Fountain Valley
COVID-19 Related
Small Business Emergency Relief
Loan Program

Program Guidelines

Program Overview
About the Program
The City of Fountain Valley has created the Small Business Emergency Relief (SBER)
Loan Program, which will provide funding to small businesses needing financial
assistance in overcoming the temporary loss of revenue due to the COVID-19 pandemic.
The program is based on the availability of funds, program guidelines and submission of
all required information and supporting documentation. Small businesses with less than
25 full-time employees or equivalent may be eligible to receive a working capital loan of
up to $20,000. The loan may be used for working capital to cover the day-to-day business
operating expenses, or other similar expenses that occur in the ordinary course of
operations. Small business loans will be set at two percent for three years, with no
prepayment penalty. Payment for the first three months will be deferred and the first
payment will be due on the first day of the fourth month.
Funding Availability
The City of Fountain Valley will utilize General Fund dollars in the amount of $500,000 to
lend to small business owners within the City. Allocation of $400,000 will be set aside for
businesses with a minimum of $75,000 to $100,000 in gross revenue in 2019 and another
$100,000 will be set aside for businesses with less than $75,000 in gross revenue in 2019.
Any funds that are not expended for revenue less than $75,000 in gross revenue in 2019
will roll into the main fund. As a disbursing agent for these funds, the City’s Administration
Department shall be responsible for providing the administrative services for the Small
Business Emergency Relief Loan Program activities. As such, the City’s Program Partner,
the Orange County/Inland Empire Small Business Development Center (“SBDC”), shall
be responsible for program marketing, application processing, underwriting and
packaging all loan applications for submission to the City’s Loan Review Committee for
review and approval. The City is obligated to fulfill the terms and conditions of the funds
as established by the City Council, these program guidelines, and Federal, State, and
local rules and regulations.

Eligibility
To be eligible to apply for the SBER Loan Program, a business must meet certain criteria
that has been established by the City of Fountain Valley. There are three steps to
qualifying, which include the business must be affected by COVID-19, the business must
meet small business eligibility standards (as created by the City of Fountain Valley), and
the business owner must prove the ability to repay the loan.
Business must have been affected by COVID-19.
The business applicant must prove that their business has been affected by COVID-19 in
one of the following ways:
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Sales from the business are down more than 25% compared with the previous
year (i.e. March and April 2019 vs. March and April 2020) or if the business do not
have previous year comparisons the business can provide the previous three
months (prior to March 1, 2020).
The business has had to lay off at least one of its employees (full or part-time). OR
One or more of the employees in the business have contracted COVID-19, while
at work.
and

General Terms and Conditions
The business applicant must meet the following minimum requirements to be considered
for loan funding:










The business must be physically located in Fountain Valley;
The business must be a for profit business;
The business must have an active Fountain Valley business license for a
minimum of six (6) months prior to March 1, 2020;
The business must have 25 or fewer employees, including the owner;
The business must have a minimum gross revenue of $75,000-$100,000 in
2019;
The business with less than $75,000 in gross revenue in 2019 will be
considered on a case by case basis;
The business must submit the application and all required supporting
documentation;
The business did not receive funding from the City’s COVID-19 Emergency
Small Business Employee Retention Grant, Small Business Emergency Relief
Grant Program, District 1 Grant Program; and
The business must be in good standing with a FICO score of 650.

Eligible Activities
Eligible activities for the use of funds should be used to cover fixed expenses for the
business. The primary fixed expenses will include rent or mortgage expense, payroll,
utilities, inventory or other operational expenses for the business. Up to 25% of the funds
can be used for general working capital as the business moves back to becoming fully
operational again. Applicants will fill out a use of funds form that will breakdown how the
funds will be spent within their business. Each applicant will need to sign and verify that
the use of funds will be spent on business expenses, such as those expressed above.
Any use of funding other than that to support the business is strictly prohibited.

Marketing and Outreach
The City of Fountain Valley and SBDC will create marketing and outreach pieces to
promote the SBER Loan Program. The goal will be to alert small businesses throughout
the city about the loan program and bring awareness to those small businesses that need
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this capital to survive. The SBDC will build all marketing and informational collateral in
English and Vietnamese, in order to promote and educate small businesses throughout
the City.
The SBER Loan Program outreach and marketing will include:






E-flyers
Facebook campaign
City’s website
Press release
Webinars about the loan program in multiple languages

E-Flyers
The City of Fountain Valley and the SBDC will create e-flyer’s that will be sent out to all
small businesses within the city. The flyer will outline the program and discuss eligibility
requirements. Flyers will also be sent to other business development partners within the
city such as, Chambers of Commerce, Kiwanis, Rotary and others that have direct links
to small business owners within the City.

Sample Marketing Flyer
Webinars
The City of Fountain Valley and the SBDC will conduct a webinar, prior to the opening of
the applications for the SBER Loan Program. The webinars will be conducted in English
and Vietnamese and will outline the program, the application, and additional documents
needed.
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Press Release
The City of Fountain Valley and the SBDC will create a press release to discuss the loan
program and when it is being launched. The SBDC will also work with the City to create
a follow-up press release to highlight the program success and the success of the clients
that were able to survive and recover post COVID-19.

Applications
The Application
The SBDC will create a city specific application that can be filled in directly through an
online portal, through a fillable PDF or by submitting a paper application through City Hall.
The SBER Loan Program application will include information about the small business,
the number of employees in the business, location of the business, amount of time in
business and month-by-month sales from January 2019 through May 2020. Applications
will be linked from the City of Fountain Valley website, through a link on the OCIE SBDC
website as well as a paper application can be filled out, if necessary.
Paper Applications
Paper applications for the loan program will be available in a downloadable, fillable PDF
format in the two languages mentioned previously. The paper application submissions
will be accepted electronically via a secure SBDC email address or in-person per the
City’s direction.
Online Application
The SBDC will develop and manage the online portal for application submission. The
online portal will support submission electronically in English, unless otherwise requested.
The online application page can also be supported by other webpages hosted on the
SBDC website, which explain the program, eligibility and requirements contain FAQs and
contact information. These pages can be developed in conjunction with the City as
requested and appropriate. The online portal is hosted on a secure server where
application data can only be accessed with login credentials residing with the SBDC. Any
additional documentation required by business owners can also be submitted via the
online portal or via a secure, SBDC file transfer service.

SBDC Sample Landing and Application Pages
‐
‐

https://ociesmallbusiness.org/city-of-anaheim-small-business-microloanprogram/
http://ociesmallbusiness.org/buena-park/
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Application Period
Loan applications will be accepted until _November 4, 2020 at 5 p.m._______ or until 50
applications are received. This is a first come, first served program.

Application/Documentation Requirements
The following documents must be submitted for consideration of a loan request:







Complete loan application;
2018 and 2019 business and personal tax returns;
2018 and 2019 business financial statements, which include balance sheets
and profit and loss statements;
Interim 2020 Profit and Loss Statement;
Bank statements for last 3 months;
Current City of Fountain Valley business license;
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2019 and 2020 – Form 940 and Form 941 report for employment
verification;
Documentation supporting economic impact that has resulted from COVID19 (details of economic impact, i.e., revenue loss, reduction in employee
hours, layoffs, furloughs, modified business hours, etc.); and
Documentation supporting use of loan funds.

Loan Qualification/Evaluation Criteria
Applications that meet the minimum eligibility requirements shall be further evaluated to
determine loan priority using the following scoring model:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Completeness of application
Eligibility of the applicant
Eligible use of loan funds
Length of time in business
Number of employees
2019 business revenue
Square footage of business
Ability to repay the loan based on 2019 profit and loss statement
Total expenses of payroll, less owner/s

Loan Review and Approval Process


Application: The business applicant may apply for the SBER Loan Program by
submitting an application form and all required supporting personal and business
financial documents to the Administration Department or via the application portal
on the City’s website at www.fountainvalley.org.



Review:
The application and documents will be reviewed by the SBDC to
determine application/documentation completeness. If the SBDC determines that
additional information or supporting documents are needed to review an
application, then the application is not considered complete.



Verification and Eligibility Determination: The SBDC shall verify all application
and information as necessary. If the loan request meets the criteria for program
funding and has submitted all required documentation, the application package will
be prepared for submission to the Loan Review Committee.



Loan Review Committee: The SBDC will present the application package to the
Loan Review Committee for review. The Loan Review Committee will be
comprised of: one City Council, City staff from Finance Department, a bank
representative and the SBDC Executive Director or his designee. The Loan
Review Committee will review loan applications on an ongoing basis until all funds
are disbursed. Funding decisions will be made within 30 days of receiving a
complete application.
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Final Approval: Following the Loan Review Committee recommendation of
approval, the loan application package will be submitted to the City Manager for
final review and approval.



Loan Disbursement: Upon City Manager approval, the manager will notify the
Finance Department to initiate a loan agreement. The applicant will be notified
that they have been approved and will receive a loan agreement to review. The
Finance Department will provide the applicant the loan agreement to sign and
return. Once the loan agreement is executed, the fully executed loan agreement
will be sent to Accounts Payable for review, approval, and disbursement of funds.

Expected Number of Applicants
The City of Fountain Valley is expecting the SBER Loan Program to have an
overwhelming number of applications. This is a first come, first served process and the
City will close the application submittal portal when 50 applications has been received or
closed on November 4, 2020 at 5 p.m.

Notice of Loan Award or Denial
Each applicant shall be notified in writing whether their application has been selected for
a loan review or if their application was denied. All small businesses that have been
awarded loans will be published on both the City of Fountain Valley’s website and in
marketing material that will be displayed throughout various channels.

Post Loan Follow Up
The SBDC will continue to work one-on-one with each loan awarded small business,
throughout the next twelve months. The SBDC and the City of Fountain Valley, to
highlight the success of the program, will create a six-month and twelve-month report.

Program Complaint and Appeal Process
Complaints concerning the SBER Loan Program should be made to the City of Fountain
Valley Administration Department (“the City”). If unresolved in this manner, the complaint
or appeal shall be made in writing and filed with the City Manager.

Equal Opportunity Policy
The Administration Department shall not discriminate upon the basis of sex, age, race,
creed, color, religion, national origin, marital status, ancestry or physical handicap in
accepting applications and processing Program application.

Reporting
One of the unique abilities that the SBDC Network has is a database collection system
called Neoserra that allows each client to be tracked, monitored, and measured
throughout their time using SBDC services.
The system will track every
seminar/workshop they attend, each consulting session that the client completes with a
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business advisor along with the notes of what happened in the meeting. Vital
demographics including type of industry, veteran status, address, type of formation and
more are inputted into the system. Neoserra is also used to track the metrics of each
client including the following metrics: start of business, change in sales, capital infused
into business including both debt and equity, jobs created and jobs retained. The tracking
system will allow the OCIE SBDC Network to produce accurate reports and success
stories for the City of Fountain Valley to use moving forward.

Continued Support from the SBDC
The SBDC will continue to consult and train all awarded small business owners and those
that were denied funding, during the life of their business. The network has more than
100 business consultants that will work with each applicant one-on-one, all at no cost to
the business owner. The SBDC receives funding from the Federal government and the
state of California, to be able to deliver services to the business owners throughout the
region.

Contact Information
For questions or additional information regarding the SBER Loan Program, please
contact the following:
City of Fountain Valley
Maggie Le
Administration Department
10200 Slater Avenue
Fountain Valley, CA 92708
(714) 593-4412

For assistance in completing the SBER Loan Program and to set up a one-on-one
consultation (at no cost), please contact the SBDC at:
OC SBDC
Mike Daniel
Regional Director
Orange County/ Inland Empire SBDC Network
Hosted at California State University, Fullerton,
Mihaylo College of Business and Economics
800 N. State College Blvd. SGMH 4157
Fullerton, CA 92831
(657) 278-1803 office
midaniel@fullerton.edu
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