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Richmond Arts and Culture Grant Program  
 
PROJECT GRANTS 
 
Opening – Sept 10, 2025 
Closing – Oct 15, 2025 at 5pm 
 
This list of questions is a template offered in support of our recommendation to edit and save 
your grant answers in Word format. Working on the grant in the online portal presents a risk of 
losing unsaved work, particularly in cases when internet connection unexpectedly ceases. This 
document only includes long form questions rather than all elements of the online grant. 
 
Please note, this is a tool. Your answers must still be copied into the online grant portal. There 
is additional required information that is not included in this document. Your grant must be 
submitted through the online portal, otherwise, your submission will not be eligible.   
 
If you have any questions, please email: 
 
Camyar Chaichian 
Program Manager, Community Cultural Development 
cchaichian@richmond.ca 
 
2025 Richmond Arts and Culture Project Grant Question Template 
 
Step 1: Society Information 
 
Society Name: 
Society Number: 
Date of Incorporation: 
Society Website: 
 
Contact 
First Name: 
Last Name: 
Address: 
City: 
Province: 
Country: 
Postal Code: 
Phone Number: 
Email: 
 
Society Details 
 

1. Society Mission/Mandate: 
 

2. Brief history of the Society and its role in Richmond: 
 

3. List all current directors of the Society: 
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Step 2: Project Summary 
 
Project Name: 
Project Date(s): 
Project Location(s): 
Project Website: 
Project Category: (Check as many as apply within system) 
 
Brief Project Summary (Include the following): 
 

1. What are your project goals, and how do these goals fulfill your 
mission/mandate? 

 
2. Is this an existing project? If yes, what years has this project been active? 

 
3. How many Richmond residents are served by your proposed programs.  

 
Step 3: Project Details 
 

1. Describe the key event/activities of your project and the artists leading the 
event/activities: Any relevant documents and additional materials (i.e., program 
guide, media clippings, catalogue, examples of work, etc.) 

 
2. Provide a timeline for the project including key milestones dates. 

 
3. How does your project/event enhance community connections and are there any 

aspects of your project/event that make it accessible and inclusive? 
 

4. Describe planning for volunteers. Include number of volunteers, their roles and 
plans for volunteer recruitment. 

 
Partnership Information  
 

1. Are there any community partners contributing to your project or event? If yes, 
please describe who they are and what the relationship is. (e.g. another arts 
organization, non-profit, artist, producer, facilitator, sponsor) 

 
2. Describe how the key contributors (listed above) will contribute to the project's 

goals. 
 

3. Please provide a brief biographical summary (max. 200 words per person) for 
each of the key project contributors. 
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Step 4: Project Audience 
 

1. What is the intended public audience you wish to engage (e.g. diverse 
communities, neighbourhoods, artists, residents, visitors, cultural tourists)? 

2. How many Richmond artists will be involved with this project and please describe 
their involvement  

 
Projected Number of Participants (those involved in creating the project) 
Percentage of local artists:  
Projected Number of Attendees 
Number of Participants* in previous similar projects (if applicable) 
Number of Attendees in previous similar projects (if applicable) 
Cost of Admission for Attendees (if applicable) 
 
Step 5: Proposed Project Budget 
*The following budget information is for the project you are applying for – not your overall 
operating budget.  
 
 
Financial Details 
REVENUES 

Earned 

Admissions / Box Office / Sales $0.00 

On-site Cash Donations $0.00 

Concessions / Merchandising $0.00 

Memberships $0.00 

Other, provide details $0.00 

Total Earned Revenue: $0.00 

Fundraising 

Individual Donations $0.00 
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Fundraising 

Cash Contributions Sponsorships $0.00 

Fundraising / Special Events $0.00 

Foundations, specify: $0.00 

In-kind Supplies & Services, specify: 
accounting and assistant, publicity, personnel for contracting 
performers and others help in the day of the concert 

$0.00 

Other, provide details $0.00 

Total Fundraising Revenue: $0.00 

Government 

City of Richmond Project Grant $0.00 

Province of BC including Gaming or BC Arts Council, specify: $0.00 

Federal Government (Canada Council and/or Canadian Heritage), 
specify: 

$0.00 

Other, provide details $0.00 

Total Government Revenue: $0.00 

Total Revenue: $0.00 
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EXPENSES 

Programming 

Commissioning Fees $0.00 

  

Creative Fees or Honoraria (ie artists, speakers or community 
contributors) 

$0.00 

Copyright Payment or Royalties $0.00 

Staff Costs (ie Production or Technical Staff) $0.00 

Production or Creation Costs (ie Exhibition, Programming, 
Production, Printing and/or Distribution Expenses) 

$0.00 

Equipment or Venue Costs (ie Indoor Facility, Outdoor Tent 
Rentals) 

$0.00 

Publication and/or Documentation Costs $0.00 

Permits, City Services $0.00 

Artist and/or Volunteer Services (ie Travel, Accommodation, Food, 
etc.) 

$0.00 

Site Costs (ie Insurance, Garbage, Toilets, Power, Security, etc.) $0.00 

Other, provide details $0.00 

Total Programming Costs: $0.00 
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Administration and Marketing 

Administrative Fees or Salaries (Project Coordinators, Project 
Managers, etc.) (Note: Does Not Apply To Regular Administrative 
Staff) 

$0.00 

Office Expenses $0.00 

Fundraising Expenses $0.00 

Advertising Purchases $0.00 

Marketing and Promotion Expenses (including design, printing of 
promotional materials, advertising and media relations) 

$0.00 

Outreach Expenses $0.00 

Other, provide details $0.00 

Total Administration and Marketing Costs: $0.00 

Total Expenses: $0.00 

Surplus or (Deficit): $0.00 

Financial Summary 

Total Project Budget: 
*For the specific budget you are applying for. 

$0.00 

Requested Grant Amount (Up To 50% of Project 
Budget) 

$0.00 

Fiscal Year End Date: Day/Month/Year 
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Proposed Year 

Proposed Year Total Operating Budget: $0.00 

Proposed Year Total Revenue: $0.00 

Proposed Year Total Expenses: $0.00 

Proposed Year Surplus (Deficit): 0.00 

Proposed Year Accumulated Surplus (Deficit): $0.00 

Other sources of Revenue: $0.00 

 

This section is for your overall Operating budget which includes the project 
budget you are applying for plus any additional expenses for your Society/group. 

Last Year Operating Budget  
 

Last Year Total Operating Budget: $0.00 

Last Year Actual Total Revenue: $0.00 

Last Year Actual Total Expenses: $0.00 

Last Year Surplus (Deficit): $0.00 

Last Year Accumulated Surplus (Deficit): $0.00 

Other sources of Revenue: $0.00 
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Budget Notes 
 

1. If you have indicated other sources of grant funding, please list which of these revenues 
are confirmed and which are pending. 

 
2. If any of your proposed grant funding is not approved, how will you alter your project 

while ensuring the project continues to be viable? 
 

3. Do you have any information you would like to share with respect to your financial 
information? 
 

Other Financial Information 
 

1. If you have a surplus, what is the reason for the surplus. 
2. Does any of your surplus include ‘restricted funds’? If yes, what is the amount? 
3. If you have a deficit, briefly describe your plans for deficit reduction.  

 
In-kind Support Lists 
 
Attach PDF 
 
Independently Prepared Financial Statements for most recently-completed Fiscal Year 
(Signed) 
 
Attach PDF 
 
Current Fiscal Year Operating Budget 
 
Attach PDF 
 
Are You Applying for An Operating Assistance Grant or already receive city funding the 
equivalent of operating fund? 
 
Please describe.  
 
Declarations & Signatures Document 
 
Attach PDF 
 


