PROJECT & MULTI-YEAR 
 ApplicationGUIDELINES


Thank you for your interest in applying for a grant from the Central Okanagan Foundation (COF). The Grant Application is attached to these guidelines. Please DO NOT include the guidelines when you submit your completed application to COF.
Please review the information below PRIOR to completing a grant application. What is the Central Okanagan Foundation? What Areas do We Fund?


The Central Okanagan Foundation supports registered charities within the Central Okanagan including Lake Country, Kelowna, West Kelowna and Peachland. One of our aims is to assist the community to become vibrant and strong. We do this by funding community charities in eight key areas:
	· Arts & Culture
	· Children, Youth & Family

	· Heritage & Historical
	· Education

	· The Environment
	· Health & Community Services

	· Animal Welfare
	· Global Initiatives (must have local involvement and / or local benefits)


	INQUIRIES:
Please contact Cheryl Miller, Director of Grants & Community Initiatives
Ph: 250-861-6160	E-mail: cheryl@centralokanaganfoundation.org



The Grant Application Process:


We invite eligible organizations to apply for either a one year PROJECT or MULTI-YEAR Operational funding by completing the attached grant application. 
DEADLINES:  
PROJECT Grants: 3:30 pm on May 1st and October 1st 
MULTI-YEAR Grants: 3:30 pm on May 1st 
Or the closest working day after the 1st, if either of these days falls on a weekend.
Applications received after these deadlines will be returned to the applicant.
NOTIFICATIONS:
All organizations will be notified of the status of their application when Board approval is received, approximately six to eight weeks after the grant application deadline. 


Eligibility: 

· PROJECT applicants are eligible for funding for the same project, twice in a five year period. 
· MULTI-YEAR applicants are eligible for funding twice in a ten year period. 
· A registered charity may apply for a project grant (1 year), and then the subsequent year may also apply for a multi-year grant for that project.Ineligibility:


PROJECT
The COF will not award more than one grant application from an organization in a twelve month period.
Requests for the following are deemed to be INELIGIBLE:
· An organization’s core or operating expense including an annual event or performance
· Ongoing / annual contractor’s fees
· Retroactive funding
· Debt retirement, reserves and mortgage pay-downs
· Activities of a religious organization that primarily serves their membership and / or for direct religious purposes
· School construction, including playground equipment
· Annual fund drives 
· Third party funding 
· Improvements or additions to land or property which might revert to private ownership
MULTI-YEAR OPERATIONAL
The COF will not accept a grant application from an organization currently holding COF funds, whether project or multi-year. Multi-year applications will not be accepted from organizations who need an intermediary agency. 
Requests for the following are deemed to be INELIGIBLE:
· Retroactive funding
· Debt retirement, reserves and mortgage pay-downs
· Activities of religious organizations that primarily serves their membership and / or for direct religious purposes
· School construction, including playground equipment
· Annual fund drives
· Third party funding 
· Improvements or additions to land or property which might revert to private ownership.
N.B. – Operational funding is eligible for Multi-year Grants only. Operational funding refers to expenses associated with administering a business on a day-to-day basis. Operating costs included both fixed and variable costs.
We encourage applicants to contact, Director, Grants & Community Initiatives, Cheryl Miller at 250-861-6160 to discuss your application prior to submission.
Some Things You Should Know:


· PROJECT Grant requests can be for up to $15,000 for up to 12 months.
· MULTI-YEAR Grant requests can be for up to $15,000 / year for two or three years.
· The COF’s constitution states that applications where the project occurs within the present boundaries of School District #23 are given first priority. These boundaries are roughly from Lake Country in the north through to Peachland in the south. 
· Only organizations that hold a current Revenue Canada Registration # are eligible for COF grants. If the organization applying is not a registered charity, an Intermediary Agency Agreement with a registered charity, MUST be included in the grant application package. For the agreement template, please contact COF granting staff. N.B. – MULTI-YEAR applicants MUST BE registered charities. 
· Your responses are limited by the number of characters without spaces (found under Review > Word Count)
· The COF encourages applicants to locate other funding sources for their projects. 
Your Grant Application is Important:

Please be as thorough as possible in the completion of the grant application to ensure that your application is not delayed or denied consideration while additional information is being obtained. Please keep the packaging of your grant proposal simple; staple or clip only. Please do not submit copies of your application in folders or envelopes. Do not include any promotional material.
NOTE: *** Submission Process***
· Grant application forms MUST be completed in full and be legible.
· One (1) original copy – MUST be submitted to the COF office: 
#306-1726 Dolphin Ave., Kelowna, BC. V1Y 9R9. 
Submit pages 1-12 of the grant application along with 1 copy of all other supporting documents. 
· Please EMAIL an ELECTRONIC VERSION of the COMPLETE Grant Application Package (including attachments of supporting materials) to: Cheryl@centralokanaganfoundation.org
· The grant application MUST include the organization’s operational budget for the current year and accountant prepared or official financial statements for the last complete year of operation.
· Additional supporting documents, such as annual reports, pictures, etc. MUST NOT exceed six (6) pages. (This does NOT include financial statements, quotes or support letters)










Please use the checklist on page 13 as you work through the application.


[image: S:\Logos\COF\Low, Med, High res\Colour\Med Res\COF2ColourLogo.tif]



March 22, 2017		Guidelines Page 3 of 3

Section A1 – Contact Information – Applicant Organization
COF GRANT APPLICATION


Organization Name (legal entity): 

Charitable Registration BIN:  					RR: 	
The Business Identification Number is a 15-digit number that the Canada Revenue Agency (CRA) assigns to a business or organization to identify the accounts it has with the CRA. 
Address: 	     City: 
Postal Code: 				Website: 
Mailing Address (if different than above): 	     
City: 	Postal Code: 				 
PRIMARY CONTACT for this grant:
Name: 						Position: 			
Phone #1: 			           Ext. 	         Phone #2:                                                Ext. 
Email: Section A2 – Grant Details 


Grant Title:  
Please check (X): Spring 		  or Fall			Year: 
Choose either PROJECT or MULTI-YEAR grant below:
PROJECT Grant (1 year) Amount: $
MULTI-YEAR Grant Amount Total: $		Please specify the amount/year below:
Year 1 amount: $ 		Year 2 amount	: $ 		Year 3 amount: $ Section A3 – Grant History 


	Year of Award
	Multi-Year or Project 
	Grant or Project Title
	Total Amount Received 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please list COF grants received in the last five years. Note: This does NOT include City of Kelowna grants administered by the COF.

	Section A4 – Organization Information

	Organization’s Name:	

	
1) Mission and mandate of your organization: (maximum 1000 characters)


	
2) Description of your organization and its activities: (maximum 2000 characters)



	3) Description of your organization’s formalized partnerships and / or collaboration with other agencies and groups: (maximum 1200 characters) If you do not have a relationship with a group that offers the same or similar service, explain why not.


	4) If your organization is operating in a deficit position please explain why and provide evidence of the organization’s plan of action to remedy the situation (board minutes and relative resolutions are preferred): (Maximum of 1200 characters)


	Number of Employees
	Full Time:
	Number of volunteers: 

	
	Part time: 
(under 30 hrs / wk)
	Number of members:




	SECTION B1 – MULTI-YEAR or PROJECT Grant Information

	1) PROJECT or MULTI-YEAR Grant Summary (600 characters) (Note: Detailed description is required in question #3).


	2) Please state the PROJECT or MULTI-YEAR goal(s) and objective(s): (maximum 1000 characters)













	3) Detailed  Description: (maximum 2500 characters).
PROJECT (up to 12 months): Provide a detailed PROJECT description, indicating specifically how the requested funds will be utilized to achieve project objective(s) (See Q.2). Identify purpose, areas of need addressed, anticipated impact, and opportunities for enhancing community well-being. 
MULTI-YEAR (up to 3 years): Provide a detailed description of the MULTI-YEAR plan for this funding. Identify the need for the funding; the impact the funding will have on your organization AND how this will enhance community well-being. 



	4) Timelines: State the dates and tasks for either PROJECT or MULTI-YEAR grant: 


	5) PROJECT: How did your organization determine the need for this project / initiative?
MULTI-YEAR: How does your organization determine it remains relevant to the people you serve, and to the community? (maximum 1000 characters)






	6) How many people will benefit from this grant? 


	7) Describe the way(s) in which the people identified in Q.6 will benefit. (maximum 300 characters) 


	8) In what geographical area is the project/program being conducted? If not located in the Central Okanagan, please explain how residents of the Central Okanagan will benefit. 


	9) What would the impact on the community be, if this funding did not proceed? (maximum 1000 characters)





	10) How will you measure and evaluate the effectiveness and / or impact of this grant? (maximum 1500 characters)


	11) If the amount requested from COF is not fully granted, what would you do to make up the difference and / or how would you proceed differently? (maximum 1000 characters)


	12) How will your organization, if granted funds, acknowledge the contribution from the Central Okanagan Foundation? (maximum 500 characters)









	Section B-2 Detailed PROJECT Budget Information


If you are applying for a PROJECT grant, please fill out the table below. 
	PROJECT EXPENDITURES:
	Cost
	Amount From COF

	
Items
	
Description
	
	

	Wages/benefits
	
	
	

	Administration (15%)
	
	
	

	Professional Fees, Honoraria
	
	
	

	Rent/ Utilities/ Telephone
	
	
	

	Equipment / Supplies (3 quotes)
	
	
	

	Printing/Photocopying
	
	
	

	Travel
	
	
	

	Publicity/ Promotion/ Distribution
	
	
	

	Production Costs (3 quotes)
	
	
	

	Capital (specify & attach quotes)
	
	
	

	In-kind contribution (e.g. volunteer services)
	
	
	

	Other (specify)
	
	
	

	Other (specify)
	
	
	

	TOTAL: 
	
	*
	


*The TOTALS in the boxes in bold must match.
	PROJECT REVENUE:
Sources of Revenue
	Assured
	Potential
	Total

	GOVERNMENT: (specify)
· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	FOUNDATION: (specify)
· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	ORGANIZATIONS CONTRIBUTION
· Cash
	
	
	

	· In-kind gifts
	
	
	

	· Volunteer Services
	
	
	

	OTHER: (specify)

	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	TOTAL:
	
	
	*




	Section B-3 Detailed MULTI-YEAR Budget Information	



MULTI-YEAR APPLICANTS (Spring ONLY)

N.B. – Requests to COF cannot exceed $15,000 per year. 

MULTI-YEAR applicants are required to:
· Complete the comparative budget form on the next page, which asks for your organization’s actuals for your 2017 fiscal year; your organization’s 2018 fiscal budget.  
· Operational budgets can be directed for a specific purpose or overall operations.
· In the first column on the next page, under 2017 Fiscal Actuals, please indicate the dates of your organization’s fiscal year, in the first line.
· Include current COF request as part of the comparative budget. 
· Attach financial statements for the last complete fiscal year to your application.
Please refer to the eligibility section of the guidelines to ensure grant monies are not requested or used for ineligible costs. 

N.B. – Successful MULTI-YEAR grant recipients will be required to submit a revised comparative budget each subsequent year of the initial grant award before receiving the 2nd and 3rd year disbursements. You will be required to submit:
· A progress report (the form will be on the COF website)
· 2018 Fiscal actuals 
· 2019 Fiscal budget

TIP: Delete categories (line items) that are not relevant to your organization, in order to accommodate categories better suited to your organization’s budget. 




	Multi- Year Comparative Budget Format

	  
	2017 Fiscal Actuals
	2018 Fiscal Budget

	REVENUES                                           Specify dates of fiscal year end 
	 
	 

	Earned
	
	

	Ticket sales
	
	

	Workshops
	
	 

	Venue rentals
	 
	 

	Other (please specify)
	 
	 

	Other (please specify)
	 
	 

	Government
	 
	 

	City of Kelowna
	 
	 

	Other Municipality – Specify
	 
	 

	Province – specify
	 
	 

	Federal – Specify
	 
	 

	Other – Specify
	 
	 

	Foundations
	 
	 

	Specify
	 
	 

	Fundraising
	 
	 

	Sponsorships
	 
	 

	Memberships
	 
	 

	Donations
	 
	 

	Special Events – specify
	 
	 

	Other (specify)
	
	 

	TOTAL REVENUES
	 
	 

	EXPENSES
	 
	 

	Programming
	 
	 

	Professional Fees
	 
	 

	Venue Costs
	 
	 

	Wages
	
	

	Equipment/Supplies
	 
	 

	Other (Please specify)
	 
	 

	Other (Please specify)
	
	

	Marketing
	 
	 

	Advertising and Promotion
	 
	 

	Printing
	 
	 

	Website
	
	

	Social Media
	
	

	Other (please specify)
	
	

	Fundraising
	
	

	Cost of Special Events
	
	

	Other (specify)
	
	

	Administration
	
	

	Salaries/Contractor Fees	
	
	

	Telecommunications
	
	

	Insurance
	
	

	Office Supplies
	
	

	Board/Meeting Costs
	
	

	Other (specify)
	
	

	Other (specify)
	
	

	TOTAL EXPENSES
	
	

	SURPLUS/(DEFICIT)
	
	



Section C Authorization / Verification

BOARD EXECUTIVE
Name: 	Title: 
Phone: 	E-mail address: 
Authorized signature: 	Date:
SENIOR STAFF – Authorized Signatory
Name: 	Title: 
Phone: 	E-mail address: 
Authorized Signature: 	Date: 
	CHECK LIST – Please ensure the following information / items are included in your application in order for your application to be considered for funding. Please indicate Y for yes.



	Email to Cheryl@centralokanaganfoundation.org :
	
	

	Grant Application
	Attached
	

	Financial Statement for the last complete fiscal year (both project & multi-year)
	Attached
	

	Three written quotes if request is for equipment, publishing, production, etc.
	Attached
	

	Support letters (partner agencies, participants)
	Attached
	

	Proof of Eligibility – Charity’s detail page (located at www.cra-arc.gc.ca)
	Attached
	

	List of Board of Directors
	Attached
	

	Intermediary Agency Agreement if not a registered charity (if applicable see “Some Things You Should Know” pg2)
	Attached
	

	Electronic version of the grant package (application PLUS all supporting documents)
	Completed
	

	Double Check: 
	
	

	PROJECT Grants – Detailed Budget (pg. 9) Include all funding sources.
	Completed
	

	MULTI-YEAR Grants – Comparative budget (pg. 11) 
	Completed
	

	Permission to share the attached grant application package with other donors (when/if a private donor is interested in the attached grant application; the signers of the attached application give the COF staff consent to share the attached grant application package with the interested donor). Please initial.
	Agree & Initial
	

	Submit the original grant application (1) including pages 1-12, along with 1 hard copy of all supporting materials (with the guidelines removed) to #306-1726 Dolphin Ave. Kelowna BC, V1Y 9R9. The original application should be stapled or clipped together (no folders or cover material).
	
	

	NB- We are no longer asking for six hard copies, just the original hard copy of the application. 



March 14, 2018		Guidelines Page 10 of 12
image1.tiff
<D

FOUNDATION

empowering generations to give.





