Requesting COVID-19 Relief through the SC CARES Nonprofit Relief Grant Program

Receiving COVID-19 Relief
Funds from the State of
South Carolina is a simple
online process.

This document will help
guide you through the steps
to submit an application to
request relief funding.

Steps to request COVID-19 Relief Funding:

1. Self-register and login to the portal to answer application
questions.

2. Provide required documentation.
3. Submit your application.

Resources available for assistance:

SC CARES Call Center Help line: 803-670-5170
Open 8:30 a.m-5 p.m, EST Monday—Friday

SC CARES Call Center Email: SCCares@admin.sc.gov

For program communications, trainings, application, frequently asked
questions: https://accelerate.sc.qov

Visit the accelerateSC
website. Click on “CARES
Act” in the top blue bar. Then
click “Applying for SC
CARES Act Funds” in the
dropdown menu:

_ CARES Act Citizens Businesses Face Coverings Guidelines

Spanish Translation

I Search accelerateSC

JaccelerateSC

SC's COVID-19 Response

I Need To ... \/ f v

Contact Us

https://accelerate.sc.gov/cares-
act/applying-sc-cares-act-funds i
Applying for SC CARES Act Funds

Step 1:

Scroll through the page for
details on the two grant
programs — Minority and
Small Business Relief and
Nonprofit Relief.

ﬂ Chatbot

Nonprofit Relief Grant Program
Provides grants to nonprofit organizations to reimburse gualifying expenditures for providing services or revenue loss due to COVID-18.

Grant Awards: Will range from $2,500 to $50,000

Review the information in the
Nonprofit Relief Grant
Program section. Download
and complete the “Nonprofit
Relief Grant Program
Calculation Worksheet.” You
will need to complete this
worksheet for your
application.

Eligibility Criteria:

* Designated as a 501(c)(3) nonprofit organization by the Internal Revenue Service
* Registered as a public charity with the South Carolina Secretary of State

* Physically located and providing services in South Carolina

* |n operation from September 13, 2019, to present

e (Can demoenstrate a financial or operational impact due to COVID-19

Application Window: October 19, 2020 - November 1, 2020

Application: Click here for the application.

Application Process Tools:

* Nonprofit Relief Grant Program O\Jer\ew (Updated 10.14.20)
* Nonprofit Relief Grant Program Design\FAQs (Posted 10.14.20)
s Nonprofit Relief Grant Program Webinal (Posted 10.15.20)

e Nonprofit Relief Grant Program Calculatidn Worksheet (Posted 10.19.20)

Application Assistance:

e SC CARES Call Center: A knowledgeable and\friendly staff is available to guide people through the process. Applicants can call 803-670-5170 between 8:30 a.m.-5 p.m,, Monday

through Friday. Applicants can also email quektions to SCCares@admin.sc.gov.

e Entities offering Nonprofits assistance with the grant application process. (Posted 10.19.20)

Applicant Agreement:

* South Carolina Nonprofit Program Beneficiary Agreement (Posted 10.17.20)

2. After completing the
Calculation Worksheet, click
on application link under the
Nonprofit Relief Grant
Program heading to begin
the application.

a Application Window: October 19, 2020 - Movember 1, 2020



https://accelerate.sc.gov/cares-act/applying-sc-cares-act-funds
mailto:SCCares@admin.sc.gov
https://accelerate.sc.gov/cares-act/applying-sc-cares-act-funds

Requesting COVID-19 Relief through the SC CARES Nonprofit Relief Grant Program

3. Fill out the information on
the on the Self-Registration

screen.
NOTE: Your username must Registration for the SC CARES Minority and
be in the form Of an email Small Business Relief Program and Nonprofit

. . Relief Program
(ex: jsmith@example.com)

@ Register

4. Click on the blue “Submit”

button at the bottom.
First Name
IMPORTANT: Last Name
. 'Erra'|
* BUSIneSS Owners and Enter a valid email...
prOViderS With multiple TINS * Username (Must be in format of email address)

mUSt Complete one Enter a valid Username...
. . Phone
application for each TIN.

Phone Mumber...

- Each application requires a " Business or Nonprofit Narme
. . . Business or Monprofit Name®..
unique registration and S
Username Password...
- Applicants may create e
mUItlple USernameS under Passwords must be at least 10 characters and include

at least one letter and one number.

the same email address.
However, each username
must be unique and must be
in “email address” format
(ex. jsmith@example.com).

5. Upon registering, you will @
receive a welcome email. e
Hi - Your Name

Below is your usemame for the South Carolina's Small Business COVID Relief Program platfomm to
process your Minority and Small Business or Mon Profit Grant.

Your Usemame:  YOUr Username
Log in link to return to the site:  hitps://sccares.force.com/SmallBusiness

Thanks,

State of South Carolina

6. Click on the “Nonprofit - ‘
Relief Program” button at ne to S
the bottom of the application
portal screen to begin your
application.

« To apply for the Minority and Small Business Relief Program, please click on the “Minority and Small Business Relief Program” button below
« To apply for the Nonprofit Relief Program, please click en the “Nonprofit Relief Program” button below
« If you are a returning user who has an application in-process or submitted, please select applications across the top navigation bar
« If you need to submit multiple applications fer multiple businesses, please create a new username (you can use the same email ID as your previous submission)
ider your
« Electronic Payment Enrollment Form
« Grant Agreement
« Minarity and Small Business Relief Program Eligible Grant Amount Calculation Form
+ Nonprofit Relief Program Eligible Grant Amount Calculation Form

Nonprofit Relief Program Minority and Small Business Relief Program
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7. There are six sections of
the application. All sections
must be completed for
consideration of your
request. Each section must
be filled out completely and
saved once completed. You
may return to completed
sections if edits are needed.

NOTE: The “Files” section is
at the bottom of the page.
This is where you will need
to upload supporting
documents when completing
Section VI — Attachments
Acknowledgement,
including your completed
worksheet.

Home Applications 0

NON-PROFIT APPLICATION

Application Mumber Application Status
5A-0490 New

Application Created Date

7/26/2020.8:56 PM

I. Identifying Information

Il. Registration Information

lll. Funding and Eligibility Information

V. Additional Aid

V. Agreements and Signatures

V1. Attachments Acknowledgement

To upload all required documents use the Files upload below. Once yvou have uploaded all the required documents,
you will need to acknowledge completion by completing the acknowledgement section VI. Attachments above.

Files (1) Add Files

Titla Owner Last Modified Size

8. As you complete a
section, it will update from
blue to green. This indicates
the section has been
successfully completed.

NON-PROFIT APPLICATION

Application Status
MNew

II Funding and Higibility Information

IV. Additional Aid

V. Agreements and Signatures

VL Attachments Acknowledgement




Requesting COVID-19 Relief through the SC CARES Nonprofit Relief Grant Program

9. Section | — Identifying
Information

Click on the Section | —
|[dentifying Information
button to open. Complete
information related to your
organization. Required fields
will be marked with a red
asterisk (*).
A. Make sure to indicate
that you are a
nonprofit organization.

B. If payment should be
mailed to an address
other than your
Registration Address,
please check the box
and complete the
mailing address
information.

C. Click the blue “Save”
button at the bottom
of the section. If a red
error message occurs,
you will need to return
to the section and
complete the needed
field(s). Once satisfied
you can click the “X”
on the error message
to close and click
“Save” again.

*Monprafit Organization Mame (As Shown in Tax Records):

Sample Non Profit

*Is this entity a 501 C 3 nonprofit ’25'50‘5 IRS?
o

e I. Identifying Information

dentifying Information

DEA(Doing Business As) or Other Known MName

Yes v
“Business ID# (EIMN/TIM/SSM) (No Dashes,
570324929
|5 this Monprofit Organization registered with the South Carolina Secretary of State?
o
Yes v
DUMS Mumber (if known):
1234567589
*City of Primary Location Within SC Primary Location Within 5C
Allendale - Allendale County X

Nonprofit Registration Address (As shown on Tax Records):

P.O. Box 497, 2649 Sample Street

Allendale

Bob

(803) 123-1236

Begin typing the nams of the county, and select from the resulting list

5C

Sample

“Ema
bob@SampleNonProfit.com
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10. Section Il —
Registration Information

Required fields will be
marked with a red asterisk

(%).

A. Click on check boxes

for the types of COVID-
19 related services your
organization has
provided.

. Click the blue “Save”

button at the bottom of
the section. If a red
error message occurs,
you will need to return
to the section and
complete the needed
field(s). Once satisfied
you can click the “X” on
the error message to
close and click “Save”
again.

Q Il. Registration Information

Robert Sample
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11. Section Ill — Funding
and Eligibility

Information for these fields
will be taken from your
“Nonprofit Relief Grant
Program Calculation
Worksheet.”

If you have not completed

the worksheet, click here to

download a copy. Complete

the worksheet before

proceeding with Section llI.

A. Click the blue “Save”

button at the bottom
of the section. If a red
error message occurs,
you will need to return
to the section and
complete the needed
field(s). Once satisfied
you can click the “X”
on the error message
to close and click
“Save” again.

G I1l. Funding and Eligibility Information

tion in operation on September 13, 20197

nter value from calculation worksheet

eipts (Oct 1. 2020 - Dec 1, 2020):

Enter value from calculation worksheet

ing Expenditures (Mar 1, 2020 - Sep 30, 2020):

nter value from calculation works heet

nter value from calculation worksheet

rings in response to COVID-19



https://accelerate.sc.gov/sites/default/files/Documents/NonprofitReliefGrantProgramCalculationWorksheet.xls
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12. Section IV —
Additional Aid

Complete the three
questions.

A. If additional aid has
been received,
complete the last
guestion with the
number from cell J100
on your worksheet.

B. Click the blue “Save”
button at the bottom
of the section. If a red
error message occurs,
you will need to return
to the section and
complete the needed
field(s). Once satisfied
you can click the “X”
on the error message
to close and click
“Save” again.

IV. Additional Aid
Federal COVID-19-related assistance includes, but is@-. amounts received under any of the following:
« Paycheck Protection Program ("PPP") from SBA;

» CARES Act Provider Relief Fund from HHS:

» Accelerated and Advance Payment Program from HHS/CMS;

« Coronavirus Food Assistance Program ("CFAP") from USDA;

« Families First Coronavirus Response Act tax credits for required paid leave by small and midsize businesses;
« CARESActempl ention tax credit;

» CARES Act assistance for non-profits from the National Endowment for the Arts; or

» HHS payments to health care providers and facilities for testing and treatment of uninsured individuals.

Funding amounts from J100 on your worksheet and include a brief descriptio

13. Section V —
Agreements and
Signatures

Certify all statements by
clicking all check boxes.

A. Type your full name in
the bottom field.

B. Click the blue “Save”
button at the bottom of
the section. If a red
error message occurs,
you will need to return
to the section and
complete the needed
field(s). Once satisfied
you can click the “X”
on the error message
to close and click
“Save” again.

Federal COVID-19-related assistance includes, but is not limited to, amounts received under any of the following:
+ Paycheck Prot m ("PPP™} from SBA:
+ CARESActPro und from HHS;
+ Accelerated and Advance Payment Program from HHS/CMS;
« Coronavirus Food Assistance Pro ("CFAP") from USDA;
= Families First Coronavirus Response Act tax credits for required paid leave by small and midsize businesses;

« CARES Act assistance for non-profits from the Mational Endowment for the Arts; or
« HHS payments to health care providers and facilities for testing and treatment of uninsured individuals,

able at: https://wwwirs gov/newsroom/cares-act-coronavirus-relief-fund-frequently-asked-questions

@ V. Agreements and Signatures




Requesting COVID-19 Relief through the SC CARES Nonprofit Relief Grant Program

14. Section VI —
Attachments and
Acknowledgements

Documents listed in this
section will need to be
uploaded to the website
under “Files” to complete
your application. Make note
of the needed documents.

15. Click CANCEL in the
white box at the bottom of
the section to see the
“Files” upload tool.

VI. Attachments Acknowledgement
Attachments are needed to prove and verify certain claims made in the application. Each needed attachment has a justification behind it. Applications lacking correct documentation or missing information
may be deemed incomplete and ineligible for funding.

To upload all required documents use the Files upload at the bottom of your application home page. Once you have uploaded all the required documents, you will need to acknowledge completion in
this section by checking the checkboxes.

Reguired Documents
Nonprofit Relief Program Eligible Grant Amount Calculation Form

Documentation of nonprofit operations:

*|RS Form W-9 Request for Taxpayer Identification Mumber and Certification
*Current registration letter or Letter of Existence

*Werification of 501(c)(3) Status — IRS Determination Letter

*IRS Form $90/950M

*201% Budget - Gross Receipts

#2020 Budget - Gross Receipts

*Year-to-date Budget (preferably through September 2020)

*Documentation of Qualifying Expenditures (below are examples of documents to be provided; please anly attach the documents that are relevant to your zpplication.)

For Revenue Loss (Section 3 of application worksheet):
« Most recent Form 990 or Form 990-N
» Financial Statements
« Certified Accountant Statement

For Qualifying Expenditures (only submit documentation for those requested in Section 4 of application worksheet)
« Certified Payroll Records
= |nvoices(s)/receipt(s) of purchase
« Contract(s) and/or purchase order(s)
« Rent, lease or mortgage statements for real property (not to include personal residence)
+ Rent, lease or purchase statement for business property (not to include personal residence)
« Utility billis) (not to include utilities for personal residence)

Documentation required by state to pay applicant if grant funds are awarded:

*Electronic Payrment Enrallment Form

*Grant Agreement

*Calculation Spreadshest

I:a ne gl

16. To upload the required
documentation, click on
“Add Files” in the “Files”
section.

V1. Attachments Acknowledgement

To upload all required documents use the Files upload below. Once you have uploaded all the required documents,
you will need to acknowledge completion by completing the acknowledgement section V1. Attachments above.

Files (1)

Titls Onainer Last Madified Size
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17. Click on “Upload Files.”

Select Files

2, Upload Files Q. Search Files...

Owned by Me
Shared with Me
Recent

Following

0 of 10 files selected

You don't have any files here. Try a different filter, or upload a file.

18. Select the file(s) you
want to upload.

19. Click on “Open” or
double click on the file
name. You can also select
multiple files at once to
upload.

> This PC » Documents » Test

v folder

e ] N3

" @ Test File
vC

lee

urwvw K

v U  Se Test
i |

Status Date modified Type
© 10/11/2020 1:10 PM Microsoft Word Doc...

= [ ]
“ile name: |Test File

v| AII@

Cancel

20. Once the file has
successfully uploaded, click
on “Done.” Repeat the
upload steps to upload all
the required documents.

Test File.docx
el 13 KB

1 of 1 file uploaded

Upload Files
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21. Click on Section VI —
Attachments and
Acknowledgements.

H

[=]

me Applications Q

NON-PROFIT APPLICATION

cation Member _'_".|F|F||:a:|:|" Status Application Created Date
SA-0450 New 7/26/2020,8:58 PM

V. Attachments Acknowledgement

22 Complete the SeCt|On @ VI. Attachments Acknowledgement

while verifying that all

Support documents have may be deemed incomplete and ineligible for funding.

To upload all required documents use the Files upload at the bottom of your application home page. Once you have uploaded all the required documents, you will need to acknowledge completion in

been uploaded to your Mo oy kg i G
application.

Attachments are needed to prove and verify certain claims made in the application. Each needed attachment has a justification behind it. Applications lacking correct documentation or missing information

Required Documents

Nonprofit Relief Program Eligible Grant Amount Calculation Form

Certify by clicking the check
box below each document. i R
A. Click the blue “Save”

button at the bottom
of the section. If a red
error message occurs,
you will need to return
to the section and
complete the needed
field(s). Once satisfied
you can click the “X”
on the error message
to close and click
“Save” again.

For Revenue Loss (Section 3 of application worksheet):
« Most recent Form 990 or Form 990-N
+ Financial Statements
» Certified Accountant Statement

For Qualifying Expenditures (only submit documentation for those requested in Section 4 of application worksheet)
+ Certified Payroll Records
« Invoices(s)/receipt(s) of purchase
« Contract(s) and/or purchase order{s)
+ Rent. lease or mortgage statements for real property (not to include personal residence)
+ Rent, lease or purchase statement for business property (not to include personal residence)
« Utility bill{s) (not to include utilities for personal residence)

Documentation required by state to pay applicant if grant funds are awarded:

n rollment Form

greement
stion Spreadsheet o
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23. Once all sections have
been completed (all are
green), and all required
documents have been
uploaded, click on the blue
“Submit” button under all
the sections to submit your
application.

=

e Applications

NON-PROFIT APPLICATION

cation MHumber Application Status Application Created Date
5A-04%70 MNew 772672020, 8:58 PM

To upload all required documents use the Files upload below. Once you have uploaded all the required documents,

you will need to acknowledge completion by completing the acknowledgement section V1. Attachments above.,

::J Files (1)

Titls Crwneer Last Modified Size

Add Files

24. Once you submit your
application, you will receive
an email confirmation from
SC Grants.

Hello Your Name,

Thank yvou forsubmitting vour application to the South Carolina
M inonty and Small Business Relief Program/Monprofit Relief
Program.

“our application will be reviewed, and our review team will contact
vou if additional information or clarfication i reqguired.

You can monitor the status of vour application by logging in with the
credentials used to submit vour application. Please

visit http=//accelerate.sc.gov/cares-act/applving-sc-cares-act-
funds for relevant information including frequenthy asked gquestions,
training videos, and any other important announcements and status
updates.

If you have any additional questions, you can reach our call center at:
(e03)670-5170 (available from &.30AM — 5PM Eastem) or email us
at SCC aresi@admin.scgov

Thank yvou!
=C Cares

11
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25. If you exit your
application prior to
submitting, you can log
back into the portal
(https://sccares.force.com/S

mallBusiness) and continue
your application.

Log in and click on the
“‘Applications” tab at the
top of the page.

NOTE: Do not click on the
blue “Nonprofit Relief
Program” button at the
bottom of the screen.

You can also follow these
steps to check your
application status once it
has been submitted.

@ Applications 0

« To apply for the Minority and Small Business Relief Program, please click on the “Minority and Small Business Relief Program” button below

« To apply for the Nonprofit Relief Program, please click on the “Nonprofit Relief Program” button below

« If you are a returning user who has an application in-process or submitted, please select applications across the top navigation bar

« [f you need to submit multiple applications for multiple businesses, please create a new username (you can use the same email 1D as your previous submission)

« Electronic Payment Enrollment Form

« Grant Agreement

« Minority and Small Business Relief Program Eligible Grant Amount Calculation Form
« Nonprofit Relief Program Eligible Grant Amount Calculation Form

Nonprofit Relief Program

Minority and Small Business Relief Program

26. Once you click on the
“‘Applications” tab at the top
of the page, your
application(s) will be listed.

To open and view an
application, click on the ID
number (SA-0000).

Home Applications 2

a All Agreements v

50+ items + Sorted by Subrecipient Agreement Name + Filtered by all subrecipient agreements - Updated a few seconds ago A Search this .. - & C

Subrecipie... 4 v | Subrecipient v | Record Type v | ProgramGroup v | Grant v | Applic... v | Agreeme... v | El..
@ 1 SA-0087 CANADA

Small Business Application ~ Public_Assistance Acute Care in Hospitals Program...  New

27. If your “Application
Status” is set to “New,” you
can make updates to your
application sections and
submit the application.

Home Applications 0

NON-PROFIT APPLICATION

Appdication Created Date

7726720020, 8:58 PM

12


https://sccares.force.com/SmallBusiness
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28. If your “Application
Status” is set to “Submitted”,
you can access the sections
to view, but you cannot
make updates.

Home Applications

NON-PROFIT APPLICATION

7/26/2020, 8:586 PM
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