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PURPOSE AND SCOPE 

Jamestown/ Stutsman Development Corporation (JSDC) developed the procedures included in this document to 

protect community interest and encourage potential applicants to seek financial assistance. The varying economic 

development needs of Jamestown and Stutsman County require JSDC procedures be flexible and JSDC 

administration be dynamic to optimize opportunity while being prudent stewards of tax dollars. 

COMPLIANCE 

The duty of day to day program oversight is the responsibility of the JSDC CEO and staff. Oversight programs 

includes, but are not limited to:  ongoing monitoring of compliance with loan agreement requirements as they 

relate to job creation, timing of disbursement of funds consistent with loan agreement schedules and other 

incidents of oversight necessary for individual projects such as confirmation of annual insurance premium 

payments, renewal of security instruments etc., and submission of required company reports. The CEO assigns the 

duties to specific staff.  Monthly JSDC reports to the Board of Directors (BOD), City Council, and County 

Commission reflects the status of compliance. 
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APPLICATION PROCESS 

The standard JSDC funding application and review process takes approximately six weeks with additional time 

needed for legal review and approval.  This timeline is largely driven by the application date in relation to the JSDC 

Board of Directors meeting as that is one of the first key review milestones. 

The first step in the process is receipt of completed application with all required documents attached.  Click here to 

view the JSDC funding application or see Appendix A.  JSDC CEO/staff review application for completeness.  If 

application is incomplete JSDC assists in gathering additional information.  Once application and required 

documents are complete and accurate, the application moves on to JSDC Board of Directors for further review and 

recommendation to move application forward to Jamestown City Council and Stutsman County Commission for 

final approval.  If JSDC Board of Directors denies approval, application process ends.  If both the Jamestown City 

Council and Stutsman County Commission grant final approval, application moves forward to legal counsel for 

review, approval, and drafting of legal documents.  See Flow Chart on next page. 

http://jsdc.whatisbold.com/data/upfiles/media/JSDC%20Application.pdf
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APPLICATION REVIEW GUIDANCE 

¢ƘŜ ǘŜǎǘ ƻŦ ǘƘŜ ǾŀƭǳŜ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ ǘƘŜ ǊŜƭŀǘƛǾŜ ǇƻǎƛǘƛǾŜ άƛƳǇŀŎǘ ƳƛȄέ ƻŦ ǘƘŜ ōǳǎƛƴŜǎǎ ƻƴ ǘƘŜ 

ŜŎƻƴƻƳȅ ƛƴ ǘƘŜ ǊŜƎƛƻƴΦ άLƳǇŀŎǘ ƳƛȄέ ƛǎ ŘŜŦƛƴŜŘ ǘƘǊƻǳƎƘ ǘƘŜ ŀǊŜŀǎ ƻǳǘƭƛƴŜŘ ōŜƭƻǿΥ 

 

 

APPLICATION APPEALS PROCESS 

If an application is declined at any point in the process, it is removed from the review procedure.  If there be a 

substantial change to the request, an updated application may be submitted and the review process starts from 

the beginning. 

LEGAL REVIEW PROCESS 

CƻƭƭƻǿƛƴƎ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴΩǎ ŀǇǇǊƻǾŀƭ ŦǊƻƳ ǘƘŜ /ƛǘȅ ŀƴŘ /ounty governing boards, it proceeds to JSDCΩǎ ŀǘǘƻǊƴŜȅ for 

review and document drafting.  Completed legal documents are given first to JSDC staff to proof.  Once JSDC staff 

approves accuracy of final legal documents, two originals are given to applicant(s) for review and signature(s).  

Both originals with applicant signature(s) are then given back to JSDC for the Chair and Secretary signatures.  JSDC 

will retain one original and provide second original to applicant(s).  Copies of the signed agreements are held with 

Impact 
Mix

Number of jobs 
created or saved

Quality of jobs in 
terms 

of salary and
benefit level 

Expected length 
of time the jobs 

will be viable

Expansion of the 
tax base

Owner's equity

Organizational 
growth potential 
of the venture 
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the City, County and JSDC attorney. It is the aǇǇƭƛŎŀƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ Ǉŀȅ ŦƻǊ ƭŜƎŀƭ ŦŜŜǎ ƛƴŎǳǊǊŜŘ ǘƘǊƻǳƎƘ ǘƘƛǎ 

process. 

LEGAL DOCUMENTS CHECKLIST 

The following items must be provided to JSDCΩǎ attorney for the development of legal documents 

¶ JSDC Application 

¶ Memos and all pertinent information to JSDC BOD/City/County regarding the application 

¶ JSDC BOD minutes recommending approval of the application 

¶ City and County minutes regarding approval of the application 

A checklist from JSDC staff must be included when submitting documentation to JSDC attorney as well as 

placement in paper and electronic files.  Click here to view the checklist or see Appendix B.    

FLEX PACE AND PACE PROCESS EXCEPTIONS 

If Flex t!/9 ƻǊ t!/9 ǇǊƻƎǊŀƳǎ ŀǊŜ ǳǘƛƭƛȊŜŘΣ ƛƴ ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜ ǇǊƻŎŜǎǎ ƻǳǘƭƛƴŜŘ ŀōƻǾŜΣ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ Ŧƛnancial 

institution and the Bank of North Dakota need to approve the application.  Click here to view the Flex PACE 

Application Rubric or see Appendix C.  

NEW JOBS TRAINING FUNDS PROCESS EXCEPTIONS 

In addition to the standard application process, Job Service North Dakota needs to review and approve Job Service 

New Jobs Training Funds preliminary application. Click here to review the New Jobs Training Fund Application or 

see Appendix D. 

AGRICULTURAL PRODUCTS UTILIZATION COMMISSION (APUC) GRANT PROCESS EXCEPTIONS 

For selected projects, APUC dollars can be matched by JSDC funding. Under this program, the applicant works 

through the standard JSDC process outlined in this document, as well as the formal APUC review and approval 

process. 

LAND SALE APPLICATION EXCEPTIONS 

The same JSDC application form is completed, reviewed, and recommended for approval to the JSDC governing 

bodies.  A check for 10% of the purchase price is required as earnest money with the application prior to any 

review or recommendation by JSDC.  The earnest money will be applied to the purchase price at the time of 

closing.  If JSDC opts out of the purchase agreement, the earnest money will be returned to applicant in full.  If 

applicant opts out, the earnest money will be retained by JSDC to offset legal expenses.   

Land held by JSDC is to be used as a business incentive and is sold at cost (NDCC 54-60.1). 

  

http://jsdc.whatisbold.com/data/upfiles/media/Checklist%20for%20legal%20documents%20JSDC%20Attorney%2010-13-15.pdf
http://jsdc.whatisbold.com/data/upfiles/media/Approved%20Flex%20PACE%20Application%20Rubic%20on%20letterhead.pdf
http://jsdc.whatisbold.com/data/upfiles/media/Approved%20Flex%20PACE%20Application%20Rubic%20on%20letterhead.pdf
http://www.jobsnd.com/sites/default/files/New%20Jobs%20Training%20Program_0.pdf
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WORKFORCE DEVELOPMENT 

JSDC staff routinely researches to identify workforce development programs and funding opportunities.  In order 

to access economic development funds for a workforce project, staff presents the proposed project for funding 

approval to the JSDC Board of Directors, followed by City and County. 

 

PROJECT TRACKING 

JSDC maintains project tracking procedures for each active loan project file.  The procedures provide periodic 

feedback on the status of business operations.  Establishing the frequency, content, and manner of presentation of 

these reports is determined by JSDC.  The project tracking and report requirements are established prior to any 

loan disbursement. 

JSDC uses specific project tracking software called Salesforce.  All project information is maintained in Salesforce 

which is accessible by all staff making it possible to enter updates as they occur.  Initial project information 

maintained in Salesforce includes: 

¶ Project & Company Name 

¶ Contact Information for Individuals authorized to act on behalf of the Project 

¶ Names of Individuals authorized to sign on behalf of the Project 

¶ Amount of Funds being requested 

¶ Notes regarding the current status of the application 

¶ Notes regarding what the next steps are in the application process 

¶ Dates of JSDC Executive Committee and JSDC Board of Directors application recommendations 

¶ Dates of Jamestown City Council and Stutsman County application approval 

¶ Date funds were distributed 

¶ Date of first payment expected to JSDC 

¶ Amortization Schedule 

Once a project has been funded, the Business Development Manager reviews all projects and updates Salesforce 

annually to ensure continued compliance with regard to Full Time Equivalent (FTE) staffing levels, wage minimums, 

etc.  

JSDC is responsible for gathering appropriate evaluation data on all projects and publishing an annual report to the 

BOD, City Council, and County Commission. The annual report will include:  where relevant, the number of primary 

and secondary jobs created or saved in each project; the economic impact of each project in terms of tax base 

expansion, new wealth created, or impact on reversing the export of wealth, payroll, cost per job, and private 

sector dollars leveraged; and the community impact of each project in terms of impact on municipal services and 

the social and business environment. The annual report is made available to the City Council and County 

Commission on or before the 4th Wednesday in April and covers fund activities for the previous calendar year. The 

annual report includes the current status of each approved project and each proposed project that was not 

approved in the previous calendar year. 

JSDC provides a monthly report to the BOD, City Council, and County Commission.  
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JSDC attempts to inform the City Council and County Commission as well as the general public relative to its 

activities in support of economic development. JSDC will:  

1. Prepare monthly reports to the community available on the JSDC website; 

2. Prepare and distribute a written Annual Report; and 

3. Meet with City Council and County Commission jointly at least once per year at the JSDC annual public 

meeting. 

ANNUAL REPORT COMPONENTS 

 

BUDGET 

In July of each year, the CEO drafts and presents the annual budget before the Finance Committee, Board of 

Directors, City, and County.  Once all groups have approved the annual budget, the CEO sends it to the Bookkeeper 

to file and track. 

Monthly, the Bookkeeper provides a year-to-date Profit & Loss Budget to Actuals report which is reviewed and 

approved by the Board of Directors. 

PUBLIC RELATIONS 

Lƴ ŀƴ ŜŦŦƻǊǘ ǘƻ ƪŜŜǇ ǘƘŜ ǇǳōƭƛŎ ŜƴƎŀƎŜŘ ŀƴŘ ŀǿŀǊŜ ƻŦ W{5/Ωǎ ǇǊƻƎǊŜǎǎ ŀƴŘ ǇǊƻƎǊŀƳǎΣ ǊƻǳǘƛƴŜ ǇǳōƭƛŎ ǊŜƭŀǘƛƻƴǎ ƻǳǘƭŜǘǎ 

are outlined below: 

¶ Service club talks are offered following the annual meeting; based on an issue or when requested  

¶ Press releases when public important or sensitive project 

¶ Regularly scheduled radio appearances by JSDC staff 

BOARD OF DIRECTORS RESPONSIBILITIES 

The Board of Directors provides guidance and oversight of policies and procedures set for the program in 

accordance with the Bylaws. The Board of Directors is the governing body of JSDC, responsible for the ultimate 

direction of management and the affairs of the corporation. The Board of Directors is responsible for policymaking, 

while employees are responsible for executing day-to-day management to implement board-made policy. Ultimate 

legal responsibility for the actions (and inactions) of JSDC rests with the Board of Directors. 

OFFICE ADMINISTRATION 

Included in this section are procedures to be followed to prepare for the Board of Directors meetings. JSDC Board 
of Directors meetings are currently scheduled for the second Monday of every month, but is subject to change at 

Number of primary and 
secondary jobs created or 

saved in each project

Economic impact of project

ωTax base expansion

ωNew wealth created

ωImpact on reversing the export 
of wealth, payroll, cost per job, 

ωPrivate sector dollars leveraged

Community impact of project

ωImpact on municipal services

ωImpact on social environment

ωImpact on business environment
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the discretion of the JSDC Board of Directors Chair.  JSDC Executive Committee Meetings are held at the discretion 
of the Chair as stated in the JSDC Bylaws.   

OPEN MEETINGS  

JSDC must follow North Dakota Century Code 44-04 open meetings law.  Click here to view North Dakota's Open 
Records and Meetings Law or see Appendix E. 

A meeting means any gathering of a quorum of the members of a governing body of a public entity regarding 
public business, and includes: committees and subcommittees, informal gatherings or work sessions, and 
discussions where a quorum of members are participating by phone, e-mail, or any other electronic 
communication (either at the same time or in a series of individual contacts). If a governing body delegates any 
authority to two or more people, the newly formed committee is also subject to the open records and meetings 
laws. 

MEETING NOTICES 

Prior written notice is required for all meetings of a public entity. The notice must include the date, time, location 
of the meeting and the agenda topics the governing body expects to address during the meeting. Regular meeting 
agendas may be altered at the time of the meeting. For special or emergency meetings, only the specific topics 
included in the notice can be discussed.  

Meeting notices must be filed with the Secretary of State (state agencies), the City Auditor (city-level entities) and 
the County Auditor (all other entities) or, alternatively, the public entity may choose to post the meeting schedules 
and notices on its official website. Notices also Ƴǳǎǘ ōŜ ǇƻǎǘŜŘ ƛƴ ǘƘŜ ŜƴǘƛǘȅΩǎ Ƴŀƛƴ ƻŦŦƛŎŜΣ ƛŦ ƛǘ Ƙŀǎ ƻƴŜΣ ŀƴŘ ŀǘ ǘƘŜ 
location of the meeting (if the meeting is held elsewhere). Additionally, notice of special or emergency meetings 
Ƴǳǎǘ ōŜ ƎƛǾŜƴ ǘƻ ǘƘŜ ŜƴǘƛǘȅΩǎ ƻŦŦƛŎƛŀƭ ƴewspaper and any media representatives who have asked for notices of 
special or emergency meetings. Copies of meeting notices can be obtained from the appropriate office. If asked, a 
public entity must provide a requester with personal notice of its meetings.  

ω !ǎ ŀ ƎŜƴŜǊŀƭ ǊǳƭŜΣ ǘƘŜǊŜ ƛǎ no minimum advance notice period for public meetings. Notice must be posted, filed at 

ǘƘŜ ŎŜƴǘǊŀƭ ƭƻŎŀǘƛƻƴ όƻǊ ƻƴ ǘƘŜ ŜƴǘƛǘȅΩǎ ǿŜōǎƛǘŜύΣ and given to anyone who has requested it, at the same time the 

members of the governing body are notified of the meeting.  

QUORUM 

At all meetings a simple majority of the Board shall constitute a quorum (JSDC Bylaws Article 6 section 6).  

BOARD OF DIRECTORS MEETING 

¶ One week in advance of the Board of Directors Meeting send out meeting request and/or e-mail reminder 

to all Board Members and media 

¶ Agenda needs to be created and approved by the CEO prior to the Board of Directors Meeting 

¶ Post approved agenda on the JSDC website and put into the Dropbox 

¶ Place corresponding agenda item information in the Dropbox 

¶ E-mail Dropbox link to Board members sometime within the week before the board meeting 

¶ On day of Board of Directors Meeting, post signs and agendas on doors 

MINUTES 

¶ Minutes are recorded in written and audio form for all Board of Directors and Committee Meetings  

¶ Minutes must include:  list of attendees, time meeting is called to order, any motions made including who 

made the motion and seconded, and time of adjournment 

http://www.ag.nd.gov/openrecords/orsummary.pdf
http://www.ag.nd.gov/openrecords/orsummary.pdf
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¶ Board of Directors and Committee Meetings are audio recorded and filed on the server in the appropriate 

files as well as put into the Dropbox under the date of the meeting 

¶ A draft of the written minutes is sent to the CEO for approval.  Once approved by the CEO, they are 

submitted at the next Board of Directors and Committee Meeting for final approval  

¶ Approved minutes are considered official and posted on the JSDC website for public access 

EXECUTIVE SESSIONS 

Executive Session is allowed under NDCC Section 44-04 19.02.  Only items that meet the requirements laid out in 

NDCC are subject to executive session and must follow the checklist.  

SPECIAL MEETINGS 

¶ If the Board of Directors Meeting falls on a different day other than the regularly scheduled meeting day 

(second Monday of every month for the Board of Directors meeting) a special meeting notice must be 

sent and posted along with the approved meeting agenda 

¶ Special Meetings follow the same parameters as regular meetings, however, notice of the special meeting 

to media and newspaper is by memo which must include the following:  Notice of what meeting is being 

held, date of the meeting, time of the meeting, location of the meeting, and an attached agenda.  The 

ŀǇǇǊƻǾŜŘ ŀƎŜƴŘŀ ƛǎ ǇƻǎǘŜŘ ƻƴ W{5/Ωǎ ǿŜōǎƛǘŜΦ   

 

BOOKKEEPING  

OPERATIONS BOOKKEEPING 

The JSDC Bookkeeper is responsible for completing the functions outlined below and keeping all electronic and 

paper copy financial records up to date and accurate. 

DEPOSITS 

JSDC routinely receives payment for operating funds from the City of Jamestown and Stutsman County, shared 

reimbursements, and legal reimbursements.  Each of these items is made payable to JSDC.  Payments are first 

routed to the CEO who confirms her knowledge of the payment received by initialing the payment voucher.  The 

CEO then forwards payment to the JSDC Bookkeeper who processes the deposit in the bookkeeping system and 

physically prepares a deposit slip for the Operations bank account.  A staff member is asked to deliver all deposits 

to the bank and return all receipts and bank bags to the bookkeeper. 

 

 

 

Payment is received 
by JSDC

Payment forwarded 
to Bookkeeper

Funds deposited into 
JSDC 

operations/general 
checking account

Electronic and paper 
copy records are 

updated

http://jsdc.whatisbold.com/data/upfiles/media/Executive%20Session%20NDCC%20Section%2044-04%2019.02.pdf
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RENTS AND LAND LEASES 

Rent and land lease payments follow the standard deposit process outlined above, with the understanding that, 

unless otherwise directed, monthly invoices need not be provided to tenants. 

EXPENSES 

All invoices and bills received by JSDC are reviewed and approved by JSDC CEO then forwarded to the Bookkeeper. 

The Bookkeeper processes and posts entries to the appropriate expense accounts in the bookkeeping software. 

Following entry of expenses, the Bookkeeper prepares payment by printing checks and forwarding all prepared 

checks to the CEO for signature.  Once the CEO has signed off, payments are presented to one of the four Board of 

5ƛǊŜŎǘƻǊǎΩ ŘŜǎƛƎƴŀǘŜŘ ǎƛƎƴŜŜǎ ό/ƘŀƛǊΣ ±ƛŎŜ /ƘŀƛǊΣ tŀǎǘ /ƘŀƛǊΣ ƻǊ {ŜŎǊŜǘŀǊȅύ ŦƻǊ Ŧƛƴŀƭ ŀǇǇǊƻǾŀƭΦ !ƭƭ ŎƘŜŎƪǎ ǊŜǉǳƛǊŜ ǘǿƻ 

signatures. 

If expenses are questioned, the Bookkeeper will consult with the CEO prior to preparing payment. 

CREDIT CARDS 

As credit card purchases are made, the JSDC CEO and staff prepare and the CEO signs a credit card authorization 

form which is forwarded to the Bookkeeper for standard expense procedure processing.  

Upon receipt of monthly credit card statements, the Bookkeeper reconciles the statements and expenses and 

provides a report to JSDC Board of Directors.  

If expenses are questioned, the Bookkeeper will consult with the CEO prior to preparing payment. 

SHARED BUILDING EXPENSE INVOICES 

As with other expenses, the Bookkeeper follows the standard expense process by paying the invoice in full.  

Following payment, the Bookkeeper determines the appropriate share per tenant and provides monthly billing for 

shared building expenses to tenants. 

PAYROLL 

Semi-monthly, the Administrative Assistant submits payroll information to the third party payroll processor and 
sends a copy to the Bookkeeper. The third party processor submits all employer tax payments. Payroll funds are 
ŘŜǇƻǎƛǘŜŘ ŘƛǊŜŎǘƭȅ ƛƴǘƻ ŜƳǇƭƻȅŜŜǎΩ ŀŎŎƻǳƴǘǎΦ 

The Bookkeeper prepares payment for benefits (Blue Cross Blue Shield, AFLAC). 

Invoice/bill 
received by 

JSDC

Invoice/bill 
forwarded to 
Bookkeeper

Post 
expenses to 

expense 
acocunts

Prepare 
payment

Checks 
signed by 
CEO and 

Board signee

Payment 
mailed

Administrative 
Assitant prepares 

semi-monthly 
payroll records

Send records to 
third party for 

processing

Payroll directly 
deposited into 

employees' 
checking accounts

Monthly, 
Bookkeeper pays 

insurances

file:///C:/Users/Admin/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/Credit%20Card%20Forms/2014/JSDC%20Credit%20Card%20Verification%20Form%20blank%20one%20(2)%20(2).doc
file:///C:/Users/Admin/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/Credit%20Card%20Forms/2014/JSDC%20Credit%20Card%20Verification%20Form%20blank%20one%20(2)%20(2).doc
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ACCOUNT RECONCILIATIONS 

A staff member, other than the bookkeeper, reconciles the checking account statements.  The checking account 

bank statement, reconciliation report, and a listing of all deposits for the month are given to the CEO for review 

and approval.  The CEO forwards this on to the bookkeeper for filing. 

Credit card statement reconciliations are done by the bookkeeper.  Upon receipt of a credit card statement, the 

CEO reviews and approves it and forwards it on to bookkeeper for payment. 

QUARTERLY OPERATIONAL FUNDS 

Quarterly, based on the annual budget, the Bookkeeper prepares and the JSDC CEO signs, funding requests to the 

City and County.  The Bookkeeper mails the funding requests to the City and County 30-45 days prior to the 

beginning of the quarter for which the funds are requested.  A copy is made for ǘƘŜ .ƻƻƪƪŜŜǇŜǊΩǎ files. 

INCENTIVE ACCOUNT BOOKKEEPING  

DIRECT GRANTS 

Direct grants include, but are not limited to, funding recipients such as:  Jamestown Tourism and JSDC Jobs 

Incentive Grant. As needed, the Bookkeeper requests a draw from the approved funds. When grant funds are 

received, the Bookkeeper makes appropriate entries and deposits the funds into the Incentive Account. Upon the 

receipt of all grant funds from the City and County, the Bookkeeper prepares payment to the grantee by printing 

checks and forwarding all prepared checks to the CEO for signature.  Once the CEO has signed off on payment, 

payments are presented to one of the four BOD designated signees (Chair, Vice Chair, Past Chair, or Secretary) for 

final approval. All checks require two signatures. 

DIRECT LOANS 

The CEO or the Business Development Manager informs the Bookkeeper when all legal documents are signed. The 

Bookkeeper requests funds from the City and County. Upon receipt of funds from the City and County, the 

Bookkeeper makes appropriate entries and deposits funds into the Incentive Account.  The Bookkeeper then 

creates the amortization schedule and reviews it with the CEO.  When all funds are received from the City and 

County, and the CEO has approved the check amount for the borrower, the Bookkeeper processes the check and 

forwards it to the CEO and one of the four BOD designated signees. The Bookkeeper then creates a receivable item 

for the borrower to be included in monthly BOD financial reports. 
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develops 
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and deposits 
funds into 
incentive 
account

Bookkeeper 
creates 

amortization 
schedule and 
reviews with 

CEO

Bookkeeper 
prepares 

payment to 
borrower and 

records as  note  
payable

Checks sent  to 
JSDC CEO and 

Board signee(s) 
for signatures

Bookkeeper 
creates 

receiveable 
item to be 
included in 

monthly reports
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LAND SALES 

The CEO or the Business Development Manager informs the Bookkeeper when all legal documents are signed.  The 

Bookkeeper creates an amortization schedule based on the legal documents and reviews with the CEO.  The 

Bookkeeper creates a receivable item in the Bookkeeping system for that sale which will be included in monthly 

BOD financial reports. 

FLEX PACE/PACE/NEW JOBS TRAINING 

The CEO or the Business Development Manager informs the Bookkeeper when all legal documents are signed.  

Bookkeeper requests funds from City and/or County.  When all funds are received, the Bookkeeper deposits into 

Incentive Account.  The Bookkeeper then creates an amortization schedule for the project based on the legal and 

Bank of North Dakota documents.  The Bookkeeper reviews the amortization schedule with CEO prior to 

processing the check and amount to be financed. The Bookkeeper forwards the prepared check to the JSDC CEO 

and BOD designee for signatures.  Generally, any legal fees are included in the amount requested and a check from 

the Incentive Account to the Operations Account is processed to cover legal costs. If the legal fees are not included 

in the amount requested, the project will be billed for the legal fees.  

¢ƘŜǎŜ ƭƻŀƴǎ ŀǊŜ ŜƴǘŜǊŜŘ ŀǎ bƻǘŜǎ wŜŎŜƛǾŀōƭŜ ŀƴŘ ǿƛƭƭ ƴƻǘ ǎƘƻǿ ŀǎ !ŎŎƻǳƴǘǎ wŜŎŜƛǾŀōƭŜ ǳƴǘƛƭ ǘƘŀǘ ǇǊƻƧŜŎǘΩǎ ŦƛǊǎǘ 

payment is due.  For PACE/Flex PACE, the wait can be up to 20 years depending on the loan terms with the 

participating bank.   

New Jobs Training Funds payments are received once the employer starts submitting state withholding reports to 

the State.  The employer is given two years to ramp up and hire a number of employees so the state tax 

withholding covers quarterly payments.  The North Dakota Treasurer will then issue checks to JSDC.  The 

Bookkeeper makes appropriate entries and deposits the checks in the Incentive Account.  The New Jobs Training 

Funds account balance is included in the monthly account status report.  If North Dakota withholding amount does 

not pay the quarterly amount due in full, the employer is billed for the shortage. 

 CLAWBACKS  

The CEO informs the Bookkeeper of any clawbacks needing to be collected.  The Bookkeeper follows the direction 

of the CEO regarding clawbacks.  

The CEO or the Business 
Development Manager informs 

Bookkeeper when legal documents 
are signed

Bookkeeper creates amortization 
schedule and reviews with CEO

Bookkeeper creates receiveable 
item to be included in monthly 

reports

The CEO or 
Business 

Development 
Manager 
informs 

Bookkeeper 
when legal 
documents 
are signed

Bookkeeper 
creates 

amortization 
schedule and 
reviews with 

CEO

Bookkeeper 
requests 

funds.  When 
all funds 
received, 

deposits into  
Incentive 

Account and 
records as 

Notes 
Receivable

Bookkeeper 
prepares 

payment to 
borrower

Checks  sent 
to JSDC CEO 
and Board 

signee(s) for 
signatures

Legal fees  
included in 
the amount 
requested.

Check  
processed 

from Incentive 
Account to 
Operations 
Account to 
cover legal 

costs

Bookkeeper 
creates 

receiveable in 
Bookkeeping 
system, but 
no report is 
provided to 

Board of 
Directors until 
project begins 

making 
payments
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APPENDIX A:  JSDC FUNDING APPLICATION 

 

http://jsdc.whatisbold.com/data/upfiles/media/JSDC%20Application.pdf
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