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Document Purpose

This document provides instructions on how to complete Proposals for all proposal-based
Education Programs and is generic in nature. The Education Program Proposals are listed
below.

Proposal Instructions

Some Programs have additional Instructions for specific requirements. This information is
provided in appendices specific to the Program. For example, specific instructions are detailed
in Appendix A for the Education Partnerships Program Proposal.

2018-2019 Education Program Proposal List

Proposal Name Number Security Classification  Appendix
(when completed)

Education Partnerships Program 1775522 Protected B Appendix A

(EPP)

First Nation and Inuit Cultural 515410 Protected B N/A

Education Centres Program

(FNICECP)

First Nation and Inuit Youth 1898217 Protected B N/A

Employment Strategy (FNIYES)

First Nation Student Success Program | 1775521 Protected B Appendix B

(FNSSP)

Indspire 3976198 Protected B N/A

New Paths for Education (NPE) 679945 Protected B Appendix C

Post-Secondary Partnership Program | 41932 Protected B Appendix D

(PSPP)

Recipients are encouraged to read the 2018-2019 National Education Program Guidelines

at http://www.aadnc-aandc.gc.ca/eng/1415377531020/1415377622348. To confirm the deadline
for each Education Program Proposal, refer to Program Guidelines or the official Program call
letter.
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Before You Begin Completing a Proposal

Before you begin working on your Proposal, consider the following information.

Protecting Your Data

The most secure method of obtaining and submitting your data is to use the INAC Services
Portal and the Grants and Contributions Information Management System (GCIMS).

You can securely upload and download files through the INAC Secure File Exchange Service
(SFES). The SFES allows users to temporarily store files in online "safes". Users who have
access to these safes have a secure and efficient manner of exchanging files.

Additionally, if you have an encrypted USB key, you can use it to submit your Proposal or
Report in a confidential and secure manner.

Important: The security measures described here are the recommended minimum. You
can apply greater security protection to your data at any time.

Obtaining the Proposal

There are two ways to obtain a form; through the INAC Services Portal or by contacting your
Regional Office.

No matter how you obtain the form, you must save it on your local drive BEFORE you begin
working on it. When you open the file and begin entering data save regularly. Do as you would
with any other file and follow the guidelines of your workplace.

Submitting a Proposal

All Proposals are classified as Protected B. Use one of the following methods to submit a
Proposal to INAC:

o Submit through GCIMS.
o Use the Secure File Exchange Service to exchange files with your Regional Office.

o Mail or courier an encrypted USB key containing the completed Proposal to your
Regional Office.

5 Note: For Regional contact information refer to the Contacting INAC document, by
clicking on the button on the form.
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Completing the Form

This chapter provides instructions on sections of the form which are common to most Education
Programs. If the section of the form applies to some Programs, but not all of them, it is identified
at the beginning of the section.

Proposal Identification

All Proposals require Proposal Identification information as outlined in this section.
The following Programs have additional instructions on this topic. After reviewing this section,
refer to the corresponding appendices:

o Education Partnerships Program (Appendix A)

o New Paths for Education (Appendix C)

o Post-Secondary Partnership Program (Appendix D)

To complete the Proposal Identification section:

Important: Make sure you have saved the Proposal to a local drive before you begin.

1. Inthe Proposal Identification section, make sure the Fiscal Year is 2018-2019. If it is not,
contact your Regional Office to obtain the correct version of the Proposal form.

2. Enter a Proposal Title that is 5 words or less and is unique.

Organization Identification

All Proposals require Organization Identification information.

Some Proposals will be prompted to answer the question, ‘Are you the prospective RECIPIENT
of funds directly from INAC?’ The question appears on the following Proposals:

o FNICECP
o FNIYES
o NPE

Depending upon your answer, the relevant fields in this section will be displayed.

The majority of Education funding for Elementary/Secondary schools on reserve is an
agreement between a First Nation Chief and Council and the Government of Canada. In these
cases, the recipient of INAC funding is the Chief and Council who represents the schools and
organizations on reserve.

In cases where Regional Management Organizations (RMOSs) are the recipient of funds,
individual First Nation and Inuit Communities may be asked to submit a Proposal (i.e., a
sub-proposal) which the RMO will attach to their main Proposal. The individual First Nation and
Inuit Community will answer the question by selecting No (i.e., they are not the recipients of the
funds). The RMO will attach the sub-proposal to their main Proposal in the List of Reporting
Organizations section.
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Proposal Instructions

To complete the Organization Identification section:

1.

If prompted, answer the question ‘Are you the prospective RECIPIENT of funds directly from

INAC?’

2. Complete the Organization Identification fields as follows. If you are not prompted with the

guestion above, follow the Yes column.

Yes

Yes indicates that you are the Recipient
who may potentially receive funds from
INAC, or you are completing the Proposal
on behalf of the potential Recipient.

No

No indicates you receive funding from an
organization other than INAC.

Recipient No.: enter your 4-digit
Recipient Number.

Recipient No.: enter the 4-digit Recipient
Number of the Organization who received
the funding from INAC.

Important: Make sure the Recipient Number has 4-digits. Add zeroes in front if

necessary.

Recipient Name: Enter your organization
name.

Recipient Name: Enter the name of the
Recipient who could receive funds from
INAC and distribute them to you.

Organization Type: Select your type of
organization from the list.

Organization Type: Select your type of
organization from the list.

Organization Name: Search for your
organization name using the search
feature.

Organization Name: Search for your
organization name using the search
feature.

Organization No.: Enter your organization
number.

Organization No.: Enter your organization
number.

Tip: When you enter the Organization No., the Organization Name appears

automatically.
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Yes No
Enter the remaining contact information If prompted, enter the remaining information
and mailing address of your organization. and mailing address of your organization.

The Telephone No. and mailing address | The Telephone No. and mailing address
fields are mandatory. fields are mandatory.

Important: Make sure to enter the correct Recipient Number and Organization Type.
If you need to change your organization information, the Proposal will reconfigure and
you could lose work that you may have done in other sections.

Incorporation Information

This section appears when you indicate that you are an INAC Recipient of funds and an
Organization Type for which INAC requires incorporation information.

To enter Incorporation Information:

1. Select Yes or No to respond to the question, ‘Is your organization incorporated?’
Selecting No will remove the incorporation fields.

2. Enter the Incorporation No. according to the Articles of Incorporation.

3. Enter the Date of Incorporation according to the Articles of Incorporation in the format
yyyy-mm-dd.

@ Note: If the Date of Incorporation is before 1900, contact your INAC Regional Office.

4. Select a Jurisdiction.
o Select Canada if the organization is federally incorporated.

o Select Province /Territory if the organization is incorporated at that level.
A drop-down list appears.

o Select the Province /Territory under which the organization is incorporated.
5. Save the form.
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Validating the Proposal and Organization Identification Sections

You will not be able to enter any Proposal activities until all the mandatory data fields in the
Proposal and Organization Identification sections are completed.

To validate that that sections have been completed:

1. Click the button to verify that all mandatory data has
been provided in the Proposal and Organization Identification sections. This ensures that
the INAC Services Portal can process the Proposal.

o If the Proposal is successfully validated (i.e., all mandatory fields are completed) a
screen will appear stating "Initial validations were successful."

e At this point the balance of the Proposal will become available to complete.
o If not successfully validated, an Initial Validation Report is displayed.

e Click the Return to PDF button and the uncompleted mandatory data fields will
be outlined in red.

e Complete the mandatory fields and re-click on the

button.
2. Save your Proposal.

List of Reporting Organizations

The List of Reporting Organizations section only applies to:

o FNICECP
o FNIYES
o NPE

Additionally, this section appears only if you indicated that you are a RECIPIENT of funds
directly from INAC and your Organization Type is allowed to deliver funds to other
organizations (e.g., schools, communities, etc.).

A separate Proposal (i.e., sub-proposal) must be completed by each Reporting Organization
and attached to your main Proposal.

Sub-proposals can only be attached if they have been completed using the official INAC
Proposal form.

Important: Ensure the Recipient Number and Recipient Name are correct in the
sub-proposals. This is important for processing your complete Proposal package in the
INAC Services Portal.
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To complete the List of Reporting Organization sections and attach a sub-proposal:

1. Click Add Reporting Organization.

2. The Add Files window appears. Locate the folder containing the Reporting Organization’s
validated sub-proposal(s).

3. Click on the sub-proposal file(s). If selecting more than one sub-proposal, press and hold
down the CTRL key and click to select each file.

4. Click Open.

5. The sub-proposal file will be attached and the Reporting Organization Type, Name,
Number, and Total Budget fields will automatically be populated with the information in the
attached sub-proposal. Additionally the file name of the attached sub-proposal will be
displayed.

6. Save your Proposal.

7. Click the button to verify that all mandatory data has
been provided.

The Primary Contact is the person who INAC would contact for general questions regarding the
Proposal. The Secondary Contact is the backup in case the Primary Contact is unavailable.

Important: You must enter at least one contact.

To enter Primary Contact Information:

1. Enter the Given Name, Family Name and Title/Position.

2. Enter the Telephone No. and, if applicable, enter the Extension No., Fax No. and E-mail
Address.

3. Enter the Mailing Address and the Street Address information.

Tip: If the Mailing address and Street Address are the same, select the check box to
copy information into the Street Address.

4. Save your Proposal.
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To add a Secondary Contact:

1. Click the Yes radio button in response to the question ‘Do you want to specify a secondary
contact?’

2. Enter the Given Name, Family Name and Title/Position.

3. Enter the Telephone No. and, if applicable, enter the Extension No., Fax No. and E-mail
Address.

4. Enter the Mailing Address and the Street Address information.
5. Save your Proposal.

Proposal Summary Information

When you enter Activities Planned and Expected Results information later in your Proposal, the
Start Date and End Date for each activity must fall within the dates entered in this section.

To enter the Proposal Summary Information:

1. Inthe Planned Start Date field, enter the date that you plan to begin the project.

2. Inthe Planned End Date field, enter the date that you plan to complete the project.

3. Inthe Proposal Description field, enter a brief summary of the Proposal, up to 100 words.
4. Save your Proposal.

Current State/Statement of Need

The Current State/Statement of Need will be displayed for the following Education Programs:
EPP

FNICECP

FNIYES

FNSSP

Indspire

NPE

O O O O O o

To enter Current State/Statement of Need information:

1. Inthe Current State/Statement of Need, enter a complete description of why the project is
needed and how it will address those needs.

2. Save your Proposal.
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Organizational Assessment

Organizational Assessment will only be displayed for the following Education Programs:
o EPP
o FNSSP

Refer to Appendices A and B for details on this section for these Programs.

List of Clients to be Served

The List of Clients to be Served will be displayed for the following Education Programs:
EPP

FNICECP

FNIYES

FNSSP

NPE

If you are completing a Proposal for FNSSP, refer to Appendix B for additional information.

O O O O ©O

Recipients must identify a client served. In some cases, it may be the recipient themselves or an
organization (e.g., a school associated with the recipient).

To enter the List of Clients to be Served:

1. Click the blue plus sign ( +) next to your Delivery Organization Type. The Client
Information section automatically appears.

2. Click Add Client.

L]

3. The Client Type may be pre-populated depending upon the Education Program. If not,
choose the Client Type from the drop-down list.

4. Enter the Client Name and Client No. (if applicable).

Tip: When you enter the Client Name, the Client No. appears automatically and vice-
versa.

o

To add more clients to the list, repeat steps 2 to 4.
Save your Proposal.

o

June 2017 Page 9





Proposal-based Programs Proposal Instructions

Activities Planned and Expected Results

All Proposals will complete the Activities Planned and Expected Results information as
outlined in this section.

The following Programs have additional instructions on this topic. After reviewing this section,
refer to the corresponding appendices:

o EPP (Appendix A)
o PSPP (Appendix D)

Important: For information on eligible activities and expenses, reference to the National
Program Guidelines specific to the program. The Objectives, Activities, Audiences,
and Expense Types are program specific.

To enter Objectives, Activity Types, Audience and Expenses Types:

1. Click the blue plus sign (+) next to your Delivery Organization Type.
The Objective section automatically appears and Delivery Organization Type, Name and
No. are automatically copied from the Organization Identification section.

@ If you indicated in the Proposal Identification section that you are submitting a
proposal for more than 1 year, you will be prompted to enter objectives, activities and
expenses for each year of the proposal (e.qg., if your proposal is for 2 years beginning in
2018, you will enter information for fiscal years 2018-2019 and 2019-2020).

2. Click Add Objective.
The Objective section automatically appears.

3. The Objective may be pre-populated depending upon the Education Program. If not, click
Add Objective and choose the Objective from the drop-down list.

4. Click Add Activity.
The Activity Type section automatically appears.

5. Select an Activity Type from the drop-down list.

6. Enter an Activity Name. If you are entering numerous activities each Activity Name must
be unique.

7. Enter a Start Date and an End Date. The dates must fall within the date range already
entered in the Proposal Summary section above.

8. Enter the Activities Planned and the Expected Results.

9. For some Proposals, you will be prompted to enter Audience information. If not prompted
proceed to the next step.
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Proposal Instructions

o Click Add Audience.

o Select an Audience Type from the drop-down list and enter the Anticipated Number to
be Reached. For example, this is the number of students or youth who will participate in

the Activity.
10. Click Add Expense.

11. Select an Expense Type from the drop-down list.

12. Enter the Amount to be spent and an Explanation of the expenses. The Total is

automatically calculated.

13. To enter multiple Expenses, click Add Expense again and complete the associated fields.

If you choose the same Expense Type more than once within the same objective the
Explanation for each occurrence should be unique.

displayed.

5 Note: You can collapse the Activity Type by clicking on the ( - ). The total amount of all
the expenses for the activity is displayed on the right side of the form. Similarly, you can
collapse the Objective information and the total amount of all expenses per objective is

To enter the Program Administration Costs:

A Sub-Total Amount before Program Administration Costs is automatically calculated and

displayed after the Activities Planned and Expected Results sections.

1. Enter the Administration Costs and an Explanation of the Administration Costs.

The Total Requested and the Program Administration Costs (percentage) is

automatically calculated.

Sub-Total Amount before Program Administration Costs

$5,200.00

Explanation

Program Administration Costs

Administration Costs

$100.00

* postage and other office supplies

Total Requested

§5,300.00

Program Administration Costs (percentage)

1.92%

of the project.

Important: The Program Administration Costs should not exceed 10% of the total cost

2. Save your Proposal.
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Proposed Budget

All Proposals display the Proposed Budget.

The following Programs have additional instructions on this topic. After reviewing this section,
refer to the corresponding appendices:

o EPP (Appendix A)
o FNSSP (Appendix B)

Financial details are not displayed in this section until you click the button. The
calculation is also performed when you save your Proposal or click Print Details.

)

To calculate the proposed budget:

1. Click the button.

The form takes the financial information from the Activities Planned and Expected
Results section and displays a list of expenses for each Objective. It pulls together all
related Expense Types and Amounts and displays them under each Objective.

The following fields are calculated:

o Sub-total before Administration Costs

o Total Administration Costs

o Project TOTAL

o Program Administration Costs (percentage)

2. To change an amount, return to the Activities Planned and Expected Results sections
and update the Expense amounts.

Important: Click every time you make a change in the Activities Planned
and Expected Results sections and again just before you enter the Declaration.
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Partners

All Education Programs request Partners information.

EPP has additional instructions on this topic. After reviewing this section, refer to Appendix A.

A Partner is an organization that you expect to provide or has provided funding or in-kind
contributions to the project. An in-kind contribution is non-monetary. It can be in the form of
goods or services such as equipment, labour, use of a community hall or office space, etc.

Add all Partners who participated in the project. Be sure to include all other Government of
Canada funding that is not from INAC. The Partner Organization Type would be Federal
Department.

To add a Partner:

1. Click Add Partner Organization to add a new row to the list.
2. Select the Partner Organization Type from the drop-down list
3. Enter the Partner Organization Name and No. (if applicable)

Tip: When you enter the Partner Organization No., the Partner Organization Name
appears automatically and vice versa.

4. Enter the Amount expected or received from the Partner.

5. Enter an Explanation to describe the type of in-kind contribution expected or received or
the main purpose of the funds received.

6. If the partner makes an In-kind Contribution, rather than a financial one, select the check
box. If you select it, the Amount defaults to $0.00. If the amount received was an in-kind
contribution and you know its value, you can enter the amount. The currency is
automatically formatted.

7. Save your Proposal.

Supporting Documents

If you are submitting supporting documents, you need to list them on the Proposal. All
documents MUST be submitted electronically by attaching to the Proposal.

You can attach any file format such as PDF, XML, MS Word, MS Excel, etc.

To attach a document:
1. Click Add Document.
A new row appears in the list.
2. Select a Type of Supporting Document from the drop-down list.
3. Enter the Name of Supporting Document.
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4. From the Method of Submission drop-down, select one of the following options:
o Attach to PDF or Upload in EIS
o Sent by e-mail
o Sent by mail (on electronic medium)

If you choose to Attach to the PDF or Upload in EIS, a window appears.

o Locate the folder containing the document.
o Highlight the document you wish to attach and click Open.
o The name of the document will automatically be displayed under File Name Attached.

5 Note: If the file size is greater than 5MB, a message will appear. Click OK.

5. Save your Proposal.
6. To attach additional documents, repeat steps 1 to 4.

Declaration

This is the final step to completing your Proposal.

Tip: Before you enter the Declaration, click the Initial Validation button to ensure that
all mandatory fields are completed.

Enter identification details of the person who has reviewed the information provided in the
Proposal and who confirms that it is accurate to the best of their knowledge.
To enter the Declaration:
1. Enter the Given Name, Family Name, and Title
2. Enter today's Date
3. Save your Proposal
After you have entered and validated all of the information in the form, submit it to INAC.
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Using the Form

This chapter provides basic information on using Adobe forms including software requirements,
saving and printing the form, completing mandatory fields, and other helpful information.

Software Required to Complete the Proposal

The Proposal is developed to be used with Adobe® Acrobat® Reader software. Adobe® Acrobat®
Reader XI (version 11), or higher (such as Adobe® Acrobat® DC), is required to open and
complete your Proposal. Previous versions of Adobe® Acrobat®, and other Portable Document
Format (PDF) readers (including Adobe® Acrobat® Pro®), may produce unexpected results and
are therefore not supported by INAC. Please verify the version of your Adobe® Acrobat® Reader
software before you begin.

To find out what version of Adobe® Acrobat® Reader you are using, click the

button located at the top right corner of the form. The version will be
identified under the section titled Versions across from Adobe Information. Click on the Print
button to print this information.

A free copy of the most recent version of Adobe® Acrobat® Reader is available
at: https://get.adobe.com/reader/.

Troubleshooting Information

The Form Information contains technical details that will be helpful to IT Services when
troubleshooting your Proposal if you are having issues. IT Services may ask you to click on the

button to share these details.
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User Documentation

To find additional user documentation:

1. Go to the first page of the Proposal and click the button.
A pop-up window will appear with a list of documentation.

2. Select a topic from the list and click OK.
The document will open.

This list of documentation may include:

o Instructions: a guide on how to complete the form

o List of Data Fields: a set of tables that describe every field in the form and the relevant
data

o Quick Reference: helpful information such as what’s new, which sections to complete
first, frequently asked questions, things to remember and a workflow diagram

o National Program Guidelines: the link to the official INAC Education Program
guidelines

o Contacting INAC: a list of e-mail addresses and mailing addresses for all the INAC
Regional Offices.

Mandatory Fields

All mandatory fields on the Proposal are marked with an asterisk ( * ) and must be completed in
order to complete the Proposal. Incomplete mandatory fields generate errors.

How to identify and correct incomplete mandatory data fields:
1. To ensure all mandatory fields are completed click the

button as well as the button
to obtain an Initial Validation Report identifying any incomplete mandatory data fields.

2. Review the Initial Validation Report, also known as errors and warnings. It displays a list of
fields that are missing mandatory information.

3. Click on afield in the list. Click the Go to Field button.
The Initial Validation Report disappears and the Proposal displays the page where the
error is found. The Return to PDF button also takes you back to the form.

4. There are two ways to recognize errors in the form:

le A field is framed with a red box to indicate data must be entered. |

e A collapsed section is highlighted in red to indicate that you need to expand it to
display incomplete data fields within.

5. Enter data in all missing mandatory fields.
6. Save your Proposal.

Tip: Follow the red-brick road to easily identify and complete mandatory data fields.
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To print the Initial Validation Report:

1. Click the button on the form.
The Initial Validation Report window appears.

2. Click the button.
The Initial Validation Report appears as a PDF file.

3. In Adobe Reader, select the File - Print menu item or click the Printicon ().
The system Print window opens. Print as usual.

To close the Initial Validation Report:

1. Click the button.
The Initial Validation Report disappears. The Proposal remains open and the missing
mandatory information is framed in red.

Confirming that all mandatory data fields have been completed will reduce potential delays as
INAC Regional Office staff will need to contact recipients whose Proposal is incomplete.

Recognizing Warnings

Incorrect or incomplete recommended fields generate Warnings which appear as pop-up
messages. For example, if you enter an incorrect postal code, this message appears:

To resolve the Warning:

1. Review the Warning.
2. Click OK and correct the information in the field.
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Removing Data

To Remove Data from the Proposal

Rows of data and sections can be deleted from your Proposal.

1. Click the X at the end of a row or section.
A confirmation message appears.

2. Click Yes to delete the row or section or No to not delete any data.

Important: When you remove a row of information or a section, all related information
will also be removed. Be very careful when you use this feature as there is no undo
option.

Fields with Search Capabilities

Some fields on the Proposal have a built-in search capability to help you find information. For
example, you can search for the Organization Name or Client Name using this feature. Each
field contains a list of names which can be used to quickly find a name. It also helps to maintain
information in a consistent manner.

To perform a search (e.g., search for an Organization Name):

1. Click a search field, such as Organization Name.

2. Enter any sequence of letters that is part of the name you are searching for. You do not
need to know the first word or letter of the name; any part of it will do.
A list of names that contain the same sequence of letters will appear.

@ Note: If the list of search results is long and you do not immediately see the name you're
looking for, click the list to enable a scroll bar.

3. Use the mouse to scroll through the list and click the name that you were looking for.
The name field displays that name and, if there is an associated ID number, that number
appears automatically in the Organization No. field.
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4. On the keyboard, press the Tab key. If you use the mouse, click on the name before you
click another field. The organization name is now entered and you can continue.

To enter an Organization Name based on its identification number:

1. Click the Organization No. field.
2. Enter a valid number such as a Band No.

3. Using the keyboard, press either the Tab key or use the mouse to click outside the number
field. This also enters the organization's name in the Organization Name field and you can
continue.

Common Form Elements

This table briefly describes common features in a Proposal form and how to use them.

Form Element Description Instruction

Click the down arrow to
see the list.

Click the up or down
arrow to scroll or click +
drag the slider in the
scroll bar.

Drop-down list and scroll
bar for selecting pre-
determined data

Click an item in the list to
select it.

Select the boxes that
apply. You can select
more than one.

Check boxes are used for
selecting multiple options.

Radio buttons are used
for selecting single
options.

Click the radio button that
applies.

A tool to display a list of all the documents you need
to help you complete and submit the form.

This button is only available on the first page of the
form.
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Form Element

Description

Instruction

A tool to toggle between displaying all the fields in the
form and hiding some large sections.

Tip: If you notice that some sections of the form

and are not behaving as expected, click this button.
Expanding and collapsing will cause the form to
refresh.
This button is only available on the first page of the
form.
Click to verify that all the
mandatory fields contain
data.
- If a field is incomplete, it
A tool to perform an initial . o L
Lalidation of vour data | will be highlighted with a
entry red frame.
3 Note: This tool does
not assess the quality of
the data; it only checks
that the fields have been
entered.
A tool to print all the information in the form, including
what is found in the collapsed sections of the form.
This button is only available on the first page of the
form.
Click to display a new
section of the form and
When you see blue text enter details.
that says Add, click it to
Add <Item> increase the number of {3 Note: Make sure
items; for example a row | there are no empty
in a table. records when you upload
the form into EIS. This
could cause an error.
The form allows you to Click to remove this
remove fields and rows | record from the form.
X as needed. When you

see a blue X, click it to
delete the row or section.

Important: Be very
careful when you use this
feature. There is no undo.
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Form Element

Description

Instruction

A blue plus sign (+) in
the form means that there
are additional, related
fields that need to be
completed.

Click to show details and
view and edit the fields.

A blue minus sign (—) in
the form means that you
can hide details from
view.

Click to hide details.

The symbol changes to a
blue plus sign ( +).

Printing a Proposal

To print ALL the details in the Proposal, even sections that are collapsed:

1. Go to the first page of the form.

2. Click the Print Details button.
The system Print window opens.

3. Print as usual.

To print the current view of the form (i.e., the information that you can see when you
scroll through the form including the sections that you have expanded):

1. Select the File / Print menu item or click the Print icon ().

The system Print window opens.

2. Print as usual.

To print a single page

1. Go to the page you want to print.

2. Select the File / Print menu item or click the Print icon ().

The system Print window opens.

3. Select the Current Page radio button.
4. Print as usual.
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Saving your Proposal

You must save the Proposal on your local drive BEFORE you begin working on it. Remember to
save your Proposal frequently.

To save your Proposal:

1. Click File > Save As.

2. Navigate to the folder where you would like to save your Proposal. As a precaution,
document the file path of this location to ensure your file can be easily retrieved.

3. Make sure to name the file according to INAC requirements. The file name must include:
o A 4-digit Recipient Number (add leading zeros, if necessary)
o Your Organization Name
o The name of the Education Program
o The Fiscal Year
For example, 0286-Keeseekoowenin_New Paths 2018-2019.pdf

5 Note: The file extension ‘.pdf ' is automatically displayed and must be kept as part of the
file name.

4. Click Save to save your proposal.

Please contact your INAC Regional Office if you are experiencing unexpected results.

Multiple Authors

If there are many authors contributing to the Proposal, it is recommended that you compose the
text in a word processing software such as Microsoft Word. This way, you can share the file and
compile documents from different authors. You can also format the text as you like. Once you
have gathered all of the information into a Word document and formatted it, you can copy and
paste it into the form.
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Appendices: Education Program Information

Appendix A: Education Partnerships Program Proposal (EPP)

This appendix provides additional instructions on how to complete an EPP Proposal. The
information is unique to EPP.

Proposal Identification

In order to better support education transformation and First Nation education system
development, the EPP includes components that support Partnership Establishment,
Partnership Advancement and Structural Readiness (capacity building) activities.

To indicate the Phase:

e Select a Phase from the drop-down list (e.g., Partnership Establishment, Partnership
Advancement or Structural Readiness).

G Note: Recipients participating in both Partnership (Establishment or Advancement) and
Structural Readiness activities will submit two Proposals and two Reports.

Additionally, there is a multi-year option on the Proposal.

To indicate the number of years that you will be submitting the Proposal:

e Answer the question How many years are you submitting a Proposal for? by selecting 1, 2
or 3.

Organizational Assessment

EPP proposals will be assessed by the following criteria: Capability, Previous Education
Partnership or Structural Readiness Activities, Governance of the Partnership Consultation, and
Community Engagement.

Enter Organization Assessment information for:
1. Capability

Describe the following about your organization capability:

o Your organization's capacity to deliver on proposed activities
o Your organization's previous activities related to education

o The outcomes of these activities
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2. Previous Education Partnership or Structural Readiness Activities

Describe the following:
o Education partnership or structural readiness activities to date
o The outcomes of those partnership or structural readiness activities

3. Governance of the Partnership

Describe the following:

o The general roles and responsibilities within the partnership (Regional First Nation
Organization, Province, INAC Region, Other(s))

o The decision-making procedures for providing direction within the partnership or within
structural readiness activities

o How educators and education specialists will be involved in the partnership or in the
development of structural readiness activities

o Plans for ongoing communication among partners

4. Consultation and Community Engagement

Demonstrate that the proposal has the support of communities and that ongoing community
engagement will be used to sustain community support and identify stakeholder needs and
feedback, by providing the following:

o The name(s) of First Nations and First Nation/band-operated schools or other
stakeholders consulted in the development of the proposal

o A description of the consultation process for the proposal development
o Ongoing plans for community engagement

Partners

The information in this section depends upon the Development Phase that is chosen in the
Proposal Identification section.

If the Development Phase is Structural Readiness, Partners information is outlined on page 13
and includes the Organization information, amount and explanation.

If the Development Phase is Partnership Establishment or Partnership Advancement, the
Partners section is outlined below and requires information on the Organization and the contact
information.

Important: You need to add Partners in this section before you can select them in
the Activities Planned and Expected Results section.

To complete the Partners section for Partnership Establishment or Partnership
Advancement phases:

1. Click Add Partner Organization to add a Partner to the list.
2. Enter the Organization information.

To enter Contact Information for the Partners:

1. Enter the Contact Information, Mailing Address and the Street Address information.
2. Save your Proposal.
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Activities Planned and Expected Results

If you indicated in the Proposal Identification section that you are submitting a proposal for
more than 1 year you will be prompted to enter objectives, activities and expenses for each
year (e.g., if your proposal is for 2 years beginning in 2018 you will have to enter information for
fiscal years 2018-2019 and 2019-2020).

If you indicated in the Proposal Identification section that the Phase is Partnership
Establishment or Partnership Advancement, you will enter Partner expenses for each activity.

Proposed Budget

If you have indicated in the Proposal Identification section that you are submitting a proposal
for more than 1 year, the Proposed Budget will automatically calculate and display the
breakdown for each fiscal year.

If you indicated in the Proposal Identification section that the Development Phase is
Partnership Establishment or Partnership Advancement, a separate list of expenses for each
Partner is displayed and the following fields are calculated:

o Sub-total (by individual Partner)
o TOTAL (by individual Partner)
o Grand Total

Project Management

You will need to enter information relating to Project Monitoring, Reporting and Evaluation.

Describe how your plan for how the initiative/project will be managed, including project
governance, management of project scope, human resources, risk management, and project
monitoring, control and reporting.

Risk Management

Identify potential risks that might affect the implementation of your proposed activities and
possible impacts these might have. Identify strategies or solutions to mitigate or prevent the
negative impacts.

To add arisk:

1. Click Add Risk.

2. Enter a unique, descriptive title for the Risk Title.
If you are entering multiple risks each Risk Title must be unique. This will reduce potential
delays as INAC Regional Office staff will need to contact recipients whose risk titles are not
unique.

3. Enter a narrative description of the potential risk in the Risk Description field.
4. Enter a narrative description of the level of Impact should this risk occur.

5. Enter a narrative description of the planned Mitigation Strategy to avoid this risk and how
to recover from it should it occur.

6. To add another risk, repeat steps 1 to 5.
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Appendix B: First Nations Student Success Program (FNSSP)

This appendix provides additional instructions on how to complete a FNSSP Proposal. The
information is unique to FNSSP.

Organization Identification

For FNNSP you will be asked the following question, Are you representing one or multiple self-
governing First Nations (for which Nominal Roll details by student are NOT submitted to INAC)?

To answer the question:
e Click Yes or No.

Organizational Assessment

FNSSP Proposals will be assessed by the following criteria: Project Goals, Project Approach,
Eligibility, Capability and Consultation and Community Engagement.

Enter Organization Assessment information for:

1. Project Goals
Provide a narrative description of the overall goals of the project as per National Program
Guidelines.

2. Project Approach

Provide a description of the overall approach that will be used as per National Program
Guidelines.

3. Eligibility
Provide information demonstrating that the organization meets the eligibility requirements as
per National Program Guidelines.

4. Capability
Provide detailed evidence to demonstrate that both the organization and project leader have
the experience and capacity to successfully manage the implementation of the Proposal.

5. Consultation and Community Engagement
o Describe the extent to which the Proposal has the support of the communities
represented.
o Describe the extent of, and approach to, community consultation undertaken to plan the
implementation of the three Program components.

List of Clients to be Served

This appendix provides additional details specific to FNSSP regarding the List of Clients to be

Served, as outlined on page 9.

¢ When you click Add Client, there is only one Client Type identified, Elementary/Secondary
School.

e There will be 3 objectives available: Performance Measurement, School Success Planning
and Student Learning Assessments.

June 2017 Page 26





Proposal-based Programs Proposal Instructions

¢ If you select Student Learning Assessments as an objective, you will be prompted to
indicate which grades will participate in Student Learning Assessments. A table of check
boxes appears that shows the grades that are taught at the school.

o Select the check box next to each grade that will be assessed in this fiscal year.

o After you select a grade, a field is enabled for you to enter the number of students who
will be eligible for assessment. Enter the number of students in this grade that are
eligible to be assessed in this fiscal year.

Proposed Budget

If you have indicated in the Proposal Identification section that you are submitting a proposal
for more than 1 year, the Proposed Budget will automatically calculate and display the
breakdown for each fiscal year.

Project Management

Enter Project Management information for the following:

1. Project Governance
o Describe both internal and external governance structures.
o Describe internal organization structure and roles and responsibilities of the project.
o Describe the roles and responsibilities for any external organizations participating in the
project.
2. Project Monitoring, Reporting and Evaluation

o Describe your plan for monitoring the project activities, timelines and deliverables to
ensure targets are achieved on schedule and within budget. Be sure to include the types
of reporting you will require from participants involved in order to monitor their progress
and evaluate the success of the project.

3. Human Resources Management
o Describe the staffing requirements for the project.

Risk Management

Identify potential risks that might affect the implementation of your proposed activities and
possible impacts these might have. Identify strategies or solutions to mitigate or prevent the
negative impacts.

To add arisk:

1. Click Add Risk.

2. Enter a unique, descriptive title for the Risk Title.
If you are entering multiple risks each Risk Title must be unigue. This will reduce potential
delays as INAC Regional Office staff will contact recipients whose risk titles are not unique.

3. Enter a narrative description of the potential risk in the Risk Description field.
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4. Enter a narrative description of the level of Impact should this risk occur.

5. Enter a narrative description of the planned Mitigation Strategy to avoid this risk and how
to recover from it should it occur.

6. To add another risk, repeat steps 1 to 5.

Appendix C: New Paths (NPE)

This appendix provides additional instructions on how to complete a NPE Proposal. The
information is unique to NPE.

Proposal Identification

A new Research, Measurement and Evaluation phase has been added to the Proposal form.
The form now contains a drop-down list for Elementary/Secondary and Research, Measurement
and Evaluation.

To indicate the Phase:

e Select an option from the drop-down list (e.g., Elementary/Secondary or Research,
Measurement and Evaluation).

@ Note: Recipients submitting an application for activities under the
Elementary/Secondary phase AND the Research, Measurement and Evaluation phase
are required to complete two separate Proposals, one for each phase.
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Appendix D: Post-Secondary Partnership Program (PSPP)

This appendix provides additional instructions on how to complete a PSPP Proposal. The
information is unique to PSPP.

Proposal Identification

There is a multi-year option on the Proposal.

To indicate the number of years that you will be submitting the Proposal:

e Answer the question How many years are you submitting a Proposal for? by selecting
1lor2.

Activities Planned and Expected Results

This appendix provides additional details specific to PSPP regarding the Activities Planned
and Expected Results, as outlined on page 10.

e When you click Add Objective, a single objective, Develop and Deliver College and
University Courses, appears by default.

e Click Add Activity and add the corresponding activities and expenses. You will be
prompted with various fields such as the Number of years the project has been
previously funded, Activities Planned, Expected Results, Degree Granting Institution,
Area of Study, etc.

e The Audience Type automatically defaults to students. Enter the Anticipated Number to be
Reached (e.g., the number of students who will participate in the activity).

For each activity, clearly demonstrate how your proposal addresses each of the following
criteria which will be used by the Selection Committee to assess your proposal.

o Respond to a Labour Market Need

o Respond to Educational Needs of First Nations and Inuit Students / Evidence of Support
o Planned Activities, Expected Outcomes, and Evidence of Previous Success

o Innovative and Efficient Delivery

o Transition Plan for Migration to Mainstream Activities of PSE Institution

If you indicated in the Proposal Identification section that you are submitting a proposal for
more than 1 year you will be prompted to enter objectives, activities and expenses for each
year (e.g., if your proposal is for 2 years beginning in 2018 you will have to enter information for
fiscal years 2018-2019 and 2019-2020).
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This document lists all the possible data fields for the following Education Programs:

2018- 2019 Education Program Proposal List

Proposal Name Number Security Classification
(when completed)
Education Partnerships Program (EPP) 1775522 Protected B
First Nation and Inuit Cultural Education Centres
Program (FNICECP) 515410 Protected B
First Nation and Inuit Youth Employment Strategy
(ENIYES) 1898217 Protected B
First Nation Student Success Program (FNSSP) 1775521 Protected B
Indspire 3976198 Protected B
New Paths for Education (NPE) 679945 Protected B
Post-Secondary Partnership Program (PSPP) 41932 Protected B

Where a data fields is unique to a program, the program name is provided in each data fields or,
if applicable at a summary level.

/4 Note: The red asterisk ( * ) indicates mandatory fields. Completing all mandatory data
fields will reduce potential delays as INAC Regional Office staff will need to contact
recipients whose Proposal is incomplete.
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Proposal Identification \

When you indicate your type of organization, the form displays only those sections that are
relevant to you. If you do not see a section, it is because Indigenous and Northern Affairs
Canada (INAC) does not require that information.

The following data fields are applicable to all Education Programs. Fields that are unique to a
specific program have been identified with the program name.

4 Note: The red asterisk ( + ) indicates mandatory fields.

Field Description

. This field defaults to the fiscal year for which you are
Fiscal Year . )
making a funding proposal.
*
EPP and NP
Possible project phases will be displayed in the drop down
list.
Indicate the phase
* . . . . . .
Proposal Title This unique title will be used to identify the Proposal and
must be 5 words or less.
*
EPP and PSPP A series of radio buttons to indicate the number of years you
How many years are you will be submitting proposal information; select one of the
submitting a proposal for? options.
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Organization Identification

The following data fields are applicable to all Education Programs. Fields that are unique to a
specific program have been identified with the program name.

This section is used to identify the organization information that is required to complete the
Proposal.

% Note: The red asterisk ( + ) indicates mandatory fields.

Field Description

Radio buttons — yes or no.

¢ |f a Management Organization is providing the funding to

FNIYES, FNICECP your community or school, you would select “No”.

and NP Complete the proposal and send it to the organization.
Are you the They will e}ttach your proposal to the “master” proposal
prospective and submit to INAC.

R.ECIPIENT of funds ¢ In most cases the answer will be “Yes” as the funding will
directly from INAC? come to the community or school from the Chief and

Council as INAC does not usually provide funding to
individual schools.

The recipient ID number as assigned by INAC

Recipient No. Important: Make sure to enter a 4-digit number. Add zeroes

(0) in front if necessary.

o The official name of the Recipient of INAC funds
Recipient Name

A dropdown list of possible organizations that could complete a
Proposal.
Organization Type

The official name of your organization

This field is automatically populated when you enter the
Organization Name Organization No. in the next field and vice versa.

The official and number of your organization
Organization No. Not all organization types require an organization number.
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Field Description

N The organization's telephone number
Telephone No. This field is automatically formatted.
_ The extension number, if applicable

Extension No.

The organization's facsimile number
Fax No. o )

This field is automatically formatted.
E-mail Address The e-mail address of the organization's contact, if available
Web site The home page URL for the organization's web site.

Mailing Address
Field Description
*

Number/Street/
Apartment/P.O. Box

City/Town The address or P.O. Box at which the party can be reached by
mail.

Province or Territory

Country

Postal Code
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Incorporation Section

All Education Programs (depends on Organization Type)

Field

Is your organization
incorporated?

Description

Indicate whether your organization is incorporated
Select Yes to enter the required incorporation details.

If Yes, complete:

Incorporation No.

The incorporation number according to the Articles of
Incorporation

Date of Incorporation

The date of incorporation according to the Articles of Incorporation

Jurisdiction

A set of radio buttons to indicate the jurisdiction under which the

organization is incorporated.

FNSSP

Are you representing
one or multiple self-
governing First
Nations (for which
Nominal Roll details
by student are NOT
submitted to INAC)?

Select Yes or No to indicate whether you are representing a self-

governing First Nation.
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List of Reporting Organizations

The following data fields are applicable to FNICECP, FNIYES and NPE.

The section appears only if you indicated that you are a RECIPIENT of funds directly from
INAC and your Organization Type is allowed to deliver funds to other organizations e.g.
schools, communities, etc.

% Note: The red asterisk ( + ) indicates mandatory fields.

Field Description

Reporting
Organization Type

Reporting
Organization Name
Data fields will automatically be populated from Sub-Proposal
% | once attached.

Reporting
Organization No.

Total Budget

File Name Attached
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Contacts

The following data fields are applicable to all Education Programs.

The Primary Contact is the person who INAC would contact for general questions regarding the
Proposal.

The Secondary Contact is the back-up contact in case the Primary Contact is unavailable.

% Note: The red asterisk ( + ) indicates mandatory fields

Field Description

Given Name * The given name or first name. Enter the given name.
Family Name * The family name or surname

Title/Position * The contact's job title or position

Telephone No. * | The contact's telephone number

Extension No. The extension number, if applicable

Fax No. The contact's facsimile number, if available

E-mail Address The e-mail address of the contact, if available
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Mailing Address

Field

Description

Number/Street/
Apartment/P.O. Box

City/Town

Province or Territory

Country

Postal Code

The address or P.O. Box at which the party can be reached by

mail.

Street Address

Field

Description

Number/Street/
Apartment/P.O. Box

City/Town

Province or Territory

Country

Postal Code

The street address.

Do you want to specify a secondary contact?

Field

Description

If Yes, choose the radio button and complete:

Number/Street/
Apartment/P.O. Box

*

City/Town

Province or Territory

Country

Postal Code

The street address.
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Proposal Summary Information

The following data fields are applicable to all Education Programs.

/% Note: The red asterisk ( + ) indicates mandatory fields.

Field Description

Planned Start Date * | The date that you plan to begin the project
Planned End Date * The date that you plan to complete the project
Proposal Description * A brief summary of the proposal

Current State/Statement of Need

The following data fields are applicable to EPP, FNICECP, FNIYES, FNSSP, INDSPIRE and
NPE.

% Note: The red asterisk ( + ) indicates mandatory fields.

Description

A complete description of why the project is needed and how it

Current State / * | will address those needs
Statement of Need
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Organizational Assessment

The following data fields are applicable to EPP and FNSSP.

/% Note: The red asterisk ( + ) indicates mandatory fields.

Field Description
Describe the following about your organization capability:
EPP - Your organization's capacity to deliver on proposed activities.
Capability - 'Your organization's previous activities related to education.
- The outcomes of these activities.
Describe the following:
EPP g

Previous Education
Partnership or
Structural Readiness
Activities

- Education partnership or structural readiness activities to date.
- The outcomes of those partnership or structural readiness
activities.

EPP

Governance of the
Partnership

Describe the following:

- The general roles and responsibilities within the partnership
(Regional First Nation Organization, Province, AANDC Region,
Other(s)).

- The decision-making procedures for providing direction within
the partnership or within structural readiness activities

- How educators and education specialists will be involved in the
partnership or in the development of structural readiness
activities.

- Plans for ongoing communication among partners.

Describe the extent to which the proposal has the support of the

EPP .

communities represented.
Consultat_lon and Describe the extent of, and approach to, community consultation
Community . .

undertaken to plan the implementation of the three Program
Engagement

components.
FNSSP

Project Goals

Provide a narrative description of the overall project goals.

June 2017

Page 10






Proposal-based Programs Generic List of Data Fields

Field Description
FNSSP N _ o _
) Provide a description of the overall approach that will be used.

Project Approach

FNSSP « | Provide information demonstrating that the organization meets the

Eligibility eligibility requirements as per the National Program Guidelines.
Provide detailed evidence to demonstrate that both the

FNSSP + | organization and the project leader have the experience and

Capability capacity to successfully manage the implementation of the
proposal.

FNSSP Describe the extent to which the proposal has the support of the

Consultation and % | community; and the extent of, and approach to, community

Community consultation for the implementation of the three Program

Engagement Components.
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Generic List of Data Fields

Partners

The following data fields are only applicable to EPP.

A Partner is an organization that you expect to provide or has provided funding or in-kind

contributions to the project.

2 Note: The red asterisk ( + ) indicates mandatory fields

Field

Partner Organization
Type

Description

A dropdown list of possible organization types that could be
partners.

Partner Organization
Name

The official name of your partner

Partner Organization
No.

The partner's identification number, if available.

This field is only mandatory if the partner has an identification
number.

Contact Information

Field

Given Name

Description

The given name or first name

Family Name

The family name or surname

Title/Position

The contact's job title or position

Telephone No.

The contact's telephone number

Extension No.

The extension number, if applicable

Fax No.

The contact's facsimile number, if available

E-mail Address

The e-mail address of the contact, if available

June 2017
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Proposal-based Programs Generic List of Data Fields

Mailing Address

Field Description

Number/Street/ Apartment/P.O. | *
Box
City/Town *
The address or P.O. Box at which the party can be
Province or Territory *| reached by mail.
Country *
Postal Code *

June 2017 Page 13
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List of Clients to be Served \

The following data fields are applicable to EPP, FNICECP, FNIYES, FNSSP and NPE.

% Note: The red asterisk ( + ) indicates mandatory fields.

Field Description

Client Type * | A dropdown list of possible client types

Client Name * | The official name of the client

Client No. * | The client's identification number, if applicable

FNSSP only:

Objective * | A drop-down list of 3 possible Objectives for the program.

If you select the Objective Student Learning Assessments you

Objective: will be prompted to indicate:
Student Learning * o Which grades will participate in Student Learning
Assessments Assessments. A table of check boxes appears that shows

the grades that are taught at the school; and

¢ Number of students who will be eligible for assessment.
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Activities Planned and Expected Results

The following data fields are applicable to all Education Programs.

Delivery Organization

/5 Note: The red asterisk ( + ) indicates mandatory fields.

Field Description

Delivery *
Organization Type

Automatically copied from the Organization Identification section.

Delivery %

2 Automatically copied from the Organization Identification section.
Organization Name

Delivery %

2 Automatically copied from the Organization Identification section.
Organization No.

Objective

Description

Objective * | Alist of possible Objectives for the program.
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Generic List of Data Fields

Activity

Field

Activity Type

Description

A list of possible activities for the Objective. If there is only one
Activity available, it appears automatically.

For more information see the National Program Guidelines
attached to the PDF.

Activity Name

The activity name must be unique.

The date must fall within the date range in the Proposal

Start date Summary Information.

The date must fall within the date range in the Proposal
End date .

Summary Information.
Amount This field is automatically calculated. It displays the total amount

for this objective.

Activities Planned

A description of the specific actions you plan to undertake to
accomplish the selected Activity.

Expected Results

A description of the goals and/or objectives behind the Activity
including indicators.

EPP
) This field is automatically calculated from Partners. It displays the
Amount with total amount for this objective.
Partners
PSPP

Number of Years the
project has been
previously funded

Number of Years the project has been previously funded.

PSPP
_ Enter or click the check box to enter the same PSE Institution as
Degree granting delivery organization.
Institution
June 2017 Page 16
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Field Description

PSPP
Area of Study - * | Select from drop down list
Category

PSPP
Area of Study — Sub- | * | Select from drop down list
Category

PSPP
Level of Education * | Select from drop down list
Sought

PSPP

) * | Select from drop down list
Method of Delivery

Audience

The following data fields are applicable to FNICECP, FNIYES, FNSSP, INDSPIRE, NPE and
PSPP.

% Note: The red asterisk ( + ) indicates mandatory fields.

Field Description

A list of Audience types
Pre-populated for PSPP

Audience Type *

Anticipated Number |

Enter the anticipated number to be reached
to be reached
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Proposal-based Programs Generic List of Data Fields

Expenses
The following data fields are applicable to all Education Programs.

This section of the form collects planned expenses required to undertake activities for this
objective.

Field Description
Expense Type * | Alist of possible Expense Types
Amount * | The budgeted amount for this Expense

A detailed description of the Expense, including how the cost

. *
Explanation estimates were determined

A sub-total for all expenses for this Activity. This field is

Total automatically calculated.

EPP Partner Expenses

Field Description

Name of Partner * | Name of Partner

Expense Type * | Alist of possible Expense Types specific to Partners.

Amount * | The budgeted amount for this Expense specific to Partners.

. +« | A detailed description of the Expense, including how the cost

Explanation . : o
estimates were determined. Specific to Partners.

Total A sub-total for all expenses for this Activity. This field is
automatically calculated.
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Summary of Expenses

The following data fields are applicable to all Education Programs.

This section is a summary of all amounts requested from INAC by your organization and is
where you enter administration costs.

2 Note: The red asterisk ( + ) indicates mandatory fields

Field Description

Sub-Total Amount
before Program
Administration Costs

A sub-total before administration costs. This field is automatically
calculated.

Administration Costs | * The cost for administration for this fiscal year.
ministration Costs

A detailed explanation or description for the Administration Cost.

Explanation *

Total Requested This field is automatically calculated.

Proaram This field displays the cost for administration expressed as a
Adrr?inistration Costs percentage of the program funding before Administration Costs. It
(Percentage) should not exceed 10% of the total cost of the project. This field is

automatically calculated.
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Proposed Budget

The following data fields are applicable to all Education Programs.
This information is a summary of the project budget that is automatically calculated.

There is no information displayed in this section until you click Calculate. The calculation is also
performed when you save the file or click Print Details.

Field Description

A tool to pull objectives and expense types into the summary table.
The amounts requested and other amounts that appear in this

table are updated automatically when you click the
button. Currency is automatically formatted.

A list of expenses that were provided (may take many rows).

Expense Type The calculations are drawn from the amounts that are entered in
the Expenses section

The amounts shown are totals requested by Expense Type for
each Objective.

They are automatically calculated from the Expense for each

Amount Activity.
To change a value, go back to Expenses for a particular Activity,
update the data, and Save.

Sub-Total: Objective A sub-total of expenses by objective.

Sub-Total: Delivery

Organization A sub-total of expenses by Delivery Organization

Sub-Total before
Program A sub-total of all objectives' expenses before administration costs.
Administration Costs

The total amount spent on program administration. If no amount

o _ was entered, the field remains blank.
Administration Costs o ) ] _
The amount for Administration Costs is the amount entered in

the Summary of Expenses section

Total This field displays the total amount including Administration Costs.
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Description
Program The relative amount of Administration Costs compared to the total
Administration Costs of costs for the program activities. It should not exceed 10% of the
(percentage) Sub-Total before Administration Costs.
Partners

The following data fields are applicable ONLY to EPP.

If Expense Types for a Partner are entered, a separate list of expenses for each Objective
(by Partner) is displayed.

Field Description

Expense Type * | Alist of expenses that were provided (may take many rows).

The amounts requested and other amounts that appear in this

table are updated automatically when you click the
button. Currency is automatically formatted The amounts shown

*
Amount are totals requested by Expense Type for each Objective.

To change the amount, go back to Expenses for a particular
Partner update the data, and Save.

Sub-Total: Objective | * | A sub-total of expenses by objective.

Total * | Total by objective

Grand Total * | Total for all objectives including Partners.
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Proposal-based Programs Generic List of Data Fields

Partners

The following data fields are applicable to all Education Programs however if you are completing
an EPP Proposal and you have indicated in the Proposal Identification section either one of
these phases — Partnership Establishment or Partnership Advancement — you will not be
prompted to re-enter Partner information.

A Partner is an organization that you expect to provide or has provided funding or in-kind
contributions to the project.

% Note: The red asterisk ( + ) indicates mandatory fields.

Field

Partner
Organization

Type

Description

A dropdown list of possible organizations that could be partners.

Partner
Organization
Name

Official name of your partner

Partner
Organization
No. (Number)

The partner’s identification number if available.
This field is only mandatory if the partner has an identification number.

A check box to indicate an in-kind contribution.

In-Kind
Contribution The amount defaults to $0.00.
Amount The amount expected or received from the Partner.
. A detailed explanation to describe the type of in-kind contribution
Explanation . ) .
expected or received or the main purpose of the funds received.
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Generic List of Data Fields

Project Management

The following data fields are applicable to EPP and FNSSP.

Note: The red asterisk ( « ) indicates mandatory fields.

Field

EPP

Project Monitoring,
Reporting and
Evaluation

Description

Describe how your plan for how the initiative/project will be
managed, including project governance, management of project
scope, human resources, risk management and project
monitoring, control and reporting.

FNSSP

Project Monitoring,
Reporting and

Describe your plan for monitoring the project activities, time lines
and deliverables to ensure targets are achieved on schedule and
within budget. Be sure to include the types of reporting you will
require from participants involved in order to monitor their

Project Governance

Evaluation progress and evaluate the success of the project.
Describe both internal and external governance structures.
FNSSP Describe internal organization structure and roles and

responsibilities of the project.

Describe the roles and responsibilities for any external
organizations participating in the project.

FNSSP

Human Resources
Management

Describe the staffing requirements for the project.

June 2017
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Risk Management

The following data fields are applicable to EPP and FNSSP.

Note: The red asterisk ( = ) indicates mandatory fields.

Field Description

Risk Title * | A descriptive name of the risk

Risk « | ldentify potential risks that might affect the implementation of your
Description proposed activities.

Impact * | Identify possible impacts the risks might have.

gﬂg:gggsn * | Identify strategies or solutions to mitigate or prevent negative impacts.
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Supporting Documents \

The following data fields are applicable to all Education Programs.

% Note: The red asterisk ( + ) indicates mandatory fields.

Field Description

) A dropdown list of the types of mandatory documents
Type of Supporting * ) _ _
Document If there are no mandatory documents, the only available item is

Other

Name of Supporting * | The title and file name of the supporting document

Document

Methqd qf *| A dropdown list of possible submission methods

Submission

File Name Attached The file name of the attached document will appear automatically,
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Declaration

The following data fields are applicable to all Education Programs.

% Note: The red asterisk ( + ) indicates mandatory fields.

Field Description
Given Name * | The given name or first name

Family Name * | The family name or surname

Title * | The job title or position

Date * | Today's date
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Education Programs

Quick Reference
Post-Secondary Partnerships Program Proposal

Before You Begin

Adobe® Acrobat Reader® XI (version 11), or higher (such as Adobe Acrobat Reader DC), is required to open and
complete this PDF form, also known as Proposals, Applications and Workplans (PAW). Previous versions of
Acrobat Reader, and other PDF readers (including Adobe Acrobat Pro®), may produce unexpected results and
are therefore not supported by the Education Information System (EIS). Please verify the version of your Acrobat
Reader before you begin, by clicking the About the Form button at the top of the form. If you have questions,
contact your Regional Office.

Using the command File > Save As, save your file to a location where it can be easily retrieved. Remember to
save your file frequently.

Complete the Following Information First

Proposal Identification

e Verify the fiscal year.
e Enter a unique title for your Proposal (5 words or less).
¢ Indicate the number of years for which the Proposal is being submitted: 1 or 2.

m Organization Identification
Recipient No.: your 4 digit number assigned by INAC (add leading zeros “0” if necessary).

Recipient Name: your Organization name.

Organization: the Recipient (you again).

Complete all mandatory data fields marked with an asterisk (*).

If applicable to your Organization Type, answer the question “Is your organization
incorporated?” If you select Yes, complete all mandatory data fields.

Organization Validation Correct and Continue

e Click on the Organization Validation, Correct and Continue button to verify that all
mandatory data fields have been completed in the Proposal Identification and Organization
Identification sections of the form. This ensures that the INAC Services Portal can process
the form.

e |f successfully validated, a window will appear stating "Initial validations were successful." At
this point, the form will expand and the remaining pages of the form will be available.

e If not successfully validated, an Initial Validation Report window is displayed. Click on the
Return to PDF button and the missing mandatory data fields will be outlined in red.

Important: This document shows all the possible sections in the Proposal form. The form displays only
those sections that are relevant to you, based on how you completed the identification sections. Once you
have completed the Proposal Identification and Organization Identification sections and performed a
validation by selecting the Organization Validation, Correct and Continue button, click the Expand All
button to display all of the sections that need to be completed before submission.

Complete the Following Information at Any Time

Contact Information

¢ Provide a minimum of one primary contact.
e Answer the question: “Do you want to specify a secondary contact?” If you select Yes,
complete the details.

s M ToWT B s Proposal Summary Information

12 031 4
5 6 7 8 3 10N

L ¢ Indicate the Planned Start Date and Planned End Date of the project activities.
nrEer e Provide a Proposal Description of up to 100 words.

Partners (Optional)

e To identify a Partner click Add Partner Organization and complete all mandatory data
fields.

Supporting Documents (Optional)

e To attach a supporting document click Add Document and complete all mandatory data
fields.
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Complete the Following Information in the Order as Shown

Step 1: Activities Planned and Expected Results

e Enter a Delivery Organization Name or Delivery Organization No. and then click Add
Objective. The Develop and Deliver College and University Courses objective will be added
automatically.

e Click Add Activity under the Develop and Deliver College and University Courses objective
and complete all mandatory data fields. Adding at least one activity is mandatory.

- Step 2: Audience
—
e e Enter the target number to be reached for each activity.

Step 3: Expenses (by Activity)

e Click Add Expense, enter the Expense Type and Amount and provide an Explanation.
Expenses are listed by activity.

Step 4: Program Administration Costs

o Enter the total Administration Costs for the program as a whole and provide an
Explanation.

Step 5: Proposed Budget

e Click the Calculate button to display a summary of the Proposed Budget. Remember to click
Calculate again if the expense amounts are updated.

Step 6: Initial Validation

e Click the Initial Validation button to verify that all mandatory data fields have been completed
in all sections of the form.

o If successfully validated, a window will appear stating "Initial validations were successful."

o If not successfully validated, an Initial Validation Report window is displayed. Click on the
Return to PDF button and the missing mandatory data fields will be outlined in red.

Step 7: Declaration

e Enter the identification details of the person who has reviewed the information provided in this
Proposal.

What’s New

1.

A new button entitled About the Form is now present at the top right corner of the form, to help Recipients
and Regional users obtain detailed Form Information when reporting any issues to the INAC IT Service Desk.
Further information regarding this button is included in the Instructions document, which can be obtained by
clicking on the View Instructions button.

Things to Remember

1.

Save the form to a local drive before you begin entering data. The file name of the form must include the
Recipient Name and Number, the program, and the fiscal year (for example, My Post-secondary Institution
- 1234 Recipient No. - PSPP Proposal — 2018-2019).

First Nation Chiefs and Councils or Regional First Nation Organizations are not usually eligible to apply for
PSPP funding. Please contact your Regional Office for further clarification.

All mandatory data fields are marked with an asterisk*. They are now aligned with the EIS validations.

Administration costs can be any value (including $0.00) up to 10% of the total program costs (which do not
include administration costs).

The Initial Validation button has been added in order to assist you with the review process (this replaces the
View PDF Errors button). This action will generate a report listing mandatory data fields which are not
complete. It is highly recommended that you check your Report form for missing data prior to submitting it to
INAC. Be sure to provide as much information as possible in the Activities Undertaken and Results Achieved
section.
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Frequently Asked Questions

Q: | sent my Proposal. Will | get a confirmation message?

A: There is no automatic acknowledgement message sent once Proposals are received.

Q: How do | use a form when there are many authors?

A: We recommend using a Microsoft Word document to compose the different sections of the Proposal. This way,
you can share the file and compile documents from different authors. You can also format the text as you like
and then copy and paste it into the form. For more information on formatting text, click the View Instructions
button at the top of the Proposal template and reference the Instructions document.

Q: Who do | contact for more information or for technical support?
A: Please see the Contacting INAC document attached to the form by clicking the View Instructions button.

Q. | have attached Supporting Documents to my Proposal. However, | do not see them when | select the paper
clip.
A. Supporting Documents can no longer be viewed using the paper clip. To view these documents, click on the

link displaying the document file name in the Supporting Documents section. You will be prompted to save the
file to a directory of your choosing. Once saved, the file can be opened from that directory.
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Workflow Diagram

Education Programs

You can obtain a Proposal form from
the INAC Services Portal or from your INAC

Important: Save the form to a local
drive BEFORE entering data.

INAC Regional Office upon request.

Enter this information first ——
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KOO 000
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Organization Validation, fields on the first page must be

Correct and Continue completed before the remaining
| | pages are made available.

in any order

}

[
Enter this information

1
Enter this information

in this order

v

v

Contacts

April 14
s M T W T F S
3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 21 24 25 26 27 28
29 30 31 1

Proposal Summary
Information

Partners

Supporting Documents

Activities Planned and Expected Results

Objectives

Activities

Activity Type

Activity Name

Start Date & End Date

Number of years the project activity has been previously funded
Activities Planned

Expected Results

Degree Granting Institution

Area of Study — Category & Sub-Category

Level of Education Sought

Method of Delivery

-
~
S

Audience

Expenses (by Activity)

v ‘
| Administration CostsJ

| v |
/ d d AN
\ Proposed Budget /\

Enter the Declaration

Initial Validation

v

June 2017

Quick Reference: PSPP Page 4 of 4





		Quick Reference

		Post-Secondary Partnerships Program Proposal

		Before You Begin

		Complete the Following Information First

		Complete the Following Information at Any Time

		Complete the Following Information in the Order as Shown

		What’s New

		Things to Remember

		Frequently Asked Questions





		Workflow Diagram




Education Programs

Job Aid

How to Obtain National Program Guidelines

This document describes how to obtain the National Program Guidelines for INAC Education Programs.

Notice to Applicants and Funding Recipients of INAC Education Programs

Before submitting a Proposal, request or work plan for a Proposal-based program, please consult the
National Program Guidelines as these will indicate the program requirements as well as the activities
and expenses for which you may be eligible.

If you are the Recipient of funding for a Non-Proposal-based program, consult the National Program
Guidelines to be aware of program requirements as well as the activities and expenses for which you
may be eligible.

It is important to note that the activities and expenses in the Proposal forms and the Report forms are
listed for your information. Not all applicants and Recipients are eligible for all of these activities and
expenses.

By consulting the National Program Guidelines, you may avoid incurring ineligible expenses that you
would have to reimburse.

The National Program Guidelines are accessible on the INAC website, at Education Programs -
National Education Program Guidelines.

Obtaining the National Program Guidelines

1. Click the following link to go to the INAC website: Education Programs - National Education
Program Guidelines.
A list of available guidelines appears.

2. Click the name of the required Education Program.
An online version of the National Program Guidelines appears.

3. To print a hard copy, use the print tool in your browser.

@ Note: For Regional contact information, reference the Contacting INAC Job Aid, attached to the
form under the View Instructions button.
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Education Programs

Contacting Indigenous and Northern Affairs Canada
Regional Offices

Contact your Indigenous and Northern Affairs Canada (INAC) Regional Office for information on:
e Accessing the INAC Services Portal and the Education Information System (EIS);
e Accessing the Data Collection Instrument (DCI) forms and Proposals, Applications and Workplans

(PAW) forms; or

o If you experience any technical difficulties in completing the forms.

To contact your INAC Regional Office, reference the following e-mail addresses and mailing addresses.

Region Email Address Mailing Address
Alberta ABeducation@aadnc-aandc.gc.ca Alberta Regional Office
630 Canada Place
9700 Jasper Avenue
Edmonton, AB T5J 4G2
Atlantic ATRecords@aad