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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 grant Web-based System was created, at community partners’ 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:

e Reducing paperwork and eliminating unnecessary duplication from year to year;

e Enabling applicants to copy and revise their previous application rather than start
each application anew;

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

e Ensuring the completion of all mandatory fields before submission; and

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

The City Grants Web-based System User Guide is designed for Child Care Grant Program
applicants. Prior to applying, please read the Program Guidelines found at
www.richmond.ca/culture/citygrant.htm.

The City has other grant programs for Arts and Culture; Health, Social & Safety; Parks,
Recreation & Community Events; and Sports Hosting. Additional information on these
grants programs can be viewed at www.richmond.ca/culture/citygrant.htm.
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2. Account

a. Account Registration
City Child Care 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 their Constitution and Bylaws.

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

The ‘society number’ is an essential piece of information required to log in, access the
account, change password or apply for a grant. Ensure this is available to the key people
in your organization who will need access to your account.

First time applying online?

Account Registration

Soclety Number

S-...

Soclety Name
Emall

Attach Certification of Incorporation:

No file chosen Add Flle

Attach Constitution / Bylaws

Choose File | No file chosen Add Fle

Password

(minimum 8 characters)

Confirm Password

(Password entrles must match)

reserform

Document Number 5562870 Version: 7
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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 used the Account Registration
function first, to create your account.

Community & Culture Business & Development >

ns » Log In or Register

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 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;
or Child Care. Before beginning your application, please review the relevant Program
Guldelines and Web-based System User Guldes to galn an understanding of program criteria
and the application system.

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.

Document Number 5562870 Version: 7
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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 3 Culture & Community > Building & Development » CityHall >

Home * City Grants Applications System  #  Change Password

wetcome, Change Password

S )
Change your password by using the form below.

J,_‘) Change Password
Choose a New Password

Log.Out New Password” © Help

Confirm Password”

e

Quick Links

—» Retum to Grants List

Administration

Grants Calendar

& (1

Summary Reports

o
Jo

Usar Search

D
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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 quality
of life for Richmond residents. Once you have registered, you will be asked to select a grant

@ | Arts & Culture Project Assistance

@ £ Arts & Culture Operating Assistance program: Health, Social and Safety; Parks, Recreation and Community Events; Arts and Culture;
or Child Care. Before beginning your application, please review the relevant Program
@ 2 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

_ ety Rumbertier tome

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?

1 If 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 your society number and click the “RESET PASSWORD” button.

Reset Password

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

Reset Password

s

L
Reset Password

Return to Login

ociety Number/User Name”

Document Number 5562870 Version: 7
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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.

From: grants@richmond.ca Sent: Wed 201309
To: Dawson, Evelyn
Co

Subject: Passward Reset — C|ty Grants Prngam

Password Reset — City Grants Progam

Hello Evelyn's Test Society (111-111-111),

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

Your password was successfully reset. Your log in society numberiusername and temporary

passwnrd are: F!E,E.:,r: 8 problem or request a
Al bl mgon b Subscribe to Qur Site

Temporary Passworll |

dates by email ar

lease login using your temporary passwor Once logged in, please change your password
by selecting ange Password’
Program Registration
If vou have any further questions or are experiencing difficulties logging in, please contact one

of our grant administrators mentioned on our web site www.richmond calcitvgrants/. Enroll in Recreation & Cultural
Programs
Thank you, . .
y Volunteer Registration
Document Number 5562870 Version: 7
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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 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;
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.

Document Number 5562870 Version: 7
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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 arder to save it.
= You can sort the information below by clicking on the table headings.

Grant Applicant

p Chianas Passwscid = 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 Amount Grant Status

—> Return to Grants List

2024 CC Child Care Capital Grant 3 DRAFT
Submitted on: Awarded:
Grant Application User Guides 2024 €C Child Care Professional & Program Requested:  $60.00 SUBMITTED
" Development Grant Awarded:
() 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:
@ 3 Child Care Submitted on:
- 2024 HSS: Over $5000 Grant Program Requested:$8,200.00 SUBMITTED
@ # Health, Sodial and Safety & Parks, Multi Year - Year 2 Awarded:
Recreation and Community Events Submitted on: Sep 1, 2023 12:53 PM

Document Number 5562870 Version: 7
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b. Grant List
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: $2,345.00 REPORTING
Development Grant Awarded:  $2,345.00 L
Submitted on: Sep 5, 2023 11:32 AM Duplicate

2024 CC: Child Care Professional & Program Requested: $0.00 DRAFT
t Awarded:

Grant Application Details page:

Services > Parks & Recreation > Culture & Community > Building & Development > City Hall >

Home » City Grants Applications System » Child Care Program » Grant Application Details

Grant Application Details
o S

Grant Applicant Application for Child Care Professional & Program
__ Development Grant

5]

f.-'." Change Password

Certification of Incorporation

| constitution-bylaws- PDFE Report
20181030164322627 pdf Status: APPROVED (on September 05, 2023) Grant Lisa Report
Grant Year: Requested Grant Amount:
Log Out
Council Decision
APPROVED | §2,345.00
Date: 2023-09-05
Quick Links

Dacision: test test

—» New Grant Application

— Retum to Grants List Society & _
Date of Incorporation:
Certification of Incorporation

constitution-bylaws-20181030164322627. pdf

Grant Application User Guides

- N Contact
(i) '/ Arts & Culture Project Assistance
Contact: Signing Officers:
O Arts & Culture Operating Assistance Polly Pocket Hank Black
CAD President
C‘ Child Care 778-997-9486 Prue Purple
smozin@richmond ca Treasurer
Document Number 5562870 Version: 7
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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

Development Grant

Requested: $2,345.00 APPROVED
Awarded: $2,245.00

Duplicate

Grant Application Details

Application for Child Care Professional & Program
Development Grant

* PDF Report

Status: APFROVED (on September 05, 20% 3) Grant Use Report
Grant Year: 2024

Requested Grant Amount: 2345.00

Council Decision

APPROVED | $2,345.00
Date: 2023-09-05

Decision: test test

Document Number 5562870 Version: 7
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City Grants Applications System

weicome. I
E——
Grant Appiicant Application for Child Care Professional & Program Development Grant
I ———
)/ Change Password

Society ¢ I

Grant Proposal Title: Speciaity Program Development Project
Grant Amount Approved: $2,345.00

Application Review

Certification of iIncorporation
constitution bylaws
20181030164322627 part

Log Out
Project Desaription”
Quick Links
) New Grant Application
[0~
> Return to Grants List /
Benefit Recelved”
Grant Application User Guides
Arts & Culture Project Assistance
Arts & Culture Operating Assistance
Child Care y
Health, Sodial and Safety & Parks,
/" Recreation and Community Events Expu——
$0.00
‘ s0.00
| D)
Total Expenses $0.00
| | [ s
| | som |
| | | v
Total Revenue $0.00

SurplusADeficit) $0.00

Save Draft Submit Grant Use Report

Document Number 5562870 Version: 7
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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 Complete 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: $2,345.00 APPROVED
Development Grant Awarded: $2,345.00
Submitted on: Sep 5, 2023 11:32 AM 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 information Is duplicated. where numbers (for example, budget) are not
duplicated, It Is your responsibility to ensure that that all Information Is updated and
accurate before submitting the new application. For Information that Is duplicated,
please review It and make sure that it still applies for the upcoming application.

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

2022 CC: Child Care Professional & Program Requested: $2,345.00 REPORTING
Development Grant Awarded: $2,345.00 COMPLETED
Submitted on: Sep 5, 2023 11:32 AM Duplicate
2024 CC: Child Care Professional & Program Requested: $0.00 DRAFT
Development Grant Awarded:
Document Number 5562870 Version: 7
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3. 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 Grant Use Report is accepted, the system will send you an
automatically generated email to notify you.

Grant Application Details

Application for Child Care Professional & Program
Development Grant

Stags: SUBMITTED (onjpeptember 05, 2023)
Grant T

Requested Grant Amount: 7899.00

sociory o
Date of Incorporation:
Certification of Incorporation

onstitution-bylaws-20181020164322627 pdf

Below are the different Grant statuses:

e DRAFT
e SUBMITTED
e UNDER REVIEW

e APPROVED
e REPORTING COMPLETED
e DECLINED

b. Draft

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

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’.

Document Number 5562870 Version: 7
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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 application and make their
final decision regarding the grant.

e. Approved
The Grant is approved by the City of Richmond. The applicant may enter their Grant Use
Report, when ready.

[ Reporting Completed
The results of the grant have been entered and submitted using the Grant Use Report
link. This information must be entered for all ‘approved’ grants by the next year’s grant
application deadline if the society wishes to apply for a grant for the following year.

g- Declined
This status is set if the City declines the Grant application.

4. Create a Grant Application

a. General Tips
You can create a new Grant Application either from scratch, or from having the system
duplicate one of your previous Grants (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 fields marked with a * are required.

3) 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.

4) Missing information or errors are highlighted with pink:

Document Number 5562870 Version: 7
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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 correct the following:

« Proposal Title is required
« Please enter the Requested Grant Amount

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

P Grant Application

The folow Ton Includes 2 1 the Socket
Grant Applicant o OWing sectic Udes QUESTONS ADOUT the Sodkety

Cha Password
o O :00:
« U gent jon of Inge >

Step 1: Applicant Contacts

2018103
21410 SocietyName

Loa Out

Sockety Number
I

Reghstered Charity Number

(Capital Grant Application

v'Step 1 - Application Contacts

Stap 2 - Appicant Information

3 Sockty Website

vSigning Officers Ay
Rewvew Application

Submit Application

k ) Contact Information

Document Number 5562870 Version: 7
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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
e DOCX
e JPEG
e JPG

e GIF

o TIFF
e PNG
o XLS

o XLSX
e BMP

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 & Proceed to Next Step

9) 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 “New Grant Application” under
the ‘Quick Links’ on the left side of the Grants Listing page. Click on the button to go to Step
1: Application Information and fill out the application.

i, S—

Grant iiﬁcam

D
&~ Change Password

Certification of Incorporation
constitution-bylaws-
20181030164322627 pdf

Log Out

Quick Links

—> Hew Grant Application

—  Retum to Grants List

Document Numper 55025 /uU
Last updated: 2023-09-20

Grants List

= Save your work frequently. You may be logged out unexpectedly. You do not nead to have
completad a step in order to save it

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

» Please remove all passwords from documents before you attach them.

Returning Applicants:

For your new application to be considered, your Grant Use Report for the previous year's grant
must be submitted by the application deadline. To access the Grant Use Report form, click the
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

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

new application.

Grant

== Application Grant Amount Grant Status

2024 CC: Child Care Capital Grant Requested: DRAFT
Submitted on: Awarded:

version: 7
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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.

Save & 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 questions 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 another 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:

« (O Health, Social & Safety

. O Parks, Recreation & Community Events
« (O Arts & Culture Operating Assistance

« (O Child Care Capital Grant

« (O Child Care Professional & Program Development Grant

Return to Grants List

Document Number 5562870 Version: 7
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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.

Homae Oty Grants Appications System ¢ Child Care Capital Grant +  Grant Application

Grant Application

P

Grant Applicant The fallowing section Indides questions about tne Sodety.

]

|

:_ Change Fassword G)_. ; k-t ;._; | EE= ; \
Certification of Incorporation S‘IEI] 1 App“[aﬂt Contacts

oonstitution-Dyiaws
2018 1030164322627 pail

SodetyMame
Austism Saclety of British Columbla
Log Dut
Sociely Number
10781D046RR0D01
Registared Charlty Number
Capital Grant Application | |
Step 1 - Appllzation Contacta
stag 2 - Applicant information
Step 3 - Grant Frogram Badlety Welisthe
Signing Cifcers

| nttps:iy... |
Review Applicstion

Submit Application

Contact Information

Plaase anter this InTormation Caretully. We will use It in future correspondence

with you. v ‘
Quick Links
Frst Kame"
% Mew Grant A Jon
v]
Water, Sewer & Flood Protection > \
Weather Response | » Postal Code”
Roads & Transportation [ » \ ‘
lmelgon(y Services [ > No
Climate & Environment | > ’ ‘
Digital Services | »
Emall’
Document Number 5562870 Version: 7
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This step collects information about your non-profit society.

Grant Application

The following section Indudes general questions about your Sodety. For assistance In filling
out this section of the form, please refer to the Grant Program Guidelines.

°—®—/ ;‘_‘;»_&.
Step 2: Applicant Information

Application Qualifications

Tell us about your organization. (e.g. history, vision and mandate)”

Vi
Aagaitional iInformation © Help
Mo e chosen ’ m

Maximum 3 attachments

Describe Programs and Sefvices provided In the past 5 years

Do you provide licensed child care programs?

O Yes
O No

Please complete the -~ Licensed Capadity and Current Enrolment Form for the
type and number of child care spaces your Soclety provides and your current
enrolment for each program using Information on your Child Care License(s) and

upioad below.
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Child Care Grant Program

Supporting Documents

Provincial Child Care Licenseds)” © Help

e -

Maximum 3 attachments

Completed * Licensed Capadity and Current Enrolment form” © Help
Maximum 3 attachments

Child Care Program’s Operating Budget for the Current Fiscal Year” © Heip
Maximum 3 attachments

List of Board of Board of Directors, Officers, and Executive Directors of the

Sodety, Incuding thelr addresses and contact Information” @ Hep
Maximum 3 attachments

Minutes of the most recent Annual General Meeting” © Help

—

Maximum 3 attachments

Financial Statements or Audited Statement, Incduding balance sheet, for

recently completed fiscal year (iInclude the auditors' report signedby @ Help
external auditors of see the Grant Program Guidelines for exceptions)”

Maximum 3 attachments

If you i not attach an Audit Report or Audit Review Report, please explain why:

Save Draft ‘ Save & Proceed to Next Step
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f. Step 3: Capital Grant Program

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

- SONORO=0
Step 3: Grant Program

Amount Requested”

| |

Proposed Project

Proposal Titie”

| |

Purpose of the Grant
() Equipment

() Furnishings
(O Playground improvements

() Other

Describe In detall the purpose of the grant and how the funds will be used”

Vi

Describe how these funds will be used to enhance child care service m (e.g.
Improve quality, avallability, Incusion or accessibility)”

Vi

Who will benefit from the grant, If recelved, Including the number of programs,
staff, families, etc?”
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Describe how this request aligns with current City priorities as outlined In the =
Program Guidedines (Appendix A)

Do you have any additional funders of partners who will be assisting with this
project?
QO Yes

QO No

If yes, please list the partners and their role.”

Proposed Project Budget Summary

Please list the preferred/iower cost Items from your Proposed Project Budaget form
and Include all sources of revenue Induding the requested child care grant funds.

Expenses

Item/Activity Amount
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Revenue
Item/Activity Amount
| | | |
| | | |
| | | |
Total Revenue $0.00
Revenue
Item/Activity Amount
Surplus/(Defiat) $0.00
Comments © Help
o,
Proposed Project Timeline

City grant funding. If approved, Is historically avallabie by April 1.

Start Date
‘ yyyy-mm-ad (=) ’
Completion Date
‘ yyyy -mm-dd (=) ’
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Supporting Documents

Completed * Proposad Project Budget Form outiining the Itemized
budget (Identitying two quotes/prices) for how grant funds will be usea” @ HeIP

’ | Choose Flle | No file chosen ’

Maximum 3 attachments

Additional supporting Information, Including two quotes for all projected

costs” © Hep
Maximum 3 attachments

Additional sources of funding of contributions that will be used to

complete the proposed grant project” @ Hep

| Choose File | No file chosen ’

Maximum 3 attachments

Outline of the imeline for completing the project and using the grant
. © Help

| [ommarie] o o |

Maximum 3 attachments

Supporting documentation demonstrating the need for the grant funds” @ Help

|

Maximum 3 attachments

Letters of Support (please note letters from Sodety staff do not apply)” © Help

——

Minimum 2 attachments
Maximum 3 attachments

e |
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g- Step 2: Professional & Program Development Grant Applicant
Information
This step collects information about your non-profit society.

Step 2: Applicant Information

Application Qualifications

Tell us about your organization. (e.g. history, vision and mandate)”

V3

Additional Information © Help

Choose Flle | No file chosen ’

Maximum 3 attachments

Describe Programs and Services provided In the past 5 years”

Do you provide licensed child care programs?

O vYes
O No

If you provide licensed child care programs, please complete the * Licensed
Capacity and Current Enrolment Form for the type and number of child care
spaces your Soclety provides and your current enrolment for each program using
Information on your Child Care License(s) and upload below.
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Supporting Documents

Provincial Child Care License(s) (Required If you deliver licenced child care)e Help

’ Choose Flle | No file chosen ’ Add Flle

Maximum 3 attachments

Completed '~ Licensed Capacity and Current Enrolment form (Required If
you deliver licenced child care)

-
[ 3
°

&
3

’ No file chosen

Maximum 3 attachments

Operating Budget for the Current Fiscal Year"

o
x
o
©

’ No file chosen ’ Add Flle

Maximum 3 attachments

List of Board of Board of Directors, Officers, and Executive Directors of the
soclety, Including thelr addresses and contact Information”

T
8
°

E
3

’ No file chosen ’

Maximum 3 attachments

Minutes of the most recent Annual General Meeting"

(-]
-
o
©

’ Choose Flle | No file chosen ’ Add Flle

Maximum 3 attachments

Financial Statements or Audited Statement, Including balance sheet, for
recently completed fiscal year (Include the auditors’ report signed by
external auditors or see the Grant Program Guldelines for exceptions)”

d :
©

E

Choose Flle | No file chosen ’

Maximum 3 attachments

If you did not attach an Audit Report or Audit Review Report, please explain why:

N

Save Draft Save & Proceed to Next Step

Document Number 5562870 Version: 7
Last updated: 2023-09-20 Page 32 of 40



Grant Applicant User Guide
City of Richmond Child Care Grant Program

h. Step 3: Professional and Program Development Grant Program
This step collects all of the information about your Professional and Program Development
Grant proposal.

.‘/';'\,Mf;)_< : ) "_4‘"',;._«]:'; )
Step 3: Grant Program

Amount Requested”

Proposed Project

Proposal Title"

Describe In detall the purpose of the grant and how the funds will be used”

Describe how these funds will be used to enhance child care service delivery
support skill development of early childhood educators, and benefit the broader
Richmond child care community”

%

who will benefit from the grant, If recelved, Including the number of programs,
staff, families, etc?"
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Describe how this request aligns with current City priorities as outlined In the
Program Guidelines (Appendix A)"

%

Do you have any additional funders or partners who will be assisting with this
project?

O ves
O nNo

If yes, please list the partners and their role.”

Proposed Project Budget Summary

Please list the preferred/lower cost items from your Proposed Project Budget form
and Include all sources of revenue Including the requested child care grant funds.

Expenses

Hem/Activity Amount

Total Expenses $0.00
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Revenue

Comments © Hep

Proposed Project Timeline
City grant funding, If approved, Is historically avallablo ty Ageil 1.

Start Date”

| oy -
Completion Date"

e o
Supporting Documents

Completed * Proposod Profect Budgot Form outfining th Romizod
budget (dentifying two quotespricss) for how grant funds will be usod” © HOP

| (] o e e |

Mauimum 3 attachments

Additional supporting Information, Induding two quotes for all projectod

o © Help
Maximum 3 attachments

Agantional sources of funding of contributions that will be used to

compiets the propased grant projoct” i
e | =
Madimum 3 attachments
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Outline of the timeline for completing the project and using the grant
funds® © Help

‘ No file chosen ‘ Add Flle

Maximum 3 attachments

supporting documentation demonstrating the need for the grant funds® o Help

‘ No file chosen ‘ Add Flle

Maximum 3 attachments

Letters of Support (please note letters from Soclety staff do not apply)” © Help

’ No file chosen ‘ Add Flle

Minimum 2 attachments
Maximum 3 attachments

Save Draft Save & Proceed to Next Step
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i. 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.

1 M 2 ﬁ 3F®a s
Step 4: Signing Officers

Board Member 1

First Name”

Last Name"

soclety Role"

Board Member 2

First Name”

Last Name”

Soclety Role"

Signatures

Download and complete the * Declaration and Signatures Form and attach the
signed copy to your application here.

completed Signatures Form” © Help
‘ Choose Flle | No file chosen ’

Save Draft Save & Proceed to Next Step

Document Number 5562870 Version: 7
Last updated: 2023-09-20 Page 37 of 40



Grant Applicant User Guide
City of Richmond Child Care Grant Program

5. 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 left
column menu 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 Child Care Capital Grant

Autism Society of British Columbia

Soclety #: 107810046RR0001
Status: DRAFT
Certification of Incorporation

constitution-bylaws-20181030164322627. pdf

Contact: Signing Officers:

Bob Smith Jane Green

CEO President
778-997-9486 Clark white
smozin@richmond.ca Secretary
www.richmond.ca Authorized Signatures
123 street

Richmond, British Columbla

Canada, V7A 2Y6

Proposal Information Ing the Itemized budget (identifying

Requested Grant Amount:

° additional-supporting-inform-20230901090551459.pdf
« Additional sources of funding or contributions that will be used to complete the
proposed grant project
° additional-sources-of-fundin-20230901090610115.pdf
+ Outline of the timeline for completing the project and using the grant funds
o outline-of-the-timeline-for-20230901090647022.D0CX
o outline-of-the-timeline-for--20230901090658350.D00CX
* Supporting documentation demonstrating the need for the grant funds
o supporting-documentation-dem-20230901090715600.D0CX
= Letters of Support (please note letters from Soclety staff do not apply)
o letters-of-support-please-no-20230901090732085.Jpg
o [ letters-of-support-please-no-20230901090745772.pdf

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
screen to go directly to any step.

S
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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.

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

— Grant Application

The following section INCludes QUesTons about
Grant Applicant - e - ’ 2

/) Changs Password 0 > 0 0
« 4 Certification of Inco

fRoration Step 1: Applicant Contact:

SocketyName

Sodkety Number
I

Registered Charity Number
Capital Grant Application

v $tep 1 - Application Contacts

Step 2 - Appiicant Information

Sockety Website
/Step 3 - Grant Program

Signinx icers
vSigning O J wwwrnichmond.ca

Revwew Application

Submit Application

Contact Information

Or, at the bottom of the Review Application page, click the button that says Submit
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
screen to go directly to any step.

ke Changes

If you have not fully completed the application, the system will list the unfinished step(s) on
the page.

Document Number 5562870 Version: 7
Last updated: 2023-09-20 Page 39 of 40



Grant Applicant User Guide
City of Richmond Child Care Grant Program

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.

© 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 3 - Grant Program

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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