FY 2014 CDFI & NACA Program Technical Assistance (TA) Application Narrative Template
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Instructions for Completing the TA Application Narrative

Overview:  This document contains an executive summary and seven sections: Purpose, Products, Policies, People, Partnerships, Performance, and Projections. Each section generally consists of a combination of narrative questions, supporting documentation, and the input of information into the TA Application Excel Workbook. Requirements for each section are noted under the Section Requirements heading. All of the section requirements are mandatory, with the exception of the technical assistance purpose questions at the end of a section or sub-section. Applicants should only respond to a technical assistance purpose question if the use(s) of their award request directly relates to the corresponding section or sub-section.

Approach: Applicants must answer each of the narrative questions using clear, concise, factually-based text, while adhering to the stated character maximums. Applicants are encouraged to discuss their organization’s unique situation within the framework of each question being asked. Applicants should be prepared to discuss their previous activities as well as provide an explanation of future plans. 

Narrative questions should address the information requested, as well as cross-reference and explain any pertinent information contained in the TA Application Excel Workbook or the requested supporting documentation.  Where applicable, cite any secondary data sources, reports, statistics, or other sources. Be sure to use the most recent data and information available.

Character Limits: Each question in the TA Application Narrative has character limits. Enter narrative responses in each text box provided.  Text boxes will expand to fit the amount of text being entered up to the character limit, including spaces. The form will not allow responses beyond the specified character limit in each question.  You must use this form to complete your application.

Format: The font is automatically generated by this form, which is Times New Roman, size 12. Embedded charts and rich text are disabled.

Identify Applicant on Cover Page:  Replace the underlined text on this cover page to reflect the Applicant Name and EIN #.  

Mandatory File Naming Convention: You must submit the final version of this file through Grants.gov using the following naming convention:  Applicant Name-Narrative.doc.  For example: ABC Community Development Organization-Narrative.doc

Executive Summary (Not Scored)
Provide an executive summary of your application below. 500 character maximum. You must address the following points: 
· Your organization’s mission statement.
· A brief description of the main products and services offered. 
· The geographic and, if applicable, population-based Target Market(s) you serve
· Plans to become certified, focusing on lending and providing development services, if the Applicant is not currently certified/certifiable.
	Enter text for the Executive Summary here. Your entry cannot exceed 500 characters.



1. Purpose (15 points)

Section Requirements: 
· Award Request Table (TA Application Excel Workbook-Purpose Tab 4)
· Narrative Questions: 1.1-1.2
Narrative Questions
1.1. Discuss your CDFI’s strategic goals for the next five years and describe how use of the requested award (as listed in the Award Request Table) will build organizational capacity to achieve the identified strategic goals.  If you have a strategic plan, summarize key points as they relate to your identified strategic goals. 
	[bookmark: Text3]Enter text for question 1.1 here. Your entry cannot exceed 3,000 characters.  



1.2. Discuss the major needs and challenges of your Target Market and describe how use of the requested award (as listed in the Award Request Table) will build organizational capacity to address the identified needs and challenges.  
	Enter text for question 1.2 here. Your entry cannot excced 3,000 characters. 



2. Products (10 Points)

Section Requirements: 
· Customer Snapshot Table (TA Application Excel Workbook-Products Tab 5)
· Product Design Chart (TA Application Excel Workbook- Input Sheet Tab 3 & Products Tab 5)
· Narrative Questions: 2.1-2.7
Narrative Questions 
2.1. Explain how your CDFI’s financial products, financial services, and development services are or will be designed to meet the specific needs of your intended Target Market (as previously identified in the PURPOSE section) using the Customer Snapshot Table and any additional statistical data as necessary.  
	Enter text for question 2.1 here. Your entry cannot excced 3,000 characters. 



2.2. Explain how your CDFI’s financial products and financial services, (described in the Product Design Chart), meet or will meet a “double bottom line” by providing both social returns for borrowers and financial returns for the organization.  
	 Enter text for question 2.2 here. Your entry cannot exceed 1,000 characters.     



2.3. Describe how your CDFI has determined that there is market demand for your financial products and financial services, (described in the Product Design Chart) in both quantitative and qualitative terms citing market studies and or any other relevant data.
	 Enter text for question 2.3 here. Your entry cannot exceed 2,500 characters. 



2.4. Describe how your CDFI’s financial products, financial services, and development services (described in the Product Design Chart) do or will work together to provide a comprehensive approach to meeting the needs of your Target Market (described in the Customer Snapshot Table and question 2.1).
	 Enter text for question 2.4 here. Your entry cannot exceed 2,000 characters.   



2.5. Identify who your CDFI’s primary competitors are or will be (e.g. CDFIs, non-CDFI banks and/or credit unions, pay day lenders, etc.). Explain how your CDFI’s financial products, financial services, and development services (described in the Product Design Chart and the preceding questions) meet a need that is currently unmet by the identified competitors.  
	Enter text for question 2.5 here. Your entry cannot exceed 2,000 characters. 



2.6. Describe your marketing and outreach strategy. Explain how the marketing and outreach efforts will encourage potential borrowers to access your financial products, financial services, and development services.  
	Enter text  for question 2.6 here. Your entry cannot exceed 2,000 characters. 



2.7. If your award request will directly impact your financial products, financial services, and development services, explain how each requested TA use will enable your CDFI to achieve the strategic goals listed in the PURPOSE section.  
	Enter text  for question 2.7 here. Your entry cannot exceed 3,000 characters.    



3. Policies (10 Points)

Section Requirements: 
· Product Design Chart (TA Application Excel Workbook-Products Tab 5)
· Narrative Questions: 3.1-3.11

Lending Policies and Underwriting Procedures

Narrative Questions 
3.1. Describe what the underwriting processes and due diligence criteria are or will be for the products listed in the Product Design Chart 
	Enter text  for question 3.1 here. Your entry cannot exceed 3,000 characters.      



3.2. Describe what staff and management’s roles and responsibilities are or will be in the loan decision-making process.  
	 Enter text for question 3.2 here. Your entry cannot exceed 2,500 characters. 



3.3. Describe your CDFI’s intended policies for determining and managing risk levels.  
	 Enter text for question 3.3 here. Your entry cannot exceed 2,500 characters. 



3.4. Explain how loan closings and disbursements will be performed
	Enter text for question 3.4 here. Your entry cannot exceed 2,000 characters. 



3.5. Explain how collateral will be secured.
	 Enter text for question 3.5 here. Your entry cannot exceed 2,500 characters. 



3.6. Describe how your CDFI will protect itself against loan losses.
	 Enter text for question 3.6 here. Your entry cannot exceed 2,500 characters. 


 
3.7. If your award request will directly impact your lending policies and procedures, explain how each requested TA use will enable your CDFI to achieve the strategic goals listed in the PURPOSE section.
	Enter text for question 3.7 here. Your entry cannot exceed 3,000 characters. 



Information and Financial Systems Management

3.8. Describe your organization’s processes for tracking the use of funds from private and public sources. 
	 Enter text for question 3.8 here. Your entry cannot exceed 1,000 characters.    



3.9. Describe the internal controls that are in place to prevent fraud in your financial accounts.
	 Enter text for question 3.9 here. Your entry cannot exceed 1,000 characters.    



3.10. Describe your CDFI’s intended systems for accounting, underwriting, portfolio monitoring, data tracking, and client management, etc. 
	Enter text for question 3.10 here. Your entry cannot exceed 3,000 characters. 



3.11. If your award request will directly impact your management of information and financial systems, explain how each requested TA use will enable your CDFI to achieve the strategic goals listed in the PURPOSE section.
	Enter text for question 3.11 here. Your entry cannot exceed 3,000 characters. 



4. People (15 Points)

Section Requirements:  
· Resumes (attach)
· Organizational Chart (attach)
· Abbreviated Biographies of Key Staff and Board Members (TA Application Excel Workbook-People Tab 7)
· Description of Committees (TA Application Excel Workbook-People Tab 7) 
· Narrative Question: 4.1 

4.1. 	If your award request will directly impact your staff and management, explain how each 
requested TA use will enable your CDFI to achieve the strategic goals listed in the PURPOSE section.
	Enter text for question 4.1 here. Your entry cannot exceed 3,000 characters. 



5. Partnerships (5 Points)

Section Requirements: 
· Funders Table (TA Application Excel Workbook-Partnerships Tab 8) 
· Community Partnership Agreement (attach, if applicable)
· Narrative Questions 5.1-5.7

Leverage Strategy

Narrative Questions
5.1. Discuss your plan(s) for pursuing other private and public financial support to meet your CDFI’s strategic goals as listed in the PURPOSE section. 
	Enter text for question 5.1 here. Your entry cannot exceed 2,000 characters. 



5.2. If your award request will directly impact your operational strategy, explain how each requested TA use  will enable your CDFI to achieve the strategic goals listed in the PURPOSE section
	Enter text for question 5.2 here. Your entry cannot exceed 3,000 characters. 



Community Coordination

The term “community partner” means an entity that provides loans, equity investments, or Development Services, including a Depository Institution Holding Company (DIHC), an Insured Depository Institution (IDI), an Insured Credit Union (ICU), a non-profit organization, a state or local government agency, a quasi-governmental entity, and an investment company authorized to operate pursuant to the Small Business Investment Act of 1958.  

The term “community partnership” means an agreement between a CDFI and a Community Partner to provide Development Services, loans, or equity investments to a Target Market.

· If your CDFI has a “community partnership(s)” that fits this definition, you should include a description of that partnership(s) and its partners in your responses below. 
· If your CDFI has partnerships that do not meet this exact definition, you are still required to discuss other relevant partnerships and partners in your responses below.  

Narrative Questions
5.3. Explain how your CDFI will work with other organizations to provide comprehensive services to your target market.    
	 Enter text for question 5.3 here. Your entry cannot exceed 1,000 characters.    



5.4. Describe how your CDFI’s partnerships assist in achieving your strategic goals (as identified in the PURPOSE section). 
	 Enter text for question 5.4 here. Your entry cannot exceed 1,000 characters.    



5.5. Of the existing neighborhood, local, state, regional, and/or federal community economic development plans and initiatives that impact your intended Target Market identify which are the most pertinent to your CDFI and explain why. 
	 Enter text for question 5.5 here. Your entry cannot exceed 1,000 characters.    



5.6. Explain how the community and economic development plans identified in Question 5.5 align with your CDFI’s strategic goals (as identified in the PURPOSE section). 
	 Enter text for question 5.6 here. Your entry cannot exceed 1,000 characters.    



5.7. If your award request will directly impact your community coordination, explain how each requested TA use will enable your CDFI to achieve the strategic goals listed in the PURPOSE section.
	Enter text for question 5.7 here. Your entry cannot exceed 3,000 characters. 



6. Performance (30 Points)

Section Requirements: 
· Audited or Reviewed Financial Statements including Management Letters for three most recently completed fiscal years (attach, in full), 
· Internally prepared financial statement for the most recently completed quarter (attach)
See Submission Instructions Step 8 for Financial Statements requirements by organization type (TA Application Excel Workbook –Tab 1)
· Activities Level Chart (TA Application Excel Workbook-Input Sheet Tab 3 & Performance Tab 9)
· Impacts Chart (TA Application Excel Workbook-Input Sheet Tab 3 & Performance Tab 9) 
· Financial MPS Ratio Chart (TA Application Excel Workbook-Input Sheet Tab 3 & Performance Tab 9)
· Loan Portfolio Quality, Current Loan Portfolio Quality, Loan Loss Reserves and Write Offs, Equity Investment Portfolio Valuation Charts (TA Application Excel Workbook- Input Sheet Tab 3 & Performance Tab 9)
· Prior Awards Chart (Applicant Intake Form PDF), if applicable
· Narrative Questions 6.1-6.8


Financial Performance

Narrative Questions

6.1. Explain how accurately the financial health of your institution is presented in the TA TA Application Excel Workbook as compared to the audited or internally prepared financial statements provided.  If necessary, please provide additional information where there are discrepancies between the financial information provided in the TA Application Excel Workbook and your financial statements. 
	Enter text for question 6.1 here. Your entry cannot exceed 2,000 characters. 



6.2. Discuss your organization’s performance in relation to the CDFI Fund’s Minimum Prudent Standards (MPS) for financial health and portfolio management (which are automatically calculated in the TA Application Excel Workbook Performance Tab). Describe what factors contributed to meeting or failing each ratio. For regulated CDFIs, discuss any regulatory constraints affecting your performance. 
	Enter text for question 6.2 here. Your entry cannot exceed 2,000 characters. 



6.3. Explain any other financial benchmarks that are important to your CDFI achieving the strategic goals as listed in the PURPOSE section.  
	 Enter text for question 6.3 here. Your entry cannot exceed 1,000 characters.    



6.4. If your award request will directly impact your financial performance, explain how each requested TA use will enable your CDFI to achieve the strategic goals listed in the PURPOSE section. 
	Enter text for question 6.4 here. Your entry cannot exceed 3,000 characters. 



Organizational Impact

Narrative Questions
6.5. Describe the trends shown in your Activities Level Chart (completed in the TA Application Excel Workbook-Input Sheet & Performance Tabs) and explain the circumstances driving these trends using the automatically generated graphs that appear within the TA Application Excel Workbook-Performance Sheet.
	 Enter text for question 6.5 here. Your entry cannot exceed 1,000 characters.    



6.6. Discuss organizational milestones achieved and progress made towards your CDFI’s strategic goals listed in the PURPOSE section. If your CDFI is a prior TA Awardee, discuss the use of previous TA awards and the impact the awards have had on your CDFI achieving its strategic goals.  
	 Enter text for question 6.6 here. Your entry cannot exceed 2,500 characters. 



6.7. Explain any other organizational benchmarks that are important to your CDFI achieving its strategic goals (as identified in the PURPOSE section). Examples may include benchmarks related to CDFI certification status, staffing, outreach, growth, lending targets, or delivery of development services. 
	 Enter text for question 6.7 here. Your entry cannot exceed 1,000 characters.    



6.8. If your award request will directly impact your organizational impact, explain how each requested TA use will enable your CDFI to achieve the strategic goals listed in the PURPOSE section 
	Enter text for question 6.8 here. Your entry cannot exceed 3,000 characters. 



7. Projections (15 Points)
	
Section Requirements:  
· Financial MPS Ratio Chart (TA Application Excel Workbook-Input Sheet Tab 3 & Projections Tab 10)
· Loan Loss Reserves and Write Offs Chart (TA Application Excel Workbook-Input Sheet Tab 3 & Projections Tab 10)
· Activities Level Chart (TA Application Excel Workbook-Input Sheet Tab 3 & Projections Tab 10)
· Narrative Questions 7.1-7.4

Narrative Questions
7.1. Discuss how your organization’s financial, lending activity, and impact projections align with your strategic goals (as identified in the PURPOSE section). 
	 Enter text for question 7.1 here. Your entry cannot exceed 2,500 characters. 


 
7.2. Explain the rationale behind the projected figures included in the MPS Ratio Chart, Activities Level Chart, and Impacts Chart (TA Application Excel Workbook-Input Sheet & Performance Tabs). 
	Enter text for question 7.2 here. Your entry cannot exceed 3,000 characters. 


 
7.3. Identify and describe the financial and programmatic risks associated with your organization’s financial and lending activity projections. Explain how your organization will mitigate the identified risks. 
	[bookmark: _GoBack]Enter text for question 7.3 here. Your entry cannot exceed 3,000 characters. 



7.4. If your award request will directly impact your financial and lending activity projections, explain how each requested TA use will enable your CDFI to achieve its strategic goals listed in the PURPOSE section.
	Enter text for question 7.4 here. Your entry cannot exceed 3,000 characters. 



OMB No. 1559-0021

CDFI-0001
Paperwork Reduction Act Notice
This submission requirements package is provided to Applicants for awards under the CDFI Program.  The estimated average burden associated with this collection of information is 50 hours per respondent, depending on individual circumstances.  Comments concerning the accuracy of this burden estimate and suggestions for reducing this burden should be directed to the Department of the Treasury, Community Development Financial Institutions Fund, 1500 Pennsylvania Avenue NW, Washington, DC20220
________________________________________________________________________________________________________
This document has been posted to the Community Development Financial Institutions (CDFI) Fund website for informational purposes or specifically expressed use only.  Any alteration, modification or unauthorized reproduction of this document is prohibited and may be unlawful.  The CDFI Fund is not responsible for any alteration, modification or unauthorized reproduction of this document that has not been expressly approved by the CDFI Fund
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