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Leasehold Improvement Program for Small Businesses

The Economic Development Administration has undertaken a comprehensive neighborhood improvement program in order to take an active role in the elimination of blight in its neighborhoods. Through effective partnerships, the City can free itself of blighting influences, create an environment that will stimulate economic growth, promote the welfare of its citizens, and strengthen local communities through a combination of redevelopment and rehabilitation. The Leasehold Improvement Program for small businesses is an important part of the City's effort to achieve these goals.

9 Steps for Successful Program Participation

Phase One – Review and Preparation

Step 1
Pre-Review

The Leasehold Improvement Program is intended to support interior improvements to for-profit small businesses and mixed-use properties; and can be utilized in conjunction with the City of New Haven’s Façade Improvement Grant Program. Improvements must provide a real benefit to the business(es) occupying the property; properties that are 100% residential are not eligible for this Program. Businesses must be for-profit to be eligible for this program.

Eligible Leasehold improvements are those non-structural improvements made to the inside of the business and include:

· Decorative (non-structural) Walls

· Flooring

· Interior lighting

· Equipment/ trade fixtures

· Other eligible improvements as may be approved by the Project Manager

Applicant must be a for profit owner of the business being proposed for improvements. Business owners that apply must provide proof of space commitment (i.e. lease agreement). Finally, applicants must be current on all real, personal, and property taxes. (Business owners must obtain permission from the property owner to apply). 
Important Note: Prior to submission of an application, Applicants must meet with the Project Manager to:

1.  Discuss the business to be proposed for leasehold improvements.

2. To present a written statement on Community Impact that the Leasehold Improvements will have on the community (including, but not limited to scope of work, cost of overall improvements, and any job retention or job creation.
3. To review the Leasehold Improvement Grant Program process and requirements. 
4. The Project Manager will review all pre-application information and conduct a visit to the property to assess whether the proposed leasehold improvement merits the financial investment of the Program. (Note: Any structural building issues will need to be resolved before a leasehold improvement proposal can be accepted).  
Step 2 
Prepare and Submit an Application Package

An application submission must include the following:
· Completed and signed application;

· Completed, signed, and notarized Disclosure and Certification Affidavit from 
   Applicant. If Applicant is a business owner and is not the property owner, a signed   and notarized Disclosure and Certification form, and addendum allowing improvements from the property owner is required.
· Copy of business plan.

· Balance sheet, Proforma, and prior two years’ tax returns.

· Certificate of good standing from the Secretary of State.
· Completed Vendor Listing Compliance Form (Applicant only).
· Typed Scope of Work (summary of proposed leasehold improvement renovations).
· Attached photographs of existing conditions.
· Samples of proposed materials.
· Existing lease if applicant is not the property owner.
Project Manager will review application packages in the order they are received for completeness and eligibility. If package is complete, Applicant will be contacted with available dates for presentation of their project to the Program’s Design Review Committee.

Step 3 
Design Review Committee Presentation and Approval

The Design Review Committee (DRC) evaluates the proposal and has the following authority:


• To approve, deny, or request revisions to a proposal;


• To determine the stipulations of a proposal approval;


• To create special exceptions to Program standards.
DRC meets on the third Wednesday of each month and decides by majority vote. Application and materials must be received by the first Friday of the month to be on the DRC agenda for that month. There is a limit of four (4) projects that can be presented in any particular month.

Phase Two – The Agreement

Step 4 
Grant Allocation
Applicants that complete the first phase and are approved to enter into the second 
phase of the Program are eligible to receive, subject to available Program funding, a matching grant of up to 50% of the total pre-tax Leasehold Improvement cost up to a maximum of $15,000.

The Applicant must submit at least three (3) bids for each component (i.e. general contractor, Carpenter, etc.) from city approved, licensed, small contractors. Contractors bid package should include W9, license, insurance certificate, and disclosures. The grant amount is based on the lowest responsible bid submitted.

Step 5 
The Agreement

Once the amount of the grant has been determined, the Project Manager begins the process of securing a written Agreement that the Applicant (and the Building Owner, 
if applicable) will sign. The Agreement details the amount and terms of the grant, the scope of the work to be undertaken, the timeframe for completion of the Project (6 months) and that the Applicant must maintain the project for a minimum of three (3) years. The Project Manager must approve revisions in the scope of the work, or in the schedule, if changes are made. Return all signed copies of the Agreement to the Project Manager along with a Certificate of Insurance (if required), naming the City of New Haven.

Unless otherwise agreed to by the Applicant and Project Manager, the date of the 
Agreement is considered to be the Start Date for the work to be completed.


(PLEASE NOTE: The City will not provide grant funds under this Program for any work executed prior to the Start Date of the Agreement).

Phase Three - Construction

Step 6 
Begin Construction

Upon final execution of the Agreement, the Applicant may begin construction of the approved leasehold improvement work. The Agreement provides that work must be completed within 6 months of the effective date of the Agreement; extensions of time may be provided for extenuating circumstances.

Step 7 
Project Completion

In the timeframe identified in the Agreement, the Applicant must notify the Project Manager about project progress and completion. Notification should be followed by a submission of the original invoices marked PAID IN FULL, cancelled checks and other documentation as the Project Manager may require. The Project Manager will inspect the property and certify that all work has been performed in accordance with the Agreement.
Step 8 Grant Disbursement

Approximately thirty (30) days after receipt of invoices, cancelled checks (from prior disbursements), and documentation, and conduction of a successful inspection for completion of all improvements, or receipt and installation of equipment/trade fixtures, payment is sent in check form by mail or made available for hand delivery. (Note: Along the way, if modifications are made to the original scope of work used to acquire an agreement, the disbursement will be in accordance to the approved work performed.)
It is important to understand that Program grant disbursements are reimbursements for work already completed and paid for by the applicant. It is only after completing 100% of the approved improvements and passing the Program Manager’s inspection that the applicant can request for payment. Applicant must show proof of payment at this time by providing copies of paid invoices and cancelled checks or other payment media.
Final Note: Income Taxes

The Applicant (Grantee) should note that grant disbursements may subject the Applicant (Grantee) to federal and/or state income tax obligations. It is strongly recommended that Applicants (Grantees) consult with their accountant or financial advisor to determine possible tax implications for their specific situation.
Additional Information

Further information about this project is available from:

Mark Wilson
Manager, Neighborhood & Commercial Development

203.946.6428
mwilson@newhavenct.gov
or

Jeffrey Moreno
Project Manager
203.946.7731

JMoreno@newhavenct.gov
City of New Haven

Economic Development Administration 
165 Church Street

New Haven, CT 06510
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