
WELCOME and 
CONGRATULATIONS! 

City of Gloucester COVID-19 Economic Development
Small Business Grant 

Information Session and Contract Walkthrough 



• Completing contract forms
• Required job creation/retention reports
• How to submit for payment
• Eligible expenses

What will we cover



LEAVE BLANK

COMPLETING YOUR CONTRACT – PAGE 1

REVIEW ALL BUSINESS AND GRANT INFORMATION FOR ACCURACY



LEAVE DATE BLANK

PRINT YOUR NAME

SIGN PRINT BUSINESS TITLE

DATE

COMPLETING YOUR CONTRACT – PAGE 8



COMPLETING YOUR CONTRACT – TAX COMPLIANCE

SIGNSSN OR FEIN

COMPLETE THE APPLICABLE 
SECTION, ENTER SSN OR FEIN, 

AND SIGN



ATTACHMENT 1 – ADDITIONAL MANDATORY TERMS 

• Do not have discriminatory hiring practices
• Maintain safe work environments and pay required minimum wages
• Do not use funds to lobby/participate in political activities
• Section 3 does not apply, as we are not paying for construction or 

capital improvements
• Cannot use CDBG funds to pay for costs covered by other grants or 

insurance payments (duplication of benefits)

Basically, don’t violate federal laws! 



DUPLICATION OF BENEFITS AFFIDAVIT – PART 1

Everyone will mark the first box. 

Only mark the second box if you 
have previously received a small 
business or microenterprise grant 
from the City of Gloucester



Insurance payments and other grants DO NOT make you ineligible for our funds. 
We DO need to document that our funds are not paying the same expenses. 

DUPLICATION OF BENEFITS AFFIDAVIT – PART 2

Check the box 
that applies 
to your 
business



DUPLICATION OF BENEFITS AFFIDAVIT – PARTS 3 & 4

THIS INCLUDES PPP 
AND SBA GRANTS 

OR LOANS. 

We have heard from many 
businesses that SBA did not 
send formal grant documents 
for their first round of funding. 
We will accept a copy of the 
bank statement showing the 
deposit. 



DUPLICATION OF BENEFITS AFFIDAVIT – PART 5

ADDITIONAL OWNERS/PARTNERS WHO 
CAN SIGN FOR INSURANCE POLICIES OR 
APPLY FOR ADDITIONAL GRANTS 
SHOULD SIGN THIS PAGE AS “JOINT 
APPLICANT”.

SIGN PRINT



COMPLETING YOUR CONTRACT

• Review for accuracy
• Complete and sign page 8
• Complete and sign “Tax Compliance” form
• Complete and sign “Duplication of Benefits Affidavit”
• Mail one complete contract with original signatures to:

Community Development Department
3 Pond Road
Gloucester, MA  01930
ATTN: Grants Division



JOB CREATION AND RETENTION

All grantees must create or retain one FULL TIME, PERMANENT job
• This can be a combination of part time, permanent jobs totaling 40 

hours/week

 Jobs must be held by, or made available to, persons of a low-to-moderate 
income household
• Job cannot require an education above a high school diploma or 

equivalency
• Any additional training must be offered on the job and be paid
• Job must be advertised by free or low cost outlets 



JOB CREATION AND RETENTION

 This is a federal requirement that cannot be waived by program staff

 $500 of grant will be held until sufficient documentation is received 

 If you fail to meet this requirement within 12 months of contract execution, grant 

funds may need to be repaid



Required Documentation:

• Listing of job titles, descriptions, FTE status, and skills required

• Description of hiring process or why job would be lost without grant

• Following form will be required for all jobs created/retained with CDBG 
funds 

JOB CREATION AND RETENTION



EMPLOYEE needs to complete all 
income and demographic information 
then sign. If they are more 
comfortable submitting this form 
directly to us, they can be emailed or 
mailed to the Grants Division. 

JOB REPORTING FORMS



JOB REPORTING FORMS

EMPLOYER will complete the 
last page of form. Fill out the 
top half if the job was vacant 
and filled after grant funds 
were received (or laid off staff 
are returning). 



JOB REPORTING FORMS

Complete the lower half if the 
job was filled at the time grant 
was received, but would not 
be retained without grant 
funding. 



ELIGIBLE EXPENSES
Rent - Lease - Mortgage
Payroll and benefits
Insurance Premiums
Utilities
Inventory
Business related debt

SUBMITTING FOR PAYMENT  

INELIGIBLE EXPENSES
× Construction or repairs
× Storefront or home office 

rehabilitation/modifications
× Acquisition of new property



https://portal.neighborlysoftware.com/gloucesterma/Participant/Login

SUBMITTING FOR PAYMENT  
Login to your Neighborly account – this is the same username and password used to complete the application. 

If you have trouble with your username or password, 
contact Neighborly Support. 

https://portal.neighborlysoftware.com/gloucesterma/Participant/Login


SUBMITTING FOR PAYMENT  

CLICK HERE



SUBMITTING FOR PAYMENT  

CLICK HERE

CLICK HERE



SUBMITTING FOR PAYMENT  

Give a brief description 
of the expenses you are 
submitting – payroll, 
overhead, etc. Then 
Click “Add”.

CLICK HERE



SUBMITTING FOR PAYMENT  
SMALL BUSINESS GRANTEES: First payment request should for your grant award, minus $500. For most, this will be $9,500. Second 
request should be for $500 and include your job reporting documentation. UNLESS, you have the job reporting forms ready at 
time of your first submission, then you can request the full grant amount. 

You may also choose to submit smaller payment requests over time, just keep in mind we will reserve $500 of your award until you
provide the required job reporting documents. 

Enter amount here.

Attach supporting documents 
here –payroll, rent, job 
reporting forms, etc. 

CLICK HERE
All budgets have been set up using the category 
“Operating Expenses”. You can submit for any 
eligible expense using this category (payroll, 
inventory, rent, etc).  



THANK YOU! 
GRANTS@GLOUCESTER-MA.GOV

978-325-5239

Grants Division
3 Pond Road
Gloucester, MA 01930

mailto:GRANTS@GLOUCESTER-MA.GOV
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