Appendix B - Project Application Outline Template

Applicants must submit one unbound original, suitable for photocopy, plus three copies of the application and if possible, one electronic version via e-mail.  

Applications should contain the following information, and should not exceed six pages in length:

A. Project Name

B. Lead Organization Name and Partners

Where the project involves multiple partners, the applicant must list all partners and describe the role and responsibility of each.   The applicant must also provide letters of support from all named partners indicating their contribution to project.

C. Contact Person for the Project and Back-up Contact Person

• Name, title

• Organization

• Mailing address

• Telephone, fax and e-mail address

D. Project Summary (one page or less) 

The Project Summary should include the project name, identify key partners, describe the work to be completed, the community(ies) targeted by hate crimes to be served, the results/outcomes to be achieved, and the total budget requested.

E. Project Plan

Please see attached budget template (Appendix D) for all projects. Completion of this template is a requirement of the submission. Please be aware that the budget must include key milestones and associated costs.

For Internet site applications, details of proposed expenditures must be provided, including proposed costs for:

· Domain name registration.

· Hosting fees.

· Outsourcing sections of site development.

· Travel, meals, accommodations, telephone.

· Staffing costs – resources for community liaison, content, analysis, design, development, ongoing maintenance.

· Coding – development. 

· Testing.

· Implementation of new forms (layouts). 

· Associations to new programs-interfaces.

· Development - system modules, tables, automated scripts, system design changes. 
· Hardware - handling frameworks to system upgrades.
· Maintenance costs.
The project work plan should include all work related to a chronological timeline. Please use the attached template. Completion of this template (Appendix C) is a requirement of the submission.  

F. Project Accountability

Identify the project structure, including all staff to be involved in the project, along with the role of each individual. Please identify outsourced talent as well as subject matter expertise. Individual titles must align with information provided in the project budget.

G. Project Team and Experience

The application must describe previous related assignments that the applicant has successfully managed and developed.  A copy of the product may be requested during evaluation. 

The application must identify the applicable proposed member/(s) and include a detailed outline of experience and expertise as required in the request for applications.

The team’s skills and experience must demonstrate subject matter expertise, and relevant project management experience.

H. Budget

The application must also include a detailed budget based on the attached template (Appendix D). The budget must provide a detailed breakdown of project costs, by key deliverables.  Only eligible cost categories are to be included.  Completion of this template is a requirement of the submission. Please be aware that the budget must include key milestones and associated costs.

I. Signature

An officer authorized to bind the applicant must sign the application, in the following form:

The undersigned certify that the information given in support of the Application is true, correct and complete in every respect.

Print Name_________________________________________________ 

Signature___________________________________________________


Title _______________________________________________________ 

Date _______________________________________________________

Representing

 __________________________________________________________

                                       

(Organization Name)
J. Terms and Conditions

In the event that an application is accepted, the terms and conditions outlined in Appendix F will form part of the contract for funding between the Ministry and a successful applicant. For all applications except those for the Internet site, an officer authorized to bind the applicant must sign an acknowledgement, in the following form:

The undersigned certify that we have read and understand the terms and conditions contained in Appendix F of the Community HAte-crimes Response Grants Program guidelines.  

In the event that the Ministry accepts our application, we agree to be bound by each and every one of these terms and conditions, as part of our contract to fulfill the components of our application, in consideration for the grant provided by the Ministry.

Print Name_________________________________________________ 

Signature __________________________________________________


Title _______________________________________________________ 

Date ____________________________________

Representing 

_________________________________________________________

                              


 (Organization Name)
The successful applicant for the Internet site project will be required to agree to similar terms as part of the contract to be entered into subsequently.

Appendix C - Work Plan Template

The plan should outlines key milestones, activities/tasks and indicate details such as the establishment of the project terms of reference, reporting structure, project development, evaluation, revisions of content as required, and completion of final products and deliverables. 

Project Start Date ________________   Project End  Date______________

	Key Milestone
	Activities

(In chronological order)
	Personnel
	Outcomes 
	Number of day/wks 
	Deadline

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Appendix D - Budget Template  

	Detailed Work plan 

(List Activities)
	Project Team 

Salaries and Benefits*
	Days
	Daily Rate
	Support Costs**
	Sub-total Costs
	Total

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total Budget Costs
	
	
	
	


*Please detail all staff involved

** Detail all project expenditures
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