APPENDIX B


LOAN APPLICATION DOCUMENT CHECKLIST

ADVANCE’S BROWN COUNTY

 MICRO LOAN PROGRAM
Please include the following documentation with your loan application.  All information should be signed and dated.

1) Loan Application.

2) Application Fee.  This is a non-refundable fee and must be submitted prior to any review of the request.  The fee should be payable to Green Bay Area Chamber of Commerce Foundation.  The fee structure is as follows:



Loans $10,000 or less:

$ 75.00



Loans >$10,000 - $50,000

$100.00



Loans >$50,000


$150.00

3)  Business plan.  This plan should include the following:

a. Brief history of the existing or proposed business including when it started or will start, primary business objective, type of business, market area, etc., as well as a description of where the business is or will be located.
b. Ownership including type of legal entity, ownership and percentage of ownership by owner.

c. Management team and resumes.

d. Marketing strategy including identification of key customers; identification of major competitors; market niche, pricing structure; promotional strategy, etc.

e. A discussion of projected sales growth, break-evens sales and what is required to achieve this growth.

f. A description of the debt structure of the business.

g. Financial statements, including balance sheets, profit and loss statements and cash flow statements for the past three years for an existing business.  Also include an agings report of accounts receivable and accounts payable.
h. Three years of financial projections (balance sheet, profit and loss and a monthly cash flow statement for the first 12 months of operations).  Include all assumptions made to develop these projections.

4)  Project description.  Describe how the business plans to use the requested loan. 

This should include a break down of all items to be purchased, copies of 
specifications, equipment description and detailed cost estimates for all items to 
be included in the total loan package.
5)  Personal financial statements.  These are required for each owner of the business 

      as well as his/her spouse.

6)  Description of equity and working capital.  The owner must contribute 10% of 
the project cost in the form of equity and have a minimum of two months of 


working capital.  Describe the source of this equity and working capital.

7)  Leases.  A copy of the lease for the space where the business will be located 


should be submitted.  

8)  Collateral.  A list and description of the collateral to be offered as security.
9)  Tax Returns.  Copies of tax returns for the past three years for the business and 

personal tax returns of all owners of the business.  


10)   Organizational papers.  Articles of incorporation and bylaws of corporation, or


operating agreement or partnership agreement unless business is a sole


proprietorship.

11)   Miscellaneous information.  Invoices, contracts, purchase orders/ written 


estimates of items to be purchased, permits, licenses, maps, floor plans, 
promotional materials, etc.  Provide anything that may enhance the understanding 
of your business and the project you are seeking to fund.
