
 

                                      
 

CDBG MICROENTERPRISE GRANT PROGRAM – POLICIES & PROCEDURES MANUAL 

1. Program Overview  
 
1.1 Local Program Context 
 
The Program is administered by the Village of Schaumburg Economic 
Development Department in partnership with Roosevelt University’s Roosevelt 
Incubator for Schaumburg Enterprises (RISE). Participation in and acceptance into 
the RISE program is a prerequisite for receiving grant assistance, consistent with 
Village policy.  
 
1.2 Program Purpose 
 
The Village of Schaumburg is committed to supporting small business owners and entrepreneurs. Through its Community 
Development Block Grant (CDBG) Microenterprise Assistance Grant Program, the Village provides financial assistance and business 
support services to strengthen the local business community. 
 
In partnership with Roosevelt University, the Roosevelt Incubator for Schaumburg Enterprises (RISE) supports businesses in starting, 
stabilizing, expanding, and succeeding. The Program prioritizes assistance to women- and minority-owned businesses, displaced 
workers, and former public assistance recipients. The CDBG Microenterprise Grant Program (“Program”) is designed to provide 
financial assistance to eligible microenterprises owned by low- and moderate-income (LMI) persons. The Program is funded through 
the U.S. Department of Housing and Urban Development (HUD) Community Development Block Grant (CDBG) program and is 
intended to support business stabilization, expansion, and job creation in compliance with federal regulations at 24 CFR 570.201(o). 

1.3 CDBG National Objectives 
 
The Program meets CDBG National Objectives by satisfying at least one of the following HUD categories: Limited Clientele (LMC): 
The business is owned by one or more low- to moderate-income (LMI) persons. Low- and Moderate-Income Jobs (LMJ): The 
business creates or retains jobs, at least 51% of which are held by or made available to LMI persons. 
Eligibility under either objective must be documented in accordance with HUD and Village requirements.  
The Program meets the CDBG National Objective of benefiting low- and moderate-income persons by providing assistance to 
microenterprises that are: - Owned by one or more persons with household incomes at or below 80% of Area Median Income (AMI); or 
- Create or retain jobs held by LMI persons (if applicable). 
 
1.4 Definition of Microenterprise 
 
A microenterprise is defined as a for-profit business entity with five (5) or fewer employees, one or more of whom owns the business, 
consistent with HUD regulations. 

 
  



 

                                      
 

2. Program Funding and Assistance 
 

2.1 Funding Source 
 
This Program is funded through the Village of Schaumburg’s annual allocation of Community Development Block Grant (CDBG) 
funds from the U.S. Department of Housing and Urban Development (HUD).  
2.1 Type of Assistance 
The Program provides grant assistance to eligible microenterprises. Grants are structured as reimbursement-based awards unless 
otherwise approved. 
 
2.2 Grant Amounts 
 

• Maximum Grant Award: Up to $10,000 per eligible microenterprise 
• Grant awards are subject to funding availability and Village approval 

 
2.3 Eligible Uses of Funds 
 
Grant funds may be used for:  

• Startup costs 
• Stabilizing/expanding businesses 
• Business planning/marketing/financial management assistance 
• Training/technical support/other business services  
• Working capital and operating expenses 
• Equipment, inventory, and supplies 

 
The Village will determine eligibility/cost reasonableness case-by-case “consistent with HUD and Village policy” and the above list is 
not exhaustive. 
 
2.4 Ineligible Uses of Funds 
 
Grant funds may not be used for: Debt refinancing or repayment; Owner salaries or personal expenses; Purchase of real property; 
Lobbying or political activities; and Activities prohibited under CDBG regulations 

 

3. Applicant Eligibility Requirements 
 
3.1 RISE Participation Requirement 
 
All applicants must be accepted into and actively participating in the Roosevelt Incubator for Schaumburg Enterprises (RISE) 
prior to applying for CDBG Microenterprise grant assistance.  
 
  



 

                                      
 

3.2 Business Eligibility (Who Can Apply) 
 
To be eligible, a business must: - Be a legally established for-profit micro enterprise - Be located within the Village of Schaumburg (or 
designated service area) - Have five (5) or fewer total employees - Be in good standing with federal, state, and local regulations - Not 
be debarred or suspended from participation in federal programs. Microenterprises can be corporations, partnerships, or sole 
proprietorships. 
 
3.3 Business Ineligibility (Who Cannot Apply) 
 
Not all microenterprises are eligible for funding. The following business entities cannot apply for funding: Not-for-profit or religious uses 
- Pawn shops, resale shops, flea markets - Tattoo establishments - Liquor or retail tobacco stores - Massage establishments - Gun-
related establishments - Medical or recreational cannabis businesses - Drug paraphernalia or head shops - Fortune-telling 
establishments 
 
3.4 Owner Eligibility 
 
At least one owner must: - Own 51% or more of the business - Meet HUD low- and moderate-income limits (≤80% AMI) - Actively 
participate in daily business operations 
 
3.5 Income Verification 
 
Income eligibility shall be documented using HUD-approved income verification forms and source documentation, including: - Recent 
tax returns - Pay stubs or profit-and-loss statements - HUD income certification forms 

 

4. Application Process 
 
CHECKLIST 
The items listed below are to be included in the requirements of submittal. Please review the following list and assemble all information 
and documentation BEFORE applying: 

☐ General Information 
a. ☐ Completed Application   
b. ☐ Acceptance into the Roosevelt Incubator for Schaumburg Enterprises (RISE) 
c. ☐ Valid Identification 
d. ☐ Scope of project/business 
☐ Detailed Project Information 
a. ☐ Proof of business ownership 
b. ☐ Business plan, if available (business description with narrative and goals if not) 
c. ☐ Company product/services brochure, sample, or other information 
☐ Project Financial Information 
a. ☐ Budget of eligible expenses 
b. ☐Two most recent years of business and/or personal federal tax returns (please identify filing type – Schedule 

C, Partnership/1065, S-Corporation/1120-S, etc.) and/or financial statements (income statement and balance 
sheet). In addition, provide monthly cash-flow projections for the next 12–24 months. 

c. ☐ Proof of income eligibility (1099 form, tax returns) 



 

                                      
 

 
4.1 Pre-Application Meeting 
 
Prior to submitting an application, businesses must schedule a pre-application meeting with the Village of Schaumburg Economic 
Development Department to determine eligibility and program fit. Contact Matt Wilson at mwilson@schaumburg.com or (847) 923-
3871.  
 
4.2 Application Submission 
 
Applicants must submit a complete application packet, including the document checklist above. 
 
4.3 Application Review 
 
Applications are reviewed by Program staff to ensure Completeness and eligibility; Consistency with Program goals; Other sources of 
funds (equity, other grant, or loan); Financial feasibility and cost reasonableness 
 
4.4 Approval and Grant Agreement 
 
Final approval of all grant awards is subject to Village Board approval following staff review and recommendation. Final approval of 
grant awards is subject to: Staff recommendation; Availability of CDBG funds; and Compliance with procurement and underwriting 
standards 
 
4.5 Ongoing Requirements  
 
Businesses receiving funds must provide financial reports and job retention/creation documentation for two years. The Economic 
Development Department will audit the company once a year.  

 

5. Environmental Review (24 CFR Part 58) 
 
All CDBG-funded microenterprise activities shall comply with NEPA and 24 CFR Part 58. No CDBG funds may be committed or 
expended until the required environmental review and clearance are completed. 
The Village of Schaumburg shall serve as the Responsible Entity and shall complete the environmental review and maintain an 
Environmental Review Record (ERR). 
Most microenterprise assistance activities that do not involve construction, expansion, or change in land use are Categorically 
Excluded Subject to §58.5. The Responsible Entity shall document compliance with all applicable federal laws and authorities. 
Recipients are prohibited from undertaking choice-limiting actions (including executing contracts or purchasing equipment) prior to 
environmental clearance. 
Activities involving construction, expansion, acquisition, or change in land use may require a higher level of environmental review. 
Where applicable, the Responsible Entity shall complete a Request for Release of Funds (RROF) and obtain HUD authorization prior 
to obligating CDBG funds. 
  



 

                                      
 

6. Grant Agreement and Disbursements 
 
6.1 Grant Agreement 
 
Approved applicants must execute a Grant Agreement outlining: Approved scope of work - Grant amount and conditions - Reporting 
and recordkeeping requirements - Compliance obligations. Refer to Appendix C. 
 
6.2 Disbursement Procedures 
 

• Grants are disbursed on a cash or reimbursement basis with supporting documents. 
• Proof of payment includes copies of paid invoices, checks, quotes, timesheets, etc. 
• All expenses must be incurred after grant approval 

If applicable, refer to Appendix D. 
 

7. Monitoring and Compliance 
 
7.1 Ongoing Reporting Requirements 
 
Businesses receiving grant funds must submit reports and job creation or retention documentation bi-annually for two (2) years 
following grant approval. The Economic Development Department will conduct annual audits during this period.  
 
7.2 Program Monitoring 
 
The Village (or its designee) will monitor funded businesses to ensure: - Funds are used for approved purposes - Compliance with 
CDBG regulations - Achievement of Program objectives 
 
7.3 Recordkeeping 
 
Participants must retain all records related to the grant for a minimum of five (5) years following close-out. 
 
7.4 Noncompliance 
 
Failure to comply with Program requirements may result in:  

• Suspension of payments  
• Repayment of grant funds  
• Termination from the Program 

 

8. Conflict of Interest 
 
No person who exercises functions or responsibilities with respect to CDBG activities shall obtain a financial interest or benefit from the 
Program, consistent with 24 CFR 570.611. 

 



 

                                      
 

9. Anti-discrimination and Equal Opportunity 
 
The Program complies with all applicable fair housing, civil rights, and equal opportunity requirements, including Title VI of the Civil 
Rights Act and Section 504 of the Rehabilitation Act. 

 

10. Program Close-Out 
 
A grant will be considered closed when:  

• All approved activities are completed and met a CDBG national objective 
• Final documentation is submitted and approved  
• Compliance requirements are satisfied. 

 

11. Amendments 
 
The Village reserves the right to amend these Policies and Procedures to ensure continued compliance with HUD regulations, Village 
priorities, and the Village of Schaumburg Consolidated Plan. 

 

APPENDICES 
 
Appendix A – CDBG Microenterprise Grant Application (Summary) 
 
Applicants must submit a completed application approved by the Village of Schaumburg Economic Development Department, 
including: - Proof of acceptance and participation in the Roosevelt Incubator for Schaumburg Enterprises (RISE). The full application 
can be found here. 
 

 
Appendix B – HUD Income Certification & National Objective Documentation 
 
B.1 Limited Clientele (LMC) 
Applicants qualifying under LMC must submit: - HUD Income Certification Form - Source documentation verifying household income at 
or below 80% AMI 
 
B.2 Low- and Moderate-Income Jobs (LMJ) 
Applicants qualifying under LMJ must submit: - Job creation or retention commitments - Employee income verification forms - Annual 
job reporting for two (2) years 

 
Appendix C – Grant Agreement Provisions 
 
All approved applicants must enter into a written Grant Agreement with the Village prior to the obligation or disbursement of any CDBG 
Microenterprise Grant funds. The Agreement shall define the scope of work, approved budget, eligible costs, and documentation 
requirements, and shall require that all funded activities comply with applicable U.S. Department of Housing and Urban Development 
(HUD) regulations, including 24 CFR 570. Grant funds may only be used for eligible microenterprise activities, including startup, 
stabilization, or expansion costs, and must be supported by appropriate documentation such as paid invoices, receipts, and proof of 

https://portal.laserfiche.com/t7561/forms/pcBx1


 

                                      
 

payment. The Beneficiary shall certify its eligibility, including microenterprise status, and demonstrate compliance with a CDBG 
National Objective, including benefit to low- and moderate-income persons through Limited Clientele or Job Creation/Retention criteria. 
 
The Beneficiary is required to maintain complete and accurate records in accordance with federal requirements and Village policies, 
including documentation necessary to verify eligibility, expenditures, and program outcomes. The Agreement shall include provisions 
related to program income, environmental review, uniform administrative requirements (2 CFR 200), and conflict of interest (24 CFR 
570.611). The Village reserves the right to monitor compliance and to suspend or terminate the Agreement in the event of 
noncompliance or other authorized circumstances. Any ineligible or improperly documented costs must be repaid with non-federal 
funds. All terms and conditions of the Agreement shall remain in effect for the duration of the grant period, as specified therein. 

 
Appendix D – Reimbursement of Payment Request Procedures 
 
Grant funds are disbursed on an approval basis only. After approval, business will receive a check from the Village of Schaumburg to 
spend the funds on eligible items listed in the grant agreement. For the first bi-annual check-in, businesses must submit: Paid invoices 
and proof of payment, certification that costs are eligible and incurred after approval. The documentation must be sufficient for HUD 
audit standards. 
 

 
Appendix E – Monitoring & Audit Checklist 
 
The Economic Development Department will monitor each assisted business annually for two (2) years, including review of: - Financial 
statements - Use of grant funds - Job creation or retention documentation (if applicable) - Continued RISE participation 

 
Appendix F – Ineligible Business Certification 
 
Applicants must certify that the business is not engaged in any prohibited activities listed in Section 3.  

• Not-for-profits  
• Religious uses  
• Pawn & resale shops 
• Flea markets 
• Tattoo establishments 
• Liquor and retail tobacco stores 
• Fortune-teller establishments 
• Massage establishments 
• Gun-related establishments 
• Medical/recreational cannabis establishments  
• Drug paraphernalia/head shops 

 
This manual outline, including appendices, is designed to satisfy HUD CPD monitoring standards and Village of Schaumburg CDBG 
program requirements. 
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