


Job Creation Notes

This document will demonstrate how to count created jobs using the Individual Business Service Agreement (IBSA) and the Assisted
Activity Job Report (AAJR).

Job Creation are jobs created through the direct assistance provided by your program. The following documents need to be in the
client’s file:

1. Signed (by the employer) IBSA with the list of employees the business had prior to receiving services.
2. Signed (by the employer or their designee) AAJIR with the list of employees the business has after receiving services.

3. Signed (by the employee and the employer or their designee) Job Creation forms. If the number of job forms does not tie to the
IBSA and AAJIR, then the Subrecipient must remove the excess jobs.

4. Detailed case notes need to clearly demonstrate how your assistance led to creating the jobs. Start-up businesses should have
secondary evidence documentation in the client file showing that the business is open and operational (e.g. screenshot of online
shop, screenshot Yelp/Google reviews, Grand Opening flyer, etc.)

If any of the above 4 documents are not in the client’s file, then the created jobs may be discounted.



Job Creation Scenario 1: Start-up Business + No Employees

A client wants to start a business and enrolls in your program. Client completes IBSA and on the third page, they should check the
box indicating that the business has not opened and leave the rest of the Business Information section blank. On the fourth page of
the IBSA, they should check the box indicating that the business has not opened and leave the table blank. After services were
provided, the owner did not hire anyone. Therefore, 0 jobs were created.

Page 3 of the IBSA:

Check Here: E If you have not opened your business as of the date of eritering this Agreeniénfén
leave the rest of the page blank.

Page 4 of the IBSA:

List all your existing permanent positions (including yourself) by name and position title: The
first two lines are provided as examples only. Attached additional sheets as needed.

Check Here: {11 you have not opened your business and leave the table blank.

Business start date:

Are you operating this business full-time or part-time?

Are you in danger of closing your business? [::] Yes D No

Business Name:

Business Partner Name:

Business Address:

HOURS
Current business location: [ Home-based [ Office/Storefront O Online RANE TIFE= WEEK
Jane Doe Owner 40
VACANT Server 26
U A
2
3
4
5
6
7
8
9
10

Business Email:

What goods or services does/will this business provide?

Website:

Business Formation:

Sole Proprietorship General Partnership
C-Corporation S-Corporation

Limited Liability Company (LLC) Limited Liability Partnership (LLP)
Have not filled yet Don't Know

Are you seeking to hire additional employees? |:| Yes @/No

1 certify that all my answers above are true and correct to the best of my knowledge. | also agree
that by accepting to receive assistance from the BusinessSource Center | will cooperate and
provide the BusinessSource staff with all requested information and documents to verify the

outcomes. //

Y 4 04/08/8 Of5
Signaff eofs/inessmOwner , Date

WY Elvg Coley Maringes, oY [28/202/
Sianatufd of BSC Coaéh Y Date '

NOTE: The owner cannot be counted as a job creation. Since no jobs were created the owner does not need to complete the AAJIR.



Job Creation Scenario 2: Start-up Business

A client wants to start a business and enrolls in your program. Client completes IBSA and on the third page, they should check the box
indicating that the business has not opened and leave the rest of the Business Information section blank. On the fourth page of the
IBSA, they should check the box indicating that the business has not opened and leave the table blank. As a result of the assistance
provided by the Subrecipient, the position of Administrative Clerk was created. Therefore, 1 job was created (#2 on the AAJIR).

Page 4 of the IBSA:

List all your existing permanent positions (including yourself) by name and position title: The City of Los Angeles
first two lines are provided as examples only. Attached additional sheets as needed. ASSISTED ACTIVITY JOB INFORMATION REP ORT
Check Here: [{1f you have not opened your business and leave the table blank. Business Name: J/# ﬁ//’ﬁ L 7 C Date Prepared: 0 5y/ 77 f /'& 027
— e Hgllsjss Business Address: &0/4, Ve,za! 7 Q’Z 7 ;,0/7 r’/c Prepared By: j .
» 7 A e & ()
WEEK z/ﬂﬂ /Vﬂg S (A 97407 Print NamerTitle: &7 /"SCAL @CZ‘/V@/@/ /Zggﬂé/
Jane Doe Owner 40 4
VACANT Server 26 Instructions:
1. Please complete for all existing employment positions. The first two li i
! / 4/ 76( 2. Hours: Indicate the number of hours worked epach week. e DS TR il
2 3. Attach additional sheets as needed.
3
HOURS
4 NAME TITLE PER
5 WEEK
8 Jane Doe Exec. Assistant 40
7 VACAN'I: Sales Clerk 26
° Arsen_Dar 0/”/%/%?/7 Mermber mpaglé 40
: Yenga. Wanding KAmingtrative (el |49
3
Are you seeking to hire additional employees? |:| Yes 0 4 .
5
1 certify that all my answers above are true and correct to the best of my knowledge. | also agree 6
that by accepting to receive assistance from the BusinessSource Center | will cooperate and
provide the BusinessSource staff with all requested information and documents to verify the 7
outcomes. // 3
/
y 7 # 24 p
Y 4 04/ /4 00y [
Signaff 6siness Owner Date 10
Ry - 7] . - - g .
W Llvo Lotiey Marsige 01/28/20z2/ |
Sianatukd of BSC Coaéh J Date ' 12

Note: The owner cannot be counted as a job creation.




Job Creation Scenario 3: Operating Business

A client with an operating business enrolled into your program listing the owner and 4 employees on page four of the IBSA. As a result
of the assistance provided by the Subrecipient, another Customer Service Rep position, Andres Garcia, was created. The AAJIR lists
all the other positions and the new position. Therefore, 1 job was created (#6 on the AAJIR).

Page 4 of the IBSA:
City of Los Angeles

ASSISTED ACTIVITY JOB INFORMATIONREPORT
Check Here: O If you have not opened your business and leave the table blank.

HouRs | |Business Name: ponica's Services Date Prepared: 7/¢/2021
PER
NAME TITLE WEEK | |Business Address: Prepared BY:  Monica Gonzalez
Jane Doe Owner 40 1700 N. West Ave LA CA 50051 Print Name/Title: Owner
VACANT Server 26
1| Monica Gonzalez owner 40 ]
2 Kristy Pham Fiscal Officer 20 Instructions:
- — - 0 1. Please complete for all existing employment positions. The first two lines are provided as examples only.
3 Vanessa Grigoryan Administralive Assistant 2. Hours: Indicate the number of hours worked each week.
4| Michael Jackson Customer Service Rep 40 3. Attach additional sheets as needed.
5 Oscar Lin Customer Service Rep 40
6 HOURS
NAME TITLE PER
7 WEEK
8 Jane Doe Exec. Assistant 40
9
0 VACANT Sales Clerk 26
1| Monica Gonzalez Owner 40
Are you seeking to hire additional employees? [X | Yes [ | No 2 | Kristy Pham Fiscal Officer 40
3 | Vanessa Grigoryan Administrative Assistant 40
: _ | 4 | Michael Jackson Customer Service Rep 40
rfg_ 5 | OscarLin Customer Service Rep 40
L/ ' 6 | Andres Garcia Customer Service Rep 20
Signature of Business Owner 7
Veolet- Simdlk
Signature of BSC Coach ’




Job Creation Scenario 4:Job Replacement

A client with an operating business enrolled into your program listing the owner and 4 employees on page four of the IBSA. After

services are provided, the business still has the owner and 4 employees. In row five of the AAJIR, Miranda Sharp replaced Oscar Lin
as a Customer Service Representative. The employee changed but the number of positions remained the same, so this is considered
job replacement instead of job creation. Therefore, 0 jobs were created.

Page 4 of the IBSA:

Check Here: O If you have not opened your business and leave the table blank.

City of Los Angeles

ASSISTED ACTIVITY JOB INFORMATION REPORT

HOURS BUsTn#88 Name: 1ionica's Sevioes Date Prepared: 7/1/2021
PER
NAME TITLE WEEK BUsIness Address. PTORITRIBY. \ionica Gonzakez
Jane Doe Owner 40 1700 N. West Ave LA CA 90051 Print Name/Title: Owner
VACANT Server 26
1| Monica Gonzalez Owner 40 )
2| Kristy Pham Fiscal Officer 40 e ,
— _ 1. Piease compiete for ail existing employment posiions. The first two lines are provided as examples only.
3| Vanessa Grigoryan Administrative Assistant 40 2. Hours: Indicate the number of hours worked each weeX.
4| Michael Jackson Customer Service Rep 40 3 ANICh 200tonal sheets 3 needad
5 Oscar Lin Customer Service Rep 40
HOURS
6 NAME TITLE PER
7 WEEK
8 Jane Doe Exec. Assistant Q
‘3; VACANT Sales Clenk %
1
' | Monica Gonzalez Owner 40
Are you seeking to hire additional employees? [X ]Yes [ ] No 2 | Kristy Pham Fiscal Officer 40
3 | Vanessa Grigoryan Administrative Assistant 40
¢ | Michael Jackson Customer Service Rep 40
s | Miranda Shap Customer Service Rep 40

(7

Signature of Business Owner

Veolet :ﬁuﬂﬁ

Signature of BSC Coach

Note: Job replacement is not job creation




Job Creation Scenario 5:Vacant Positions

A client with an operating business enrolled into your program listing the owner and 4 employees on page four of the IBSA. As a
result of the assistance provided by the Subrecipient, another Customer Service Rep position, Andres Garcia, was created.
Separately, Oscar Lin (#5 on the IBSA) left the business, but the owner intends to replace him (the new employee cannot be counted
as job creation or retention when it does get filled). The business now has a owner, 4 employees, and one vacant position. Therefore
1 job was created (#6 on the AAJIR).

Page 4 of the IBSA:

Check Here: O If you have not opened your business and leave the table blank.

City of Los Angeles

ASSISTED ACTIVITY JOB INFORMATION REPORT

HOURS | (Business Name: onica's Sevices Date Prepared: 712021
NAME TITLE \:EESK
i . Frepare s H
Jane Doe Owner 20 Business Address: paredBY: Monica Gonzalez
VACANT Server % 1700 N. West Ave LA CA 90051 Print NameTitle: Owner
1 Monica Gonzalez Owner 40
2 Kristy Pham Fiscal Officer 40 Instructions:
3| Vanessa Grigoryan Administrative Assistant 40 1. Please complete for all existing employment positions. The first two lines are provided as examples only.
- - 2. Hours: Indicate the number of hours worked each week
4] Michael Jackson Customer Service Rep 40 3. Aftach additional sheets as needed.
5| Oscarlin Customer Service Rep 40
6 HOURS
E NAME TITLE PER
WEEK
8
9 Jane Doe Exec. Assistant 40
10 VACANT Sales Clerk 26
1 | Monica Gonzalez Owner 40
Are you seeking to hire additional employees? [X | Yes [ | No 2 | Kisty Pham Fiscal Officer 40
3 | Vanessa Grigoryan Administrative Assistant 40
4 | Michael Jackson Customer Service Rep 40
;/M‘ 5 | Vacant Customer Service Rep 40
\ 6 | Andres Garcia Customer Service Rep 20
Signature of Business Owner 7
Veolat Stk
Signature of BSC Coach s




Job Creation Scenario 6: Change in Job Title or Duties

A client with an operating business enrolled into your program listing the owner and 4 employees on page four of the IBSA. After
services are provided, the business still has the Owner and 4 employees. Oscar Lin was promoted to Customer Service Rep
Supervisor and the owner will not replace Oscar Lin’s previous title, Customer Service Rep, with another person. The name of the
position changed, but the number of positions remained the same. Therefore, 0 jobs were created.

Page 4 of the IBSA:
City of Los Angeles

ASSISTED ACTIVITY JOB INFORMATIONREPORT

Check Here: O If you have not opened your business and leave the table blank.

Business Name: Jonica’s Servi Date Prepared:
—— Monica's Services 712021
NAME TITLE ‘EEEEK Business Address: Prepared B Nonca Gonzalez
Jane Doe Owner 40 1700 N. West Ave LA CA 90051 Print Name/Title: Owner
VACANT Server 26
1 Monica Gonzalez Owner 40 .
_ _ Instructions:
2| Kristy Pham Fiscal Officer 40 1. Please complete for all existing employment positions. The first fwo lines are provided as examples only.
3| Vanessa Grigoryan Administrative Assistant 40 2. Hours: Indicate the number of hours worked each week.
4| Michael Jackson Customer Service Rep 40 3. Aftach additional sheets as needed.
Oscar Li Customer Service Re, 40
S| Osarn P HOURS
6 NAME TITLE PER
7 WEEK
8 Jane Doe Exec. Assistant 40
° VACANT Sales Clerk %
10 .
1| Monica Gonzalez Owner 40
Are you seeking to hire additional employees? [X | Yes [ | No 2 | Kristy Pham Fiscal Officer 40
3 | Vanessa Grigoryan Administrative Assistant 40
4 | Michael Jackson Customer Service Rep 40
/ ?Qg_ 5 | OscarLin Customer Service Rep Supervisor 40
[ %
L 6
Signature of Business Owner 7
Veolbat Simd#
Signature of BSC Coach g

Note: This scenario is like job replacement and job replacement is not job creation.



Job Creation Scenario 7: Promotions

A client with an operating business enrolled into your program listing the owner and 4 employees on page four of the IBSA. After
services are provided, the business has the owner, 4 employees, and one vacant position. Oscar Lin received a promotion to

Customer Service Rep Supervisor and the owner plans to hire someone to replace Oscar Lin’s old position (the new employee

cannot be counted a job creation or retention when it does get filled). Therefore, 1 job was created (#6 on the AAJIR).

Page 4 of the IBSA:

Check Here: O If you have not opened your business and leave the table blank.

City of Los Angeles

ASSISTED ACTIVITY JOB INFORMATIONREPORT

HOURS Business Name: Monica's Services Date Prepared: 742021
PER
NAME TITLE WEEK Business Address: Frepared By:  Monica Gonzalez
Jane Doe Owner 40 1700 N. West Ave LA CA 90051 Print Name/Title: Owner
VACANT Server 26
1 Monica Gonzalez Owner 40 _
2| Kristy Pham Fiscal Officer 40 '““;l‘““’ o] | - d -
: — - 1. Please complete for all existing employment positions, The first two lines are provided as examples only.
3 V_anessa Grigoryan Administrative _Astustant 40 2. Hours: Indicate the number of hours worked each week.
4| Michael Jackson Customer Service Rep 40 3. Altach additional sheets as needed.
5 Oscar Lin Customer Service Rep 40
6 HOURS
NAME TITLE PER
7 WEEK
3 Jane Doe Exec. Assistant 40
10 VACANT Sales Clerk 26
1 | Monica Gonzalez Owner 40
Are you seeking to hire additional employees? E Yes D No 2 | Kristy Pham Fiscal Officer 40
3 | Vanessa Grigoryan Administrative Assistant 40
4 | Michael Jackson Customer Service Rep 40
I/M' 5 | vacant Customer Service Rep 40
\ b Oscar Lin Customer Service Rep Supervisor 40

Signature of Business Owner
Veobet Simd#
Signature of BSC Coach




Job Retention Notes

This document will demonstrate how to count retained jobs using the Individual Business Service Agreement (IBSA) and the Assisted
Activity Job Report (AAJR).

As a reminder, Job Retention can only be counted if the jobs would have been lost without the assistance of Community
Development Block Grant (CDBG) funds. The following documents need to be in the client’s file:

1. Signed (by the employer) IBSA with the list of employees the business has prior to receiving services.
2. Signed (by the employer or their designee) AAJIR with the list of employees the business has after receiving services.

3. Signed (by the employee and the employer or their designee) Job Retention forms. If the number of job forms does not tie to the
IBSA and AAJIR, then the Subrecipient must remove the excess jobs.

4. Documentation of the services provided which directly prevented the loss of jobs in the client notes. There should be a sentence
such as “Based on current trends, the business will not be able to retain their employees.”

5. One the following:

« Letter of explanation of the current business environment with income not sufficient to meet payroll and current profit and loss
statement(s) evidencing loses in business income -or-

« Bank statements evidencing decreasing balances and challenges meeting credit and payroll responsibilities -or-

« Business Tax Returns for the previous two years evidencing a decreasing business income, thereby creating challenges
meeting credit and payroll responsibilities -or-

o New article mentioning the business is going out of business or moving out of the City.

If any of the above 5 documents are not in the client’s file, then the retained jobs may be discounted.

10



Job Retention Scenario 1: Business with No Employees

A client with a failing business enrolls in your program listing only the owner on page four of the IBSA. After services are provided, the
owner does not hire anyone else. Therefore, 0 jobs were retained.

Page 4 of the IBSA:

List all your existing permanent positions (including yourself) by name and position title: The
first two lines are provided as examples only. Attached additional sheets as needed.

City of Los Angeles
ASSISTED ACTIVITY JOB INFORMATION REPORT

Business Name

Date Prepared:
HOURS il Bue 4 s Jon |3 eo2@ ]
NAME TITLE V\?EERK Business AddreZ LL : Prepared By: Ber e dtt T (wre
A [q— Print Name/Title:
Jane Doe Owner 40 u/{—( 0 (m C»_:/A Ourtrdg <
N
AN Server 26 Instructlons
1 Ba" nodedde T—,‘la«—r— Vv 1. Please complete for all existing employment positions. The first two lines are provided as examples only.
2 ) 2. Hours: Indicate the number of hours worked each week.
A 3. Aftach additional sheets as needed.
2 HOURS |
NAME TITLE PER
5 WEEK
6 Jane Doe Exec. Assistant 40
7 VACANT Sales Clerk 26
8 ! @Gorosdidde Tl ot v W
9 3
10 3
Are you seeking to hire additional employees? [ | Yes [ | No 4
5
I certify that all my answers above are true and correct to the best of my knowledge. | also agree 6
that by acceptl to receive assistance from the BusinessSource Center | will cooperate and
provide the, Bus essSource staff with all requested information and documents to verify the 7
outcom ”ﬁ ) 8
/% é,w 1= /2028 | @
Signature of Business Owner Date 10
41
Mf/ %’\/ [ / S / [ALye 12
Signatlrre of BSC Coach Date

Note: The owner cannot be counted as a job retention.

11




Job Retention Scenario 2: Operating Business

A client with a failing business enrolls into your program listing the owner and 4 employees on page four of the IBSA. As a result of the
assistance provided by the Subrecipient, the business was able to retain all 4 employees. Therefore, 4 jobs were retained (#2-5 on the

AAJIR).

Page 4 of the IBSA:

Check Here: O If you have not opened your business and leave the table blank.

City of Los Angeles
ASSISTED ACTIVITY JOB INFORMATIONREPORT

HoURs | |Business Name: pMopica's Services Date Prepared: 7412021
PER
NAME TITLE WEEK | |Business Address: Prepared BY:  \onica Gonzalez
Jane Doe Owner 40 1700 M. West Ave LA CA 50051 Print Name/Title: Owner
VACANT Server 26
1| Monica Gonzalez owner 40 )
> Kristy Pham Fiscal Officer 20 Instructions:
- — . 0 1. Please complete for all existing employment positions. The first two lines are provided as examples only.
3 Vanessa Grigoryan Administraiive Assistant 2. Hours: Indicate the number of hours worked each week.
4| Michael Jackson Customer Service Rep 40 3. Attach additional sheets as needed.
5 Oscar Lin Customer Service Rep 40
6 HOURS
NAME TITLE PER
7 WEEK
8 Jane Doe Exec. Assistant 40
9
0 VACANT Sales Clerk 26
Monica Gonzalez Owner 40
Are you seeking to hire additional employees? [X | Yes [ | No Kristy Pham Fiscal Officer 40
Vanessa Grigoryan Administrative Assistant 40
g - Michael Jackson Customer Service Rep 40
K% Oscar Lin Customer Service Rep 40
U/
Signature of Business Owner
Vesbet Sk
Signature of BSC Coach

Note: The owner cannot be counted as a job retention.

12



Job Retention Scenario 3: Retention and Creation

A client with a failing business enrolled into your program listing the owner and 4 employees on page four of the IBSA. As a result of
the assistance provided by the Subrecipient, the business was able to retain 4 employees and hired another Customer Service Rep,
Andres Garcia. Therefore, 4 jobs were retained (#2-5 on the AAJIR) and 1 job was created (#6 on the AAJIR).

Page 4 of the IBSA:

Check Here: O If you have not opened your business and leave the table blank.

City of Los Angeles

ASSISTED ACTIVITY JOB INFORMATIONREPORT

Business Name: Monica's Services

Date Prepared: 712021

HOURS
PER
NAME TITLE WEEK | |Business Address: Prepared BY:  \onica Gonzalez
Jane Doe Owner 40 1700 M. West Ave LA CA 50051 Print Name/Title: Owner
VACANT Server 26
1 Monica Gonzalez Owner 40 .
> Kristy Pham Fiscal Officer 20 Instructions: _
- — - 0 1. Please complete for all existing employment positions. The first two lines are provided as examples only.
3| Vanessa Grigoryan Administraiive Assistant 2. Hours: Indicate the number of hours worked each week.
4| Michael Jackson Customer Service Rep 40 3. Attach additional sheets as needed.
5 Oscar Lin Customer Service Rep 40
6 HOURS
NAME TITLE PER
7 WEEK
8 Jane Doe Exec. Assistant 40
9
0 VACANT Sales Clerk 26
1| Monica Gonzalez Owner 40
Are you seeking to hire additional employees? [X | Yes [ | No 2 | Kristy Pham Fiscal Officer 40
3 | Vanessa Grigoryan Administrative Assistant 40
4 | Michael Jackson Customer Service Rep 40
7 5 ‘ ' 40
/ @_ Oscar Lin Customer Service Rep
\/ 6 | Andres Garcia Customer Service Rep 20

Signature of Business Owner

Veobet Smk

Signature of BSC Coach

Note: The owner cannot be counted as a job retention.
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Job Retention Scenario 4: Job Replacement

A client with a failing business enrolled into your program listing the owner and 4 employees on page four of the IBSA. As a result of
the assistance provided by the Subrecipient, the business was able to retain 4 employees. Miranda Sharp (#5 on the AAJIR) replaced
Oscar Lin (#5 on IBSA) as a Customer Service Representative. The employee changed but the number of positions remained the

same, so this is considered a job replacement and not a job creation. Therefore, 4 jobs were retained (#2-5 on the AAJIR) and there

were no job creations.

Page 4 of the IBSA:

Check Here: O If you have not opened your business and leave the table blank.

City of Los Angeles

ASSISTED ACTIVITY JOB INFORMATION REPORT

BuaTness Nams. Monica's Services

(-

Signature of Business Owner

Veolet :)w

Signature of BSC Coach

Note: The owner cannot be counted as a job retention.

HOURS Date Prepared: 7/12021
PER
NAME TITLE WEEK BUSING3s AGOress. PIGPATSIBY.  \jonica Gonzakz
Jane Doe Owner 40 1700 N, West Ave LA CA 90051 Print NameTite: Ouner
VACANT Server 26
1 Monica Gonzalez Owner 40 ]
> Kristy Pham Fiscal Officer a0 Werucions .
E— _ 1. Please compiate for ail existing empioymant posiions. The first two ines are provided as examples only.
3| Vanessa Grigoryan Administrative Assistant 40 2. Hours: Indicate the number of hours worked each week.
4 Michael Jackson Customer Service Rep 40 3. Atach agditional sheels as nesded
5| OscarlLin Customer Service Rep 40
- HOURS
NAME TITLE PER
7 WEEK
8 Jane Doe Exec. Assistant Q
?3 VACANT Sales Clen %
1
! | Monica Gonzalez Owner 40
Are you seeking to hire additional employees? [X ] Yes [ ] No 2 | Kristy Pham Fiscal Officer 40
3 | Vanessa Grigoryan Administrative Assistant 40
¢ | Michael Jackson Customer Service Rep 40
¢ | Miranda Sharp Customer Service Rep 40

-4

14



Job Retention Scenario 5: Vacant Positions

A client with a failing business enrolled into your program listing the owner and 4 employees on page four of the IBSA. As a result of
the assistance provided by the Subrecipient, the owner was able to retain all 4 employees and create 1 new Customer Service Rep
position filled by Andres Garcia (#6 on the AAJIR). Separately, Oscar Lin (#5 on the IBSA) left the business and now there is one
vacant position. The owner intends to replace him (the new employee cannot be counted as job creation when it does get filled). For
the vacant position, you may collect the job retention form after the position is filled to be counted as a job retention. Therefore, 3 jobs
were retained (#2-4 on the AAJIR) and 1 job was created (#6 on the AAJIR).

Page 4 of the IBSA:

Check Here: O If you have not opened your business and leave the table blank.

City of Los Angeles
ASSISTED ACTIVITY JOB INFORMATIONREPORT

Business Name: Monica's Services Date Prepared: 712021

Business Address: Prepared BY:  Monica Gonzalez

1700 N. West Ave LA CA 90051 Print Name/Title: Owner

Instructions:

1. Please complete for all existing employment positions. The first two lines are provided as examples only.
2. Hours: Indicate the number of hours worked each week.

3. Attach additional sheets as needed.

HOURS
NAME TITLE “?EESK
Jane Doe Owner 40
VACANT Server 26
1 Monica Gonzalez Owner 40
2 Kristy Pham Fiscal Officer 40
3| Vanessa Grigoryan Administrative Assistant 40
4| Michael Jackson Customer Service Rep 40
5 Oscar Lin Customer Service Rep 40
6
7
8
9
10

Are you seeking to hire additional employees? E Yes E] No

/7 A
,’K (g?x -

|
e

Signature of Business Owner

Veolet :))«uii

Signature of BSC Coach

Note: The owner cannot be counted as a job retention.

HOURS
NAME TITLE PER
WEEK
Jane Doe Exec. Assistant 40
VACANT Sales Clerk 2%
1| Monica Gonzalez Owner 40
2 | Kristy Pham Fiscal Officer 40
Vanessa Grigoryan Administrative Assistant 40
Michael Jackson Customer Service Rep 40
Vacant Customer Service Rep 40
Andres Garcia Customer Service Rep 20

15



Job Retention Scenario 6: Change in Job Title or Duties

A client with a failing business enrolled into your program listing the owner and 4 employees on page four of the IBSA. As a result of
the assistance provided by the Subrecipient, the owner was able to retain 4 employees. Oscar Lin was promoted to Customer Service
Rep Supervisor and the Owner will not replace Oscar Lin’s previous title, Customer Service Rep, with another person. The name of
the position changed, but the number of positions remained the same. Therefore, 4 jobs (#2-5 on the AAJIR) were retained and there
are no job creations.

Page 4 of the IBSA:

Check Here: O If you have not opened your business and leave the table blank.

HOURS
NAME TITLE v?ggx
Jane Doe Owner 40
VACANT Server 26
1 Monica Gonzalez Owner 40
2 Kristy Pham Fiscal Officer 40
3| Vanessa Grigoryan Administrative Assistant 40
4| Michael Jackson Customer Service Rep 40
5 Oscar Lin Customer Service Rep 40
6
7
8
9
10

Are you seeking to hire additional employees? E Yes E] No

City of Los Angeles

ASSISTED ACTIVITY JOB INFORMATIONREPORT

Business Name: \onica's Services

Date Prepared: 7/12021

Business Address:
1700 N. West Ave LA CA 90051

Frepared By:  Monica Gonzalez

Print Name/Title: Owner

Instructions:

1. Please complete for all existing employment positions. The first fwo lines are provided as examples only.

2. Hours: Indicate the number of hours worked each week.
3. Aftach additional sheets as needed,

2=

i
M

Signature of Business Owner

Veolat 5)7&&%

Signature of BSC Coach

Note: The owner cannot be counted as a job retention.

HOURS
NAME TITLE PER
WEEK
Jane Doe Exec. Assistant 40
VACANT Sales Clerk 2%
1| Monica Gonzalez Owner 40
2 | Kristy Pham Fiscal Officer 40
3 | Vanessa Grigoryan Administrative Assistant 40
4 | Michael Jackson Customer Service Rep 40
5 | Oscar Lin Customer Service Rep Supervisor 40

16




Job Retention Scenario 7: Promotions

A client with a failing business enrolled into your program with an owner and 4 employees as listed on page four of the IBSA. As a
result of the assistance provided by the Subrecipient, the business was able to retain the 4 employees and create a new position of
Customer Service Rep Supervisor (#6 on the AAJIR). Oscar Lin was promoted to the new position and now his old position,

Customer Service Rep (#5 on the AAJIR), is vacant and the owner plans to fill his old position. For the vacant position, you may

collect the job retention form after the position is filled to be counted as a job retention. Therefore, 3 jobs were retained (#2-4 on the
AAJIR) and 1 job was created (#6 on the AAJIR).

Page 4 of the IBSA:

Check Here: O If you have not opened your business and leave the table blank.

City of Los Angeles
ASSISTED ACTIVITY JOB INFORMATION REPORT

Business Name: Monica's Services Date Prepared: 7/4/2021

Prepared By:

Business Address: Monica Gonzalez

1700 N. West Ave LA CA 90051 Print Name/Title: Owner

Instructions:

1. Please complete for all existing employment positions. The first fwo lines are provided as examples only.
2. Hours: Indicate the number of hours worked each week.

3. Attach additional sheets as needed.

HOURS
NAME TITLE ;EESK
Jane Doe Owner 40
VACANT Server 26
1 Monica Gonzalez Owner 40
2 Kristy Pham Fiscal Officer 40
3| Vanessa Grigoryan Administrative Assistant 40
4| Michael Jackson Customer Service Rep 40
5 Oscar Lin Customer Service Rep 40
6
7
8
9
10

Are you seeking to hire additional employees? E Yes E] No

{/fg;_

i
e

Signature of Business Owner

Vealet :)‘imiiﬁ

Signature of BSC Coach

Note: The owner cannot be counted as a job retention.

HOURS
NAME TITLE PER
WEEK
Jane Doe Exec. Assistant 40
VACANT Sales Clerk 2%
1| Monica Gonzalez Owner 40
2 | Kristy Pham Fiscal Officer 40
3 | Vanessa Grigoryan Administrative Assistant 40
4 | Michael Jackson Customer Service Rep 40
5 | Vacant Customer Service Rep 40
b Oscar Lin Customer Service Rep Supervisor 40
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Job Retention Scenario 8: Furloughed Positions

A client with a failing business enrolled into your program. Prior to enroliment, the owner furloughed their 4 employees, so they should
list the positions as vacant on page four of the IBSA. As a result of the assistance provided by the Subrecipient, the owner was able
to bring back all of their employees. Therefore, 4 jobs (#2-5 on the AAJIR) were retained and there are no job creations.

Page 4 of the IBSA:

Check Here: O If you have not opened your business and leave the table blank.

City of Los Angeles

ASSISTED ACTIVITY JOB INFORMATIONREPORT

Business Name: Monica's Services

Date Prepared: 712021

HOURS
PER
NAME TITLE WEEK Business Address: Prepared BY. Monica Gonzalez
Jane Doe Owner 40 1700 N. West Ave LA CA 90051 Print Name/Title: Owner
VACANT Server 26
1 Monica Gonzalez Owner 40 .
> Vacant Fiscal Officer 40 Instructions: - ) . .
— - 1. Please complete for all existing employment positions. The first two lines are provided as examples only.
3 Vacant Administrative Assistant 40 2. Hours: Indicate the number of hours worked each week.
4 Vacant Customer Service Rep 40 3. Attach additional sheets as needed.
5 Vacant Customer Service Rep 40
HOURS
6 NAME TITLE PER
7 WEEK
8 Jane Doe Exec. Assistant 40
9 VACANT Sales Clerk 2%
10 .
1 | Monica Gonzalez Owner 40
Are you seeking to hire additional employees? [X | Yes [ ] No 2 | Kristy Pham Fiscal Officer 40
3 | Vanessa Grigoryan Administrative Assistant 40
4 | Michael Jackson Customer Service Rep 40
5 | John Wick Customer Service Rep 40
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Signature of Business Owner
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Signature of BSC Coach

Note: The owner cannot be counted as a job retention. If Oscar Lin held the vacant position on line five of the IBSA and he declines
the offer to return to work then the owner replaced him with a new employee, John Wick. The new employee cannot be counted as a
job creation, but can be counted as a job retention.




J)o you a have a situation not covered in this document?

Contact your program monitor for assistance:

BusinessSource Centers: labusinesssourceadmin@lacity.org

Business Incubators: kimberly.hlaing@lacity.org




