
The City Enrichment Fund supports the 25 Year Community Vision “Our Future Hamilton“ 

by providing funds across a range of program areas.
.

CITY ENRICHMENT FUND
COMMUNITY SERVICES

How to Complete the Application Form

 



Apply Online - Create an Account ….Two Ways

1. Apply use link  - Bookmark for future reference
https://cityofhamilton.smapply.io/

2. Use the icon on the website – please note after the 
deadline the icon won’t work if you need to get back 
into your account

https://cityofhamilton.smapply.io/


Application Information Form 



TIP – Adding Collaborators 

It is best to add collaborators after the Application Information Form is done and marked as Complete.  Failure 
to do so may result in other sections of the application NOT opening up for you or your collaborators to 
complete depending upon the application you are completing.



Eligible Applications to the Community Services Program

To be eligible for funding in 
the Community Services 
Program, including ALL 

streams – 
Returning/Established, 
Emerging Needs/New 

requests, and  
Organizational Capacity 

Building, an applicant must 
be EITHER  a legally 

incorporated non-profit 
organization or be a 

registered charity 

Number must be provided and may be verified 

Number must be provided and may be verified 



Program Information Form



Program Information Form - 1

Complete ALL relevant 
sections



Program Information Form - 2

ALL new applicants to the 
Community Services stream 
must apply to the Emerging 
Needs category

Organizational Capacity 
Building stream allows 
applicants to apply for 
funding to enhance at an 
organizational level



Program Information Form – 3 

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. Include specific information on target group, program location and hours of 
    availability.
2.  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.

Emerging Needs applicants please include in addition to the 
above, the number of years your program has been operational a 
in this response



Program Information Form – 4 

Include any of the following information as applicable to your project:
o Description of the capacity issue facing your organization.
o Project description including full scope, and how it. addresses the 

capacity issue identified.
o Project timeline, indicating start and end date, including all key 

milestone dates.
o Project implementation and evaluation plan, i.e. how will you know 

if the project was a success? do not include specific outcomes here 
as you will do so later in the application.

o  Innovative or new learnings contributing to change either within 
the organization or broader systems change.

Applicants applying to the Organizational Capacity Building Stream, 
please respond to this question addressing the following items below. 



Program Information Form – 5 

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% of program supplies, etc. 



Program Information Form - 6

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 deserving 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. 

Applicants applying to the Organizational Capacity Building Stream will not see this 
question in their application form.  Instead, there is another question that addresses 
inclusivity in the Program Specific Area of their application. 



Program Information Form - 7

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 - 8

The Community Serves stream (Returning – Established/New-Emerging 
Needs) is  only looking for 1. formalized  types of 
partnerships/collaborations 2.  Provide detailed specific information on 
any local networks, planning tables, working groups etc. you are 
involved in that enhance your ability to deliver this program. 



Program Information Form – 9  

o Program participants within your organization.
o Partnering with other not-for-profit organizations.
o Participating volunteers internal/external to the organization. 
o Training opportunities for volunteers and staff that build 

partnerships/collaborations.

Applicants applying to the Organizational Capacity Building Stream should focus their 
response to this question to identifying any partnerships/collaborations with any of 
the following listed below as applicable



Program Information Form - 10

For Returning- Established and New Applicants – Emerging Needs 
Provide:
1. a list describing who from the organization or community will 
actually be implementing the program (staff, volunteer, peer, 
seconded staff or volunteer) and 2. 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 - 11

Please include:
o A list of members from your staff, Board of Directors, and/or other committee 

members (internal/external) who will be on your project team and their role on the 
project. 

o If an external consultant/train/facilitator/accountant will be on the project team, 
please include consultant information and the rationale in selecting this 
consultant/firm.

o Describe how the project team members reflect the community your organization 
serves, and how this guided the selection process used to hire an external 
consultant/trainer/facilitator/accountant if applicable

Applicants applying to the Organizational Capacity Building Stream should focus their 
response to this question to identifying any partnerships/collaborations with any of 
the following listed below as applicable



Program Information Form – 12 

As per the guidebook applies to Returning-Established and New – Emerging 
needs applicants only. Your response should include all three of the following: 
Description of the local community need of your program, Evidence to support 
the need – include any specific local, provincial, national statistics, best 
practice evidence, or program evaluations.

Applicants applying to the Organizational Capacity Building Stream will not see this 
question in their application form.  Instead, there is another question that addresses 
inclusivity in the Program Specific Area of their application. 



Program Information Form - 13

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 .



Organizational Capacity Form



Organizational Capacity Form – ALL STREAMS

Please complete



Emerging Needs Program Specific Form-



Emerging Needs Questions -1

To maintain consistency in the Community Services Program, 
applicants requesting funding through the Emerging Needs category 
must demonstrate how their program supports one of the other 
Community Services categories to be considered for funding. Specify 
which one of the following Community Services categories your 
Emerging Needs request aligns with:  Not Scored

Drop Box – Pick One
No one is hungry or without shelter
Everyone feels safe
Every child and family thrive
No youth is left behind
Everyone can age in place
Community capacity grows
Everyone has someone to talk to

This question provides 
applicants with the 

opportunity to indicate to 
adjudicators where they 
think their program best 

“fits” only to  provide context 
when scoring the following 

two questions. 



Emerging Needs Questions - 2

Ensure your response specifically addresses the stream description as outlined 
in the program guidebook.   Applicants will be scored not only based on fit 
with the description, but also the degree and quality by which it does.  



Emerging Needs Questions - 3

Sometimes applicants may be pursuing other funding sources they did not include in their 
budget form – including internal ones i.e. the Board will redirect funds from another source, 
make up the deficit etc.  Be as detailed as possible.  You may be asked at some point in the 
process for an update on the status of other funding pursued for your  program. Please ensure 
you also address what the impact would be on this program if CEF funding is not recommended. 



Organizational Capacity Building
 Program Specific Form



Organizational Capacity Building -1
Describe how this funding will help your organization develop for the future, 
prepare for emerging challenges, enhance program delivery, advance and/or 
create new, innovative programming or systemic change in the human services 
sector either at an organizational or systems level.

o Will this project provide sustainability and stability for your organization - if so how, 
and for how long?

o Will this project enhance the knowledge of staff/volunteers to enhance the quality of 
future program delivery? if so how many staff and volunteers will be involved, and 
how will turnover be taken into consideration to ensure the knowledge is sustained?

o Will this project allow your organization to expand the number of program 
participants in can accept annually? If so how, and how will this be sustainable?

o Will this help your organization advance Truth & Reconciliation or IDEA Goals? if so 
how?

o Will this allow your organization to better retain staff and engage members in new 
roles? Please describe how?

o Other initiatives. Ensure descriptions of what will be accomplished are detailed.



Organizational Capacity Building  -2

The City of Hamilton is committed to advancing Inclusivity, Diversity, Equity, and 
Accessibility (IDEA). The Community Services program area asks applicant to 
consider the following equity deserving groups: Indigenous communities, Persons 
with disabilities, Francophones, newcomers and immigrants, refugees, racialized 
communities, 2SLGBTQIA+ communities, geographically underserviced areas, low-
income individuals/families and women.  

Please consider all phases of the project from initiation to 
evaluation once complete

How will this organizational capacity building 
project reflect your organization's commitment to 
advance IDEA?



Program Budget and Attachments
NOTE: If you are submitting audited financial statements, please ensure that 

they are signed!  



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

List all 

funding 

sources for  

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
Budget in its entirety, providing projected
values for 

r

the current funding year and
actuals for the prior reporting Period .



Attachments

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

o *Audited Financial Statements (preferred) or 
unaudited also accepted depending on request
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:

*NOTE: these tabs will not open until your program budget has been marked 

as complete + If you are submitting audited financial statements, please 
ensure that audited statements are signed!  



Inclusivity, Equity, Diversity, & Accessibility 
Form



IDEA – Populations Served

Please complete following the 
instructions



IDEA – Governance Structure

Complete



Declaration and Application Sign off



TIP

 Your application is submitted if 
you see the word submitted with 
the white check mark in the green 
circle.  The owner of the 
application will also receive an 
email confirming submission – 
Don’t forget to check your junk 
mail!

Your application is NOT submitted 
if you see the word CONTINUE  
with the  12 out of 12 tasks 
completed

PLEASE ENSURE YOUR APPLICATION HAS BEEN SUBMITTED 



Have more questions?

Contact:  Carmen Rachelle Bian – Community Services Program Manager

905 9734861 csgrant@hamilton.ca

To apply visit the CEF webpage: www.Hamilton.ca/CityEnrichmentFund
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