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SCDP STEP BY STEP PROCESS
Thank you for applying for the Small Cities Development Program.  This program is a federally funded program administered statewide by the State of Minnesota Department of Employment and Economic Development.  Because this is a federally funded program, it requires several steps to ensure compliance with federal regulations. This document is provided to give you an idea of how the application process and project will proceed.  Please contact the Program Administrator, Brenda Lano at 952-448-7715 or via email at brendal@carvercda.org  if you have further questions. 

1. Complete the Application, gather all supporting documentation and return to Carver County CDA.

2. Prior to review, CDA staff will request clearance for your project from City of NYA.

3. Once clearance is received your application will be processed. If clearance is not received, you will be notified as to what issues need to be addressed.
4. CDA staff will schedule a meeting with you to walk through your building and discuss the rehab you would like addressed.  At this meeting you may also provide information on contractors that you may be interested in using. Please remember SCDP requires a SEALED BID PROCESS so your Scope of Work (SOW) will be mailed to numerous contractors.

5. CDA staff will contact the building inspector and provide your contact information.  The inspector will contact you to schedule a time to inspect your building.

6. The inspector will write the SOW and submit to the CDA.

7. CDA staff will review the SOW for compliance to SCDP requirements.

8. CDA staff will schedule a time to meet with you to review the SOW and revise as needed. We will schedule a date to open the sealed bids.

9. CDA staff compiles the bid packets and mails to prospective contractors.

10. CDA staff and Building owner open the sealed bids and choose a contractor.

11. CDA staff notifies contractor of the award of the bid and schedules a time for the contractor, building owner and staff to meet on site to review the project and award and the requirements of the SCDP Program.  
12. CDA will draft loan documents and schedule a closing.
13. After the three day right of rescission, building owner, contractor and CDA staff will meet to execute contracts.  The contract is drafted by the CDA but is between the building owner and contractor.  Once all contracts are signed the contractor will receive a notice to proceed.

14. Contractor will start the process.  CDA staff will make numerous visits to ensure the SOW is being met as well as required posting and compliance.

15. Contractor requests partial or completion payment.  Lien waivers and permits must be provided.

16. Project is completed and CDA staff will record the note at the county recorder’s office.

17. Building owner will be requested to sign a release allowing before and after photos to be used to market future SCDP projects.

This is a broad overview of the process.  There may be things along the way which will make your project different than others.  CDA staff will be available to you to meet your needs and ensure that your project continues to move forward in as timely a manner as possible.  We encourage you to ask questions as we want you to understand the program and utilize it to its fullest to improve your investment. 
Program Administrator
Brenda Lano
952-448-7715 or via email at brendal@carvercda.org
