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Disaster Recovery Program

Small Business and Rental Property

Application Process and General Information

To the Applicant – during and immediately after the event:

· Mitigate your losses by taking reasonable action to reduce damage.
· Take photographs of all damaged property, including the interior and exterior of the property.

· Copies of all receipts for clean-up as well as for repairing or replacing damaged items will be required.

· Document all personal or staff time related to clean-up.

3 Step Application Process for Disaster Recovery Programs

	Step 1 – Completing your Application Form:  

· One Application must be made per business.  All sections of the application form must be completed.  List all items lost or damaged.

· For ease of processing, where there are multiple damaged locations owned by the same business, each location, along with a brief description of the loss and damages at the location, should be itemized on page 2 of the application form.
· Home-based businesses and rental suites within your primary residence may require a Business/Rental Property Application for business assets and a Home Owner or Tenant Application for personal assets.

· Insurance Letter – a letter from your insurance company is required to complete your application.  If it is not available at the time of registration, you may provide it at a later date.  However, the letter is required to move your application forward and must include:

· Name(s) of the insured policy holder(s).

· Name and phone number of insurance broker or agent.  The letter must be on Insurance Company/Broker letterhead and be signed by an authorized agent of the Insurance Company/Broker.

· Date of loss and date broker/agent was notified of the damage and loss.
· Damaged property address (in rural areas, a legal land description is required).

· Action taken by the insurance company.  If no action is taken, the letter from your insurance company must clearly state the type of damages incurred, the cause of the damage(s), that the losses are not covered by your policy and the reasons why there is no coverage.
· If any coverage is being provided, the details must be described in the letter.
· Questionnaire – complete the questionnaire at the end of this document.  If you cannot submit a completed questionnaire with your application, you may send it at a later date. It is required before an application will move to the next step.
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	Step 2 – Evaluating your Application:

· Your Application will be screened for eligibility, including a review of your insurance letter.  For purposes of Disaster Recovery Programs, a small business:

· Is an owner-operated enterprise where the individual owner(s)-operator(s) act as day-to-day manager(s) and own(s) at least 50 per cent of the business and receive a minimum of 20 per cent of their personal income(s) from the business.  

· Is an enterprise with yearly gross revenues, as reported for income tax purposes, of between $6,000 and $15,000,000.

· Employs not more than the equivalent of 20 full-time employees.

· Is not a "hobby business".

For rental properties, the Program will consider gross revenues from all rental properties, not only those damaged by this event.
· 1st Screening – your Application will be screened for general eligibility, including a review of your insurance letter and questionnaire.  

· 2nd Screening – if your application appears to meet eligibility guidelines, you will be asked to provide either the Small Business Documentation, or Rental Property Documentation described on page 4.
· If your application is determined to meet eligibility guidelines, an evaluator will be assigned to your application and will contact you to arrange for a day and time to conduct the evaluation.

· You may add information to your application at the time of the evaluation.  If you have receipts or photographs, please provide them to the evaluator.

· Receipts for all repairs to damages and replacement of losses must be submitted and will be reviewed prior to proceeding to Step 3.



	

	Step 3 – Review and Payment:

· The Evaluator’s recommendation for assistance will be reviewed to ensure it meets the Program’s Guidelines.  

· Payments are made by cheque as quickly as possible following the evaluation and review processes.




Disaster Recovery Programs

General Program Information

Losses that may be eligible for assistance include damage to business premises and essential business assets such as equipment and stock.  Not all losses may be eligible and assistance is limited to restoring eligible property to its pre-event condition or functionality.  You must provide receipts or paid invoices from contractors or suppliers for cleanup, completed repairs and replacement of essential assets.  

· Eligible losses will be compensated at regulated rates and after proof of repair or replacement.

· Payment is based on restoration of property to pre-disaster functional condition within the limitations of the Disaster Recovery Regulation and the Disaster Assistance Guidelines.

· The program will provide assistance for uninsurable losses only.  However, if there is a combination of insurable and uninsurable items (e.g. if there is a combination of overland flooding and sewer backup), compensation is based on a percentage of eligible loss and damage.

The Program does NOT provide assistance for loss or damage that:
· was reasonably and readily insurable;

· is recoverable through legal action;

· is recoverable through another government program
· results in lost income or wages
Privacy Policy
Pursuant to Part II of the Freedom of Information and Protection of Privacy (FOIP) Act, personal information collected from applicants in support of their application will be managed in accordance with the privacy provisions in the FOIP Act.  Occasionally, staff administering the program receives requests for information about the program, applicants or successful recipients.  Under Part II of the FOIP Act, disclosure of the name of a successful and eligible applicant and the total amount paid to them under the program would not be considered an unreasonable invasion of that individual’s personal privacy.  The information would reveal details of a discretionary benefit of a financial nature granted to an individual by Alberta Municipal Affairs.  A detailed breakdown of the assistance would not be provided.
Inquiries
If you have any questions regarding the program you may contact the Disaster Recovery Program Office by telephone at:
1-888-671-1111 (Toll Free) 
or by mail to:
Alberta Emergency Management Agency
Disaster Recovery Programs
14515 – 122 Avenue NW

Edmonton, Alberta, T5L 2W4
Small Business Documentation Required
· Your most current Notice of Assessment from the Canada Revenue Agency (CRA) confirming personal income tax for the owner(s) of the business. If there is more than one owner, copies of Notice of Assessments for the owner(s) of at least 50% of the business are required.

· The T1 General Personal Tax Return that corresponds to the above Notice of Assessment.  The return must include any Statement of Business Activities schedule(s) (T2125) for the owner(s) of the business. If there is more than one owner, copies of returns for the owner(s) of at least 50% of the business are required.

· T4 Summary (if the business had employees).

· If the business owns the land and building(s), the most recent property tax notice of assessment or legal land title document for property or properties damaged by the recent event.

Rental Property Documentation Required
· Your most current Notice of Assessment from the Canada Revenue Agency (CRA) confirming personal income tax for the owner(s) of the business. If there is more than one owner, copies of Notice of Assessments for the owner(s) of at least 50% of the business are required.

· The T1 General Personal Tax Return that corresponds to the above Notice of Assessment.  The return must include any Statement of Real Estate Activities schedule(s) (T776) for the owner(s) of the business. If there is more than one owner, copies of returns for the owner(s) of at least 50% of the business are required.

· T4 Summary (if the rental business had employees).

· A most recent property tax notice of assessment or legal land title document for property or properties damaged by the recent event.

If the business is a limited corporation, the following documents for the most recent reporting period are also required:

· The most recent CRA Corporate Notice of Assessment along with the corresponding T2 Corporate Tax Return, schedule 100 and schedule 125. Please do not include any other supporting schedules. 

· Provincial Corporate Tax Return.

	Application#


Small Business/Rental Property Eligibility Questionnaire 
(Circle appropriate response or complete information as required, please print clearly)

1. What was the approximate gross revenue from your business/rental property operations, as reported on last year’s income tax return.  

$0 - $6,000          
$6,001 – $10,,000         

$10,001 – $50,000         
$50,001 – $250,000         
$250,001 - $15,000,000          
over $15,000,000

2. List the names of the owner(s) or shareholder(s) and indicate what percentage of the business they own (Attach a separate page if required). 

1.

%
2.

%

3.

%
4.

%

3. Do the majority owner(s) or shareholder(s) derive at least 20% of their gross personal income from the flood damaged activities?

Yes

No

4. What are the job title(s) and/or responsibilities of the owner(s)?

5. Please indicate the number of full time, part time, and/or casual employees. 


Full time
Part time
Casual
Total

6. Do you collect and remit GST
Yes 
No


If yes, please provide your GST number.  


___________________________________
__________


Signature of Applicant
Date

___________________________________

Please Print Name
Revised September 17, 2010               
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