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1. Introduction

The City of Richmond supports the enhancement of a positive quality of life for all its residents. City

Council recognizes that one means of helping to achieve this goal is through annual Grant Programs

to support the work of non-profit community service organizations.

A City Grants Web-based System was created, at stakeholders’ request, to provide an integrated,
user-friendly, efficient and effective on-line system for applicants. Some of the tangible benefits to
having an online grant application system include:

Reducing paperwork and eliminating unnecessary duplication from year to year;
Enabling applicants to copy and revise their previous application rather than start each
application anew;

Providing the ability to access, save and review applications at any time from
commencement to submission;

Ensuring the completion of all mandatory fields before submission; and

Establishing a database of application information for both the applicant and the City.

This City Grants Web-based System User Guide is designed for applicants to the Health, Social &

Safety and Parks, Recreation & Community Events Grant Programs. Prior to application, please

read the Program Guidelines found at www.richmond.ca/culture/citygrant.htm.

The City also has Arts & Culture, and Child Care Programs. For further information, please see the
City website at www.richmond.ca/culture/citygrant.htm.
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2. Account

a. Account Registration

City Grants are awarded to non-profit societies. To apply for a City Grant, a representative
of the society must register by entering the society number (assigned by the BC provincial
government), the society name, attaching two documents and choosing a password for the
system. The two documents required are the Society’s Certificate of Incorporation and its
Constitution and bylaws.

An email address must be supplied to receive correspondence from the City.

First time applying online?

Account Registration

Soclety Number

‘ 5. ‘

soclety Name

Email

Attach Certification of Incorporation:

Mo file chosen ‘ Add Flle

Attach Constitution / Bylaws

Mo file chosen ‘ Add Flle

Password

(minimum & characters)

Confirm Password

(Password entrles must match)

resetrom

Document Number: 7369017 Version: 6
Last updated: 2023-09-11 Page 6 of 46



Grant Applicant User Guide
City of Richmond HSS and PRCE Grant Programs

b. Log In

Please log into the system by entering your society number and password. Then click the
“Log In” button. As a Grant Applicant, you will have to use the Account Registration
function first, to create your account.

Community & Culture Business & Development >

ns * Log In or Reglster

Log in or Register

Welcome to the City of Richmond's Web-based Grant Application System, designed to
streamiing the application process for non-profit organizations seeking to Improve the quality
of Iife for Richmond residents. Once you have registerad, you will be asked to select 3 gramt
program: Health, soclal and safety; Parks, Recreation and Community Events; Arts and Culture;
or Child Care. Before beginning your application, please review the relevant Program
Guidelines and Web-based System User Guldes to galn an understanding of program criterla
and the application systam.

Already have an account?

Log In

Soclety Number/User Name

Password

Forgot password? Reset Password.
Emall changed? Emall the Administrator or call 604-276-4304.
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¢. Change Password

Once your account is set up, you can change your password anytime by clicking the “Reset
Password” link in the middle of the screen, under the blue “Log In” button.

Already have an account?

Log In

Soclety Number/User Name

Password

Forgot password? Reset Password.
Emall changed? Emall the Administrator or call 604-276-4304.
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Once in the “Reset Password” tool, enter a new password and repeat the password in the
“Confirm Password” field. Then click the “Change Password” button at the bottom to save
the new password.

Services > Parks & Recreation > Cufture & Community > Building & Development > CityHall >

Home » City Grants Applications System » Change Password

Weicome, S Change Password

Change your password by using the form below.

p Change Password
Choose a New Password

Log Out New Password” © Help

(
L ‘
Confirm Password”

| |
(

s

Quick Links

—> Retum to Grants List

Administration

ri': Grants Calendar

Summary Reports

P02 User Search
L~ e Sy i
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d. Reset Password

If you forgot your password, or if your account gets locked out!, you may generate a new
temporary password. Go to the Log In page and click on the Reset Password link. This will
take you to the “Reset Password” page.

Services » Parks & Recreation » Culture & Community » Building & Development >

Home » Log In Or Register

Log in or Register
Grant Application User Guides
Welcome to the City of Richmond's Web-based Grant Application System, designed to
streamline the application process for non-profit organizations seeking to improve the guality
of life for Richmond residents. Once you have registered, you will be asked to select a grant
program: Health, Social and Safety; Parks, Recreation and Community Events; Arts and Culture;

(i) ™ Arts & Culture Project Assistance

(i) = Ans & Culture Operating Assistance

or Child Care. Before beginning your application, please review the relevant Program
@ = Child Care Guidelines and Web-based System User Guides to gain an understanding of program criteria
and the application system.

@ %] Health, Social and Safety & Parks,
Recreation and Community Events Already have an account?

Log In

_ oy tumbertserame

Services Overview ‘ ‘

Recycling & Garbage | > password®
Pets & Animals | > ‘ ‘
Water, Sewer & Flood Protection | >
Weather Response | >
Roads & Transportation | > Forgot password? Reset Password.
Email changed? Email the Administrator or call 604-276-4304.
Emergency Services | >
Climate & Environment | >
Digital Services | >

First time applying online?

11f someone tries to access your account and enters the wrong password more than four times, the account is
locked out for your protection.
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Enter the Society Number that is registered with the system and click the “RESET
PASSWORD” button.

Reset Password

If you forgot your password, please enter your Society Number/User Mame below and we will
reset it by emailing a temporary password to you.

Reset Password

Society Number/User Name™

—

Return to Login
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The system will email you a temporary password. Click on the link in the email to go to the
Log In page.

How+ Q8

From: grants@richmond.ca Sent: Wed 2013-09
To: Dawson, Evelyn

Cc

Subject: Password Reset — City Grants Progam

'(chmond : %
"({lty of Rlchmond stlsh C’Iumbla

formation
| pics

Password Reset — City Grants Progam ———

Hello Evelyn's Test Society (111-111-111), Eind contacts: Services
departments

Thank you for using the City of Richmond Web-based Grant Application System.
Report a Problem

Your password was successfully reset. Your log in society number/username and temporary
password are:

ta problem or request a

Society Number/User Liannemdddduid 11 . :
Temporary Passwor& jo O] c-diX@d Subscribe to Our Site

ve updates by email or

lease log in using your temporary passworg? Once logged in, please change your password
by selecting "Change Passworad’

Program Registration

If you have any further questions or are experiencing difficulties logging in, please contact one

of our grant administrators mentioned on our web site www.richmond.ca/citygrants/. Enroll in Recreation & Cultural

ams

Thank you,

Volunteer Registration
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Enter your society number and the temporary password to log in.

You will then want to use the Change Password function to create a password that you can
remember.

Culture & Community » Building & Development >

Log in or Register

Welcome to the City of Richmond's Web-based Grant Application System, designed to
streamline the application process for non-profit organizations seeking to improve the quality
of life Tfor Richmond residents. Once you have registered, you will be asked to select a grant
program: Health, Secial and Safety; Parks, Recreation and Community Events; Arts and Culture;
or Child Care. Before beginning your application, please review the relevant Program
Guidelines and Web-based System User Guides to gain an understanding of program criteria
and the application system.

Already have an account?

Log In

Society Number/User Name”

Password”

Email changed? Email the Administrator or call 604-276-4304.
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3. Grants List Options

a. Grant List

Once logged in, all of your Grants are listed on the page, and show the following
information:

e Year

e Grant Program

e Date & Time Submitted

e Requested Grant Amount
e Amount Awarded

e Grant Status

Home » City Grants Applications System » Grants List

Grants List

|

« Save your work frequently. You may be logged out unexpectedly. You do not need to have
completed a step in order to save it.

Grant Applicant

« You can sort the information below by clicking on the table headings.

p Clisne Pacowand « Please remove all passwords from documents before you attach them.

Returning Applicants:

« % Certification of Incorporation For your new application to be considered, your Grant Use Report for the previous year's grant
« | constitution-bylaws- must be submitted by the application deadline. To access the Grant Use Report form, click the
20181030164322627.pdf applicable previous year's approved grant. Then click Grant Use Report at the top of the page.

Log Out If you are re-applying for the same kind of grant, you have the option to start by copying your

previous grant application by clicking on the "Duplicate” button beside an approved grant.
Your duplicate will appear below as a Draft for the new application year. Open this draft, then
work through the Steps on the right hand side to provide current information. It is your
responsibility to ensure that all information is entered and accurate before submitting the

Quick Links new application.

—> New Grant Application

Grant Status

—>  Return to Grants List

2024 CC: Child Care Capital Grant Requested:$9,000.00 DRAFT
Submitted on: Awarded:
Grant Application User Guides 2024 CC: Child Care Professional & Program Requested:  $60.00 SUBMITTED
i Development Grant Awarded:
(1) 2 Arts & Culture Project Assistance Submitted on: Sep 1, 2023 9:40 AM
@ “| Arts & Culture Operating Assistance 2024 HSS: $5,000 or Less Grant Requested:$4,300.00 DRAFT
Single Year Awarded:
@ 5 Child Care Submitted on:
- 2024 HSS: Over $5000 Grant Program Requested:$8,200.00 SUBMITTED
@ % Health, Sodal and Safety & Parks, Multi Year - Year 2 Aaideds
Recreation and C Events Submitted on: Sep 1, 2023 12:53 PM
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b. Navigate to a Grant Application

On the Grant list, click on the Grant Program for the application you wish to review. This

will take you to the Grant Application Details page.

2022 CC: Child Care Professional & Program Requested: $2,245.00 REPORTING
Development Gramt Awarded: §2.3245.00 SURRIEEED
Submitted on: Sep 5, 2023 11:32 AM Duplicate

2024 HSS: Over $5000 Grant Program Requested: $0.00 DRAFT
Multi Year - Year 2 Awarded:

Grant Application Details page.

Services > Parks & Recreation » Culture & Community > Building &

Home » City Grants Applications System » Health Social & Safety Program *» Grant Application Details

Grant Application Details

welcome, [N
S
Grant Applicant Application for Health, Social & Safety
I
p Change Password
* PDF Report
e = Certification of Incorporation HUelr ¥ _
Charity #:

e 2 constitution-bylaws-
20181030164322627.pdf

Status: SUBMITTED (on September 01, 2023)
* Certification of Incorporation

Log Out U

4 constitution-bylaws-20181030164322627.pdf
Contact: Signing Officers:
Chris Teal Fred Flinstone
Director President

Quick Links 123-456-7890 Betty Rubble

. smozin@richmond.ca Treasurer

—> New Grant Application richmond.ca Authorized Signatures

122 Alnhahat Ctrant
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¢. Enter Your Grant Use Report

Before you can apply for a grant, you must have completed the Grant Use Report for any
previous grant you received.

Navigate to your Approved grant from a preceding year and press the link to Grant Use
Report.

2022 CC: Child Care Professional & Program Requested: $2,245.00 REPORTING
Development Grant Awarded:  §2,345.00 —
Submitted on: Sep 5, 2023 11:32 AM Duplicate
2024 HSS: Over $5000 Grant Program Requested: $8,200.00 APPROVED
Multi Year - Year 2 Awarded:  $8,234.00
Duplicate

Grant Application Details

Application for Health, Social & Safety
.

'~ PDF Report
society #: [ NN

Charity #:

Status: APPROVED (on September 07, 2021 } Grant Use Report
# Certification of Incorporation
2 constitutio n-bylaws-20181030164322627. pdf

Council Decision

APPROVED | $8,234.00
Date: 2023-09-04

Decision: test
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Grant Use Report

Application for Health, Social & Safety

society +: N
Grant Proposal Title: _

Grant Amount Approved: $& 234.00
Application Review

Summary of grant use (from your original application, or modified as necessary)”

test

i

Please indicate how the City grant money was spent, or is
currently budgeted for use:

Hem Amt ($)
Personnel (Salaries and Benefits) [ |
$0.00
Consultant Services ( |
$0.00
Volunteer Support (e.g. expenses, recognition [ |
pport (e.g. exp g ) ‘ $0.00 ‘
Office Rent or Mortgage [ |
$0.00
Utilities and Telephone [ |
$0.00
Supplies ( |
PP ‘ $0.00 ‘
Equipment [
$0.00
Photocopying [ |
$0.00
Program Materials [ |
$0.00
Local Travel
$0.00
Capital Expenditures (if applicable) [ |
$0.00
Other, provide details [ |
1 $0.00
&.‘
Total: 50.00
Document Number: 7369017 Version: 6
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What amount did you contribute?”

‘ $0.00 ‘

Details Of Staffing Indicated Above

Staff Number of Staff Avg. Hours/Week

Full Time Employees ‘ ‘ ‘ ‘

Part Time Employees ‘ ‘ ‘ ‘

Volunteers (excluding [ |
board members)

Number served by this grant?”
Number of Richmond Residents served by this grant?”

How were these numbers determined?”

Is there a fee charged for this service or program?

O Yes
O No

If yes, please describe the fee and structure:

If no, why not?

7

Flease Identify and explain any significant differences between the proposed and
actual grant use, Including budget and Impact on outcomes”™
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Please list other funding sources sought and amounts recelved to support this
Grant. If no money was recelved, enter zero.”

Funding Source Amount
| S
| [ e
| | L =]
| [ =
| | | =]
| L e
Is there a surplus (defiat) expected from the City Grant?”
() es
) Mo
If yes, please explaln:
A
EBased on the goals Identifled In your application, please describe the community
benefits of this grant, Induding evaluatlon methods and a summary of the results
to-date”
o
Attach community benefits reports (optional)
community benefits reports’ @ Help
‘ No f"e (hmn |
Maximum 3 attachments
SE"E Draﬂ
Document Number: 7369017 Version: 6
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d. Duplicate a Grant Application

To create a new Grant Application from a previous application, you will find the “Duplicate”
button in the Grant Status column for Grants that have been Approved or Reporting

Completed on the Grants Listing page. Click on the “Duplicate” button to create a copy of
your Grant in DRAFT mode.

2022 CC: Child Care Professional & Program Requested: $2,245.00 REPORTING
Development Grant Awarded:  $2,245.00 —
Submitted on: Sep 5, 2023 11:32 AM Duplicate
2024 H55: Over $5000 Grant Program Requested: $8,200.00
Multi Year - Year 2 Awarded: $8,234.00
Duplicate

Grant Application Duplication confirmation.

£ Application Duplicated

Your previous year's application was successfully duplicated. Click the new DRAFT
application now listed below to proceed.

Note: Not all iInformation Is duplicated. Whera numbers {for example, budget) are not
duplicated, It Is your responsibllity to ensure that that all iInformation s updated and
accurate before submitting the new application. For Information that 1s duplicated,
please review It and make sure that it stll applies for the upcoming application.

The duplicated Grant application will appear on the Grants List with Status DRAFT.

REPORTING

2022 H5S: Over $5000 Grant Program Requested: $8,200.00 ——
Multi Year - Year 2 Awarded: $8,234.00
submitted on: Sep 1, 2023 4:14 PM Duplicate
2024 HSS: Over $5000 Grant Program Requested: $0.00 DRAET
Multi Year - Year 2 Awarded:
Document Number: 7369017 Version: 6
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4. Grant Status

a. Grant Status

The Grant Status is located at the top of the Grant Application. When you submit your
application, and when your interim/final report is accepted, the system will send you an
automatically generated email to notify you.

Grant Application Details

Application for Health, Social & Safety
|

* PDF Report
society #: I NNENEEEE

Charity #

St{us: APPROVED (on Ieptember 07, 2023) Grant Use Report
rporation

2 constitution-bylaws-20181030164322627 pdf

Council Decision

APPROVED | $8,234.00
Date: 2023-09-04

Decision: test

Below are the different Grant statuses:

e DRAFT

e SUBMITTED

e UNDER REVIEW

e DECLINED

e APPROVED

e REPORTING COMPLETED

b. Draft

The Grant Applicant is entering and adding to the application. The Grant Administrator may
view the information.
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c. Submitted

When the application is in the Submitted status, no further edits can be done to the
application by the Applicant. The Grant Administrator may ask for additional information
from the Applicant and attach it to the application under the title of ‘Additional
Information’.

d. Under Review

When the application is in the Under Review status, it is being reviewed by the Grant
Administrator and Grant Reviewers. They will assess the application and make
recommendations to Council. Then Council will review the grant and make a final decision.

e. Approved

A grant is awarded by Richmond City Council. The applicant may enter their (results of use
of the grant) interim or final report, when ready.

f- Reporting Completed

For grant recipients, an interim or final grant use report must be provided by the next year’s
grant application deadline if the society wishes to apply for a grant the following year. If not
re-applying, a final report must be submitted by the end of the society’s fiscal year. Your
society will be notified by e-mail once the report has been accepted.

g- Declined

This status is set if Council declines the grant application.

5. Create a Grant Application

a. General Tips

You can create a new Grant Application either from scratch, or by having the system
duplicate one of your previous Grant Applications (See “Duplicate a Grant Application” for
instructions).

Below are some tips to assist you when creating a Grant Application from scratch:

1. There is a navigation menu on the left hand side that allows you to go directly to the
different parts of the application.

2. All required fields are marked with a *.
To attach a document to the application, first click ‘Choose File’ and locate the
document on your computer, then click ‘Add File’ to add the document to your
application.
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4. Missing information or errors are highlighted with pink:

Amount Requested”

© Required

Proposed Project

Proposal Title”

@ Required

A summary of these issues will also be displayed in an error message at the top and
bottom of the page.

Please comrect the following:

= Proposal Title is required
= Please enter the Reguested Grant Amount

5.  Steps completed with all required information receive a green checkmark ¥ in the
navigation menu on the left side of the screen.

Grant Application

e —

Gram Applicant

e« L ord
P © 00

Step 1: Applicant Contacts

The following section Includes Questons ADout the Sockety

SocktyName

Society Number
]

Regstered Charity Number

Capital Grant Application

v Step 1 - Application Contacts
Stap 2 - Appicant Information

Sockety Website

wwwrichmond.ca

Contact Information

6. The system allows you to upload up to 3 documents for each question and accepts
any combination of the following file formats:

e PDF e DOC
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e DOCX e PNG
e JPEG o XLS
e JPG e XLSX
e GIF e BMP
e TIFF

7. If you have uploaded a wrong file or wish to update an existing file, please remove

the unwanted file by clicking the Remove link to the right of the file.
8. At any given point during the application process, you can click the “Save Draft”

button at the bottom of the page and log out of the system. If you use the “Save
Draft” button, be assured that all information you have entered has been saved in
the database.

Save Draft Save & Procced to Next Step

To proceed through the steps in order, click the “Save & Proceed to Next Step”
button at the bottom of the page for each step. All edits will be re-checked when
the Grant Application is Submitted.

Save Draft Save & Proceed to Next Step

b. Creating your Grant Application

To create a new Grant Application from scratch, you will find the “New Grant Application”
button in the navigation menu on the left of the screen. Click on the button to go to Start a

New Application.

2EVE YUUT WUIK ITEYUETIUY. TUU IIZY US I0YEU DUL UNEXPECEUTY. TOU UU NI0L TIEEU 10 T1ave

Grant Applicant :
completed a step in erder to save it

J) Change Password

« You can sort the information below by clicking on the table headings.
«+ Please remove all passwords from documents before you attach them.

Returning Applicants:

Certification of Incorporation For your new application to be considered, your Grant Use Report for the previous year's grant
[ constitution-bylaws- must be submitted by the application deadline. To access the Grant Use Report form, dlick the
20181030164322627 pdf applicable previous year's approved grant. Then dick Grant Use Report at the top of the page.

If you are re-applying for the same kind of grant, you have the option to start by copying your
previous grant application by clicking on the *Duplicate™ button beside an approved grant.
“Your duplicate will appear below as a Draft for the new application year. Open this draft, then
‘work through the Steps on the right hand side to provide current information. It is your

ility to ensure that all i is entered and accurate before submitting the

Qui(k Links new application.
—» New Grant Application

% Application Grant Amount Grant Status
—» Retum to Grants List __

2024 CC Child Care Capital Grant Requested: DRAFT

Submitted on: Awarded:
Document Number: 7369017 Version: 6
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c. Select a Grant Program

This step asks you to choose a grant program. This selection must be made before you
continue onto the next step. Complete this information and press Save and Proceed to Next

Step.
New Grant Application
The City of Richmond provides a range of grant programs. To make an online application,
please select one of the grant programs below.
As you fill in your application, please be sure to use one of the following options before
exiting each page.
Save Draft - The Save Draft button will save any changes made to the current application and
you will remain on this page. You do not need to complete all questions in order to save your
progress.
5ave & Proceed to Next Step - The Save & Proceed button will save any changes made to the
current page, before moving you to the next page. At some steps, you will need to complete
all the required guestions in order to proceed.
Form Navigation - You can use the menu on the left to jump to any available page of the form.
Please note that navigating to ancther page of the application form through the menu on the
left will discard any unsaved changes.
File Uploads - To attach a file to your application please press the Upload button and then Add
File button before pressing Save Draft or Continue.
Start a New Application
Select Grant Type:

« () Health, Social & Safety

. O Parks, Recreation & Community Events

. O Arts & Culture Operating Assistance

« () Child Care Capital Grant

. O Child Care Professional & Program Development Grant

Start Application
Return to Grants List
Document Number: 7369017 Version: 6
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d. Step 1: Applicant Information

This step allows you to enter general information on the organization and contact
information. Complete this information and press Save and Proceed to Next Step.
Remember, you may press Save Draft at any time and your application will be saved so that
you may return to it later.

Grant Application

Welcome, IR PP

Grant Applicant The following sectlon Includes questions about the Soclety. For assistance in Tlilng out this
m section of the torm, piease reter to the Grant Program Guidedines.

I

Ty
S Change Password
__)r_ Change Password

( 2)
Cartification of Incar&aﬂcln il

Constitution-bylaws- Step 1: Applicant Information
201810301 64220637 pdi

socletyName
Loaout I
Soclety Mumber
]
Health, Sodial & Safety Registered Charity Number
Application
step 1 - Applicant Infarmation | |
Step 2 - Grant Level Selection
soclety Website
| httpsi.. |
Quick Links Contact Information
%  Mew Grant Application Please enter this Information carefully. We will use It In Tuture comespondence
with you.
% Returmn to Grants List
First Namea’
Grant Application User Guides
— Last Name”

- Arts & Culture Project Assistance

i

Arts & Culture Dperating Assistance | |

soclety Role  Titke”

i) = ChikdCare

Ty Health, 5odal and Safety & Parks, | |
= Recreation and Commun ty Events

Address”

_ Gt}ll

Sanvices Ovaniew | |

Document Number: 7369017 Version: 6
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Reqycling & Garbage | > .
Provinoa
Pets & Animals | 3 | |
British Columbla v
Water, Sewer & Flood Protection | 3
Weather Response | 3 Country”
Roads & Transportation | 3 | Canada ~ |
EMErgency Services | 3 Postal Coge”
Climate & Envircnment | 3 | |
Digital Services | 3
Phone Mo
Emall®
smozind@richmeond.c |
Purpose and Membership
What Is your membership criterla?”
-
Do you have an annual membership tee?
O ves
3 No
I yes, how miwch Is your annual membsership fee?
AM3CN 3 st of e Board of (Irectors, OTMICers and Exscutive DIFectors of
the Sodety, Including thelr addresses and contact Infarmation” 9 Help
|
Maximum 2 attachments
Financial Information
Your Sodety’s Budget Last Complete Year Current Year
Total Revanue | | | |
Total Expanses | | | |
annual Surplus or (Defidt) | | | |
Document Number: 7369017 Version: 6
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Explanation for Annual Surplus or {Defidt)

Last Complete Year

e
Current ‘ear

e
Explanation for Accumulated Surpius or (Deficy”

A

Attach Financlal Statements for Last Year (Indude a balande sheet and
statement of revenue and axpenses, audited Tinanclal statements are @ Halp
prefermad)”

Mudmum 3 attachments

If you do not have audited Tinandal statements, explain why not

Attach Oparating Budget For Current Year” & Halp

oo i o e chosen |

Mudmum 3 attachments

Save Draft Save & Proceed to Next Step

Document Number: 7369017 Version: 6
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e. Step 2: Grant Level Selection

This step asks you to Select whether you are applying for a grant of $5,000 or less, which the
following will refer to as a Minor Grant, or if you are applying for a grant over $5,000, which
the following will refer to as a Major Grant.

Since completing Step 2 opens up more application steps, you must complete Step 2 before
you can complete the rest of the application.

Grant Application

Welcome

|

Grant Applicant The following section includes questions about the Grant Propeosal. For assistance in filling out

this section of the form, please refer to the Grant Program Guidelines.

J‘J Change Password At any point in completing the application you can use the menu navigation bar on the right

hand side of the screen to directly access any step in the application.

Certification of Incorporation
constitution-bylaws-

20181020164222627.pdf a @

Loo Out Step 2: Grant Level Selection

Grant Level

Select a Grant Level

Health, Social & Safety (O $5000 or Less Grant
Appl ication () Owver $5000 Grant

Step 1 - Applicant Information

Step 2 - Grant Level Selection Save Draft Save & Procead to Next Step

After you select the grant level, it asks you to select whether you are seeking single year or
multiple year funding (up to a three-year funding cycle).

. @ You may be eligible for multi-year
Step 2: Grant Level Selection funding if you have received 5
consecutive years funding for the
same program prior to this year. If
you are unsure, please contact your

Grant Level

Select a Grant Level
5000 or Less Grant

grant administrator for more

Are you applying for a single year, or for a multiple year funding cycle?

@ single Year Funding information. You will find their

ultiple Year Funding (see Grant Program Guidelines for criteria contact information at
O Over $5000 Grant www.richmond.ca/culture/citygrant.
You may also refer to the Grant

Save Draft Program Guidelines at

www.richmond.ca/culture/citygrant.

Document Number: 7369017 Version: 6
Last updated: 2023-09-11 Page 29 of 46


file:///C:/Users/jsanders/AppData/Roaming/OpenText/DM/Temp/www.richmond.ca/culture/citygrant
file:///C:/Users/jsanders/AppData/Roaming/OpenText/DM/Temp/www.richmond.ca/culture/citygrant

Grant Applicant User Guide

City of Richmond HSS and PRCE Grant Programs

() : )
Step 2: Grant Level Selection

Grant Level
Select a Grant Lewvel
& $5000 or Less Grant

Are you applying for a single year, or for a multiple year funding cycle?
() single Year Funding

& Multiple Year Funding (see Grant Program Guidelines for criteria)

Please select one of the following:
() Year10of3

() YearZof3
() Year3of3

() Ower $5000 Grant

Sawve Draft Save & Procead to Next Stap

When you have made your choices on this step, press Save and Proceed to Next Step.

Document Number: 7369017

Version: 6
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f. Step 3: Grant Proposal (Minor or Major Single Year Grant, or Minor or
Major Year 1 Grant of a Multiple Year Funding Cycle)

This step collects all of the information about your Grant proposal.

Welcome, I

Grant Applicant
6_':’) Change Password

« [% Certification of Incorporation

. [ constitution-bylaws-
20181020164222627. pdf

Log Out

HS5: §5,000 or Less Grant
Application

Multiple Year Funding Cycle - (Year 1 of
3)

Step 1 - Applicant Information
~Step 2 - Grant Level Selaction
Step 3 - Grant proposal
Step 4 - Partnerships
Step 5 - Community Needs
Stap 6 - Community & Society Banefits
Step 7 - Measuring Outcomes
Signing Officers
Review Application

Submit Application

Quick Links

—) Mew Grant Application

—> Return to Grants List

Document Number: 7369017
Last updated: 2023-09-11

Grant Application

The following section includes questions about the Grant Proposal. For assistance in filling out

this section of the form, please refer to the Grant Program Guidelines.

P Pt Pt Pt P Pt P
I'I'—° 4 —s5—&6|— 7 — 8+— 9]
A L L L, b L S

Step 3: Grant Proposal

Grant Information

Proposal Title'

Requested Amount”

| o |

Grant Purposa
(O Operating Assistance

O Community Service / Program [ Event - Ongoing
O Community Service / Program / Event - One-time Activity

For One-time Activity:

Start Date
| yyyy-mm-dd (] |
End Date
| yyyy-mm-dd [m] |

Number To Be Served”

How Many Will Be Richmond Residents?”

Version: 6
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Grant Application User Guides How were thess numbers datermined?’

(i) = ans® cunure Project Asslstance

(i)  Aris & Culture Operating Assistance

(i) = comacare

(7 Heaitn, Sodal and satety & parks, &
“2' Rerreation and Community Events

Summary O Request For City OF Richmond Grant (Induda proposed

activitles, target groupis) and community benefits)” © Help
Sanvices Ovarview
Recyding & Garbage | 3
Pels & Animals | 3 &
Water, Sewer & Flood Protection | % idantity any City of RIcNMond Services you currently recefve (ncude use of
tacilities, subsidized rant, property tax rellef, photocopying, statfing and othars
Weather Respornse | > with estimated values, If known)”
Roads & Transporiztion | 3
EMErgency Sarvices | 3
Cimate & Emironment | 3
Digital Sarvices | 3
g
Proposed City Grant Budget
Indicate How The Proposad Grant Will Be Used:
Personnel (Salaries and Benafits)
—
Volunteer Support {e.g. expenses, recogniltion)
e
Utilities and Telephone
-
e
Document Number: 7369017 Version: 6
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Program Materials

$0.00

Other, provide datalls

‘ P

Detalls OF 5taffing Indicated Above

Stafl Mumber of Staff Avg. Hours/Week
Full Time Empiloyaes

Part Time Empioyees

Volunteers (sxduding

Baard members) o q

Financial Assistance From Other Sources

Is your sodiety applying for funding from other sources (e.g other grants,
donations, finandal assistance or sponsorships) regarding this grant proposal?

() Yes
) No

Do You Require A Grant For The Full Amount Requested To Implemant Tha
Proposal?

) Yes

) o

I ‘You Recalve A Grant For Part Of The Amount Reguasted, How Wil it Be Ussd?

Total Proposal Funding

Desmription Amt [5)

Amount of Oty Grant Requastad

Amount Requested from Other Funders” D
Amount Your Sodety will Provise D

Document Number: 7369017 Version: 6
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Fea

Is there 3 fee charged for this Service of Program?
Tes

oo

No

If yes, please describe the fee and structure

If mot, why not?

Save Draft Save & Proceed to Next Step

Document Number: 7369017

Version: 6
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g- Step 3: Grant Proposal Update (Minor or Major Year 2 or Year 3 Grants
of a Multiple Year Funding Cycle)

This step collects all of the information about your Grant proposal.

P —
P FamN TN

L1 [ 4 |— 5|

« & Certification of Incorporation p— R R

» ¥ constitution-bylaws: Step 3: Grant Proposal Update
20181030164322627. pdf

Amount Requested”
Log out
‘ $0.00 ‘
Proposal Information
HS5: §5,000 or Less Grant Proposal Title”

Application ‘ ‘

I\;uh‘.iple Year Funding Cycle - (Year 2 of
3

Summary Of Request For Clty Of Richmond Grant {Include proposed activitles,

Step 1 - Applicant Information 5
P oo target groupis) and community benefits)

~Step 2 - Grant Level Selectlon

Step 2 - Grant Proposal Update
signing Officers

Review Application

submit Application

4
uick Links
Q Pleasa review your Year 1 application and explain and/or attach Information
% New Grant Application regarding any changes that will Impact grant use.
—3 Return to Grants List
Grant Application User Guides
@ %] Arts & Culture Project Assistance P
@ % Arts & Culture Operating Assistance andior © Help

@ 7| child Care ‘ Mo fila chosen ‘

Maximum 3 attachments

@ Health, Soclal and Safety & Parks,
Recreation and Community Events wumber To Be Served”

_ — —

services Overview
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Recycling & Garbage

Pets & Animals

Water, sewer & Flood Protection

Weather Response

Roads & Transportation

Emergency Servicas

Climate & Environment

Digltal Services

WOLOW W W W W Y| W

How will these numbers be determinad?”

Save Draft Save & Proceed to Next Step

h. Step 4: Partnerships (Both Minor and Major Grants, All Years)

This step collects all of the information about your Partnerships. First enter a list of each of

your partners.

Welcome., /N

Grant Applicant

!! Change Password

% Certification of Incorporation

- [¥] constitution-bylaws-
20181030164322627. pdf

Log Out

HSS: $5,000 or Less Grant
Application

Multiple Year Funding Cycle - (Year 1 of
3)

Step 1 - Applicant Information
~*Step 2 - Grant Level Selection
Step 2 - Grant proposal
Step 4 - Partnerships
Step 5 - Community Needs
Step 6 - Community & Society Benefits
Step 7 - Measuring Outcomes
Signing Officars
Review Application

Submit Application

Document Number: 7369017
Last updated: 2023-09-11

Grant Application

The following section includes questions about the organizations you will partner with to
deliver and ensure the success of your proposed grant use. Indude partner roles and activities.
What will your partner contribute? What will your society contribute?

For assistance in filling out this section of the form, please refer to the Grant Program
Guidelines.

.;:'}':Hog’ 3)—( Y5 )—(s)—(7)—s)—(s)
Step 4: Partnerships

List all organizations that will partner with you, and add
partnership information

Partner's name’

« The Benevolent Group [edit] [delete]

Edit - Clicking a Partner's name or Edit will allow you to enterfedit Partner details.

Save & Procead to Next Step

Version: 6
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Next click on the partner’s name and complete the following page for each partner.

Step 4: Partnerships

List all organizations that will partner with you, and add
partnership information

= The Benevolent Group [edit] [delete]
Edit - Clicking a Partner's name or Edit will allow you to enterfedit Partner details.

Edit Partnership Information

Organization Name’

‘ The Banevolant Group ‘

Phone No®

Email”

Roles and Activities:
{(What will the Partner and your Society each contribute?)’

Has this partner agreed that they will fulfill these roles and activities should

funding be received, and provide written confirmation if requested?’

() Yes
() No

Written confirmation of this information from your partner (e.g. letter or

email)’ @ Help

Choose File | Mo file chosen ‘
Sawve Draft Save & Return to Partners List Cancel

Document Number: 7369017 Version: 6
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i. Step 5: Community Need (Major Single Year Grant, or Minor and Major
Year 1 Grant of a Multiple Year Funding Cycle)

This step collects information concerning the community needs that your grant will address.

p Change Password
(1 'Il—o—( 3 s ) V(&) —{7) {89
4 certification of Incorporation e p— R e R p— R

* ¥l constitution-bylaws- Step 5: Community Needs
20181030164322627 pdf

The need for operating expense, program, etc

Log Out
Have you determined the need for this particular operating expense, program,
etc?”
() Yes
) Mo

HSS: 55,000 or Less Grant

Application If yes, describe the method used to establish need and the rasults © Help

Multiple Year Funding Cyde - (Year 1 of
3)
Step 1 - Applicant Information
~5tep 2 - Grant Level selection
Step 2 - Grant proposal
Step 4 - Partnerships

0
Step 5 - Community Needs e
Step 6 - Community & Soclety Benefits
Step 7 - Measuring Qutcomes Identify The Primary Populations Your Proposal Will Benefit

signing Officers N
erimary Population(s) Served

Review Application
General Population

Submit Application
Nelghbourhood
Children

Youth

Senlors

Quick Links

Famillas

—> MNew Grant Application women

O0O0OO0ODO0OO0OO0OO

other
—> Return to Grants List

summary (how will your proposal benefit thase groups)”

Grant Application User Guides

@ %] Arts & Culturs Project Assistance

@ %] Arts & Culture Operating Asslstance

@ % child Care y

@ ¥ Health, Social and safety & Parks, Unigue Service

Recreation and Community Events
Is a simllar Program, Service Or Event Already Offered to Richmond Residents By

Another Sodety?

() es

Cwsewies o
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If yes, how Is your program different?
services Overview y your prog

Regycling & Garbage | >
Pets & Animals | 3
Water, Sewer & Flood Protection | >
Weather Response | >
o~
Roads & Transportation | >
If yes, have you contacted the sodety to see how you might work together?
Emergency Services | > O ves
climate & Environment | 3 O no
Digital Services | N
% If yes, what were the results?
5~
sove ot
Document Number: 7369017 Version: 6
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J. Step 6: Community and Society Benefits (Major Single Year Grant, or
Minor or Major Year 1 Grant of a Multiple Year Funding Cycle)

This step collects information concerning the benefits that your grant will create.

p Change Password

« @ Certification of Incorporation

«  constitution-bylaws-
20181030164322627. pdf

Log Out

HSS: $5,000 or Less Grant
Application

Multiple Year Funding Cycle - (Year 1 of
3)

Step 1 - Applicant Information
~Step 2 - Grant Level Selection

Step 3 - Grant proposal

Step 4 - Partnerships

Step 5 - Community Needs

Step6-Co ity & Society Benefit
Step 7 - Measuring Outcomes

Signing Officers

Review Application

Submit Application

Quick Links

% New Grant Application

% Return to Grants List

Grant Application User Guides

@ # Arts & Culture Project Assistance

@ # Arts & Culture Operating_Assistance

Document Number: 7369017
Last updated: 2023-09-11

[:I ; \l—o—i’ ; \:l—i:/ .; \|—<’ ; \|—®—/ ; \I—l, é \>—|/ ;\ \:I
Step 6: Community & Society Benefits

Community Benefits

Explain How Your Grant Will Meet The Following Objectives (check all that are
applicable)”

Promoting The City's Vision:
"to be the most appearling, livable and well-managed city in Canada"

Inclusion

Social Equity

Volunteerism

Wellness

Innovation

Build Individual Capacity

Build Organizational Capacity
Build Community Capacity
Neighbourhood Connectedness
Citizen Engagement

Provide Social Sustainability
Provide Economic Sustainability

Provide Environmental Sustainability

O0o0oo0OO0OO0ooDbDOooOooo0ooOoo

Other

Please specify:

Describe How Your Proposal Will Provide These Community Benefits”

Version: 6
Page 40 of 46



City of Richmond

Grant Applicant User Guide
HSS and PRCE Grant Programs

(3) 7 child Care

@  Health, Social and Safety & Parks,

Recreation and Community Events

Services Overview

Recycling & Garbage

Pets & Animals

Water, Sewer & Flood Protection

Weather Response

Roads & Transportation

Emergency Services

Climate & Environment

Digital Services

viviviviviv v |wv

Society Benefits

How Will The Grant Benefit Your Society? (check all that are applicable)”
Improve Quality Of Service

Maximize Number Served

Promote Partnerships

Leverage Funding

Support Stable, Capable Services

Oo0oo0o0o0o0o

Other

Please specify

Explain How This Proposal Will Benefit Your Society”

Save Draft Save & Proceed to Next Step

k. Step 7: Measuring Outcomes (Major Single Year Grant, or Minor or
Major Year 1 Grant of a Multiple Year Funding Cycle)

This step consists of two screens. On the first one you list the goals that your grant will

address.

p Change Password

« = Certification of Incorporation

« = constitutio n-bylaws-
20181030164322627 pdf

Log Out

HSS: $5,000 or Less Grant
Application

Multiple Year Funding Cycle - (Year 1 of
3)

Step 1 - Applicant Information
+ 5Step 2 - Grant Level Selection
Step 3 - Grant proposal

Ctan A Dartnarchine

Document Number: 7369017
Last updated: 2023-09-11

(@)oo ()(s)o)
Step 7: Measuring Outcomes

Identify The Goals, Objectives, Deliverables and Outcome
Measurements Of Your Proposal

Goal’

Add Goal

» Engage 500 people made vulnerable [ edit] [delete ]

Save & Proceed to Next Step

Version: 6
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Then click on each goal to provide objectives, deliverables and outcome measurements.

é,/ Lnange rasswora

./._.\. ./._.\. ./._.\. ./._.\. ./._.\. ./._.\. ./._.\.
1) — 3 — 4 — 5 — 6 | . 8 — 9 |
' Certification of Incorporation e g N p— R R R

» * constitution-bylaws; Step 7: Measuring Outcomes
20181030164322627 pdf
Identify The Goals, Objectives, Deliverables and Outcome
Log Out Measurements Of Your Proposal

Goal’
HSS: $5,000 or Less Grant
Application

Multiple Year Funding Cycle - (Year 1 of
3)

« Engage 500 people made vulnerable [ edit] [delete ]

) ) Edit Goal Information
Step 1 - Applicant Information

+ 5tep 2 - Grant Level Selection Goal Name"

Step 3 - Grant proposal

Step 4 - Partnerships Engage 500 people made vulnerable
Step 5 - Community Needs :

Step 6 - Community & Society Benefits

Step 7 - Measuring Outcomes Objectives

Signing Officers
Review Application

Submit Application

Quick Links L %)

% New Grant Application Deliverables”

9 Return to Grants List

Grant Application User Guides

@ ™ Arts & Culture Project Assistance

@ # Arts & Culture Operating Assistance

(@) = child care

@  Health, Social and Safety & Parks,
Recreation and Community Events

_ | 4
5 e m

Outcome Measurement”

Save Draft
Services Overview

Recycling & Garbage | >
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l. Signing Officers

This step allows you to download a form for the signatures of two signing officers of your
society, and then upload it to the application.

» @ Certification of Incorporation
» [ constitution-bylaws- (1 ]Ao 3) a) 5) 61— 7) . o)
20181030164322627.pdf g S’ g S N s N

Step 8: Signing Officers

Log Out
Board Member 1

First Name”
HSS: $5,000 or Less Grant ‘ ‘
Application
Last Name”
Multiple Year Funding Cycle - (Year 1 of )
3) ‘ ‘
Step 1 - Applicant Information
+ 5Step 2 - Grant Level Selection

Society Role”
Step 3 - Grant proposal ]

Step 4 - Partnerships ‘ ‘

Step 5 - Community Needs

Step 6 - Community & Society Benefits
Board Member 2

Step 7 - Measuring Outcomes

Signing Officers

) ) First Name®
Review Application
Submit Application ‘ ‘
Last Name™
Quick Links ‘ ‘
% Mew Grant Application Society Role”
% Return to Grants List ’ ‘
Signatures
Grant Application User Guides Download and complete the * Declaration and Signatures Form and attach the

_ signed copy to your application here.
@ * Arts & Culture Project Assistance

Completed Signatures Form” e Help
@  Arts & Culture Operating Assistance

Choose File | No file chosen ‘ Add File
(@) = child Care ' :
@ ! Health, Social and Safety & Parks, Save Draft Save & Proceed to Next Step

Recreation and Community Events
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6. Review Application

a. General

Once you have completed the application, the system will take you to the “Review

Application” page where you can review all your information and view any uploaded

documents. If you need to make any changes, you may click on the link from the navigation

menu on the left side of the screen or click the “Make Changes” button at the bottom of the

page.

The navigation menu on the left side of the screen will also indicate if you have provided all

required information. If any of the steps do not have a green checkmark * next to it, you

will need to go back to that step and review the information.

Grant Application Details

Application for Health, Social & Safety

Autism Society of British Columbia
* PDE Report

Society #: 107810046RR0001
Charity #

Status: DRAFT

* Certification of Incorporation

# constitution-bylaws-20181030164322627.pdf

Contact: Signing Officers:

Chris Teal Fred Flinstone
Director President
123-456-7890 Betty Rubble
smozin@richmond.ca Treasurer

richmond.ca Authorized Signatures

123 Alphabet Street
Richmond, British Columbia
Canada, V7A 2Y6
Last Complete Year test

Current Year test

Explanation for Accumulated Surplus or (Deficit)
test

HSS: $5,000 or Less Grant
Application

Multiple Year Funding Cycle - (Year 1 of
3)

Step 1 - Applicant Information
~ Step 2 - Grant Level Selection
Step 3 - Grant proposal
Step 4 - Partnerships
Step 5 - Community Needs
Step 6 - Community & Society Benefits
Step 7 - Measuring Outcomes
Signing Officers
Review Application

Submit Application

Attach Financial Statements for Last Year (include a balance sheet and statement of revenue

and expenses, audited financial statements are preferred)

« ¥ financial-statements-for-las-20230901101034338 pdf

If you do not have audited financial statements, explain why not
test

Attach Operating Budget For Current Year

= operating-budget-for-current-20230901101114104.DOCX

ke chanoes
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b. Print Application
To print the application use the print function on the browser.
¢. Submit Application

If you are satisfied with your answers and are ready to submit the application, there are two

ways to do this.
Welcome, I

]
On the navigation menu on the left side of the screen, ]
Grant Applicant
you may click Submit Application. I
I

4’3 Change Password

- Certification of Incorporation

- constitution-bylaws-
20181030164322627. pdf

Log Out

Or, at the bottom of the Review Application page, click

the button that says Submit Application.

HSS: $5,000 or Less Grant
Application

Make Changes - This will take you back to step 1 where you can make changes from the
beginning of your application or use the navigation menu bar on the right hand side of the ;;l-lltiple Year Funding Cydle - (Year 1 of

screen to go directly to any step.
Step 1 - Applicant Information

~Step 2 - Grant Level Selection
Make Changes Submit Application Step 3 - Grant proposal
Step 4 - Partnerships

Step 5 - Community Meeds

Step 6 - Community & Society Benefits
Step 7 - Measuring Outcomes

Signing Officers

Review Application

Submit Application

If you have not fully completed the application, the system will list the unfinished step(s) on
the page.
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You may click on the link provided on the list or use the navigation menu on the left side of
the screen to return to that specific step, review your answer, and complete the application.

Grant Application Submission

Please review your application thoroughly and be sure that all sections have been filled out
completely and accurately. If any required fields are left blank, your application cannot be

submitted for review.

© You have not fully completed the application.

Following is a list of steps that have not been completed. You must complete these steps
before submitting your application. Please click on the links below to complete each

unfinished step(s).

« Step 1- Applicant Information

» Step 3 - Grant proposal

» Step 4 - Partnerships

» Step 5 - Community Needs

» Step 6 - Community & Society Benefits

» Step 7 - Measuring Outcomes

» Signing Officers

d. Terms & Conditions
If all answers are in order, the system will take you to the final step: “Terms & Conditions”.
Please read through the document carefully.

You must answer “Yes” at the bottom of the page before you can submit the application
successfully.

Once it is submitted, the system will send you an email confirming your application.

Since this is a competitive process, please note that once the application is submitted, you
will no longer be able to make changes. Please review your application thoroughly before
pressing Submit.
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