Small Cap TIF  AAP Instructions
· Please read pages 1-3 of the directions at https://www.cityofmadison.com/dcr/documents/AAPInstructions.pdf. Then go back and click the link (https://elam.cityofmadison.com/citizenaccess/) in that document to register an account and start your Small Cap TIF Loan Affirmative Action Plan application. 

· Please note that you must enter your name in the Business Name field in your Contact Information: if you leave the Business Name in your Contact Information blank, it will be difficult to identify your Small Cap TIF Loan AA Plan application. 

· Once you have registered and activated your account, click “Home”. From the Home screen, click “Licenses/Registrations”; then click “Apply for a License/Registration”. 

· Select “AA Plan Exemption (14 or fewer)”. 

· Click “Continue Application”. 

· Please choose “Small Cap TIF” as the category in “General Info”. 

· Enter information for Contact Person and EEO/AA Officer. 

· You must enter your name in the Business Name field in “Contact Person” AND in “EEO/AA Officer”. If you choose “Select from Account”, please click “Edit” so that you may enter this data. If you leave the Business Name in your Contact Information blank, it will be difficult to identify your Small Cap TIF Loan AA Plan application. 

· If at any time you need to stop or pause for any reason, please click “Save and resume later”. 

· Click “Continue Application”. 

· The Workforce Head Count screen will appear. 

· Click “Add”. 

· Enter accurate data for each person receiving the Small Cap TIF loan. 

· The Job Category, Gender and Disability Status must be the same for all persons counted in each section – each time you click “Add”. 

· Click “Submit”. 

· When you have entered all of your data, click “Continue Application”. 

· The Review screen will appear. Please review your data and correct any inaccuracies by using the Edit button to the right of each section. 

· If at any time you need to stop or pause for any reason, please click “Save and resume later”. 

· Once you have determined that all of your data is correct, click “Continue Application” to submit your Small Cap TIF Loan AA Plan application. 

· Clicking “Continue Application” on the Review screen will submit your application. 

· You may print and/or save a PDF summary of your application after you submit your application in two ways: 

· On the page that appears after submittal, you will find a blue button that says “Print/View Summary”. 

· You may also print and/or save a PDF summary of your application by going back to “Licenses/Registrations” and clicking the blue link with your License Number (AAEX-2017-00XXX). That will take you to another page where you will find a blue button that says “Print/View Summary”. 

· Click the “Print/View Summary” button. A new window will pop up that says “Summary”. You can save this summary of your application as a PDF by hovering over the bottom of that window so that a menu of icons comes up and clicking the far left floppy disk icon that says “Save a copy” when you hover over it. 

· Check your email for your approval notice. 

Completing your Small Cap TIF Loan AA Plan application should be quick, easy and self-explanatory. If it is not, or if you have any questions, please contact Terri Goldbin at tgoldbin@cityofmadison.com or Martha White at mewhite@cityofmadison.com
