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Commercial Tenant Improvement Grant (CTIG)
Application

SAMPLE APPLICATION: FOR REFERENCE ONLY. This copy is provided so applicants can see what
the CTIG application asks for. It cannot be submitted. To apply, contact BDC to schedule a site
visit, and your BDC representative will send you the current application.

The Baltimore Development Corporation (BDC) offers the Commercial Tenant Improvement Grant
(CTIG) to help business owners fund the interior build-out and improvement of commercial
storefront space in Baltimore City’s priority commercial corridors. Please see the CTIG Terms &
Conditions for full eligibility requirements and discuss your project with a BDC representative
before applying.

The table below shows the CTIG award maximums. The CTIG is a reimbursement-based grant: the
applicant contracts for, completes, and pays for the project, and BDC reimburses eligible costs
after the work is finished and proof of payment is submitted at closeout.

Award Type Maximum Award Award Details

Standard $70,000 50% of total eligible project costs (1:1 match)

50% of total eligible project costs (1:1
Owner-Occupied* $80,000 match); applicant owns the project property
and operates the business at that location

The Owner-Occupied maximum applies where the applicant both owns the project property and
actively operates a business from the space as its primary place of business. A total eligible project
cost of at least $30,000 is required to apply. See the Terms & Conditions for more details and
eligibility requirements.

COMPETITIVE PROGRAM: The CTIG is competitive and funds are limited. Applications may be
submitted at any time and are reviewed in quarterly batches, with a deadline at the end of each
calendar quarter (December 31, March 31, June 30, and September 30). Awards for each quarter
are made by the end of the first month of the following quarter. Meeting the eligibility requirements
does not guarantee an award.

Before You Apply

Confirm both of the following before completing this application. If you cannot check both boxes,
stop here and contact BDC.

10f10
SAMPLE APPLICATION: FOR REFERENCE ONLY. NOT FOR SUBMISSION.




==_ Baltimore

Development Corporation

O I have spoken with a BDC representative about the CTIG, and we have reviewed my
business, my project, and the program requirements together.

O We confirmed that my project location is in an eligible commercial corridor, or that it
sits within approximately one block of an eligible corridor and may be considered at BDC’s
discretion.

You can check whether a property is in an eligible corridor using the CTIG eligibility map at
https://bdcorp.maps.arcgis.com/apps/instant/lookup/index.html?appid=eea86e06eff34ff5bacfd3

d1e246c¢cc67. If you have not spoken with a BDC representative yet, please do not submit this
application. Complete the intake form at https://baltimoredevelopment.com/business-

support/property-improvement-grants/ and a BDC representative will reach out within two

business days to schedule a site visit.

Application Checklist

No CTIG work should begin until you have received written approval of a grant award from BDC. The
following items are required for a complete application:

O Completed Commercial Tenant Improvement Grant Application (signed by all required parties)

O Form W-9 for the applicant and, if reimbursement will be issued to another party under a
Payment Designation Addendum, a Form W-9 for that party

O Active Maryland Business License or Certificate of Organization/Formation filed with SDAT
O For nonprofit applicants, IRS determination letter

O Business plan summary (use the BDC template, or your own business plan if it covers the same
information). NOTE: Don’t have a business plan yet? Contact your BDC representative as early as
possible. BDC may be able to connect you with help developing one, but that takes time, so reach
out well before the quarterly deadline.

O CTIG Project Budget (BDC-provided worksheet), with evidence for each source of funds listed,
such as a bank statement, loan commitment letter, or line of credit, and, if combining the CTIG
with a FIG, the allocation of costs between grants

O At least 5 current pictures of the project location, interior and exterior, showing all areas
included in the scope of work

O Conceptual drawings, renderings, or plans of the proposed work

O Estimates as required: two contractor estimates for each component of contracted work; one
estimate per retail item; and one proposal for architectural/design services, if applicable (see
Terms & Conditions for more information)

O Executed lease, deed, or a letter of intent signed by both the landlord and the applicant that
states the proposed lease term
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O Avalid Use & Occupancy permit, if available

O For any work performed before the application date that you want counted toward your match,
the documentation described in the Terms & Conditions

O Completed a site visit at the project location with a BDC representative

You may also include letters of support, memoranda of understanding with community
organizations, and any other documentation of community support for your project. These are not
required, but they are considered in review.

NOTE: Before submitting, please review the closeout and reimbursement requirements in the CTIG
Terms & Conditions so you understand what will be required to receive payment at the end of your
project.

WORK BEGUN BEFORE APPROVAL: BDC strongly recommends that you not begin work until you
have received an award letter and returned a signed CTIG Agreement. Work performed before the
award letter is never reimbursed, though eligible work paid for within the six months before your
application may count toward your match. BDC reviews every application for design, scope, and
eligibility and often requires changes, so work completed beforehand may not be approved and
may need to be revised at your own cost.

If you have been working with a BDC staff member on this grant, submit your application to them
directly. Applications must be received by the quarterly deadline (December 31, March 31, June 30,
or September 30) to be considered in that quarter’s review.

Applicant Information

The CTIG applicant must be the owner of the business that will occupy the project location. For
nonprofit applicants, the applicant must be the organization that will occupy and operate the
space. The applicant is the primary point of contact for BDC throughout the grant’s lifecycle and is
responsible for all grant requirements. Their name, or the name of their business, must be on the
W-9 included in the application packet.

Please check all that apply:

O I am the owner of the business that will occupy the project location

O The applicant is a nonprofit organization that will occupy and operate the project location, and
the space will be open to the general public

O I also own the project property (owner-occupied)

Applicant Name:
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Phone: Email:
Mailing Address:

Reimbursement Payee (complete only if applicable)

Reimbursement is issued to the applicant unless another party is designated below. A partner
organization, landlord, or other party may pay project costs on the applicant’s behalf and receive
the reimbursement. The applicant remains the grantee and remains responsible for every grant
requirement regardless of who receives payment. If a payee is designated, BDC will provide a
Payment Designation Addendum to be signed along with the CTIG Agreement. A payee that owns
the project property must also certify that it will not recover the reimbursed amount from the
applicant through rent, fees, or other charges.

O Reimbursement should be issued to the applicant named above

O Reimbursement should be issued to the party named below

Payee Name or Organization:

Payee Contact Name: Phone:

Payee Email: Mailing Address:
O The payee’s W-9 is included with this application

Project Property Information

Project Property Street Address:
City: Zip Code:

The Property listed above is:
O Occupied: a commercial or mixed-use property with an active business and a current Use &

Occupancy permit

O Move-in ready but not yet occupied: in sound condition with a current or obtainable U&O (for
example, recently leased for a new or relocating business)

O In need of major rehabilitation: cannot obtain a U&O in its current condition and requires a full
building overhaul. Tenant build-out may still be eligible, but roof work, structural repairs, and
deferred maintenance are the property owner’s responsibility and are eligible only where the
applicant owns and occupies the property. See the Terms & Conditions.

The Property listed above is or will be used as:

O Commercial: single tenant
O Commercial: multiple tenants

O Mixed use: commercial and residential
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A Other:

Property Owner Name:
Property Owner Phone #: Email:
BDC will order a lien certificate for the project property. If it shows unpaid taxes or other municipal

liens, including amounts owed by the property owner, the application cannot be approved until they
are paid or otherwise resolved.

Site control. Please check the document you are submitting with this application:

O Executed lease (signed by both the landlord and the applicant)
O Letter of intent, signed by both the landlord and the applicant, stating the proposed lease term

O Deed (applicant owns the property)

If leased, lease expiration date: Years remaining as of today:

A lease must have at least three (3) years remaining as of the date of the award letter, or as of the
date an executed lease is delivered to BDC. Renewal options that you may exercise at your own
discretion count toward the three (3) years. If you apply with a letter of intent, an executed lease
must be delivered to BDC within ninety (90) days of the award letter, and no grant funds can be
reimbursed until BDC receives it. This requirement does not apply if you own the project property.

Business Information

The following questions refer to the business that is currently or will be located at the Project
Property Address listed above. The business does not need to be open and operating at the time of
reimbursement, but a Use & Occupancy permit and an executed lease (if applicable) must be
submitted before grant funds are disbursed.

Business Name:

Business SDAT Number:

Business Owner Name:

Business Owner Phone # Business Owner Email:

Business Owner Identity: Check all that apply

O American Indian or Alaska Native
O Asian or Asian American

O Black or African American

O Hispanic/Latina/e/o

O Middle Eastern or North African
O White
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A Other:
O LGBTQIA+

O Veteran
O Woman
O Prefer not to say

Returning citizen (required): Is any owner of the business a returning citizen (someone who has
previously been incarcerated or convicted of a crime)?

O Yes
O No

BDC asks this question for its reporting on efforts to support returning citizens. Your answer is not a
barrier to eligibility, and applicants with a criminal history are encouraged to apply.

Years in Operation: (Total Years): (At Project Address): (O Not Open Yet
Current # of Employees, not counting owners (positions of 30 or more hours per week count as 1;
positions under 30 hours count as 0.5):

Current or planned hours of operation:

Average annual gross revenue over the last three (3) years, or over the full years in operation (enter
N/Aif not yet open): $
O | certify that the figure above is below $3,000,000 and includes the revenue of any affiliated
businesses under common ownership

O I certify that the business is current on its City, State, and federal tax obligations. BDC may
request documentation to confirm this.

Is the project location a first-floor, street-facing commercial space?
O Yes

O The project includes first-floor, street-facing space and additional space on another floor

O No (the project is not eligible; please contact your BDC representative)

Business Description:

Briefly describe the business, including products/ services offered and customers served.
Example: “Neighborhood café serving coffee, pastries, and light lunches to residents and nearby
office workers.” Your business plan summary should cover this in more detail.
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Project Information

Corridor impact

Describe how this project will benefit the commercial corridor around it. Useful things to address:
whether it activates a vacant or underused storefront, what it adds that the corridor currently lacks,
how it complements the existing business mix, and how it will draw customers to the block.

Exterior and outdoor work

Some exterior and outdoor work may be better suited to another BDC grant. These questions help
your BDC representative identify that early.

Does your scope of work include facade renovations or signage (for example, storefront
windows and doors, exterior painting, awnings, or exterior signs)?

Facade and signage work can be covered by the CTIG or by a Fagade Improvement Grant (FIG). If
your project qualifies for both, this application covers both, and BDC will issue a separate FIG
award and agreement. No second application is needed.

O Yes

O No

If yes, briefly describe:

Does your scope of work include improvements to the outdoor spaces adjacent to your
property (for example, patios, outdoor seating, sidewalk improvements, planters, or lighting)?
Outdoor improvements are not covered by the CTIG. If your project includes this kind of work, it
may be eligible for an Outdoor Spaces Grant (OSG), which requires its own application. Your BDC
representative can help.

O Yes

O No

If yes, briefly describe:
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Job creation

CTIG applicants must commit to creating at least two (2) new permanent jobs, measured as full-
time equivalents (FTEs), at the project location within twelve (12) months of the date on the formal
closeout letter. A position of 30 or more hours per week counts as one FTE, and a position of fewer
than 30 hours per week counts as 0.5 FTE. Jobs held by owners of the business do not count, and
new jobs are measured against the current number of employees you report above. Grantees must
make documented best efforts to hire Baltimore City residents, including by listing openings with
the Mayor's Office of Employment Development (MOED) through the Employ Baltimore program.

O I commit to creating at least two (2) new full-time equivalent (FTE) jobs at the project location

Positions you expect to hire and their expected wages:

How you plan to recruit and hire Baltimore City residents:

Community benefit

Every CTIG applicant must commit to an activity that provides a benefit to the community. You may
propose any benefit that fits your business and your corridor. Examples include workforce
development or training opportunities for city residents, contracting with or sourcing from
Baltimore City MBEs, local small businesses, or local makers, active participation in your Main
Street organization, BID, or RBDL, sponsoring community events, paying all employees a living
wage as determined by the Baltimore City Wage Commission, hosting YouthWorks placements,
making your space available at no cost to community groups, or, for food businesses, accepting
SNAP and WIC and stocking fresh produce. BDC welcomes other ideas.

Describe the community benefit you are committing to:

CTIG grantees report on their community benefit in a short annual report for three (3) years after
closeout.

Equitable access (optional)

BDC seeks to direct CTIG funds to businesses and neighborhoods that have had less access to
capital and investment. These questions are optional and are considered as part of application
review.

O This is my first business
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O I applied for conventional bank financing for this project in the last 24 months and was declined
O I live in the neighborhood my business serves

O None of the above, or prefer not to say

Proposed Scope of Work & Cost Details

Estimated Total Project Cost: $
Grant amount requested: $

CTIG PROJECT BUDGET: Your BDC representative will provide the CTIG Project Budget, which
must be completed and submitted with this application. The Scope of Work & Costs tab lists each
component of the proposed work, the estimate it corresponds to, and whether it is a hard or soft
cost, so BDC can confirm that soft costs stay within the limits in the Terms & Conditions. The
Sources & Uses tab shows how the full project cost will be paid for, with evidence for each source
of funds attached.

Signatures

All required parties must review and sign below.

Certification and Acknowledgment: By signing below, the undersigned certify that they have read
and understood the Baltimore Development Corporation’s Commercial Tenant Improvement Grant
(CTIG) Terms & Conditions (available online at https://baltimoredevelopment.com/business-

support/property-improvement-grants/), agree to comply with all program requirements described

therein, and affirm that all information provided in this application is true and complete to the best
of their knowledge.

The applicant specifically acknowledges the following ongoing requirements, described in full
in the Terms & Conditions:
O At least two (2) new full-time equivalent (FTE) jobs must be created at the project location
within twelve (12) months of the formal closeout letter

O The community benefit committed to above must be carried out, and reported on annually
for three (3) years after closeout

O Equipment funded through the CTIG must remain at the project location for three (3) years
after closeout

O If the business relocates away from the project location within three (3) years of closeout,
BDC may require repayment of all or a portion of the grant (some moves are exempt; see the
Terms & Conditions)
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O Improvements must be maintained in their finished state for seven (7) years or through the
end of the lease term, whichever comes first

O A short annual report must be submitted to BDC for three (3) years after closeout

PROPERTY OWNER (required): | hereby certify that | am the owner of the building and/ or land in
which the proposed CTIG project will be carried out, and that the foregoing applicant, in filing a
CTIG application for approval by BDC, is acting with my knowledge and consent.

Property Owner Signature:

Property Owner Name:

Date:

APPLICANT / BUSINESS OWNER (required): | hereby certify that | am the owner of the business
that will occupy the project location, or an officer authorized to sign on behalf of the applicant
organization; that | will serve as the primary point of contact and grantee for this project; and that
I have read and accept the ongoing requirements listed above.

Applicant Signature:

Applicant Name:

Date:

DESIGNATED PAYEE (required only if a payee is named above): | hereby certify that | am
authorized to receive the CTIG reimbursement on behalf of the applicant, that | have read the
CTIG Terms & Conditions, that | understand the applicant remains the grantee and remains
responsible for all grant requirements, and, if | own the project property, that | have not

recovered, and will not recover, the reimbursed amount from the applicant through rent, fees, or
other charges.

Payee Signature:

Payee Name and
Organization:

Date:
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