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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 Recovery Boost Grant 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 platform, DocuSign.
•

NO hard copy, email, or fax submissions will be accepted.

Application process opens:
•

Friday, December 18, 2020 at 8:00 a.m.

Application link:
•

http://www.dublin.ca.gov/recoveryboostgrant

Application process closes:
•

When funding has been exhausted or March 31, 2021,
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 via DocuSign.
You will receive an automated email from DocuSign confirming your
application was submitted. Please keep a copy of this email for your records.
Grants will be awarded to eligible, qualified small businesses based on the
program guidelines and availability of funds.
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.

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

Copies of receipts for all expenses being requested for reimbursement

•

Expense Claim Form

•

W-9 Form (including Taxpayer Identification Number)

How to Apply
Starting on Friday, December 18, 2020 at 8:00 a.m.
there will be an “Apply Now” link on the program
webpage.
Click on the link to go to the DocuSign website.
On the “PowerForm Signer Information” page,
enter your name and email address.
Then, click on the blue BEGIN SIGNING button.

Start Your Application
At the top of the page, you are asked to agree to use electronic records and signatures. This is
required in order to use DocuSign.
After checking the box, click on the CONTINUE button to begin your application.

Then, click the START tag on the left to begin the signing process.

Section 1
In Section 1, complete basic information about the applicant and business.

Questions 1 through 5 are about the applicant:
1. Name
2. Title
3. Email
4. Phone Number
5a. California Driver’s License Number and Expiration Date
5b. Option for non-California Driver’s License holders to provide another current
(valid) government-issued form of identification, such as a state-issued ID card,
passport, or driver’s license from another state.

Section 1 (continued)
Questions 6 through 16 are about the business:
6. Owner’s Name (if different than Applicant)
7. Name of Business – include the Business Entity name and any “doing business
as” (d.b.a.) name if applicable.
8. Physical Location
9. Mailing Address (if different)
10. Website
11. Primary Business Activity
12. Brief Description
13. Years in Operation
14. Lease or Own the Space
15. Number of Current Employees
16. Number of Employees Pre-Pandemic

Section 2
In Section 2, complete information about the expenses incurred by your business that you
are requesting for reimbursement.

Question 17: Fill in the amount of the grant being requested. This should be a dollar
amount, up to $10,000.

Question 18: Select the categories for the type of expenses you are claiming. You may
select multiple categories.

Note that some categories have a cap (or limit) on the amount that can be reimbursed for
expenses in that category.

Section 2: Expense Categories
Outdoor Operations
i.e. outdoor tents, canopies, heaters, weather protection, visibility, barricades, etc.
Interior Alterations
i.e. plexiglass partitions, HEPA air purifiers, dividers, durable safety signage, etc.
Physical Improvements
i.e. installation of a take-out/pick-up window
Digital Technology Equipment and/or Services – limit $5,000 in this category
i.e. online or contactless payment system, video conferencing, etc.
Personal Protective Equipment, Cleaning and Sanitation Supplies, Health and
Safety Equipment – limit $5,000 in this category
Marketing and Business Promotion – limit $5,000 in this category
i.e. advertising signage, print advertising, social media, etc.

Section 3
In Section 3, you will need to upload documents.
Accepted file formats include: .pdf, .csv, .xls, .doc, .txt, .gif, .jpg, .png and others.

To upload a file in DocuSign, click on the
attachment (paperclip) icon.

Then, click “upload a file” and select the
file(s) from your computer.

When finished, click “DONE”.

Section 3: Expense Claim Form
Question 20: Upload your Expense Claim Form.
The Expense Claim Form is available on the program webpage. You may also upload your
own file, so long as all the same information is provided.
Be sure to list every item you are claiming for reimbursement. Include the date of the
purchase, item description, vendor (where purchased), and the amount for each expense.
If using your own form, remember to indicate the appropriate category for each expense.

Section 3: Expense Receipts
Question 21: Upload your Receipts
You must provide copies of receipts for all items listed on claim form. The receipt
must clearly show vendor name, date of purchase, item purchase price, etc.
It is ok to block out confidential information such as credit card or bank account routing
numbers.

Section 3: IRS W-9 Form
Question 21: IRS W-9
Fill out the form completely in DocuSign:
1. Name (as shown on your income tax return)
2. Business Name if different from above
3. Federal tax classification (check only one)
5. Address
6. City/State/Zip
Part 1: Provide either a social security number
or EIN.
Part 2: Sign the document.
For IRS definitions, please refer to the complete W-9 form available on the program
webpage (https://dublin.ca.gov/RecoveryBoostGrant).

Adopt Your Signature
Click the SIGN tag, then

1.You will be asked to
Adopt Your Signature.
2. Verify your name: Verify
that your name and initials
are correct. If not, change
them as needed.
3. Click ADOPT AND
SIGN to adopt and save
your signature information
and return to the document.

Section 4
Applicants must agree to the terms and
conditions of the Program.

After reading the terms and conditions,
check the box below to agree.

Click the SIGN tag to add your
adopted signature.

The date, as well as your name, title and
the name of the business will automatically
populate.

Submitting Your Application
When you finish clicking all signature tags in the document,
confirm signing by clicking FINISH.
A message will appear stating that you have completed your
document.
You can now download a PDF copy or print a copy of the
document.
A copy will also be emailed to you.
Staff will review your application within 10 business days.

Tips and Tricks
When uploading documents:
Individual file size is recommended not to exceed 5 MB (megabytes). There is an
overall 25 MB file size limit for an individual “envelope” (a.k.a. application).
A full list of supported file formats is available in DocuSign’s Support Center at:
https://support.docusign.com/guides/ndse-user-guide-supported-file-formats
Note: Google file formats (Docs, Sheets, and Slides) are not supported in their
native format, however, you can upload these file types if you connect your
Google Drive cloud storage to DocuSign. Once you've connected, you can use
the cloud storage option to add the Google files to an envelope.

Who to Contact
City Staff in the Office of Economic Development 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 disability-related accommodation, please contact the Program
Administrator and allow at least 72 hours to process the request.
Language Assistance: Language interpretation is 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 Recovery Boost Grant Program.
We understand the COVID-19 pandemic has severely impacted many local businesses,
and we appreciate that you are part of our community.

