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DOWNTOWN STOREFRONT ACTIVATION GRANT 

DOCUMENTATION DESCRIPTIONS & EXAMPLES GUIDE 

 

PROOF OF CURRENT BUSINESS REGISTRATION 

Please upload ONLY proof of a current City of Albuquerque Business Registration. Accepted file types are 

PDF, JPEG, or PNG. Any other file type must first be converted to a PDF or image file type listed, then 

uploaded.  

If you do not know if your business is currently registered with the City of Albuquerque, please visit this 

website to lookup your business: https://www.cabq.gov/planning/business-registration-

information/business-information-search.  

 

Example of Document Provided by City of Albuquerque 

 

 

https://www.cabq.gov/planning/business-registration-information/business-information-search
https://www.cabq.gov/planning/business-registration-information/business-information-search
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What to do if you don’t have this documentation:  

1. Search for your business using the link above. Provide a clear screenshot like the one below showing 

registration status is ACTIVE, and other required information including business name and 

description.  

 

 

Screenshot from Business Registration Search 

 

 

2. If you don’t find your business or its registration is expired, contact the Business Registration Team 

via email/telephone at businessregistration@cabq.gov / (505) 924-3890. Staff will help determine 

the current status of any business and/or what is necessary to return a business registration status 

to ACTIVE. 

  

mailto:businessregistration@cabq.gov
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PROOF OF ESTABLISHED BUSINESS OPERATION  

For Established Businesses For At Least Five (5) Years: Upload a digital copy of the business’ most recent 

CRS-1 filing, as provided to the State of New Mexico Department of Taxation and Revenue. Applicants 

should upload a business’ CRS-1 filings from one period in each of the last five (5) years. or as many 

whole years as they have been in business. These documents will be used to affirm that the business is 

an existing business, generating income. 

Sample CRS-1 Form 
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PROOF OF CURRENT EMPLOYEE LEVELS  

Qualifying Businesses must currently employ fewer than 250 Full-Time Equivalent (FTE) employees.  

In order to verify employee numbers, applicant businesses with ten (10) or more FTE employees must 

upload a copy of the business’ most recent WC-1 Form (see sample). Information highlighted in the 

sample below should be clearly legible. 

• Acceptable upload formats include PDF, JPG, or PNG. Scanned copies of original documents are 

acceptable.  

 

 

Sample WC-1 Form 
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CABQ Modified W-9 Form for business/entity (City of Albuquerque provided form) 

The City of Albuquerque requires any entity receiving funds to be registered as vendors using a W-9 form 

(see example below). Complete and print a W-9 form from the program website – be sure to sign it before 

uploading. When completed, upload the signed W-9 form along with the application and other required 

documents.  

 

 

 

 

EXECUTED LOI OR 5-YEAR LEASE FOR QUALIFYING SPACE 

All Storefront Grant Applications must include a proof of an executed Letter of Intent (LOI), lease 

agreement, or lease amendment for expansion between Landlord and Tenant that specifies commitment 

to occupy the storefront space for at least a 5-year term with no termination. 

LOI or lease must also include: 

• Total square feet being leased (Usable Square Feet),  and the per-square-foot cost being applied, 

• Total expected monthly rent amount, before any grant funding or other funds 

 

Upload the fully executed LOI or lease agreement/amendment with the application and other required 

documentation. 

 

https://www.cabq.gov/dfa/documents/purchasing-documents/modified-w9-updated-2019-07-11-1.pdf
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PROOF OF NONPROFIT TAX ID NUMBER and ANNUAL GROSS REVENUE 

All non-profit applicants must include proof of a Tax ID number and the previous year’s annual gross 

revenue.  This information in available on IRS Form 990.  

 

 

 


