RACP Business Plan Template at 8-18-2016


This Business Plan (BP) template is provided as a convenience to RACP candidates to be used at their option.  Some may wish to utilize only a portion of the template, others in its entirety, or not at all.  Not only does this template provide you an organized structure for creating your Business Plan, it’s another tool to decrease the possibility of something being missed.  Keep in mind, though, that just using this template will not complete your Business Plan submission.  There are submissions (for example, Tab 12, and possible supporting documents) that are required outside of this template.  Also, please note that this template is not a substitution for the instruction material found in our Business Plan handbook and the other BP material found on our web site – all should be reviewed and followed scrupulously in preparing your Business Plan.   

Strategic Comments have been placed throughout the template, aiding in its completion and providing certain reminders.  These “Comments” are controlled through Word’s “Review” ribbon.  As a default, they are set to be shown.  Prior to printing and creating your final PDF versions, be sure to “turn them off” by going to the “Tracking” section of the “Review” ribbon in Word; click the down arrow beside the “Final Showing Markup” item, and select “Final.”

Certain comments/instructions have been inserted directly in the Tabs herein.  They are designated by blue ink, and should be deleted if including the sheet in your Business Plan submission.

Red text entries indicate an item is provisional – given as an example, which a candidate may, or may not need.

<<Text within double-arrows>> is a placeholder for information that should be input by the candidate.

Business Plan

for a Redevelopment Assistance Capital Program (RACP) Grant

from the Commonwealth of Pennsylvania

through the Governor’s Office of Budget
Project Name:


Candidate:


Award Amount Requested:



Municipality, County of Project:



Year & Round Submitted for:
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TAB 1. PROJECT ELIGIBILITY REQUIREMENTS
 & HOUSING STATEMENT
Capital Budget Act itemizations
 requested to be used for this project:

	Item No. from Excel File
	County
	Municipality 

	Act No. & Authorization (Effective) Date

	Act Description
 
	Act Amount
	Available Amount
	Requested Amount


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Totals if using multiple itemizations
	
	
	


A Project Labor Agreement (PLA) will be utilized for the construction related jobs in this project.
A Project Labor Agreement (PLA) will not be utilized for the construction related jobs in this project.

HOUSING STATEMENT
(to be inserted in Tab 1 after itemization sheet)
	Project Name
	County

	RACP Round


	
	
	


If your RACP scope includes housing, you must include a statement here identifying such.  The statement must  indicate whether your project is 1) using available “special housing allocation,” or 2) requesting that your project be eligible due to it (a) supporting and generating of economic activity, (b) being part of a community revitalization plan, and (c) being in accordance with RACP program requirements.  If situation 2) above, please provide detailed information to verify/explain your claims.

If your RACP scope does not include a housing component, still submit this statement with the wording “This RACP project does not contain a housing component.”
TAB 2. PROJECT DESCRIPTION
Project Name
: 

Address of Project Site: 

Municipality of Project Site: 

County of Project Site: 

State Representative of Project Site
Name: 
Address: 
District #: 
State Senator of Project Site
Name: 
Address: 
District #: 
Specific Project Description: 
Overall:
Proposed RACP Scope:

TAB 3. ECONOMIC IMPACT
You MUST complete the Tab 3 Data section found as the 2nd tab/worksheet in the Tab 12 Excel file.  Rather than re-entering that information in the table below, for the “Data” portion of the Tab 3, you can use the “Copy & Paste” function to copy the completed Excel version of Tab 3 and paste it into this section.  If so:

1. When copying, include the Tab title line through only section G’s line - do not include the certification statement and signatory line, as that is already provided in this template elsewhere.  

2. Paste it so that it overwrites the title line above through the table below, but do not overwrite the information starting with the “Narratives”.  

3. When pasting, paste as a “Picture.”  This will resize the item to fit nicely on the page.
	Data:
	
	
	
	
	
	Estimated within 1-year after project completion

	A.
	NEW Jobs: 
	 
	 
	 

	
	1.
	NEW permanent direct jobs from positions being CREATED, or vacant ones being filled.
	 

	
	
	a.
	Full-time jobs
	

	
	
	b.
	Part-time jobs - For scoring purposes, 2.5 part-time jobs are considered a Full Time Equivalent (FTE).  OB will calculate FTEs.
	

	
	2.
	"NEW" permanent direct jobs TRANSFERRED TO PA FROM OUT OF STATE.  "NEW" for this entry's purpose only includes existing, filled positions that will be transferred into PA from out of state.
	 

	
	
	a.
	Full-time jobs
	

	
	 
	b.
	Part-time jobs - For scoring purposes, 2.5 part-time jobs are considered an FTE.  OB will calculate FTEs.
	

	B.
	RETAINED permanent direct (non-construction) jobs.  "RETAINED" for this purpose includes existing jobs, currently located elsewhere in PA or existing jobs retained at a current employment site that will be lost without the progression of this project.
	 

	
	1.
	Full-time jobs
	

	
	2.
	Part-time jobs - For scoring purposes, 2.5 part-time jobs are considered an FTE.  OB will calculate FTEs.
	

	C.
	Number of permanent INDIRECT jobs created by support/supplier industries and secondary industries attracted by the project.  Must supply multiplier basis used by the project.
	

	D.
	Number of non-permanent direct (CONSTUCTION) jobs created by the project. 
	 

	E.
	MEDIAN ANNUAL WAGE for all NEW permanent direct full-time jobs.
	

	F.
	Provide the PER CAPITA INCOME for the project's county per the U. S. Census Bureau at the following link: 
	

	
	http://quickfacts.census.gov/qfd/states/42000.html
	 
	 

	G.
	Total STATE TAX GENERATION (payroll, sales, corporate, etc.).   
	Prior to project 
	 

	
	
	  
	


Narratives and documentation in support of data provided in Tab 3’s “Data” section

Sections A through E Jobs and Wage Data:
Please provide a narrative and supporting documentation addressing how each estimated job figure and wages are determined.  Documentation may include but not be limited to: industry comparisons, historical trends, business operations, payrolls, etc.  Include for each category your basis for calculating the number of jobs shown. If you are using IMPLAN, or similar projection software, the input data and the full report and analysis should be included with your submission.
  

Section G State Tax Generation Data:

Please provide a narrative and supporting documentation addressing how estimated tax generation is determined.  Documentation may include, but not necessarily be limited to; industry comparisons, historical trends, business operations, payrolls, and tax records.

Candidate must also document original tax base before project, if applicable.  Documentation may include, but not necessarily be limited to payroll, business, sales, corporate, use, and utility taxes.  Documentation should support the resulting tax change after the project showing all detailed supporting calculations by tax on a state level.



Attestation:


I certify that the representations made in the above schedule and corresponding attachments and supplementary information are to the best of my knowledge, complete, and accurate.
	Signature
	Title
	Date

	
	
	

	Name (print or type)
	Entity

	
	


TAB 4. COMMUNITY IMPACT
A. Reclamation or the redevelopment of a blighted area or a Brownfield site:


B. Economic health of the project site’s county

1. County unemployment 
higher than state average:
2. Declining population in county
:
3. County per capita income below the state per capita income
:
4. Project location in a KOZ, KOEZ, KIZ, KSDZ, EZ or KOIZ-designated area:
C. Quality of life

1. Creates or improves Civic, Cultural or Recreation Facilities:
2. Improves Commercial/Retail/Mixed-use Buildings in a downtown or core area:
3. Addresses immediate/urgent issues to improve the quality of life:
4. Addresses issues that could have a negative impact on the quality of life:
D. Regional impact

1. Consistent with an existing revitalization plan
:
2. Joint effort involving multiple municipalities:
3. Public engaged in the development of the project:
4. Promotes tourism:
TAB 5. STRATEGIC CLUSTERS FOR DEVELOPMENT
A. Biotechnology/Pharmaceutical/Life Sciences: 



B. High Tech & Advanced Manufacturing and Materials:
C. Energy Extraction & Mining:
D. Business & Financial Services:
E. Healthcare/Medical Research and/or Educational:
F. Agriculture:
TAB 6. ORGANIZATIONAL, MANAGEMENT & STRATEGIC PLAN
TABLE OF INVOLVED ORGANIZATIONS/PERSONNEL
Note: Please make sure email addresses are provided & correct as this will be the primary contact method used by the Office of Budget
	Task/Position
	Organization
	Contact Person, Title
	Complete Address
	Email & Phone

	Candidate (normally the beneficiary of the grant)

	Candidate’s Board President or Top Executive or Officer (this is to whom RACP decision letter will be directed)
	
	
	
	

	Candidate’s person to contact for project information (if different from above) (enter “Same,” if same)
	
	
	
	

	Grantee (if known):

	Grantee’s Chief Elected Official or Officer

	
	
	
	

	Grantee’s Contact Person (if different from above) (enter “Same,” if same)

	
	
	
	

	Consultant aiding with Business Plan preparation

	
	
	
	

	Task/Position
	Organization
	Contact Person, Title
	Complete Address
	Email & Phone

	Architect
	
	
	
	

	Engineer
	
	
	
	

	Contractor
	
	
	
	

	Other
	
	
	
	


A. Project Information
1. Tax Status & Organizational Structure:
2. Financial & Operating Status:
3. Project Administration:
4. RACP Funding Necessity
: 
a. Has the Candidate explored alternative funding to the RACP request? If so, please detail any efforts made to secure funding from other sources.

b. Are there any unusual project expenses or site impositions (Superfunds, etc.) that necessitate the requested RACP funding?

c. What were the factors that the Candidate relied on to arrive at the requested amount?

d. What changes would the Candidate make to the project if the requested RACP funding was not received or simply reduced (for instance, would the Candidate reduce its proposed building construction from 100,000 square feet to 75,000 square feet)?

e. What, if any, would the financial ramifications be to the Candidate’s business without the RACP funding?
B. Strategic Plan
1. Business Strategy/Plan
a. Product or service to be provided:
b. Target market, growth of that market, and the market's need for the product or service:
c. Regional and statewide competition:
d. Marketing strategy:
e. Prospect of industry/business synergy:
f. Prospect of adding value to other products made/grown in the area, region, or state:
g. Reasoning for selection of the proposed site:
h. Project's anticipated amounts and sources of revenue:
2. Financial information
a. Internal funding:
b. Other funding sources:
3. Plan for continuing operation of the project:
TAB 7. STATEMENT OF COMPLIANCE

The Candidate should provide a signed list of compliance requirements on its letterhead.  If there will be a different, designated grantee for the project, and it is known at this time, the grantee should also submit a Statement of Compliance.  An example of such a letter is provided below that works well with the copy & paste function:
<<Date>>

Mr. Steven Heuer, Director

Bureau of Revenue, Cash Flow & Debt

Office of the Budget

333 Market Street, 18th Floor
Harrisburg, PA 17101-2210
Re: Statement of Compliance with PA Redevelopment Assistance Capital Program (RACP) requirements 
Dear Mr. Heuer,

The <<candidate’s/grantee’s name>>, in connection with the <<project’s name>> project in <<county name>> county, understands, and intends to comply with, all PA Redevelopment Assistance Capital Program (RACP) requirements. The <<candidate’s/grantee’s name>> acknowledges that failure to comply with the RACP program requirements may adversely affect grant reimbursements.

The <<candidate’s/grantee’s name>> is aware of, and agrees to abide by, the following specific program requirements:

1. Competitive Bidding Requirements 
2. Steel Products Procurement Act 
3. Trade Practices Act 
4. Public Works Contractors' Bond Law (Performance Bond & Payment Bond) 
5. Pennsylvania Prevailing Wage Act 
6. Americans with Disabilities Act 
7. Fidelity Bonds 
8. Insurance: 
a. Worker's Compensation Insurance 
b. Comprehensive General Liability and Property Damage Insurance 
c. Flood Insurance (if applicable) 
9. Article 8 
Sincerely,

TAB 8. PROJECT SCHEDULE

Pre-Construction Project Milestones
	
	Activity 
	Date

	

	
	Design Phase Start
	
	

	
	Design Phase Complete
	
	

	
	Bid Date
 
	
	

	
	Bid Opening

	
	

	
	Obtain All Permits
	
	

	
	Award Contracts

	
	


Construction Schedule

(Each Phase or Component e.g. Remediation, Demo, Site work, Building Construction)
	
	         Phase/Component
	Start Date
	Completion Date
	

	
	1.
	
	
	
	

	
	2.
	
	
	
	

	
	3.
	
	
	
	

	
	4.
	
	
	
	

	
	5.
	
	
	
	

	
	6.
	
	
	

	


TAB 9. PROJECTED CASH FLOW SCHEDULE
A “Cash Flow Schedule” (CFS) covering the duration of the project is required as part of the RACP Business Plan.  While it is not required to be used, an Excel template for a Cash Flow Schedule is available for download from the RACP website.
The 1st worksheet of this Excel file is the template for completion.  The 2nd worksheet of this Excel file contains an example of a completed CFS to aid in understanding.

You may wish to delete the narrative portions here and use this page as a cover sheet for you Tab 9.
TAB 10. RDA-300 FORM (SOURCES OF FUNDS)
A completed RDA-300 Form is required as part of the RACP Business Plan.  An Excel template for the RDA-300, the RDA-301, and Construction Cost Breakdown Forms is available for download from the RACP website. 

You may wish to delete the narrative portions here and use this page as a cover sheet for you Tab 10.

TAB 11. RDA-301 FORM (USES OF FUNDS), SITE CONTROL, & IDENTIFICATION AND QUALIFICATION OF PROJECT COST ESTIMATOR
A completed RDA-301 Form is required as part of the RACP Business Plan.  An Excel template for the RDA-300, the RDA-301, and Construction Cost Breakdown Forms is available for download from the RACP website.
You must provide a statement sheet after your RDA-301 Form(s) under this Tab identifying who prepared the project’s cost estimate, and give their title or professional qualification (a template for this statement is provided on the immediate following page).
You may wish to delete the narrative portions here and use this page as a cover sheet for you Tab 11.

 STATEMENT OF PROJECT COST ESTIMATE

(to be inserted in Tab 11 after RDA-301 Form[s])

	Project Name
	County

	RACP Round


	
	
	


Provide a narrative here that identifies who prepared the project’s cost estimate and gives their title and/or other professional qualifications.
TAB 12. BUSINESS PLAN SCORING SUMMARY
Download and complete the Excel version of this form located on the RACP website.
VERY IMPORTANT!  Do NOT copy & paste the RACP provided TAB 12 Excel sheet into some new creation of your own.  The Tab 12 Excel file as downloaded from the RACP website must be completed, saved, and submitted to OB.  Substitutes or modified copies are not acceptable.
Print a copy of the Excel Tab 12 for use in hard-copy of Business Plan submission.  Make a PDF version of this Excel file for inclusion in the PDF version of your Business Plan. The completed electronic Excel version of this form MUST also be submitted on the compact disc (CD) OR flash drive containing other Business Plan electronic documents.
You may wish to delete the narrative portions here and use this page as a cover sheet for you Tab 12.

�Changes from our last version, dated 12-18-2015, are:





 Tab 6 – instead of the old 1-line contact info for the Candidate we made 2 – 1 for the top Board Official or Executive Officer, and 1 for another contact person for project information.





 Updating of various URL links contained herein.





 Updated instructions to Tab 4., B., 2 & 3.


�Enter your project name here exactly as it is (will be) shown in the Tab 2 of this Business Plan.  This will become the official project name subject to approval by OB.


�Enter the Candidate’s name here.  The “Candidate” should be the end-user, or beneficiary, of the RACP award.


�Enter here the RACP award amount you are requesting.  For example: “$500,000.”


�Enter here the Municipality and County of your project site.  Example: “City of Harrisburg, Dauphin County.”


�Enter here the Year & Round # for the funding round for which you are submitting this Business Plan.  Example: “2016 – Round 1.”


�HELPFUL TIP: You can create new rows in the table by placing your cursor to the immediate, outside, right of any table row and hitting “Enter.”  This will place a new row below the one you were on.


�HELPFUL TIP: If an addendum applies to a particular Tab, place it in your Business Plan (& here in your Table of Content) under the Tab it relates to.  Identify them as this example shows “T3-A1.” which is short for “Table 3-Appendix 1.”  Also enter an appropriate title for the appendix.  Make sure to delete this line if not using, or to change appropriately if you are, including changing the text color to black.


�If an appendix does not relate to a particular Tab, place it at the end of all Tabs as shown here.  When used, be sure to add an appropriate title for each appendix.  Make sure to delete this line if not using, or to change appropriately if you are, including changing the text color to black.


�If your RACP scope includes housing, you must include a statement in Tab 1 identifying such.  The statement must also indicate whether your project is 1) using available “special housing allocation,” or 2) requesting that your project be eligible due to it (a) supporting and generating of economic activity, (b) being part of a community revitalization plan, and (c) being in accordance with RACP program requirements.  If situation 2) above, please provide detailed information to verify/explain your claims.





If housing funding is requested as in 2) above, please note that the RACP project scope shall include both housing and non-housing RACP eligible components.


�Per the current Excel file from “� HYPERLINK "http://www.budget.pa.gov/Programs/RACP/Documents/Project%20Authorizations-Website.xls" ��Itemized Projects Eligible for Funding�” link on RACP’s web site 


�The entry for these items (“County” and “Municipality) should be an exact “copy & paste” from the “Itemized Projects Eligible for Funding” Excel file EVEN IF NOT TECHNICALLY CORRECT.  You are asked to supply the correct municipality and county of the project site in Tab 2 of the Business Plan.


�Input example: 


“2010-82 10/19/2010” (single space between Act No. and Authorization/Effective Date)


�The entry for “Act Description” should be an exact “copy & paste” from the “Itemized Projects Eligible for Funding” Excel file.


�Enter as whole dollars only, with dollar sign ($) and commas.  Input example: “$1,000,000”


�Delete the statement here that does NOT apply to your project.


�Input example: “Westmoreland” – do NOT input “County”


�Input example: “2016-1”


�This must be a maximum of 75 characters, including spaces.   Do not use “The” to start the project name, or “Project” to end the project name.  If selected for a grant award this will become the official name of the project if OB does not modify.


�Replace this section with a narrative and/or reference to supplementary information supporting the job and wage figures provided.


�Replace this section with a narrative and/or reference to supplementary information supporting the state tax generation figures provided.


�Here, and the first line below all scoring categories or sub-categories, enter “NOT APPLICABLE” if the item does not apply to the project, or provide a narrative of how the item applies to the project, supplying the source of the data.  ALSO SUPPLY ANY APPLICABLE SUPPORTING DOCUMENTS.


�As per the current PA Department of Labor & Industry’s website page entitled: Labor Force, Employment and Unemployment for Pennsylvania in [latest available Month & Year].   See the “BP Handbook” for additional instructions on this item.  


�As per the current U. S. Census Bureau web site at: � HYPERLINK "http://quickfacts.census.gov/qfd/states/42000.html" �http://quickfacts.census.gov/qfd/states/42000.html�.  In the “Enter state, county, city, town, or zip code” box start typing “Pennsylvania.”  Once you start typing in the spelling of “Pennsylvania,” a list of matching keystroke items appears in a new box immediately below this section – select “Pennsylvania.”  Again in the “Enter state, county, city, town, or zip code” box start typing the county name.  Next, click on the pull down icon for the box containing “ALL TOPICS.”  Select “Population.”  For determining this item we use the “Population, percent change - April 1, 2010 (estimates base) to July 1, 2015, (V2015).”  See additional instructions in the Business Plan Handbook.


�This item is also determined from the U.S. Census Bureau web page provided in the item immediately above.  If you don’t still have the web page open that you used for item 2. Above, use the instructions for item 2 to navigate to Pennsylvania and your county’s data.  Next, click on the pull down icon for the box containing “ALL TOPICS.”  Select “Income and Poverty.”  The line used for these purposes is entitled, “Per capita income in past 12 months…”  If this shows the county’s per capita income is less than the overall state’s, your project qualifies for this sub-section.   See additional instructions in the Business Plan Handbook. 


�To qualify for this sub-section, the candidate must supply a copy of the referenced revitalization plan, highlighting therein where it’s consistent with the project.  Additionally, the candidate must provide a narrative stating how their project is consistent with the referenced revitalization plan and reference the exact sections of the plan where the candidate believes this is to be the case.  If these requirements are not followed, the BP will not qualify for this sub-section.


�Here, and the first line below all the other strategic cluster categories, enter “NOT APPLICABLE” if the cluster does not apply to your project, otherwise provide a narrative of how your project fits the particular strategic cluster. Note the project must be part of the strategic cluster itself, not just merely support the cluster


�Provide a narrative that demonstrates the necessity for the project to receive RACP funding.  Please include in the discussions the amount of RACP funding being requested.


�HELPFUL HINT: Once you have used the information on this page you may wish to delete the narrative portions hereon, except for this title of course, and use this page as a cover sheet for you Tab 7.  Keep in mind that the submitted Statement of Compliance (both paper & PDF [electronic] copies) must be signed.


�In addition to the information below, a detailed project schedule (see example in Business Plan Handbook), and, if available, a detailed construction schedule should be submitted as part of this Tab 8.


�The Project Schedule entries should be DATES.  Estimates are acceptable.  If no estimate is available at this time a "TBD" (to be determined) entry can be used.  Date format example: “12/01/2016.”


�If multiple bid dates, enter the first to occur.


�If multiple openings, enter the last to occur.


�If multiple dates for contract awards, enter the last to occur.


�HELPFUL TIP: You can create new rows in the table by placing your cursor to the immediate, outside, right of any table row and hitting “Enter.”  This will place a new row below the one you were on.


�Act 77 of 2013 amended the Capital Facilities Debt Act (Act 1 of 1999) to require that a Business Plan submitter identify who produced the cost estimates for their project.  It further requires that the project cost estimate must be prepared by a qualified professional.  This page provides a template for this purpose.  Provide a narrative hereon that identifies who prepared the project’s cost estimate and gives their title and/or other professional qualifications.  


�Input example: “Westmoreland” – do NOT input “County”


�Input example: “2016-1”





