
SMALL BUSINESS 
IMPROVEMENT 
GRANT



Small Business Improvement Grant
Starting February 10, 2022, the Small Business Improvement Grant will open to businesses and 
nonprofits that have made building improvements or purchased new furniture, fixtures and 
equipment.

Grant funding will reimburse eligible entities up to 50 percent of total eligible project costs incurred 
on or after March 9, 2020, but no more than 2 years prior to the application date. Maximum grant 
amount is $50,000.

Applications will be accepted on a rolling basis to all applicants that meet all eligibility criteria.

Applicants are limited to one application per Employer Identification Number (EIN). Applicants 
operating frommultiple locations under a single EIN are limited to one application under the sole EIN 
butmay pool project costs frommultiple locations into a single application.

Home‐based businesses may only use the grant as reimbursement for new equipment 
purchased.



Applicant Eligibility
This Grant is open to both businesses and nonprofits, but all applicants must meet the eligibility 
requirements as defined below.

Applicantsmust:

► Rent or own and operate from the facility. Landlords are not eligible under this program.
► Meet SBA's definition of a Small Business, which is determined by employee count and 

NAICS code.
► Improvement costs must be at least $5,000, and that cost must have been incurred on or 

after March 9, 2020 and commenced no more 2 years prior to date of application.
► Provide aWR‐30 or equivalent payroll documentation, as well as a current tax clearance 

certificate prior to grant approval.
► Be in good standing with Department of Labor, and Department of Environmental 

Protection.



Applicant Eligibility Continued
► Applicant entity must certify at time of application that it is not in default of any other NJEDA or State 

assistance.
► Projects with costs over $50,000must comply with Green Building Standards for lighting andmechanical 

work.
► Applicant entity must certify at time of application that it will commit to the wage and occupancy 

requirements of the program. Entities receiving grants of up to $25,000must meet these commitments 
for at least 2 years from date of grant approval. Entities receiving grants of greater than $25,000must 
meet these requirements for at least 4 years from date of grant approval.
► Wage Requirement: Business must commit to paying each full‐time and part‐time employee the 

greater of $15/hour or 120 percent of the minimum wage. For tipped employees, the business must 
pay at least 120 percent of the minimum wage.

► Occupancy Requirement: Business must commit to remaining in the location for which it made 
business improvements and received grant funding. For grants of up to $25,000 the applicant must 
occupy for for at least 2 years from date of grant approval and for grants greater than $25,000 the 
applicant must meet these requirements for at least 4 years from date of grant approval

Non‐compliance with these commitments will result in repayment of the grant to the NJEDA.



NJEDAApplication Center Sign In Page
https://programs.njeda.com/en‐US/

If this is the first time you are using 
this portal to apply for an NJEDA 
product, please click “Register” 
button on the top

If you have forgotten your password, simply click on the “Forgot your password?” button and follow the instructions.
An email will be sent enabling you to reset. Please note that your Username will be included in
the email you receive, be sure to confirm that you are using the correct username when you sign in.



How to Register Your Email Address

1. Enter your email, username (can be the same as your email) and password.
Passwords must contain characters from at least three of the following four classes: uppercase, lowercase, digit, and non‐
alphanumeric (special).

2. Once information is filled in click “Register”

PLEASEMAKE SURE TOWRITE‐DOWNYOUR USERNAME AND PASSWORD

How to Register Your Email Address



If after clicking on “Register” you receive the following pop‐up, that indicates that your email address is already recognized in 
our system, and you need to request an Invitation Code. Begin by clicking on the blue “OK” button.

If Your Email is Recognized By the Application Portal



1.

Click SEND INVITATION to email yourself an invitation code.

2.

3.

4.

Redeeming An Invitation Code

Check your email (including junk/spam) for an email from 
CRMNoReply. Click the link in that email.

Link from email should send you to this page on the portal. Make sure 
you are on the Redeem Information tab and Click REGISTER

Fill in the information requested and click REGISTER 
to complete the process. Remember this username 
and password – you will need it each time you 
access the application portal



Setting up your Profile

1. Once you click Register, you must enter 

“Your Information”

2. First Name, Last Name and Phone 

Number is Required

3. Confirm your email address is correct 

(this will be the primary way the NJEDA 

contacts your business)

4. Once complete, click “Update”

Setting Up Applicant Profile
(If Your Email is New and Not Recognized by the Portal)



Confirming Your Email
1. Once “Your Information” is complete, you will 

need to confirm your email.

2. Within the blue box, click on “Confirm Email”

3. An email will be sent to the email address 

listed.

4. Go to your email and follow the instructions 

within the email.

5. You MUST confirm your email address, in order 

to begin the Pre‐Registration.

6. Once your email is Confirmed youMUST come 

back into the NJEDA Application Center to 

begin the application.

Confirming Email



Trouble Logging Into the Portal?

If you are having any issues creating a username or password, redeeming an invitation
code, or generally logging into the portal, please review this walkthrough video which
may answer your questions.

https://youtu.be/07EMiXYUKFM



NJEDAApplication Center Sign In Page
https://programs.njeda.com/en‐US/

Once your email is confirmed please return to the portal to begin your application.



Trouble Logging Into the Portal?

If you are having any issues creating a username or password, redeeming 
an invitation code, or generally logging into the portal, please call our 
Customer Care line 844‐965‐1125 and a representative will assist you.



Click Here to 
Begin

Select Small Business Improvement Grant

Once you successfully log into the Portal, you will see a blue button for the Small 
Business Improvement Grant. Please click this button to launch the application. Please 
be sure you are clicking the button for the Small Business Improvement Grant, as you 
may see other buttons for other NJEDA programs.



Start Application

Click CREATE button to start 
application.

Read this information 
before starting your 
application. It will help you 
understand if you
qualify, and the checklist 
will help you with what you 
will need to apply.



Primary Point of Contact
Please put information for the main point of
contact that the NJEDA should communicate
with on this application.

It is highly recommended that the primary 
point of contact be the individual that is 
filling out this application.

If someone else's information is used, that 
person will also need to create a username 
and password for the NJEDA application 
portal in order to receive updates on this 
application.

Wewill also need to know if this contact
is: legally authorized to sign documents for 
the company, the CEO or equivalent of the 
company, and authorized to speak to the 
media.



Authorized Representative

If the primary point of contact is not legally 
authorized to sign documents for the 
company, we will need information for the 
individual who is legally authorized to sign 
documents for the applicant company.



Chief Executive Officer/Owner/Equivalent

If the primary point of contact is not the CEO 
or equivalent of the company, we will need 
information for the individual who is the CEO 
or equivalent.



Media Contact

If the primary point of contact is
not authorized to speak to the media on 
behalf of the company, we will need 
information for the individual who is 
authorized to speak to the media on behalf of 
the company.



Applicant Organization

Please provide the name of 
your business as shown on 
your company's formation 
documents

This date shoud match the 
date on your formation 
documents.



Applicant Organization

Please select the option that 
most closely matches your 
business.



Applicant Organization

Please upload copies of your formation 
documents in this section. We have provided 
some examples of what formation 
documents you may have based on the type 
of business or organization you identified as.



NAICS Code

Next, we will need to know your North 
American Industry Classification System 
(NAICS) code identifying what type of 
business you are. This will help us determine 
if you meet the definition of a small business 
as defined by SBA.

Please make sure you are using the NAICS 
code that is listed on your most recent 
business tax filing. Use the lookup tool within 
the application to select the NAICS code for 
your business.



Tax Clearance Certificate

Next, we will request a valid NJ Tax Clearance 
Certificate from the NJ Division from 
Taxation.

You are not required to provide this at time 
of application but will need to provide it 
before we can approve your grant 
application.

If it is provided at the time of application, it
will expedite approval of the application.



Diversity, Equity, & Inclusion

This information 
provided in this section 
will be used for tracking 
purposes only.



The NJEDA provides 
interpreter services in 
many different languages.

Language Access



Home Based Businesses

In this section, we will first ask if you are a 
home‐based business.

If you select YES, we will advise that there 
are limitations around how the grant may be 
used.



Applicant Details

Wewill need to know howmany employees 
your business has. Please provide this 
number of employees at both the time of 
application, as well as 3 months prior to the 
time of application (even if they are the 
same number).

You will also need to upload your business' 
most recent WR‐30 or equivalent payroll 
information so we may verify employment 
and wages paid to these employees.

Please provide your annual gross revenue 
based upon your most recent business tax 
filing. You will also need to upload that most 
recent business tax filing



Applicant Expense Worksheet

In this section, we ask that you 
download the Applicant Expense 
Worksheet and complete it with 
specific cost information. The 
information entered on this sheet 
will be verified with the cost 
documentation and proof of 
payment that you will be asked to 
upload after creating a location 
record. When complete you will be 
asked to upload this sheet. 
*Please limit one expense per line, do 
not group expenses together.



Applicant Expense Worksheet
Please enter as much detail for each project, 
improvement cost into the applicant expense 
worksheet. Drop down items are available in some 
columns.

Please enter ONE expense per line. We will require 
documentation to substantiate these costs. 

Please use this tracker as a reference to gather the 
needed documentation as you will be requested to 
upload these documents in the next section. 

You will be directed to upload a cost 
document(invoice, work order, contract, etc.) and 
then directed to upload payment proof (cleared
checks, bank statements or credit card statements)
to match that cost document.



Applicant Details

Next, we will need to know the location of 
the business where the improvements were 
made. Select "CREATE" to report a business 
location.

Some businesses may be applying for
reimbursment for improvements
made across more than one location. In that
case, each location will need to be reported
seperately using the "CREATE" function.



Location Details

When a location is created, we will need to 
know some information about that location.

The first question is whether that location is 
your primary business location. Please read 
the help text to understand what a primary 
business location is. If you have multiple 
locations, only one location can be a primary 
business location. If you only have one 
location, please list that location as your 
primary business location.

We will also want a description of what 
improvement work was done at that 
location, and the address of the location.



Location Details

Next, we will want to know whether the 
applicant owns the facility, leases the facility 
from a landlord, or is a landlord. Please note 
that landlords are ineligible for this grant.

We will also confirm that the location you 
have provided operates under the same 
Federal Employer Identification Number 
(FEIN) provided earlier in the application. If 
this application operates under a different 
FEIN than what was provided earlier in the 
application, then it cannot be included under 
this FEIN application and a new application 
will need to be filed for that location.

Finally, we will need the address of this 
location.



Improvement Costs

After reporting your location, you will need 
to identified the improvement costs incurred 
at this location. Please review the language 
here to understand the different categories 
of costs you may report.



Improvement Costs

Please provide the information 
requested for the cost.

If the project cost you are
reporting are made up of several 
smaller costs combined, please 
describe in as much detail as 
possible, and itemize the costs that 
make up the total amount paid
that you are reporting



Improvement Costs
Youwill then be asked to upload documentation
supporting this cost. This may be an invoice, work
order, work contract, or store receipt or other
information evidencing the details of cost has been
completed. This upload is for one expense. You will 
have the opportunity to create additional expenses 
by creating a new cost at this project location.

NJEDA will need to review the documentation
against the amount of the cost identified earlier on  
the applicant expense worksheet, so please make
best efforts to ensure the documentationmatches
the cost.

*Please limit one expense per upload, do not group 
expenses together



Proof of Payment for Improvement Cost

After uploading the project cost
document, you will be asked to
upload the proof of payment for
this specific cost.

You will need to submit proof of
payment for each project cost you
create. 

Proof of payment can be bank
statements, credit card
statements, copies of cleared
checks, electronic payments or
finance agreements.

Click Save



Creating a New Improvement Cost in the Same Location

Select the location record.

Then you will scroll to the bottom 
of the window that pops up. 

Click on the “+Create” button. You
can then create a new cost
associated to this location. You
will be asked to repeat the steps
to upload cost documentation and
proof of payment documentation.
Click SAVE.



Creating a New Cost Location

Select CREATE to create a new cost 
incurred at this business location.

Follow previous steps to add
corresponding improvement costs.

You will need to upload cost 
documentation with matching 
payment proof documentation.

Click SAVE



Landlord Certification

Youwill then be asked to 
upload a certification from 
your landlord evidencing 
that you are in good 
standing with all lease 
payments.

Here is a copy of the 
certification form thatmust 
be signed by your landlord 
and uploaded to this 
certification.



Contractor Information

Next, we will need to know 
if any of the business 
improvements were 
performed by a contractor. 
If yes, we will need each 
contractor’s information.
Select CREATE to list a 
contractor that worked on 
the project.

Once all contractor’s are 
listed, certify that if the 
contractor has 4 or more 
employees, they must 
adhere to affirmative 
action requirements.



Contractor Information

When you select CREATE to list a 
contractor, please provide the 
information requested.

Please list all contractors that 
performed improvement work for 
which you are seeking grant 
reimbursement.



Affirmative Action

If the contractor (any person or 
business that completed 
construction, renovation, 
cabling, installation etc.) listed
has 4 or more employees (in
total, regardless of whether or
not they all worked on this
project) you must have that
contractor fill out and sign AA
Form 1 and AA Form 2. Once
these forms are signed, they
should be uploaded to this
part of the application.

AA Form 2

AA Form 1



Wage Requirements

In order to proceed in the 
application, the Applicant 
Organizationmust certify 
that it will pay all employees 
(including full‐time and part‐
time employees) the greater 
of $15/hour or 120% of 
minimumwage for the term 
of the grant. For tipped 
employees, the business 
must pay at least 120% of 
minimum wage.

If the grant is up to $25,000 this requirement is in effect for 2 years from date of grant 
approval. If grant is more than $25,000, this is in effect for 4 years from date of grant 
approval.



Occupancy Requirements

The applicant must certify 
that it will remain in the 
facility in which the 
improvements were made.

If the grant is up to $25,000 
this requirement is in effect 
for 2 years from date of 
grant approval. If grant is 
more than $25,000, this is in 
effect for 4 years from date 
of grant approval.



Business Details



Legal Questionnaire

The Legal Questionnaire will need to be completed in order to 
proceed.



Occupancy Electronic Signature

The Applicant will need 
to electronically sign and 
date the Legal 
Questionnaire. Once 
this is complete, the 
Applicant will click next 
to proceed.



Certification of Application

All information presented
in the application must be
certified as being true and
accurate.

Applicants that submit
willfully false information
are subject to criminal
prosecution.



Fee Acknowledgement

There is a $100 
approval fee for this 
program. This is not 
due at the time of 
application but will be 
due before the grant 
can be approved and 
executed.



Electronic Signature

An authorized 
representative of the 
Applicant 
Organizationwill 
need to electronically 
sign the application

The given code will 
need to be inputted in 
this box to submit the 
application. The 
Applicant can hit “Play 
the audio code” to hear 
the code audibly.



The submission confirmation 
page will list the Applicant’s 
application confirmation 
number. All future application 
communication will be sent to 
the email provided in the 
application.

Click to “Return to Homepage” 
to the portal homepage.

Submission Confirmation Page



This should show that the 
application has been submitted. 
NJEDA staff will contact you 
regarding the status of your 
application.

Portal Homepage – Application Submitted
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