City of Portland Bureau of Planning and Sustainability
Community Technology Group Presents:

THE DIGITAL INCLUSION FUND

SMALL BUSINESS DIGITAL TRANSFORMATION GRANT
Deadline for Applications: 11:59pm, April 19, 2024

WELCOME

The City of Portland, through the Bureau of Planning and Sustainability Community
Technology Group (CTG), is launching a funding inifiative in response to community
identified solutions to addressing digital adoption barriers for small businesses.

The CTG’s Small Business Digital Transformation Grant aims to support Portland small
businesses experiencing budget constraints to making the digital transformation leap. The
grant aims to help small businesses in Portland build up their digital infrastructure with
digital systems and tools that enhance efficiency, exposure, and data-driven decision-
making in order to become more competitive in the 21st century marketplace.

Portland’s locally-owned small businesses are the driving force behind the city’s dynamic,
sustainable future economy. As Portland re-envisions its identity post-pandemic, a greater
appreciation for small businesses as the cornerstone to Portland’'s economy and cultural
identity becomes more evident1. Though barriers persist, the continued growth of small
businesses makes Portland a more inclusive place to live and work and inspires household
wealth building. Ensuring that all local entrepreneurs have equal access to resources that
support launching and maintaining a successful business means removing barriers to
participation and competitiveness in the digital marketplace.

Digital transformation can help small businesses in several ways?, including:

. Revenue growth - Small businesses that prioritize digital fransformation can
see revenue growth that's eight times higher than those that don't.
. Flexibility - Digital transformation can help small businesses become more

flexible and faster, allowing them to respond to changes in the market, customers,
and their industry.

. Efficiency increase / cost reduction - Digital fransformation can help
businesses achieve operational efficiency, reduce human error, and free up
resources for more value-added activities. For example, cloud-based accounting
software can automate bookkeeping, reduce errors, and improve financial
reporting. This increased productivity can lead to cost savings and improved
profitability.

1 portland has the largest share of employees who work for small businesses among peer cities. At 28%, it exceeds the
national average and significantly surpasses metros like Salt Lake City or Indianapolis. This reflects Portland’s vibrant
small business ecosystem and relative lack of large anchor employers. “2023 State of Small Businesses” Portland Metro
Chamber, September 2023.

2 "How digitalization will drive the recovery for small businesses." World Economic Forum, January 2023.



. Customer experience improvements - Digital fransformation can help
businesses improve the customer experience.

. Market share growth - Digital platforms or other online channels can
connect small businesses to other market participants by aggregating information
and facilitating transactions.

. Remote work - Cloud-based solutions enable remote work, resulting in
increased flexibility and scalability.
. Result-driven marketing - Small businesses can optimize their processes,

implement result-driven marketing strategies, and ultimately drive higher profits.

The Small Business Digital Transformation Grant offers financial support to small, Portland-
owned businesses, such as retail, manufacturing, and food service operations, to
embrace the digital marketplace. Support for these small businesses will be in the form of
grants to offset the cost of digital hardware and software and the support to use these
fools effectively.

Some of the eligible expenses that can be supported with grant funds are desktop or
laptop computers, card readers and payment processing systems, external hard drives,
networking solutions, cloud storage, high-quality printers, customer relationship
management, inventory management, financial, and marketing software, cybersecurity
solutions, welbsite and social media platforms, and internet service payment assistance
during the project period.

The recipients of the Small Business Digital Transformation Grants will be required to report
on expenses, track business progress/growth, and share lessons learned from their
experiences with their chosen digital fransformation strategies with the Community
Technology Group (CTG).

There is $75,000 total available for this initiative and we anticipate granting $12,500 to six
small businesses. Applicants should be aware that if selected the $12,500 grant may be
subject to taxes and taxes are not a reimbursable expense against grant funds. Grants do
not require repayment, reducing the financial burden on businesses.

Being awarded grant funds does not imply or guarantee future funding.

ELIGIBLE BUSINESSES

To be eligible, the applicant must be a person or entity that operates a small business
within the City of Portland that has a bricks and mortar presence or an established online
presence, or food fruck which maintains consistent hours of operation in Portland.

A director or owner may submit an application for the Small Business Digital Transformation
Grant. Applicants are required to attest and certify that their business meefts all of the
following eligibility criteria:

1. Is aregistered, active, Portland-based for-profit business, whose owner is a Portland
resident.

2. Is a consumer-facing business. Business that are not considered consumer-facing
are those that focus primarily on wholesale trade or sell only to other businesses.
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3. Is a business that has at least one full-time employee that is not a contractor, but
not more than 15 employees.

4. s a business that has generated at least $30,000 but not more than $500,000 in
gross revenues in the most recent tax year.

5. Is a business that respects human rights codes, labor, environment, and anti-
corruption standards, as well as engages exclusively in legal activities.

6. Is not a corporate chain, franchise, brokerage, or multi-level marketing business.

7. lIs not a business that promotes violence, incites hatred or discriminates on the basis
of race, national or ethnic origin, color, religion, sex, age or mental or physical
disability.

The CTG may validate the eligibility criteria by seeking supporting information and
documentation from the applicant at any point in the application process for the grant.

In addition, applicants must:

e commit to maintaining and using the digital technology for at least 1 year after
partficipation in the program.

e consent to participating in follow-up surveys, sharing information with the City, and
having the name of the business published as a recipient of funding.

Selection Process

This grant program is competitive. Applications that meet baseline eligibility
requirements, will move forward in the process to be reviewed by a small selection
committee using an evaluation matrix that includes the following criteria: business size
(employees and gross revenue); minority ownership status; demonstrated need;
innovation and growth potential; and role in the community.

AWARD PROCESS

Timeline

March 28: Grant Application Opens

April 19: Grant Application Deadline,11:59PM

April 20-22: Applications Reviewed for baseline eligibility

April 22-29: Applications reviewed by Selection Committee

April 30: Selection Committee convenes to decide awards

May 1: Applications selected to receive awards announced

May 1-15: Grant Agreement negotiations with selected Applicants
May 16-31: Grant Agreement executed for signature

Reporting Requirements

The recipients of the Small Business Digital Transformation Grants will be required to report
on expenses, frack business progress/growth, and share lessons learned from their
experiences with their chosen digital transformation strategies with the Community
Technology Group.



HOW TO APPLY

The CTG is accepting applications through an online application form*. To access the
online application, please visit cityofportlandgrants.net.

Completed applications must be submitted no later than 11:59pm on April 19, 2024.

*If submitting an online application poses an undue hardship on your organization,
please contact us at connectingportland@portlandoregon.gov or 971-678-3008 to
discuss alternate options.

The online application includes the follow sections:

e Applicant Information
e Proposed Digital Transformation Plan

For more information or to discuss an application, please contact Alonso Melendez,
Digital Equity Coordinator, at 971-678-3008 or send us an email at
connectingportland@portlandoregon.gov.

Thank you for your time and interest.


http://cityofportlandgrants.net/
mailto:connectingportland@portlandoregon.gov
mailto:connectingportland@portlandoregon.gov

SMALL BUSINESS DIGITAL
TRANSFORMATION GRANT
APPLICATION GUIDELINES

BACKGROUND

The City’s Digital Inclusion Fund Small Business Digital Transformation Grant is designed to
provide small business owners with a micro-grant of $12,500 to help with costs related to
adopting digital technologies. By removing the cost barrier to accessing and using digital
technologies, the grant program aims to enhance small business credibility and potential
for success.

GRANT APPLICATION GUIDELINES

Please review this guide to ensure you submit all the required information in your
application for grant funding.

The Grant Application includes the following information fields. All fields are required.
Applicant Information

1. Business Name
Legal name of business and operating name of business if different.

2. Business Locations

Business physical address(es). The applicant must operate a small business with a bricks &
mortar presence or have an established online presence with a home-base operation in
Portland, or food trucks which maintain consistent hours of operation within the City of
Portland. If an online presence, please provide links to online presence in this field.

3. Business Web Address
Web address. Please state “none” if your business does not have an online presence.
4. Number of Years in Business
Total number of years in business:
e Lessthan 1 year
e 1-3years
e 3-5years
e 5-10years

e 10+ years



5. Tax ID Number
Business identification number
6. Is the Business D/M/W/ESB/SDVBE Certified?

The City of Portland promotes the utilization of Disadvantaged, Minority-Owned, Women-
Owned, Emerging Small Businesses, Service Disabled Veterans Business Enterprises
(D/M/W/ESB/SDVBE) confractors and sub-confractors to promote inclusion and a sustained,
vibrant local economy. To learn more about D/M/W/ESB/SDVBE certification, visit the
Business Oregon website or call them at (503) 986-0123.

If yes, provide OR CERT ID.

If no, state NA.
7. Business Tax Entity Type

For example: sole proprietor, partnership, S-corporation, C-corporation, LLC.
8. Business Industry Type

Please explain the type of industry your business operates in. What consumer-facing
services or products does your business provide?

9. Business’s Relationship with Community
Describe the economic/social/cultural role the business plays in the community.

10. Number of Employees

How many employees does the business have? Businesses must have at least one full-fime
employee on payroll that is not a contractor.

11. Business’s Gross Revenues
How much gross revenue did the business generate in 20232
e $30K-$50K
e $50K-$150K
o $150K-$250K
o $250K-$500K
e $500K+
12. Percent of Funding in the Bank

Estimate the percent of funding in the bank to cover operational expenses on an average
monthly basis.

o 0%
o 25%
e 50%


https://www.oregon.gov/biz/programs/cobid/pages/default.aspx

o 75%
e 100%
13. Business Owner’'s Name

Enter first and last name. If more than one owner, list all owner's names.

14. Business Owner’s Email Address

Business owner's email address. If more than one owner, list primary contact’s email
address.

15. Business Owner’'s Phone Number

Business owner’s phone number. If more than one owner, list the primary contact’s phone
number.

Proposed Digital Transformation Plan
16. Business Need

Explain your business need as it relates to digital transformation. What are the primary
barriers to your business adopting new technology?2

17. Proposed Spending Plan Narrative

Every business has its own unique needs when it comes to digital transformation. It's
important to figure out what yours are so that you can ensure your investment is as
impactful as possible.

Please describe the anticipated costs and their role in achieving digital fransformation for
the business. Applicants should describe how the $12,500 grant will be used to support the
business’s digital fransformation. This narrative description of your spending plan should
include your purchase, installation, set up/training, etc. timeline, key personnel involved in
the project and their role, and what technology your business needs and how it will be
used, efc.

Eligible expenses supported with grant funds can include desktop or laptop computers,
card readers and payment processing systems, external hard drives, networking solutions,
cloud storage, high-quality printers, customer relationship management, inventory
management, financial, and marketing software, cybersecurity solutions, website and
social media platforms, and internet service payment assistance during the project
period.

No more than $8,000 of the total grant award can be used to pay a confractor, and only
if the contractor operates an independent business. The grant cannot be used to pay an
employee’s salary. Examples of contractor work supported by grant funds, include:

e Design and launch a website or social media platform for customers

e Integration of and fraining on online inventory and digital payment
processing systems

e Setup and conduct staff fraining to use customer relationship management
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software, inventory management software, financial management software,
etc.

¢ Configuring networking solutions

e Conduct a cybersecurity assessment and implement security solutions

18. Propose Spending Plan Line-ltem Budget

Upload a detailed line-item budget table with corresponding copies of vendor cost
estimates for hardware, software, and services. If selected for grant award, you will have
an opportunity to update your spending plan based on the estimates provided.

19. Measurable Impact

What do you expect to be different for your business because of the digital
transformation? Clearly define the specific business goals and objectives you aim to
achieve from use of the technology.

20. Business Owner Certifies

Business owner certifies all the following are frue:

The business is a registered, active, Portland-based for-profit business, whose
proprietor is a Portland resident.

The business is a consumer-facing business. Business that are not considered
consumer-facing are those that focus primarily on wholesale trade or sell only to
other businesses.

The business is a business that has at least one full-time employee that is not a
contractor, but not more than 15 employees.

The business is a business that has generated at least $30,000 but not more than
$500,000 in gross revenues in the most recent tax year.

The business is a business that respects human rights codes, labor, environment,
and anti-corruption standards, as well as engages exclusively in legal activities.

The business is not a corporate chain, franchise, brokerage, or multi-level marketing
business.

The business is not a business that promotes violence, incites hatred, or discriminates
on the basis of race, national or ethnic origin, color, religion, sex, age or mental or
physical disability.

The business commits to maintaining and using the digital technology for at least 1
year after participation in the program.

The business consents to participating in follow-up surveys, sharing information with
the City, and having the name of the business published as a recipient of funding.

21. Signature of Duly Authorized Representative



For your application to be complete, the form must be e-signed by a Duly Authorized
Business Representative.

Date*
Name*
Title*
Phone*
E-mail*

FRRAFEND APPLICATION**#t#xx

OTHER INFORMATION

Important Public Records Law Notice. The City of Portland (“City”) is subject to Oregon
public records law. Alldocuments and information submitted by applicant to City may
be deemed public records subject to public disclosure pursuant to Oregon public
records law.

Applicant acknowledges by its signature that all documents and information submitted
to City by applicant may be subject to public disclosure upon City's determination that
applicant’s documents or information are subject to disclosure under public records
law, upon an order of the Multnomah County District Attorney, or upon an order of a
court. Applicant is advised to consult applicant’s legal counsel regarding the
applicability of Oregon public records law.

Pre-Award Activities. Applicants are hereby notified that, notwithstanding any oral or
written assurance that they may have received, there is no obligation on the part of the
City to cover pre-award costs.

Final Grant Awards. Applicants are hereby notified that the City is under no obligation to
award any grant funds to an applicant and grant awards are not final until grant
agreements are authorized and signed by both parties. Being invited to apply for grant
funds through the application process does not guarantee an award.

The City reserves the right to revise, suspend, or cancel this application solicitation
process at any time at City's sole discretion.

FOR MORE INFORMATION

For more information or to discuss an application, please contact Alonso Meléndez, Digital
Equity Coordinator, at 971-678-3008 or send us an email at
connectingportland@portlandoregon.gov



mailto:connectingportland@portlandoregon.gov
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