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Meridian Municipal Small Grant Program
Application Instructions

REGISTERING FOR SOFTWARE

1. Access the website at:
https:/ /portal.neighborlysoftware.com

/meridianid /Participant /Login. d/[é IDIANL«'

2. Select the “Register” tab.

SignIn e :

Fmail Address

Welcome to the Meridian City
Administrative Portal

New

[L] Remember my email address

Technical issues email: support@neighborlysoftware.com

3. Complete the form and select

Register
“Continue”. -

Email Address
Password

Re-enter Password

e

1|Page


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

Meridian Municipal Small Grant Program
Application Instructions

STARTING A NEW APPLICATION

1. Once you have logged in, select “Click
here to start a new application.”

Chfenpiary- Home Q

Good Morning, Crystal!

Welcome to the Meridian City Participant Portal
d/{E IDIAN; Neighborly Softwara is committad to accessibility for all applicants. IF you require this material in an altarnate format, please

contact the City of Meridian at (208) 489-0575 or ccampbell@meridiancity.org.

Start a New Application

Municipal Small Business Grant Program ° | Click here to start a new application

2. Enter the name of your business.

NEW APPLICATION FOR MUNICIPAL SMALL BUSINESS GRANT PROGRAM

3. Select “Start Application.”
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4. Select “Click here to continue.” O fimouns; Home

Municipal Small

Business Grant Program
Application %pp{icaﬂon

Id: 30098

Please use the link below to continue the application process.

For technical assistance related to the software, contact support@neighborlysoftware com.
View Users (1) Print Application

O A Applicant Information ° l Click here to continue
B

D . Business/ Organization
Informatior
O ¢ Expenditure Summary
O b. Required Documentation
O : N

SECTION A. APPLICANT INFORMATION

1. Select A. Applicant Information from
the left-hand navigation pane if you

Cifrpiay- Home

are not already on this screen.
Municipal Small

2. This section gathers basic information B“S'"e/is Gl,’a"‘, Program A. Applicant Information
. . pplication F B i
_ pplicants should review the Program Criteria prior to completing this application. Applicants shall complete and
on the prImer CIpp|ICC|n1 qnd co Id: 30098 provide all required documentation:
applicant (if applicable). It also + Online application for Meridian Municipal Small Business Grant Program
. . 5 =1 « Idaho Rebounds Identity Information Form (IDA - 20) - Complete and upload
provides hyperlinks to the Program Lo = « Eligible expense receipts - Upload in a single PDF
Criteria, ldaho Rebounds Form IDA-20, e et e
Successful applicants will also be required to execute a Grantee Agreement and IRS W-9 form prior to release of

a draft of the Grantee Agreement, funds. Note that the City will issue a 1099 in early 2021 for the full grant amount

D A. Applicant Information

and IRS W-9 form.

B. Business/ Organization
O Information PRIMARY APPLICANT CO-APPLICANT (IF APPLICABLE)
O c. Expenditure Summary A.1. First Name A.2. Last Name A.7. First Name A.8. Last Name
O D. Required Documentation
M cikmie e
A.3. Affiliation A9. Affiliation
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Once you have completed all of the

CHferpiany- Home
fields select “Complete & Continue” at
1+|e bOTTom Of fhe page. YOU can GISO A.5. Telephone Number A.11. Telephone
select “Save” and come back to this Municioal Small Number

un|C|pa ma
screen later. Once this section is Business Grant Program
li . A.6, E-Mai
marked complete a green check box Application A12.E-Mail
Id: 30098

will show on the left-hand navigation
pane.

No save history

O A. Applicant Information*
_ Save Complete & Continue
[ 8 Business/ Organization

Information

D C. Expenditure Summary
O . Required Documentation
M cikmis - "
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SECTION B. BUSINESS/ORGANIZATION INFORMATION

1. Select B. Business/Organization Ol Home
Information from the left-hand

navigation pane if you are not

already on this screen. Municipal Small

Business Grant Program B. Business/ Organization Information
2. Complete all fields on this screen. Application Please provide the following information
. . 1d: 30098
Incomplete data will delay the review
Of your Gpp|icqﬁon Gnd may cause it B.1. Official Business/Organization Name B.8. How have your Business/Organization
. =] o revenues been impacted by COVID-19?
to be denied. Ve Ueere (1) Print Application O No Change/Increase

7 Decreased: 1-30%
2 Decreased: 31-50%

C Decreased: 51 - 75%

B.2. Employee Identification Number (EIN)

®

A. Applicant Information

D B. Business/ Organization oD d: 76 - 1009%
Infarmation® B.3. Type of Business Organization - Decrease - o
O c. expenditure Summary ~ B.9. These changes are anticipated to be:
C] D. Required Documentation © Temporary
A . . If Other Industries Not Classified, please 2 Permanent
whents

specify below 2 Unknown at this time
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Once you have completed all of the
fields select “Complete & Continue” at
the bottom of the page or “Save” to
save your work and come back later.

Meridian Municipal Small Grant Program

Application Instructions

‘:“;EQ’_‘)‘ Home

Municipal Small
Business Grant Program
Application

Id: 30098

G\/ A. Applicant Information

D B. Business/ Organization
Information®

D C. Expenditure Summary

O D. Required Documentation

Organization

Minority Owned Business /

Organization

Veteran-Owned Business / Organization

N/A

This step was last updated by crystalcampbell8.1.14@gmail.com on 10/3/2020 11:21:04 AM

Save

Complete & Continue
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SECTION C. EXPENDITURE SUMMARY

w

Select C. Expenditure Summary from
the left-hand navigation pane if you
are not already on this screen.
In this section you will provide an
itemized list of the items you are
requesting to be reimbursed. Each
expense must be:
a. Related to COVID-19
b. Not previously reimbursed by
any other assistance
c. Incurred between June 20
and December 30, 2020
d. Already paid for, this is
reimbursement only
Select “Add Row.”
For each row, enter a description of
the receipt (e.g. Rent for August 2020,
masks for clients, partition to assist with
social distancing, etc.). This should
make a clear connection between the
expense and COVID-19. Each receipt
must be on a separate line, do not
combine them.
Enter the amount of each receipt next
to its description. The total will
automatically calculate and create an
itemized list for reviewers.
Check the box to affirm you are not at
risk of duplicating benefits.

~I 1 J
_\{si@)‘ Home

Municipal Small
Business Grant Program
Application

Id: 30098

View Users (1) Print Application

®

A. Applicant Information

B. Business/ Organization
Information

«

C. Expenditure Summary

D. Required Documentation

JOo0O

Sihmit

C.1. For expenses directly related to COVID-19 impacts, including local closure orders, incurred
between June 20 and December 30, 2020. After November 1, 2020 previously approved and

awarded applicants may apply for subsequent reimbursements, if there are remaining funds
available. Applicants will be expected to execute an amended Grantee Agreement indicating

continued compliance with all program criteria.

REIMBURSEMENT
ITEMS (ONE
RECEIPT PER ROW) AMOUNT (§)

e ?
$0.00
e

Total (not to exceed

$10,000)

D | affirm that these expenses have not been covered or reimbursed by any other federal or
state grant or insurance
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Once you have entered an itemized
list of what you are requesting to be
reimbursed, select “Complete &
Continue” at the bottom of the page or
“Save” to save your work and come
back later.

Meridian Municipal Small Grant Program

Application Instructions

Q\'ﬁ-n:nb\ Home

Municipal Small
Business Grant Program
Application

Id: 30098

[ A. Applicant Infor
(@ B Business

nformatior

D C. Expenditure Summary *

O b. rRequired

M ocibhmir

Documentation

VoAl (UL W eAceey

$10,000)

&

No save history

$ 2,000.0C

state grant or insurance

| affirm that these expenses have not been covered or reimbursed by any other federal or

Save

Complete & Continue
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Select D. Required Documentation from
the left-hand navigation pane if you
are not already on this screen.

If you have not already completed the
State’s IDA-20 form, select the link and
do so now. Save it as a PDF on your
computer.

Select “Upload File” and choose the
completed form that is saved on your
computer.

Make a single document that has all of
your receipts combined in the order
you listed them in Section C. You
must provide proof that the expense has
been paid. Rent reimbursement
requests must also include an executed
lease agreement. Select “Upload File”
and choose the document that contains
all of your receipts, in order.

Note: There should only be one
document uploaded for this section. Not
following these instructions may make it
difficult to reconcile your request and
delay review of your application.

Meridian Municipal Small Grant Program

Application Instructions

SECTION D. REQUIRED DOCUMENTATION

Clfinpiay: Home

Municipal Small
Business Grant Program
Application

Id: 30098

(™ A. Applicant Information

8 B. Business/ Organization
Information

E C. Expenditure Summary
D D. Required

Documentation

D. Required Documentation

Please provide the following information

Documentation

(O Completed IDA-20 Form *Required
Expense Receipts in a single PDF  *Required
O B p 9 q

O IRS W-9 Form (Due Upon Approval)

Upload File @

Upload File

Upload File @
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4. Once you have uploaded your
documents select “Complete &
Continue” at the bottom of the page or
“Save” to save your work and come
back later.

Meridian Municipal Small Grant Program

Application Instructions

~{ 15 N
~ ‘“'@" Home

Municipal Small

Business Grant Program

Application
Id: 30098
View Users (1) Print Application

& A. Applicant Information

8 B. Business/ Organization
Information

E C. Expenditure Summary

D D. Required
Documentation

O IRS W-9 Form (Due Upon Approval)

(O ACH Form (Due Upon Approval)

No save history

° Complete & Continue

Upload File ¢

Upload File 4

The Cemplete button is not active until all required documents have been uploaded

Note: Required documents are indicated by(*).
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SUBMIT

1. Select Submit from the left-hand Cifinpiy e
navigation pane if you are not
already on this screen.
Municipal Small
2. Read through the certification and Bus'nezs G.ram. Program Submi
pplication upbmit
kae sure you undersfqnd it. id: 30098 Once an application is submitted, it can only be "Re-opened" by an Administrator.
Complete all fields on this screen.
[RE] 'EL' | understand the City of Meridian will rely on this application and certifications, also attested to in
e e 1) e et Form IDA - 20 as a material representation in making a disbursement of funds to the applying

™ A. Applicant Information

@ B Business/ Organization
Information

M C. Expenditure Summary
C.V D. Required Documentation

O submit*

entity.

| understand and it is my intent to conduct and process this application by electronic means and
providing my signature by electronic means below satisfies all legal effect and enforceability as
required by applicable law.

|, therefore, certify that | have reviewed the Meridian Municipal Small Business Grant Program
Criteria and that all information submitted in this request meets the criteria outlined and is true
and accurate.

Signature Date

11| Page




Meridian Municipal Small Grant Program
Application Instructions

3. Once you have completed all fields,
select “Complete & Continue” at the

Ciri{%‘ Home

. I, UISIEIOIE, CEIUIY UIALT HAVE TEVIEWEU LIS 1M ISTIUIal 17 1U1ICIPdn 31l DUSIIESS \d1dl L Fiogiar
bottom of the page or “Save” to come Criteria and that all information submitted in this request meets the criteria outlined and is true
back later Municipal Small and aceurate.
Business Grant Program Signature Date
Application Crystal Campbell 10/03/2020
1d: 30098
Crystal Compbell Phone
E = (208) 489-0575
View Users (1) Print Application

N hist
B A. Applicant Information BERANER

B B. Business/ Organization

Information
Save
E;’ C. Expenditure Summary

E;’ D. Required Documentation

O submit*

NEED HELP?

Contact smallbusinessgrants@meridiancity.org or (208) 489-0537.
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