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INTRODUCTION

Course Outline

Day 1

Morning
Introduction to Course
Break
Finding Appropriate Sources of Funding

Application Instructions — how to interpret and understand requirements

Lunch

Afternoon

Program guide — how to interpret and understand requirements

Break
Understanding submission requirements
Day Wrap Up

Day 2

Morning

Review of Previous Day’s Activities

Ensuring “your project” fits the funding criteria
Break

How to develop a budget
Lunch

Afternoon
Completing the Application Form
Break
Continuation of Completing the Application Form
Day Wrap Up

Day 3

Morning

Review of Previous Days’ Activities

Administration and Record Keeping
Break

Continuation of Administration and Record Keeping
Lunch

Afternoon
Reporting
Break
Continuation of Reporting
Course Wrap Up

9:00 to 9:45

9:45 to 10:00
10:00 to 11:00
11:00 to Noon
Noon to 1:00

1:00 to 2:15
2:15to 2:30
2:30 to 3:45
3:45to 4:00
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10:15 to 10:30
10:30 to Noon
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2:15t0 2:30
2:30 to 3:45
3:45to 4:00

9:00 to 9:15
9:15to0 10:15
10:15 to 10:30
10:30 to Noon
Noon to 1:00

1:00 to 2:00
2:00 to 2:15
2:15t0 3:15
3:15to 4:00
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Chapter 1 — Finding Appropriate Sources of Funding

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999
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+=Government

*Private Sector
* Non-Profits/Charities

+Special Interest Groups
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#Capacity Building
#Capital Projects
#*Programs/Outreach

* Education
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* What worked

Propeasl el Craevt Wl Sl Traici oy Coures ]

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999




Proposal and Grant Writing Training Course Gitxlaala Nation

Chapter 2 — Application Instructions: How to Interpret & Understand
Requirements
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* Website:
http:/fwww2.gov.be.calgovicontent/employment-
businessfeconomic-development/developing-your-
community/community-partnersfrural-advisory-
councilfrural-dividend

“ Or type in BC Rural Dividend and click on link at top of
search page
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B e

Application Support

Additional information and documents to support completion
of the Application Form are available on the website, including:

+ BC Rural Dividend Program Guide

+ Applicant questions and answers.

Application support is also available through FrontCounter BC:
Toll-free number: 1-877-855-3222

Email: FrontCounterBC(@gov.bc.ca
Office Locations: www.frontcounterbe.gov.be.callocations
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+ Applicant Information
* Project Information
*+ Eligibility Screening
* Project Description

+ Financial Information
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Applicant Information
“Full Legal Name
*Contact Person

#Physical location

Frepeae oo et Wt T Leaas =4

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999




Proposal and Grant Writing Training Course Gitxlaala Nation

| _—‘-—--""h--__f

Project Information
* Project Category

* Funding Stream

Fropoae gos et Vineeg Tram g Lo
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Eligibility Screening

+#0rganization

+ Community/Communities
* Project Partners

+ Mandatory Supporting Documents

+QOptional Supplementary Documents
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I
Project Description
* Project Title
* Project Description
* Duration
* Community need being addressed
* Support of resiliency and economic strength
* ltems Required to Proceed

Frogems @ Lo Tt Tra g Loaas TS
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g
Project Description
* Community Plan
+ Resources/Skills
* Role(s) of Project Partners
* Infrastructure

* Jobs

* Risks
* Sustainability
* Community Support
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Financial Information - Funding

*In-Kind Donations
* Staff time
* Use of space
* Donated goods

* Ineligible Expenses
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Financial Information - Funding

= Other Government Sources
* First Nations

* Federal

* Provincial
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Financial Information - Funding

+Other Funding Sources
* Non-profit
* Private

* Project revenue
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Financial Information - Costs

+Salary/Wages
+Consulting/Professional Services
*Travel

* Allowable Travel Allowance
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Financial Information - Costs
+Capital purchases
*Infrastructure Costs

#Training Costs

+Marketing and Promotions

*Sundry
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Financial Information - Project Budget
* Funding Summary

# Costs Summary
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Chapter 3 — Program Guide: How to Interpret & Understand
Requirements
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+# Eligibility Criteria

#Eligible Communities

#Eligible Applicants
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#Eligible Partners
*Project Categories

#*Funding Streams
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#Special Circumstances
“Project Timelines

#Eligible Project Costs
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+* Review and Assessment Process &
Timelines

+Selection Criteria
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+Application Limit

#Contracts & Reporting Requirements
#Audits and Site Visits
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+* Events and Communications
* Freedom of Information

#Conflict of Interest/Confidentiality
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Applying to the Program
+*How to Apply

* Learn about the Program

* Confirm your Eligibility

* Complete the Application Form

Frogems @ Lo Tt Tra g Loaas -]
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e
Mandatory Documents
* Certification Form
* Board or Council Resolution
* Articles of Incorporation
* Audited Financials
* Five Year Plan

* Partner Letters
* Support Letters

Frepemel @msl Srae Vit Tre meg Levaes 13
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Optional Supplementary Documents
#Quotes

+Other Materials — Business Plans/
Feasibility Studies

= Details of Consultation
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Chapter 4 — Understanding Submission Requirements
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B

* Board or Council Resolution

* Applicant Certification

* Community Engagement

* Partner & Stakeholder Support Letters
* Business Plans

* Feasibility Studies

* Incorporation Documents

* 5 Year Plan

* Quotes

Frereasl ams et Vi Trem e Lo =
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B

Partner & Community Members and
Other Support Letters

* Letters of Support from Partners
* Community Engagement

+ Other Interested Parties
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Chapter 5 - Ensuring “Your Project” Fits Funding Criteria

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999
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+Has to have a Start and End date
* Must be a Distinct Activity

* Must have Goal(s) - SMART
*Normally has a Team Structure

+Normally has Reporting Requirements

Frmpemel gms e Ve Tran g L o
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* Champion — Executive Team

* Lead — Project Manager

* Problem/Issue/Need Identified— Goal(s)

* Specific Time Frame - start & end

* Resources — Human, Materials

* Budget — Administration, Material, Labour
* Engagement — Community & Others

Frepemel @msl Srae Vit Tre meg Levaes -3
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#Council
#QOrganization needs
+Community

*Partners

Frogeoesl e s it el Tren el Soures =]
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Chapter 6 — How to Develop A Budget
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* Revenue

+ External Contributions
+ |nternal Contributions
+ |n-Kind Contributions

* Expenses
+ Operational

+ Capital

Fropeme ans e Vinirg Tran g Lo
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External Contributior —_‘--""'-h..__f

* Government Funding

* Private Funding

* Non-profit/Charitable Donations
Internal Contributions

* Budget allocation from Organization
* Revenue potential from project
In-Kind Contributions

* Human Resources

* Materials

Freroms ame et ViR T me e o
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+Hard Costs
+Soft Costs
+ Dealing with Firm Quotes

+ Dealing with Estimates

Frogeoms ans e Vit s Trameg Lo T=
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Operational Expenses

* Staff Cost

* Professional Fees

* Consulting Costs

* Materials

* Communication & Marketing
* Travel

Frereasl ams et Vi Trem e Lo ]
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Capital Expenses

*Land
#Building

*Equipment

Frepemel @msl Srae Vit Tre meg Levaes =&
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+Cost of doing Community and Other
Engagement

+Cost of doing Communications
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* General Audit Requirements
* Records Retention
* Expensereceipts

* Budget Tracking

Fropons ams Lrmet Vi Tre me Lo o

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999




Proposal and Grant Writing Training Course Gitxlaala Nation

Chapter 7 — Completing BC Rural Dividend Program Application form

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999




Proposal and Grant Writing Training Course Gitxlaala Nation

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999




Proposal and Grant Writing Training Course Gitxlaala Nation

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999




Proposal and Grant Writing Training Course Gitxlaala Nation

Application Form ——

* Application Information

* Note the “*"
* Project Information

* Project Category— Program Guide Page 6

* Project Funding Stream — Program Guide Page 7
* Eligibility Screening

# Eligible Applicant — Program Guide Page 5

* Eligible Project Partners— Program Guide Page 6

Fropons ams Lrmet Vi Tre me Lo HE
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APplica’mrn— ——

* Mandatory Documents
* Certification Form
* Board or Council Resolution
* Articles of Incorporation
* Audited Financials
* Five Year Plan
* Partner Letters
* Support Letters

Fropoms ans Lmen et Trame Lo Ha
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APplicam ——

+ Optional Supplementary Documents

* Business Plan/Feasibility Study

* Project Consultation & Community
Engagement

* Management/Community plans
* Licenses[Approvals/Permits

Fropenal ame et s Trameg Loaas it
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APplicam ——

* Project Description
+Title
+ Description
+Start/End Date
+ Key Milestones

+Community Need

Frogeoms sms e i Tra me Lo
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Applicat_i:::;m —

#Project Description - con’t
*Community Increased Resiliency
*Need before Commencement
#*Community Plan
#* Resources and Skills
#Roles of Project Partners

* Infrastructure

Frogeoas & wEen T i Trameg Leaas 128
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Application Form —

*Project Description - con’t
+ Job Retention/Creation
= Risks
*+ Sustainability
+ Existing Community Support

Fropoae gos et Vineeg Tram g Lo
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Applicat_m m——

#*Financial Information - Funding

* In-Kind Contributions
* Government Funding
* Other Funding

*Financial Information — Costs
* Salary Wages

Fropons ams Lrmet Vi Tre me Lo REE]
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Applicat_m ——

* Financial Information - Costs con’t
+Consulting And Professional Fees
*Travel/Meeting Expenses
* Equipment & Supplies
# Infrastructure Costs

*Training Costs

Fropons ams Lt Vs g Tre o Lo =7
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Applicat_i;m?ﬂ'r —

+*Financial Information - Costs con’t

+ Marketing & Promotion
*Qther Costs

#*Financial Information - Summary
#*Project Funding

*Project Costs

Fropeons s Lemet Wt T me Lo o
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Chapter 8 — Administration and Record Keeping
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Hard Copies - Current State

* Where are paper files currently kept
* Who is responsible forrecords management
* How arefiles setup

* What file taxonomy (naming) systemdo you
have

*What is kept in physical files
* When are physical files put in storage (if at all)

Frogeoms ans e Vit s Trameg Lo TH
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ministration

File Taxonomy (Naming)
*Year

* Project Title

* Project “Owner” Initial

Examples:
2016 Language Program - Elementary AP
2015 Language Program - Intermediate BD

Fropoae e Lt Vit T g Leams
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Types of Documents to be Retained

* Applications

* Correspondence
* Estimates/Quotes
* 5ervice Contracts

* Marketing and Communication pieces
* Budget/Receipts
* Reports

Fropoae e Lt Vit T g Leams =3
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Types of Emails to be Retained

* Funders
*Suppliers/Contractors

+ Community Members & Others

Fropeonsl. ercl S i i el Tre negl Coures
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Example of File Set Up

* Front Cover — Checklist

* Grant Documents (Funder Correspondence)
* Reports (Funders, Executives)

* Contracts & Agreements (Supplier/Contractor
Correspondence)

* Communication & Marketing (Stakeholder
Correspondence)

* Back Cover-Budget & Expense Tracking

Frogeoms ans e Vit s Trameg Lo
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Example of a Check List

Activity | Deadline | Responsible | Completed

Council Resolution mmjddyr  AB

Application mm/ddfyr CD
Certification

Business Plan mm/ddfyr EF
Budget Draft mm/ddfyr AB

Support Letters mm/ddfyr CD
Community Event mm/ddfyr EF
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* Importance of Record Keeping

* Importance of Records Management

* Importance of Accessibility
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* Fire Proof Storage

* File Redundancy

* File Copy Management

* Records Management Responsibility

Frogeoms ans e Vit s Trameg Lo =E
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Hard Copies - Future State

+* Consistent File Taxonomy {naming}

“ All documentsfiled in Chronological Order
“ All Final Drafts of documents clearly marked

“ All documentsfiled in appropriate section of file

folder

“ All Funding Files kept in Central Location in Fire Safe
Filing Cabinets

* Records kept a minimum of 7 Years
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Computer files — Current State

* Where are computerfiles currently kept
* Who is responsible for records management

* What computer file taxnnnmy(naming]
system do you have

* What is keptin computer files
* When are computerfiles backed up
*When are computerfiles deleted

Frogeoms ans e Vit s Trameg Lo 4=
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Computer File Structure

*Year

*Project Title
* Action Items, Checklists, Reports
*Budget Information
*Communication & Marketing

*Contracts
*Grant Application
Fropossl eced Sracr Wi Sog) Tral ooy o L -a]
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Computer File Structure

Home Share View

“— i > This PC » Documents » Ann's Documents » CECA »

. Onelrve

v [ This PC
> W Desktop
v E] Documents
2016
Language Program Elementary
Action [tems Checklists and Reports
Budget Information
Communication and Marketing
Contracts
Grant Application
W Language Program Intermediate
Action [tems Checklists and Reports
Budget Information
Communication and Marketing
Contracts

Grant Application
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Computer File Structure

*Year

* Number always first order
* Project Title

* Consistency is important
* Sub-Folders

* Don’t have too many

* Keep them consistent for each Project
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Computer Document Naming

Example
* Year (2016)

« Project Title (Language Program Elementary)

= Action ltems, Checklists, Reports

¢ Action ltem July 30 2016

¢ Checklist July 4 20186

# Executive Status Report August 3 2016
= Budget Information

* Budget Draft May 5 z016

+ Budget Final Draft July 5 zo016
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Computer files - Future State

* Consistent File Folder Taxonomy (naming)
* All Final Drafts of documents clearly marked
* All documents filed in appropriate folders

* Correspondence, Contracts, Agreements
received from other sources should be
retained (scanned to appropriate file folders)

* Periodic Back Ups

Frepemel @msl Srae Vit Tre meg Levaes =7

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999 Page 119




Proposal and Grant Writing Training Course Gitxlaala Nation

Chapter 9 — Reporting
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" Reporting

Various Types of Reports

* Milestone Reports

* Progress Reports

* Executive Reports

* Budget Reports

* Project/Funder Wrap Up Reports

Fropeas o et Vit Trang Leaes
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_f

Milestone Reports
* Defines completed tasks

* Defines budget spent to date

* Defines tasks that are delayed/late and
remediation actions

* ldentifies critical risks to project success
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Milestone Status Report
Froject:

Froject Ma:

Froject Manager:

Reporting Period: Manth to Month, Year

Colour Coding Guide
[ NoSignificantissues ™ [ Possible significant issues NSIGNNCANDISSNCSERISTIN]

Overall Status’
Scope | Colour | Budget | Colour | Schedule | Colour
+

Ferformance Measures
Targeted Actual Result Status Description
Measure

Milestone 1 Colour

Milestone 2 Colour

Milestone 3 Colour

Milestone 4 Colour

Budget Status

Account Budget Total Spendio %% of Work Comments

Date Completed

[ Significartlssues

[ Completed Steps

[ Mext Steps

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999
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Progress Reports

*Very similar to Milestone Report but adds a
high level summary of the entire project to
date

* Much more descriptive inits reporting
structure

* Deals with Risk Management
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Project Progress Report

Project:
Project No:
Project Manager:

Reporting Period: Month to Month, Year

Overall Status'’

Project Overview:

Scope:

Schedule:

Budget Status
Account Budget Total Spend to % of Work Comments
Date Completed

| Significant Issues
[ ]

| Completed Steps

| Next Steps

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999
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Project Progress Report Page 2

Colour Coding Guide

Gitxlaala Nation

[ENNcSighificantissuesiil| Possible significant issues [ IISIGNGANNISSUSSISRSINN

Risk Mitigation

Mitigation Strategy:

Risks Status Issues & Impacts/Mitigation Strategy
Risk 1 Colour Issue:
Impact:

Performance Measures

Performance Targeted Actual Result Status Description
Measure Measure
Performance Colour
Measure A
Performance Colour
Measure B
Performance Colour
Measure C
Colour

Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999
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__-’

Executive Reports
* High Level
* Provide General Overview of Project

* Provides Summary Budget Information
* Provides Risk Assessment

* Provides General Progress Report
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Executive Summary Report

Date:

Project:
Project Manager:

Reporting Period: Month to Month, Year

Overall Status’

Project Description:

Project Deliverables:
[ J

Budget Status
Budget Total Spend to % of Work Comments
Date Completed
Staff Costs
Professional Fees
Contractors
Capital Costs

| Achievements
[ ]

| Challenges

| Decisions Required
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Budget Reports
* Normally Budget to Actual numbers
* Can be done on a monthly basis

* Normally captures Revenue and Expenses at a
high level
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Budget Report
Budget VS Actual

REVENUE

Private Funding
*YZ Co
Government Funding
Federal Gov't
Provincial Gov't
Municipal Gov't
In-Kind
Materals
Staffing

TOTAL REVENUE
EXPENSE

Operating Expenditures
Accounting & Legal
Advertising & Promotions
Bank Charges & Fees

Consulting Fees
Education Materials
Insurance

Office Supplies/Rentals
Fostage

Printing

Salares

Travel

TOTAL EXPENSE

NET INCOME

Community Engagement Events

Total General & Admin. Expenditures

Draft 2016 Actuals to May
Budget 31, 2016

$60,000.00 $30,000.00

$45.000.00 35,000.00

$70,000.00 $1,000.00

$25.,000.00 7000

$5,000.00 32,000.00

$5,000.00 $1,251.72

$210,000.00 $46,251.72
I ".__ F_ P N A
| (1= |
i wl el i

|I.-r

$12.000.00 $2,000.00

$8,500.00 5250000

$1,500.00 $500.00

$15.000.00 32,500.00

$70,000.00 $10,000.00

$10,500.00 53,000.00

$3,500.00 $3,500.00

$3,000.00 32,039.23

$1,000.00 $570.00

$5,000.00 3271412

$70,000.00 $14,000.00

$10.000.00 $2,000.00

$210,000.00 $45,323.35

$210,000.00 $45,323.35

$0.00 $928.37

% of budget

H0%

11%
1%
28%

40%
25%

22%

17%
29%
33%
17%
14%
29%
100%
68%
hT%
54%
20%
20%
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T Reporting

Project/Funders Wrap Up Report

* Provides an overview of the Project as per the
description from the Application
Contract/Agreement

* Provides measurable achievements

* Provides budget information, use of funds
* Provides impact analysis

* Provides acknowledgement of support

Frereasl ams et Vi Trem e Lo b= ]
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T Reporting

Project/Funders Wrap Up Report

* Provides an overview of the Project as per the
description from the Application

Contract/Agreement
* Provides measurable achievements

* Provides budget information, use of funds
* Provides impact analysis
* Provides acknowledgement of support

Frogeoms ans e Vit s Trameg Lo R =]
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_f

Project/Funders Wrap Up Report

* Provides measurable achieverments
* |dentifies main objective of the project
* Reports how objectives achieved

* Reports what positive impacts to end users
were achieved
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T Reporting

Project/Funders Wrap Up Report

* Provides budget information, use of funds
« Budget vs actual reporting on spend
* May require expense receipts to be included

* May require copies of Professional Services
Contracts to be included

* May require copies of Supplier Contracts to be
included

Fropoae e Lt Vit T g Leams 2L
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T Reporting

Project/Funders Wrap Up Report

* Provides impact analysis
# Community Engagement Activities
* Communication Activities

* Benefits achieved for the Community or
Organization

* Empirical or Anecdotal feedback from End
Users
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T Reporting

Project/Funders Wrap Up Report

* Provides acknowledgement of support

*« |dentify how Funders were acknowledged for
their support

* Provide examples of how Funders were
promoted through Community Engagement

Fropoae e Lt Vit T g Leams
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Suggested Inclusions
* Pictures of Events
* Pictures of Community Involvement

+ Letters of Commendation

* Pictures of End Users involved in Programs or
Activities specifically supported by Project

* Thank you cards from End Users
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Instructor: Ann Peters E:bearcat@allstream.net C:604-761-6999




Proposal and Grant Writing Training Course Gitxlaala Nation

T Reporting

Project/Funders Wrap Up Report
Assignment

* Project Description — build a Jungle Gymfor
the School Yard

* Project Budget - 525,000
* Project Funder — Federal Government
* Project Timeline — 3 months

Write up a Project/Funders Wrap Up Report—
Be Creative!
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Course Wrap Up

* Any clarification needed?
“ Any further question on content?
* How did you find the pace of the course?

* How useful was the Participant Handout and
Instructions?

“ What would you like to see more of?

* What would you like to see less of?
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Rﬁf

Please complete the Feedback Survey so we know what
we did well and what we need to improve on.

All comments are kept confidential. Yourfeedback will
be a compilation of responses from everyone with no
one individual being identified.
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Feedback form

We want Participant’s input so that we may better understand your needs and wants and identify potential
areas we can improve the course. Pleas share your feelings and thoughts about how the course has been for
you. Your input is greatly appreciated.

1. The materials and instruction were:
(Please circle the number which best represents your opinion of each of the pairs of words below)

Clear 5 4 3 2 1 Unclear
Logical in sequence 5 4 3 2 1 lllogical in sequence
Well paced 5 4 3 2 1 Poorly paced

2. The Instructor was:
(Please circle the number which best represents your opinion of each of the pairs of words below)

Organized 5 4 3 2 1 Disorganized
Knowledgeable 5 4 3 2 1 Not knowledgeable
Prepared 5 4 3 2 1 Unprepared

3. Please provide comments on the following:

| would like more information on the following:

| would like additional training on the following:

My suggestions for improving the course are:

My suggestions for the Instructor are:

General Comments:

August 2016

Name™* (optional):
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