
  
 

Agency Operational Relief Grant Program 
Webform Application Instruction Guide 

 
 PURPOSE 

Small businesses, non-profit organizations, and local governmental agencies are eligible to apply for grants under this 
program. Grant funds may be used to pay working capital expenses such as payroll, rent, mortgage insurance, and utilities, or 
for purchase of items related to recovery from the COVID-19 pandemic such as equipment, vehicles, or personal protective 
equipment (PPE). Grants will be awarded on a rolling basis until funds are depleted. 

The Program web application streamlines the application process by gathering required information and documentation from 
the Applicant in a step-by-step electronic process. Applicants may use the web-based application to apply anywhere, anytime.  

 

 REQUIRED FORMS AND DOCUMENTS 

The full list of documents that are required to be submitted with this application, is included in the Applicant Document 
Checklist. Please note that while documents may be submitted at a later date, all documents must be submitted for the 
Program to determine eligibility. Failure to submit all required documents and information in a timely manner could 
jeopardize your opportunity for funding, as grant funds are limited. 
 

 PROCEDURES 

 APPLICATION PROCESS 

Navigate to the County website at to access necessary program materials and information. Applicants should review and 
become familiar with the program resources provided before starting an application. 

 

 

 

 

 

 

 

 

 

 

https://eliteims.quickbase.com/db/bqsxx2cvd?a=dbpage&pageID=6
https://eliteims.quickbase.com/db/bqsxx2cvd?a=dbpage&pageID=6


  
 

1.1 General Entity Information 

 
 Complete entity contact information.  

 

Figure 1 

 

 Select enitity type from drop down list.  
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 Select the approriate idenitification type for the entity, please note that social security number 
may only be used for sole proprietorship.  
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 Enter the Date of Inception or Incorporation (not applicable if Government Entity) 
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 Select the Entity Identification Number Type. 
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 Enter the Entity Identification Number. 
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 Upload Entity’s 2019 Tax Return. Select Choose file. (Note: If the entity selected is 
Governmental upload the most recent budget, all other entities must upload 2019 tax returns.) 
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 Double-click the required document and select Open. 
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 Slecect Yes or No if the Entity is currently in bankruptcy. 
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 Select all that apply. 
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 Select all that apply and enter the number of Employess currently working for the entity.  
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1.2 Authorized Representative Information  

 Enter the contact information for the entity’s authorized representative. The authorized 
representative means someone with authority to act on behalf of the entity, make 
representations for the entity and enter into legally binding agreements on behalf of the entity.  
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 Upload the Authorized Representative’s ID by selecting Choose File. 
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 Double-click the desired document and select Open. 
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1.3 COVID-19 Impact Information 

 Using the drop-down menu, idenitfy if the entitty was required to close or cease operations 
due to COVID-19. 
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 If yes, enter how long the enitity was closed and if the enitiy is still closed.  
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 If no, idenitfy if the entity suffered decreases due to COVID-19 and upload proof of that 
disruption, as applicable.  
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 Enter a brief narrative of COVID-19 impacts on the entitiy.  
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1.4 Requsted Funding Information  

 

 Select the “Click to save before uploading attachments” button to save.  
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 Select “Add Request for Funding” to upload.  
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 Upload the quotes, in one combined document for each item requested for all requests other 
than the working capital.  
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 Double-click under Funding Type and use the drop-down menu to selct the type of funding. 
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 Double click under Funding Category and use the drop down to selct the funding category. 
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 Double-Click under Cost per Unit to enter the cost per unit.  
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 Double-click under Number of Units to enter the number of units requested.  
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 Double-click under Amount of Funding in Category to enter the amount of funding requested 
for this category.  
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 Double-click under Brief description of what funding will be used for and enter a brief 
description of what the funding will be used for.  

 

Figure 27 

 



  
 

1.5 Working Capital Requested 

 

 Under Working Capital Requested select all categories being requested. If you do not wish to 
request Working Capital, select None. 
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 Enter any notes regarding the Working Capital in the text field under Notes. 
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1.6 Alternate Funding Information 

 Under Alternate Funding Information, use the drop-down menu to selct Yes or No if Alternate 
funding was used. If No, select No and proceed to step 1.7.1. If Yes, see step 1.6.2.  
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 Select Add Alternate Funding Item 
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 Select Upload when the new window appears. 
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 Click Select, to select the required document. 
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 Double-click the desired document and select Upload. 
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 Enter the Identification Number, by clicking the box under Identification Number. 
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 Enter the funding Source by double-clicking the box under Funding Source and selecting from 
the drop-down menu. 

 

 

Figure 36 



  
 

 Enter the amount of funding by double-clicking the box under Amount of Funding.  
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1.7 Acknolwdgement, Consent and Sumission 

 Read and Acknowledge the consent information included in the application. Select the acknowledgement checkbox 
and provide your digital signature.  
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 When the new window appears, using your mouse, left-click and hold to sign. Then select SAVE. 
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 Click Submit to submit your application. 

 

Figure 40 

 Please note that the application submission process may take some time to upload. Do not navigate away from 
the upload page while application upload is in progress.  

END OF INSTRUCTION GUIDE. 
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