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City of CITY OF SEBASTOPOL
CITY COUNCIL
AGENDA ITEM
Meeting Date:
To:
From:
Subject:
Recommendation
Funding:

July 7, 2020
Honorable Mayor and City Councilmembers
Neysa Hinton – City Councilmember
Ana Kwong – Administrative Services Director
Small Business Sustainability Loan Program
City Council discussion and direction for the Small Business Sustainability Loan
Program
Currently Budgeted:
Yes __ X_____ No _____N/A
Net General Fund Cost:
If Cost to Other Fund(s),
Fund:

Account Code/Costs authorized in City Approved Budget (if applicable) AK
Services Department)

(verified by Administrative

INTRODUCTION:

This item is to request that the City Council Discuss and Direct Staff to establish the Small Business Sustainability
Loan Program.
BACKGROUND:
Most local businesses were closed as a result of the County of Sonoma and Governor Newsom’s “shelter in place”
directives for non-essential services and activities. Retailers and restaurants have been forced to drastically reduce
service hours or suspend operations entirely. The prospects of paying employees and rent while bringing in little
to no revenue has put many small-business owners in a difficult position, and many will not survive without
financial assistance.

DISCUSSION:

In response to the unprecedented economic impact of COVID-19 that is faced by small businesses, there have
been efforts at the Federal, State, and County level to support small businesses and give them the opportunity to
remain solvent through the COVID-19 crisis and prevent irreparable damage to the local economy. Economic
vitality is important to the social and fiscal health of a City. Sales Tax Revenues from local businesses make up
36.7% of our City’s General Fund budget. The City’s primary commercial corridor is along Main Street
downtown, which is characterized by a variety of small businesses that serve our community with needed goods
and services. There are also scattered small businesses in the north and south end portion of the City that have
elevated importance given the high density of residential sections surrounding them. The City Council has an
interest in maintaining the economic strength of the City and helping local small businesses during these
challenging times.
By Council Policy #88, effective 10/18/2016, City of Sebastopol passed an annual funding policy for Community
Benefit Grants to support critical needs of community-based programs conducted by non-profit 501(3)(c)
organizations annually at a level of up to 1% of General Fund revenues (approximately $90K). This has been vital
and has served our community well. In 2020, not only do our local non-profits need assistance which will be
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provided per Community Benefit Grants; our small business community needs assistance following this difficult
pandemic. A SBS Loan Program would be an long term investment in our local merchant community and our
future.

In recognition of the problems that is faced by small businesses, other agencies throughout California and our
neighboring Cities had taken the lead in providing a life line support to their local businesses. The table below is
a recap of agencies with SBS Loan Programs.
Recap examples of Other Cities Loan &
Grant Programs
Amount

Repayment By:

Main Criteria for Support

Budget Allocated

City of Healdsburg

Up to 5K Loans
Up to 15K Loans

3 yrs
5 yrs

<-5 FT employees
6-25 FT employees

Up to 600K

Town of Fairfax

$1K Per Business
(Grant)

None

<-26 FT employees
Less than $1M in Gross Revenues
40% or more business loss

Approx 50K

Selected By:

City Staff inlcuding City Finance Director
& business representatives

(Almost all Marin County cities did a grant program for local business including Novato, San Anselmo, Corde Madera, Mill
Valley, etc.)
City of St. Helena

Up to 5K Loans
Up to 20K Loans

3 yrs
5 yrs

<-5 FT employees
6-25 FT employees

Up to 200K

City of San Rafael

$5K Per Business
(Grant)

None

<-26 FT employees
Less than $1M in Gross Revenues
40% or more business loss

200K+

City Staff & Local Volunteer Loan Expert
San Rafael Chamber Educational
Foundation

City staff have prepared the attached draft Small Business Sustainability (SBS) Loan Program. Figure 1 provides
a list of specific program elements for the City Council discussion and direction. Many of the elements below
have been taken from examples of other programs and incorporated into a draft Loan Program Information and
Guidelines and will be updated based on City Council feedback.
Figure 1
Loan Element
Initial Funding
Maximum Amount of Loan
Tiered Loan Approach

Discussion Point
How much would the City Council like to provide seed money
1. $15,000 (or)
2. $20,000
Tier 1 - loan amounts up to $5,000
Tier 2 - loan amounts up to the maximum

Tier 1

Businesses with 5 or less FTE loans up to $5,000

Tier 2

Businesses with 6-25 FTE loans up to the maximum

Designation of Percentage for Tier 1 Loan

Designated a minimum of 20% for Tier 1

Interest Rate

0%, but interest charged of the loan balance if not paid in full by the
maturity date.

Payment Deferral

First Payment Due ____________

Payment Terms

Tier 1 - three year
Tier 2 - five years
Options:
1.    Hire a consultant who will review and approve applications.

Loan Processing and Approval

2.    Budget Subcommittee who will review applications and make
recommendations to the full City Council at a Special Meeting
3.    Implementation of a lottery system for qualified applications
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PUBLIC COMMENT:
No public comments have been received as of the writing of this staff report.
PUBLIC NOTICE:
This item was noticed in accordance with the Ralph M. Brown Act and was available for public viewing and
review at least 72 hours prior to schedule meeting date.
FISCAL IMPACT:
The funding for this program will come from the 2020-21 General Fund Unassigned Anticipated Reserve which
is estimated to be $3,035,679 on June 31, 2021. This unassigned reserve figure represents 29.5% of our actual
reverve level. The City Council unassigned fund balance reserve policy not less than 15% of annual operating
expenditures for the fiscal year with a multi-year goal of achieving a 20% unassigned fund balance level. The
program proposes a 3-year or 5-year repayment plan (based on the amount borrowed), no interest loan which will
fully repay the loans back to the City of Sebastopol over time.

Funding
Amount
100,000
150,000
200,000
250,000
300,000
350,000
400,000
450,000
500,000

Funding Level
%
Contribution
in relation to
% of
FY20-21
Funded
revenue
8,761,700
1.1%
8,761,700
1.7%
8,761,700
2.3%
8,761,700
2.9%
8,761,700
3.4%
8,761,700
4.0%
8,761,700
4.6%
8,761,700
5.1%
8,761,700
5.7%

% of
$ of Reserve Reserve
Level
Level
$ 2,935,679
28.5%
$ 2,885,679
28.0%
$ 2,835,679
27.5%
$ 2,785,679
27.0%
$ 2,735,679
26.6%
$ 2,685,679
26.1%
$ 2,635,679
25.6%
$ 2,585,679
25.1%
$ 2,535,679
24.6%

RECOMMENDATION:

Staff recommends the City Council discuss and provide direction on the Small Business Sustainability Loan
Program.
Attachment(s):
Example of City of Healdsburg SBS Loan Program
Example of City of St. Helena SBS Loan Program
Draft City of Sebastopol Loan Program Information and Guidelines
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Small Business Sustainability Loan
Borrower Application

Please
Check One:

Sole Proprietorship

Partnership

C Corp

Independent
Contractor

Eligible SelfEmployed Individual

S Corp

LLC

Other

DBA or Tradename, If applicable

City of Healdsburg
Business License No.:

Business Legal Name

Business TIN (EIN, SSN)

Phone #

Business Address

Name of Primary Contact

Contact's Email Address

How do I calculate a Full-Time Equivalent #? Divide the hours worked by an employee by
the hours in a workweek. If you assume a 40 hour workweek, and an employee works 15
hours, then that is 15/40 or 0.375 FTE.

Number of Full-Time Equivalent (FTE)
Employees (as of March 1, 2020):

Purpose of the Loan (you may
select more than one):

Payroll & Benefits
Utilities

Lease/Mortgage
Other (explain) _____________________________________

Applicant Ownership
Please list all owners of 20% of more of the equity of the Applicant. Attach a separate sheet if necessary.
Owner Name

Title

Ownership %

TIN (EIN, SSN)

Address

Please refer to the Healdsburg Small Business Sustainability (SBS) Information & Guidelines for additional details.
Loan Amount. The Healdsburg SBS Loan program will offer loans of between $5,000 (applicants with 5 FTE or less) and
up to $15,000 (applicants with FTE of 6 to 25). Awarded loan amounts may depend on the number of applications
received and the total loan amounts requested. I am seeking a loan in the amount of $____________.
Loan Term/Repayment. Installment or lump sum payments of the Healdsburg SBS Loans are due starting May 1, 2021.
The balance outstanding as of May 1, 2021 will be repaid over three (3) to five (5) years, depending on the size of the
loan. A loan up to and including $5,000 will have a repayment period of three (3) years. A loan between $5,000 and up
to $15,000 will have a repayment period of five (5) years. These are zero-interest loans for payments during the
repayment period. For loan balances that are not paid in full by the end of the repayment period, interest will be
charged at a rate no lower than 5% APR. Loan recipients will be required to make monthly loan payments via automatic
debit from recipient’s bank account in equal monthly installments to ensure the loan is paid in full by the end of the
repayment period. The Finance Department of the City of Healdsburg (COH) will administer your loan once granted.
Certifications and Authorizations: Each owner with 20% or more ownership, as noted above, must certify in good faith
to all of the below by initialing next to each one. By initialing, I certify that:
____I have read the statements included in this form, together with the document titled Healdsburg Small Business
Sustainability (SBS) Loan Program Information & Guidelines, and I understand them.
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____My business is a for-profit business that is located within the Healdsburg city limits, and has a “brick and mortar”
presence here.
____ My business has been in business in Healdsburg since at least March 1, 2020.
____ My business has been adversely impacted because of the COVID-19 crisis and related public health orders.
____ I will be using the SBS Loan funds for my business’ personnel costs (wages, benefits), lease or mortgage payments,
utilities, or materials and supplies to help improve my business’ ability to re-open with distancing orders.
____ I have attempted in good faith to apply for a Paycheck Protection Program (PPP) loan from the Small Business
Administration (SBA) and did not receive a PPP Loan.
As related to the above certification on your PPP loan application, please elaborate on the below, as applicable:
• Please explain why you did not apply for a PPP loan: ____________________________________________________
• OR - I applied for a PPP loan but do not know if I will receive a loan. The amount I applied for is $________________
• OR - I applied for and have secured funds for a PPP loan in the amount of $________________
Please note, if you have secured funds for and/or have received a PPP Loan, you may still apply for this SBS Loan, but
preference may be given to those applicants who, despite a good faith effort, were unable to get a PPP Loan.
____ I acknowledge that the SBS Loan funding source is limited, and that I may not receive the loan amount I have
requested or any loan amount at all if the program is oversubscribed.
____ I am not (and nor have any individuals owning 20% or more of the equity in my business been) subject to an
indictment, criminal information, arraignment, or other means by which formal criminal charges are brought in any
jurisdiction, or presently incarcerated, or on probation or parole.
____ Within the last 5 years, for any felony, I have not, nor has any owner of my business: 1) been convicted; 2) pleaded
guilty; 3) pleaded nolo contendere; 4) been placed on pretrial diversion; or 5) been placed on any form of parole or
probation (including probation before judgment).
____ I am eligible to receive a loan under the rules in effect at the time this application is submitted and as stated on
this application.
Documentation Necessary for a Complete Application. Please submit the following documentation along with your
signed application (see additional instructions at the bottom of this application):
___ Form W-9 from the IRS (showing your Taxpayer ID number and business tax classification);
___ A photo or copy of your current (as of March 1, 2020) Healdsburg Business License; and
___ A payroll register, or similar documentation, including the number of employees and hours each employee worked
to verify the number of FTE employees your business had as of March 1, 2020. Please do not show any social security
numbers (SSNs) on this documentation.
If selected and awarded an SBS Loan:
• You may be required to provide additional documentation; and
• To provide transparency for the loan review and approval process, the COH will be posting the names of the
businesses that received a loan and the loan amount on its website.
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By Signing Below, You Make the Following Representations:
I certify that:
•
•
•

I have read the statements included in this form and in the Information & Guidelines, and I understand them.
I am not engaged in any activity that is illegal under federal, state or local law.
I further certify that the information provided in this application and the information provided in all supporting
documents and forms is true and accurate in all material respects.

________________________________________________
Name of Applicant (Print Name)

________________________________________
Signature of Applicant

_____________________________________
Title of Applicant

________________________________________
Date Signed

Please submit the application form and the supporting documentation via a scanned email to
recovery@ci.healdsburg.ca.us as soon as possible. Alternatively, you can drop off your application packet in an
envelope (please write “SBS Loan Application” on the envelope) at Healdsburg City Hall, 401 Grove Street, Healdsburg
CA in the Utility Billing drop-box just north of the City Hall building. To be considered in the 1st Review of loan
applications, your materials must be in by 5:00 p.m. on Thursday, April 30, 2020. Please know that the City’s intent is
to consider loans to as many businesses as possible who provided a complete packet before the 1st Review period. If
funds remain after the 1st Review period, the 2nd Review period shall be those applications received after the close of
the 1st Review period but by 5:00 p.m. on Thursday, May 7th, 2020.
Contact the City of Healdsburg at recovery@ci.healdsburg.ca.us with any questions, or call us at 707-431-3319. Please
leave a message if we miss you and we will return your call promptly.
Funding for the Healdsburg Small Business Sustainability Loan Program was approved by the Healdsburg City Council on
April 20, 2020. The purpose of the SBS Loan Program is to help Healdsburg-based businesses survive the economic
downturn caused by COVID-19 and the related Shelter-in-Place orders.
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HEALDSBURG
SMALL BUSINESS SUSTAINABILITY (SBS)
LOAN PROGRAM
Information & Guidelines

April 23, 2020

To assist our small business community as we weather through this COVID-19 crisis, the City of
Healdsburg (COH) has created a Small Business Sustainability (SBS) Loan Program and has
allocated funds of up to $600,000 to make loans of up to $15,000 to eligible small businesses.
KEY LOAN FEATURES
• 0% interest rate
• No collateral is required
• No fees or points
• Payments are deferred until May 1, 2021
• The loan balance as of May 1, 2021 will be required to be repaid in equal installments with
an automatic payment system based on the amount of your loan:
o Tier 1 (loan amounts of up to $5,000): Repayment will be over the remaining three
(3) years of the loan.
o Tier 2 (loan amounts of up to $15,000): Repayment will be made over the remaining
five (5) years of the loan.
AVAILABLE LOAN AMOUNTS
• Preliminarily, we will consider the following two loan tiers:
o Tier 1: For business with 5 or less FTE*, loans may be up to $5,000.
o Tier 2: Business with 6 to 25 FTE* may receive up to $15,000.
• The above loan tiers and the number of loans we are able to offer, will depend on how
many applicants apply, given our limited funding allocation of $600,000.
• The Loan Program may allocate at least 20% of the Loan Program’s funding allocation (20%
of $600,000 = $100,000) to businesses with 5 or less FTE.
* About the "Full-time Equivalent (FTE)” Provision
A full-time employee is typically one who works 40 hours/week. For example, one employee who
works 40 hours/week equals one FTE. To determine the FTE number for your staff, add the total
number of hours worked in a week by all employees, and then divide that number by 40. For
example, if you have four part-time employees who work a total of 10 hours/week, those
employees equal 1.0 FTE. Your FTE should be calculated as of your March 1, 2020 payroll.
WHEN CAN I APPLY?
• The SBS Loan Program will open on Friday, April 24, 2020. At that time, applicants will be
able to access the SBS Loan Program Application and submit a complete application
package.
• Applications will be reviewed in weekly phases until the allocated SBS Loan Program funds
are fully exhausted. The review phases are as follows:
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o The 1st Review of completed applications will consider those applications received
by 5:00 p.m. on Thursday, April 30, 2020, when the 1st Review window closes;
o If funds are remaining after the 1st Review, the 2nd Review period will consider those
applications received after the 1st Review window closes but no later than 5:00 p.m.
on Thursday, May 7, 2020; and
o This process shall continue weekly until all funds are awarded.
ELIGIBILITY
• Applicants must be a for-profit, independently owned and operated business located within
the City Limits of Healdsburg, CA.
• Your business must have a storefront presence or office within the City Limits of
Healdsburg, CA.
• Eligible business types include restaurants, retail stores, tasting rooms, or a local service
provider.
• Applicants must have 25 or less FTE to be eligible to apply.
• You must have a current COH Business License as of March 1, 2020.
• Your business must have been in operation as of March 1, 2020.
• You must have a demonstrated hardship due to the 2020 COVID-19 pandemic and its
related Public Health Orders, such as a closure and resultant loss in revenue.
• Your business must be in good standing with the COH as of March 1, 2020 (e.g., current on
utility bills, no liens or judgments, etc.).
• Loan funds shall be used for daily operational needs such as your lease/mortgage payments,
payroll and benefit costs, utilities, materials, supplies and services associated with making
your business compliant with additional social distancing requirements.
• Per the application, you must inform the COH if you have applied for a Paycheck Protection
Program (PPP)/CARES Act loan, and whether your application was successful. The City may
give a preference to businesses unable to receive a PPP loan if the business has attempted
to apply but was denied because of lack of PPP funding or because the business was not
able to process a loan application through area banks and the SBA.
ADDITIONAL DETAILS
• If more than $600,000 in loans are requested, we reserve the right to lower the maximum
loan amounts to attempt to provide loans to as many qualifying applicants as possible.
• When your application has been submitted, we may discuss with you your pursuit of other
available funding options, such as the Paycheck Protection Program (PPP) loans, to ensure
that the SBS Loans provide the best assistance to the COH’s community of businesses.
• Successful applicants will be required to execute a Promissory Note, and other
documentation deemed necessary.
• Given our limited resources, the COH may not be able to award loans to everyone who
applies, even to applicants who clearly comply with all application requirements. If any
applicant does not receive a loan, the City may work with you to find alternatives through
SBA or other entities.
• There may be interest charged at a rate no lower than 5% if the loan balance is not paid in
full by the maturity dates of May 2024 (for loans less than and up to $5,000) and May 2026
(for loans over $5,000).
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APPLICATION REVIEW
• As noted above, the 1st Review of completed loan applications (completed = a completed
application form and supporting documentation) will be of the applications submitted on or
before 5:00 p.m. on Thursday, April 30, 2020. There is a possibility that funds may be
exhausted after the 1st Review.
• If funds remain available, 2nd Review will occur for those completed loan applications that
came in after 5:00 p.m. on Thursday, April 30, 2020 and by 5:00 p.m. on Thursday, May 7,
2020.
• Please be sure your application is complete when you send it in.
• Applications will be reviewed by a loan committee consisting of COH staff and external
partners with business and loan expertise.
• A best effort attempt will be made to make loan approval decisions within seven (7)
business days following each review period.
• We anticipate that your loan’s funding will occur within 2 weeks after your loan application
has been approved.
• To provide transparency, the City of Healdsburg will post a list on the COH’s website
showing what businesses received a loan and in what amount. By signing and submitting an
SBS Loan Program application with the City of Healdsburg, you agree to have your
company’s name along with the loan amount listed on the COH’s website.
SUBMITTING YOUR APPLICATION
You will need to submit the following required documentation along with your signed
application form. (If selected, you may be required to provide additional documentation
including most recent tax returns, 941s, etc.)
1. A photo or copy of your current City of Healdsburg Business License (as of March 1, 2020);
2. A current IRS Form W-9 (showing your Taxpayer ID); and
3.
A payroll register, or similar documentation, including the number of employees and hours
each employee worked to verify the number of FTE employees your business had as of
March 1, 2020. Please do not show any social security numbers (SSNs) on this
documentation.
Please submit the application form and the supporting documentation via a scanned email to
recovery@ci.healdsburg.ca.us as soon as possible. Alternatively, you can drop off your
application packet in an envelope (please write “SBS Loan Application” on the envelope) at
Healdsburg City Hall, 401 Grove Street, Healdsburg CA in the Utility Billing drop-box just north
of the City Hall building. To be considered in the 1st Review of loan applications, your
materials must be in by 5:00 p.m. on Thursday, April 30, 2020. Please know that the City’s
intent is to consider loans to as many businesses as possible who provided a complete packet
before the 1st review period. If funds remain after the 1st Review period, the 2nd Review
period shall be those applications received after the close of the 1st Review period but by 5:00
p.m. on Thursday, May 7th, 2020.
Contact the City of Healdsburg at recovery@ci.healdsburg.ca.us with any questions, or call us at
707-431-3319. Please leave a message if we miss you and we will return your call promptly.
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Small Business Sustainability Loan Borrower Application

Please
Check One:

Sole Proprietorship

Partnership

C Corp

Independent
Contractor

Eligible SelfEmployed Individual

S Corp

LLC

Other

City of St. Helena
Business License
No.:
Business TIN (EIN, SSN)

Business Legal Name

Business Address

Name of Primary Contact

Phone #

Contact's Email Address

How do I calculate a Full-Time Equivalent #? Divide the hours worked by an employee by
the hours in a workweek. If you assume a 40 hour workweek, and an employee works 15
hours, then that is 15/40 or 0.375 FTE.

Number of Full-Time Equivalent (FTE)
Employees (as of March 1, 2020):

Purpose of the Loan (you may
select more than one):

DBA or Tradename, If applicable

DRAFT
Payroll & Benefits
Utilities

Lease/Mortgage
Other (explain) _____________________________________

Applicant Ownership
Please list all owners of 20% of more of the equity of the Applicant. Attach a separate sheet if necessary.
Owner Name

Title

Ownership %

TIN (EIN, SSN)

Address

Please refer to the St. Helena Small Business Sustainability (SBS) Information & Guidelines for additional details.
Loan Amount. The St. Helena SBS Loan program will offer loans of between $5,000 (applicants with 5 FTE or less) and
up to $15,000 (applicants with FTE of 6 to 25). Awarded loan amounts may depend on the number of applications
received and the total loan amounts requested. I am seeking a loan in the amount of $____________.
Loan Term/Repayment. Installment or lump sum payments of the St. Helena SBS Loans are due starting May 1, 2021.
The balance outstanding as of May 1, 2021 will be repaid over three (3) to five (5) years, depending on the size of the
loan. A loan up to and including $5,000 will have a repayment period of three (3) years. A loan between $5,000 and up
to $15,000 will have a repayment period of five (5) years. These are zero-interest loans for payments during the
repayment period. For loan balances that are not paid in full by the end of the repayment period, interest will be
charged at a rate no lower than 5% APR. Loan recipients will be required to make monthly loan payments in equal
monthly installments to ensure the loan is paid in full by the end of the repayment period. The Finance Department of
the City of St. Helena (COSH) will administer your loan once granted.
Certifications and Authorizations: Each owner with 20% or more ownership, as noted above, must certify in good
faith to all of the below by initialing next to each one. By initialing, I certify that:
____I have read the statements included in this form, together with the document titled St. Helena Small Business
Sustainability (SBS) Loan Program Information & Guidelines, and I understand them.
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____My business is a for-profit business that is located within the St. Helena, CA city limits, and has a “brick and mortar”
presence here.
____ My business has been in business in St. Helena, CA since at least March 1, 2020.
____ My business has been adversely impacted because of the COVID-19 crisis and related public health orders.
____ I will be using the SBS Loan funds for my business’ personnel costs (wages, benefits), lease or mortgage payment
utilities, or materials and supplies to help improve my business’ ability to re-open with distancing orders.
____ I have attempted in good faith to apply for a Paycheck Protection Program (PPP) loan from the Small Business
Administration (SBA) and did not receive a PPP Loan.
As related to the above certification on your PPP loan application, please elaborate on the below, as applicable:
•
•
•

OR - Please explain why you did not apply for a PPP loan:________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
OR - I applied for a PPP loan but do not know if I will receive a loan. The amount I applied for is $________________
OR - I applied for and have secured funds for a PPP loan in the amount of $________________
Please note, if you have secured funds for and/or have received a PPP Loan, you may still apply for this SBS Loan, but
preference may be given to those applicants who, despite a good faith effort, were unable to get a PPP Loan.

____ I acknowledge that the SBS Loan funding source is limited, and that I may not receive the loan amount I have
requested or any loan amount at all if the program is oversubscribed.
____ I am not (and nor have any individuals owning 20% or more of the equity in my business been) subject to an
indictment, criminal inforamtion, arraignment, or other means by which formal criminal charges are brought in
any jurisdiction, or presentely incarcerated, or on probation or parole.

DRAFT

____ Within the last 5 years, for any felony, I have not, nor has any owner of my business: 1) been convicted; 2) pleaded
guilty; 3) pleaded nolo contendere; 4) been placed on pretrial diversion; or 5) been placed on any form
of parole or probation (including probation before judgment).
____ I am eligible to receive a loan under the rules in effect at the time this application is submitted and as stated on
this application.
Documentation Necessary for a Complete Application. Please submit the following documentation along with your
signed application (see additional instructions at the bottom of this application):
___ Form W-9 from the IRS (showing your Taxpayer ID number and business tax classification);
___ A payroll register, or similar documentation, including the number of employees and hours each employee worked
to verify the number of FTE employees your business had as of March 1, 2020. Please do not show any social security
numbers (SSNs) on this documentation.
If selected and awarded an SBS Loan:
• You may be required to provide additional documentation; and
• To provide transparency for the loan review and approval process, the COSH will be posting the names of the
businesses that received a loan and the loan amount on its website.

Page 2 of 3

Agenda Item Number 8
City Council Meeting Packet for July 7, 2020
Page 11 of 24

Agenda Item Number 8

By Signing Below, You Make the Following Representations:
I certify that:
•
•
•

I have read the statements included in this form and in the Information & Guidelines, and I understand them.
I am not engaged in any activity that is illegal under federal, state or local law.
I further certify that the information provided in this application and the information provided in all supporting
documents and forms is true and accurate in all material respects.

________________________________________________
Name of Applicant (Print Name)

________________________________________
Signature of Applicant

_____________________________________
Title of Applicant

________________________________________
Date Signed

Please submit the application form and the supporting documentation via email to: mkellogg@cityofsthelena.org
as soon as possible. Alternatively, you can drop off your application packet in an envelope (please write “SBS Loan
Application” on the envelope) at St. Helena City Hall, 1572 Railroad Avenue, St. Helena CA in the Utility Billing drop-box
just to the left of the front door at the City Hall building. To be considered in the 1st Review of loan applications, your
completed materials must be in by 5:00 p.m. on Thursday, June 18, 2020. Additionally, you must receive a
confirmation email from the City of St. Helena in order for your application to be considered received. If you have
not received a confirmation, it is your responsibility to reach out to the City utilizing the contract information in this
document. Please know that the City’s intent is to consider loans to as many businesses as possible who provided
a complete packet before the 1st Review period. If funds remain after the 1st Review period, the 2nd Review period
shall be those applications received after the close of the 1st Review period but by 5:00 p.m. on Thursday, June 25,
2020.

DRAFT

Contact the City of St. Helena at mkellogg@cityofsthelena.org with any questions, or call 707-312-1260. Please leave a
message if we miss you and we will return your call promptly.
Funding for the St. Helena Small Business Sustainability Loan Program was approved by the St. Helena City Council on
June 9, 2020. The purpose of the SBS Loan Program is to help St. Helena-based businesses survive the economic
downturn caused by COVID-19 and the related Shelter-in-Place orders.
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Agenda Item Number 8
City Council Meeting Packet for July 7, 2020
Page 12 of 24

Agenda Item Number 8

Draft Small Business
Sustainability (SBS)
Loan Program
Information and
Guidelines
Operated By
City of St. Helena

Agenda Item Number 8
City Council Meeting Packet for July 7, 2020
Page 13 of 24

Agenda Item Number 8

1.0

INTRODUCTION

To assist our small business community as we weather through this COVID-19 crisis, the
City of St. Helena (COSH) has created a Small Business Sustainability (SBS) Loan Program
and has allocated initial funding up to $200,000 to make loans up to $15,000 to eligible
small businesses. The total amount may be increased incrementally as funds are
identified.
2.0

SMALL BUSINESS SUSTAINABILITY LOAN PROGRAM OVERVIEW
2.1
Key Loan Features
•
0% interest rate
•
No collateral is required
•
No fees or points
•
Payments are deferred until May 1, 2021
•
The loan balance as of May 1, 2021 will be required to be repaid in
equal installments with an automatic payment system based on the
amount of your loan:
o
Tier 1 (loan amounts of up to $5,000): Repayment will be
over the remaining three (3) years of the loan.
o
Tier 2 (loan amounts of up to $15,000): Repayment will be
made over the remaining five (5) years of the loan.
2.2

Available Loan Amounts
•
Preliminarily, the City will consider the following two loan tiers:
o
Tier 1: Businesses with 5 or less FTE* loans may be up to
$5,000.
o
Tier 2: Businesses with 6 to 25 FTE* may receive up to
$15,000.
•
The above loan tiers and the number of loans the City is able to
offer, will depend on how many applicants apply, given the limited
funding allocation of $200,000.
•
The Loan Program may allocate at least 20% of the Loan Program’s
Funding allocation (20% of $200,000 = $40,000) to businesses with
5 or less FTE.
*FTE – A full-time employee is typically one who works 40 hours/week. For
example, one employee who works 40 hours/week equals one FTE. To
determine the FET number for your staff, add the total number of hours
worked in a week by all employees, then divide that number by 40. For
example, if you have 4 part-time employees who work a total of 10
hours/week, those employees equal 1.0 FTS. Your FTE should be
calculated as of your March 1, 2020 payroll.
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2.3

3.0

Funding Availability
•
The SBS Loan Program will open on Thursday, June 11, 2020. At
that time, applicants will be able to access the SBS Loan Program
Application available on the City’s website and submit a complete
application package.
•
Applications will be reviewed in weekly phases until the allocated
SBS Loan Program funds are fully exhausted. The review phases
are as follows:
o
The 1st Review of completed applications will consider
those applications received by 5:00 p.m. on Thursday, June
18, 2020 when the 1st Review window closes;
o
If funds are remaining after the 1st Review, the 2nd Review
period will consider those applications received after the 1st
Review window closes but no later than 5:00 p.m. on
Thursday, June 25, 2020; and
o
The process shall continue weekly until all funds are
awarded.

PROGRAM REQUIREMENTS
3.1
Eligibility
•
Applicants must be a for-profit, independently owned and
operated business located within the City Limits of St. Helena, CA.
•
Your business must have a storefront presence or office within the
City Limits of St. Helena, CA.
•
Eligible business types include restaurants, retail stores, tasting
rooms, or a local service provider.
•
Applicants must have 25 or less FTE to be eligible to apply.
•
Business must have a current COSH Business License, in good
standing, as of March 1, 2020.
•
Business must have been in operation as of March 1, 2020.
•
Business must have a demonstrated hardship due to the 2020
COVID-19 pandemic and its related Public Health Orders, such as a
closure and resultant loss in review.
•
Business must be in good standing with the COSH as of March 1,
2020 (e.g., current on utility bills, business license, no liens or
judgments, etc.).
•
Loan funs shall be used for daily operational needs such as
lease/mortgage payments, payroll and benefit costs, utilities,
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•

4.0

materials, supplies and services associated with making the
business compliant with additional social distancing requirements.
Per the application, applicants must inform the COSH if the
business has applied for a Paycheck Protection Program
(PPP)/CARES Act loan, and whether your application was
successful. The City may give a preference to businesses unable to
receive a PPP loan if the business has attempted to apply but was
denied because of lack of PPP funding or because the business was
not able to process a loan application through area banks and the
SBA.

SUBMITTING YOUR APPLICATION
4.1
Documentation - You will need to submit the following required
documentation along with your signed application form. If selected, you
may be required to provide additional documentation including most
recent tax returns, 941s, etc.)
•
A current IRS Form W-9 (showing your Taxpayer ID); and
•
A payroll register, or similar documentation, including the number
of employees and hours each employee worked to verify the
number of FTE employees your business had as of March 1, 2020.
Please do not show any Social Security Numbers (SSNs) on this
documentation.
4.2
Please submit the application form and the supporting documentation via
email to: mkellogg@cityofsthelena.org as soon as possible. Alternatively,
you can drop off your application package in an envelope (please write,
“SBS Loan Application” on the envelope) at St. Helena City Hall, 1572
Railroad Avenue in the Utility Billing drop-box located to the left of the
main door.
•
To be considered in the 1st Review of loan applications, your
materials must be in by 5:00 p.m. on Thursday, June 18, 2020.
•
An email will be sent to all applicants confirming receipt of the
completed application. You must receive a confirmation email
from the City of St. Helena in order for your application to be
considered received. If you do not receive an email confirmation,
please reach out to Mandy Kellogg at: 707-312-1260.
A
confirmation must be received by Thursday, June 18, 2020 for the
1st Review.
•
Please know that the City’s intent is to consider loans to as many
businesses as possible who provide a complete packet before the
1st Review period. If funds remain after the 1st Review period, the
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2nd Review period shall be those applications received after the
close of the 1st Review period but by 5:00 p.m. on Thursday, June
25, 2020.
5.0

LOAN PROCESSING AND APPROVAL
5.1
Additional Details
•
If more than $200,000 in loans are requested, the City reserves the
right to lower the maximum loan amounts to attempt to provide
loans to as many qualifying applicants as possible.
•
A list of each business receiving a loan as well as the loan amount
will be posted on the City’s website.
•
Successful applications will be required to execute a Promissory
Note, and other document deemed necessary.
•
Given the limited resources, the COSH my not be able to award
loans to everyone who applies, even to applicants who clearly
comply with all application requirements.
•
There may be interest charged at a rate of no lower than 5% if the
loan balance is not paid in full by the maturity dates of May 2024
(for loans less than and up to $5,000) and May 2026 (for loans over
$5,000).
5.2
Application Review
•
As noted in Section 2.3, the 1st Review of completed loan
applications (completed = a complicated application form and
supporting documentation) will be of the applications submitted
on or before 5:00 p.m. on Thursday, June 18, 2020. There is a
possibility that funds may be exhausted after the 1st Review.
•
If funds remain available, 2nd Review will occur for those completed
loan applications that came in after 5:00 p.m. on Thursday, June 18,
2020 and by 5:00 p.m. on Thursday, June 25, 2020.
•
If additional funds are identified (above the $200,000), all qualified
but unfunded applications will be kept and reviewed if additional
funds become available.
•
Please be sure your application is complete when submitted.
Additionally, you must receive a confirmation email from the City
of St. Helena in order for your application to be considered
received. If you have not received a confirmation, it is your
responsibility to reach out to the City utilizing the contract
information in this document.
•
Applications will be reviewed by a loan committee consisting of
COSH staff and a City Council Sub-committee.
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•
•
•

A best effort attempt will be made to make loan approval decisions
within seven (7) business days following each review period.
The City anticipates that loan funding will occur within 1 week after
the loan application has been approved.
To provide transparency, the City of St. Helena will post a list on the
COSH’s website showing what businesses received a loan and in
what amount. By signing and submitting a SBS Loan Program
application with the City of St. Helena, you agree to have your
company’s name along with the loan amount listed on the COSH’s
website.

6.0

CONTACT INFORMATION
Contact the Mandy Kellogg at: mkellogg@cityofsthelena.org with any questions,
or call 707-312-1260.

7.0

ATTACHMENTS
7.1
Loan Application
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1.0

INTRODUCTION

To assist our small business community as we weather through this COVID-19 crisis, the
City of Sebastopol has created a Small Business Sustainability (SBS) Loan Program and has
allocated initial funding up to $_______ to make loans up to $_______ to eligible small
businesses. The total amount may be increased incrementally as funds are identified.
2.0

SMALL BUSINESS SUSTAINABILITY LOAN PROGRAM OVERVIEW
2.1
Key Loan Features
•
0% interest rate
•
No collateral is required
•
No fees or points
•
Payments are deferred until ______________
•
The loan balance as of ______________ will be required to be
repaid in equal installments with an automatic payment system
based on the amount of your loan:
o
Tier 1 (loan amounts of up to $5,000): Repayment will be
over the remaining three (3) years of the loan.
o
Tier 2 (loan amounts of up to $15,000): Repayment will be
made over the remaining five (5) years of the loan.
2.2

Available Loan Amounts
•
Preliminarily, the City will consider the following two loan tiers:
o
Tier 1: Businesses with 5 or less FTE* loans may be up to
$5,000. If there are not enough applicants in Tier 1, then
funds will be released to Tier 2. Tier 1 will have the
flexibility in the maximum dollar amount.
o
Tier 2: Businesses with 6 to 25 FTE* may receive up to
$20,000.
•
The above loan tiers and the number of loans the City is able to
offer, will depend on how many applicants apply, given the limited
funding allocation of _________________.
•
The Loan Program may allocate at least 20% of the Loan Program’s
Funding allocation (20% of $_______ = ___________) to businesses
with 5 or less FTE.
•
If there are not enough applicants in Tier 1, then funds will be
released to Tier 2.
•
Tier 1 applicants may apply for funds in excess of $5,000 up to the
Maximum loan amount designated in Tier 2.
*FTE – A full-time employee is typically one who works 40 hours/week. For
example, one employee who works 40 hours/week equals one FTE. To
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determine the FTE number for your staff, add the total number of hours
worked in a week by all employees, then divide that number by 40. For
example, if you have 4 part-time employees who work a total of 10
hours/week, those employees equal 1.0 FTE. Your FTE should be
calculated as of your March 1, 2020 payroll.
2.3

3.0

Funding Availability
•
The SBS Loan Program will open on _________________. At that
time, applicants will be able to access the SBS Loan Program
Application available on the City’s website and submit a complete
application package.
•
Applications will be reviewed in weekly phases until the allocated
SBS Loan Program funds are fully exhausted. The review phases
are as follows:
o
The 1st Review of completed applications will consider
those applications received by 5:00 p.m. on
______________ when the 1st Review window closes;
o
If funds are remaining after the 1st Review, the 2nd Review
period will consider those applications received after the 1st
Review window closes but no later than 5:00 p.m. on
___________________; and
o
The process shall continue weekly until all funds are
awarded.

PROGRAM REQUIREMENTS
3.1
Eligibility
•
Applicants must be a for-profit, independently owned and
operated business located within the City Limits of Sebastopol, CA.
•
Your business must have a storefront presence or office within the
City Limits of Sebastopol, CA.
•
Eligible business types include restaurants, retail stores, tasting
rooms, or a local service provider.
•
Applicants must have 25 or less FTE to be eligible to apply.
•
Business must have a current City of Sebastopol Business License,
in good standing, as of ________________.
•
Business must have been in operation as of _________________.
•
Business must have a demonstrated hardship due to the 2020
COVID-19 pandemic and its related Public Health Orders, such as a
closure and resulted in loss of revenue.
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4.0

Business must be in good standing with the City of Sebastopol as of
_________________ (e.g., current on utility bills, business license,
no liens or judgments, etc.).
Loan funds shall be used for daily operational needs such as
lease/mortgage payments, payroll and benefit costs, utilities,
materials, supplies and services associated with making the
business compliant with additional social distancing requirements.
Per the application, applicants must inform the City of Sebastopol
if the business has applied for a Paycheck Protection Program
(PPP)/CARES Act loan, and whether your application was
successful. The City may give a preference to businesses unable to
receive a PPP loan if the business has attempted to apply but was
denied because of lack of PPP funding or because the business was
not able to process a loan application through area banks and the
SBA.

SUBMITTING YOUR APPLICATION
4.1
Documentation - You will need to submit the following required
documentation along with your signed application form. If selected, you
may be required to provide additional documentation including most
recent 941’s, additional credit reports, personal financial statement, etc.)
•
A current IRS Form W-9 (showing your Taxpayer ID); and
•
A payroll register, or similar documentation, including the number
of employees and hours each employee worked to verify the
number of FTE employees your business had as of
_______________. Please do not show any Social Security
Numbers (SSNs) on this documentation; and
•
Most recent month end, year-to-date Balance Sheet; and
•
Most recent Profit and Loss Statement; and
•
Tax Returns (for the previous 2 years); and
•
Letter telling us about your business and a brief explanation of
what the funds will be used for; and
•
Most recent credit reports.
4.2
Please submit the application form and the supporting documentation via
email to: _______________________ as soon as possible. Alternatively,
you can drop off your application package in an envelope (please write,
“SBS Loan Application” on the envelope) at Sebastopol City Hall, 7120
Bodega Avenue in the front door mail slot located on the main door.
•
To be considered in the 1st Review of loan applications, your
materials must be in by 5:00 p.m. on ___________________.
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5.0

An email will be sent to all applicants confirming receipt of the
completed application. You must receive a confirmation email
from the City of Sebastopol in order for your application to be
considered received. If you do not receive an email confirmation,
please reach out to _____________ at: __________________. A
confirmation must be received by ________________ for the 1st
Review.
Please know that the City’s intent is to consider loans to as many
businesses as possible who provide a complete packet before the
1st Review period. If funds remain after the 1st Review period, the
2nd Review period shall be those applications received after the
close of the 1st Review period but by 5:00 p.m. on ______________.

LOAN PROCESSING AND APPROVAL
5.1
Additional Details
•
If more than $________________ in loans are requested, the City
reserves the right to lower the maximum loan amounts to attempt
to provide loans to as many qualifying applicants as possible.
•
A list of each business receiving a loan as well as the loan amount
will be posted on the City’s website.
•
Successful applications will be required to execute a Promissory
Note, and other document deemed necessary.
•
Given the limited resources, the City of Sebastopol may not be able
to award loans to everyone who applies, even to applicants who
clearly comply with all application requirements.
•
There may be interest charged at the normal loan rate, but no
lower than 5% if the loan balance is not paid in full by the maturity
dates of _______ (for loans less than and up to $5,000) and
________ (for loans over $5,000).
5.2
Application Review
•
As noted in Section 2.3, the 1st Review of completed loan
applications (completed = a complicated application form and
supporting documentation) will be of the applications submitted
on or before 5:00 p.m. on __________________. There is a
possibility that funds may be exhausted after the 1st Review.
•
If funds remain available, 2nd Review will occur for those completed
loan applications that came in after ____________________ and
by ______________________.
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If additional funds are identified (above the $___________), all
qualified but unfunded applications will be kept and reviewed if
additional funds become available.
Please be sure your application is complete when submitted,
including supporting documentation. Incomplete applications or
applications with missing information will not be reviewed.
You must receive a confirmation email from the City of
Sebastopol in order for your application to be considered
received. If you have not received a confirmation, it is your
responsibility to reach out to the City utilizing the contract
information in this document.
Applications will be reviewed by a loan committee consisting of
Sebastopol staff and a local, volunteer loan expert.
All decisions of the loan committee are final.
A best effort attempt will be made to make loan approval decisions
within seven (7) business days following each review period.
The City anticipates that loan funding will occur within 1 week after
the Promissory Note and Loan Agreement has been executed.
To provide transparency, the City of Sebastopol will post a list on
the City’s website showing what businesses received a loan and in
what amount. By signing and submitting a SBS Loan Program
application with the City of Sebastopol, you agree to have your
company’s name along with the loan amount listed on the City’s
website.

6.0

CONTACT INFORMATION
Contact ___________ at: _________________ with any questions, or call
_______________

7.0

ATTACHMENTS
7.1
Loan Application (Work in Progress)
7.2
Checklist
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