusually hi

City of La Porte

. ED Deadli 11/4/2020
.2 Porte Cares Srral 3usinass eadine

ad

p—

SHOW DESCRIPTION SHOW LIBRARY

V_L'W OPEN PROGRAMS I CONTACT ADN

sation ¢ Submitted
20 3:03:31 PM (Pacific)

La Porte Emergency Management
Johnny Morales Test
‘\-_/‘
Step 1 - Get Started! Step 2 - Are You Eligible? Step 5 - Documents Activity Log

Step 3 - Application Questions  Step 4 - Additional Application Information

Step 1 - Get Started!

Anolican: Name

Applicant Information
First Name

Last Name

Telephone

Email

Organization Information
g (changes to this data will be reflected on all other appiications for this organization)
La Porte Emerg nt

3001 N 23rd St

Organization Legal Name/Entity Name

Address 1
Address 2
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APPLICATION TABS: Get Started!

City of La Porte

- . ED Deadli 11/4/2020
La Porte Cares Small Business Relief Fund eaciine -

VIEW OPFY PROGRAMS I SHOW DESCRIPTION SHOW LIERARY CONTACT ADMIN

Lal Application Submitted

Management
Je l as Test + Submitted: 10/21/2020 1 PM (Pacific)

Step 1 - Get Started! Step 2 - Are You Eligible? Step 3 - Application Questions Step 4 - Additional Application Information Step 5 - Documents Activity Log

Enteryour contact information, the contiaébrmatiorfor
your organization (if applicabkfdgeneral Application

Step 1 - Get Started!
informatiord title, etc. din this first tab of the Application. [ — —=—"—-—

| Instructions

Applicant Name Johnny Iv

Applicant Information
R E M E M B E R First Name JohnnyTest

Last Name

A Thesystem will save automaticadly you move

Telephone
between the fields. Emai
A You must fill out every required figldrder to kableto Organization Information o o
(changes to this data will be reflected on alf other applic: s organization)
Su bm |t the fu ” AppI|Cat|0n . Organization Legal Name/Entity Name La Porte Emert t
Address 1 3001 N 23rd St
Address 2
City La Porte
State/Province ™
Z|P+4/Postal Code 77571
~ Country United States
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APPLICATION TABS: Are You Eligible?

City of La Porte

La Porte Cares Small Business Relief Fund

N PROGRAMS | SHOW DESCRIPTION SHOW LIBRARY CONTACT ADMIN

Use this portion of the application to see if you are eligil
If you are unsure or have a question, please callr281
0010 OR email laportecares@laportetx.gov.

La Porte Emergency Managem, Application ibmitted
Johnny Morales Te  Submitted: 10/21/2020 3 (Pacific)

3 - Application Questions ep 4 - Add pplica nformation 5 - Documents ctivity Log

A. Ask @Are You Eligible?
guestion

‘ Instructions

If you have questions regarding 8tep Zontentuse the

Ask aQuestiorlink to send an email toeLa Porte Cares .
Are You Eligible?
Team o 1. Is the business operating location in the City of La Porte city limits?
Physical location includes “brick and mortar” structure, si amily homes, and other types of physical locations in La Porte. Locations will be verified with the review of Certif
Occupan: ranted by the of La Porte.
Yes
No

2. Is the business a for-profit business that was operating before or on March 13, 20197
Business operating will be verified through required documents in application.
o Yes
No

3. Did the business have 50 or less employees at the time of the City of La Porte's COVID-19 local disaster declaration on March 13, 20207
Yes
No

4. Did the business have a 25% or more loss of gross income due to the COVID-19 pandemic?
5r0ss income will be verified through required documents in application
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APPLICATION TABS: Questions-

Besure to fill every field thappearsn this tab in the
onlineversion of youapplication.
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City of La Porte
La Porte Cares Small Business Relief Fund

VIEW OPEN PROGRAMS I SHOW DESCRIPTION SHOW LIBRARY

La Porte Emergency Management
Johnny Morales Test

2p 1 - Get Started! Step 2 - Are You

Step 3 - Application Questions

‘ Instructions

Business Information
1. Describe your business.
uth

imum charac v characters lef.

Personal Home/R: ence ( e-basec siness)
Offi ommercial Building
Storefront/Commercial Retail Space

Cther:

3. Please select your type of business.

Sole Proprietorship

General Partnership

Self-Employed Individuals
Independent Contractor:

Local Franchi

Locally Held or Operated porations

TACT ADMIN

n Information

+ Submitted

- Documents
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APPLICATION TABS: Additional Application Information

Please complete the additional application informatig

which includes:

A Owner(s) Information

A Owner(s) Demographics (Optional)
A Business Address Information

A Business Employee Information

All application questions must be completed
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City of La Porte
La Porte Cares Small Business Relief Fund

VIEW OPEN PROGRAMS | SHOW DESCRIPTION SHOW LIBRARY CONTACT ADMIN

La Porte Emergency Management
Johnny Morales Test

Step 1 - Get Started! Step 2 - Are You Eligible? Step 3 - Application Questions Step 4 - Additional Application Information Step 5 - Documents

Step 4 - Additional Application Information

Instructions Show/Hide

Primary Owner/Co-Owner Information

Please enter in all Owner(s). The ownership percentage (%) must equal 100%.
If there are more than 5 owners please upload a list of all owners or investors under
the Documents tab, Other Documents Required.

Full Name Home Address City

Kristin Gauthier 3001 N. 23rd Street La Porte
Co-Owner 1 (if applicable)
Co-Owner 2 (if applicable)

Co-Owner 3 (if applicable)

Zip $58# or Individual Tax ID (ITIN)

77571

Contact Phone #

281-470-0010



http://help.zoomgrants.com/

APPLICATION TABS: Documents

Step 5 - Documents

Providea link to or directly upload the requested
Documents in this tab.

Clickthis button to open the File Upload Window,
where you can provide a link to your files or upload
the files to attach to your Application.

Check out this video for more specific instrictions:

A. Required documents

For Document Request yout ha
must upload or link something in that slatrgerto satisfy
the system and submit tAgplication

laFoite Cares
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Documents Requested *
Copy of Driver's License, Passport, or Military ID for all owners

Proof of Business Incorporation/Formation from the Secretary of State for
LLC's and Corporations, Assumed Name or Doing Business As (DBA)
Certification for Sole Proprietors and General Partnerships

Estimated Disaster Economic Injury Worksheet

Download template: Disaster Economic Injury Worksheet

Monthly Balance Sheets and Profit/Loss (P&L) Statements from March
2019 through September 30, 2020

Invoices and expenses paid from March 13, 2020 through September 30,
2020

2019 Business Bank Account statements to cover the period of March 13,
2019 through December 31, 2019

2020 Business Bank Account statements to cover the period of Ja=
1, 2020 through September 30, 2020

Business \W-9 form (For Processing Payment)

Download template: W-2 N

Signed La Porte Cares Small Business Relief Fund General Disclosure

2020 Texas Workforce Commission (TWC) Reports

Business tax return for 2018 or 2019

Other Required Documents

Required?
Required

Required

Required

Required

Required

Required

Required

Required

Required

Required

Required

Uploaded Documents *

Upload

Upload

Upload

Upload

Upload

Upload

Upload

Upload

Upload

Upload

Upload

Upload
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SUBMITTING YOURAPPLICATION

Wheny ou 6r e r e a d ppplicationglickthenrSubmity o u r
Now button.

If there are any fields that are incomplete, the system will display
those fields in red. Fill in thekks then click the Refresh Page
buttonA) and try the Submit Now button again.

If your Application is complete, an Initizld dppeaEnter
your initials, then click the BulemiNow button

To verify that youkpplication wasubmittedsuccessfully .
check fothe Submittetimestamp. Yocan usehe Refresh

Pagebutton(A) to triplecheck the presence of the

timestamp.

You can also verify that your Apphkeassubmitted by clicking

the My Account Home bifipthen clicking into the Submitted
section. If yoApplication is there, it was submitted successfully.
Additionally, you will receive a confirmation email.

Onlytheapplicatioownercansubmitheapplicatiofyouarea
collaboratoyouwillnotbeableto submiit. Learrmorehere:



