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Commercial Tenant Improvement Grant (CTIG) Program
Terms & Conditions Effective October 1, 2026

Program Overview

The Baltimore Development Corporation (BDC) offers the Commercial Tenant Improvement Grant (CTIG) to
help business owners fund interior build-out and improvements to commercial storefront space in Baltimore
City's priority commercial corridors. The program aims to attract, retain, and expand businesses whose
presence strengthens a corridor and the surrounding community, helping them open their doors and stay
open.

The CTIG is a competitive program with limited funds. BDC prioritizes projects that promise a catalytic, lasting
impact on their commercial corridor over those that simply meet the minimum requirements. A strong
application shows how the finished project will strengthen the commercial fabric of the neighborhood it
serves.
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1. Grant Amount
BDC will award matching-funds reimbursement for qualified expenses, up to the following maximums:

e Standard: $70,000

e Owner-Occupied: $80,000, where the applicant both owns the project property and operates a
business at that location (see Owner-Occupancy Award below)
All CTIG awards are structured as a 1:1 match of the applicant's investment, up to the maximum award
amount. For example, an applicant seeking the full $70,000 award must invest at least $140,000 in eligible

project costs. An applicant who invests $80,000 in eligible costs would receive a $40,000 award. A total
eligible project cost of at least $30,000 is required to apply to this grant.

The match may come from any lawful source, including the applicant's own funds, a loan, a landlord
contribution, or funds provided by another organization on the applicant's behalf. Funds from another BDC
grant do not count toward the CTIG match. Where another party is paying project costs, the applicant may
also designate that party to receive the reimbursement, as described in Section 7.

The CTIG is a reimbursement-based grant. Applicants must contract for, complete, and pay for the project
before grant funds are disbursed. Grant funds are reimbursed to the applicant following proof of completion,
proof of payment, and submission of U&O and other required documents, as described in the Reimbursement
section. Because reimbursement follows completion, applicants should be prepared to finance the full project
cost up front.

Owner-Occupancy Award
Where the grant applicant both owns the project property and operates a business at that location, a higher

maximum award of $80,000 applies instead of the standard $70,000 maximum. The 1:1 match ratio and all
other program requirements are unchanged. An applicant qualifies only if they both own the property and
will actively operate the business from the space as its primary place of business. Maintaining a private office,
mailing address, or storage at the property does not qualify.

BDC confirms ownership at grant closeout and confirms business operation through the first annual report
(see Section 11).

Combining the CTIG with Other BDC Grants
A CTIG may be combined with a Facade Improvement Grant (FIG) at the same project location, with the

exception of the Rehabilitation FIG. Where a CTIG is combined with a FIG:

e Each cost may be submitted under one grant only. The applicant and their BDC representative will
assign each item in the scope of work to one grant at the time of application, and the applicant will
show that allocation in the CTIG Project Budget (see Financial Capacity in Section 2).

e Costs assigned to the FIG do not count toward the CTIG minimum eligible project cost, the CTIG
match, or the total project cost used to calculate the CTIG soft cost limit.

e Each grant remains subject to its own Terms & Conditions.
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Where a CTIG is combined with a FIG, the applicant submits a single CTIG application covering the full project.
If both grants are awarded, BDC will issue a separate grant agreement for each, and each grant is reimbursed
and closed out under its own agreement.

Repeat Applications
An applicant that has received a CTIG award may reapply no sooner than three (3) years after the date on the

formal closeout letter of its previous CTIG project. Each award is subject to the availability of program funds
and the competitive review described in Section 8.

2. Applicant Eligibility

Eligible Applicants

The CTIG applicant must be the owner of the business that will occupy the project location. Where the
applicant is both the business owner and the property owner, the applicant may apply in that combined
capacity and will be eligible for the Owner-Occupancy Award described in Section 1. A property owner who
does not own the business operating at the location is not eligible to apply. Where the applicant is a nonprofit
organization in an eligible category (see Section 4), the applicant must be the organization that will occupy
and operate the project location, and the space must be open to the public.

e The applicant must have site control of the commercial location in an eligible corridor. Site control
includes an active lease or deed.

e A Letter of Intent (LOI) will be accepted for the application. Where an applicant applies with an LOI,
the applicant must deliver a fully executed lease to BDC within ninety (90) days of the date of the
award letter. BDC may countersign the CTIG Agreement before the executed lease is received, but no
grant funds will be reimbursed until BDC has received the lease. Any work performed before an
executed lease is delivered is at the applicant's own risk. If no executed lease is delivered within
ninety (90) days, BDC may cancel the award unless it has extended the deadline in writing.

® A lease must have at least three (3) years remaining in its term as of the date of the award letter or,
where the applicant applied with an LOI, as of the date the executed lease is delivered to BDC.
Renewal options that the applicant may exercise at its own discretion count toward the three (3)
years. This requirement does not apply where the applicant owns the project property.

e The business must operate from a physical storefront and maintain regular, public-facing hours of
operation.

Good Standing and Compliance
Applicants must be in good standing with the State of Maryland and current on all applicable Baltimore

City, Maryland, and federal tax and regulatory obligations, including obligations to the Baltimore City
Department of Finance, the Maryland Department of Labor, and the Internal Revenue Service.

As part of the application review, BDC will verify the following:
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Good standing with the State of Maryland, confirmed through the Maryland Business Express entity
search. Applicants can check their standing with the State of Maryland at any time using this link:
https://egov.maryland.gov/BusinessExpress/EntitySearch

Current Baltimore City tax status, confirmed by a lien certificate that BDC will order from the City for
the project property.

Applicants will attest to their compliance as part of the application.

NOTE: Businesses not currently located in Baltimore City may not need to demonstrate compliance at the time

of application, but will be required to demonstrate compliance prior to the disbursement of funds.

Additional Eligibility Requirements

Minimum Investment: The project must have a total eligible cost of at least $30,000.

Job Creation: Applicants must commit to creating at least two (2) new permanent jobs at the project
location within twelve (12) months of the date on the formal closeout letter, with a commitment to
hire Baltimore City residents. Grantees report on job creation in their first annual report (see Section
11), and BDC may request payroll records to confirm.

Revenue Cap: If an existing business, the applicant's average annual gross revenue over the last three
(3) years must be below $3,000,000. For businesses operating fewer than three (3) years, the average
is based on the full years available. Revenue of affiliated businesses under common ownership is
counted together. Applicants attest to their revenue in the application, and BDC may request tax
returns or financial statements to confirm it before an award is made.

Financial Capacity: Because the CTIG is reimbursement-based, applicants must show that they can
finance the full project cost up front. Applicants must submit the CTIG Project Budget, which shows
the full project cost and how it will be paid for, with evidence for each source of funds listed, such as
a bank statement, loan commitment letter, or line of credit. Applicants combining the CTIG with a FIG
must also show in the CTIG Project Budget which costs are assigned to each grant. Where another
party will pay project costs on the applicant's behalf, list that party as a source of funds and see
Designating Another Party to Receive Reimbursement in Section 7.

o NOTE: The CTIG Project Budget is a BDC-provided worksheet, and applicants must use it.

Community Benefit: Applicants must commit to an activity that provides a benefit to the community
as part of the application. Applicants may propose any benefit that fits their business and their
corridor. The following are examples only, and BDC welcomes other ideas:

o Develop or participate in a workforce development program offering Baltimore City residents
training or employment opportunities;

o Contract with or source from Baltimore City-certified Minority Business Enterprises (MBEs),
local small businesses, or Baltimore City-based suppliers, producers, or makers;

O Participate actively in the applicable Main Street organization, BID, or RBDL programming,
including corridor events, merchant association meetings, or community engagement
initiatives;
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O Sponsor community events, financially or in kind;

o Pay all employees at least the living wage rate set by the Baltimore City Wage Commission
within the Office of Equity and Civil Rights;

O Host YouthWorks summer placements;
O Make the space available at no cost to community groups for meetings or events; or

O For food businesses, accept SNAP and WIC and stock fresh produce.

NOTE: CTIG awardees will be required to report on their progress/ activity related to their chosen community
benefit after the grant has been awarded (see Section 11).

Ineligible Applicants
The CTIG program is only available to business owners as described above. The following are NOT eligible for
this program:

e Any owner-occupied project property that is actively listed for sale

e Any applicant who has previously received a CTIG or other BDC property improvement grant but has
not maintained the improvements in good repair, as required

e Any applicant that is past due, delinquent, or otherwise not current on obligations for a prior BDC
grant, loan, or other program, until those obligations are brought current (see Reporting section)

e Any applicant that has received a CTIG award within the past three (3) years, measured from the
closeout letter date of its most recent CTIG award (see Repeat Applications in Section 1)

NOTE: The CTIG program cannot be used for properties or improvements that are not in compliance with
applicable zoning laws and urban renewal plans, unless the project brings the property into compliance.

3. Eligible Locations

The CTIG is designed to concentrate investment in Baltimore City's commercial corridors, where the City and
State are already directing revitalization resources. Aligning the program's geography with these established
priority areas keeps CTIG dollars focused where a coordinated investment strategy will have the greatest
corridor-level impact. Eligible locations must fall within one or more of the following:
e Baltimore Main Street Districts
e BDC Commercial District Assessment (CDA) Areas
® Business Improvement Districts (BIDs)
e Retail Business District License areas (RBDLs)
e Commercial corridors* within any of the following:
O the Baltimore Vacants Reinvestment Initiative (BVRI) priority areas
o the State DHCD's Baltimore Regional Neighborhood Initiative (BRNI) districts

O State-designated Arts Districts in Baltimore
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To confirm whether a specific property falls within an eligible corridor, use the CTIG eligibility map, linked on
the CTIG Webpage: https://baltimoredevelopment.com/business-support/property-improvement-grants/

NOTE: Properties located outside of, but within approximately one block of, an eligible area may be
considered at BDC's discretion where the project would directly benefit the adjacent eligible corridor.
Applicants with a property near a boundary should contact a BDC representative before applying or soliciting
estimates. BDC also retains the discretion to grant an exception to these geographic boundaries where a
proposed project is found to have a sufficiently high impact on its local commercial corridor.

*NOTE: Commercial corridors are continuous stretches of commercially zoned properties along one or more
streets. BDC maintains a map of these corridors, informed by zoning and the on-the-ground uses.

4. Eligible Business Types

Applicants may be new or existing businesses and must operate in one of the following categories:

Retail business (sale of goods including home furnishings, apparel, books, art, groceries, specialty
goods, and general merchandise to consumers);

Food and beverage business (full-service restaurants, bakeries, coffee shops, specialty food retailers,
bars, breweries, fresh food markets, and food halls);

Health and wellness business (health services, pharmacies, fitness studios, and personal care);

Childcare or family services business (child and elder care, family enrichment, youth development,
and educational services);

Arts and humanities nonprofit (galleries, performance venues, maker spaces, and cultural
institutions); or

Neighborhood services (laundry, repair, pet services, co-working, and other services that strengthen
corridor foot traffic).

This is not an exhaustive list. BDC may consider other business types that demonstrably serve corridor vitality

goals.

Complementary business mix: During application review, BDC staff will give additional consideration to

businesses that complement and enhance the existing business mix in the area. The program aims to support

a healthy diversity of businesses along each corridor rather than encourage undue competition among

similar establishments.

Ineligible Business Types
The following business types are not eligible to receive a grant under the Program:

Adult entertainment establishments
Auto-body repair shops
Banks and financial services firms

Construction, general contracting, architecture, or design-build firms
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E-commerce-only businesses (no physical storefront)

Home-based businesses

Hotels or lodging businesses

Nightclubs that do not serve food

Real estate development, property management, or brokerage firms
Check cashing, payday lending, or title loan businesses

Tobacco or vape shops

Liquor stores that do not also function as a grocery or convenience store providing fresh food access

5. Use of Funds
Eligible Uses of Grant Funds

Hard Costs:

e Build-out of new or vacant commercial space;

e Mechanical, electrical, and plumbing systems serving the commercial space;

e Interior and exterior renovations, including facade improvements, storefront enhancements, signage,
and ADA accessibility improvements;

e Purchase and installation of commercial equipment essential to the operation of the business at the
project location (for example, kitchen and refrigeration equipment, salon or barber stations, fitness
equipment), whether or not permanently attached;

e Installation of security infrastructure (cameras, lighting, access control).

Soft Costs (limited to 35% of the total project cost):

Architectural and design services (limited to 15% of the total project cost; see Section 7);
Point-of-sale and inventory management hardware and software;

Marketing tied to the opening of the project location, limited to printed materials, photography,
signage design, and website development;

Purchase and installation of movable furniture, fixtures, and décor;
E-commerce systems that support existing brick-and-mortar operations; and

Workforce training or professional development costs not eligible for support through other
workforce programs.

NOTE: Soft costs may not exceed 35% of the total project cost. This limit is measured against the full cost of
the project, not against the grant award amount. Architectural and design services count toward this limit.

EXAMPLE: An applicant plans a $100,000 project that includes 545,000 in soft costs. Because soft costs are
capped at 35% of the total project cost, only $35,000 of those soft costs are eligible, and the other 510,000 is
not counted. The applicant's eligible costs are 590,000, so at a 1:1 match, the grant award would be

545,000. The applicant is responsible for the remaining $55,000.
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NOTE: Equipment funded through the CTIG must remain at the project location for three (3) years from the
date on the formal closeout letter. Grantees must provide an itemized list of funded equipment at closeout.

Roof, Structural, and Deferred Maintenance Work
Roof work, structural repairs, and deferred maintenance are the property owner's responsibility and are not

eligible costs for applicants who lease their space. Where the applicant owns and occupies the project
property (see Owner-Occupancy Award in Section 1), these costs are eligible, limited to 50% of the total
project cost. The First-Floor Activation Requirement below still applies.

First-Floor Activation Requirement
Every CTIG project must include the activation of first-floor, street-facing commercial space. Second-floor

improvements are eligible only when the project also includes a qualifying first-floor activation. A project
limited to the second-floor space is not eligible.

6. Ineligible Uses of Grant Funds

Grant funds may not be used for recurring operational costs, including but not limited to rent, payroll,
utilities, or debt service. The following are ineligible and will not count toward the matching-funds
requirement:

e Recurring operational costs (rent, payroll, utilities, debt service)

e Permit fees

® Insurance

e Unapproved changes to the approved scope of work

e Roof work, structural repairs, and deferred maintenance, except for owner-occupied properties as
described in Section 5

e Exterior roll-down security doors (must be see-through)

e Electronic scroll signs

e Lightbox (back-lit) signs

e Banners or vinyl signs

e Barbed wire

e Non-ornamental flood lighting

e Window-mounted LED lights

e Improvements to residential space, including upper-floor residential units.

NOTE: An applicant may proceed with ineligible items at their own cost without jeopardizing the CTIG for
other eligible work. Ineligible costs simply will not count toward the grant or the matching-funds
requirement.

NOTE: Improvements that conflict with the zoning code or the area's Urban Renewal Plan (URP) may render
your project ineligible, and the removal of those items might be required for program eligibility. Your BDC
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representative can help you determine whether zoning or a URP will disqualify any elements in your scope of

work.

More info on Baltimore's URPs can be found here: https://planning.baltimorecity.gov/planning-plans/urban-

renewal

Work Performed Prior to Grant Approval

IMPORTANT: Beginning work before approval is strongly discouraged. Submitting an application creates no
promise, guarantee, or expectation of an award. The CTIG is competitive, and many applications are not

funded. Any work you perform, or money you spend, before you receive a written award is undertaken

entirely at your own risk. If your application is not approved, BDC will not reimburse any costs, and costs

incurred early will have no value to you under this program.

BDC strongly recommends that applicants not begin work until they have received an award letter and

returned the signed CTIG Agreement. BDC also recognizes that some businesses cannot wait for a quarterly

award decision before beginning work. The following rules apply to any work performed before the date of

the award letter:

Not reimbursable. Work performed and costs incurred before the date of the award letter are not
eligible for direct reimbursement. The only exception is architectural and design services, as
described in Section 7.

May count toward the match. Eligible work that is paid for and performed during the period
beginning six (6) months before the application date and ending on the date of the award letter may
count toward the applicant's required 1:1 match, provided it meets all eligibility requirements in
these Terms & Conditions. These costs reduce the amount the applicant must invest after approval to
satisfy the match, but they are never repaid to the applicant.

Limit on the award. The award cannot exceed the applicant's eligible costs incurred after the date of
the award letter, plus any eligible pre-approval architectural and design costs described in Section 7.
Pre-approval costs can reduce what the applicant still has to invest, but they cannot increase the
amount BDC reimburses.

Documentation. Because this work was not bid or reviewed in advance, the two-estimate
requirement in Section 7 does not apply to it. Instead, the applicant must provide an itemized invoice,
proof of payment that meets the standard in the Reimbursement section, and evidence of when the
work was performed, such as an issued permit or dated photographs. The work must have been
properly permitted and performed by licensed contractors. BDC will review these costs for
reasonableness based on known costs of similar work and may exclude any cost it cannot verify.

Risk of scope changes. BDC reviews every application for design, scope, and eligibility, and often
requires changes before approval. Work completed before that review may not be approved as part
of the project, and the applicant may need to revise or redo it at their own cost through change
orders with their contractor to be eligible for awards.
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e |f you must begin early. Limit early work to items that are unlikely to be affected by BDC's review,
such as electrical, plumbing, and mechanical systems and back-of-house build-out. Hold customer-
facing finishes, storefront work, and signage until the application is approved.

EXAMPLE: A business owner spends 540,000 on eligible electrical and HVAC work in March, then applies for
a CTIG in June. Because the work was paid for and completed within six months before applying, the 540,000
can count toward her match. If approved for the full 570,000 award, she must reach 5140,000 in total
eligible investment, so she needs to invest $100,000 more after approval. The early 540,000 counts toward
her match but is never repaid directly; only post-approval costs are reimbursed.

EXAMPLE: A business owner spends 5100,000 on eligible work before approval and 540,000 after. Her total
eligible investment is $140,000, which would otherwise support the full 570,000 award. Because only post-
approval costs can be reimbursed, her award is limited to 5$40,000.

7. Project Requirements & Compliance

Site Visits
A site visit with your assigned BDC representative is required before an application can be submitted.

It is strongly recommended that this visit happen before an applicant solicits contractor estimates.
Conversations with the BDC representative often clarify or adjust the eligible scope of work, and fewer
estimate revisions mean less time spent getting valid quotes from contractors.

Estimates
Number of quotes required

Each aspect of the project must have two (2) separate quotes from licensed professionals that are in good
standing with the State of Maryland and not affiliated with the applicant. For example, if a project were to
include electrical work, carpentry, and signage, applicants must procure:

e Two (2) estimates from general contractors capable of handling all of the work,

OR
e Two (2) estimates for each component of the work (e.g., two for electrical, two for carpentry, two for
signage).
e The purchase of readily available retail products (such as furniture, fixtures, and standard equipment)

requires only one (1) quote, as these are sold at a publicly known market price.

e Work performed before approval is documented differently. See Work Performed Prior to Grant
Approval in Section 6.

How the award is calculated

The applicant may use any licensed contractor; however, the final grant reimbursement amount will be based
on the lowest bids for each project component. Grant awards will not be increased if the proof of payment
submitted during the grant closeout exceeds the lowest estimate provided in the application, unless the BDC
approves, in writing, a change in scope during the grant.

10
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e Applicants are required to request itemized estimates from contractors as they solicit bids. Itemized
estimates allow BDC to identify eligible and ineligible costs and to calculate the award accurately.

Who may bid

e All contractors, sign fabricators, and tradespeople must hold the proper licensure for their business or
trade for their bid to be considered.

e Applicants who are licensed contractors may bid on and perform the work, but two additional quotes
from licensed contractors not affiliated with the applicant are still required.

Self-Performance of Work

Applicants who choose to self-perform any work under this grant may not count the cost or value of their
own time and labor as an eligible or reimbursable expense. They can, however, submit the cost of materials
for reimbursement. See ‘Estimates’ section above for more details.

Renderings
Applicants must provide a visual representation of the proposed improvements sufficient to illustrate the

planned changes and their placement. Acceptable materials may be professional design and architectural
renderings, but can also include hand-drawn sketches, annotated photographs, or other visual tools.
Renderings do not need to be professionally created, but they must clearly convey the scope, design intent,
and location of the proposed work so that BDC can accurately assess the project.

Business Plan

Every applicant must submit a business plan summary with the application. BDC uses it to understand the
business that will occupy the space and to evaluate the project against the review considerations in Section 8.
The summary should describe the business concept and target customers, planned hours of operation,
staffing and hiring plans, and the projected opening date or, for an existing business, how the project will
change its operations. BDC provides a business plan template. Applicants who already have a business plan
may submit it instead of the template, provided it covers the same information.

Applicants who do not yet have a business plan should contact their BDC representative early. BDC may be
able to connect the applicant with technical assistance to help develop one, but this takes time and cannot be
arranged close to an application deadline.

Architectural/Design Services
e Architectural and design services are a valid expense but must not exceed 15% of the total project
cost, and they count toward the 35% soft cost limit described in Section 5.

e Only one estimate for architectural/design services is required.

e Ifthe CTIG application is approved, architectural and design costs incurred before the date of approval
may still be reimbursed. Architectural and design services are the only pre-approval costs eligible for
direct reimbursement; all other pre-approval work may count toward the match but is not
reimbursable, as described in Section 6. To be reimbursable, these costs must have been incurred
within twelve (12) months before the application date.

11
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Timeframe
IT IS RECOMMENDED THAT YOU DO NOT BEGIN WORK PRIOR TO APPROVAL. Work completed prior to the
grant award is not eligible for direct reimbursement. See Work Performed Prior to Grant Approval in Section

6 for more details.

e Conditional awards: Where an applicant applied with a Letter of Intent in lieu of an executed lease
for site control, the award is conditional on delivery of a fully executed lease within ninety (90) days
of the date of the award letter, and no grant funds will be reimbursed until it is received, as described
in Section 2.

e CTIG Agreement: The grantee must sign and return the CTIG Agreement to BDC within two (2) weeks
of the date of the award letter. If the signed agreement is not received within that period, BDC may
cancel the award unless it has extended the deadline in writing.

e Award period: The award letter establishes a period of performance of one (1) year from the date of
the award letter. All grant activities must be completed within this period unless an extension is
granted in writing.

e Extensions: BDC may grant extensions totaling up to one (1) additional year, for a maximum period of
performance of two (2) years. Extensions are not automatic (see Extension Requests below).

Extension Requests

BDC must receive all extension requests in writing (e-mail is acceptable). Approved extensions are issued by a
letter, sent by email, that the grantee must sign and return for the extension to take effect. To be considered,
an extension request must be justified and delays explained; grantees must demonstrate that the project is
actively progressing toward completion. BDC will not extend a project indefinitely. BDC reserves the right to
terminate a grant without payment if it has not been completed within two (2) years of the date of the
award letter.

Change in Project Proposal

e BDC must approve all changes to an approved scope of work PRIOR to those changes being
undertaken.

e Changes that reduce the project scope and cost will reduce the grant amount.

e Changes that expand the scope of work may increase the grant amount up to the maximum award
amount, subject to BDC's review and approval of the expanded scope.

e If changes to the scope of work are performed without BDC approval, BDC reserves the right to

terminate the grant in its entirety.

Maintenance of Improvements

As part of the grant acceptance process, the applicant agrees to maintain all improvements made in
accordance with the approved plans in their finished state for a period of seven (7) years following the date
on the formal closeout letter, or through the end of the applicant's lease term, whichever occurs first.
Equipment funded through the CTIG is subject to the three (3) year requirement described in Section 5.

12
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Business Closure or Relocation
The CTIG is an investment in a business at a specific location. If a grantee relocates the business away from

the project location within three (3) years of the date on the formal closeout letter, BDC may require the
grantee to repay all or a portion of the grant funds. BDC will not seek repayment of grant funds solely
because a business has closed and ceased operating.

Permitting and Code Requirements

e Contractors must secure required building permits and minor privilege permits (if necessary) and
complete the project in accordance with all applicable codes, ordinances, and standard engineering
practices.

e Contractors must be properly registered, licensed, insured, and pass a debarment check as required
by law.

e Approval of a CTIG by BDC does not replace or imply approval from other City agencies. Applicants
and their contractors are solely responsible for obtaining all necessary permits and ensuring full
compliance with local codes and regulations prior to commencing work.

| NOTE: Permit fees are NOT eligible for reimbursement.

Use & Occupancy Permit and Lease Requirement
A Use & Occupancy (U&O) permit for the improved commercial space is required before any reimbursement

is issued. If a U&O permit is not in place at the time of application, it must be presented prior to
reimbursement. Where the applicant occupies the space under a lease, a fully executed lease must also be in
place before reimbursement.

The business does not need to be open and operating at the time of reimbursement. BDC recognizes that
many businesses need grant funds in hand to complete their build-out and open, so reimbursement is tied to
project completion, the U&O permit, and the executed lease (if applicable), not to the business having
commenced operations.

Business Signage
Permanent business signage must be present at the project location upon project completion, even if signage

is not part of the approved CTIG scope of work. A project location without installed business signage at
completion will not be eligible for reimbursement.

Signage and other facade work may be covered under the CTIG as eligible costs. Alternatively, applicants may
stack the CTIG with a BDC Fagade Improvement Grant (FIG) and use the FIG to cover facade and signage work
as needed. Either approach is acceptable, but permanent signage must be in place at completion regardless
of which grant funds it.

Reimbursement
To qualify for reimbursement, grantees must submit the following to their BDC Representative:

e A completed Reimbursement Request Form, provided by the BDC Representative;
® At least five (5) photos of the completed work that show the entire improvement;
e For projects that include CTIG-funded equipment, an itemized list of that equipment (see Section 5);

e Avalid Use & Occupancy permit and, if applicable, a fully executed lease; and
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e Copies of ALL payments to contractors and vendors, whether or not the work is reimbursable. BDC
uses these to confirm the total investment in the project. Proof of payment must show the name of
the applicant, the vendor name, and the date of payment.

Acceptable proof of payment:

e A cashed check obtained from the applicant's bank. The payee should match the estimates included
with the application or be accompanied by the associated invoice

e An invoice marked paid, accompanied by corroborating proof of payment (a cashed check, bank
statement, or credit card statement showing the transaction). Private information, such as account
numbers or unrelated expenses, may be redacted from statements, but identifying information, such
as the applicant/business name, the vendor's name, and the date and amount of the purchase, must
be visible. An invoice marked paid on its own is not sufficient

e Areceipt that itemizes the products purchased and the amounts paid and shows the vendor and the
date of purchase.

NOTE: Payments must be attributable to the applicant. Payments made by a related entity, parent
organization, or individual other than the applicant must be reconciled against the applicant's W-9 or
supporting documentation before reimbursement.

Where the applicant has designated another party to receive reimbursement under a Payment Designation
Addendum, payments made by that party on the applicant's behalf are treated as the applicant's payments
and must be documented to the same standard.

NOTE: If the final project cost is lower than the project cost provided to BDC at the time of application and
approval, BDC will reduce the grant amount to maintain the required 1:1 matching ratio.

Designating Another Party to Receive Reimbursement

The applicant is the grantee and remains responsible for every requirement of the grant, including job
creation, the community benefit commitment, reporting, maintenance, and the equipment and relocation
terms. An applicant may, however, designate another party to receive the reimbursement, for example a
nonprofit partner, a community organization, or a property owner that is paying project costs on the
applicant's behalf. Funds provided by the designated party toward project costs count toward the applicant's
match, as described in Section 1.

To do this, the applicant indicates the designation on the application and signs a Payment Designation
Addendum along with the CTIG Agreement. The designated party must sign the addendum and provide a
Form W-9. Payments that party makes on the applicant's behalf count as the applicant's payments and must
be documented to the same standard described above. Payment to the designated party fully discharges
BDC's payment obligation for the grant, and the applicant may revoke the designation in writing at any time
before reimbursement is issued.

Applicants in a Baltimore City Historic District (CHAP)
Applicants within a designated CHAP Historic District must obtain an Authorization to Proceed from CHAP

before commencing work, and the scope of work must comply with CHAP's rules, regulations, and design
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guidance. You do not need to obtain this approval before applying, as the scope of work may change pending
BDC's review. More information: https://chap.baltimorecity.gov/applications-procedures-guidelines

A list of Baltimore City CHAP Districts can be found here: https://chap.baltimorecity.gov/historic-

districts/maps

CHAP Rules & Regulations and Design Guidelines can be found here: https://chap.baltimorecity.gov/rules-

regulations-and-design-guidelines

Applicants in a Baltimore City Main Street district or a state-designated Arts District
Projects in Baltimore's Main Street areas or Arts Districts that include exterior or storefront elements may

need to be submitted to the local Main Street or Arts District Design Review Committee. A BDC staff person
will advise. More information about the Baltimore Main Streets program can be found here: https://smba-
d.baltimorecity.gov/mwboo/baltimore-main-streets, and the contact information for the Arts District

management entity can be found here: https://data.imap.maryland.gov/datasets/maryland-incentive-zones-

arts-and-entertainment-districts/explore?location

8. Award Cycle & Competitive Selection

The CTIG is a competitive grant. Awards are made on a quarterly basis. Applications are accepted on a rolling
basis, and the application deadline is the end of each calendar quarter. Awards for a given quarter's
applications are made by the end of the first month of the following quarter.

Application Review Considerations

CTIG applications are reviewed by an internal committee. Meeting the eligibility requirements does not
guarantee an award. Because the program is competitive and funds are limited, BDC weighs each application
on the impact it will have on its commercial corridor and the surrounding community. The following measures
carry particular weight:

e Design and character: Proposed designs should enhance and complement the principal or historic
design character of the surrounding corridor. A project is in harmony with its corridor when its
materials, storefront proportions, signage, and color palette are consistent with the established or
historic character of the block rather than working against it. BDC gives greater weight to designs that
raise the quality of the streetscape and strengthen the corridor's visual and architectural coherence,
and less weight to designs that are generic, temporary in character, or in conflict with the
surrounding buildings. For additional guidance, please refer to the Property Improvement Inspiration
document linked here: Property Improvement Inspiration Guide

e Corridor impact: BDC considers the project's overall contribution to the corridor, including its
community benefit, its economic benefit, and how well it fits the existing business mix. A higher-
impact project typically does more than one of the following: it activates a vacant or underused
storefront, introduces a use the corridor lacks, draws foot traffic that supports neighboring
businesses, anchors further investment on the block, employs local residents, or engages actively
with the surrounding community. BDC gives greater weight to projects that add a needed use and
support a healthy diversity of businesses, and less weight to those that duplicate nearby offerings or
introduce undue competition.
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o Demonstrated community support: Applications are not required to include evidence of community
engagement, but such evidence is viewed favorably. Letters of support from neighbors, community
organizations, or other local entities, and memoranda of understanding or letters of intent describing
how the business plans to work meaningfully with those groups, all signal that the business is
invested in its corridor and its neighbors. BDC gives greater weight to projects that show this kind of
engagement, though its absence does not disqualify an application.

e Equitable access: BDC seeks to direct CTIG funds to businesses and neighborhoods that have had less
access to capital and investment. BDC gives greater weight to projects in low- and moderate-income
neighborhoods or in corridors that have seen limited public or private investment, and to applicants
who have faced barriers to financing, such as first-time business owners, owners without access to
conventional bank credit, and owners who live in the neighborhood their business serves.

Applicants are encouraged to discuss any part of these considerations with BDC staff before or during the
application process. An early conversation can help shape a stronger project and application.
Each applicant must demonstrate its ability to carry out the proposed project. BDC evaluates complete

applications against the goals of the Program, BDC's strategic priorities, corridor-level fit, and available
resources. Because funds are limited, BDC prioritizes projects that demonstrate the greatest potential to
strengthen and activate their commercial corridor and deliver the greatest community impact, rather than
those that merely meet the program requirements. Based on the internal review, the President & CEO of BDC
makes the final funding decision. Final determinations on awards and funding cannot be appealed.

9. Application

To begin the process, request an application through BDC's website:
https://baltimoredevelopment.com/business-support/property-improvement-grants/. Please note that you

must meet onsite with a BDC representative regarding your project before submitting an application, and
that work completed before an application's approval is NOT eligible for direct reimbursement.

Application Submission Checklist (For Applicant Use)
Applications must include the following. All attachments must be submitted in the format specified by BDC

and clearly labeled.
e Completed application (including signature of the applicant and property owner and, if a payee is
designated, that party);
e Active Maryland Business License or Certificate of Organization/Formation filed with SDAT;
e For nonprofit applicants, IRS determination letter;

e Form W-9 for the applicant and, if reimbursement will be issued to a party other than the applicant
under a Payment Designation Addendum, a Form W-9 for that party as well;

e Business plan summary, using the BDC-provided template or the applicant's own business plan if it
covers the same information (see Business Plan in Section 7);

® At least five (5) pictures of the project location in its current state that show all areas included in the
scope of work, interior and exterior (your BDC representative may request more as needed to
properly show the project location);
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e Conceptual drawings, renderings, or plans of the proposed work;

e Two (2) contractor estimates for any/all work to be performed, one (1) estimate per retail item, and
one (1) proposal for architectural/design services, if applicable;

e Executed lease, deed, or a letter of intent signed by both the landlord and the applicant that states
the proposed lease term, evidencing site control;

e CTIG Project Budget (BDC-provided worksheet), with evidence for each source of funds and, if
combining the CTIG with a FIG, the allocation of costs between grants (see Financial Capacity in
Section 2);

e For any work performed before the application date that the applicant wants counted toward the
match, the documentation described in Section 6;

e Avalid U&OQ, if available; and

e Arrest and Conviction Statement (BDC-provided form). Applicants with a criminal history are
encouraged to apply; it is not a barrier to eligibility.

Applicants may also include letters of support, memoranda of understanding with community organizations,

or other documentation they think will support their application.

NOTE: As part of the application review, BDC will verify the applicant's good standing with the State of
Maryland through the Maryland Business Express entity search and will confirm the applicant's Baltimore
City tax status by ordering a lien certificate for the project property. Applicants do not need to submit these
items themselves.

If an application is approved, BDC will send the applicant a CTIG award letter and CTIG Agreement. The
grantee must sign and return the CTIG Agreement to BDC prior to commencing any work. Where the
applicant applied with a Letter of Intent, a fully executed lease must be delivered within ninety (90) days of
the date of the award letter, and no grant funds will be reimbursed until it is received (see Section 2).

10. Closeout

If your project is awarded a CTIG, you will need to submit the following during the closeout process. Keep
these requirements in mind as you complete your project:
® At least five (5) after photos that show the entire completed scope of work;
e Avalid Use & Occupancy permit for the improved space and, if applicable, a fully executed lease;
e For projects that include CTIG-funded equipment, an itemized list of that equipment (see Section 5);
e Copies of ALL payments to contractors and vendors (see the Reimbursement section above), with
corroborating proof of payment as described in the Reimbursement section (an invoice marked paid
must be accompanied by a cashed check, bank statement, or credit card statement);
e Proof of payment that totals the Final Total Project Cost;

e A completed and signed Reimbursement Request Form, available from your BDC representative at
any time.
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Upon BDC's receipt and satisfactory review of all required information and documentation, BDC may, in its
sole discretion, reimburse the grantee for eligible project costs up to the approved grant amount.

11. Reporting

As a condition of the grant, applicants agree to submit a brief annual report to support BDC's recordkeeping
for three (3) years following the date on the formal closeout letter. These reports cover items such as
revenue, foot traffic, and maintenance of the funded improvements, as well as jobs created at the project
location and progress on the grantee's community benefit commitment. Each year, BDC will email grantees a
link to a short web form to complete. The form should take no more than 20 minutes, and completing it each
year is a grant requirement. The obligation to maintain the improvements continues for the full maintenance
period described in Section 7.

Applicants must be current on all obligations, reporting or otherwise, for any prior BDC grant, loan, or other
program to be eligible for future funding. An active BDC loan in good standing does not affect eligibility, but
any past-due, delinquent, or unresolved obligation must be brought current before BDC will approve a new
application.

If a grantee fails to comply with these Terms and Conditions, the award letter, or CTIG Agreement, BDC may
require the grantee repay all or any portion of the grant funds, or take such other action as determined by
BDC in its sole discretion.

12. Appropriation

BDC is authorized to administer the CTIG program and issue CTIGs by virtue of an appropriation approved
through the City's Capital Improvement Program by the Mayor and City Council of Baltimore, a municipal
corporation of the State of Maryland (City). BDC serves as an economic development entity to further the
economic growth of Baltimore City and has experience administering project-based grants and related
compliance, disbursement, monitoring, and reporting functions. Nothing in these Terms and Conditions shall
obligate City or BDC to enter into any particular CTIG or to provide any funding except as expressly approved
by an applicable appropriation and made available in accordance with applicable law. BDC's authority under
the CTIG program is limited to grants approved by an applicable appropriation and available for such purpose.

13. Additional Legal & Compliance Requirements

Employ Baltimore
Notwithstanding any provisions hereof to the contrary, Grantee shall comply with the terms of the Executive

Order dated June 9, 2011 promulgated by Stephanie Rawlings-Blake, Mayor of the City of Baltimore, as
amended from time to time and incorporated herein by reference. This Executive Order implements the
Employ Baltimore Program established by the Mayor’s Office of Employment Development (“MOED”)
designed to create opportunities for businesses that receive City contracts to meet their workforce needs; to
access qualified City job seekers; and to ensure that City dollars contribute to the local economy. For
additional information, please contact MOED at 443-984-3014.
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Minority Business Enterprise/Women’s Business Enterprises
BDC has an interest in and policy of encouraging the equitable utilization of Minority-Owned Businesses

(MBEs) and Women-Owned Businesses (WBEs). Article 5, Subtitle 28 of the Baltimore City Code, as it may be
amended from time to time, is incorporated into this Agreement by reference. In identifying available City-
certified MBEs and WBEs, Grantee is encouraged to use the MBE/WBE Directory available from the Mayor’s
Office of Small and Minority Business Advocacy & Development, (410) 396-4355.

National Labor Relations Act
Notwithstanding any other provisions in this Agreement, Grantee shall comply, or shall cause the parties

performing work on Grantee’s behalf to comply, with the terms of the National Labor Relations Board
Resolution dated June 29, 1994 (if applicable) which states as follows:

e Contractors, subcontractors, and their agents and employees may not engage in unfair labor practices
as defined under The National Labor Relations Act and applicable Federal regulations and State laws.

e Contractors, subcontractors, and their agents may not threaten, harass, intimidate or in any way
impede people employed by them who on their own time exercise their rights to associate, speak,
organize, or petition governmental officials with their grievances.

e If the National Labor Relations Board determines that a contractor, subcontractor, or their agents
have violated the policy set forth in this Resolution, said contractor, or subcontractor will be
disqualified from bidding on City contracts, and if they are currently completing contracts, they will
be found in default of their contracts.
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