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JSDC Procedures
PURPOSE AND SCOPE

Jamestown/ Stutsman Development Corporatid8D¥developed the procedures included in this document to
protect community interesand encourage potential applicants to seek financial assistance. The varying economic
development needs ofamestavn and Stutsman Countgquire JSD@rocedures 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 CEQCand staff. Oversight programs
includes, butare not limited to: ongoing monitoring of compliance with loan agreement requirements as they
relate to pb creation, timing of disbursemewf funds consistent with loan agreement schedid@d other
incidents of oversight necessary for individual projects such as confirmation of annual insurance premium
payments, renewal of security instruments et@ndsubmission ofequired company reports. The CESsigisthe
duties to spedic staff Monthly JSDC reports tine Board of Director6BOD) City Councijland County
Gommissionreflectsthe status of compliance.

4| Page



JSDC Procedures
APPLICATIORROCESS

The standard JSDC funding application and review process takes approxsnatagkswith additional time
needed for legal review and approvarhis timeline is largely driven by the application date in relation to the JSDC
Board of Directorsneeting as that is one of the first key review milestones.

The first step in the process is r@geof completed application with all required documents attach&tlick here to
view theJSDC funding application see Appendix AJSDC CEOQO/staff review applicationdompleteness. If
application is incomplete JSDC assists in gathering additional information. Once application and required
documents are complete and accurate, the applicatiooves on to JSDC Board of Directors for further review and
recommendation ® move application forward to Jamestown City Council and Stutsman County Commission for
final approval.If JSDC Board bBirectors deniespproval, application process ends. If both the Jamestown City
Council and Stutsman County Commission grant finatagl, application moves forward to legal counsel for
review, approval, and drafting of legal documeng&ee Flow Chart on next page
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Complete Application Form(s)

JSDC CEQ/Staff review and process Application

if Application and supporting material is not
complete, ISDC works with applicant to shore up
any holes

Once complete and accurate, application moved
forward to review by JSDC Board of Directors

If denied by JSDC Board of Directors, the if approved, application moves to Jamestown City
Bpplication is dedined and removed from process Council and Stutsman County Commission for
review

If there is a substantial change to the request,
an updated application may be submitted and
the review process restarts from the beginning

If denied by JSDC Board of Directors, the If approved, application proceeds to legal
application is declined and removed from review and document drafting
process

All approved projects are reviewed by JSDC's
If denied by JSDC Board of Directors, the attorney. The attorney will draft appropriate
application is declined and removed from documents
process

All parties involved review and approve legal
documents

Two originals are signed by JSDC and the
applicant

Copies are retained with city and The JSDC and the applicant hold the original
county attorney documents.

*itis the applicant’s responsibility to pay for the legal fees incurred through this process.
** Signatories for the JSDC are the President and Secretary of the Board of Directors.
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APPLICATION REVIEWIBANCE

¢KS (G8ad 27 GKS OrtdzS 2F Iy AYRAGNYREET 2F HEKSKE DOBAYSEAA
§O02y2Ye Ay G(G(KS NBIA2Yy® aLYLI OO YAEE Aa RSFAYSR (KNRdJAK

Number of jobs
created or saved

Quality of jobs in
terms
of salary and
benefit level

Organizational
growth potential
of the venture

Expected length
Owner's equity of time the jobs
will be viable

Expansion of the
tax base

APPLICATION APPERIRBOCESS

If an applications declined at any point in the process, it is removed from the repimgedure. 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

C2tt2Ay3a +y | LILX AOI (A 20y @overnidydoRredi pfoceddsl® YSTIKK S Gfan2iNg/ Siey R
review and document draftingCompleted legal documents are given first to JSDC staff to proof. Once JSDC staff
approves acaacy of final legal documents, twariginals are given to applicant(s) for review and signature(s).

Both originals with apptant signature(s) are then given back to JSDC fo€tiarand Secretary signatures. JSDC

will retain one original and provide second original to applicant(spies of the signed agreements are held with
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the City, County and JSDC attorney. Itisth#af A OF y 1 Q&4 NBalLlRyairoAtAade G2 LI @&
process.

LEGAL DOCUMENTSECKLIST

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

JSDC Application

Memos and all pertinent infonation to JSDC BQ0Oity/County regarding thapplication
JSD®ODminutesrecommendingapproval of theapplication

City andCounty minutes regarding approval of thpplication

=A =4 =4 =4

Achecklist fromJSDC staffiust be included when submitting documentation to J26rney as well as
placement inpaperand electronic filesClickhere toview thechecklistor see Appendix B.

FLEX PACAND PACE PROCEXSSHPTIONS

IfFlext ! /9 2NJt! /9 LINRPINIYA FINB dziAf Al SRT AY haRcRAGAZ2Y
institution andthe Bank of North Dakota need to approve the applicati@tick here to view thélex PACE
Application Rubrior see Appendix C.

NEW JOBS TRAININGNELS PROCESREEPTIONS

In addition to the standard application process, Job Service North Daketdsto review and approvdob Service
New Jobs Training Fungeeliminary applicationClick here to review th&lew Jobs Training Fund Applicatmm
see AppendiD.

AGRICULTURAL PRODSUCTILIZATION COMMI®N (APUC) GRANTCRFESS EXCEPTIONS

For selected projects, APUC dollars can be matched by JSDC funding. Under this programgéme ayopis
through the standard JSDC process outlined in this document, as well as the formal APUC review and approval
process.

LAND SALEPPLICATIORXCEPTIONS

The same JSDC application form is completed, reviewed, and recommended for approval to thevésmhay
bodies. A check for 10% of the purchase price is required as earnest money with the application prior to any
reviewor recommendation by JSDC. Tagnest money will be applied to the purchase price at the time of
closing. If JISDC opts outtleé 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 toused as a business incentiaed issold at cost (NDC 5450.1)

8| Page
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WORKFORCE DEVELOPMEN

JSDC staff routinely researches to identify workforce development programs and funding opportuimitteder
to access economic development funds for a workforce project, staff presiemproposed projecfor funding
approvalto the JSD®oard of Directorsfollowed 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. Ethinlg 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 usespecificproject trackingsoftwarecalled SalesforceAll 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 Individais 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 applicapoocess

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 Schaule

=A =4 =4 4 -4 4 -4 -4 -4 -4 -4

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 Equivd@gistaffing levelswageminimums,
etc.

JSD@sresponsible for gathering appropriate evaluation data on all projects and publishing an annual report to the
BOD City Councjland County Comission. The annual report will includethere relevant, the number of primary

and secondary jobs created or gavin 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 pangbprivate

sector dollars leveraged; and the community impact of each profetrims of impact on municipal services and

the social and business environment. The annual rejgortade available to the City Council and County
Commission on or before thalWednesday in April and cowflund activities for the previous calendar yedihe
annual reportincludesthe currentstatus of each approved projeahd each proposed project that wast

approved in the previous calendar year.

JSDC provide monthly report to theBOD City Councijland County Commission.
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JSDC attemptto inform the City Council and County Commission as well as the general public relative to its

activities in support of economic development. JSGIC

1. Prepare monthly reports to the communigwailable orthe JSDC website;

2. Prepare and distribute a written AnnuRkport; and

3. Meet with City Council and County Commission jointly at least once peayta JSDC annual public
meeting.

ANNUAL REPORT COMEQINS

Economic impact of project Community impact of projec

. wIax base expansion wimpact on municipal services
Number Of primary and uNew wealth created wimpact on social environment
secondary jobs created or wimpact on reversing the export wimpact on business environme

saved in each project of wealth, payroll, cost per job,

oPrivate sector dollars leveraged

BUDGET

In Julyof each year, the CEO draétad presentdhe annual budget before thEBinanceCommittee, Board of
Directors, Cityand @unty. Once all groups have approved the annual budget, the €i3isto the Bookkeeper
to file and track.

Monthly, the Byokkeeper provides a yedo-date Profit & Los8udget to Atuals report whichd reviewed and
approved by the Board ofiBectors.

PUBLIC RELATIONS

Ly Fy STF2NI G2 1SSL) GKS LWzofAO Syar3aSR FyR g NB 2F W
are outlined below:

91 Service club talkare offeredfollowing the annual meetindhased on arissue or when requested
1 Presgeleases when public important sensitive project
1 Regularly scheduledhdio appearances by JSDC staff

BOARD OF DIRECTORSHONSIBILITIES

The Board of Directongrovides guidance and oversightdlicies and procedures s#or the program in
accordance with the Blaws.The Board of Pectors is the governing body of JSD€sponsible for the ultimate
directionof managementindthe affairs of thecorporation TheBoard of Directorss responsible for policymaking,
while enployees are responsible for executing dayday management to implement boardade policyUltimate
legal responsibility for thactions (and inactions) of JSESts with the Bard of Directors

OFFICE ADMINISTRANIO

Included in this section are procedrs to be followed to prepare for the Board of Directors meetidg&C Board
of Directors meetingare currently scheduled fdhe second Monday of every monglbut is subject to change at
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the discretion of the JSDC Board of Directohair 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 Cod@4tépen meetings law. Click here to viewrth Dakota's Open
Records and Meetings Law see Appendix E.

A meeting meananygathering of a quorum of the members of a governing body of a public entity regarding
public business, and includes: committees and subcommitiaésmal gatherings or work sessions, and
discussions where a quorum of members are participating by phenwik 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|doagon

of the meeting and the agenda topics the governing body expects to addregsgdilie meeting. Regular meeting
agendas may be altered at the time of the meeting. For special or emergency meetihgbe specific topics
included in the noticeanbe discussed.

Meeting notices must be filed with the Secretary of State (state agencies), the City Auditée\(eltgntities)and

the County Auditor (all other entities) or, alternatively, the public entity may choose to post the meeting schedules

and notices on itefficial website. NoticealsoY dza i 06S LJ2adGdSR Ay (GKS SydiaideQa YIAy
location of the meeting (if the meeting is held elsewhere). fiddally, notice of special or emergency meetings

Ydzald 06S 3IAGSYy (i 2wshdpd and shi mdiia @@resehtatifels ®Ho have agked 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 megtin

w & I 3Sy S MdrhininNiizhd3ance tickic® NaBidar’padblic meetings. Notice must be posted, filed at

GKS OSYidNXft f20F (A2 yandg®entoRyyond Whs has ngqudsieditdiie sam&tamdhe i S 0 X
members of the goveling body are notified of the meeting.

QUORUM

At all meetings a simple majority of the Board shall constitute a qud8D®ylaws Article 6 section .6)

BOARD OF DIRECTOREENMING

1 One week in advance of the Board of Directomseltihg send out meeting request and/ermail reminder
to all Board Memberand 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 intDihyebox

Place correspnding agenda item information in the Dropbox

E-mail Dropboxlink to Board members sometime within the week before the board meeting

On day of Board of Directors Meetingpst signs and agendas on doors

=A =4 =4 4 -4

MINUTES

1 Minutesare recorded in written and audio for for all Board of Directarand CommitteeMeetings
1 Minutes must include: list of attendeetiime meeting is called to ordeany motions made including who
madethe motion and secondednd time of adjournment
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1 Board of Directors an@ommittee Meeting ae audio recorded andiled on the server in the appropriate
files as well as put into thBropboxunder the date of the meeting
1 A draft of thewritten minutes is sent to the CEO for apprav@hce approvedy the CEChey are
submitted at the mext Boardof Directors and Committe®leeting for final approval
1 Approved minutesare consideredofficial and posted on the JSDC webéitepublicaccess

EXECUTIVE SESSIONS

Executive Sessida allowed undefNDCC Section 44 19.02 Only items that meet theequirementslaid out in
NDCC are subject to executive session and must follow theklistec

SPECIAL MEETINGS

1 If the Boardof Directos Meeting fals on a different dayother than the regularly scheduladeeting day
(second Monday of every nmth for the Board of Direct@meeting a gecial meeting notice must be
sentandpostedalong withthe approved meeting agenda

1 Special Meetings follow the same parametasregularmeetings 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 themeeting, time of the meeting, location of the meeting, and an attached agenda. The
F LILINE GSR F3SYyRI Aa LRAGSR 2y W{5/Qa ¢6So6airisSo

BOOKKEEPING

OPERATIONS BOOKKHEERI

The JSDC Bookkeeper is responsible for completing the functions outlined below andykadkeglectronic 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 iterm&de 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 bookkeepingndystem a
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.

Funds deposited intg
Payment is received Payment forwarded JSDC

Electronic and pape

copy records are
updated

to Bookkeeper operations/general
checking account
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RENTS AND LAND LEASE

Rent and land lease payments follow tharstlard 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 forwardeskietdpeBo

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 signaturOnce the CEO has signed off, payments are presented to one of the four Board of
5ANBOG2NEQ RS&AAIYIFIGSR aA3adySSa o0/ KFEANE *#A0S [/ KFEANE tl ad
signatures.

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

Post Checks

@izl Iy @eiall expenses to Prepare signed by Payment

received by forwarded to

expense payment CEO and mailed

<SR Bookkeeper acocunts Board signee

CREDIT CARDS

As credit card purchases are made, the JSDC CEO and staff prepare and the CE@esignsra 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.

SHAREBUILDING EXPENSEONCES

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 buding expenses to tenants.

PAYROLL

Semimonthly, 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. Payrolefunds ar
RSLI2AAGSR RANBOGEE Ayid2 SyLft28S5SaqQ I 002dzyiao

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

Administrative
Assitant prepares

Payroll directly
deposited into
employees'
checking account

Send records to
third party for
processing

Monthly,

Bookkeeper pays

semimonthly insurances

payroll records
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CEO or Busineg
Development
Manager Bookkeeper

informs

Bookkeeper from city and
when legal county
documents are
signed
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ACCOUNT RECONCILONS

A staff member, other than the bookkeeper, reconciles the checking account statements. The checking accou
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 bookkeep@onUeceipt of a credit card statement, the
CEO reviews and approves it and forwards it on to bookkeeper for payment.

QUARTERLY OPERATIDRANDS

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 Cousyl&@sprior to the
beginning of the quarter for whictne funds are requested. @opyismade forii KS . 2 2 {filesS S LIS NI &

INCENTIVE ACCOUNTOKIEEPING

DIRECT GRANTS

Direct grants include, but are not limited to, funding recipients suchJasiestown 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 appropei@ntries 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.tf@nC&O 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.

Bookkeeper
develops
requests to

Bookkeeper
JSDC receive makes entries
check from and deposits

Bookkeeper Checks are
prepares signed by JSD(

draw from
approved grant
funds

granting body funds into the
grant funds Incentive
Account

payment to CEO and Boarg
grantee sighee

DIRECT LOANS

The CEO or the Business Development Managorms 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 AccbuaiBookkeeper 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 theCEO 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.

Bookkeeper Bookkeeper
makes entries creates
and deposits amortization

funds into schedule and

incentive reviews with
account (61=(0)

Bookkeeper Bookkeeper
prepares Checks sent to creates
payment to JSDC CEO an receiveable

Loan funds
received from
city and county
and forwarded
to bookkeeper

requests funds

borrower and Board signee(s item to be
records as notg for signatures included in
payable monthly reports
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LAND SALES

The CEO or the Business Development Manager infireBookkeeper when all legabduments 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 financialaports.

The CEO or the Business
Development Manager informs

Bookkeeper creates receiveable

Bookkeeper creates amortization item to be included in monthly

reports

Bookkeeper when legal document]
are signed

schedule and reviews with CEO

FLEX PACE/PACE/NE®WBS$ 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 finedcThe Bookkeeper forwards the prepared check to the JISDC 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 Bdke legal fees are not included

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

¢tKSasS t2Fya NS SYyGdSNBR Fa b2iSa wSOSAQGIoftS FyR At
payment is due. For PACE/HRXCE, the wait can be up to 20 years depending on the loan terms with the
participating bank.

Bookkeeper

The CEO or
Business
Development
Manager

informs
Bookkeeper
when legal
documents
are signed

Bookkeeper
requests
funds. When
all funds
received,
deposits into

Bookkeeper
creates
amortization
schedule and
reviews with
CEO

Incentive
Account and
records as
Notes
Receivable

Bookkeeper
prepares
payment to
borrower

creates
Check receiveable in
processed Bookkeeping
from Incentive system, but
Account to no report is
Operations provided to
Account to Board of
cover legal Directors until
costs project begins
making

Checks sent
to JSDC CEQ
and Board

signee(s) for
S EWNIETS

Legal fees
included in
the amount
requested.

payments

New Jobs Training Funds payments are received once the employer starts submitting state withholding reports to
the State. The employer is given two yearsamp 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. ThebN&waining

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 CE@formsthe Bookkeeper of anglawbacks needing to be collected’he Bokkeeper follows the direction
of the CEQegardingclawbacks.
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JSDC Procedures

APPENDIX:AJSDC FUNDING APPILTICMN

DEVELOPMENT

JAMESTOWN / STUTSMAN COUNTY

Jamestown/ Stutsman Development Corporation (JSDC)

JSDC and Enterprise
Fund Application

Enterprise Fund and Lot purchase request

120 2nd St SE / P.0. Box 293
Jamestown, ND 58401

701-252-6861
www.growingjamestown.com

The JSDC is funded by the authority of the City of Jamestown and Stutsman County. This
application will require the approval of the Jamestown City Council and the Stutsman
County Commission prior to an issue of a firm commitment to the prospect
company/individual. This document serves as the application for the Enterprise Fund, Lot
Purchases, as well as all other funds/programs the JSDC manages.
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JSDC Procedures

Page |1
Required Contact Information
Main Contact:
Phone Number: Email:
Key Owners Full Legal Name: Percent of Personal Address: Title: Phone
(include initials) Ownership: Number:
Phase of Development [ Start-up [ Expansion [ Retention

Total Project Financing Requirements: $

Level of Owner’s Equity Commitment: $

Describe Equity:

Does applicant intend to apply for Property Tax Exemption? O Yes

Type of Funding Requested:

[ PACE Loan

] ND New Jobs Training Fund (requires secondary application)

J No

JEconomic Development Fund

For PACE/Flex PACE, the following information is required:

[ Flex PACE Loan O Lot Purchase

O APUC (requires secondary application)

o Attach bank worksheet including the following: bank working on project with, lender’s name

(including first and last), lender’s e-mail address, lender’s contact number, and term of loan

(including years and interest)

o If company does not currently work with bank listed in worksheet a resolution stating

authorization to work with bank is required with application

When are the funds needed?

Describe desired terms of financing for Economic Development Fund:

Jamestown/Stutsman Development Corporation

120 2" St. SE/PO Box 293
Jamestown, ND 58401
(701) 252-6861
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JSDC Procedures

Page |2
Does the applicant have a business relationship with any JSDC Board Member? [ Yes O No
If yes, who?
Required Company Information
Legal Name of Company:
Address: Federal ID/ SSN:
Contact for Company: Phone:
Product/Service of Business:
Form of Business Ownership:
Legal Descriptions
Legal Description of Building:
Legal Description of Land:
e Please provide a copy of the front page of the abstract or copy of last recorded deed
Address of Current/ Projected Plants/Facilities/Offices
Address:
City: | State: | Zip:
Address:
City: [ state: | Zip:
Address:
City: | state: | Zip:
Current Number of Employees
Full Time: Total Payroll: | Part Time: | Total Payroll:
Projected Number of Employees
First Year: Second Year:
Full Time: Wages: Full Time: Wages:
Part Time: Wages: Part Time: Wages:
Primary Bank for Company’s Day to Day Operations
Name: | Phone:
Address:
Contact Person: | Working Line of Credit :
Company Attorney
Name: | Phone:
Address:
New Business Venture- For New Business ONLY (unless specifically requested by JSDC)
List three references for each individual who will manage the new business
Reference: Phone:
Reference: Phone:
Reference: Phone:
Reference: Phone:
Reference: Phone:
Jamestown/Stutsman Development Corporation 120 2" St. SE/PO Box 293
Jamestown, ND 58401
(701) 252-6861
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JSDC Procedures

Page |3
Current or projected company formation: [ Sole Proprietorship [CICorporation
[0 “S” Corporation [ General Partnership [ Limited Partnership

[ Limited Liability Partnership [ Limited Liability Company [ Other

o Attach IRS Determination letter or other document showing the IRS recognizes company
formation

If company is a Corporation please provide the following information:

o What State the company is incorporated in

o Copy of by-laws giving direction on who can legally bind the corporation

If the company is an LLC please provide the following information:

o Legal proof the company is a registered LLC
o Copy of Written Consent in Lieu of Organizational Meeting

Are any tax audits pending or in process involving the business or project principals?
O Yes [ No

If yes, explain:

Are the project principals or business delinquent on any tax payments?
O Yes [ No

If yes, explain:

Are the project principals or business involved in any pending litigation?
O Yes 0 No

If yes, explain:

Have any of the principals ever been involved in bankruptcy?
O Yes J No

If yes, when and where:

Describe the intended public purpose, scope, and objective the proposed project intends to meet and
state how the project promotes the health, safety, or general welfare of the city/county or its citizens:

Jamestown/Stutsman Development Corporation 120 2" St. SE/PO Box 293
Jamestown, ND 58401
(701) 252-6861
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Page |4

State the specific intended use of the JSDC funds:

NEW BUSINESS
- The following checklist of required documents are to be submitted with application:

[ A brief (not more than two pages) description of the business, project, trade area served,
competitive products/services, jobs to be created, and how the project would benefit the
Jamestown/Stutsman County area.

[J A written report on the progress of the project. This report MUST be submitted within 30
days of the completion of the project/enterprise or within 30 days of the enterprises’ year end if
the project is not completed in one year. The report should include a detailed description of
how the funds from the JSDC were used and the public purpose accomplished.

o Date the applicant will submit written report on project:

[ Project Financing Breakdown- See Attachment #1
] Current and Projected Employment breakdown-See Attachment #2
[0 A completed business plan, including 3 years pro forma financial statements

[J A signed Personal Financial Statement — this applies to any person who owns 20% or more
interest in the business

O Include any other information, including a key person life insurance policy which may be

available to secure loans

[ Include copies of bids you have received which support the cost assumptions or commitment
letters from banks/other institutions which support the breakdown. The JSDC requires that two
local bids be secured if possible.

Jamestown/Stutsman Development Corporation 120 2" St. SE/PO Box 293
Jamestown, ND 58401
(701) 252-6861
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Page |5

EXISITING BUSINESS (Expansion/Retention)
- The following checklist of required documents are to be submitted with application:

[ Attach a brief (not more than two pages) description of the business, project, trade area
served, competitive products/services, jobs to be created, and how the project would benefit
the Jamestown/Stutsman County area.

[J A written report on the progress of the project. This report MUST be submitted within 30
days of the completion of the project/enterprise or within 30 days of the enterprises’ year end if
the project is not completed in one year. The report should include a detailed description of
how the funds from the JSDC were used and the public purpose accomplished.

o Date the applicant will submit written report on project:

[ Project Financing Breakdown- See Attachment #1
O Current and Projected Employment breakdown- See Attachment #2

O Financial statements for the past three fiscal years, including: balance sheets, income
statements, and notes to financial statements. If unaudited, the statements must be signed and
dated by an authorized financial officer of the business.

[ Most recent interim financial statements (balance sheets, income statements)

[ Federal tax returns filed by the business for the previous three years if applicant is a sole
proprietorship, partnership, or corporation which does not have its financial statements audited

or reviewed.

[ Include copies of bids you have received which support the cost assumptions or commitment
letters from banks/other institutions which support the breakdown. The JSDC requires that two
local bids be secured if possible.

LOT PURCHASE REQUEST

If interested in purchasing a lot, please indicate which park(s) you are interested in and which lot(s) you would
like to request:

[ Spiritwood Energy Park [ Food Processing Industrial Park [J 1-94 Business Park

Lot(s) Requested:

To purchase the lot will require final approval from the City of Jamestown and Stutsman County. .

Jamestown/Stutsman Development Corporation 120 2" St. SE/PO Box 293
Jamestown, ND 58401
(701) 252-6861
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Page |6

| understand that if any part of my application is incomplete this could delay my project
hearing with the JSDC.

I understand and agree | am responsible for any legal fees incurred for this project for
which JSDC will bill me.

Any funds expended pursuant to the authority, together with all records and meetings
pertaining to them, are subject to open meeting and open records requirements of state law
for public entities.

JSDC funds will be subject to performance “claw backs”, which allows JSDC to recapture
incentive funds. The JSDC will also require personal guarantee’s be signed by all party

participants with 20% or more invested.

The undersigned states that he/she is duly authorized to verify the foregoing application.
He/she has read the application and is familiar with the statements contained herein and the

same are true in substance and fact.

Signature: Date:
Jamestown/Stutsman Development Corporation 120 2" St. SE/PO Box 293
Jamestown, ND 58401
(701) 252-6861
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Page |7
Attachment 1: Project Financing Breakdown
Costs: Equity: Bank: Economic Development Fund:
Jamestown/Stutsman Development Corporation 120 2" St. SE/PO Box 293
Jamestown, ND 58401
(701) 252-6861
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Attachment 2: Current & Projected Employment

JSDC Procedures

Page |8

Current Employment Numbers

Projected Employment 1°* Year
Hourly Wage Levels

Hourly Wage Levels
Professional Professional
Full Time: Part Time: Average: Minimum: |
Managerial Managerial I
Full Time: Part Time: Average: Minimum: |
Technical Technical |
Full Time: Part Time: Average: Minimum: |
Skilled Skilled [
Full Time: Part Time: Average: Minimum: |
Semi-Skilled Semi-Skilled [
Full Time: Part Time: Average: Minimum: |
Totals:
Full Time: Part Time:

Jamestown/Stutsman Development Corporation

Professional Professional
Full Time: Part Time: Average: Minimum:
Managerial Managerial
Full Time: Part Time: Average: Minimum:
Technical Technical
Full Time: Part Time: Average: Minimum:
Skilled Skilled
Full Time: Part Time: Average: Minimum:
Semi-Skilled Semi- Skilled
Full Time: Part Time: Average: Minimum:
Totals:
Full Time: Part Time:

120 2" St. SE/PO Box 293
Jamestown, ND 58401
(701) 252-6861
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Page |9

Projected Employment 2nd Year

Jamestown/Stutsman Development Corporation

Hourly Wage Levels
Professional Professional
Full Time: Part Time: Average: Minimum:
Managerial Managerial
Full Time: Part Time: Average: Minimum:
Technical Technical
Full Time: Part Time: Average: Minimum:
Skilled Skilled
Full Time: Part Time: Average: Minimum:
Semi-Skilled Semi- Skilled
Full Time: Part Time: Average: Minimum:
Totals:
Full Time: Part Time:

120 2" St. SE/PO Box 293
Jamestown, ND 58401

(701) 252-6861

25| Page



JSDC Procedures

APPENDIX:BCHECKLIST

Checklist for legal d ocuments to/from JSDC Attorney
Updated 10/13/15

To Attorney:

JSDC Preliminary Proposal
JSDC & Enterprize Fund Application
Memo te JEDC BODYCity'County (everything that's provided to JSDC BOD and/or
City County) in their packet mgarding the proposal
JSDC EBeard of Dirsctors Approved Minutes regarding proposal
City County Approved Minutes regarding proposal
Unanimous Wntten Consent —Board of Direc tors
If a corporation:
What state is companyincorporated ND or
Copry of by-laws giving direction on whe can legallybind the corporation
Autherityto sgn - president, CEOQ, efc or
Bezolution by Board of Directors giving authenty to sign
* Example copyis attached
Business of any type information nesded:
o Businessaddress
o Legal descripfion if building/land purchase
o Whoizsigning legal documents
*  Spelling — do they use an initial
New Jobs Training Fund
o Contract# WIEP
o Loan amorfization schadule

0 o0oDo

From Aftorney:

o

o]
o]
o

oo

=]

oooDoo

UCC 1 Filing — if needed

Mbrtrage to be recorded at courthouse by attornay

Monitor to ensure all is procesding on a imely basis

All legal documents from JSDC Attorney (drafts) deliver to City Administrator Fuchs to
decide if they need to be reviewed by City Attorney

City Attorney will contact JSDC/JSDC Attorney with concerns/changes

Changes back to JSDC Attorney for final draft before providing to applicant

Ones approval from JSDC AttornesCity Attorney then provide two copiss to applicant
for their legal counsel to review

If questions/changes then back to JEDC Attorney

If no changes, applicant will sign, notarize then to JSDC President and JSDC Secretary
for notarized signamres

One original signed document to applicant

One original signead decument in JSDC =afe

Copy ISDC file for quick reference

Copy City Administrator Fuchs

Copy County Chief Operations Officer Bradley

This checklist needs tobe a physical and electronie part of every file inthe JSDC office and
every file taken to the aftorney’s affice so it can be cross-checked.
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APPENDIX:CELEX PACE APPLICATRVUBRIC

DEVELOPMENT

JAMESTOWN / STUTSMAN COUNTY

Applicant Name:

1. Investor lives in Stutsman County (50% of the ownership is from investors that live in

Flex PACE Application Rubric

**Must be at least 51% Owner Occupied Real Estate to qualify for application process**

Please use the following when scoring each application. These eight areas add up to 16 points.

Stutsman County) Up to 1 point
Yes 1 point
No__ 0 points

Total points ______

2. Using Local Contractors (50% of project is done by local contractors) Up to 1 point

Yes 1 point
No__ 0 points
Total points
3. Using a Financial Institution in Stutsman County Up to 1 point
Yes 1 point
No_ 0 points
Total Points

4. Jobs- Total Annual Payroll projected for year 3 (to include benefits)  Up to 3 points

$0-$75,000 1 point
$75,000 - $150,000 2 points
$150,000 and above 3 points
Total Points
growingjamestown.com

JSDC Procedures
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DEVELOPMENT

JAMESTOWN / STUTSMAN COUNTY

5. Property and Equipment Value of the investment Up to 3 points
Receiving Property Tax Incentives 0 points
$0-$250,000 1 point
$250,000 - $500,000 2 points
$500,000 and above 3 points

Total Points

6. Total Annual Revenue projected for year 3 (use Business Application and Plan)

Up to 3 points

$100,000- $200,000
$200,000 - $300,000

$300,000 and above

1 point
2 points
3 points

Total Points

7. Competitive

Up to 2 points

Competitive

Non- Competitive

0 points
2 points

Total Points

8. First Time Entrepreneur

Up to 2 points

Yes

No

2 points
0 points

Total Points

growingjamestown.com

JSDC Procedures
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JSDC Procedures

DEVELOPMENT

JAMESTOWN / STUTSMAN COUNTY

Total Overall Points Scored

**Applicant must score 8 or higher to qualify**

Qualifies Does not Qualify
Applicant Signature: Date:
JSDC Staff Signature: Date:

L06G°ST L0L +xe} 1989757 L0/ :auoyd 70y8S pu ‘umoisawel 67 x0q od - 1SeaYIN0S 1S pug 07| :ssaippe

growingjamestown.com
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JSDC Proce dures

APPENDIB: NEW JOBS TRAININGNEUAPPLICATION

NORTH DAKOTA
New Jobs
Training
Program

Job Training for New and
Expanding Businesses

JOB ™

SERVICE »,
North Dakotaf

jobsnd.com

Yown WMW Conneetion
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JSDC Procedures

Introduction

The North Dakota New Jobs Training Program provides incentives to primary-sector
businesses and industries that are creating new employment opportunities through
business expansion or relocation to North Dakota. The program provides a mechanism
for businesses to secure funding to help offset the cost of training new employees for
business expansion and/or startup. The program is administered by Job Service

North Dakota.

Funding Assistance

Under the New Jobs Training Program, a business obtains funds in the form of a loan,
grant, or self-financing option. The loan may be obtained from a commercial lender, local
development corporation, the Bank of North Dakota, or other qualified lender. A grant
may be obtained from the state, a city, or a local economic development corporation.

Funds under the New Jobs Training Program are made available through the capture of
state income tax withholding generated from the new, permanent, full-time positions that
are created. Reimbursements to repay the loan (plus interest) are made directly to the
lender. Reimbursements for a grant are made directly to the granting community or local
economic development corporation. Under the self-financing option, 60 percent of the
allowable state income tax withholding can be reimbursed directly to the participating
business. State income tax withholding can be captured for up to a ten-year period or
until the loan is repaid, or the self-financing or grant obligations have been met,
whichever comes first.

Business Eligibility

To be eligible for New Jobs Training Program benefits a business must be a primary-
sector business. “Primary-sector business” is defined as an individual, corporation, limited
liability company, partnership, or association through which the employment of knowledge
or labor adds value to a product, process, or service that results in the creation of hew
wealth. This term includes tourism, but does not include production agriculture.

Other qualifying criteria include:

+ A new employer locating in North Dakota must create a minimum of five new jobs.

« Expanding businesses must increase their base employment level by a minimum of
one new job.

« A business must not be closing or reducing its operation in one area of the state and
relocating substantially the same operation to another area of the state.

« Employees in eligible new positions must be paid a minimum of $10 per hour plus

benefits by the end of the first year of employment in the new job position created.

To apply for the New Jobs Training Agreement under the North Dakota New Jobs
Training Program, the New Jobs Training Worksheet (SFN 51042), New Jobs
Training Application (SEN 19703) and the Application for Certification as a Primary-
Sector Business in the State of North Dakota must be completed.

2
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Calculation of State Income Tax Withholding Credit

The amount of state income tax withholding available to a project is based on the
following criteria:

e The number of permanent, full-time new positions created
« The wage rate paid to individuals filling the new positions
« A withholding formula provided by the North Dakota State Tax Department which is
applied to the actual annual salary of the new jobs being created
- The formula considers the individual's average tax liability using a varying
number of exemptions.
- The formula is applied to the annual gross wages of the new jobs created, and
is then multiplied by the number of new positions in each pay category.
- This figure is then multiplied by ten (the maximum number of years of the
program) to establish the maximum state income tax withholding available
under the North Dakota New Jobs Training Program.

Determining the Loan, Grant, or Self-Financing Amount

« The business provides the lender with the amount of state income tax withholding
available.

o Based on the interest rate charged and draw-down schedule established by the
business, the lender amortizes the total amount of state income tax withholding to
determine the loan amount.

o Under the self-financing option, 60 percent of the allowable quarterly withholding will
be reimbursed directly to the business up to the maximum available withholding
identified in a program agreement.

« A grant is based upon the amount of state income tax withholding available.

Length of Reimbursement

If the business creates the number of new jobs identified in the North Dakota New Jobs
Training Program agreement at the wage rates projected, most loans, grants, or self-
financing options will be reimbursed in less than the ten year program period. Early
reimbursement takes place when:

« Average tax liabilities are used to calculate the amount of state income tax withholding
credit available, but the actual withholding reported is used to credit reimbursements.

« Most individuals have more state income tax withheld than their actual tax liability.

« The agreement does not build in salary increases during the ten year period, resulting
in larger withholdings.
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Loan, Grant, and Self-Finance Proceeds

Funding received under one of these finance options is intended to be used for training
the individuals hired in the new jobs created. The program will be monitored to insure that
the number of new positions agreed to in the final agreement are actually created, and
that these new positions are paid at least the wage specified in the agreement.

Administration Fees

A five percent administration fee is due and payable to Job Service North Dakota when
the final agreement has been signed. This is a one-time fee, based on the projected
amount of the agreement over the ten-year period.

Application Process

A preliminary agreement may be entered into between Job Service North Dakota and the
business prior to the completion of a final agreement. To initiate a prefliminary agreement,
complete and submit a New Jobs Training Worksheet (SEN 51042). This preliminary
agreement establishes an effective date for the North Dakota New Jobs Training
Program. Individuals who are hired by the business in the new jobs created on or after
the effective date of the prefiminary agreement can be included in this program.

The preliminary agreement provides a 90-day period for the parties to complete
negotiation of the final agreement. There is no obligation on the part of either party to
enter into a final agreement.

To apply for a final agreement, complete a New Jobs Training Application (SEN 19703).
This application will provide information on the business, the finance option selected,
lender (if applicable), number and title of new job positions to be created, training start
date, and cettification that the business is a primary-sector business. The Application for
Certification as a Primary-Sector Business in the State of North Dakota can be found at:
http://www.business.nd.gov/uploads/resources/193/c.pdf.

Submit questions and completed applications and forms to:

Workforce Programs Phone: 701-328-3358

Job Service North Dakota Fax: 701-328-4894

P.O. Box 5507 Statewide TTY: 800-366-6888
Bismarck, ND 58506-5507 E-Mail: jsnjt@nd.gov

SEHV'II(,QEE WORKFORCE PROGRAMS
Naﬂhaakota.- JSND-6063 (R. 3-10)
jobsnd.com
Job Service North Dakota is an equal opportunity employer/program provider.
Auxiliary aids and services are available upon request to individuals with disabilties.
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APPENDIX:ENORTH DAKOTA'S OPERCORDS AND MEETINGY
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