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Introduction
This guide is intended to help small business owners interested in applying for the City of
Dublin’s Small Business Emergency Microloan Program. Screenshots included here

are for illustration purposes only and may vary from the actual application form.
Applications can only be submitted via the online portal, ZoomGrants
• NO hard copy, email, or fax submissions will be accepted.
Application process opens:
• Tuesday, May 26, 2020 at 8:00 a.m.
Application link:
• http://www.dublin.ca.gov/microloan
Application process closes:
• When funding has been exhausted or Tuesday,
June 30, 2020 at 5:00 p.m., whichever occurs first.

Review & Approval Process
Applications will be reviewed on a first-come, first-served basis.
• Applications will not be deemed complete until all required
documentation is submitted.
Loans will be awarded to eligible, qualified small businesses based on the
availability of funds, program guidelines, with preference for restaurants and
retailers.
City Staff will review and process applications as quickly as possible; Applicants
will be notified of the status of their application via e-mail within 10 business
days.
If pre-approved, applicant will need to sign a Promissory Note and agree to an
automatic deduction of monthly, equal installment payments following the 36month (three year) period.

Required Documents
The following documents will be required as part of the
application process:
•

Verification of applying for federal or state disaster funding
(such as email confirmation of application received)

•

Itemized Budget for Funds Requested

•

W-9 Form (including Taxpayer Identification Number)

•

Copy of Lease Agreement or Rental Agreement

•

City of Dublin “New Vendor” Form

Create a ZoomGrants Account
Starting on May 26, 2020 at
8:00 am there will be an
“Apply Now” link on the
Microloan webpage.
Click on the link to go to the
ZoomGrants website, then
click on the “New
ZoomGrants Account”
button.
Note: If you already have
a ZoomGrants account,
login here.
Once the application period
opens, and you have logged
in, you will be able to start
your application.

Complete Your Application Information
After you complete
your basic account
information, read
the important
information about
the Program in the
Description tab.

Summary
After you read the
Program description,
you can click “hide this”
to minimize the
description (optional).
Scroll down to the
Summary tab and enter
your responses.
Anytime you make a
change, and click
outside that field, your
data will automatically
be saved (the screen will
“blink” at you).

Summary (continued)
In the “Summary” tab,
complete basic contact
information.
You will be asked:
•

Business name.

•

Contact information for
applicant.

•

Business d.b.a. name (if
any), physical address, store
phone number and website.

•

Contact information for
owner.

Then, click on the “Next”
button at the bottom of the
page.

Application Questions
In the “Application Questions” tab, you will be asked:
•

Owner’s Driver’s License or Identification Card.

•

Additional owners, if any.

•

If you own or rent the property.

•

If the business is independently owned.
Note: retail chain stores and corporately-owned stores are not
eligible for this program.

•

City of Dublin current business license number.
If you do not know this, write “N/A”.

•

If the business is a restaurant, retail or other type of
business.

•

Business description (i.e. what the business produces,
activity and how it generates revenue).

•

Number of people you employed prior to the disaster
(average number including full-time and part-time
workers).

Application Questions (continued)
In the “Application Questions” tab, you will be
asked about the impact of COVID-19 on your
business:
• Number of people you employ currently
(include full-time and part-time workers).
• Description of hardships that has resulted due
to COVID-19 (open-ended question).
• Date when hardship began.
• Business revenues during hardship period.
• Business revenues during same period last year.
• Percent of revenue loss during hardship period.
Note: Business must have at least 25% reduction in
revenue due to COVID-19 to be eligible for this
program.

Application Questions (continued)
In the “Application Questions” tab, you will
also be asked:
• The amount of the loan you are requesting.
Note: Amount options are $5,000, $7,000 or
$10,000.
• How you will use the funds if you receive a
loan.
• List of all other federal or state financial
assistance you have applied for.
Note: to be eligible for this program, you must have
APPLIED for federal or state financial
assistance, however, you do not need to have been
approved for or accepted those funds. Examples of
other financial assistance includes the Paycheck
Protection Program, Economic Injury Disaster
Loan, etc.

Application Questions (continued)
In the “Application Questions” tab, you will be
asked to disclose if the business or owner(s):
•
•
•

have any outstanding liens or judgements;
are currently the subject of any litigation;
have filed for bankruptcy.

You will be asked to certify that:
•
•
•

•
•

You understand the program conditions.
The business follows all applicable federal,
state and local laws.
The business is in good standing with the
City of Dublin (including no open code
enforcement cases).
All of the information submitted is true
and correct.
You understand some information may be
subject to public disclosure.

Supporting Documents
In the “Documents” tab,
you will be asked to upload
your supporting documents.
Required documents are
listed on the next page.
Click the 'Upload' button to
select a document and
upload it.
Please note: Individual file size
cannot exceed 4 MB (megabytes).
Documents you have already
uploaded are identified here.

Supporting Documents (continued)
Required documents are:
•

IRS W-9 Form – form provided on ZoomGrants (in Document Tab).

•

New Vendor Form – form provided on ZoomGrants (in Document Tab).

•

Line-item budget showing how you intend to use the loan funds.

•

Proof of action taken to apply for federal or state COVID-19 related financial assistance,
i.e. copy of an email confirmation of successful application including program name,
application date and a confirmation or application number (you just need to show proof of
application, not approval.)

•

Copy of current Lease or Rental Agreement or proof of property ownership.

If any of these documents are missing, incomplete or illegible, your application will not be deemed
complete until the correction has been made.
When naming the files, please include business name and document type in the name of the file
(i.e. “BusinessName_W9.pdf ”). PDFs are preferred.

Supporting Documents (continued)
Document Tips:
IRS W-9 Form: Fill out the form completely and legibly. Provide either a social security number or
EIN. Sign the document. Scan the signed document and upload it.
Budget:
• Provide a simple line item budget showing how the loan funds would be used.
• Funds can only be used to cover payroll, rent, operating expenses or working capital.
• Remember: If you received State or Federal assistance, you cannot use these loan funds for the
same purpose so you must keep good records to be able to demonstrate you did not use funds
from multiple sources for the same purpose.
• This could be a PDF or Excel document.
Proof of Application for Other Assistance: This Emergency Microloan Program is intended to
augment state and federal financial assistance programs. Therefore, you must provide proof that you
have applied for federal or state COVID-19 related financial assistance. You only need to have applied
for other assistance; you do not need approval. Sufficient proof could be a PDF copy of an email
confirmation of successful application that includes the program name, date application received and
an application or tracking number.

Proposal Submission
1. When you are ready to
submit your
application, click
“Submit Now.”
2. Enter your initials to
verify that you are
officially submitting
this proposal and then
click outside the field.

If you have any blank
fields, you will not be
allowed to submit.
3. Correct the errors and
click “Submit”.

Tips and Tricks
Full Screen Version will
make screen visually easier
to use.
If you get an error message
when using the
“Print/Preview” button, it
might be due to your web
browser. Try to resolve this
by deleting your cache and
cookies before accessing
ZoomGrants again or try
using a different browser.

Tips and Tricks (continued)

You MUST enter something in every field!
• Enter “N/A” if none of the other answers apply.
There is a 3,000-character (approximately one page) maximum limit for the
open-ended questions.
• Fields display a “countdown” so you will know how many characters have been
used as you type. This will assist you in keeping your answers brief and concise.
When uploading documents (through the ZoomGrants “Documents” tab):
• Individual file size cannot exceed 4 MB (megabytes). If necessary, you may split a
larger file into multiple files; please name files appropriately.

Who to Contact
For technical questions regarding ZoomGrants application:
Website:

ZoomGrants.com

Email:

Questions@ZoomGrants.com

Telephone:

1-866-323-5404

For other questions regarding the Program, contact the Program Administrator:
Suzanne Iarla, Management Analyst
economic.development@dublin.ca.gov
925-833-6650

Who to Contact (continued)
City Staff in the Economic Development Division are available to answer questions about
the Program.
ADA: If requested, information shall be made available in alternative formats to persons with a
disability, as required by the Americans with Disabilities Act. To make a request for disabilityrelated accommodation, please contact the Program Administrator and allow at least 72 hours to
process the request.
Language Assistance: Language interpretation will available over the phone based on Staff
availability during normal business hours only. Please allow at least two (2) business days to
process the request.
Contact the Program Administrator, Suzanne Iarla, Management Analyst:

economic.development@dublin.ca.gov
925-833-6650

Thank You
Thank you for your interest in the Small Business Emergency Microloan Program.
We understand the COVID-19 pandemic has severely impacted many local businesses, and
we appreciate that you are part of our community.

