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OCCLF LOAN APPLICATION 

INTRODUCTION 

Welcome t o th e Ottawa-Carleto n Communit y Loa n Fun d (OCCLF) . A s a n eligibl e 
candidate for a loan you will have been recommended to the OCCL F b y a jobsOntario 
broker, an d wil l hav e complete d you r Busines s Plan followin g th e standar d OCCL F 
Business Plan format . 

This "Loan Application" has been developed to help you in applying for a loan from the 
OCCLF, and to expedite the review process, so that your application can be processed 
as quickl y as possible. 

There are three main sections in this package, and all must be reviewed and completed 
thoroughly and accurately , before this application ca n be considered by the OCCL F 
review committee . 

1. Loa n Fun d Information: 

This section outlines the purpose, eligibility criteria , program requirements , 
and procedures for applying for a  loan from th e OCCLF . 

2. Applican t Personal Information : 

This section includes important informatio n abou t your personal address, 
employment an d credi t history , a s wel l as a  statemen t o f you r ne t 
worth. Yo u mus t complet e al l section s carefully , completel y an d 
accurately. I t wil l b e used to determin e you r credibility a s a borrower . 

You wil l also require a "Letter of Recommendation" from your jobsOntario 
broker. Ther e is important, specifi c information require d for this letter (se e 
the sectio n "Applicant References") , and your Broke r should b e informe d 
of this criteria beforehand . 

You wil l also need to provide two persona l references of people who kno w 
you an d wil l b e able to provid e som e form o f suppor t fo r yo u an d you r 

Copyright 1994 OCCL F Page I I 



OCCLF LOAN APPLICATIO N 

business. Likewise , you will need to provide two business references from 
business peopl e o r businesse s with who m yo u have , o r hav e had , a 
business relationship . 

It is a requirement for a loan from the OCCLF that you must prove that you 
have alread y bee n refuse d credi t fro m tw o financia l institution s befor e 
applying t o th e OCCLF . Yo u may  submi t a  lette r prepare d b y thes e 
institutions, o r have them complete the standard "Verification of Refusa l 
of Loa n Application" provide d a t the end of this application. 

You must read, sign and date the "Applicant Certification " form at the end 
of this section before your application can be reviewed. 

3. Busines s Plan Information: 

This section includes a "Business Plan Profile" which i s an abbreviate d 
version of your comprehensive Business Plan. I t is intended to provide the 
Review Committe e wit h a n overvie w o f you r Busines s Pla n fo r 
discussion purposes. I t will be used as a guide to the important details 
of the Busines s Plan, therefore the outline mus t be followed carefully . 

The Comprehensive Busines s Plan itself must be clear, concise, and well 
supported by thorough documentation, specifically in the market research 
and financial sections. Attac h appropriate appendices wherever possible 
to suppor t your information an d projections . 

Once yo u hav e complete d th e Loa n Application , wit h ai l th e supportin g 
documentation (i.e. a  copy of your comprehensive Busines s Plan, 2 letters of credit 
refusal from other financial institutions, etc.), forward it to the OCCL F office. I t wil l 
be reviewe d fo r completenes s and forwarde d t o th e OCCL F Revie w Committee fo r 
review. Pleas e be aware that i f you r loa n application i s approved an d yo u intend to 
operate as a trade name (i.e. "Joe's Widgets"), you must register your business before 
the loan can be disbursed. 

The OCCLF Loan Fund Administrator will be your resource perso n and will assist you 
with any problems or questions you may have regarding your application. 
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OCGLF LOAN APPLICATION 

LOAN FUND INFORMATION 

• Purpos e o f the Ottawa-Carleto n Community Loan Fund (OCCLF) : 

To promot e and further the development of the community i n Ottawa-Carleton by 
working with individuals primarily o f low or modest income, or groups composed 
of suc h individuals , o r potentia l employer s thereof , wh o fac e credi t an d othe r 
barriers to economi c self-sufficiency, and makin g possibl e and encouraging th e 
participation o f those individuals or groups in the economic life of the community . 

As ancillary or incidental to the above, to arrange loans, personal counselling and 
the provision of technical, business and financial advice. 

For th e above, to accept donations, gifts , legacie s and bequests. 

For th e above, to borro w mone y and issue securities. 

• Eligibilit y Criteria: 

In orde r t o qualif y fo r a  loa n fro m th e OCCLF , applicant s mus t currentl y b e a 
jobsOntario Entrepreneurship Training participan t wh o has: 

1. Graduate d from a  training progra m provide d b y a C.E.D . broker . 

In the Ottawa-Carleton Area, the following broker s apply : 

• Th e Community Enterpris e Centre 
• Th e YM/YWCA Enterpris e Centre 
• Le Groupe des Entreprises VERSO 

2. Bee n unable to obtain business financing from at least two regular financial 
institutions (i.e . Banks , Credi t Unions, Trust Companies , Caisses , etc.) . 

3. Bee n recommended b y the OCCL F Advisory Committee to receiv e a loan 
from th e lende r in accordance with the approved borrowin g agreement . 
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OCCLF LOAN APPLICATION 

• Progra m Requirements: 

If your loa n application i s approved, you will b e required to : 

1. Ope n a busines s account with the branc h o f th e financia l institutio n tha t 
administers th e loan , an d deposi t th e proceed s o f th e loa n int o thi s 
account. 

2. Set-u p your business , including registration , licences , insurance, etc. (a s 
required), withi n 4 weeks o f havin g you r loa n approved, i f you hav e no t 
already done so. 

3. Compl y with all conditions o f the borrowing agreemen t as negotiated with 
the financial institution administerin g th e loan. 

• Ho w T o Apply Fo r A Loan From The OCCLF: 

The applican t mus t qualif y for , an d graduat e from , a  jobsOntario 
Entrepreneurship Training Program. 
At the en d o f th e progra m th e applican t wil l hav e completed a  Business 
Plan using the standard OCCLF Business Plan Format, with the guidance 
and assistance of the progra m staff . 
The Business Plan will be reviewed by the broker who ma y approve it and 
elect to prepar e a Letter of Recommendation in support o f the business 
plan an d th e applicant . Suc h lette r wil l b e forwarde d directl y t o th e 
OCCLF. 
If the Busines s Plan is approved b y the broker , the applicant should the n 
request an application packag e from th e OCCLF . 
Once the applicatio n form ha s been completed, signed an d dated , th e 
applicant mus t attac h i t t o a  cop y o f th e Busines s Plan alon g wit h tw o 
Letters of Refusal of Credit, and forward the entire package to the OCCL F 
office. 
The OCCL F advisor y committe e wil l revie w th e applicatio n an d mak e a 
decision to approve or decline the application based on established review 
criteria. Th e applican t may b e aske d to atten d an intervie w with th e 
committee t o clarif y o r support specifi c section of the busines s plan. 
Once a decision has been made, the applicant will be notified i n writing of 
the advisory committee's decision. 

1. 

2. 
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OCCLF LOAN APPLICATION 

APPLICANT PERSONAL INFORMATIO N 

PLEASE PRINT IN IN K 
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OCCLF LOAN APPLICATION 

Please provide the following Asset & Liability informatio n 

Registered Year Purchase Present 
Asset Owner Purchased Price Value 

Real Estate 

Car 

Office Furnitur e 

Office Equipmen t 

Other (specify ) 

TOTAL PRESENT VALUE 

Liability 
(Loan) Holder 

Original 
Loan 

Amount 

Current 
Amount 

O/S 
Monthly 

Payments 
Loan 

Due Date 
Purpose of the 

Loan 

TOTAL O/S 
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OCCLF LOA N APPLICATIO N 

Personal Financia l Statement a s at (date ) 

Assets 

Cash 

Liquid Assets 
(stocks, bonds, etc. 
Please itemize) 

Automobile (presen t value) 

Real Estate (presen t value) 

Total Assets 

$ 

$ 

$ 

Liabilities 

Mortgage(s) owin g 

Credit Cards owing 

Loans (tota l O/S) 

Total Liabilitie s 

Net Worth (Tota l Asset s minus Tota l Liabilities ) $ . 
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OCCLF LOAN APPLICATION 

BUSINESS PLAN PROFILE 

The standard OCCL F Busines s Plan format must b e used for recordin g th e detail s o f 
your busines s idea, market research , objectives an d financia l forecasts i n your 
Comprehensive Business Plan. Us e your Comprehensiv e Business Plan as a guid e 
to fil l out thi s summary (includ e pag e references to you r busines s plan wher e 
possible). 

1. a ) Busines s Profile 

Business Name: 

Business Address: 

Postal Code: Telephone : 

Date Business was registered/Incorporated: 

b) For m of Ownershi p 

• Sol e Proprietorshi p 

• Partnership : (Name s of Genera l partners ) 

Name: Telephone : 

Name: Telephone : 

• Corporation : (Name s of signing officers wh o ar e shareholders ) 

Name: Telephone : 

Name: Telephone : 

Name: Telephone : 

Name: Telephone : 
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OCCLF LOAN APPLICATIO N 

c) Classificatio n o f Business Activities 

• Retai l •  Foo d •  Manufacturin g •  Constructio n 

• Touris m •  Servic e •  Wholesale/Distributin g 

• Othe r (Specify ) 

2. Busines s Objectives 

Briefly describe what your business will do, or what produc t o r service will b e 
produced. 

3. Targe t Market 

Briefly describe your primary target marke t and market niche. 
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OCCLF LOAN APPLICATIO N 

4. Advertising/Marketin g Strategy 

Briefly describe how you will promote your product/service. 

5. Competitio n Analysis 

Briefly describe who your competition i s and what their strengths are. 

6. Operatin g Requirements 

a) Briefl y describe any special permits, licenses or insurance required t o 
operate your business and the status of their acquisition. 
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OCCLF LOAN APPLICATIO N 

b) Identif y any special equipment, facilitie s or materials needed to operat e 
the business and how they wil l b e acquired. 

c) Briefl y describe any special skills that are required to operat e your 
business and who wil l provid e them. 

Financial Projection s 

a) Wha t is the amount o f the loan you are applying for? $ _ 
What specifically will this loan be used for. 

Item Valu e 
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OCCLF LOAN APPLICATION 

b) Wha t are your other sources of funding (Personal , Family, Friends, etc)? 

Source Amoun t 

TOTAL $ 

c) Briefl y describe your contingency plans for cash shortfalls and 
unexpected expenses. 

d) Provid e a photocopy of the following page s from your Comprehensive 
Business Plan : 

Pricing Strategy -  An y confirmations o f sales , contracts or 
lettres of intent 

Start-Up Expenses -  Firs t year's Budget Projection 
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OCCLF LOAN APPLICATIO N 

APPLICANT CERTIFICATION 

I certif y that all of the information give n by me in this application is true and complete. 

I authorize the officers of the Ontario Development Corporation, the Ottawa-Carleton 
Community Loan Fund (OCCLF) , an d the Ontario Ministry of Municipa l Affairs (MMA), 
or their agents to mak e all necessary credit investigation s or credit reportin g an d 
provide the Ontario Development Corporation or any other agency with all relevant 
information. I  approve the disclosure of any information concernin g the undersigned 
to any credit requestin g agency. 

I agree that the Ontario Development Corporation, the OCCLF , o r the MMA , may 
make a public announcement relating to this community loan , If approved, and also 
has th e right to audi t the records of my business during the guarantee period. 

I understan d that any false information give n in this application and/or any 
accompanying materials may result in rejection o f this application or immediat e 
demand for repaymen t o f the loan in full together with any interest accrued thereon. 

I authorize the OCCLF , the MMA and the Ontario Development Corporation to provid e 
the lende r with all relevant information . 

NOTICE: 
Any persona l information containe d in this, or any subsequent forms attached or 
forwarded a t a later date is received under the authority o f section 12 of th e 
Development Corporations Act, R.S.O . 1980 , C.117 as amended and sections 3, 6 & 
11 of the Ministry of Industry &  trade Act S.O . 1982 , C.31 and wil l b e used to provid e 
a dat a base of borrower s registered in the Community Loan Fund program, to ensure 
that borrowers receiv e only one loan and that statistical information o n the program i s 
recorded. 

It is an offence to obtain or to assist another to obtain a loan from the Ottawa-Carleton Community 
Loan Fund by fraud or false pretence. 

SIGNATURE O F APPLICANT: DATE : 
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OCCLF LOAN APPLICATIO N 

APPLICANT REFERENCES 

1. Persona l Reference s (2 ) 

Please provide two reference s of people you know personally (Family, friends, 
etc) who are familiar with your Business Plan , and who are willing to suppor t 
you in your new business with help, advice, guidance, etc. 

Name Address Telephone Relationship 

2. Busines s References (2 ) 

Please provide two reference s of business people you know (Accountant , 
Lawyer, Owner of another business , etc. ) who are familiar with your Business 
Plan, and who are willing to suppor t you in your new business with help, 
advice, guidance , etc. 

Name Address Telephone Relationship 

Note: Remembe r to contac t these people to ask permission to us e them as a 
reference, and to advise them that they may  be contacted b y the OCCL F t o 
verify the type of support they are willing to provid e to your business. 
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OCCLF LOAN APPLICATION 

3. Lette r o f Recommendatio n from th e Broke r 

Each loan applicant mus t obtain a  "Letter of Recommendation" from thei r 
jobsOntario broker , to suppor t th e busines s plan and the applicant personally . 
This letter wil l b e used in the application evaluation proces s and must includ e 
the following (i t may  be a good ide a to pas s this sheet on to your broke r i f they 
are unfamiliar wit h the "Letter o f Recommendation") : 

a) Genera l support fo r the busines s idea, it's viability i n the community an d 
the technical completeness of the Business Plan. 

b) Suppor t for the applicant's persona l attributes base d on the broker' s 
(and/or consultant's ) experienc e in working with  the applicant throughou t 
the Business Plan development stage , including referenc e to: 

Formal Education 
Related management/owner experienc e or experience in the same 
field as the proposed business. 
Tenacity and dedication to the objectives and details of th e 
business. 
Demonstrated decision-making and problem solvin g ability . 
Entrepreneurial vision and self-confidence. 
Flexibility and ability t o accep t criticism. 

c) Th e nature of suppor t an d commitment fro m family , friends , and/or a 
community grou p fo r the Busines s Plan. 

This letter should be prepared and sent by the broke r directl y t o th e OCCL F 
at the following address . I t wil l b e treated a s strictly confidentia l an d will b e 
seen only b y the OCCL F Review Committee. 

The Ottawa-Carleton Community Loa n Fund 
219 Argyle Avenue, suite 406 
Ottawa, Ontari o 
K2P 2H4 
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THE OTTAWA-CARLETON COMMUNITY LOAN FUND 

VERIFICATION O F REFUSAL OF LOAN APPLICATION 

Name o f Lending Institution: 

Address: 

Loan Officer/Contact Person: 

Title: Telephone : 

Applicant Name: 

Address: 

Telephone -  home: -  work: 

Business Name : 

Amount of Loan Requested: Dat e of Application: 

This letter will verify that the person named above has applied for a Business Loan as indicated. 
After reviewin g th e applicatio n an d givin g i t ever y consideration , w e regre t tha t w e canno t 
approve the application . (Optiona l comment s below) 

Date: Signed : 

The applicant ha s the righ t to reque t th e sourc e and conten t o f the informatio n reflectin g thi s 
decision from this intitution . 

219 Argyle Avenue, Suite 406, Ottawa , Ontario K2 P 2H4 (613) 594-938 3 
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INTRODUCTION 

This handbook explains s e l l i n g notes of a  community Loan Fund (o r 
"CLF") i n your community . CLF s ar e a  ne w approac h t o economi c 
development. The y give communities a way o f using loca l capital t o 
support loca l busines s an d creat e jobs . 

As Communit y Sale s Agents , yo u w i l l pla y a n importan t rol e i n 
getting CLFs off the ground. 

CLFs can ge t goin g onl y i f Community Sales Agents l i k e you succee d 
in raisin g enough money. A t the community Sales Agents' workshop, 
your CLF/s sponsors w i ll talk about i ts goals an d plan s to attrac t 
investors. Representative s o f Ule Goverment of Ontario Will cover 
what prospectiv e investor s nee d t o know about investin g i n CL F 
Class A Notes ( a CLF Clas s A Note is a c e r t i f i c a t e that shows ho w 
much someone has investe d i n a CLF) . You r goal i s to s e l l thes e 
notes t o investor s wh o suppor t wha t th e CL F i s tryin g t o d o i n 
their communit y an d understan d what kin d o f investmen t the y ar e 
making. 

This handboo k contain s importan t informatio n abou t sellin g CL F 
notes that th e Community Economic Development Act require s you t o 
know. (Thi s Act provide s th e lega l framewor k for CLFs.) Pleas e 
read thi s handbook carefully befor e coming to the workshop. A t th e 
workshop, yo u ca n as k question s abou t an y o f th e informatio n i n 
this handbook and you r CLF i n particular . 

Before startin g thi s handbook , pleas e rea d page s 1  t o 3  o f th e 
Community Loan Fund Program Handbook for a summary of what CLFs are 
and ho w the y work . Althoug h th e roo t o f tha t handboo k i s fo r 
people settin g u p a  CLF, yo u ma y als o want to read i t for more i n-
depth informatio n abou t CLFs. 

This handbook has thre e main parts: 

• Par t 1  goe s through th e basi c step s Communit y Sale s Agent s 
have to follo w when sel l i ng CLF notes . 

• Par t 2  explain s ho w t o answe r question s tha t prospectiv e 
investors might ask you . 

• Par t 3  describes the agreement that a ll Community Sales Agents 
have to sig n with thei r CLF . 



FART 1 

SELLING CLF CLAAS A NOTES 

As a Community Sales Agent, your goal is to s e ll Clas s A Notes to 
eli g i b l e investors . Investor s rel y o n you for clear, accurat e 
information abou t CLF notes and what the CLF hopes to achieve in 
their community . I t is important t o be sur e tha t investor s 
understand what kind of investment the y are making. 

Most o f the information prospectiv e investor s nee d i s in the 
Offering statement . Pleas e rea d you r CLF' s Offerin g Statemen t 
before coming to the workshop. Mor e information w i l l be presented 
at the workshop. 

community Sales Agents also promote the advantages of investing in 
CLF notes . B e enthusiastic about what the CLF is trying to do in 
the community . However , yo u shoul d no t make an y promises or 
predictions abou t how much money investors w i l l make or what the 
CLF w i l l accomplish . Suc h promise s an d prediction s ca n be 
misleading fo r prospective investors . 

A Checklist for sell i n g CLF Notes; 

Class A  Note s may be sol d onl y durin g th e offering o r sell i n g 
period, whic h i s printed o n th e f i r s t pag e o f the offerin g 
Statement. 

Before acceptin g payment for CLF Class A Notes, you should: 

• Giv e a copy of the Offering statement to everyone you approach 
to s e l l CLP notes. Afte r doing this , yo u should: 

• Encourag e them to read the Offering statement and give 
them time to do so. 

• Offe r t o answer any questions abou t investin g in CLF 
Class A Notes. 

* Explai n ho w th e CLF plans t o use the money i t raises by 
sel l i n g Clas s A  Notes. Thi s informatio n is in the Offering 
Statement, under the heading use of Proceeds. Pleas e infor m 
prospective investor s that most of the money w i ll be used as 
collateral fo r small busines s loan s to borrowers the CLF has 
approved. Th e offering Statemen t als o describe s the CLF's 
loan guarante e policy . Fo r example , som e CLF s targe t 
aboriginal and women's businesses. Prospectiv e investors w i ll 
l i k e l y want to know about such p r i o r i t i e s . 
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You shoul d als o t e l l investor s that the CLF : 

• I s required to keep at leas t 20 % o f th e fund s it raises 
by s e l l i n g Clas s A Notes as a safe reserve. Thes e funds 
have to be kept in safe investments and ca n b e used onl y 
to redee m Class A Notes. 

• Ma y us e u p t o 1% o f the funds raised to cover th e cost of 
s e l l i n g Clas s A Notes. 

• Describ e othe r ways th e CL F plan s t o suppor t borrowers . A 
major reason CLF s have been so successful around the world i s 
that borrowers get basi c business advic e a s they need i t . A t 
the workshop, your CLF's organizers w i l l tal k abou t the kin d 
of back-up they w i l l giv e borrowers. 

• outlin e the basic s of Clas s A Notes. 

• Clas s A Notes may b e bought in multiples of $100. Thi s is 
printed o n page \  of th e Offerin g Statement. 

• Money invested i n Class A Note s i s locked i n far a se t 
period o f time. Th e maturit y dat e i s printed on page 1 
of th e Offerin g Statement, som e CLFs may als o have a n 
early maturit y date . Investor s must wait u n t i l on e o f 
these date s t o get thei r money back. 

• Clas s A Note s may b e redeeme d on th e maturit y date . T o 
get thei r mone y back , noteholder s hav e t o as k fo r 
redemption i n writin g a t leas t 9 0 day s befor e th e 
maturity date . Thi s also applies to the earl y maturit y 
date, i f on e i s printe d o n pag e 1  o f th e Offerin g 
Statement. Fo r redemptions , investor s shoul d us e th e 
redemption request form , which w i ll b e sent to them along 
with thei r Clas s A  Note certificate s shortl y after th e 
offering closes. 

• Th e origina l amoun t investe d i n Clas s A  Note s i s loo% 
guaranteed by th e Provinc e o f Ontario , CL F noteholder s 
do no t ris k losin g thei r i n i t i a l investment . 

• Clas s A Notes can ear n interest . Th e amount of interes t 
that ca n b e pai d o n Clas s A  Notes depends o n th e CLF' s 
year-to-year performance . Th e Offerin g Statemen t 
contains a formula fo r calculating the interes t that ca n 
be paid. Basically , i f the CLF keeps i ts losses down and 
earns enough from i t s loan guarantees an d investments , 
Class A  noteholder s ma y b e pai d interest , u p t o a 
maximum. Th e Offerin g Statemen t als o say s tha t th e 
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maximum interes t rate cannot be higher tha n that paid by 
the Provinc e o f Ontario Saving s Offic e on Guaranteed 
Investment Certificates . 

• Ther e is no guarantee that the CLF w i ll pay interest on 
Class A Notes. A CLF w i ll pay interest on Class A Notes 
only i f it has sufficient earnings . 

• Class A  Note s ar e eli g i b l e fo r self-directed RRSPs . 
Please t e l l prospectiv e investor s they can find out more 
about thi s kin d of RRSP at banks, trus t companies , or 
credit unions and caisses populaires. 

If you feel a prospective investo r has not understood what you've 
told them about the CLF and Class A Notes, you should leav e a copy 
of the offering statemen t wit h the m and arrange to meet again . 
Please do not pressure anyon e into buying CLF notes. 

Accepting Paymen t for CLF Notes 

If a person you approach agrees to invest in class A Notes, pleas e 
make sure the y do not buy too many. Ther e are limits on how much 
can be invesled in Class A Notes. Specifically : 

• Individua l investors, may buy up to $25,000 worth of CLF 
notes or 10% of the total amount of Class A Notes for 
sale, whichever is less. Th e total amount being offered 
for sal e appears on page 1 of the offering Statement , 

• When calculatin g th e maximu m individual s ma y 
invest, investment s by thei r associate s (suc h as 
family members or business partners ) mus t also be 
taken int o account. Fo r example, assume that the 
most someone can invest in CLF notes is $25,000. 
If the investor's spouse has already bought $10,000 
worth of Class A Notes, then the e l i g i b le investo r 
may only buy up to $l5,ooo worth. Communit y Sale s 
Agents are required to ask prospective investor s if 
their associates have invested in CLF notes and, if 
so, how much they have invested . 

« Investor s who are corporations, Indian Band councils, or 
labour, charitable , or non-profit organizations may buy 
up to $100,000 worth of Class A Notes or 25% of the total 
amount of Class A Notes for sale, whichever is greater. 
The tota l amoun t bein g sol d appear s on page 1 of the 
Offering Statement . 



To complete a sale of Class A Notes, Community Sales Agents must: 

• Ask prospective investor s to: 

• Complet e a  purchase application form . 

• Make out a cheque o r money order payable to the CLF' s 
Escrow Agen t fo r the f u l l valu e of clas s A  Note s the y 
want t o buy . (Th e Escro w Agen t keep s thes e fund s in 
trust fo r the CL F u n t i l th e offerin g i s completed. ) 
Post-dated cheques canno t be accepted. 

• Return the completed application form and payment to you. 

• Giv e investors the customer copy of their purchase application 
form. Thi s i s their receipt . Befor e giving a  receipt , b e 
sure that : 

• The purchase application for m is properly f i l l e d out ; 

• The chequ e o r money order i s: 

• Payable to the CLF's Escrow  Agent; 

• Made out for the correct amount; 

• Not post-dated. 

• Infor m Investor s that , soo n afte r th e offerin g perio d ends , 
the CL P w i l l sen d them a certificat e showin g th e amount they 
have investe d i n Clas s A  Notes . Yo u shoul d als o infor m 
investors that the CLF w i l l notif y them of the f i r s t members' 
meeting, i f one i s planned. 

• T e l l investor s they may cance l their applicatio n to buy Clas s 
A Notes . T o d o so , investor s mus t infor m th e CL F o r an y 
registered communit y Sale s Agen t i n writing n o late r tha n 
12:00 noo n of the second business day afte r the date on thei r 
application. 

If th e CLF offer s investor s an earl y maturit y date, they may wis h 
to receiv e mor e tha n on e CL F Clas s A  Not e c e r t i f i c a t e . Fo r 
example, a  person investin g a  tota l o f $2,000 may wan t to receive 
one Class A Note certificat e fo r $1000 and two more for $500 each. 
In thi s way, investor s have the option of cashing in some of thei r 
class A Notes on the early maturity date and keeping the rest u n t i l 
the f i n a l maturit y date. 

Investors wishing to do thi s shoul d complete a  separate purchase 
application form for each Class A Note cert i f i c a t e they would lik e 
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to receive . However , investors can write a single cheque or money 
order for the to t al amount of their investment . 



PART 2 

ANSWERING PROSPECTIVE INVESTORS' QUESTIONS 

An important part of se l l i ng Class A Notes is answering prospective 
investors' question s clearl y an d accurately . Communit y Sale s 
Agents should use only information in the Offering Statement, this 
handbook, th e Community Loa n Fun d Progra m Handbook , an d othe r 
materials prepare d by the CLF to answer such questions. I f you 
cannot fin d an answer in these materials , t e l l th e investor tha t 
you w i l l rais e thei r questio n with the CLF and get the answer. 

These are some questions potentia l investor s might ask Community 
Sales Agents: 

• Where w i l l m y mone y be kep t whil e th e CLP complete s the 
offering of i ts notes? 

The CLF cannot begin guaranteeing loans u n t il i t has raised at 
least the minimum amount of the offering, u n t i l the closing 
date, the money raise d i s held in trus t b y an Escrow Agent 
named in the Offering Statement. Th e Escrow Agent cannot give 
the CLF any of this money u n t il i t raise s at least the minimum 
amount set out on page l of the Offering Statement. Whil e in 
escrow, the money raised w i l l ear n interest . Th e CLF may use 
this interes t t o cover i t s expenses, suc h as the cost of 
sel l i n g Clas s A Notes. 

• How can I put my clas s A Notes in my self-directe d RRSP? 

Investors plannin g to buy Class A Notes through their RRSPs 
should complete purchase application forms and give Community 
Sales Agent s persona l cheque s payabl e to the CLF's Escro w 
Agent. Whe n the offering closes , investor s should arrange to 
have the trustees of their self-directe d RRSPs send the CLF 
new cheque s (mad e out for the same amount a s the origina l 
cheques) payable to the CLF's Escrow Agent. Upo n receivin g 
these cheques, the Escrow Agent w i l l sen d appropriate refun d 
cheques to investors. Fo r RRSP purposes, the investment in 
CLF note s i s considere d t o hav e bee n mad e o n th e date 
appearing o n th e cheque mad e ou t by th e investor' s RRS P 
trustee. 
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Can Clas s A Notes be transferre d or redeemed early i n special 
circumstances? 

If a  noteholde r dies , hi s or her notes may be : 

• Transferre d to his or her heirs , o r 

• Redeemed before the maturity date o r the earl y maturity 
date, i f applicable. I n thi s situation , th e decease d 
noteholder's personal representative should f i l l ou t the 
redemption for m an d delive r i t and th e Clas s A  Not e 
cert i f i c a t e t o the CLF . 

What happens if a  CLF  can't redeem i ts Class A Notes? 

If a  CL F doe s no t hav e enough money to redee m i t s Class A 
Notes, i t w i l l notif y th e noteholders . Th e Ministr y o f 
Municipal Affairs w i ll send each noteholder an application for 
guarantee payment . Noteholder s have  u p t o si x months t o 
return th e complete d applicatio n an d tHei r endorse d Clas s A 
Note certificates to the Ministry of Municipal Affairs. The y 
w i l l the n ge t a  cheque from th e Provinc e o f Ontari o fo r the 
amount of thei r i n i t i a l investmen t i n Class A Notes. 

What happens if a CLF goe s bankrupt ? 

If th e CL F goe s bankrupt , noteholder s mus t wai t u n t i l th e 
maturity date fo r payment of the Ptovincia l guarantee . 

What happens if the CLF doesn' t rais e enough money? 

The f i r s t pag e of the offering Statement sets out the minimum 
and maximum amounts the CL F need s to rais e befor e i t begins 
guaranteeing loans . I f the CL F doe s no t rais e th e minimum 
amount by th e closin g dat e o f the offering , i t may appl y for 
an extensio n o f u p t o si x months. I f th e CL F get s thi s 
extension, i t w i ll notif y peopl e wh o hav e sent i n complete d 
purchase applicatio n forms of the offering's new closin g date. 
If th e CL F i s s t i l l unabl e t o rais e a t leas t th e minimum 
amount, the money raised w i l l b e refunde d i n f u l l . However , 
no interes t w i l l b e pai d on tha t money. 

what happens if the CLF raise s more money than i t needs? 

If the CLF raise s more than the maximum amount set out on page 
1 of the Offering Statement, the amount over the maximum w i l l 
be refunded. The  Offerin g Statement explains how th e CLF w i l l 
refund thi s money. 



• Ho w w i l l th e CL P us e an y profit s i t earns? 

Profits earne d b y CLF s w i l l b e use d t o buil d thei r capita l 
base. CLF s wit h stron g capita l base s w i l l b e abl e t o 
guarantee more loans an d become more sel f - s u f f i c i e n t . 

• Wh y kee p m y investmen t i n Clas s A  Note s u n t i l th e f i n a l 
maturity date ? 

i f th e CL F offer s investor s earl y and f i n a l maturit y dates , 
i t s communit y Sale s Agent s ma y t e l l investor s tha t keepin g 
their Clas s A Note s u n t i l th e f i n a l maturit y dat e w i l l hel p 
the CLF guarantee loans for more community businesses. Longe r 
term investments in Class A Notes may als o give borrowers mox-e 
time to repay thei r loans . 

• I s investin g ih Class A Notes better than investin g in..,.? 

Community Sale s Agents must not giv e an y financia l advic e t o 
prospective investors . Fo r example , i f aske d abou t th e 
advantages o f investin g in Clas s A  Note s relativ e t o othe r 
investments, Communit y Sales Agents must respond that they ar e 
not qualifie d t o answer such questions . 

• Ho w i s the CL P organized ? 

Under th e headin g Th e corporation , th e offerin g Statemen t 
describes how th e CLF i s organized an d run . Thi s informatio n 
includes : 

• A  l i s t o f th e CLF' s f i r s t director s and officers . Th e 
sponsor selects the f i r s t directors , who, i n turn, selec t 
the officers . Th e f i r s t director s an d officer s ar e 
responsible for such things as arranging th e offerin g o f 
class A  Note s an d workin g wit h governmen t t o trai n 
Community sale s Agents. 

• A n explanatio n o f ho w th e CLF' s board o f director s is 
elected o r appointed . 

• A  descriptio n of th e CLF' s committees . A  lo t of th e 
CLF's wor k ma y b e don e b y smal l workin g group s o r 
committees. Th e offerin g Statemen t l i s t s thes e 
committees and describe s what they do . 
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• As a Class A noteholder, w i l l I  get information from the CLF 
about how i t is doing? 

Within 90 days of the CLF's f i s c al year-end, the CLF must send 
i t s Clas s A  noteholder s a n annua l report . Th e repor t 
includes: 

• The CLF' s financia l statements , which giv e noteholder s 
important informatio n abou t th e CLF' s financia l 
situation. 

• A communit y impac t statement, which describe s ho w th e 
enterprises backe d by th e CLF ar e contributin g t o the 
local economy. 

• A l i s t o f the CLF's curren t director s an d officer s an d 
their addresses . 
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PART 3 

THE COMMUNITY SALES AGENT'S AGREEMENT 

At th e en d o f th e Community Sale s Agents' Workshop, you w i l l b e 
asked t o sign a Community Sales Agent Agreement. Th e agreement is 
between you an d th e CL F whose notes yo u w i l l b e s e l l i n g . Yo u ma y 
not s e l l Clas s A Notes u n t il yo u sig n this agreement. 

By signing , you agre e to: 

• Make you r bes t effor t t o s e l l Clas s A  Note s t o e l i g i b l e 
investors. 

• S e l l Clas s A  Note s onl y a s describe d i n thi s handboo k an d 
discussed durin g the Community Sales Agents' Workshop. 

• Delive r completed application forms, cheques, and cancellatio n 
notices to your CLF a t leas t once a week. 

The agreemen t also states that: 

+ No commission s can be paid to Community Sales Agents on Class 
A Notes they s e l l . 

• CLFs can compensate Community Sales Agents for expenses the y 
incur i n sellin g Clas s A  Notes . Th e agreemen t state s th e 
maximum amount of such compensation . 

• Community Sale s Agent s ar e no t responsibl e fo r an y losse s 
caused b y informatio n produced by thei r CL F o r the Government 
of Ontari o (includin g an y statement s mad e at Community Sale s 
Agents' Workshop s b y CL F o r Ontari o Governmen t 
representatives). 

• Community Sale s Agents are responsible for any losse s cause d 
by misrepresentations they make, or any gros s negligence the y 
commit i n carrying out thei r responsibilities . 

Please read th e agreement before signin g i t. I f there is anything 
you don't understand abou t the agreement or Community Sales Agents' 
responsibilities, d o not sign . Yo u ca n rais e any question s at th e 
Community sales Agents' Workshop. 



DRAFT 

CLF OFFERIN G STATEMEN T 

DATED 

SELLING PERIOD : OCTOBE R 1, 1994 TO DECEMBE R 31, 1994 

OTTAWA-CARLETON COMMUNITY LOA N FUND CORPORATIO N 

MINIMUM OFFERING: $500,00 0 

MAXIMUM OFFERING: $1,000,00 0 

100,000 CLASS A NOTES 

Minimum purchase: $10 0 

Redeemable on December 31,1999 

The Ottawa-Carleto n Communit y Loa n Fun d (th e "Corporation" ) i s registere d a s a 
community loan fund corporation under the Community Economic Development Act. The 
Corporation was formed to raise funds through the issuance of Class A notes and to use 
funds raised to provide guarantees for loans by financial institutions to eligible borrowers 
under the Community Economi c Development Act . Th e Corporation wil l also provid e 
business advice to eligible borrowers . 

All potential investors must receive a copy of this Offering Statement when asked to buy 
Class A notes. Pleas e read the entire Offering Statemen t befor e deciding to buy Clas s 
A notes . 



RIGHT TO CANCEL PURCHASE 

Investors may cancel their application to buy Class A notes by informing the Corporation 
or any community agen t in writing no later than 12:0 0 noon on the second business day 
after the date of their purchas e application. Ther e is no penalty for cancellation. 

SUMMARY O F THE OFFERIN G 

This is a summary of the key elements of the Offering by the Ottawa-Carleton Community 
Loan Fun d Corporation (the "Corporation"). 

The Ottawa-Carleto n Community Loan Fun d Corporatio n 

The Ottawa-Carleto n Communit y Loa n Fun d Corporatio n ha s been se t up under the 
Ontario Community Economi c Development Act. Th e main purpose of the Corporation 
is to rais e money , b y selling note s to the public, and to us e funds raise d to provid e 
guarantees for loans by financial institutions to eligible borrowers unde r the Communit y 
Economic Development Act. Th e Corporation will also provide business advice to eligible 
borrowers. 

The Sponsor s 

The Corporatio n is jointly sponsored by VERSO, WECU , YM/YWC A Enterpris e Centre, 
OCEDCO an d the CEC . Th e Sponsor s ar e al l activ e organization s i n economi c 
development i n the Ottawa-Carleton region . Eac h Sponso r will b e a membe r o f the 
Corporation. Th e Sponsors plan to provide ongoing technical and financial support to the 
Corporation. 

The Financia l Institution 

The Corporation has entered into an investment administratio n an d loan administratio n 
agreement with Caisse Populair e Notre Dam e D'Ottawa Inc . on [date]. Pursuan t to the 
Agreement Caiss e Populair e Notre Dam e D'Ottaw a Inc . has agreed to administer the 
investment portfoli o of the Corporation and make loan s to eligible borrower s unde r the 
Community Economi c Developmen t Ac t approved b y the Boar d o f Director s o f the 
Corporation. 

Caisse Populair e Notr e Dam e D'Ottaw a Inc . will als o ac t as escrow agen t fo r funds 
deposited with purchase applications for Class A notes. 
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The Offerin g 

The Corporation will sell Class A notes to the public . Thes e notes are described below. 

The Corporation intends to raise a maximum of $1,000,000 with this offering. An y money 
raised above the maximu m wil l b e refunde d o n a  pro rat a basis . 

If the Corporatio n does not rais e the minimu m amoun t require d by December 31, 1994 
it may apply to the Ministr y of Financ e to extend the offering perio d up to six months. I f 
this extensio n i s approved , the fund s raise d wil l no t b e investe d unti l the en d o f thi s 
period. I f the minimum amoun t is not raised by the extended date, the money raised will 
be refunde d i n ful l to purchaser s without interes t an d the Corporatio n wil l win d u p it s 
affairs. 

Until the Corporation raises the maximum amount of this offering o r until the final date for 
sale of notes , whichever comes first, all funds will be held in escrow by Caisse Populaire 
Notre Dam e D'Ottawa Inc . 

Expenses o f this Offering 

The expenses of this offering are expected to total $100,000. Thes e include professional 
fees, communit y agents , advertising an d printing, escro w fees, etc. I f the Corporatio n 
raises the maximu m amount offered , the ne t amount (afte r expenses) actually available 
for investment , a s a  guarante e poo l fo r loan s t o eligibl e borrowers , an d fo r us e a s 
reserves will be about $900,000. I f the maximum amount is not raised, the actual amount 
available wil l b e less . 

Reserves 

The Corporation will set aside 30% of the mone y raised in a reserve fund. Th e reserve 
fund will be used only to redeem Class A notes. Interes t earned on the reserve fund may 
be used to contribut e toward s the Corporation' s expenses. 

Characteristics of Clas s A Notes 

The Corporation is selling 100,000 Class A notes for $100 each. Thes e shares are fixed 
term deb t obligation s with a term o f 5  years. 

On December 31, 1999, the Corporation will redee m (repay) the full principal amount o f 
the Clas s A  notes , provide d noteholder s hav e requeste d redemptio n o f th e note s b y 
giving notic e to the Corporatio n at leas t 90 days before Decembe r 31, 1999. 
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The Corporation intends to pay interest o n the Note s at a  rate equa l to the lesse r of 5% 
or the rate of interest pai d by the Governmen t of Ontario Savings Office on a guaranteed 
investment certificat e fo r th e sam e term a s the Note s a s o f th e dat e o f thi s Offerin g 
Statement [ %] . 

No actua l interes t o r othe r retur n i s guarantee d b y th e Governmen t o f Ontari o o r th e 
Corporation. 

Restrictions on Redemptio n or Transfer o f Clas s A Notes 

Class A notes cannot be redeemed (repaid by the Corporation) unti l December 31,1999 
unless the holde r die s befor e thi s date . A s well , ownership o f thes e note s canno t b e 
transferred. Thi s means that the mone y investe d in Clas s A notes wil l no t b e available 
to the investo r befor e Decembe r 31, 1999. 

Eligible Investors 

Class A shares may be bought onl y b y individuals, corporations, India n Ban d Councils, 
labour, charitable an d not-for-profi t organizations . 

Corporations tha t ar e substantiall y funde d b y governmen t an d sponsor s o f th e 
Corporation ma y no t bu y Clas s A  notes . 

Minimum and Maximu m Amount of Investment 

The minimu m investmen t i n Clas s A  note s i s $100 . Th e maximu m fo r individual s i s 
$25,000 o r 10 % o f th e tota l amoun t o f Clas s A  note s issued , whicheve r i s less . I n 
calculating the maximum, you must include any amounts invested by persons associated 
with you, such as family members , business partners o r corporations i n which you have 
more than a  10 % interest . 

The maximum fo r corporation s i s $100,000 or 25% of the total amount o f Clas s A note s 
issued, whichever i s greater . 

The maximum for charitable, labour, Indian Band Councils, or not-for-profit organizations 
is $100,000 o r 25% of the tota l amount o f Clas s A  note s issued , whichever i s greater . 
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How t o Bu y Clas s A Notes 

Class A notes may be bought only from registered community agents of the Corporation. 
The communit y agen t wil l give you an application form which you should complete and 
return to the communit y agent . Mak e sure to includ e a cheque or money order payable 
to the Escro w agent i n trust for the ful l price o f the note s you wish to buy . 

Investor's Right to Cance l 

As a n investor , yo u hav e a  righ t t o cance l your applicatio n t o bu y Clas s A  note s b y 
informing the Corporation or any community agen t in writing no later than 12:0 0 noon on 
the secon d business day afte r th e dat e o n you r application . Ther e i s n o penalt y fo r 
cancellation. 

The Provincia l Guarantee 

The Provinc e of Ontari o guarantee s Clas s A  noteholder s paymen t o f the ful l principa l 
amount o f the note s i f the Corporatio n cannot repa y the note s on Decembe r 31, 1999. 
The Provinc e does not guarante e the paymen t o f an y interest o n these notes . 

Investment Risk s 

No interes t o r othe r retur n on the principa l amoun t o f the Note s i s guaranteed b y th e 
Corporation or the Province of Ontario. I n addition, interest will be payable to noteholders 
only i f the investmen t an d fee incom e receive d by the Corporatio n exceed s operating 
expenses and expenses related to the provision of loan guarantee to eligible borrowers. 

Initially, investment an d fee income earned by the Corporatio n is likely to b e insufficien t 
to cove r it s operatin g expense s without the assistanc e of the Governmen t o f Ontario . 
The lon g term viability o f the Corporatio n depends on its ability to ensure minimal loses 
from defaults b y eligible borrower s whos e loans it ha s guaranteed. 

No sinkin g fund i s bein g establishe d by the Corporatio n to facilitat e repaymen t o f th e 
Notes. 

The Note s ar e no t transferable , excep t i n th e even t o f deat h o f th e noteholder . I n 
addition, the Note s may no t b e redeemed until December 31, 1999, which mean s that 
investors will no t hav e the us e of their mone y before that date. 
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DECLARATIONS OF THE CORPORATION 

This Offering Statement contains all of the claims which the Corporation is making 
about the notes being offered. N o one may make any different or broader claims 
than those contained in this Offering Statement . 

This Offering Statement constitute s an offering o f the Clas s A notes only within 
Ontario by persons who are registered with the Corporation as community agents 
to sell the notes. 

It i s th e responsibilit y o f investor s t o understan d th e Offerin g Statement , t o 
carefully conside r whether th e investmen t i s suitabl e i n ligh t o f thei r genera l 
financial situation and overall investment objectives, and to consult with qualified 
advisors as they see fit, befor e making an investment decision . 

No Ministry , Agenc y or Commission of the Provinc e of Ontari o ha s in any wa y 
approved or recommende d investment i n the Clas s A notes o f the Corporation 
being offere d o r guarantee d th e completenes s o r accurac y o f th e Offerin g 
Statement. 

The Province of Ontario assumes no liability or obligation to any person proposing 
to purchase Class A notes of the Corporation, other than the guarantee to eligible 
investors of repayment of invested principal if the Corporation fails to redeem the 
notes at a maturity date as set out in this Offering Statement . 

It is an offence under the Community Economic Development Act for a person to 
knowingly make or assist in making a statement i n this Offering Statement that is 
false o r misleadin g i n respec t o f an y materia l fact , o r tha t omit s t o stat e an y 
material fact the omissio n of which makes the statement fals e or misleading. 
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DETAILS O F THE OFFERIN G 

THE SPONSO R 

The Corporation i s jointly sponsored by VERSO , WECU , YM/YWC A Enterpris e Centre, 
OCEDCO an d th e CEC . Th e Sponsor s ar e al l activ e organization s i n economi c 
development i n th e Ottawa-Carleto n region . Eac h Sponso r wil l b e a  membe r o f th e 
Corporation. Th e Sponsors plan to provide ongoing technical and financial support to the 
Corporation. 

THE CORPORATIO N 

Incorporation and Registratio n 

The Corporation was incorporated as a not-for-profit Corporation under Part Three of the 
Corporations Ac t o n [  ,  1994] . Th e Corporatio n wa s registere d a s a 
"Community Loa n Fund Corporation" under the Community Economi c Development Act 
on [  ,  1994] . 

The hea d office o f the Corporatio n is : 

406-219 Argyle Avenue 
Ottawa, Ontari o 

K2P 2H 6 

Directors and Officer s 

The Corporation' s first directors an d officers are : 

Name Residenc e Positio n Occupatio n Within Past Five Years 

Mr. Ro n Rya n 21 9 Argl e Avenue Chairma n Concilliu m 
Suite 20 1 
Ottawa, Ontario 
K2P 2H 4 
(W) 237-361 3 
(H) 
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VERSO 

City of Ottawa 

West End Community Ventures 

Fernand Gilbert & Associés 

Thom, Hall & Associates 

O.C. Community Enterprise Centre 

Canada Post Corporation 

Mr. Ian Malone 45 O'Connor Street 
Suite 194 0 
Ottawa, Ontario 
K1P 1A4 
(W) 238-2308 
(H) 730-2007 

Senior Vice President Stormon t Corporation 
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Mr. Barr y Myers 
Vanier, Ontario 
K1L5P2 

250 A , Montfort Street St. Paul' s University - Centre for 
Techno-Ethics 

(W) 236-139 3 
(H) 745-878 9 

Mr. Pete r Trotscha 190 Boot h Street Peter Trotscha &  Associates 
Suite 19 
Ottawa, Ontario 
K1R7J4 
(W) 237-595 9 
(H) 237-595 9 

Membership 

[to b e developed ] 

Election o f the Boar d o f Director s 

Within 9 0 days of the completio n o f this offering , a  general meeting o f member s will be 
held to elect a new Board of Directors of the Corporation . Th e number of directors shall 
be ,  of whom a t leas t shal l be noteholders. Member s will have the right 
to elect the board of directors at each annual general meeting of the Corporation, approve 
financial statements, and otherwise contro l the Corporation. 

The Corporation plans to operate with these committees: [describ e committee structur e 
of boar d and how investment decision s will be made] . 

Major Contracts o f the Corporatio n 

[Investment an d Loan Administration Agreements ] 

Investment of Fund s Raise d 

Under the Community Economi c Development Act, the Corporatio n is required to inves t 
and maintai n th e proceed s o f thi s offerin g onl y i n th e followin g forms : (i ) deman d 
deposits in banks, loan and trust corporations or credit unions headquartered in Canada, 
(ii) treasury bill s of Canada or a province, (iii) bankers 1 acceptances with remaining term 
to maturit y o f on e yea r o r less , (iv ) ter m deposits , beare r deposi t note s an d simila r 
instruments issue d by banks, loan and trust corporations or credit unions and (v) bonds, 
debentures or other evidence of indebtedness that are issued or guaranteed by Canada , 
a provinc e o f Canad a o r an Ontario municipality . 
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By the first anniversary of it s registration (  ,  1995), the Corporatio n is required to 
use a t leas t 50 percen t o f the proceed s of the offerin g a s collateral for loan s to eligibl e 
borrowers. 

Under the CED Act an eligible borrower is an individual partnership or corporation located 
in Ontario that applied for a  loan from the financia l institution partne r o f the Corporation 
and ha s evidenc e o f a  refusa l withi n th e previou s yea r (an d base d on a  reasonabl e 
business proposal) by a financial institution to provide access to sufficient credit to finance 
the propose d business. 

Further, at least 20 percent of the proceeds are required to be held in a reserve fund, free 
from an y encumbrance, in the form  o f demand or term deposits , bearer deposi t notes , 
and similar instruments issue d by financial institutions o r treasury bills . 

During its initia l year o f operation , the Corporation s operating cost s are projected to b e 
$ . 

Reporting to Noteholder s 

The Corporatio n wil l provid e Clas s A  noteholder s wit h the followin g reports , within 9 0 
days afte r eac h fiscal year-end: 

Statement o f Revenu e & Expenditures 
Balance Sheet 
Statement o f defaults , arrears & losse s 

THE CLASS A NOTE S 

The offering consist s of 100,00 0 Clas s A notes o f the Corporatio n with a maturity date 
of Decembe r 31, 1999. 

Principal amount 

The Clas s A  note s wil l b e issue d in principa l amount s i n multiple s o f $100 , with th e 
minimum purchas e amount bein g $100. 
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Interest 

The Corporatio n intends to pay interest on the Note s at a rate equal to the lesse r of 5% 
or the rate of interest paid by the Government of Ontario Savings Office on a guaranteed 
investment certificat e fo r th e sam e term a s th e Note s a s o f th e dat e o f thi s Offerin g 
Statement [  %] . 

Rights o f Clas s A  Noteholder s 

Class A  notes entitle the holde r to receiv e notice of , and attend annua l meetings of th e 
Corporation, bu t d o no t giv e holder s voting rights . 

Redemption o n Deat h o f Holde r 

Class A  notes ma y be redeemed before Decembe r 31, 1999 i f the noteholde r dies . I n 
this situation , the persona l representative o f th e decease d noteholder mus t presen t a 
written request for redemptio n to the Corporation , accompanied by a copy of the deat h 
certificate o f the decease d noteholder. 

Redemption a t Maturit y 

Class A  note s ma y b e redeeme d on Decembe r 31, 1999 i f the noteholde r present s a 
written reques t fo r redemptio n t o th e Corporatio n a t leas t ninet y day s befor e th e 
redemption date . 

Capital structure o f the Corporation 

When thi s offerin g i s complete , th e deb t capita l structur e o f th e Corporatio n wil l be : 
$1,000,000 made up of 100,000 Class A notes issued to eligible investors for a maximum 
of 1,000,00 0 unde r this offering . 

[$ ,  made up o f issue d to ] 

RESTRICTIONS ON ISSUE AND TRANSFER O F CLASS A NOTE S 

Class A  note s ma y onl y b e issue d to eligibl e investor s unde r th e CE D act, Eligibl e 
investors include: 

(i) individuals ; 
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(ii) Corporations , othe r tha n corporation s substantiall y funde d b y government and 
Labour-sponsored venture capita l corporations. 

(iii) not-for-profi t organizations, other than sponsors of the Corporation, as defined or 
described in the Income Tax Act (Canada) . 

(iv) India n Band Councils 

Class A  note s ma y not be issue d to a  perso n wher e th e perso n an d the person's 
associates would hol d note s for which the aggregate amoun t pai d was or would be, i n 
excess of $25,000. 

Where the purchaser is an individual, associates will include corporations in which the 
person holds 10 per cent of voting shares or serves as an officer or director, the spouse 
or family members of the person living in the same home, partners, or trusts in which the 
person has a substantial beneficia l interest . 

Restrictions on Transfer 

Ownership of Class A notes may not be transferred excep t on the death of the original 
holder, to the person's heirs or successors, or to the Province in order to receive payment 
on the guarantee. 

THE FINANCIA L INSTITUTION 

The Corporation has entered into escrow, investment and loan administration agreements 
with Caisse Populair e Notre Dam e D'Ottawa Inc . (the "Financial Institution") dated , 
19_ . Pursuan t to the Escrow Agreement, the Financial Institution has agreed to act as 
the escrow agent in connection with this offering. Al l funds received by the Corporatio n 
or its Community Agents are required to be deposited with Caisse Populair e Notre Dame 
D'Ottawa Inc . until the completion of the offering. 

Upon the completion of the offering, funds held in the escrow account will be released to 
the Corporation . I n the event tha t the offering i s not completed, the funds hel d in the 
escrow accoun t wil l b e returne d t o th e propose d purchaser s o f the Clas s A  notes . 
Interest accrued on the funds held in the escrow account will be paid to the Corporation. 

Pursuant to the Investment an d loan administration agreement , the Financial Institution 
has agreed to administer investments of the Corporation and underwrite an d administer 
loans t o eligibl e borrower s whic h ar e approve d b y th e Boar d o f Director s o f the 
Corporation and for which the Corporation has agreed to provide guarantees. 
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In addition , the Agreemen t provide s that i n the even t o f a  defaul t b y the borrowe r fo r 
whom th e Corporatio n ha s provided a  loa n guarantee , the Financia l Institution wil l b e 
required to provide notice to the Corporatio n of the defaul t and to take reasonable steps 
to attempt to bring the loa n current o r collect from the borrower the outstandin g principa l 
amount and the amoun t o f the accrued interest. I f the efforts o f the Financia l Institution 
are unsuccessful, the Financia l Institution may make a claim on the guarantee provide d 
by the Corporation to offset the amount owing on the loan (principal plus accrued interest 
for a  period no t exceedin g 90 days). 

The Corporation plans to se t up a  reserve fund o f $300,000 . Thi s reserve fund wil l b e 
invested in Eligible Investments. Th e Corporation may use the interest earned on these 
investments to contribut e toward s it s operating expenses. 

The Corporatio n also plans to kee p $100,000 as a cash reserve. 

THE COMMUNITY ECONOMI C DEVELOPMEN T ACT 

The purpos e o f th e Community Economi c Developmen t Ac t (th e "CE D Act") i s t o 
stimulate loca l communit y investmen t an d encourag e th e developmen t o f ne w o r 
expanding business enterprises i n Ontario. 

Community Loan Fun d Corporatio n 

A communit y loa n fun d corporatio n ma y provid e guarantee s fo r loan s b y a  financia l 
institution t o eligibl e borrowers an d business advice to eligibl e borrowers . 

A communit y loa n fund corporatio n mus t hav e used at leas t 50 pe r cen t o f the fund' s 
investments fro m it s Clas s A  not e offerin g t o provid e loa n guarantee s t o eligibl e 
borrowers, within one year of the completio n o f the shar e offering . 

No communit y loa n fun d corporatio n may  underg o a  fundamenta l corporat e change , 
cancel or forgive any of its Class A notes, or sell or transfer any of its investments without 
the consen t of the Ministe r of Municipa l Affairs. 

Revoking Registration 

The Ministe r o f Municipa l Affair s may  revok e th e registratio n o f a  Corporatio n a s a 
community loan fund corporation i f it does not comply with the CED Act or its regulations. 
The Ministe r may also revoke the Corporation' s registration i f the Ministe r finds that the 
Corporation or any of its officers or directors are managing its affairs in a manner contrary 
to the spiri t an d intent o f the CE D Act . 
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Application to Cour t 

The Minister of Municipal Affairs may also, where the Corporation fails to comply with the 
CED Ac t o r redee m it s Clas s A  note s a s provide d i n thi s offerin g statement , appl y t o 
Court fo r a n orde r directin g th e appointmen t o f a  receiver , trustee, o r liquidato r o f th e 
Corporation 

THE PROVINCIA L GUARANTEE 

Under the Community Economi c Development Act , the Provinc e of Ontari o provide s a 
guarantee fo r eligibl e investors purchasing Clas s A notes . Thi s guarantee cover s only 
investors' initia l principa l investmen t i n Clas s A  notes . Ther e is no guarantee that any 
interest wil l b e paid or that there wil l b e any other retur n on their investment . 

The Provinc e wil l ac t o n it s guarante e onl y i f a  Clas s A  noteholde r notifie s th e 
Corporation by Septembe r 30, 1999 of their intentio n t o redee m their notes . 

If the Corporatio n doe s no t hav e enoug h mone y to repa y al l Clas s A  noteholde r wh o 
request redemption o f their notes , the Ministe r of Municipa l Affairs will send noteholders 
an application fo r guarante e payment . 

The Provinc e wil l no t pa y it s guarante e unles s th e Clas s A  noteholde r send s i n a 
completed application for payment and transfers the Class A notes to the Province within 
six month s o f receivin g the application. 

INVESTMENT CONSIDERATIONS AND RISK S 

Investors shoul d carefull y conside r whether th e investmen t i s suitabl e i n ligh t o f thei r 
general financial situation an d overall investment objectives . 

Investors wil l no t obtain the mone y they hav e invested in Class A notes until December 
31,1999. Investor s should carefully consider whether they ma y need the money before 
this time . 

Most o f th e fund s raise d throug h th e Clas s A  shar e offerin g wil l b e use d b y th e 
Corporation to provid e loa n guarantees to eligibl e borrowers wh o hav e been unable to 
secure access to credit from financial institutions fo r business financing. Th e success of 
the Corporatio n an d therefore it s abilit y t o mak e anticipate d interes t payment s o n it s 
Class A  note s depend s o n it s abilit y t o minimiz e losse s experience d from default s i n 
repayment o f those loan s by eligible borrowers . 

14 



Income receive d by the Corporatio n from it s investments an d services is unlikely to b e 
sufficient t o cove r operating cost s initially withou t financial assistance from governmen t 
or sponsors . Unexpecte d losse s ma y preven t th e Corporatio n fro m makin g interes t 
payments o n Clas s A  notes . 

Investors wil l b e relyin g o n the judgement , expertise , and integrity o f the Corporation' s 
Board of Directors concerning the investments of the Corporation and decisions to provide 
loan guarantees to eligibl e borrowers . 

IMPACT ON INCOME TAX 

This section outlines the mai n income tax consideration s for individua l buyers of Clas s 
A notes. I t is not intended to provide legal or tax advice to anyone buying Class A notes. 
No on e shoul d rel y o n thi s informatio n t o mak e a n investmen t decision . Prospectiv e 
buyers o f Clas s A  note s may  want t o consul t a  qualified tax adviso r before makin g an 
investment. 

Return on Investment 

Interest payments mad e by the Corporatio n to Clas s A noteholders are expected to b e 
taxed as interest income . 

Registered Retirement Savings Pla n Eligibility 

Based on a letter to the Ontario Government from the federal Minister of Finance , Clas s 
A note s are expected to qualif y a s investments for registere d retirement saving s plans. 

MARKETING PLA N FOR CLAS S A SHARES 

Amount of Offerin g and Offerin g Period 

The Corporation intends to raise a maximum of $1,000,000 with this offering. An y money 
raised above the maximu m wil l b e refunde d on a pro rat a basis . 

If the Corporation does not raise the minimu m amount require d by December 31,1994, 
it may apply to the Ministr y of Financ e to extend the offering perio d up to six months. I f 
this extensio n i s approved , the fund s raise d wil l no t b e investe d unti l the en d o f thi s 
period. I f the minimu m amoun t is not raised by the extended date, the money raised will 
be refunded in full to purchasers without interest and the Corporation will wind up its affairs. 
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Expenses o f th e Offerin g 

The expenses of this offering ar e expected to total 100,000. Thes e include professional 
fees, communit y agents , advertising an d printing, escro w fees, etc. I f the Corporatio n 
raises the maximu m amount offered , the ne t amount (afte r expenses) actually available 
for investmen t an d to us e as reserves will be about $900,000 . I f the maximu m amoun t 
is no t raised , the actua l amount availabl e for investmen t an d reserves will be less . 

Offering only by Offering Statement 

The Corporatio n mus t provid e a  cop y o f thi s Offerin g Statemen t o n deman d o r upo n 
solicitation to purchas e Class A notes . 

Sale only by Community Agents 

Class A notes may be bought only from registered community agents of the Corporation. 
The community agen t wil l give you an application form which you should complete and 
return to the community agent . Mak e sure to include a cheque or money order payable 
to the Corporatio n for the ful l price o f the note s you wish to buy . 

Investor's Right to Cance l 

As a n investor , yo u hav e a  righ t to cance l your applicatio n t o bu y Clas s A  note s b y 
incoming the Corporation or any community agen t in writing no later than 12:00 noon on 
the secon d business day afte r th e dat e o n you r application . Ther e i s n o penalt y fo r 
cancellation. 

ESCROW ARRANGEMENT S 

Until the Corporation raises the maximum amount of this offering o r until the final date for 
sale of notes, whichever comes first, all funds will be held in escrow by Caisse Populaire 
Notre Dam e D'Ottawa , Inc . 
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CERTIFICATES 

Ottawa-Carleton Community Loan Fun d Corporatio n 

We, the undersigned directors and officers of the Ottawa-Carleton Community Loan Fund 
Corporation (the "Corporation" ) hereb y certify that this Offering Statemen t provide s full, 
true and plain disclosure of the Corporation's business and affairs and of all material facts 
about the note s offered b y the Corporation. 

Officers Director s 

Date: 

We, the undersigned, as duly authorized representatives of each of the Sponsors hereby 
certify that the information i n this Offering Statement about each Sponsor is accurate and 
that t o th e bes t knowledge , informatio n an d belie f o f eac h o f th e undersigned , thi s 
Offering Statemen t provides full, true and plain disclosure of the business and affairs o f 
the Corporatio n and of al l materia l facts abou t the note s offered b y the Corporation. 

Signature o f Authorized Representative Signatur e of Authorized Representative 

Date: Date : 

Signature o f Authorized Representative Signatur e of Authorized Representative 

Date: Date : 
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Signature o f Authorize d Representativ e Signature o f Authorized Representativ e 

Date: Date: 

Signature o f Authorize d Representativ e Signatur e o f Authorize d Representativ e 

Date: Date: 

Signature o f Authorized Representativ e Signatur e o f Authorized Representativ e 

Date: Date: 

Signature o f Authorized Representativ e Signatur e o f Authorize d Representativ e 

Date: Date: 

Signature o f Authorized Representativ e Signatur e o f Authorize d Representativ e 

Date: Date: 
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[Professional] 

I, th e undersigned , [inser t nam e an d profession ] prepare d th e [financia l statements , 
opinion, report , study , a s applicable ] date d [inser t date ] an d whic h i s [include d in , 
summarized, referred to , a s applicable] i n this Offerin g Statement , and I  hereby certif y 
that the informatio n containe d in this Offering Statemen t accurately reflects the conten t 
of the complet e [financia l statements , opinion, report, study , as applicable]. 

Signature: 

Date: 
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PURCHASE APPLICATION FOR M 

OTTAWA-CARLETON COMMUNITY LOAN FUND CORPORATIO N 
CLASS A NOTE S 

I hereby apply to purchase Clas s A notes of Ottawa-Carleton Community Loan 
Fund Corporation. 

I enclose a cheque/bank draft/money orde r in the amoun t o f $ ,  payable 
to Caiss e Populair e Notre Dam e D'Ottawa Inc . 

I understand that the purchas e money will be held in escrow by Caisse Populair e Notre 
Dame D'Ottaw a Inc . until  the earlie r of : 

1 -  the receip t b y the Corporatio n of $  500.000 i n purchase applications; 

OR 

2 -  the en d of the offerin g perio d on December 31,  1994 . 

LAST NAM E 

FIRST NAM E 

ADDRESS 

TELEPHONE/FAX 

I hereby certify I  have received and had the opportunity t o review the Offering Statemen t 
of the Corporatio n dated . 

SIGNATURE 

WITNESS 

DATE O F APPLICATION _ 

Name o f Communit y Agen t 



SUMMARY O F TERMS AN D CONDITIONS OF PURCHASE 

THIS I S A  SUMMAR Y ONL Y O F TERM S AND  CONDITION S O F PURCHASE . 
PLEASE CONSUL T TH E OFFERIN G STATEMEN T O F TH E CORPORATIO N FO R 
FULL DETAIL S 

When th e Corporatio n accept s thi s offe r t o purchase , fo r an y o r al l o f th e Note s 
requested, a binding agreement of purchase and sale shall be created on the terms and 
conditions stated in this document . Th e agreement of purchase and sale shall continue 
in force following the issue of the Note s by the Corporation according to its terms. Clas s 
A notes of the Corporation are subject to the Community Economic Development Act and 
Regulations, and to the Letters patent or Articles of incorporation of the Community Loan 
Fund Corporation. 

GUARANTEE 

Eligible investors i n Clas s A  note s are guaranteed payment o f an amount equa l to th e 
principal amount of the notes by the Provinc e of Ontario if the Corporation fails to redeem 
the note s at maturit y date, but are not guaranteed payment o f any interest o r any other 
return on investment . 

CANCELLATION O F PURCHASE 

A purchase r ma y cance l a  purchas e applicatio n b y deliverin g writte n notic e t o th e 
Corporation at it s hea d office o r to an y registere d community agen t o f the corporatio n 
before 1 2 noon on the secon d business day following th e dat e o f the application . 

PURCHASE PRICE 

Class A  Notes will be issued in multiples o f $100. 

PURCHASE LIMIT 

Individuals and associates are restricted to a maximum purchase of the lesser of $25,000 
or 10 % of the tota l amount o f the subscription. 

Corporations and not-for-profit organizations are restricted to the greater of $100,000 or 
25% o f the tota l amount o f the subscription. 



ELIGIBLE INVESTORS 

Class A  Note s ma y b e issue d t o individuals , RRSP's , corporations , o r not-for-profi t 
organizations. 

ALLOCATION AN D ISSU E 

Purchase application s ma y b e accepte d o r rejecte d i n whol e o r i n par t a t th e sol e 
discretion o f the Corporation . 

In th e even t o f purchas e application s excee d availabl e Notes , an y exces s purchase 
money will be refunded. I f applications are not received totalling $ 500.000 b y December 
31,1994 o r such extension as has been approved by the Ministe r of Financ e (Ontario) , 
all purchase money wil l b e refunde d to applicant s without interest . 

In the even t this purchas e application i s no t accepte d by the Corporation , all purchase 
money wil l b e refunde d to the applican t without interest . 
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DRAFT 
OTTAWA-CARLETON COMMUNIT Y LOA N FUN D 

LOAN GUARANTE E POLICY STATEMENT 

Lending Guarantee Objectives and Priorities: 

The Ottawa-Carleto n Community Loan Fund (O.C.C.L.F.) will seek to provide those 
individuals outline d i n the "Purpose " section o f it' s Bylaw s with acces s t o credi t fo r th e 
implementation o f community economic developmen t initiative s wit h an emphasis o n the 
following: 

a) initiative s which illustrate financial viability and an opportunity for increased 
self-sufficiency o f the recipient(s) ; 

b) initiative s which provide quality employment and create jobs either through 
start-up or expansion of eligible enterprises ; 

c) initiative s whic h comply with ethica l standard s o f business behaviour and 
provide a social worthiness t o the community as established i n consultation 
with the community. 

Access t o Credit: 

The Loa n Fund will attempt to provide access to credit which is unavailable through 
conventional sources b y reducing the following barriers: 

Stringent security (collateral) requirement s 
Requirements for cash (equity) contribution s to business start-up 

The abov e barrier s currently make i t impossible fo r an individual or group who i s 
employment disadvantaged or has a lower income to proceed with a viable initiative which 
could improve their income situation and opportunity for self-sufficiency . 

The Loa n Fun d wil l reduce thes e barrier s by facilitating acces s t o credi t an d by 
working with individual s or groups t o reac h their goals . Therefore , individuals will have 
access to credit where such might not otherwise b e the case. 

Borrower Eligibility and Qualifications: 

In accordanc e with the CE D Act - Regulation 15.(4), general eligibility is limited to : 

Canadian citizens o r permanent residents o f Canada; 
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OTTAWA-CARLETON COMMUNIT Y LOA N FUN D 

Canadian corporations (as defined in paragraph 89(l)(a) of the Income Tax Act), or 
Canadian partnerships (a s define d i n papragraph 102(a) of th e Income Tax  Act), 
whose head office o r chief place of business is in Ontario and at least 75 per cent of 
whose payroll is made to employees whose ordinary workplace is in Ontario; 

Applicants who have been refused credit based on a reasonable business plan for the 
proposed business, b y a financial institution within the previous year; 

Loans which will be used to finance a  new or expanding active business to generate 
increased employment 

Applicants who submi t a  statement tha t th e loa n i s no t t o b e use d t o financ e a 
business engaged in gambling activities or activities that are designed to appeal to an 
erotic or sexual inclination as defined i n the Ontari o Regulation 45/94, s. 15 . 

The Ottawa-Carleton Community Loan Fund requires that the following criteria be met for 
eligibility: 

Applicants must be at least 19 years of age and not attending school more than 50% 
of the ful l time equivalent, unless such training is directly related to the enterpris e 
that they plan to develop; 

Applicants who have completed some form of recognised Entrepreneurship training 
program (such as jobsOntario Entrepreneurshi p Training), or who have equivalen t 
direct experience t o the satisfaction o f the Board of Directors of the Loan Fund. 

The following restriction applies with respect t o borrower eligibility: 

Applicants who hav e declare d bankruptcy and who hav e no t bee n discharge d (or 
where a compromise has not been made or proposed between the applicant and their 
creditors under the Companies' Creditors Arrangement Act) can not receive a  loan 
guarantee fro m the Ottawa-Carleton Community Loan Fund . 

Note: Application s will be encourage d fro m clients o f low or modest income s a s well a s 
"multiple barrier" clients who are not only excluded form traditional sources of credit 
but who fac e challenge s i n broader participation in the communit y (e.g . women , 
natives, th e physically/mentally challenged, other visible minorities) . 

Borrower Qualifications & Applicant Evaluation Criteria: 

Notwithstanding the foregoing , borrower s must illustrate th e following : 

That the proposed initiative will be financially viable (ie . wil l earn enough revenu e 
to operat e successfully , repa y th e loa n an d provide qualit y employmen t fo r th e 
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OTTAWA-CARLETON COMMUNIT Y LOA N FUN D 

Types of Eligible Businesses : 

Eligible businesses will include the followin g forms of organization: 

. Sole Proprietorship 

. Partnership 

. Corporatio n 

. Worke r Cooperative 

. Non-profi t Corporation 

. Communit y Business Initiativ e 

Types of business will not be restricted, except for the following : 

. Businesses which support gambling 

. Businesses which appeal to erotic or sexual inclinations 

. Businesses which contradict the goals of the organization as stated in the missio n 
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recipient(s)); 

That th e propose d initiativ e illustrate s marke t feasibility (ie . appropriat e market 
research has been conducted) ; 

That th e applicant(s ) has/hav e th e appropriat e skill s an d abilit y t o manag e an d 
operate the proposed initiative and where these skills are absent, how the applicant(s) 
will receive trainin g or accommodate fo r the needed skills; 

That th e propose d venture (an d th e recipient(s) ) wil l be locate d i n the Regional 
Municipality of Ottawa-Carleto n and that i t will contribute t o th e economi c well-
being of the community (ie. creat e meaningfu l employment) ; 

That the applicant(s) can provide reasonable security as requested by the committee , 
to demonstrate thei r commitment t o the proposal. 
(note: unconventiona l sources o f security will be considered) ; 

That the applicant(s) is/are committed to the proposal and repayment of the loan to 
ensure long-ter m sustainability of the fund ; 

That th e applicant(s ) posses s a  positiv e persona l commitmen t an d value s an d 
illustrate the appropriate determination, energy level and resourcefulness t o execute 
the proposal; 

That the applicant(s) is/ar e willing to participate in technical assistance as requested 
by th e committee . 



OTTAWA-CARLETON COMMUNIT Y LOA N FUN D 

statement 
. Association with multi-level marketing organisations such as Amway, NSA, etc. where th e 

applicant is not a business owner, rather an agent of an existing organization 
. Businesses which are deemed unethica l by the committe e 
. Businesses which are active an d have greater that 10 employees and sales of more than 

$300,000 annually 

Pre-Application Requirements: 

Applicants must have an idea for a viable community economic development initiative 
(types listed above) an d provide information such as a Business Plan & "Borrower Eligibility 
Information" (se e sampl e Loa n Applicatio n in appendix A) , which clearly an d truthfully 
illustrates detail s abou t the proposed venture an d the eligibilit y of the applicant(s) . 

Literature wil l b e availabl e a t th e offic e wit h respec t t o th e content s o f thes e 
requirements. Afte r i t is determined that the applican t is eligible t o apply to the Ottawa-
Carleton Communit y Loan Fun d an d the Busines s Pla n has bee n receive d b y the office , 
further information,o r clarificatio n ma y b e requeste d befor e th e officia l applicatio n i s 
processed. 

The Busines s Pla n must b e complete d t o th e satisfactio n o f th e Loa n Fun d staf f 
before an application is forwarded to the Loan Review Committee. Th e Business Plan must 
illustrate that the abov e requirement s an d restrictions ar e met. Assistanc e i n the for m of 
literature and one-on-one counsellin g will be available from the Loan Fund staff to formulate 
an application which is "ready" to proceed to the Loan Review Committee. 

Technical Assistance ma y be recommended as a pre-requisite to the application by 
Loan Fund staff depending on the individual circumstances of the applicant. Completion of 
technical assistance requirements will by no means automaticall y entitle the applicant to an 
approved loan guarantee bu t may serve to hel p prepare the applican t for the application 
process an d operatio n o f a  business . Applicant s will no t b e encourage d t o submi t a n 
application until they are considered "business ready". 

Application and Approval Process : 

The followin g steps will be taken in the applicatio n and approval process: 

1. Clien t enquires about available services and is given general information about the 
Ottawa-Carleton Community Loan Fund. 

2. Clien t submits eligibility questionnaire and business plan outline to Loan Fund staff. 

3. Clien t reviews business plan with Loan Fund staff who determines client "readiness". 

Page 4/1 1 
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Further information may be requested b y Loan Fund staff. 

4. Clien t review technical assistance requirements with Loan Fund staff which may need 
to take place before the application is submitted (ie. participation in the jobsOntario 
Self Employment Training program if eligible) . 

5. Clien t completes technical assistance requirements i f applicable. 

6. Clien t completes formal business plan and application for submission to Loan Review 
Committee. 

7. Loa n Fund staff assesses application and ensures completeness. 

8. Loa n Fund staff procure credit report on client after obtaining client's authorization 
to do so . 

9. Credi t check is reviewed and attached to application and forwarded to Loan Review 
Committee fo r next meeting . 

10. Th e Loa n Revie w Committe e ma y reques t tha t th e applican t appea r befor e th e 
Committee t o answer questions , provid e details, o r support various sections of the 
business plan. 

11. Th e Loan Review Committee reaches a decision based on established review criteria 
(both qualitative and quantitative), and communicates that decision to the Loan Fund 
staff. Th e Loan Fund staff will communicate th e decision o f the committee t o th e 
applicant in writting within 1 working day of the decision being made, and handle any 
follow-up required. 

12. I f a  loa n guarante e i s granted , th e Loa n Fun d staf f wil l forwar d th e necessar y 
paperwork to the financial institution administering the loans within one working day 
of the decision being made, and will inform the applicant in writting of the address , 
telephone number of the financial institution, along with the name of the loan officer 
handling their file . 

13. I t will be up to the applicant to arrange a mutually convenient meetin g with the loan 
officer a t th e financia l institutio n t o complet e th e paperwor k an d arrang e fo r 
disposition o f the loa n proceeds . 

Appeal Process : 

Decisions wil l be made b y the Loa n Review Committee . Ther e will be n o appeal 
process once an application has been declined by the Committee unless the Loan Fund staff 
can determine on e o r both of the following : 

Page 5/1 1 



OTTAWA-CARLETON COMMUNIT Y LOA N FUN D 

a) Tha t significan t informatio n ha s bee n obtaine d whic h ma y affec t th e perceive d 
viability of the proposed venture; 

b) Tha t th e committe e ha s mad e request s o r has placed conditions on the applicant 
which have been met . 

Formal complaint s abou t unfai r decision makin g may be mad e t o th e Boar d o f 
Directors of the O.C.C.L.F. who will proceed with an investigation into the alledged incident. 

In orde r to minimize potential for legal proceedings, any Loan Review Committee 
member who may possess a conflict of interest in a loan guarantee decision will be required 
to declare it as such and not participate in the decision making process for that application. 

Use of Loan Proceeds: 

Loans may be acquired from the Loan Fund for the following purposes: 

Capital acquisitions and related costs 
Working Capital 
Start-up Expenses 
Inventory 

Loans for the following purposes will be discouraged unless they can be considered essential 
to the successful operatio n of the business : 

Vehicle purchase or lease 
Office lease 
Excessive equipment purchases/lease s 

Under no circumstances will the following be eligible for a loan guarantee: 

Market research 
Research & Development Costs 
Acquisition of real estate 
A loa n to a third party 
Acquisition of securities o r investment s 
Refinancing costs 

Loans may not be used to finance dividen d payments o r pay debt obligations t o a 
shareholder, owner or former owner of a business, or their associate(s). Loan s may not be 
used t o financ e th e purchas e of goods or services fro m a  major shareholder, partner, or 
owner of a business o r an associate of any of them. 

The Boar d of Directors reserves th e right to determine addtions or deletions t o the 
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above fro m time t o time. 

Maximum Loa n and Amortization Terms: 

The maximu m amount that the O.C.C.L.F . will gaurantee to any individual borrower 
or enterpris e is $15,000. Member s of a co-operative or partnership may receive guarantee s 
as a group to a maximum based on the following formula: $15,000 for the first borrower, plus 
$10,000 for each additiona l borrower to a  maximum of $45,000. Th e O.C.C.L.F . wil l not 
pledge mor e than 10% of it's assets to any one singl e enterprise . 

The maximu m term that a loan will be amortized over is four years. Generally , terms 
should be se t t o reflec t th e amoun t and purpose of the loa n and a reasonable repaymen t 
schedule. 

Types of Loans: 

Besides straigh t ter m loans , variou s othe r type s o f lendin g wil l b e considere d 
including, but not limited to the following: 

Stage Draw Loans: I f appropriate, some loans will be disbursed in stages as the business 
grows an d develops th e nee d for additional funds. 

This limit s th e ris k (th e loa n fund' s exposure ) a s th e busines s 
becomes operational and discourages frivolou s overspending a t the 
outset. 

The disbursement s ma y be tie d t o various milestones such as firs t 
contracts, etc . an d will matc h cas h outla y requiremen t whic h ar e 
indicated on the a cash flow forecast (ie . advertising dollar which are 
needed i n month three will not be disbursed until month three). 

Step Loans: Ste p loan s ar e formulate d t o encourag e positiv e repaymen t 
performance an d allo w client s t o procee d int o busines s a t a 
manageable pace . Th e amount of principal loaned may be increased 
in steps given that the client has met certain requirements (such as a 
positive recor d of repayment). 

In effect , th e clien t graduate s t o a  highe r leve l o f loa n a s he/sh e 
develops a  track record with the financia l institution an d the Loa n 
Fund. 

Peer Lending: The  O.C . Community Loan Fun d wil l implemen t a  pee r lendin g 
system fo r som e client s wher e i t i s deeme d appropriate . Thi s 
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methodology wil l b e appropriat e fo r client s wh o ar e i n nee d o f 
smaller loan s (ie . $50 0 -  $3,000 ) t o ge t started . Client' s ma y 
subsequently graduat e t o regular individual loans when an d if their 
needs exceed these limits. 

Peer lending has proved to be very effective in appropriate situations. 
The procedure is to form a group of individuals who collectively take 
responsibility for loan repayment and disbursement. Onl y one or two 
members of the group may have outstanding loans at one given time. 
When loans ar e paid back, the client may graduate to the next level 
and borrow more money. 

Peer lending is usually appropriate for micro-enterprises in the service 
sector an d result s i n a  minima l supplement t o th e client' s self -
sufficiency a t first.  I t allow s th e clien t t o "step " into th e worl d of 
being self employed at a comfortable an d manageable pace . 

Deferred Payments: Th e Loa n Revie w Committe e ma y provid e fo r defere d principa l 
(only) payments fo r a period of up to four months. There will be no 
deferral on interest payments . 

This scenari o wil l no t b e encourage d a s th e norm , bu t wil l b e 
suggested when the situation makes it appropriate for the success of 
the business . An y principle payments misse d will be made up over 
the remaining term of the loan. Principl e payment deferral will only 
be considered once during the term of a loan. 

Fees and Service Charges: 

Guarantee Fee 

The Ottawa-Carleto n Community Loan Fund will charge a  guarantee fe e o f 3% of 
the loa n principa l t o th e appropriat e financia l institution . Payment s wil l be mad e o n a 
monthly basis by the financial institution to the loan fund on the average balance of principle 
outstanding over the ter m of the loan. 

The client will ultimately bear the cost of the guarantee fe e an d it will be included 
in their "interest rate " which is payable to the bank on a monthly basis. 

Application Fee 

The Board of Directors may set a n "application fee" and amend it from time to time 
as they see fit . Thi s fee shoul d not create any additional barriers to the client and will serve 
to assist in the operational costs of the loa n fund. 
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Financial Institution Fees & Charges 

Any direc t fee s tha t th e financia l institutio n charge s t o th e client s wil l als o b e 
capitalized int o th e loan . Th e Loa n Fun d will , however , attemp t t o negotiat e with th e 
financial institutions t o waive o r minimize any application fees. 

Interest Rates 

The minimu m rate o f interest charge d on all loans will be "prim e + 5  percentag e 
points". Interes t rate s an d al l othe r fee s charge d b y th e financial  institutio n wil l b e 
established b y negotiations betwee n th e Boar d o f Director s o f th e Loa n Fun d an d th e 
financial institution. 

Security and Other Requirements 

The Loan Fund will make every effort to ensure that the financial institution makes 
appropriate arrangements fo r loan security and collateral. 

Any loans which are made for the purpose of making capital purchases will require 
that those capital purchases be taken as security on the loa n (ie. equipment) . 

When loan s ar e mad e fo r th e purpos e o f workin g capita l o r othe r intangibl e 
purchases an d expenditures, a  General Security Agreement will be take n on al l business 
assets and a Personal Guarantee will be required by the applicant. 

The Loa n Review Committee may request tha t invoices b e produced for all use o f 
loan proceed s abov e a  certai n amoun t befor e releasin g th e necessar y funds . Suc h an 
arrangement will be administere d by the financia l institution on instructions o f the Loa n 
Review Committee. 

In situation s wher e th e busines s i s incorporated , a  Persona l Guarante e wil l be 
required by the applican t to ensure tha t a personal commitment i s made. 

Applicants will be required to provide proof of insurance of all business assets (which 
are used as security), and may be required to purchase life an d liability insurance on their 
loans. Loan s made to eligible borrowers are not transferable and will be called in the event 
that that the business for which the loan was made ceases to operate. Onc e a loan has been 
called, al l outstanding interest an d principle charges will be due and payable immediately. 

Aftercare & Monitoring 

Loan payments will be monitored an a monthly basis by the Financial Institution. A 
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report will be issued to the Loan Fund staff indicatin g performance on outstanding loans. 
Both the Financial Institution and Loan Fund staff will review each loan's performance and 
maintain personal contact with loan recipients t o monitor business developments . 

Loan fund staff an d Board Members will be available for assistance when needed, 
over and above th e Technical Assistance pla n which is agreed upon by the clien t and the 
Loan Fund . 

Loan Fund staff will be in bi-weekly contact with loan clients over the first six months 
of th e loan term, and monthly thereafter. 

Peer lending participants will be in further contact with Loan Fund staff through bi -
weekly meeting s and other technical assistance requirements a s outlined in the Technical 
Assistance Plan . 

A clos e monitorin g system wil l b e implemente d t o assis t i n the managemen t o f 
delinquencies an d defaults. The Loan Fund staff will establish: 

a) a  general monitoring system tha t will apply to all outstanding loans; 

b) wher e th e Loa n Revie w Committee deems i t necessary, a  customized monitoring 
system wil l be applied to specific loans . 

Delinquencies and Defaults 

A loa n will be considered delinquent if a scheduled monthly payment is not made on 
the due date. Al l effort s wil l be made to ensure the borrower makes up the late payment 
and/or a revised payment schedule is established in consultation with the financial institution. 

A loa n will be in default i f any of the following exist: 

. A payment has not been received in the 45 days following a missed scheduled payment. 

. The borrower, or the new business, has failed to meet any of the terms or conditions of the 
lending agreement with the financial institution. 

. Any information given in the loan application or the lending agreement i s false or 
misleading in any way. 

. The borrower, or the new business, become s insolvent, files a  proposal for bankruptcy, 
consents to bankruptcy, or is declared bankrupt. 

In th e event of default, the O.C.C.L.F . wil l provide all the assistanc e it can to the 
lending institution in an attempt to realize on any security on the loan. Th e O.C.C.L.F. wil l 
not forgiv e an y borrower obligations fo r an y reason. Al l claims o f $500 or more will be 
reasonably pursued to the extent that the law allows. 
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In the Event of Delinquent or Defaulted Loans 

The basi c step s i n th e "workout " process fo r loan s tha t ar e delinquen t o r ris k 
defaulting is as follows . 

1. Th e financia l institutio n wil l advis e th e Loa n Fun d staf f withi n 2 4 hour s o f a 
scheduled payment being missed or not made in it's entirety . 

2. Loa n Fun d staff will make the initia l contact with the borrowe r by telephone and 
determine why the scheduled payment was not received. I f possible, arrangement s 
will be made to correct the situation immediately. Loa n fund staff will follow up with 
staff fro m the financial institution. 

3. I f the proble m is serious, o r if no payment has been received within the next five 
days, loan fund staff, the borrower, and a representative from the financial institution 
will meet to establish the borrowers financial situation and potential cash flow. A 
decision will be made on a course of action that is mutually agreeable t o all parties. 

4. I f it is established tha t no payment is possible, o r if no payment has been recieved 
for 45 days, then the loan fund staff will begin proceedures for default (e.g. the loan 
will be called, all security will be excercised upon , legal action, etc) . 

5. Furthe r action as required. 
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FUND MANAGEMEN T PLA N 

Assets: 

The tota l asset s to b e generate d by the sal e of clas s A note s t o investor s shoul d 
approximate $350,000 which will be raised during the offering period. Thes e funds will form 
the investment portfolio against which loans guarantees will be made to eligible borrowers . 

Eligible Investments: 

In order to minimize the investment risk associated with the investment portfolio, all 
funds wil l be invested in one o r more o f the following investmen t vehicles as prescribed in 
the C.E.D . Act , Sections 19 & 20 and Regulations 2 0 & 21. 

• Deman d deposits (Cash) in banks, loan and trust corporations, credit 
unions, o r caisse populaires; 

• Treasur y bills (T-bills) of Canada , or a province of Canada; 

• Banker' s acceptances (B.A.) with a remaining term to maturity of one 
year or less; 

• Ter m deposits (T.D.), bearer deposit notes, and similar instrument s 
issued by banks, loan and trust corporations, credit unions, or caisse 
populaires; 

• Bonds , debentures, o r other evidences of indebtedness that are issued 
or guarantee d by , o r i n respec t o f whic h th e deb t servic e i s full y 
guaranteed b y Canada , a  Provinc e o f Canada , o r a n Ontari o 
municipality. 

The investmen t portfolio will be managed by the Loan Fund Administrator under the 
direction of the Boar d of Directors o f the Ottawa-Carleto n Community Loan Fund. Th e 
directors may from time to time change the asset mix, and/or the proportion of the portfolio 
invested in any one asset , as they see fit . 

Safe Reserve Policy: 
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In orde r to maximize the numbe r of loan guarantees tha t can be made against th e 
funds in the investment portfolio , it is the policy of the Ottawa-Carleton Community Loan 
Fund to set the Safe Reserve Ratio at 20% of the total value of the investment portfolio (the 
minimum required under the C.E.D . Act) , wheneve r default rates in the loan portfolio (the 
portfolio of loan guarantees outstanding), is at or below an annual rate of 5%. I f the default 
rate in the loan portfolio should rise above 5% on an annual basis, the Board of Directors 
may voluntaril y increase th e safe reserve ratio to a minimum of 25%. 

Assuming that the investment portfolio is $350,000, the minimum safe reserve ratio 
of 20 % would account for $70,000. Thi s safe reserve amount will be invested in an account 
separate from the remainder on the investment portfolio to facilitate the overall management 
of th e fund s i n the portfolio , an d will no t for m par t of th e asset s used t o provid e loan 
guarantees. 

Investment Policy: 

It i s th e polic y of th e Ottawa-Carleto n Community Loan Fun d tha t al l funds b e 
invested i n eligible vehicles offerin g the greatest returns (as a  non-profit corporation, the 
O C C L F does not need to worry about income tax concerns), at the least cost (trading and 
monitoring). Withi n the range of eligible investments, th e funds will be diversified across as 
many different investments a s is reasonable to minimize the effects of unfavourable changes 
in interes t rates (interest rat e risk) and capital gains (in other words to protect, as much as 
possible, an y interest an d capital gain profits). 

Assets wil l be chose n base d on thei r expected retur n as well a s on thei r ter m to 
maturity, with a view to matching the asset's size and term with the same or similar size and 
term of a liability (class A note) . Thi s is known as the matchin g principal and is a  useful 
technique in portfolio management for ensuring that cash needs are always met by maturing 
assets. Liabilitie s with very clos e term s t o maturit y ca n b e groupe d togethe r an d an 
appropriate asset chosen t o offset th e group, thus reducing trading fees and management 
time. 

Liquidity Policy: 

All interest from investments wil l be returned to the investment portfolio to provide 
for permanen t capital, the return s (if any) to be paid to investors, a s well as to cover any 
investment fees. Al l loan application fees and a percentage of the premium interest charged 
on oustandin g loan s wil l be deposite d b y the Loa n Fun d Administrator t o th e OCCLF' s 
current account. Th e Loan Fund Administrator will monitor the cash position of the loan 
fund and wil l advise the Board of Directors whenever the balance in the current account falls 
below $1,000. 

In suc h a  case, th e boar d wil l authoriz e th e Loa n Fun d Administrato r to cas h a 
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$2,000 term deposit from the investment portfolio with the proceeds to be deposited in the 
current account. Othe r asset changes i n the investment portfolio may need to be made as 
a resul t in order to maintain the return s expected fro m th e portfolio . Whil e th e current 
account maintain s a  balance o f a t leas t $1,000 , ther e wil l alway s be , i n the investmen t 
portfolio, a  $2,000 cashable ter m deposit o f 1 month maturity with an automatic roll-over 
feature t o meet unforseen cash shortfalls in the current account. 

If the balance of the current account should exceed $3,000, the Board of Directors 
may instruct the Loan Fund Administrator to purchase an eligible investment t o be added 
to the investment portfolio. 

Identification of Accounts: 

The Ottawa-Carleton Community Loan Fund will maintain the following accounts at 
a bank, loan or trust corporation, credit union, caisse populaire, or combination of these, as 
the Board of Directors may from time to time choose . 

• Curren t Account: o n which cheques o f the corporatio n can be drawn to meet 
operating expenses. 

• Investmen t Accoun t #1: i n which shor t ter m (les s tha n 3  months ) eligibl e 
investments ca n be maintained for the repayment of 
investors and to meet unforseen cash shortfalls in the 
current account. 

• Investmen t Accoun t #2: i n which long term (greater tha n 3 months) eligibl e 
investments ca n be maintained for the repayment of 
investors and on which a higher rate of return will be 
sought. 

• Saf e Reserve Account: a  segregated accoun t in which the safe reserve will be 
held (long term) t o facilitate accountin g and trading 
functions and on which a higher rate of return will be 
sought. 
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TECHNICAL ASSISTANC E DELIVER Y PLA N 

Summary of Client Technical Assistance Needs 

Technical Assistance will be an important segment in the overall formula of success 
for client s o f th e Loa n Fund . A s a  supplementary servic e t o accessin g credit , technica l 
assistance will attempt to provide the necessary skill s and information for long term success 
and ultimat e self-sufficienc y o f the business . 

Clients who access the services of the Ottawa-Carleto n Community Loan Fund will 
have varying backgrounds and degrees of education. Client s will also have man y different 
needs with respec t t o technica l assistance depending o n th e typ e o f venture the y will be 
operating and the particula r skills tha t the y have . I t will therefore b e imperativ e tha t th e 
technical assistance delivery system be flexible and able to meet the individual needs of each 
client. 

The followin g i s a  summar y o f th e technica l assistanc e need s tha t client s ma y 
encounter throughou t the various phases of business development . 

Intake & Screening 

Throughout this phase, clients may need assistance in determining their suitability for 
self employment, assessing their business idea and developing an individual plan for further 
technical assistance. The following is a  list of services which should be availabl e t o client s 
when they firs t approach the Loa n Fund: 

Availability of resource materia l to use (on-site ) to gain a better understandin g of 
entrepreneurship; 

Availability of resource materia l about the rol e of the Loa n Fund and the services 
which may be provided; 

Availability of a  list o f various other business development organization s t o assist 
clients i n receiving the services that they require; 

A one-on-on e intervie w with Loan Fund staff t o determine th e need s of the clien t 
and asses s their suitability for the services of the Loa n Fund ; 

A one-on-on e intervie w with Loan Fund staff to discuss the business concept and to 
determine stage of business "readiness", includin g an evaluation of entrepreneurial 
knowledge an d skills; 
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An assessmen t of barriers other than access to funding which may be impeding the 
clients progress . 

Introduction to Smal l Busines s 

Clients may need to explore various areas of self employment or community business 
in order to determine their appropriateness for this type of employment option. Some clients 
(or potential clients) ma y be at the introductory stage of the decisio n making process and 
should have access to assistance in making the appropriate conclusions. 

Whether individuall y or in groups, client s wil l nee d t o lear n about th e followin g 
topics: 

Self Employment as an employment alternative - the advantages an d disadvantages 
of this decision; 

Self Assessment -  Am I the right type of person to be self-employed, do I have what 
it takes? 

The realitie s o f running a small business -  suspending the myths; 

The variou s type s o f busines s organizatio n -  ie . worke r cooperatives , sol e 
proprietorships, etc. ; 

The key steps in starting a business -  where do we go from here?; 

What services ar e available in the community to assist me in reaching my goals?; 

The importance of on-going technical assistance and management development . 

Feasibility Study and Business Pla n Development 

The initia l step s i n an y business ventur e ar e t o first  assess th e feasibilit y o f th e 
concept and to then develop a  plan for implementation. Al l Loan Fund clients will need to 
satisfy th e Loa n Fun d staf f tha t the y hav e complete d thi s stag e befor e the y submi t an 
application as , withou t thes e fundamenta l exercises , th e busines s shoul d not procee d t o 
subsequent stage s of development . 

Information on the following topics an d services wil l need t o be provided to assist 
clients throughou t this important stage: 

. Market Research Techniques 

. Consumer Surveys 
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. Analyzing the competition 

. Assessing the industry 

. Determining the costs/requirements o f start-up 

. Estimating sales 

. Marketing (The 4 P's) 

. Business Operations 

. Cas h Flow Forecasting 

. Financia l Statements Forecasting 

. Financia l Management 

. Management Profile/Personnel Plan 

. Business Regulations 

. Developing an Action Plan for implementation 

Business Managemen t & Personal Development 

Loan Fun d client s (afte r approva l o f a  loa n guarantee) , wil l requir e on-goin g 
technical assistance in the areas of managing the business and personal development. Eac h 
client wil l hav e individua l need s an d may only require assistance i n certain topic area s 
depending on their background and the type of venture that they are operating. 

Therefore, whe n th e loa n guarante e i s approved , th e clien t wil l develo p a n 
individualized training plan with the Loan Fund staff and sig n an agreement which illustrates 
their commitment to on-going development. Th e following topic areas should be available: 

. Assertiveness Trainin g 

. Time Management 

. Stres s Management 

. Presentation Skills 

. Selling Techniques 

. Bookkeeping (Accounts payable/receivable) 

. Custome r Service 

. Personnel Management 

. Promotion & Advertising 

. Management Control 

. Cas h Flow Management 

. Inventory Control 

. Banking 

On-going Mentoring 

In mos t cases, clients will need individual assistance on an on-going basis to handle 
everyday business situations . Eac h client will be assigned to an individual consultant from 
among the loca l business developmen t groups , contract consultants, loca l volunteers, loan 
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fund staff an d boar d members, and wil l have access to individualized assistance on a monthly 
basis. This will help to ensure that each client's individua l needs are being met and that any 
potential problem s can be avoide d or resolved quickly . Th e role o f a  consultant wil l also 
involve assisting th e client in developing solid business skills that they can apply in the long 
term success of their business . 

Technical Service s Deliver y System 

The abov e services should be available for any client who may need to access them. 
The Loa n Fun d wil l striv e t o mak e us e o f existin g communit y busines s developmen t 
organizations in order to keep costs at a minimum (e.g. consultant s ma y be employees of a 
jobsOntario Training program who continue to monitor their clients after the completion of 
a business plan). Also , the Loan Fund will endeavour not to duplicate existing services but 
rather to fill  the gaps which may exist. 

At ever y annual general meeting of the members, the O.C.C.L.F . wil l recognize, or 
accredit, tw o o r thre e loca l business development group s a s organization s whic h deliver 
quality entrepreneurship training programs, as well a s follow technica l assistance. Client s 
from these organizations will likely be ready to submit a loan application immediately after 
completing their training courses. Th e accredited organization will be required to provide 
on-going technica l assistance to it's client s base d on agreements to be negotiated wit h the 

The followin g organizations are involved in providing business development services 
to the prospective clien t group that the Loan Fund will be servicing: 

O.C.C.L.F. 

Organization Target Group fs) 

Community Enterprise Center (Ottawa-Carleton) 
The Y M / Y W C A Enterpris e Centre (Ottawa-Carelton) 
Le group e des entreprise s VERS O 

Long-Term unemployed, 
U.I. Exhaustees/Ineligible , 
GWA/FBA Recipients . 

Ottawa-Carleton Economic Development Corporatio n 
Self-Help Centre s (MEDT ) 

Open 

University of Ottawa/Carleton University 
- Smal l Business Center s Open (University students) 

West En d Communit y Ventures Low income/unemploye d 

Services Provided 
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Intro to Small Business 
Feasibility Study 
Business Pla n Development 
Business Management 
Personal Development 
On-going Mentoring 

System for Delivery of Technical Assistanc e 

The deliver y of technical assistance for clients (and potential clients) o f the Ottawa-
Carleton Community Loan Fund will be flexible and designed to meet the individual needs 
of eac h client. When possible, the Loan Fund will refer clients to other business developmen t 
organizations who provide the services tha t the client is in need of . 

The followin g process will be used with respect to the delivery of technical assistance: 

1. Loa n Fund staff will provide general information to the public (both individually or 
in groups) about becoming self-employed an d th e services for entrepreneurs that are 
offered in the community. Thi s general information will include the topics listed in 
both the Intake an d Screening stage and the Introduction to Smal l Business stage 
listed above . Resourc e materials will be provided at the offic e alon g with general 
information material on the Loan Fund. 

2. Onc e the individua l ha s decide d t o proceed , th e Loa n Fun d staf f wil l asses s th e 
potential client's needs for technical assistance. Th e Loan Fund staff will also review 
the client's eligibility for other business developmen t programs which may meet the 
individual needs of the client. I f the client is in need of (and is eligible for) existing 
services i n th e community , th e Loa n Fun d staf f wil l refe r th e individua l t o th e 
appropriate agency . 

3. I f the client' s need s cannot be me t throug h the service s o f existing organizations , 
Loan Fund staff may provide some limited assistance with the preliminary steps of 
the applicatio n proces s (ie . guidanc e fo r feasibilit y studies , busines s pla n 
development, etc.) . I t is important to remember that this assistance will not be the 
"norm", as other organizations should be able to provide the individual with this type 
of assistance . Th e Loan Fund will not pay a fee fo r any technical assistance until the 
individual is actually a Loan Fund client (ie . the y have received a loan guarantee). 

4. Whe n the client is "business ready" (as determined by the Loan Fund staff) they may 
consider submitting an application for financing through the Loan Fund. 

5. Onl y when a client is approved for a loan guarantee will the Loan Fund provide for 
continued technica l assistance . A t the tim e o f approval , th e Loa n Fun d staf f wil l 
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OTTAWA-CARLETON COMMUNIT Y LOA N FUN D 

approve an individual training plan which will become a condition of the loan. Som e 
training may b e required before disbursement, and othe r training may b e an on-going 
requirement 

The client' s need s may or may not be accommodated through an existing busines s 
development organization ; however, the y wil l b e me t throug h a combinatio n of 
services o f the Loan Fund and other programs and services. 

Services Provided By The Loan Fund : 

Referral t o other services which are available in the community; 

Assessment o f client's needs and developmen t of a training plan to meet those needs; 

Individual monitoring and counselling (on a limited basis) a s least monthly; 

Group seminars and workshops for peer lending clients; 

Group seminars and workshops on various topics as required by clients. 

Possible establishmen t o f a  volunteer mentoring system an d matching of suitable 
mentors to each client (see appendi x A.) . 

Services Provided By Other Organizations: 

Individual monitoring and business consulting; 

Group workshop s an d seminar s o n variou s busines s managemen t an d personal 
development topic s 

At al l times , th e provisio n of technica l assistanc e wil l b e sough t fro m busines s 
development organizations. Whe n client's are otherwise eligible for existing programs, they 
will be referred to such programs. However , when a client cannot access the needed services 
through existing delivery organizations (ie. they do not fit eligibility or program criteria), an 
arrangement may be made with the appropriate organization to provide the needed services 
for a  fee. 

Agreements with Delivery Organizations 

Providers o f technica l assistance wil l b e mad e awar e o f th e Loa n Fun d an d it' s 
services an d will be a primary source of referral for clients. Th e Loan Fund will also refer 
potential clients t o these organizations when appropriate . 
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It will be the responsibility of the Loan Fund to make the arrangements for technical 
assistance fo r the client. I t will also be the responsibility of the Loan Fund to ensure that 
the client is receiving suitable technical assistance whic h meets their individual needs . 

The Loa n Fun d wil l ente r int o a n agreement wit h various business developmen t 
organizations for them to provide services to Loan Fund clients on a fee-for-service basis (se e 
appendix B for an example o f a possible agreement) . Th e fee wil l vary depending on the 
services which are required. Fo r example, one clien t may only need to attend one or two 
workshops where anothe r may need muc h more extensive assistance . Th e proposed fe e 
structure is outlined in Appendix C. A t no time will the average fee pe r client exceed th e 
maximum of $450 which will be provided by the Province. 

Monitoring and Evaluation Plan 

Monitoring of Loan Fund clients wil l be taken very seriously. Mos t clients will be 
monitored by two separate parties (e.g. Loa n Fund staff, financia l institution staff). Som e 
clients ma y be i n need o f more assistance tha n others but all clients wil l be contacte d by 
Loan Fund staff (preferably in person) a t least once per month. 

Appendix A outlines a potential plan for a volunteer mentoring system. I f this proves 
feasible to implement, these volunteer resources would be used as much as possible to reduce 
costs. Wher e appropriate, services from an existing business development organization may 
be used (whether o r not on a fee-for-service basis) . 

Individual monitoring and counselling will be intended to accomplish the following 
functions: 

Monitor performance of business t o ensure stability and loan repayment; 

Assist client with day-to-day business managemen t and refer to other sources when 
appropriate; 

Monitor performance measures (ie. job creation ) used to indicate success of the Loa n 
Fund objectives . 

Loan Fun d staf f wil l b e responsibl e fo r monitorin g the completio n o f technica l 
assistance requirement s by other organization s a s well a s th e qualit y of such assistance . 
Quality will be measured by questionnaires to clients and random participation in workshops 
and individua l consultations by Loan Fund staff . 
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Appendix A  - Potential Volunteer Mentoring System 

Overview of System 

A volunteer mentoring program would be intended to have local professionals assis t 
aspiring entrepreneurs in the development of their business and to help them gain experience 
in order to become self-sufficient . Mentor s will work on a volunteer basis to help nurture 
the client s throug h the importan t start-up stages of self employment . 

Mentors would be experience d busines s people wh o hav e particula r expertise an d 
knowledge they would be willing to share with Loan Fund clients. Thes e mentors would have 
a sincere interes t i n helping local people an d in community economic development . 

The primar y benefit o f a  mentoring program would be t o expan d the breadt h and 
depth o f experienc e tha t th e organizatio n ca n offe r withou t addin g additional overhead 
expenses to it's operating costs. I t would also foster a  greater sense of community by getting 
local business people involve d in the economi c growth of the community. 

Mentors would be divided into two categories, advisor y (e.g. hav e hands-on business 
experience) an d technical (e.g. legal , accounting, marketing, etc.). Clien t needs could then 
be matched with the specifi c skill s and experiences o f the mentors . 

The volunteer mentorin g program could be promoted as on e mor e way that local 
residents ca n assis t in the developmen t o f th e loca l economy. Detail s o f th e mentorin g 
program would be outlined in pamphlets an d other promotional material. 

The following steps should be taken in the development o f the mentoring program, 
should it be feasible t o implement in Ottawa-Carleton: 

1. Assessmen t o f clients needs 

a) type s of needs 
b) frequenc y of needs 
c) leve l of needs 

2. Identificatio n o f potential consultant s 

a) qualificatio n -  wha t is required ? 
b) identif y sources -  Chambe r of Commerce 

- Professiona l organization s 

3. Recruitmen t & Training of consultant s 

a) communicat e th e organizationa l mission 
ensure the y understand and "buy-in" 

b) communicat e th e roles , responsibilities & 
expectations clearly to the consultant s 



c) establis h a  commitment (including a 

reasonable expectation o f time commitment) 

Tracking & Monitoring of System 

a) Conduc t match making according to skills & needs 
b) Establis h monitoring system (ie . consultan t 

should fil l i n summary of meeting form, etc. ) 

c) Ensur e consistency throug h on-going training of 
consultants an d quality control measures 

d) Hav e mentors place a dollar value on volunteer 
time to give an indication of "in-kind" 
contribution values 

Maintaining Involvement of Mentors - Do's &  Don't' s 

a) D o be sensitive to mentors' constraints 

b) D o publicly acknowledge contribution to the 
organization 

c) D o be clear about expectation s 

d) D o meet with mentors periodically and keep 
them informed of happenings 

e) Don' t recruit "self-marketers", ie. insurance, etc. 

f) Don' t give clients direc t access (ie. alway s maintain 
control of the process by playing intermediary) 

g) Don' t overuse the volunteers 



Appendix B -  Sampl e Agreement Form for Technical Assistance Providers 

January 00, 199 5 

Business Development Organization 

Ottawa, Ontario 

Dear (contac t Person): 

This lette r confirm s our understanding of the term s o f engagemen t o f your services b y the 
Ottawa-Carle ton Community Loan Fund Corporation for our client (client's name) . 

A) Yo u have agreed to perform the following services 

Participation for (client's name ) i n the following workshops: 

Customer Service Januar y 10 , 199 5 
Bookkeeping Januar y 25 , 199 5 
Cash Flow Management Februar y 20, 199 5 

On-going consultation at a minimum of one hou r per month during the length of this 
contract. 

B) Yo u will commence work with (client's name ) o n , 

and complete i t no later or earlier than . 

C) You r charges for these services wil l be as follows: 

Workshop Fee ($40) x  3  Workshops =  $12 0 

Consultation Fee ($40/month) x  6  month s =  $24 0 

Total Fee s $36 0 

If the above accords with your understanding of the terms of your engagement, pleas e accep t 
this letter as your authority to commence work, paymen t will be made on receipt by our office 
of detailed invoices bearing client's signature as proof of attendance. 

Any variation of the above terms requires our written consent. Than k you for your cooperation 
and assistance . 

Sincerely, 

Administrator 
Ottawa-Carleton Community Loan Fund 



Appendix C  -  Fe e Structure 

The followin g fe e structur e wil l be observe d fo r paymen t t o technica l assistance 
organizations: 

Workshop/Seminar Fees $3 5 -  $10 0 

Consultation Fees $2 5 -  $50/hou r 

Fees wil l be assesse d dependin g o n th e natur e o f th e technica l assistance . Fo r 
example, a  three da y workshop may require a lower hourly fee tha t a  two hour workshop. 

At all times, Loan Fund staff will attempt to negotiate the best quality assistance for 
the mos t economica l price. 

At n o time will the averag e cos t per loan client exceed $450. 


