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Introduction

The Storefront Improvement Program is intended for ground-floor, for-profit businesses in Community
Development Block Grant (CDBG) eligible areas, located in the City of Springfield. The goal of this
program is to make visible, aesthetic exterior improvements to help improve and increase business
sales and provide an improved neighborhood streetscape.

This program is funded by the United States Department of Housing & Urban Development, under the
CDBG Program. The program is administered by the City of Springfield, Office of Planning & Economic
Development (OPED), and the Community Development Department (CD).

As such, all federal requirements including on-site project construction monitoring, environmental
review, access and review of all project files, submission of project receipts and proof of payment, and
completion of all required forms will be strictly enforced. Awardees that do not adhere to all project
requirements will be required to reimburse the City of Springfield for all awarded funds.
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Program Guidelines

Program Goals
e To assist the growth of small, ground floor, for-profit businesses in Springfield, and to
specifically create and retain jobs.

e To preserve special characteristics of neighborhood shopping areas by helping small businesses
become successful, to foster a sense of place, and attract visitors to the area.

e To promote an attractive environment for new investment and business activity in the City of
Springfield.

e To foster the economic revitalization of the commercial corridors through increased sales and
increased valuation of properties.

Funding Limit: Business owners may apply for up to $25,000 per storefront. Property owners may apply
for up to $25,000 per storefront, for a total of three (3) storefronts, for a maximum grant amount of
$75,000. Applicants who are both business owners and property owners may apply as a business owner
if they meet the following criteria:

1. Both the business owner and the property owner are legally separate business entities.
AND

2. The business owner pays rent as a tenant to the property owner, and can provide a copy of
their lease.

No single storefront will be awarded more than $25,000. Note that single storefronts with frontage
greater than 50ft in length may be eligible for additional grant funding. No single property/ project
shall be awarded more than $75,000 in storefront grant funding.

Private Match: There are different match requirements for business owners and property owners. For
business owners applying, a minimum of 10% match of total project costs is required. For property
owners applying, a minimum of 100% match of requested funds will be required. Private match to be
expended in the form of contractor deposits before city funding is released. Please refer to the Funding
Limit guidance to determine your applicant category as either a business owner of a property owner.

Reoccurring Applicants: A property address, business owner, or property owner may only receive
project funding from this program once every five (5) years. Property owners involved in multiple
ownership organization types (LLC’s, etc.) will be considered a single owner.
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Disbarred Applicants: Applicants who have defaulted on past City of Springfield business loans/grants,
are ineligible to apply. Applicants must also be current for any city, state, or federal taxes, fines, or fees
prior to applying.

Project Design: The City maintains final approval on design of all improvements. No commitments
should be made to contractors prior to city design approval. Design guidelines are provided further in
the application on page 12.

Project Start: The City will not fund or reimburse projects that have already begun construction prior
to a contract being executed. Do not start any project construction without receiving a fully executed
contract from the City of Springfield.

Project Changes: Once under contract, no project may change project scope or contractors without the
prior notice and approval of the City of Springfield program administrator. Project scope changes and
contractor changes in the project may result in the project being placed in default, and city requiring a
return of all awarded funds. Changes of scope and/or contractors without city approval will result in the
project being placed in default.

Types of Businesses Eligible:
e Ground-floor, active commercial establishments (i.e. retail, shops, restaurants,
taverns/pubs/bars with food service.)

e Service establishments, to include:
o Professional services (e.g.: insurance, accountants, architects, doctors, lawyers, etc.)
o Personal services (e.g.: barber shops, hair/ nail salon, dry cleaners, laundromats, etc.)
o Certain repair services (e.g.: office equipment, radio/television, bicycle, furniture,

locksmith, etc.)

o Business services (e.g. advertising, office management, retail, etc.)

Types of Businesses Not Eligible:
e Home-based and web-based businesses
e Banks, savings and loan associations
e Most non-profit uses (some with retail or tourism related may be eligible on a case basis)
e Auto repair shops, auto retail establishments, and auto/transportation related businesses
e Gas stations
e Adult entertainment establishments
e Liquor stores
e Night clubs
e Bars with no food service
e National franchises and International franchises
e Properties used entirely for residential purposes
e Properties with no active tenants
e Businesses with no public outdoor exterior storefront, interior mall based businesses, and/or
businesses with street frontage beyond 50 feet from a street.
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e Business located in upper stories

e Businesses with exterior roll down/steel doors (funds may be used for removal)

e Businesses with exterior security/steel window bars (funds may be used for removal)
e Cannabis related businesses

Project Uses Eligible:
e Business signs and/or awnings
e Exterior painting of storefront
e Doors/window glass
e Facade improvements to storefront
e New Trees/New plantings (limited in scope to new plantings and not to include maintenance of
existing)
e Lighting (related to fagade/sign)
e Removal of existing steel roll down doors and replacement with interior security gates
e Removal or existing exterior security/steel window bars

Project Uses Not Eligible:
e Improvements not visible from the public street
e Roofing
e Asphalt/paving/parking lots
e Standard maintenance work
e Interior lit plastic/box signs
e Plastic material awnings/interior lit awnings
e Security/steel roll down doors
e Exterior security/steel window bars

Requirements
e The business must be located in a CDGB eligible area.

e Applications may be submitted by property owners and/or tenants; however, if a tenant
submits an application, the property owner must provide written permission for the work to be
completed. Both the property owner and the business owner’s signature on page 9 of the
Storefront Improvement Application can count as written approval.

e Both the tenant and property owner must agree to maintain the improvements in good
condition for one (1) year following issue of the grant.

e This grant is intended only for commercial ground-floor storefronts. This program is not
intended for non-profit organizations or upper story tenants.

e Businesses must remove any existing exterior roll-down security gates and remove existing
exterior security/steel window bars. Removal of these security systems is eligible for funding
under this grant program.
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Expenditures that exceed the approved project costs shall be the sole responsibility of the
applicant.

Grant applications will be accepted and screened for basic compliance (i.e., location, property
eligibility, intended improvements, etc.). Applications will then be evaluated on their individual
merits and compliance with program goals. Applications with significant exterior work will also
be reviewed by a city sponsored professional architect for recommendation and approval.

As a requirement of the federal funding source, each project needs to complete an
“Environmental Review”. This is the responsibility of the city and not the applicant, however it
does take time. This process does not do environmental testing on properties; rather it is a
larger review on project impact and can include items such as historic preservation impact. The
city Program administrator will provide you with more information on the timeline of that
process.

The subject property may not have active code enforcement actions.

The subject property must be structurally sound and in compliance with applicable building
codes, sanitary codes, and zoning regulations.

The subject property may not have delinquent taxes, including property taxes, and neither the
tenant nor the property owner may have other delinquent taxes outstanding. Property owners
or tenants with delinquent taxes, fines or fees will be ineligible to apply for this grant funding
until they are current.

Applicants must comply with all state and local laws and regulations pertaining to licensing,
permits, building code, zoning requirements, environmental requirements, etc.

Applicant is responsible for all associated permitting and fees. Additional information on permit
applications and fee schedule can be found on page 15 of this guide as well as online at:_
https://www.springfield-ma.gov/code/index.php?id=forms0

Applicant must confirm with City Clerk’s Office on need to register as a business in the City of
Springfield.

Applications for building(s) with multiple storefronts are strongly encouraged to prepare a joint
application, to ensure a consistent quality of work and design continuity, although grants within
the broader application may be awarded on an individual storefront by storefront basis.

Work must be conducted by properly licensed contractors. The City encourages the use of
Springfield based contractors.
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e This program requires compliance with Davis-Bacon Wages for all construction projects, and
will require city monitoring of all construction activity. As such, each applicant will need to
produce at least two (2) prevailing wage competitive proposals from licensed and bonded
contractors.

e Project shall comply with CDBG Section 3 requirements. For more details, please refer to the
following link: https://www.hud.gov/section3

Design Guidelines

Projects should reflect principles of good design. The city shall have final determination on project
designs based on their individual and relative merits. No project should begin construction prior to
receiving final approval by the city. Design guidelines are detailed further in this guide on page 12.

Additional Review

Properties within a Local Historic District or of other historic significance will need prior approval by the
Springfield Historical Commission. Properties located in an approved urban renewal district may require
review and approval by the Springfield Redevelopment Authority.

Historic Preservation

The city encourages property owners to restore historic elements of properties when possible. In 1939 a
photo of each property in the city was taken and many are available at the City of Springfield Building
Department. Many are now scanned online at: https://www.springfieldpreservation.org/wpa/
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Application Process

It is important that applicants do not start any work until a contract between the city and applicant has
been fully executed.

Step 1: Interested applicants should contact the program administrator and provide basic
project information, business information (address, etc.), and interest in program. Program
administrator confirms eligibility for program based on business address and project scope.

Step 2: Applicants should then go to the following link to complete the online application:
https://www.springfield-ma.gov/planning/business-assistance/storefront-grants

You will need the following attachments:
1. W9 Form/ DUNS Number
2. Vendor Maintenance Form
3. Copy of construction bids from at least two (2) licensed and insured contractors who
comply with Davis-Bacon wage rates.
4. Copy of your lease if you are a tenant.
5. Written confirmation of property owner approval.

A blank copy of attachments 1, 2 & 5 can be found using the online application or can be found at
the end of this document.

Step 3: Once application is fully complete, including all attachments, and submitted online, the program
administrator shall review the application, and contact the applicant.

Marcos Gonzalez

Office of Planning & Economic Development
Storefront Improvement Program

70 Tapley Street, Springfield, MA 01104
Phone: 413-750-281 (office)

Email: mgonzalez@springfieldcityhall.com

Step 4: The program administrator will coordinate with appropriate city department to complete the
required Environmental Review. This process is required, and may take 30 days or longer depending on
site characteristics.

Step 5: The program administrator shall notify the businesses if their application was selected or not
selected for funding. If selected for funding, the business will enter into the city contracting process,
where the program administrator shall provide the required contracting application. No business shall
begin improvements until a contract is fully signed by all parties.

Step 6: The program administrator will contact applicant to notify them that the contract is fully
executed and the project may begin.
10
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Grant Disbursement Process

Note: The grant will be disbursed in three payments (25%, 50%, 25%), each of which will require the
awardee to provide backup documentation on grant spending.

Step 1: Upon contract completion, the project administrator will request first payment for an amount
of 25% of the city grant award for up-front costs to the project.

Step 2: Once the applicant has spent an amount equal to the first grant payment, they will provide
backup documentation to the program administrator. All payments for services rendered under this
grant must be clearly documented with both an invoice (receipts, bill, etc.) AND proof of payment
(cancelled checks, credit card/bank statements, etc.).

APPLICANTS SHOULD NOT PAY “CASH” FOR ANY SERVICES.

Step 3: All backup documentation must be submitted via email to the following address:
mgonzalez@springfieldcityhall.com

Step 4: Once the backup documentation is approved the program administrator will provide second
check for 50% of the grant award.

Step 5: Once the backup documentation is provided for the second check, a third check of the final
project award of 25% will provided. Backup documentation will be required at the closeout of the
project for the third and final check to ensure the contract remains in good standing.

Post Loan Award Requirements

Following the award of a grant, the applicant will be monitored periodically by the OPED staff and
other City staff to ensure compliance with the CDBG program. Therefore, the grant recipient shall
agree to make company records and payroll available to the City upon request. The city will also
schedule on-site monitoring visits and may ask to interview contractors and employees working on the
project.

The business must remain in compliance and in operation without reduction in services or hours for
one (1) year from the date of contract.

Should the business cease operations, reduce services/hours of operation, or significantly alter the

improvements funded through this grant within one year of the date the contract was signed, repayment to
the City of for the entire grant amount will be required.

11
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Design Guidelines

The Storefront Grant Guidelines outline the standards, which must be followed when renovating
buildings using a storefront grant. These design guidelines take into consideration a building’s
historic significance in determining what would be an appropriate treatment. Projects that affect
city- designated historic buildings also require a separate review by the City of Springfield Historic
Preservation Commission.

Storefront

The Storefront is defined as the entire exposed exterior surface of a building that fronts a public
street and contains the building’s principal entrance. Any elevation not containing the main
entrance but fronting on a public street exposed to public view will be considered a secondary
elevation. Secondary elevations may also be eligible for storefront grants.

Storefronts Design /Windows/Glazing

It is the intent of these guidelines that most buildings should have storefront-type glazing facing the
street. When alterations are made to the first floor levels of buildings that presently have more
opaque wall treatments, the storefront improvement program will usually require that storefront
type glazing be installed that could accommodate retail uses in the future.

If an existing storefront is to be replaced, the new storefront should be traditional in character and
include an appropriately designed bulkhead panel; large, undivided areas of clear glass display
windows; a glazed transom surmounted by a storefront cornice; and a traditional, fully glazed
storefront floor. The new storefront should fill the full height of the original masonry opening.
Display windows should be of clear glass in pieces as large as is practical. Only clear low-E glass is
permitted. The display windows should not be divided into small panes of glass; unless historic
documentation exists that indicates this is the original design. Tinted or reflective glazing in not
permitted.

For historic buildings, all structural and decorative elements should be repaired or replaced to
match or be compatible with the original materials and design of the building to the greatest extent
possible. Buildings, that are an integral element of a historic streetscape, should reflect and
complement the character of the surrounding area to the greatest extent possible. In 1939 a photo
of each property in the city was taken and many are available at the City of Springfield Building
Department. Many are now scanned online at: https://www.springfieldpreservation.org/wpa/

Masonry

Unpainted brick, stone or terra cotta should not be painted or covered. Previously painted masonry
may be painted. If it is necessary to remove paint or clean unpainted masonry, use the most
moderate methods possible. Sandblasting and other abrasive cleaning methods are prohibited.
Repaint defective mortar by duplicating the original in color, style, texture and strength. Repair or
replace deteriorated masonry with new masonry that duplicates the old material as closely as
possible.

12
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Trim and Ornamentation

Retain and repair or replace character giving trim ornamentation including, but not limited to, window
caps, carved stone work, ornamental plaques, storefront cornices and eaves cornices. Replacement
should match the design, dimensions and material of the original trim and ornamentation.

Signs

New signage should be traditional in character to complement the architecture of many of the older
buildings in Springfield neighborhoods. There are many types of traditional signs that are appropriate
for use on older storefronts. Below is a list of types of signs that may be appropriate for your project.

Sign Boards

A flat signboard with hand painted raised lettering is the
most appropriate type of sign for older commercial buildings.
These signs should be placed in the narrow band above the
storefront. Modern internally lit box signs are not permitted.

Awning Signs

Awning signs have lettering on the edge flap or skirting of
the awning that remains visible when the awning iseither
retracted or opened.

Lettering/phone numbers on the main part of the awning are
generally not permitted, nor are plastic awnings.

Display Window Lettering

Another common type of storefront signage is lettering that is
painted on or etched into the interior side of display windows
and glazed entry doorways. These signs should consist oflettering
and/or a logo, should not cover more than 1/5 of the area of the
glass panel, and should not obscure the display area.

Hanging Signs

Hanging signs are signs that project from a building’s wall

and are supported by metal brackets. These signs can come in
all shapes and sizes and are sometimes made in the likeness of
objects or symbols associated with an actual type of business.
These signs should project no more than 4ft from the face of
the building and should not obscure the signage of other nearby
businesses. The signs and brackets should be designed to
complement the architecture of the building and mounted into
the mortar joints of masonry buildings. All projecting signs
should be hung within the base zone of the building or parallel
to the second story window, and be externally lit. Internally lit
and moving projecting signs are not permitted. These signs may
require minimal insurance coverage if projecting over the public
way.
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Transom Signs

A transom sign is made of leaded glass letters that
are built into the transom above the storefront
display window or door. This can be illuminated at
night with backlighting or illuminated from the lower
interior part of the store lights. These signs can be
made today by leaded glass craft workers and can be
made as easily to remove panels.

Neon Signs

Neon signs first became popular in the late 1920s and
30s, and are a seeing a renaissance in popularity
today. There are many neon sign artists who can
design new signage that will compliment old
storefronts. Exterior neon signs are most appropriate
for post 1920s commercial buildings while neon signs
that are mounted within a display window can be
successfully adapted for use on all types of
commercial structures.

Awnings & Entrance Canopies

If storefront awnings are to be used, they should be
of a tradition tent style. Internally illuminated, half
round hoop, and truncated wedge shaped awning will
generally not approved. Awnings should be made of
canvas or neoprene impregnated fabric instead of
shiny vinyl. Awnings with soffit panels should not be
used to allow the structure on the underside of the
awning to be exposed. Custom awnings may be
approved if sensitively designed to enhance a new
storefront design.

Entrance canopies extending out to the curb may be
permitted if they are traditional in design, fabric
covered and sized to complement the proportions of
the storefront. Fixed, metal, asphalt shingle or
mansard type canopies are not permitted.
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Security Gates and Bars

The installation of exterior, permanent or retractable security gates or bars is not permitted. They are out of
character with most building architecture; create a perception that the area is unsafe, and ultimately detract
from business. Less obstructive retractable interior security gates, security devices, alarm systems or
unbreakable glazing material are preferred alternative security measures. The city may consider funding
projects that remove exterior gates to replace them with an interior gate that not visible from the exterior.

Exterior Lighting

Spot or flood lighting to highlight the architectural detailing of a building should be inconspicuous and blend
with the wall on which it is mounted. No lights should move, flash or make noise. Lighting for signs should be
exterior illuminated, such as gooseneck lighting. Signs should not be illuminated from the interior. Downtown
Springfield has many examples of exterior uplighting of buildings through a program sponsored by the
Springfield Business Improvement District. Some channel letter signs may be approved on a case by case basis.

Landscaping & Fencing
In some projects landscaping and fencing will be considered. New landscape plantings, trees, etc. are eligible
expenses. Maintenance of existing landscaping is ineligible.

Simply installing fencing around a parking lot or a portion of the parking lot will not qualify for a storefront
improvement grant. If fencing is part of a larger renovation project, it will be considered only if the fence has
extraordinary architectural character or would be making a significant visual improvement. Common fences
such as white vinyl or standard silver aluminum chain link would generally not be eligible for a storefront
improvement grant. Fences with barbed wire will not be eligible.

Planter or retaining walls should be built of materials of the adjacent buildings. Generally, brick or other

suitable masonry units would be considered while certain types of interlocking concrete block, landscaping
timers, sidewalks and curbs would not be eligible.
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Page 16: W9
Page 17: DUNS Number
Page 20 Vendor Maintenance Form

Page 21: Property Owner Approval
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w-9
Form

(Rev. October 2018)

Department of the Treasury
Internal Revenue Service

Request for Taxpayer
Identification Number and Certification

» Go to www.irs.gov/FormW9 for instructions and the latest information.

Give Form to the
requester. Do not
send to the IRS.

1 Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2 Business name/disregarded entity name, if different from above

following seven boxes.

[ individual/sole proprietor or e Corporation

single-member LLC

Print or type.

|:| Other (see instructions) »

D S Corporation

|:| Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) »

Note: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check Exemption from FATCA reporting
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that
is disregarded from the owner should check the appropriate box for the tax classification of its owner.

3 Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the | 4 Exemptions (codes apply only to

certain entities, not individuals; see
instructions on page 3):

D Partnership D Trust/estate

Exempt payee code (if any)

code (if any)

(Applies to accounts maintained outside the U.S.)

5 Address (number, street, and apt. or suite no.) See instructions.

See Specific Instructions on page 3.

Requester’s name and address (optional)

6 City, state, and ZIP code

7 List account number(s) here (optional)

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the instructions for Part |, later. For other - -
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a

TIN, later.

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and

Number To Give the Requester for guidelines on whose number to enter.

[ Social security number

or
| Employer identification number

Part Il Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me); and
2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and
3. 1am a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because
you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid,
acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments
other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructions for Part Il, later.

Sign Signature of
Here U.S. person »

Date >

General Instructions

Section references are to the Internal Revenue Code unless otherwise
noted.

Future developments. For the latest information about developments
related to Form W-9 and its instructions, such as legislation enacted
after they were published, go to www.irs.gov/FormWo.

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an
information return with the IRS must obtain your correct taxpayer
identification number (TIN) which may be your social security number
(SSN), individual taxpayer identification number (ITIN), adoption
taxpayer identification number (ATIN), or employer identification number
(EIN), to report on an information return the amount paid to you, or other
amount reportable on an information return. Examples of information
returns include, but are not limited to, the following.

e Form 1099-INT (interest earned or paid)

e Form 1099-DIV (dividends, including those from stocks or mutual
funds)

e Form 1099-MISC (various types of income, prizes, awards, or gross
proceeds)

e Form 1099-B (stock or mutual fund sales and certain other
transactions by brokers)

e Form 1099-S (proceeds from real estate transactions)

e Form 1099-K (merchant card and third party network transactions)
¢ Form 1098 (home mortgage interest), 1098-E (student loan interest),
1098-T (tuition)

* Form 1099-C (canceled debt)

e Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN.

If you do not return Form W-9 to the requester with a TIN, you might
be subject to backup withholding. See What is backup withholding,
later.

Cat. No. 10231X
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DUNS Number Form

DUNS #: Do you have a DUNS # for your business?

YES NO

If YES, please provide the DUNS #:

If NO, please follow the instructions on the following page, “Obtaining a DUNS #”, or follow the link:
http://www.sba.gov/content/getting-d-u-n-s-number

(Note: Application may be submitted prior to obtaining the DUNS #.

The Springfield Small Business Assistance Center or OPED staff can assist you in obtaining this number-
it’s easy and free of charge to you!)

17
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Obtaining a DUNS Number

A Guide for Federal Grant and Cooperative Agreement Applicants

The Federal government requires that all applicants for Federal grants and cooperative agreements
with the exception of individuals other than sole proprietors have a DUNS number. (See policy at:
http://www.omb.gov/grants/grants docs). The Federal government will use the

DUNS number to better identify related organizations that are receiving funding under grants and
cooperative agreements, and to provide consistent name and address data for electronic grant
application systems.

Data Universal Number System (DUNS) Number

The Data Universal Numbering System (DUNS) number is a unique nine-digit identification
number provided by Dun & Bradstreet (D&B).

The DUNS Number is site-specific. Therefore, each distinct physical location of an entity (such
as branches, Offices, and headquarters) may be assigned a DUNS number. Organizations should
try and keep DUNS numbers to a minimum. In many instances, a central DUNS number with a
DUNS number for each major Office/department/agency that applies for a grant may be
sufficient.

In order to provide on-the-spot DUNS number assignment, the requestor should do this by
telephone. (See telephone number below.)

Obtaining a DUNS Number

You should verify that you have a DUNS number or take the steps needed to obtain one as soon
as possible, if there is a possibility you will be applying for future Federal grants or cooperative
agreements. There is no need to wait until you are submitting a particular application.

If you already have a DUNS number. If you, as the entity applying for a Federal grant or
cooperative agreement, previously obtained a DUNS number in connection with the Federal
acquisition process or requested or had one assigned to you for another purpose, you should
use that number on all of your applications. It is not necessary to request another DUNS
number from D&B. You may request D&B to supply a family-tree report of the DUNS numbers
associated with your organization. Organizations should work with D&B to ensure the right
information is on the report. Organizations should not establish new numbers, but use existing
numbers and update/validate the information associated with the number.

If you are not sure if you have a DUNS number. Call D&B using the toll-free number, 1-866-705-
5711 and indicate that you are a Federal grant applicant/prospective applicant. D&B will tell
you if you already have a number. If you do not have a DUNS number, D&B will ask you to
provide the information listed below and will immediately assign you a number, free of charge.
If you know you do not have a DUNS number. Call D&B using the toll-free number, 1-866-705-
5711 and indicate that you are a Federal grant applicant/prospective applicant. D&B will ask
you to provide the information listed below and will immediately assign you a number, free of
charge.
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Managing Your DUNS Number

D&B periodically contacts organizations with DUNS numbers to verify that their information is
current. Organizations with multiple DUNS numbers may request a free family tree listing from
D&B to help determine what branches/Offices have numbers and whether the information is
current. Please call the dedicated toll-free DUNS Number request line at 1-866-705-5711 to
request your family tree.

D&B recommends that organizations with multiple DUNS numbers have a single point of
contact for controlling DUNS number requests to ensure that the appropriate branches/Offices
have DUNS numbers for Federal purposes.

As a result of obtaining a DUNS number you have the option to be included on D&B's marketing
list that is sold to other companies. If you do not want your name/organization included on this
marketing list, request to be de-listed from D&B's marketing file when you are speaking with a
D&B representative during your DUNS number telephone application.

Obtaining a DUNS number is absolutely FREE for all entities doing business with the
Federal government. This includes grant and cooperative agreement
applicants/prospective applicants and Federal contractors. Be certain that you identify
yourself as a Federal grant applicant/prospective applicant.

To Obtain Your DUNS Number

Please call the dedicated toll-free DUNS Number request line for Federal grant and cooperative
agreement applicants or prospective grant applicants at:

1-866-705-5711

The number is staffed from 8 a.m. to 6 p.m. (local time of the caller when calling from within the
continental United States). Calls placed to the above number outside of those hours will receive a
recorded message requesting the caller to call back between the operating hours.

The process to request number takes about 5-10 minutes. A DUNS number will be assigned at the
conclusion of the call. You will need to provide the following information:

- Legal Name.
- Headquarters name and address for your organization.
- Doing business as (DBA) or other name by which your organization is commonly known or

recognized

- Physical Address, City, State and Zip Code.

- Mailing Address (is separate from Headquarters and/or physical address).
- Telephone Number.

- Contact Name and Title.

- Number of Employees at your physical location.

More information can be found at: http://www.sba.gov/content/getting-d-u-n-s-number
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CITY OF SPRINGFIELD OFFICE OF PROCUREMENT
36 COURT STREET - CITY HALL
SPRINGFIELD, MA 01103
413-787-6284 Telephone, 413-787-6295 Fax

VENDOR MAINTENANCE FORM

To be Completed by Vendor (print clearly):

Business Name:

DBA:

Send Purchase Order To:

Street:

City: State: Zip Code:
Remit To:

Street:

City: State: Zip Code:
Federal ID# or SS#
Type of Service Providing to City: Technology Medical Contract Labor Service

Other:

Terms:
Discount % Days to Discount Minimum Order Days to Net:
Vendor Class: Minority Owned Woman Owned Minority-Woman Owned
Purchase Order Delivery Method:  E-Mail: FAX: Regular Mail:
Contact Information:
Contact Name: Title:
Telephone: Fax: Emall:

Business Website:

NOTE; This document must be included with your completed W-9 Form In order to be set-up as a City of
Springfleld Vendor. Mail or fax completed forms to the Office of Procurement. Thank you.
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Storefront Improvement Program
Application Documents

Property Owner Approval

Applications will be reviewed by Program Administrator for completeness and content. It may take up
to 30 days for a response to a completed application. All information must be complete prior to
internal review process.

Applicants should not begin work prior to being given a notice to proceed from the City of Springfield
program administrator. Any work done prior to approval will be done at the applicants own cost and
own risk.

Property Owner Sign Here:

|:| | have read and understand the program guidelines.

Property owner signature Date

Printed Name:

Business Owner Signs Here

|:| | have read and understand the program guidelines.

Business owner signature Date

Printed Name:

Please return completed application and application checklist items in one package, electronically:

Marcos Gonzalez

Program Administrator

Office of Planning & Economic Development
70 Tapley Street

Springfield, MA 01107

Please direct any questions to: mgonzalez@springfieldcityhall.com or (413) 750-2810
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