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Whether you are applying for a grant for the first time or have applied
before, the information in this guide is designed to help you complete
your Community Grant Program application as easily as possible.
Applications can be submitted up until midnight CST of the deadline date, though we strongly recommend that you complete
and submit your application well before to allow time for any questions you may have, and to avoid on-line system delays that
can result from a large volume of applications being submitted at the same time. And remember – incomplete applications
are not accepted! Be sure to review your entire application before submitting it to ensure all sections of the form have been
completed and the budget is entered and calculated correctly.
Each section of the application form has a corresponding explanation in this guide. You may also wish to review the
sample application which provides an example of a completed application for this program. We encourage you to refer to
the Community Grant Program guidelines prior to completing your application.
If you are applying to the Community Places and Spaces Program, please refer to the guide for that program as the
application form is different.
If you have questions, need additional assistance, or have suggestions for improving this guide, please contact Rhonda
Newton, CIF Grants Administrator at 306.780.9308 or by email at rnewton@cifsask.org

Completing your application

To find out which region your community is in, click here.
If you selected a Provincial type of grant above, then you
will select Provincial here again, and then select one of the
two options provided.

Application Deadline:
Grant applications can be submitted at
the April 1 or October 1 deadlines.

Grant Request: Indicate the amount of funding you are
requesting from the CIF. Make sure this amount matches the
CIF request amount in the Budget Information section later in
the application. Remember that the maximum amounts are
different for provincial, local, and summer grants.

––––––––––––––––––––––––––––––––––––––––––––––––––––––––––

Summer Grants are only accepted at the February 1
deadline for projects that are intended to support activities
and programs for children and youth that occur between
May 1 and August 31. These types of projects typically
support summer camps and day programming during the
summer that offer positive recreation, arts, culture and
learning opportunities. If your project does not fall within this
description, even though it may occur during the summer,
you should submit your application at either the April 1 or
October 1 deadline.
Type of Grant: If your project will occur in one community,
or multiple communities in the same region, select
“Annual Local”. If your project will occur in two or more
regions, or involves participants from across the province,
select “Annual Provincial”. If you are applying at the February
1 deadline for a summer project, select “Summer Local” or
“Summer Provincial”. To see a map of the regions, click here.
Region: If you selected a Local type of grant above, this
is where you will tell us which region your project is in.

Applicant Information

––––––––––––––––––––––––––––––––––––––––––––––––––––––––––

Name of Organization: This is the legal name of your
organization that appears on the letter of incorporation
or registration.
Address, Community, and Postal Code: All CIF
correspondence will be sent to this address.
Primary Contact Person: If the CIF has any questions
about your application, this person will be contacted. If this
name changes following submission of your application
please notify the Grants Administrator with the corrected
contact information.
Alternate Contact Person: If the CIF is unable to contact
the primary person, the alternate will be contacted. This
section is not required, but it is highly recommended that
you complete it.
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Legal and Administrative
Requirements

If your project is ongoing, you still have to enter an end date,
as CIF grants are for a maximum of 12 months. If you are
applying to the February 1 deadline, remember that summer
projects take place between May 1 and August 31.

Eligibility Requirements: If your organization is incorporated,
select “Yes” and then enter your incorporation number. This
is the provincial incorporation number associated with
your Information Services Corporation reporting and will be
either six or nine digits. This is a different number than the
federal charitable registration number associated with the
Canada Revenue Agency that includes the digits RR0001.

Location(s) of Project Activities: Tell us where the project
will take place.

–––––––––––––––––––––––––––––––––––––––––––––––––––––––––

If your organization is not incorporated, you can still apply,
but you will need to have an endorsing partner. An endorsing
partner may be an incorporated Saskatchewan non-profit
organization, municipality, health region, school, or school
division. If your application is approved, the endorsing
partner is responsible for receiving, administering, and
accounting for the CIF funds on your behalf.
If you select “No”, you will need to enter the name of
the partner organization, their relationship with your
organization, and their contact information. Also check
the two boxes indicating that the endorsing partner
understands their responsibilities.
There are no limitations on how many projects an
organization can be an endorsing partner for, and serving as
an endorsing partner does not limit their ability to apply for
CIF grants for their own organization.

Project Information

––––––––––––––––––––––––––––––––––––––––––––––––––––––––––

Primary Objectives: Select the primary funding objective
your project will address. You may only select one
primary objective.
Additional Objectives: Select up to three other objectives
listed that your project addresses.
Funding Priorities: Select all the priorities your project
will address. It is very important for our adjudication and
evaluation requirements that you fully, and accurately,
complete this section.
Project Title: Provide the name of your project. Keep in
mind that if your project receives funding, this name will be
used in all CIF communications, including the CIF’s Annual
Report and website.
Project Start and End Date: Indicate the dates that your
project will begin and end. Remember that projects must
start at least two months after the Grant Application
Deadline. For example, if you are applying to the April 1
deadline, then your project expenses must start after June 1.

Executive Summary of Project: Write a clear and concise
summary of your project. The maximum amount of words
allowed in this section is 500, so be brief. Ask yourself, if
a person read only this description, would they be able to
understand the intent and scope of the project? You may
also include a short description of your organization, but
keep the word count in mind.
Project Objectives: Write a brief description about
the issue, challenge, or opportunity that your project is
addressing. This is an opportunity for you to tell us why the
project is needed and how it will address that need. If the
project has been held in the past, you are encouraged to
briefly reference the outcomes/results that were achieved
and any changes in how the project will be delivered to
improve results. Additional details regarding who and how
they will participate in the project will be provided in the
following areas of the application.
If The Project Has Been Offered Before: If your project
has taken place before, whether or not it was funded by the
CIF, talk about the results you have achieved, the number
of people that participated, and the effect the program has
had on your community. If you are making any changes to
improve the program, tell us about them here. This is your
chance to show us that your existing program has been
meeting its targets, and improvements you have made to
strengthen it.
Describe Who Will Participate/Benefit From the Project:
Tell us about the people that will participate in, or benefit
from, the project. If you have held the project in the past,
indicate the number of people that participated. Note that
if you are approved for funding, you will need to track
participants as part of the final reporting requirements. If you
are partnering with other organizations to deliver the project
you may indicate who they are in this section.
Age of the Audience: Select all categories that apply to the
project participants.
Demographics: Select all that apply. If something is not
listed, select “Other” and provide a short description in the
space provided.
Where Will Participants/Beneficiaries Come From: Select
all that apply. If something is not listed, select “Other” and
provide a short description in the space provided.
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Identify Characteristics: Select any characteristics that
may apply to the people that you expect to participate in
the project. If something is not listed, you can select up to
3 “Others” and provide a short description in the space
provided.
Focus Areas: Select all that apply to your project.
Level: Select the level at which the project will primarily
occur. For example, a youth mentoring program would
be “Individual”, a parenting program “Family”, or a festival
“Community”. You can only select one option.
How Often: Select how often participants will take part in the
project. You can only select one option. If something is not
listed, select “Other” and provide a short description in the
space provided.
Project Activities and Timelines: This section is to show
us how, and in what time frame, you plan to meet your
objectives. Indicate the key or primary types of activities only,
for example, promotion, research, program development,
program delivery, recruitment and training of volunteers, etc.
Each activity is limited to 20 words, so be brief, and you can
identify up to 10 activities. You may include activities that are
ongoing, noting that they are ongoing in the timeline.

Expected Results

––––––––––––––––––––––––––––––––––––––––––––––––––––––––––

Estimate Participants: Provide a realistic estimate of the
amount of people that will participate and/or benefit from the
project. While many people may indirectly benefit, count only
those that will directly participate or benefit from the project.
Count people only once – if a project is held weekly and
there are the 12 same participants each week, 12 would be
the number provided.
Expected Outcomes: What outcomes are you hoping
this project will achieve? Include quantitative (eg. number
of workshops) and qualitative (eg. skills learned) results
that describe the impact of the project. Keep in mind that
this section is limited to 500 words. Stick to the outcomes
that directly benefit the participants and that can and will
be measured.
How will you Measure and Evaluate: Provide the
details about how you will gather, analyze, report, and use
information about what will be achieved by this project. This
may include surveys, tracking participants, interviews, etc.
Recognition of the CIF: Briefly explain how you will
recognize the CIF. This may include promotional materials,
advertising, public displays, social media, etc.

Budget

––––––––––––––––––––––––––––––––––––––––––––––––––––––––––

When entering budget amounts in this section use round
numbers only (no cents/decimals). Review your budget
entries carefully to be sure you have included all project
related revenue and expenses, the numbers are entered
correctly, and that totals are added correctly. Refer to the
sample application for an illustration of how to complete this
section of the application.
Estimated Revenues: Complete a line for each source of
revenue for your project. Use the pull down menu to select
who will be providing funding, enter the amount, and then
select ‘confirmed’ or ‘pending’ depending on the status of
that funding. Make sure you include your CIF request in this
section, and that the dollar amount indicated here matches
the request on the first page.
Estimated Expenses: Complete a line for each category of
expenses. Use the pull down menu to select the category
and provide a description if necessary. In the Expense
column for each line, enter the total amount you expect to
spend on that category. In the $ CIF column for each line,
enter the amount you are requesting the CIF to fund (this
may be the total amount, or just a portion of it). Refer to the
Program Guidelines to see what expenses are eligible for CIF
funding, and what expenses are ineligible. Remember that
a maximum of 20% of your CIF grant request can go toward
Overhead expenses (eg. $5,000 of a $25,000 request),
and you must include your request for Overhead expense
funding in your budget. Double check your numbers to
ensure that revenue and expenses match, and that the $ CIF
column total in the budget matches your grant request.
In-Kind Goods or Services: In kind goods and services
are contributions that other people in your community
are providing free of charge to your project. This could
include project supplies, professional services, facility and
equipment rentals, etc. If you select “Yes” for this question,
provide the name of the person, company or organization,
a brief description of their contribution, and its value. In-kind
support indicates that there is community support for your
project, so this is an important part of your application.
Volunteer Involvement: If volunteers will be involved in your
project, indicate the number of people that will be volunteering,
and a brief description of how they will be involved.
Declaration and Signature: Carefully read and check off all
the points listed. Enter the name of the person authorized by
your organization to submit the application. Finally, select the
date you are submitting the application.
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