
COMMUNITY SERVICES INFO SESSION
CITY ENRICHMENT FUND

How to Complete the Application Form
Applications Due November 2, 2022



General Information Form



General Information Form

Since score is based on how well an applicant 
completes the application form following the 

program handbook is extremely important



General Information Form

Please note that 
you can apply to 
more than one 

stream…



General Information Form

If you are an established 
program that received 
funding in one of these 

categories last year, please 
use the same category this 

year or your application 
could be considered as “new”



General Information Form
Applicants can 
apply for more 

than one program 
through Emerging 

Needs

Established 
programs may also 
apply to Emerging 

Needs if the 
program meets 

these conditions



General Information Form

To be eligible for 
funding in the 

Community Services 
Stream, an applicant 
must respond yes to 
these 3 questions as 
indicated in the CS 

guidebook



Organization Information Form



Organization Information Form
If you completed an 
application through 

our online system last 
year, you have the 

option to “reuse” last 
year’s info.  To do so –

select add data.  If 
you don’t want to 

reuse last year’s data, 
hit cancel.  This will 

be an option for every 
section except the 

General Information 
Form. Note – you can 

edit the data you 
reuse You can also 

use the reuse tab on 
any page to change 

you mind and add last 
year’s data.



Organization Information Form

Complete ALL relevant sections



Organization Information Form

If the person for 
whom you provided 

an email for already is 
NOT the person the 
program manager 

should contact with 
questions specific to 

the application, 
please add an 

additional contact. 



Organization Information Form

Complete ALL relevant sections



Organization Information Form

Complete ALL relevant sections

Be sure you have read the 
Community Services 
guidebook as eligibility is 
different than the general 
guidelines.  Those red circled 
are not eligible in the CS 
stream



Organization Information Form

Complete ALL  
sections



Organization Information Form

Complete



Program Information Form and Program 
Category Specific Question 



Program Information Form
If you completed an 
application through 

our online system last 
year, you have the 

option to “reuse” last 
year’s info.  To do so –

select add data.  If 
you don’t want to 

reuse last year’s data, 
hit cancel.  This will 

be an option for every 
section except the 

General Information 
Form. Note – you can 

edit the data you 
reuse You can also 

use the reuse tab on 
any page to change 

you mind and add last 
year’s data.



Program Information Form

Complete ALL relevant sections



Program Information Form

Reminder: CEF can 
only consider up to 
a maximum of 30% 
of a total program 
budget.  For 
example, if your 
total program 
budget is $100, 
your request should 
not exceed $30. 



Program Information Form

If your 
request is 
greater
than 30%, 
you will 
receive this 
warning.



Program Information Form

The information provided in this box will be public.  Please write this section as if the reader is not 
familiar with your program at all.   Try and avoid any acronyms and spell out words people might 
not know.

As per the CS guidebook, please include the following:
1. Length of time in years the program has been operational.
2. Include specific information on target group, program location and hours of 

availability.
3.  Program Statistics – if your program directly serves people, please provide the total 

number of clients you have served until September 30th of the current year AND a 
projection as to how many clients you anticipate serving the following year.   If your 
program is an indirect service, you must still provide program statistics so 
adjudicators can adequately assess your program.



Program Information Form

Ensure you indicate exactly how funds will be used.  For example, will the funds be used for 
staffing (indicate % of full time equivalent and position), program supplies or subsidized costs?  
Be sure to specify on what areas funding will be spent and the proportion of the program 
budget CEF funding will cover for each item.  For example .5 staff person….. 10% og program 
supplies, etc. 

Answer the question as it relates specifically to the program for which you are applying.  To be 
consistent and facilitate evaluation, we are looking for alignment with the following equity 
seeking groups: Indigenous communities, Persons with disabilities, Francophones, Newcomers 
and immigrants, Refugees, Ethno-racial communities, LGBTQ community, Geographically 
underserviced areas, Low income individuals/families, and Women   In preparing your detailed 
response, please consider and describe policies, training, program delivery, physical space, 
location, and referral processes etc. 



Program Information Form

Community Serves applicants only require 3 outcomes, please do not 
provide 4 as adjudicators will not consider it in the scoring of your 
application. 

Please try and identify 
outcome impacts – those 
measuring the impact of your 
program as opposed to process 
outcomes that quantify only 
program participation if 
possible. Do not repeat 
program statistic measures 
here also outcomes should be 
relevant to your program only 
– NOT the organization

Quantify outcomes  either 
quantitatively (in numbers) 
or qualitatively (words from 
program evaluations etc.). 

Although not indicated on the 
question, please include any data 
results if available.  Fuller reports 
could be submitted as an additional 
uploaded attachment.



Program Information Form

The Community Serves stream is  looking for formalized (with a MOU) types of 
partnerships/collaborations and would also like to know which specific networks, 
planning tables, working groups etc. you are involved in that enhance your ability 
to deliver this program. 

Provide a bulleted list describing who from the organization or community will actually 
be implementing the program (staff, volunteer, peer, seconded staff or volunteer) and 
why the organization chose to implement the program in this way. Please be sure to 
indicate how the individuals implementing will contribute to the success of the program.



Program Information Form

As per the guidebook, your response should include all three of the following: 
1.  Description of the local community need of your program 2.Evidence to 
support the need – include any specific local, provincial, national statistics, 
best practice evidence, or program evaluations 3.Description as to how the 
program delivery method is best suited to deliver this program.



Program Information Form

1. Identify the City priority that best fits the program.  Select more than one if 
applicable.  2. Describe “how” the program fits that priority including making 
reference to specific actions etc.

3. Be sure to also describe if the 
program is also aligned with any 
specific City of Hamilton master 
plans, action plans or strategies. 
Consult the guidebook for other 
relevant plans/strategies .



Program Information Form

Please complete following the 
instructions



Program Information Form

Please be sure to 
add a date even if 
you don’t have a 
policy or you will 
get an error 
message when 
you try to 
complete this 
section or submit



Program Budget and Attachments



Program Budget

 



Program Budget – Preparing the Budget

Step 1: Understand the Grant Application Requirements

Refer to the Community Services handbook to understand 
K eligible and ineligible items related to your program. 

Step 2: Take time to Calculate and Determine Costs

What exactly will the money for your program be used for?  How 
much will it cost

Step 3: Make Sure Your Budget Aligns with Your Program    

Description and Request



Program Budget – Components
The CEF Program Budget is separated into 3 main distinct sections; 
Revenue, Expenses and Budget Summary.

List all sources 

the program

List all 
expenses for 
the program

Snapshot of 
entire Program 
Budget for the 
Program

In-kind contributions 
are not included as 
part of the total 
eligible program 
budget.

Applicants are required to complete the
application in its entirety, providing projected
values for the current funding year and
actuals for the prior reporting Period .



Program Budget – Justifications

Be clear and specific in justifying expenses. For example, just 
listing equipment or admin expenses is vague.

Your program budget should be able to showcase your project
in monetary terms. Think of specifics. Below are some
examples:

• Salaries and Wages

• Supplies and Materials

• Equipment

• Travel

• Other Direct Costs

• Facilities and Administrative Costs



Program Budget – Revenues

Note:  Column A is populated by the system, you will need to complete Columns B-D. 

Note:  This is just an example, you will need to complete these sections for every entry 
you make 



Program Budget – Expenses
Note:  Column A is populated by the system, you will need to complete Columns B-D. 

Note:  This is just an example, you will need to complete these sections for every entry 
you make 



Attachments

o Board of Directors list (mandatory). Include role titles, 
length on the Board

o Audited Financial Statements (mandatory)
o Annual Report (mandatory)
o Staff list and Organizational charts optional
o Program Marketing Material -- Poster, flyer, pamphlet  

--optional 
o Program Specific Material – optional 
o Additional uploads as required or requested
o Naming convention for uploaded attachments:

Organization Name – Program Name – Description of 
what is being uploaded (financial statements, stats, 
annual report etc.)



IMPORTANT LINKS AND RESOURCES
• Read both General and Community Services Program specific Guidelines

City Enrichment Fund - General Guidelines
Community Services - CEF Guidebook

• Apply Online Icon on CEF website or use link   - Applications Due November 2, 
2022
https://cityofhamilton.smapply.io/

• How to complete the form general overview (not Community Services specific)
https://www.youtube.com/watch?v=eQjFwFtsA1Y&t=35s

• To help you prepare your financial information in general 
General Program Budget Information

• Please check the specific Community Services Stream tab on the CEF website for 
updated resources
Community Services CEF Specific Info

https://www.hamilton.ca/sites/default/files/media/browser/2019-08-31/cityenrichmentfund-cef-general-fund-guidelines.pdf
https://www.hamilton.ca/sites/default/files/media/browser/2019-08-31/cityenrichmentfund-2023-cef-community-services-handbook.pdf
https://cityofhamilton.smapply.io/
https://www.youtube.com/watch?v=eQjFwFtsA1Y&t=35s
https://www.hamilton.ca/sites/default/files/media/browser/2020-09-21/cityenrichmentfund-cef-program-grant-budget.pdf
https://www.hamilton.ca/community-funding-grant-programs/city-enrichment-fund/city-enrichment-fund


Have more questions?
Contact:  Carmen Rachelle Bian –

Community Services Program Manager

905 9734861 csgrant@hamilton.ca


