

[Applicant Organization’s Name]


A. VEI 2008 Application Cover Sheet

	Applicant Contact Information

	Lead applicant organization name:



	Date of incorporation:                                                  Federal identification number:

	Please check one:   

(  Current VEI grantee                             ( New applicant                                                      



	Please indicate type of application:   

(  Regional Service Provider                                               ( Innovation 

                                                     

	Authorized contact person and title:

Direct telephone number(s):                                                                    Email address:

	Microenterprise Development Organization’s (MDO’s) mailing address:



	Telephone number:
	Fax number:

	Website address:

	Number of years of MDO practice experience:

	MDO service area – Current (Please list by city, county or other municipalities):



	MDO primary service area – Projected (Please list by city, county or other municipalities):



	Funding Request

	Purpose of request (check all that apply & complete request columns)
	VEI Request
	Match ($1:$1 VEI)

	( Capacity Grant
	$
	N/A

	( Administrative Grant
	$
	$

	( Innovation 
	$
	N/A

	Total
	$
	$

	 Signature and Certification

	 This application was approved in respect to intent and amount requested by the [organization name] Board of Directors on [Date] (See attached minutes). The undersigned attest that this application has been prepared and presented as an accurate representation of the organization, its management, its operation, and its financial status, as well as its projected activities.  It is also understood that by signing, permission is given to DHCD to review other organizational documents as needed, and that we will provide additional information as requested.

	
	

	Authorized Representatives Signatures (Board President & Executive Director)
	Date

	Printed name & title of signatories:




Note:  In this application microenterprise is abbreviated as “ME” and microenterprise development organization as “MDO”.
General Instructions

Applicants should review this package in its entirety prior to completing the application.  The section VEI Grantee Selection Process provides additional guidance on what should be included in the application sections below.  A How To Apply Workshop will be held several weeks prior to the due date.  DHCD staff will be available to answer any question until one week before submission, and all questions and their answers will be posted on the DHCD website.

For examples of answers, please check the DHCD website:

http://www.dhcd.virginia.gov/CommunityDevelopmentRevitalization/Virginia_Enterprise_Initiative_Entrepreneurship_Assistance.htm
All applicants should answer each section completely EXCEPT: 

Part II, Section A should be completed by existing MDOs only.

Part IV should be completed by applicants for the Innovation Fund only.

Part I:  Business Plan Synopsis

In three sections totaling no more than five (5) pages, please provide a summary of the applicant’s business plan.  The description should give the reviewer an understanding of why the organization is capable of undertaking its proposed plan of action.  This synopsis must address, but is not limited to:

Section A: Program Mission

In this section, describe the organization’s central vision and goals; what is driving the MDO effort. 

The description should include the following information:

1.    A copy of the organization’s Mission Statement and Vision Statement, including documentation of board approval.

2.    A description of the organization’s goals.

3.    A description of the organization’s target markets: 


a.  Who the client is.


b.  How the clients are chosen.


c.  How the client’s product fits in the marketplace.


d.  How the market position was determined.


4.    Describe the geographic (both primary and secondary) service area and how this service area was chosen.


a.  Primary Service Areas must include a minimum of ten (10) jursdictions (counties and cities).


b.  Secondary Service Areas should reflect an area that the RSP can reasonably service.

Section B: Program Management

A well managed program is crucial to achieving organizational goals.  Please describe how the program is run, including:

1.    A description of ability to deliver organizational goals.
2.    Skill levels and expertise of those on staff:


a.  Resumes.


b.  Other evidence of ability to perform.

3.    If you are a lending institution, attach your lending policies and procedures manual.

4.    An organizational chart should be attached which clearly delineates microenterprise program to rest of organization (not counted as part of the five page maximum).

5. If you will need to hire additional staff to successfully achieve organizational goals, attach a job description (not counted as part of the five page maximum) and indicate when you expect to fill the position.

Section C: Services and Products

This section should explain what your organization does to fulfill its stated mission, including: 

1.    Services and products offered:

a. How they match your chosen markets.

b. How they efficiently serve your client’s needs.

2.    Description of client flow through process; include a client flow chart.  Also indicate how a client’s needs are 

assessed.

Part II: Production & Impact

VEI requires quantitative reporting of the impacts produced by funded organizations, as well as setting realistic goals.  Using a narrative description in conjunction with the charts below, indicate the following:

Section A: Past Production (Operating MDOs Only)



1.    Complete the chart below showing the organization’s Activities (Services or Products), the predicted outcomes and the actual impacts for each of the past three years (organization’s fiscal years), or as many years as organization has operated an MDO, if that number of years is fewer than three:
For historical years, only include impacts, not outputs.  Impacts may include such things as number of loans, jobs created, businesses started, businesses expanded, increased net worth, etc. (see AEO Standards).

	Activity
	Predicted Outcome  2006
	Actual Impact    2006
	Predicted Outcome   2007
	Actual Impact    2007
	Predicted Outcome    2008
	Actual Impact     2008

	 Business Plans Completed
	 
	 
	 
	 
	 
	 

	 Jobs Created / Retained
	 
	 
	 
	 
	 
	 

	 Loans Made
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


2. Explain any differences between the predicted outcomes and the actual impacts (both underperformance and outperformance)

Section B: Projected Future Performance

1.    Complete the chart below showing the Activities (Services and Products) that your organization plans to offer over the next three years and the impacts that your organization predicts these activities will achieve.  Projections listed on this chart will be used as levels against which to report, if you are selected as a VEI grantee.
(Each year should be the fiscal year in which the date January 30 of the corresponding year falls.  ie: The organization’s fiscal year that includes Jan 30, 2010 would be reported in the “Projected Outcome   2010” column)

	Activity
	Projected Outcome  2009
	Projected Outcome   2010
	Projected   Outcome    2011

	Business Plans Completed 
	 
	 
	 

	Jobs Created / Retained 
	 
	 
	 

	 Loans Made
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


2. Provide an explanation of how your organization determined the impacts that are projected for the next three years.

Part III: Market Analysis & Market Plan

Understanding the organization’s client base and the economic environment in which the organization operates is imperative to providing services that will create successful entrepreneurial opportunities.  As used here, the Market Analysis refers to the analysis of not only the market of potential clients for the MDO’s services, but the marketplace that those clients will serve upon completion of the MDO’s program.  Consequently, the Market Plan must address both of these markets.  

In two pages or less, please provide an explanation of your target markets, the demographic context in which they are set, and how you plan to reach them.  This segment should provide evidence of a good understanding of target market(s) and the economic development context within which the organization will need to operate to reach them.  Your marketing plans should be relevant in respect to the types of markets identified. Address who, what, when, where, and importantly, why .

Be sure to address the following points that will be part of the Grantee Selection Process and attach a Marketing Plan outline.

A. Describe and quantify the process for determining the Target Markets. 

B. Show how the numbers of predicted clients relate to Microenterprise Standards and Accreditation Project (MSAP) standards and their demographic context. 

http://www.microenterpriseworks.org/microenterpriseworks/files/ccLibraryFiles/Filename/000000000893/Guide%20to%20Standards.UpdatedFeb2008.pdf
C. Explain the reliability of the client generation process, given the description of markets.

D. Justify the marketing plan’s potential for success in terms of reaching these markets (include potential areas of concern). 

E. Illustrate how the expectation of client flow supports the numbers used in Part II - B.

F. Explain why the plan seems likely to yield “deal flow” in terms of loans, jobs and/or business plans.

Part IV:  Partnerships

Creating sustainable working partnerships with other MDOs (i.e., LSPs) is imperative to the success of regional micro-enterprise assistance.  Therefore, a willingness to develop and nurture these relationships should be shown.

Please list all existing partnerships and attach any agreements, contracts or letters of agreement that would disclose the terms of the partnership.

In no more than two pages, describe how your organization will seek out and encourage new partnerships. Be sure to address the following points.

A. Describe the services with which your organization needs assistance.


B. Explain any geographical areas that a partner organization will help you reach.

C. Identify any demographic niches that are difficult for you to service and why.

D. Illustrate what types of financial support you will offer to partners.

E. Establish your organization’s ability to identify potential partners.
Please list all potential partners that have been identified
A. Describe the potential partner organization(s) and its geographic coverage area..

B. Discuss the ability of the partner to increase the market penetration.

C. Show any specialized services that the partner organization can provide to your clients.

D. Describe the specific services for which you will contract with the partner.

Part V:  Innovation Plan [ For Innovation grant applicants only]

In no more than two pages, detail your plans for innovation and how they will help extend DHCD’s reach across the state to provide:

A. Greater access to microenterprise services.

B. Deeper penetration in a specific market.    and / or 

C. Other innovations that will help promote entrepreneurship throughout Virginia, particularly in underserved markets.  

This plan should also explain how the innovative organization will contribute to creating an entrepreneurial climate in which entrepreneurial communities can thrive while capturing the broader economic development trends within the community.  This should be presented within the context of the importance of entrepreneurship as vital economic strategy, especially for poor or rural regions.

Part VI:  Self-Evaluation

Briefly, discuss the organization’s mechanisms for evaluating the success of its operations and correcting under-performance.  

Section A:  Monitoring Results

Be sure to include information on:

1. What is monitored.

a. Clients

b. Contacts.

c. Technical Assistance.

d. Outputs.

e. Impacts.

2. The time period monitored.

3. How those results are quantified.

4. The reporting schedule. 

Section B:  Evaluation & Correction

Explain how the results are judged to be successful or not and what steps are taken to ensure that the Organization is effective and that its Mission and Vision will be realized.  

1. Describe how the organization compares results with projections.

2. Illustrate what constitutes “success.”

a. Results as a percentage of projections.

b. Total outcomes.

3. Give details about how remedial action is determined.

4. Continue through the process of implementing these actions.

5. Show a timeline from initial reporting of results through evaluation to implementation of remedial action.

Part VII: Financial Projections

Attach a three-year financial projection for your MDO, showing the dates covered by each and beginning with the fiscal year that includes January 30, 2009.  The first year must be shown in four quarter segments, and the second and third years on an annual basis each.  

Explain how a VEI award would fit into your overall financial plans, and how it fits into a long term strategy for sustainability.  Also highlight from where match monies will come (attach documentation), and where they fit into the sustainability strategy.  A one-to-three paragraph narrative may be provided with your financial projections. Any narrative included in this section should address your organization’s financial position and management abilities.
If you are an existing organization, whether or not the organization operates an MDO currently or has in the past,  please attach audited statements from each of the past three years.  If audits are unavailable, the past three years of board approved financials for the close of your fiscal year may be substituted.  Also attach a year-to-date, unaudited financial statement for the MDO that shows the past twelve months.

Financial statements should include, at a minimum, balance sheets and statements of activities (profit and loss).  Organizations that are conducting loan programs should also attach a portfolio report that demonstrates current loan activity, aging of accounts, delinquency and default ratios. 

VEI Application Checklist

The checklist below is provided as a tool, and as a reminder of all the materials and attached documentation that should be included in an application for VEI funding from DHCD.  It should be included as part of this application submission.

Regional Service Provider (RSP) Application

· VEI Application Cover Sheet

· Board minutes approving intent to apply and amount

· Signed by authorized signers (President of board, and executive director)

· Business plan synopsis

· Board minutes approving mission / vision

· Resumes for all key staff to MDO proposal and management

· Lending policies and procedures

· Client flow chart

· Organization Chart

· Market analysis and plan

· Market plan outline

· Partnerships
· Partner list
· Partner contracts/MOU’s/LOA’s
· Plan for partner development
· Financial projections

· Three-year MDO projection (Statements of Activity, and Balance Sheets)

· Three years of past audits or board approved financial statements

· Year-to-date current MDO financial statements for the past 12 months prior to application (balance sheet and statement of activities)

· For lenders, portfolio report detailing current loans outstanding, aging of accounts showing delinquencies and default ratio

· Match documentation – Funding source and letter of approval, bank statement or similar document verifying existence of match.  Can date 12 months previous to or 12 months past VEI application date.

Innovation Application 

  All of the above materials and attachments, and financial projections and attachments as detailed plus:

· Innovation Plan [ for Innovation applicants only]

VEI Grantee Selection Process

DHCD is taking a review approach in line with current CDFI practice—that is, seeking to understand the degree to which an organization understands its mission and markets, and how well it manages its resources in order to effectively deliver services to those markets.  RSP applicants will be rated on the basis of the following criteria.  Applicants’ key management personnel may be called in for a face-to-face interview regarding some of these points.
There are a total of 300 possible points.  

Business Plan Synopsis – 80 points

· Are all parts of the business plan present?

· Is there a clear mission?  vision?

· Are the goals in line with the mission?

· Are the goals in line with VEI goals?

· Does the business plan indicate that the organization has a workplan that is consistent with successfully achieving the goals?

· Is the staff adequate for the job? In numbers, experience and education?


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Products and Impacts [Reviewer shall answer questions yes or no, then make comments]. – 40 points
1.  Reasonableness of projected service numbers

· Was rationale provided for expected achievements?

· Are impacts being measured  versus outputs?

· Do the measures and rationale make sense compared to previous year’s performance, and also, what is outlined in the business plan?

· Do the measures proposed seem relevant to the target markets described?

· Does there appear to be adequate staff capacity to achieve the measures projected?

2.   Does the applicant have a good track record in serving micro-enterprise target markets?  Why or why not?  Did they achieve impact?  If not, did they provide an adequate explanation of why this did not occur and what they did about it?

3.  Are the proposed measures indicators selected from the Microenterprise Standards and Accreditation (MSAP) guidelines?

4.  Do the proposed measures extend DHCD’s reach into additional markets; or reach more deeply into un- or under-served target markets?

5.  Has the applicant already met with some success in extending DHCD’s reach or depth of market in past years?  If yes, what are the indicators of this?

Target Markets – 40 points

1.  Market analysis is thorough and gives evidence that applicant has a good-to-excellent understanding of their markets.

2.  Markets targeted have annual income of no more than 80% of annual income for the area (http://www.dhcd.virginia.gov/CommunityDevelopmentRevitalization/Community_Development_Block_Grant_Program.htm).
3.  Client flow through the microenterprise program is readily understandable, and makes sense.

4.  Client generation – 

· Are the numbers of predicted clients reasonable in respect to MSAP standards and their demographic context, and can it be understood from where they come?

· How were clients selected – is that selection process sound given the description of markets?

· Does the reviewer understand how targeted markets were determined?

· Does the marketing plan make sense in terms of how to reach these markets?  (Pros and cons).

· Does the plan seem likely to yield “deal flow” in terms of loans or technical assistance customers, or both?

Management – 40 points

1.  Evidence of good / excellent management.

· Does the applicant have past high achievement of deliverables, either for VEI or for other funding sources?

· Is there evidence of experienced staff with critical management experience? What have been significant accomplishments of key staff?  How long have key MDO staff been in their respective positions? 

· If not, is there a solid plan in place that will provide or has been providing good management to the applicant organization?  What evidence is there of this “partner” or leveraged expertise?

· If a lender, do the lending policies and procedures appear appropriate to the markets described, and can it be understood that they are followed?

· Do past financial statements reveal good controls of debt versus income, good cash position or reserves, and positive net worth?

· Is there a pattern developing that will support the sustainability of effort in the long run?

· Do financial ratios appear reasonable given the length of practice for the organization?

· An organizational chart should be included.

Partners – 60 points

Descriptions of all types of partnerships entered into by the applicant (management, program, resource, etc.) are included in the application.

· Is there a clear understanding of how the partnerships work?

· Does the application depict what partners contribute, and what is gained by those contributions?  
· Are there any partnerships with with local economic development organizations?

· Do the partnerships appear to be more than “in name only?”

· What evidence is available to demonstrate that these are ‘active’ vs. ‘passive’ partnerships?

· Is there a plan for developing new new partnerships?

Financial Statements –  40 Points

Indicators of sound financial health

· Positive net worth

· Positive pattern of growing retained earnings

· Evidence of reserves, for operations and / or lending

· Understanding of relative size of operation

· Do financials show growth relevant to that size?

· Does there appear to be capacity to operate a microenterprise program?  Why or why not?

Portfolio (If lending – or if partner lending on applicant’s behalf)

Does the applicant appear to have a “healthy” portfolio?  

· Appropriate number of loans per its size and/or geographic location? 

· Delinquency / default levels appropriate to its size, location, and target markets?

· Delinquency / default levels in line with MSAP standards?

· Loans that reach the intended target markets?

· Loans that conform to the applicant’s lending policies and procedures?

VEI and Match Money

· Is there an explanation of how the VEI award money would contribute to the financials?

· Does it contribute to the longevity or sustainability of the microenterprise effort?

· How does match contribute to the financials?  Is it explained?

· Is there appropriate documentation for match monies?

Innovation Applications – 50 Points

1.  Are new target markets reached through this model?

· Does it extend the reach or depth of DHCD VEI microenterprise services?

· Are the target markets un- or under-served populations?

2.  What is the innovation?

· Does the innovation appear to have the potential for greater impact?

· Does it have the potential to be replicable?  Why or why not?

3.  Does the applicant detail how it will work to influence local leaders / communities about the efficacy of entrepreneurship as an economic development strategy?
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