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2018
Cultural Facilities Fund 

(Minor Projects)
Guidelines and Application Form

Deadline for submission:

MONDAY, SEPTEMBER 17, 2018 at 4:00 PM

Late or incomplete applications will not be considered.

Cultural Funding Support Section
Recreation, Cultural and Facility Services Department

(Pour obtenir la version française de ce document, veuillez composer le 613-580-2424, poste 29404 

ou par courriel infoculture@ottawa.ca)

Program Objectives

The Cultural Facilities Fund (Minor Projects) Program is designed to assist local arts, festival, fair or heritage organizations to improve cultural facilities, venues and programming in the City of Ottawa.  This project-based funding is intended to provide support towards studies related to capital facility development, purchase of equipment (fixed and non-fixed), minor capital renovation projects and restoration related to heritage sites.
Cultural Funding Support Section Values

· The Cultural Funding Support Section (CFSS) assists independent, local, not-for-profit organizations, as well as professional artists and heritage professionals in the presentation of arts and heritage events and activities that reflect a broad representation of communities within Ottawa. 
· The City of Ottawa supports cultural activity that is inclusive of Ottawa’s diverse community, including people from a diversity of ancestries, abilities, ages, countries of origin, cultures, genders, incomes, languages, races and sexual orientations. 

· The City of Ottawa is built on unceded Algonquin Anishinabe territory. The Cultural Funding Support Section honours the Algonquin Anishinabe Nation as host nation. 

· The Cultural Funding Support Section is committed to supporting cultural activities that respond to the Calls to Action of Truth and Reconciliation Commission. 

· Submissions from applicants reflecting Ottawa’s diversity, as well as First Nations, Inuit and Métis are welcome and encouraged. 

· The City of Ottawa recognizes both official languages as having the same rights, status and privileges, and therefore accepts applications in both English and French.

Eligibility

Applicants must meet the following eligibility criteria:

· be a local, incorporated, non-profit cultural organization with an arts, festival, fair or heritage mandate and have been in existence for at least two (2) years in its present discipline

· have received, within the last two (2) years preceding the application year, a project or operating grant from the Cultural Funding Support Section at the City of Ottawa
· Be in good financial standing (applicants with a deficit greater than 25% of total operating revenue will not be accepted)
· have an active Ottawa-based Board of Directors; the majority (51%) of the members of the Board of Directors must be residents of the City of Ottawa
· be based in Ottawa and serve primarily the Ottawa community; in the case of Francophone, Inuit, Métis and First Nations organizations, a Board of Directors that is comprised of at least 50% of directors residing in the Ottawa region
· The Kitigan Zibi Anishinabe Cultural Centre and The Algonquin Way Cultural Centre (Omàmiwininì Pimàdjwowin) of Pikwakanagan First Nation are eligible to apply for funding
Additional Criteria
· The City of Ottawa will provide funding to successful cultural organizations to a maximum of $7,500. Please note, however, that the City will not fund more than 90% of the total cost of the project; the project budget must include sources of revenue other than the City’s contribution.
· Organizations may only submit one application at a time; final reports for past projects funded through the Cultural Facilities Fund must have been submitted and approved by the CFSS before reapplying.
· For collaborative projects between two or more organizations, a letter of partnership that describes the project, each organization’s role and responsibilities including signatures by authorized representatives of each organization is required.
· For renovation and restoration projects an organization must provide either proof of ownership or a lease agreement.
· A project funded through the Major Capital Development Projects Fund is ineligible to this program.

Funding Categories

There are two categories of funding assistance for minor projects:
1. Capital Funding
a. Purchase of Equipment
b. Renovations
c. Restorations
2. Studies*
a. Needs Assessment Study
b. Pre-Feasibility Study
c. Feasibility Study

d. Capital Fundraising Study

*Applicants are encouraged to meet with a Funding Officer prior to submitting an application. 
3. Major Capital Development Projects
The Cultural Facilities Fund program includes a Major Capital Development category. This category is administered through the Cultural Development Initiatives Section and assists eligible organizations with grants for projects that have an overall estimated budget that is greater than $60,000. 

Please note that the deadline date for 2018 submissions is October 1, 2018. To know more about this program, please contact François Lachapelle by email at francois.lachapelle@ottawa.ca or by telephone at 613-580-2424, extension 27411.

Eligible Activities

1. Capital Funding

a. Purchase of Equipment

· fixed equipment (e.g., lighting grid, staging, sprung flooring, etc.)

· non-fixed equipment associated with programming (e.g. sound boards, spot lights, computers etc.)

· equipment associated with an exhibition or display (e.g., bleachers,  exhibition cases, etc.)

b. Renovations

· renovation, alteration, or addition to an existing facility that enhances the performance, rehearsal, display, programming, and/or administration space, or access for the public
c. Restorations
· restoration of an existing facility that is designated a heritage site under either the municipal, provincial or federal acts

· restoration of artifacts linked to a heritage facility

2. Studies 
Studies must be related to facility improvements and/or construction and must be completed by an outside consultant/professional working within discipline/specialization of study.
a. Needs Assessment Study 

· provides an organization with a professional evaluation of specific needs to consider for a proposed project (e.g. electrical or technical requirements, architectural planning, etc.)
b. Pre-feasibility Study

· provides the Board of Directors an initial working tool that clarifies an organization’s capacity and intended impacts of a designated projects by delineating strengths and weaknesses of the project
c. Feasibility Study 
· study for the creation / building of a new facility

· study for improving /renovating an existing facility

· study for equipment upgrades

d. Capital Fundraising Study 

· study and plan for a major fundraising campaign for facility upgrades or construction

Ineligible Activities:
The following types of projects and costs are ineligible: 
· operational costs such a facility rental fees, salaries, or advertising costs 
· studies that are not directly related to facilities such as business plans, marketing plans, strategic plans, etc. (please consult the Capacity Building Funding Program Guidelines for funding relating to these types of projects)
· projects that have been completed on or before the application deadline date
· equipment purchases associated with specific one time project/activity
City of Ottawa employees or elected representatives may not apply for individual cultural funding or awards.

City of Ottawa staff from the following Branches may not hold a key position within an organization requesting cultural funding from the City: Community, Recreation & Cultural Programs; Business and Technical Support Services; and Archives. Exception: where staff participation has been approved as one of the duties of their position.

City of Ottawa staff are required to act in compliance with the City of Ottawa Employee Code of Conduct and all applicable laws and regulations. For further inquiries, please contact your Cultural Funding Officer.

Assessment Criteria

Peer assessors will use the following assessment criteria to evaluate your request for funding. Applicants are assessed based upon their respective mandates, size and scope, and according to the criteria outlined below:

Merit
· Aligns with mandate

· Goals and objectives fulfill a critical need 

· Qualified project leadership

Impact
· Broader community involvement

· Impact on discipline and/or community of interest
· Responsiveness to members and audiences

Organizational Effectiveness

· Management, planning and evaluation

· Fiscal responsibility and realistic budgeting

· Initiative in fundraising/diversification of revenue
· Good governance

· Need for financial support

Application Process 
Applicants must complete the Application Form and attach all required documentation. 
You may wish to speak to the Cultural Funding Officer prior to submitting an application to ensure that your organization is eligible for this program, and to discuss the application process.

If municipal funding was previously received from this program, a Final Activity Report detailing how the funds were used must be submitted. 
Failure to provide a Final Report approved by the City of Ottawa Cultural Funding Support Section may result in ineligibility for subsequent City of Ottawa funding.

Vulnerable Sector Policy


Organizations are morally and legally required under the Duty of Care concept to do everything reasonable to care for and protect their staff and participants. As such, not-for profit organizations and collectives are required to have a Vulnerable Sector Policy in place that identifies the risks related to vulnerable persons and outlines procedures to ensure program quality and protection of vulnerable participants (this may include volunteer/staff screening procedures, police record checks, operational procedures, etc.).

Section 6.3 of the Criminal Records Act defines a vulnerable person as a person who, because of his or her age, a disability or other circumstances, whether temporary or permanent, (a) is in a position of dependency on others; or (b) is otherwise at a greater risk than the general population of being harmed by a person in a position of trust or authority towards them. This includes children, youth, senior citizens, people living in poverty, people experiencing homelessness, people with physical, developmental, social, emotional, or other disabilities, as well as people who are victims of crime or harm.

For more information on Police Record Checks, please contact the Ottawa Police Service.

Understand the law on workplace violence and harassment

It is your organization’s responsibility to ensure compliance with current legislation.  Information about the Sexual Violence and Harassment Action Plan Act (Supporting Survivors and Challenging Sexual Violence and Harassment), 2016, S.O. 2016, c. 2 - Bill 132 can be found here: https://www.ontario.ca/laws/statute/s16002
How Funding Decisions Are Made 
Peer Assessment Principles

The Cultural Funding Support Section uses a peer assessment model that involves professionals working in fields related to the applications being evaluated.  Assessors are selected for their recognized expertise in administration and/or technical expertise and/or organizational effectiveness.   Committee members represent the community they are assessing but not any particular group or institution, and have an awareness of a broad range of artistic, heritage and/or cultural activity as well as an appreciation of the diversity of the local cultural community.  

Key principles of assessment committee composition strive to create a balanced representation of diversity of content, program and discipline expertise, as well as fair representation of official languages, gender, geographic areas and culture-specific communities. 

Peer assessment is a nationally accepted best practice, credible to the arts, heritage, and cultural communities, and has been approved by City Council.

How Jurors and Assessors are Chosen

Cultural Funding Officers are responsible for the selection of peer assessors and are continually researching and adding names of qualified individuals to the juror database. Members of the cultural community are encouraged to recommend qualified individuals.  If you are interested in participating as an assessor or would like to refer someone, please send a résumé to our mailing address or by email to infoculture@ottawa.ca.
Peer Assessment Process

Assessment committees are convened to evaluate funding submissions.  Each committee consists of three members who assess applications according to the publicly-stated assessment criteria. Individual evaluators first review the funding applications independently. The members then meet as a committee to review the applications and support material together. For each application, the committee establishes the funding priority, decides whether to award funding, and recommends a funding amount.  If required, external assessments in specialized areas that may be beyond the range of a particular committee’s expertise are solicited and taken into consideration.  All results are final.
Allocation of Funding

An applicant’s success in obtaining funding depends upon the assessment committee’s final evaluation and the funding available within the program.  

All funding is subject to the approval of the annual City budget by Ottawa City Council.

The amount requested is not necessarily the amount awarded.

Meeting all eligibility requirements of the program does not guarantee funding.
Conflict of Interest

Since the purpose of the peer assessment model is to select qualified and knowledgeable assessors from the local arts, heritage and/or cultural community, these individuals may have relationships with one or more applicants that could lead to a conflict of interest.  Under the City’s guidelines, an actual or perceived conflict must be declared.

Prior to the assessment meetings, assessors receive a copy of the Conflict of Interest and Confidentiality Policy with a form for declaring conflicts. All assessors must complete this form and submit it prior to the assessment meeting. In a case where a conflict is declared, the assessor in conflict abstains from any discussion related to the application in question.

Situations of potential conflict are, if an assessor:

· is employed by or is a member of the Board of Directors of an applicant organization

· has financial interest in the success or failure of an applicant’s project

· has an interest based on the fact that an applicant's project involves a spouse/live-in partner or an immediate family member

· has a personal interest in specific applications other than what is normally expected of interested members of the cultural community

· for any other reason, is unable to objectively assess an application
Confidentiality of Information

Information provided on the application form, or as support material, may be made available to City of Ottawa staff and assessors.  Personal information contained therein shall be dealt with on a confidential basis pursuant to the Municipal Freedom of Information and Protection of Privacy Act.  

Assessors and committee members are required to treat both the contents of the applications and the deliberations of the committee as confidential.  At the end of the assessment meeting, committee members turn in their copies of the application materials for shredding.  

If You Are Awarded Funding

Release of Funds

If you are awarded funding, you will receive a letter from the Cultural Funding Support Section informing you of the amount. The letter will include the conditions governing the release of funds and the Terms and Conditions document, which describes conditions attached to the use of these funds. A payment from the City’s Financial Services will follow. 
Use of Funds

Funds shall be used only for the purposes outlined in the original application. Any changes to the project scale or activities, including changes in budget, leadership, organizational structure and programming, must be reported in writing to and receive approval from the Cultural Funding Support Section.

Please read the Terms and Conditions for more information on the use of funds.

Reporting

All funding recipients are required to submit a final report detailing how they used the funding awarded to them.  This report must be submitted to and approved by the Cultural Funding Support Section either following completion of the funded activities, twelve months after receipt of the funds, or at the time of subsequent application to the program, whichever is soonest. 

For projects that have not yet been completed or have been delayed, an interim report is required.

Failure to provide the required report may result in ineligibility for subsequent City of Ottawa funding.

To obtain a reporting form, please contact infoculture@ottawa.ca or call 613-580-2424 ext. 29404.

Acknowledgement of Support 

Funding recipients are required to acknowledge the support of the City of Ottawa as indicated within the official Acknowledgement of Support document which will be mailed to all successful applicants.


Summary Report 

At the end of the year, the Cultural Funding Support Section publishes a summary of funding results on the City of Ottawa’s website listing the names of all funding recipients and assessors:

ottawa.ca/culturalfunding . Until this list is published, the names of successful applicants and assessors will not be revealed.  The identity of unsuccessful applicants remains confidential.

If You Are Not Awarded Funding

Try again! If you do not receive funding you are encouraged to try again.  The program’s limited envelope cannot fund all applicants, regardless of their merit.  

All results are final. There is no appeal of assessors’ decisions regarding the merit of your organization’s proposed project or the assessment committee’s recommendation of an award amount. The Cultural Funding Support Section allows for reconsideration, but only in cases where a review of the application and the committee’s deliberations reveals evidence that the application was not assessed according to the publicly-stated procedure and assessment criteria.
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2018
Cultural Facilities Fund 

(Minor Projects)
Application Form

Deadline for submission:

MONDAY, SEPTEMBER 17, 2018 – 4PM

Cultural Funding Support Section
Recreation, Cultural and Facility Services Department

(Pour obtenir la version française de ce document, veuillez composer le 613-580-2424, poste 29404 

Ou par courriel infoculture@ottawa.ca)

Instructions – How to Submit your Application Form

General Information

· Please read the program guidelines that are attached and keep them close for easy reference while completing the application.

· Fill out the application form and ensure that Section A is signed by two authorized signing officers. Authorized officers are individuals who have the authority to legally bind their organization in a contract.  Please note that the City of Ottawa cannot accept electronic signatures.
· Answer all questions and include necessary information along with required documents.
· Complete the budget form with breakdowns and annotation, using a separate sheet if needed. 

Application Format

· Do not use staples, binders or separators in your submission. Paper clips are acceptable.
· Please provide all text material on single-sided 8½ x 11 white paper; all application materials are photocopied for the peer assessors.
· Do not email any portion of your application or support material.
Support Material 
· Support material is an essential part of your application.  It is important for assessors to see conceptual/technical drawings, quotes and all other relevant support material to properly evaluate your submission. If you wish to have your support material returned, enclose a self-addressed envelope with the required postage.
· Please note that total time allotted to review support materials in jury cannot exceed 10 minutes per application. Please select your support materials with this time constraint in mind.
Should you have any questions regarding this application, please contact:

Adrija McVicar
Cultural Funding Officer

613-580-2424 ext. 23231 
adrija.mcvicar@ottawa.ca 
Check the deadline date carefully. 
Late and incomplete applications will not be considered and will be returned to the applicant.

A.
Applicant Information
	Name of Organization/Group



	Mailing Address – Suite # / Street


	City


	Postal Code



	Telephone


	E-mail address



	Name and Title of Contact Person



	

	In the last two (2) years, which program did you receive funding from? 
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 Arts                    Heritage                          Festival                      Fairs              Service Agreement             Diversity            

	

	Funding Category 

(select one only)
	Capital Funding 
	      Equipment                   Renovations                 Restoration

	
	Studies 
	     Needs Assessment                          Pre-feasibility
     Feasibility                                          Capital Fundraising

	

	Project Title


	Project Dates

 _____  / ______  / _____  to  _____  / ______  / _____

    day           month         year             day          month         year

	Project Description (Provide a brief overview – 50 words maximum.) 



	Amount Requested  (max. $7,500)
$
	Total Cost of Project
$
	Group’s Annual Operating Budget

$

	

	Not-for-profit Incorporation No. 


	Fiscal Year
                ______  / ________     to    ______  / ________

                       day             month                       day             month

	

	Is the project a collaboration between two or more organizations?        Yes      FORMCHECKBOX 
                    No      FORMCHECKBOX 

If yes, list all collaborating organizations, contact names and numbers, and their roles within the project.



	SEE OVER ( 


A.
Applicant Information (CONTD.)    

	Signatures of Two Authorized Officers: 

One of the signing officers must be a member of the Board of Directors.

On behalf of and with the authority to legally bind the organization, I certify that the information provided in this document and any attachments is true, correct and complete in every respect. I certify that the Board of Directors or Indigenous Governing Body has authorized this submission. 

I have read and accept the Terms and Conditions of this program. I agree to abide by the funding process and the peer assessment committee’s decision. 

___________________________________________________________________________________________
Print name  /  title

_____________________________ 

______________________________________________________
Date





Signature (Original signature required)

___________________________________________________________________________________________
Print name  /  title

_____________________________

______________________________________________________
Date





Signature (Original signature required)

Municipal Freedom of Information and Protection of Privacy Act 

Personal information on this application form is collected under the authority of section 107 of the Municipal Act, 2001 S.O. 2001, C. 25 in accordance with the City of Ottawa Grants and Contributions Policy.  The City of Ottawa will use this information in the determination of eligibility and in establishing funding allocation recommendations.  

Questions regarding the collection of this information may be addressed to: Portfolio Manager, Cultural Funding, at 613-580-2424 ext. 27412 or infoculture@ottawa.ca



Assessment Criteria

This application form relates directly to the following assessment criteria that peer assessors use to evaluate your organization’s request for funding.  Please ensure that your application provides evaluators with all the information they need for assessment purposes.
Merit
· Aligns with mandate

· Goals and objectives fulfill a critical need 

· Qualified project leadership

Impact

· Broader community involvement

· Impact on discipline and/or community of interest

· Responsiveness to members and audiences

Organizational Effectiveness

· Management, planning and evaluation

· Fiscal responsibility and realistic budgeting

· Initiative in fundraising/diversification of revenue

· Good governance

· Need for financial support

APPLICATION QUESTIONS

Please describe your project and establish its merits by responding to the following questions.
B.
Information on Organization 

Please attach a separate sheet to answer the following:

1. What is the mandate of your organization?

2. Provide a brief history of your organization.

3. Who are the professionals leading your organization?

4. Provide a list of all capital, operating and/or project funding from the previous two (2) years that has been received from the City of Ottawa.  Include date, amount and purpose. 

C.
Project Information 
Please attach a separate sheet to answer the following:

1. Provide a description of the proposed project and how it relates to your organization’s mandate.
2. Why are you undertaking this project at this time?  Explain how it fills a gap, meets a need, solves a problem etc. 

3. Indicate who will be leading the proposed project and include a short bio or CV.

4. Do you have a partner in this project?  Include letter of confirmation from partner organization.

5. How will this project benefit your organization, its members and/or the broader local community? 

6. Provide a schedule of activities; include time lines, start and completion dates.
D. Project Information by Category

Please do not send any information via URL links
PURCHASE of EQUIPMENT proposal:

1. Estimates from 2 different suppliers (for heritage projects one quote may be acceptable – consult Cultural Funding Officer prior to application deadline)

2. For fixed equipment, please clarify who will be installing equipment.

3. For non-fixed equipment, a description of where the equipment will be installed or stored

RENOVATION project proposal:

1. The size of the facility in sq. ft. or sq. m.

2. Lease agreement or proof of ownership of the building. If leased, please provide a copy of the lease agreement and documentation indicating that the landlord has agreed to the proposed renovations.

3. Quotes by 2 separate contractors

4. Schematic drawings

D.
Project Information by Category – cont.

RESTORATION project proposal:

1. The size of the facility in sq. ft. or sq. m.

2. Is the building or property designated under a municipal, provincial or federal heritage act? If so, please outline how this may affect the proposed project.

3. Lease agreement or proof of ownership of the building. If leased, please provide a copy of the lease agreement and documentation indicating that the landlord has agreed to the proposed restorations.

4. Quotes by 2 separate contractors unless a case can be made for seeking only one estimate.
5. Schematic drawings (if applicable)

STUDY proposal:

1. Name and CV of consultant
2. A draft copy of the Terms of Reference 

E. Board of Directors and Staff

Please attach:

1. A list of Board of Director members including names, titles, city of residence and contact information

2. A list of artistic and administrative staff persons and their titles

3. A signed copy of the minutes from the most recent Board of Directors meeting

F. Financial Documents

Please submit:

1. Completed Project Budget Form (included in this document)
2. Your organization’s operating budget for the year in which the project will occur.
3. Most recent financial statements, signed by an authorized member from the Board of Directors  (these can be submitted in draft format if necessary)

G. Report on Previous Funding 

Applicants who have previously received funding from the Cultural Facilities program must submit a final report and budget detailing how they used the funds awarded to them. In order to be eligible for subsequent funding the final report must be received and approved by the Cultural Funding Support Section.
To obtain a reporting form, please contact infoculture@ottawa.ca or call 613-580-2424 ext. 29404.

F. Project Budget - Revenue
City of Ottawa will only fund up to 90% of the total cost of the project to a maximum of $7,500
	Revenue
	Is funding:
	AMOUNT

	
	Confirmed?
	Pending?
	

	Public Sector Support – Do not show full amount of grants received by the organization. Only show portion of grant directed towards the project

	City of Ottawa

	01 
	Cultural Facility Fund (Minor Projects)

(your request rounded to the nearest $100)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	02
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Federal (please specify)

	03
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	04 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Provincial (please specify)

	05 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	06 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Other Sector Support and Fundraising

	Foundations (please specify)

	07 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	08 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Corporate Cash Sponsorship (please specify)

	09 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Individual Donations (please specify)

	11 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	12 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Special Fundraising Projects (please specify)

	13 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	14 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Other Revenue (please specify)

	15 
	Applicant’s Earned Revenue
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	16 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Total Revenue
	


F. Project Budget - Expenses
	Expenditures
	AMOUNT

	 Professional or Consulting Fees (please specify)

	17
	
	

	18
	
	

	Materials and Supplies (please specify)

	19 
	
	

	20
	
	

	Equipment (provide full breakdown on separate sheet if necessary)

	21 
	
	

	22
	
	

	23
	
	

	24
	
	

	Construction - Labour (please specify)

	25 
	
	

	26 
	
	

	Construction – Materials (provide full breakdown on separate sheet if necessary)

	27 
	
	

	28
	
	

	29
	
	

	30 
	
	

	Study Fees (please specify)

	31 
	
	

	32 
	
	

	Other Costs (please specify)

	33 
	
	

	34 
	
	

	Total Expenditures
	


	Total Revenue
	

	Total Expenditures
	

	Please note: Total expenses must equal total revenues.


F. Project Budget – In-Kind Donations & Notes to Budget
	In-Kind Donations (please specify) -Volunteer hours are not eligible
	AMOUNT

	35
	
	

	36
	
	

	37
	
	

	38
	
	

	39
	
	

	40
	
	

	Total In-Kind Donations
	

	Please note:  As per CRA regulations, all amounts shown as in-kind revenue must be proven with receipts.


Where applicable use this table to provide:

· explanations of budget items and revenue sources

· detailed breakdown of expenses and revenues

	Line item
	Supplementary Information

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


H.
Checklist

Please be sure to include the following (one copy only) with your application:

A.

Applicant Information completed and signed by two members who have the authority to legally bind the organization.
B.

Information about the Organization 

· Answer all questions

C.

Project Information 

· Answer all questions

· Letter of partnership (for collaborative projects only)

D.

Project Information by Category

· Equipment

· 2 estimates from different suppliers

· Response to questions

· Renovation
· Size of facility

· Copy of proof of ownership or lease agreement

· 2 quotes from different contractors

· Schematic drawings

· Restoration

· Heritage designation

· Copy of proof of ownership or lease agreement

· 2 quotes from different contractors

· Schematic drawings ( if applicable)

· Study

· CV of consultant

· Copy of Terms of Reference

E.

Board of Directors and Staff

· Board of Directors list

· Staff list

· Signed copy of the minutes from the most recent Board of Directors meeting
F.

Financial Documents
· Project Budget; revenues and expenses

· Operating Budget for year in which the project is occurring
· A signed copy of financial statements for the last completed year
G.
Report on Previous Funding (if applicable and not yet submitted)

Deadline for Application

Monday, September 17, 2018
One complete copy of the application should be mailed or delivered to:

City of Ottawa

Cultural Facilities Fund (Minor Projects)
Cultural Funding Support Section 

110 Laurier Avenue West (01-49)

Ottawa, ON   K1P 1J1

The package must be received by 4 p.m. on the deadline date, or must be postmarked for 
that day.

Late or incomplete applications will not be considered.
Contact Information
Program Inquires

For specific information on your submission, or to discuss eligibility, please contact:
Adrija McVicar 
Cultural Funding Officer

613-580-2424 ext. 23231
adrija.mcvicar@ottawa.ca 
General Inquiries
For general information or to request an application form, please contact:

Infoculture

613-580-2424, ext. 29404

infoculture@ottawa.ca
Terms and Conditions

Cultural Facilities Funding (Minor Projects) 
1. Definitions

“Applicant” means the applicant organization or individual that submitted an application to one of the City of Ottawa’s Cultural Funding Programs.

“Recipient” means the applicant organization or individual that submitted the application, has agreed to be bound by these terms and conditions and has been awarded funding by the City of Ottawa.

“City” means the City of Ottawa, Cultural Funding Support Section, Arts & Heritage Development Unit, Business and Technical Support Services Branch, Recreation, Cultural and Facility Services Department.

2. Time Frame

These terms and conditions shall be in effect for three (3) years from the date of receipt of funding.

3. Acknowledgment of Funding

The Recipient shall publicly acknowledge the support of the City of Ottawa in print in all advertising, publicity, promotional materials, web site and construction signs relating to the project and in any permanent tribute to the donors displayed on the site.  The Recipient shall also acknowledge City support verbally at public occasions relating to the program for which funds have been granted. In the case of "study projects" the Recipient shall acknowledge the support of the City of Ottawa in the final copy of the report. The acknowledgement may continue for the term of the agreement. See the Acknowledgement of Support document for more details.

4. Purpose of Funding

Funding shall only be used for the purposes of the program as described in the original funding application. Major changes in the activities and timelines or to the structure of the organization shall be made in writing to and receive approval from the City.

Funds are not available for the following: reducing budget deficits, increasing a surplus and fundraising activities. City funds cannot be used to pay for legal costs associated with litigation against the City.

5. Unused Funds

Any portion of the funding that is unused and was designated for activities that were not performed shall be repaid to the City of Ottawa.

6. Assignment of Funding

Neither the Applicant nor the Recipient shall assign this application or funding allocation respectively to a third party. Any funds assigned shall immediately be repaid to the City.

7. Disposal of Assets and Facilities

For assets purchased either in whole or in part with City funds, the cost of which exceeds $5,000, the Recipient shall not sell, lease or otherwise dispose of those assets without the prior written consent of the City. 
8. Repayment of Funding Allocation

The Recipient shall at the request of the City, repay to the City of Ottawa, the whole or any part of the funding allocation, or an amount equal thereto, if the Recipient:

a) Ceases to operate as a non-profit organization

b) Experiences a change in its ownership or control, without prior written consent from the City

c) Is wound up or dissolves

d) Has knowingly provided false information in the application and any attachments

e) Uses funds for purposes other than those detailed in the application

f) Breaches any of the terms and conditions of this agreement

g) Breaches any of the provisions of Human Rights Code, 1981, as amended, or other applicable legislation, regulations, or by-laws in the operation of the program

h) Commences, or has commenced against it any proceedings in bankruptcy or is adjudged bankrupt and the Recipient further agrees to immediately notify the City of the contact information for the trustee in bankruptcy
i) Fails to complete the project

In the case of minor and major capital projects:

j) ceases to operate the facilities;

The City reserves the right to demand interest on any amount owing by the Recipient at the current rate charged by the City on accounts receivable.

Where required, the funding allocation shall be repaid by cheque payable to the City of Ottawa, and mailed to:
City of Ottawa

Cultural Funding Support Section (01-49)

Recreation, Cultural and Facility Services

110 Laurier Ave. West

Ottawa, ON K1P 1J1

9. Audit Requirements

a) The Recipient shall keep and make available proper books of account and records of the financial management of the Contribution provided under this Agreement, in accordance with generally accepted business and accounting practices.

b) The Recipient shall make its books, accounts and records available at all reasonable times for inspection and audit by the City, its employees, agents and the City of Ottawa Auditor General, to ensure compliance with the terms and conditions of this Agreement.

c) The Recipient authorizes the City, its employees, agents and the City of Ottawa Auditor General at all reasonable times to inspect and copy any records, invoices and documents in the possession or under the control of the Recipient which relate to the Funding Contribution.

d) The Recipient shall provide annual audited financial statements where the annual contribution is over $50,000. If the contribution is less than $50,000 un-audited financial statements may be submitted.

e) The Recipient shall make available program and governance information for audit purposes.

f) These audit requirements shall survive for three (3) years beyond the termination of this Agreement.

10. Indemnity and Liability 

a) The Recipient shall indemnify and save harmless the City from any claims, demands, losses, costs, charges, actions and other proceedings, made or brought against, suffered by or imposed upon the City or its property in respect of any loss, damage or injury, including injury resulting in death, to any person or property directly or indirectly arising out of, resulting from or sustained by reason of negligence or otherwise of the Recipient, its employees, agents, volunteers, officers or directors.

b) The City shall not be liable to the Recipient or any other party in relation to the Funding Contribution and/or the services provided by the Recipient pursuant to the terms of this agreement and the parties agree that the Recipient shall not be deemed an agent of the City for any purpose under this agreement. The Recipient shall be solely responsible for the payment of any individuals employed, engaged or retained by the Recipient for the purpose of assisting it in the fulfillment of its obligations under this agreement.

11. Insurance (as applicable)
Evidence of insurance satisfactory to the City shall be provided prior to the commencement of services under this Agreement or upon request, in compliance with the City’s Insurance Services requirements.

The Recipient shall obtain and maintain during the term of the agreement comprehensive general liability insurance acceptable to the City, which shall be subject to limits of not less than five million dollars ($5,000,000) inclusive per occurrence for bodily injury, death and damage to property including loss of use thereof.  

*Applicants able to demonstrate significantly low risk in their proposed activity, to the satisfaction of the Cultural Funding Support Section may be allowed to obtain insurance to limits between two to five million dollars depending on the circumstance.  Please contact Cultural Funding Support Section for approval.
12. Occupational Health and Safety and Workplace Safety

a) The Recipient shall be responsible, where applicable, for the health and safety of its workplace and per compliance with the provisions of the Occupational Health and Safety Act, R.S.O. 1990. c.O.1, as amended, and its regulations or any successor legislation (“OHSA”) and the requirements under the Workplace Safety and Insurance Act, S.O. 1997, c.16, Sch. A (“WSIA”).

b) At any time during the term of this agreement, the Recipient shall, when requested by the City, provide evidence of compliance by itself and its subcontractors with respect to the WSIA, and failure to provide satisfactory evidence shall result in payment being held by the City until the City has received satisfactory evidence.
13. Dispute Resolution

(a) if a dispute arises concerning the application or interpretation of this Agreement, the parties will attempt to resolve the matter through good faith negotiation and each party may appoint senior representatives to meet and pursue resolution through negotiation before resorting to litigation.

(b) the City and Service Provider agree that nothing contained in subsection 13 (a) shall affect or modify the rights of the City or the obligations of the Service Provider as set out in the provisions agreed to in this Agreement

14. Reporting Requirements

The Recipient shall submit a final or interim report in the form required by the City twelve (12) months after the receipt of funds or upon subsequent application, whichever is sooner. This report shall provide all details required by the City. If an extension is required to complete the funded activity, the Recipient will notify the City in writing.

15. Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 

Personal information on this application form is collected under the authority of section 107 of the Municipal Act, 2001 S.O. 2001, C. 25 in accordance with the City of Ottawa Grants and Contributions Policy. 

16. Additional Terms

The City shall be entitled to amend or impose such additional terms and conditions in its letter or approval, in its sole discretion as it deems necessary and shall be entitled to impose such terms and conditions on any consent granted pursuant to this application, as it deems necessary.

These terms and conditions will be appended and incorporated into any additional or supplemental grant or contribution agreement executed between the Recipient and City, in the event such an agreement is required, except for any specific deviations or exclusions outlined therein.  

17. Tendering and Pricing
The Recipient shall conduct a process of competitive pricing or tendering for goods and services relating to the project.

ADDITIONAL CONDITIONS APPLICABLE TO STUDY PROJECTS ONLY

1. Study Document

The Recipient shall provide the City with one (1) copy of the completed study document.

2. Consultants
Study projects shall be undertaken by an "arms-length" consultant with appropriate professional qualifications.
__________________________________________________________________________________________

Cultural Funding Terms & Conditions documents have been reviewed by the City of Ottawa’s Legal Services Branch and approved for execution by the City.

Alterations to this document are not permissible.
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