[image: image1.png]Community Environment Fund

Sobeys & (&) Etbpay





Application Guidelines

About the Earth Day Canada Community Environment Fund 

The Community Environment Fund (CEF) provides grants of up to $20,000 to support local environmental initiatives and projects in Ontario. As a result, registered not-for-profit organizations, registered charities and schools have a greater opportunity to create and inspire sustainable environmental action in communities across the province. 
Application Criteria

Grants will be awarded under the Program to projects that demonstrate:

(i)
Greatest Need 

· Demonstrates a need for funding 

· Tackles an environmental issue or need 

· Engages diverse members of the community (citizens, schools, community groups, businesses, etc.).

(ii)
Most Innovation 

· Proposes a creative and comprehensive work plan and fiscally responsible use of budget 

· Includes creative program reach, duration and intensity 

· Incorporates innovative enhancement of existing or model programs 

· Incorporates appropriate program evaluation methods.

(iii)
Greatest Likelihood of Sustainable Impact 

· Exhibits greatest likelihood of sustainability (program and behaviour) once the grant period is over 

· Well-chosen program objectives 

· Implemented using model programs, or components from model programs 

· Executed in appropriate program setting 

· Includes comprehensive program reach, duration and intensity 

· Demonstrates significant potential impact on the community

· Demonstrates cost effective use of budget and resources.

Eligibility 

Applicants for the Community Environment Fund must be affiliated with a not-for-profit organization or school in Ontario. To be eligible for a grant, a project must 

· Be a registered not-for-profit organization, registered charity or school
· Be open to the public

· Have a strong volunteer involvement component 

· Engage the local community 

· Be located on publicly accessible property 

· Have a plan to be sustainable beyond the life of the grant

· Demonstrate quantified benefits and achievements to the environment

· Have signed approval of the school’s principal if it is a school application

· Have signed approval of a senior administrator if it is an application from a college or university student group

· Must be completed within one year of receipt of the grant.

The following would not be eligible to receive grants from the Fund

· Requests from for-profit organizations or individuals 

· Requests from for-profit educational institutions

· Fundraising initiatives

· Scholarships, grants or bursaries

· Projects outside of Ontario

· Projects that do not meet eligible project timelines 

· Technical or scientific studies and reports

· Lobbying or political organizations

· Government agencies or crown corporations

· Any organization whose activities or core values are inconsistent with the core values of Sobeys and Earth Day Canada.

Grant Periods 

The Community Environment Fund offers two grant periods per year. 

Spring Grant Period:  

The spring grant period opens on November 2nd with a submission deadline of February 28th. Successful applicants are notified on May 1st. 
Fall Grant Period:  

The fall grant period opens on May 2nd with a submission deadline of August 31st. Successful applicants are notified on November 1st. 

If the application deadline falls on a statutory holiday or weekend, please have your application postmarked on the previous business day. Applications that are not postmarked on time will not be accepted. 

Project Timelines 

Projects for the February 28th deadline must be completed no later than June 30th of the following year. Projects for the August 31st deadline must be completed no later than December 31st of the following year. Your work plan and budget plan should reflect this time period. 

Eligible projects cannot have started more than 60 days prior to the application deadline. 

Key Dates
Please note that the below dates are a guideline only. It is recommended that you contact CEF to discuss project timelines prior to applying. 

Fall Grant Period

	Date
	Event
	Who

	May 2 
	Funding Period Opens
	CEF

	Aug 31
	Application Deadline
	Applicant

	Sept 1 – 10
	Eligibility and Completeness Checks
	CEF

	Sept 10 - 30
	Initial Assessment of Applications
	CEF

	Oct 1 – 31
	Judging Process
	External Panel

	Nov 1
	Applicant Notifications
	CEF

	Dec 1
	Funding Received
	CEF


Spring Grant Period

	Date
	Event
	Who

	Nov 2
	Funding Period Opens
	CEF

	Feb 28
	Application Deadline
	Applicant

	March 1 - 10
	Eligibility and Completeness Checks
	CEF

	March 10 - 31
	Initial Assessment of Applications
	CEF

	April 1 - 30
	Judging Process
	External Panel

	May 1
	Applicant Notifications
	CEF

	June 1
	Funding Received
	CEF


Budget Plan 
All costs requested from the Community Environment Fund in Part D of the application form and the budget plan must be directly related to the project. Please note that CEF will not fund any costs retroactively. Review the above key dates before completing the budget plan. 

Human Resources 
The Community Environment Fund will only cover the costs of new position(s) created for the project, existing positions are ineligible. Do not request more than 50% of your total request from CEF for human resources. For example, if you request $20,000 in total from CEF, do not request more than $10,000 for human resources. 

The following costs are ineligible: 

· Board Member (Hourly Rates)

· General Office and Administrative Support

· Grant Writers

· Honorariums 

· Staff Professional Development 

· Teacher Salaries

Materials, Supplies and Equipment 

The following costs are ineligible: 

· Business Cards

· Computers and Software

· Gifts, Incentives and Rewards

· Non Native Plants – please consult the Evergreen Native Plant Database  http://evergreen.ca/e/npd   [English]    http://evergreen.ca/f/pi   [French]
· Office Supplies and Equipment

· Phones

· Play Equipment and Resurfacing 

· Table and Chair Rentals 
· Televisions

· T-Shirts and Promotional Goods

· Video Equipment

Services and Other Expenditures
The following costs are ineligible: 

· Administration and Overhead

· Building Maintenance

· Child care 

· Community Meeting Costs 

· Contingency or Miscellaneous 

· Food and Refreshments

· Guest Speakers

· Insurance (Volunteer, Project, Vehicle, Property)

· Internet Access

· Land Rentals

· Legal Fees

· Meeting Room and Conference Rentals

· Paid Advertising

· Permits and Approvals

· Rent and Utilities

· Travel Costs (Public Transportation, Mileage, Vehicle Rentals, Accommodation)

· Vehicle Maintenance

Printing the Budget Plan
Each budget plan worksheet has been set up to automatically print in landscape and on one page. If a worksheet is not printing on one page please follow the instructions below:
Microsoft Office Excel 2003:

1. To print in landscape, click on File and under Orientation select Landscape. 
2. To print on one page, click on File and under Scaling select Fit to: and chose 1 page(s) by 1 tall. 
Microsoft Office Excel 2007:

1. To print in landscape go to the Page Setup group, click Orientation, and then click Landscape.

2. To print on one page go to the status bar click the Page Layout button to switch from Normal to Page Layout view. In the Scale to Fit group, in the Width box, select 1 page, and in the Height box, select 1 page.  

Reference Letter Guidelines 

Please carefully review:

· Please do not include more than 2 letters of reference in your application package. 

· Letters should be addressed to CEF and not another funder or individual.

· Please do not submit an internal letter. Letters must be from a past or present project partner.

· Letters should state who the writer is and outline his/her relationship to your organization/the project.
· The writer should illustrate an understanding of what the project is, and how they, as a supporter, will be involved.
· Letters must support the proposed project and be dated for the current grant period.

· Letters must address the need of the proposed project in your community.

· Letters must corroborate your organization’s ability to successfully complete the project.

Tips for Completing the Application
Use the following tips when completing the application package:

· Plan ahead and allow plenty of time to complete the application package.

· To strengthen your chances of being successful, present CEF with an application that strongly aligns with the Fund’s application criteria in the areas of need, innovation and sustainability. 

· Answer all questions. If you are unsure about a question, please contact CEF.

· Use the space provided. The word limits per answer indicate the depth of information CEF expects.

· Write using clear and concise language. Avoid using jargon, clichés and overused phrases. Ensure that the application has been written for someone who knows nothing about your project or organization. 
· Double and triple check the calculations in your budget plan.

· CEF highly recommends securing additional funding sources, ensuring that CEF will not be the sole funding source for your project.

· Ensure your application package is complete. Incomplete applications are ineligible and will not be reviewed. 

· Ask a third party to review the application to ensure that it is complete, that it has been written for someone who knows nothing about your project or organization, and that you are not missing any vital information on the project. 

· Be certain you are completing the current application materials. 
Submitting the Application
Please carefully review the instructions on the application form before completing the application package.

Applicants are required to submit all documents listed in Part E of the application form. This includes your organization’s year-end financial statements. It is recommended that you include audited financial statements with a letter from the auditor in your application package. If your organization does not have audited financial statements, the statement must be signed by your organization’s Treasurer. Educational institutions are not required to submit financial statements or an annual report. 

If you are a not-for-profit organization that was federally incorporated before October 17th, 2011, please provide CEF with copies of your organization’s Letters Patent and/or Certificate of the Continuance.

If you are a not-for-profit organization that was federally incorporated on or after October 17th, 2011, please provide CEF with a copy of your organization’s Certificate of Incorporation. 

If you are a provincially incorporated not-for-profit please provide CEF with a copy of your Certificate of Incorporation and/or Corporation Profile Report. 

Please note that if you are a non-profit or registered charity the declaration must be signed by a legal signing authority within the organization.  

Applications must be submitted by mail or courier and postmarked by February 28th for the spring grant period, and August 31st for the fall. If the application deadline falls on a statutory holiday or weekend, please have your application postmarked on the previous business day. Applications that are not postmarked on time will not be accepted. Please note that submitting an application package does not guarantee funding.

When submitting the application please ensure that it is printed on white paper. Please do not staple or bind the application. 

Applications, with all required attachments, are to be sent to:

Earth Day Canada Community Environment Fund

111 Peter Street, Suite 503

Toronto, Ontario, M5V 2H1.

Conditions for All Successful Applicants 

All successful applicants will be required to sign a Contribution Agreement, agreeing to funding terms, conditions and deadlines. The Contribution Agreement will outline in detail what is required of the applicant over the life of the grant. 

Upon completion of the project, all recipients will be required to submit a detailed report to the Community Environment Fund. Final reporting instructions and forms will be provided by CEF to all successful applicants. The report must include – among other elements – evaluation results, before-and-after photos of the projects, photos of the project during development, and any media coverage and promotional materials. Final Reporting documents must be complete within two months of the project completion date. 

Contact Us 

If you have any questions regarding the application, please contact CEF by email at envirofund@earthday.ca or by phone at 416.599.1991.
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