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Introduction
This guide is intended to help applicants understand Citizenship and Immigration Canada’s (CIC) new approach to its Settlement Program and what is required should you or your organization (hereafter referred to as organization) choose to submit a funding proposal under the Call for Proposals (CFP).  Please be aware that thorough and complete information is essential for the assessment of proposals.

This guide is designed to help you prepare a complete application for funding under Citizenship and Immigration Canada (CIC) Settlement Programs.  In addition to completing the general information form, your organization will also need to attach supporting documents. If you require help at any point in the application process, please refer to the Citizenship and Immigration Canada contact information as identified in the covering letter received with this guide. 
When you have completed your application, you will need to send the entire application with required signatures, (as identified in your constitution and bylaws) and supporting documents.  Two copies of the completed application is required as follows:

1 Paper copies – Paper copies of all documents should be mailed to the address identified in the covering letter.
2 Electronic format - . You can do this by sending in a disk with your application; or, by sending an e-mail to the CIC officer/address identified in the covering letter.
Departmental support for an approved project will be in the form of a contribution agreement, the terms of which will be consistent with the Treasury Board Policy on Transfer Payments.

CIC thanks you for your interest in working with the Department to improve the integration outcomes of newcomers to Canada.

Program Overview TC "Program Overview" \f C \l "1" 
Citizenship and Immigration Canada (also referred to as the Department or CIC) derives its authority for the CIC settlement program from the Immigration and Refugee Protection Act (IRPA).  Under this authority, the Department funds programming and services to support the settlement, adaptation and integration of newcomers into Canadian society. The CIC Settlement program directly contributes to the following objective in IRPA (although other objectives are also supported):

3. (1) (e) to promote the successful integration of permanent residents into Canada, while recognizing that integration involves mutual obligations for new immigrants and Canadian society. 
The Department has developed a modernized approach to its Settlement Program, which enhances flexibility, coordination and responsiveness in programming to better meet the needs of newcomers.  This modernized approach aims to strengthen accountability and improve desired outcomes.

This approach allows service providing organizations (SPOs) greater flexibility to design and deliver services that best meet the settlement needs of clients and support newcomer integration.  It builds on previous settlement funding program streams (LINC (Language Instruction for Newcomers to Canada), ISAP (Immigrant Settlement Adaptation Program) and Host), combining their objectives under one program authority and expanding client eligibility.

The modernized approach articulates specific settlement program outcomes for newcomers.  All projects/services funded under this CFP must adhere to the terms and conditions for settlement programming and ultimately contribute to one or more of the following CIC outcomes:

· Clients have timely, useful and accurate information needed to make informed settlement decisions;

· Clients understand life in Canada, including laws, rights, responsibilities and how to access community resources;

· Clients have the official language skills needed to function in Canadian society;

· Clients have the skills/life skills needed to function in Canadian society;

· Clients have knowledge of the Canadian work environment, and are connected to local labour markets;

· Clients have the skills to find and apply for employment;

· Clients are connected to community and social networks;

· Program participants (e.g., volunteers, community members; settlement staff) are aware of newcomers’ needs and contributions and are engaged in the newcomers’ settlement, and,

· Standards, tools, resources and program coordination support the effective delivery of services.

For Canada to realize the economic, social and cultural benefits of immigration, newcomers must integrate successfully into Canadian society. The CIC Settlement Program plays a major role by assisting immigrants and refugees to overcome barriers specific to the newcomer experience so that they can undertake their longer-term integration on a similar footing to other Canadians.

The CIC settlement program and related services aim to provide newcomers with the information required to make informed decisions, language skills adequate to their settlement and integration goals, and the support they need to build networks within their new communities. CIC funds the delivery of settlement programming across the country, and provides support for initiatives that contribute to the strengthening of the settlement sector.

To maximize flexibility for SPOs to deliver services and programming that both meet the needs of clients and align with the outcomes above, a series of six broad service delivery themes has been developed.  SPOs can present projects to deliver settlement services under any one or a combination (mix & match) that best suits community conditions.

Settlement Program Delivery Themes:
CIC funds settlement services that address settlement related needs falling under the following broad themes:
1 Information and orientation: This theme provides newcomers with the information they need about Canada and the community in which they are settling, or intend to settle. It includes information provided via the web, orientation sessions overseas, and information/orientation sessions or classes post-arrival. 
Expected outcomes: clients have timely, useful and accurate information, allowing them to make informed settlement-related decisions; clients understand life in Canada, including laws, rights, responsibilities and access to resources; and the target population is aware of CIC settlement services. 
2 Language and skills development: Official language training is a key settlement service, for which there is an established infrastructure, with clear attainment benchmarks being used by trainers and assessors. Official language proficiency is key to success, not only in the labour market, but in navigating life outside of work. In addition to language, many newcomers also require development of other skills (for example, life skills for refugees from less developed countries). Through this theme, service providers can support newcomers in developing the requisite skills to contribute to Canada, economically, socially, and culturally. 
Expected outcomes: clients have the official language skills needed to function in Canadian society and clients have the life skills needed to function in Canadian society. 
3 Labour market participation: The majority of newcomers come to Canada intending to enter the labour market. Skilled newcomers can take over 10 years to reach the employment rate of the Canadian-born. The Labour Market Participation theme includes activities that support newcomers’ entry into the labour market. These activities can include, for example, job search skills, networking, internships, mentorships, or work placements.
Expected outcomes: clients have knowledge of the Canadian work environment and clients have the skills to find and apply for employment in Canada.

4 Community connections: This theme recognizes settlement as a reciprocal process, with rights and responsibilities for both the newcomer and the receiving society. Through this theme, service providers can offer, for example, cultural awareness and anti-racism initiatives as well as matches with the newcomer and Canadian volunteers to assist in settlement.
Expected outcomes: clients are connected to the local labour market, the broader community and social networks and program participants are aware of newcomers’ needs and contributions, and are engaged in newcomer settlement. 
5 Needs assessments and referrals: Needs assessments are an increasingly important and ongoing part of settlement service delivery, and relate to the range of CIC-funded settlement services. This theme also covers the referral of newcomers to CIC-funded and community settlement services. 
Expected outcomes: Clients, service providers and CIC are aware of newcomer settlement needs. Referrals and personalized settlement plans are based on assessed settlement needs. Clients obtain the support services they need to deal with settlement issues as they emerge. 
6 Support services: CIC provides funding for support services that act as “enablers”, allowing newcomers to participate fully in other settlement services (e.g. language training). This category includes, for example, ongoing childminding (an informal, unlicensed arrangement for the care and supervision, on a daily or regularly-recurring basis, of a child with a parent receiving ongoing CIC-funded settlement services at the same site), accommodation for clients with disabilities, and assistance with transportation to settlement programs. Support services also include short-term or “transitional” settlement-related services which can deal with immediate needs and crisis, enabling newcomers to participate in more intensive services. These include translation and interpretation services (for example, of documents from the country of origin), or to assist in arranging accommodation, and referrals to counselling. 

While the majority of CIC’s settlement funding is provided to community partners for the direct delivery of settlement services to newcomers across Canada and overseas, funding is also available to support initiatives that are indirect (e.g. professional development, research, conferences) in nature and seek to improve the delivery of settlement services and strengthen the settlement sectors in Canada.

Provision of settlement services in these themes will enable CIC to achieve its long-term results. On the whole, CIC’s settlement services contribute to the overall, long-term integration of newcomers to Canada. More specifically, they contribute to the following ultimate outcomes:

· Newcomers find employment commensurate with their skills and experience. 

· Newcomers enjoy their rights and act on their responsibilities. 

· Canadians provide a welcoming community to facilitate the full participation of newcomers in Canadian society. 

· Newcomers contribute to the economic, social and cultural development of Canada. 

Who Can Apply? 
Eligible Service Provider Organizations

In order to fulfill CIC’s objective of promoting the successful integration of permanent residents into Canada, contribution agreements are signed with the following eligible recipients (often referred to as service providers (SPOs)) for settlement services:

· Provincial, territorial or municipal governments; 

· Not for profit organizations including non-governmental organizations, non-profit corporations, community groups and umbrella organizations;
· businesses; 

· educational institutions (including school boards, districts and divisions); 

· individuals. 

Restriction 
· Unless specifically allowed in the contribution agreement, no user fees can be charged to clients for services funded by Citizenship and Immigration Canada. 

Partnerships
SPOs are encouraged to partner with other eligible SPOs. Partnerships can be with provinces, territories, employers, educational institutions, communities, and non-government organizations (NGOs). Collaboration among SPOs is encouraged. Experience shows that, in many cases, such collaboration promotes the achievement of better results. To this end, CIC is open to proposals that are the result of a collaborative approach. 

Joint Proposals
Cooperating on a joint proposal allows eligible organizations to extend their networks and learn from one another. Two or more organizations may be able to take on a larger project than a single organization could alone. A joint project may make it easier to carry out, monitor and evaluate activities.

The authors of a joint proposal must:

· Identify one organization to take on legal and administrative responsibility for the project;

· Describe the role of each organization, the portion of the financial contribution each will receive, and how they will cooperate.
Eligible Clients 
Eligible clients for the Settlement Program are limited to:

· Permanent Residents of Canada who have not become Canadian citizens;

· Protected persons as defined in Section 95 of the Immigration and Refugee Protection Act (IRPA);

· Individuals who have been selected, in Canada or overseas, to become permanent residents pending completion of medical, security and criminal verification statutory requirements, and who have been informed, by a letter from Citizenship and Immigration Canada;

· Convention refugees and protected persons overseas who have been selected for resettlement in Canada by Citizenship and immigration Canada;

· Live-in Caregivers
· Applicants overseas who have been informed, by a letter of confirmation from Citizenship and Immigration Canada, of the approval of their temporary work permit are eligible to receive services under the Canadian Orientation Abroad (COA) initiative, 
· Applicants in Canada and in possession of a temporary work permit issued under the Live-in Caregiver Program are eligible for all settlement services with the exception of language training.

Restrictions:

· To access language training, an eligible client must first undergo a language assessment by a qualified assessor and be of legal school-leaving age within their applicable province or territory; 

· Temporary workers, including those nominated under Provincial Nominee Programs, are not eligible for CIC Settlement Program Services except for those accepted under the Live-in Caregiver Program and those described in paragraph 3 under Eligible Clients. 

Canadian citizens are not eligible for the CIC settlement program services
Contribution Agreement
When a project is approved, the applicant organization must sign a contribution agreement with CIC in which it typically agrees:

· To execute the project in accordance with the conditions of the application and based on the expected results. Any major changes to the project activities must be approved in advance by CIC;

· To submit financial, statistical and narrative progress reports according to the requirements and schedules attached to the contribution agreement;

· To acknowledge the contribution of the Government of Canada in all materials produced with CIC support;

· To provide CIC with a copy of all outputs; 

· To share tools, products and lessons learned with other SPOs.

An agreement with CIC is a binding agreement under which applicants have certain duties and responsibilities. The agreement outlines the conditions under which the Government of Canada will fund activities.  SPOs and their staff should read the agreement and schedules carefully, making sure there is a clear understanding of all the clauses, especially those dealing with eligible participants and financial accountability.

Please note: If there is a discrepancy between this guide and the agreement, the agreement takes precedence.

The maximum financial contribution from CIC will not exceed the amount established under the agreement.

Progress Reports and Financial Records
In general, Service Provider Organizations that receive funding from CIC are required to submit the following: 

· Narrative Progress Reports*

· Statistical Cumulative Report*

· Financial Claims*

· Final Report and Project Evaluation

· Cash Flow Updates, when requested

· Final Accounting Statement

· Copies of contracts and receipts, on request

· Any other supporting documentation requested.

* The frequency at which these reports and claims are required is negotiated at the time of signing the contribution agreement with CIC.

Acknowledgement (Federal Identity Program)
As mentioned under “Contribution Agreement” on the previous page, SPOs are required to publicly acknowledge the Government of Canada’s contribution to the realization of the settlement program projects by:  

· clearly and prominently identifying the Government of Canada’s contribution in the initiative;

· acknowledging the Government of Canada’s contribution in its announcements, interviews and ceremonies, in its advertising and promotional activities, in its speeches, lectures, publications, and in its recruitment procedures. 

Preparing Your Proposal
Proposal Format

Proposals should explain clearly what your organization and your partners want to achieve and why. Remember that your proposal will be analyzed by several people who are not necessarily familiar with your background or that of your partners. The proposal should be clear and concise. We encourage you to use point-form lists, charts or other illustrative techniques to simplify the presentation. 

A completed proposal will contain the following sections:
· General Information

· Executive Summary

· Project Rationale and Description

· Budget/Financial Plan

· Outcomes and Evaluations
· Applicant Information Documents

· Application Checklist

The following lists the required sections and the minimum information requirements for each section:

	Required Section
	Minimum Required Contents

	General Information
	All blanks completed on the General Information sheet and must be signed by the person(s) authorized to sign on behalf of the organization and to bind the organization to the statements made in the proposal (form included)

	Executive Summary


	Not more than three pages, briefly describing: 

· Your organization and the programs/services it offers;

· The objectives of your project;

· The activities planned;

· The start and end dates;

· The target group;

· The expected outcomes;

· Any special features of the proposal; and

· The total project cost and the amount of CIC funds requested.

	Project Rationale and Description
	· Describe the proposed services or activities;

· Describe the objectives as they relate to the settlement program;

· Describe the demonstrated or anticipated need for those proposed services and activities; 

· Provide a work plan that includes anticipated completion dates, as well as tasks for each phase of the project;

· Describe the target population for services, including the expected number of participants; 
· Specify the language tests to be administered to the clients, if applicable;

· Specify the outputs;

· Indicate which official language(s) will be used. 

	Budget / Financial Plan
	· Provide details and justify all proposed expenditures for the overall project and identify the amount requested; 

· Provide details on other sources of funding for the project (use Other Funding Sources form included) ; and

· The Breakdown of Proposed costs (form included) must be signed by the person authorized to do so by the organization.

	Outcomes and Evaluation
	Describe the data collection, monitoring and evaluation plan and outputs:

· List performance indicators that are linked to the expected outcomes and to the purpose of the initiative and that will be used to evaluate success in the short, medium and long term;

· Describe how activities will be assessed and modified during the lifespan of the project; and

· Explain how data will be collected on an ongoing basis. 
· Optional: Provide a Project Chart/Diagram/Logic Model linked to the Settlement Program logic model provided connecting activities and outputs to outcomes and indicators (See details below under- Optional Project Chart/Diagram/Logic Model)

	Applicant Information

(in addition to general information form)
	· Describe the organization’s qualifications including mandate and objectives; experience and knowledge of immigrant settlement issues, adult language training, employability programs; history of satisfactorily delivering results and meeting accountability and management requirements on other funded projects;

· Disclose previous funding received from the Government of Canada for any type of project or services;

· Describe how the proposed activities relate to your organization’s mandate;

· Indicate whether your organization is legally authorized to provide the services, and has the capacity (current or potential) to do so; 

· Describe staff needs, including duties, qualifications, and how they will be selected; and

· Describe reporting relationships with regard to managing the project.  

	Attachments

(See checklist on page 15)
	· Provide staffing model with job descriptions;

· Provide letters from contributors, partnering employers, professional associations and occupational regulatory bodies specifying their contributions, roles and responsibilities in the project; and 

· Provide the following as applicable:

· Certificate of incorporation;

· Organization chart and number of staff;

· Current list of members of your Board of Directors;

· Most recent audited financial statement(s) (at least one year); 

· Copy of certificate indicating that the organization/individual is insured under a Comprehensive or Commercial General Liability policy, in an appropriate amount and protecting CIC from liability. Prior to a contribution agreement being signed, proof of this insurance must be provided.


Optional Project Chart/Diagram/Logic Model (1 page maximum)
Proposals may include a chart/logic model to depict the critical components of the project. The chart/logic model is a one-page visual used to demonstrate the logical relationship between the project’s inputs, planned activities and expected results.

Submission of a logic model is optional but may help you to structure your proposal and establish links to results and outcomes. Use the following chart as an example:
Project Chart/Diagram/Logic Model
The Conceptual Chain: 
Inputs > Activities > Outputs > Initial Outcomes > Intermediate Outcomes > 
	Inputs
	Activities
	Project
Outputs
	Project
Outcomes
	CIC Outcome(s)

	List the resources that will be used for the project (financial, in-kind, human, staffing, volunteers, facilities, equipment, supplies etc.)
	List the activities that will be undertaken in the project to achieve results (outputs and outcomes)
(e.g. workshops, research, public education, direct service, facilitation, networking, training, counselling, developing resource materials, etc.)
This is what your project does with the inputs to accomplish its goals and results.
	List the direct products of your activities
(e.g. # of sessions, number of clients, hours of units of service, reports, Web Site, education materials distributed etc.).
	List the immediate and longer term benefits of the project
(e.g. new knowledge, new skills, changed attitudes or values, improved condition(s), altered status or modified behaviour in either people, organizations and/or communities).
	Indicate to which CIC outcome(s) your project most closely contributes.
(See Settlement Program Delivery Themes) 


Proposals may include letters from contributors, partnering employers, professional associations and/or occupational regulatory bodies specifying their contributions, roles and responsibilities in the project.
Your Budget 

The budget/financial plan included in your proposal should include the following components: details and justification of all proposed expenditures for the overall project; identification of the amount requested; and details on other sources of funding for the project.

Eligible services

Eligible services are those that address settlement-related needs falling under the broad themes as previously indicated (see Program Overview).
As examples, these services may include the following: 
· initial and on-going needs assessments, 
· personalized settlement plan, 

· referrals to CIC-funded and other settlement services (including employment related services), 

· reception services, 

· translation and interpretation, 

· settlement/crisis counselling, 
· childminding (ongoing childminding, or licensed daycare where cost effective) 
· transportation assistance, 

· disability accommodation to allow eligible clients to access services, 

· information products, 

· orientation sessions, 

· promotion and outreach, 

· language training, 

· other skills/ life-skills training, 

· individual, community-level and labour market bridging initiatives, 

· network building initiatives, 

· cultural awareness, anti-racism, and welcoming communities initiatives, 

· newcomers and host/mentor matches, 
· volunteers/participants recruited, trained and supported, 

· foreign credential path finding, information and referral.  (Costs associated with validation of individuals’ credentials are not eligible).
For greater clarity, eligible services also include services to support initiatives that contribute to the strengthening of the settlement sector such as activities to share best practices and enable a better understanding and communication within the settlement sector to enhance settlement services.

They do not include services to the general public that normally fall within the mandate of provincial governments, such as health and education services.
Eligible expenditures 

Contributions may be made towards activities related to eligible services and could encompass the following expenditures:

· Salaries, wages and related benefits for staff related wholly or partially to the funded program; 

· Training and professional development; 

· Travel, accommodation and other costs related to the project activities for employees and volunteers whenever applicable; 

· Delivery assistance tools and material such as textbooks and other instructional material, supplies, telephone, postage, printing and duplication; 

· Research, conferences, workshops, and publicity; 

· Professional/consultancy/copyright fees; 

· Costs associated with administration and audit; 

· Overhead costs including rental of space and/or equipment; 

· Capital expenditures mean eligible and necessary costs in the opinion of the Department that the Service Provider expects to incur and pay for capital assets (such as computers, furniture, and other tangible property) purchased and/or leased. It also includes leasehold improvements (refer to the definition used by the Canada Revenue Agency), and costs for arrangements and devices for eligible clients with disabilities. Necessary capital expenditures, preapproved by the Department, of up to 15% of the total value of the contribution agreement. Capital expenditure cannot exceed 50% of the total contribution amount in any given fiscal year.
·  Costs related to arrangements and devices for eligible clients with disabilities cannot exceed $10,000 per disabled client up to a maximum of $100,000 per year per agreement unless otherwise approved by CIC to respond to clients’ needs; 
RESTRICTIONS:

·  No financial assistance (except transportation and childminding costs) will be paid to eligible clients.

· Profit is neither a "cost" nor an "expense" and therefore may not be included in the eligible costs. 

All costs covered by CIC are listed in the contribution agreement signed with CIC upon acceptance of a project. For all expenditure categories, CIC makes payments only for actual and allowable costs. Receipts must be kept for all costs, as CIC may require proof of expenditures.

Goods and Services Tax (GST)

CIC may reimburse part of the GST paid on purchases. If you are eligible for a GST rebate (or Input Tax Credit), CIC will reimburse the portion of the GST for which a rebate will not be received. For example, SPOs incorporated as non-profit organizations may be entitled to a 50 percent rebate from the Canada Revenue Agency, with CIC reimbursing the other 50 percent. 
A sample of how to summarize your total project costs by type of cost, source of other contributions and amount requested from CIC is provided below:
	Administrative (examples below)
	$ Amount

	Qty
	Job Title or Item Description
	Details (e.g. $/hr x #hrs x #wks, $/mth x #mths)
	CIC  
	Other Funders


	1
	Executive Director
	$20/hr est @15hrs/wkX52 weeks
	$15,600
	

	     
	Audit Fee
	80% of total of $1000
	$     800
	  $   200

	     
	Office Rental
	$500/month x 12 months
	$  5,000
	  $1,000

	     
	Insurance, Permits, Licenses etc.
	est 2500/annum
	$  2,000
	  $   500

	     
	Phone, Fax, Internet
	$100/monthx12months 
	$  1,000
	   $  200

	     
	Benefits (MERC) specify here
	((Employer’s CPP, EI est @ 7.3% of  salary ) Vacation Pay would be included here if applicable) 
	$  1,139
	     

	Total Administrative
	$25,539
	$  1,900

	Program Delivery
	$ Amount

	Qty
	Job Title or Item Description
	Details (e.g. $/hr x #hrs x #wks, $/mth x #mths)
	CIC
	Other Funders


	10
	Settlement Workers


	$18/hr x 35 hrs/wk X 52 wks
	$327,600
	     

	2
	Instructors 
	$20/hr x 35 hrs/wk x 44 wks
	$  61,600
	     

	5
	Room Rental 
	300/month x 12 months 50%
	$   9,000
	9000

	     
	Photocopying
	est $100/month x 12 months
	$   1,200
	     

	     
	Benefits (MERC) specify here
	7.3% of Salary
	$ 28,412
	     

	Total Program Delivery
	$427,812
	9000

	Total Capital
	$ Amount

	Qty
	Item Description
	Details 
	CIC
	Other Funders


	3
	Computers
	Includes monitor, mouse, keyboard, hard drive. Max of $1000 each
	$3,000
	     

	Total Capital
	$3,000
	

	Total Eligible GST/HST:
GST/HST paid on purchases less input tax credit/rebate
Est @ 50% of GST/HST on purchases: 
	$   520
	

	Grand Total 
	$456,871
	$ 10,900


Application Assessment Criteria TC "Application Assessment Criteria" \f C \l "1" 
Proposals received under this CFP by the closing date and time as indicated in the covering letter for this CFP will automatically be considered.  Proposals received after the closing date may be considered at a later date.  Consideration will be dependant upon available funding and assessment of need.

When you are preparing your proposal, keep in mind that it will be screened according to the screening criteria below.  Note that proposals will first be screened to determine completeness of the application package.  Ensure all requested documents are included and all required forms completed. Complete the checklist and include it.
Screening Criteria
Although some screening criteria will change from year to year, your proposal must always meet the following:

· Proposals must be 
· for eligible projects,

· for eligible clients, and 

· from eligible SPOs; 

· Proposals must be signed by the person(s) authorized to sign on behalf of the organization and who can bind the organization to statements made in the proposal;

Subsequently, applications which pass the initial screening will be further assessed by a review committee to determine the extent to which proposed activities meet local needs and identified priorities (see cover letter), and reflect good value for money.  Proposals screened in will be assessed against the following assessment criteria:

1 Project Relevance: proposed activities must support the Department’s overall settlement outcomes, one or more of the settlement delivery themes, and link to the funding priorities and/or projects identified in this CFP. It must clearly identify benefits to the project’s target and the settlement delivery theme or themes addressed; 
2 Potential for Success: performance goals must be clearly identified, measurable, transparent, accountable and realistic. Organizational capacity to deliver services, locally or rurally, must be demonstrated through a realistic and practical service delivery infrastructure. Experience, background and expertise in providing activities/services to the targeted client group would be an asset. 
3 Project Cost-Effectiveness: the budget and work plan must be realistic, verifiable, and serve the project’s stated objectives and projected outcomes. In-kind contributions are not taken into consideration during the proposal evaluation.

4 Organizational Stability and Financial Status:  the organization will be subjected to a screening process that looks at performance in relation to organizational stability, financial status, program delivery capacity, administrative capacity, reporting and monitoring activities.  
Finally, proposals which pass the screening will be reviewed against available funding to reach final funding decisions. Decisions will be communicated to applicants in writing. Successful applications will then be used to develop a formal agreement with CIC.
OTHER TERMS AND CONDITIONS FOR SETTLEMENT PROGRAM FUNDING
Application Requirements
The Department requires that an applicant requesting funding as an eligible recipient through its Settlement Program submit the following: 

· a detailed proposal that may include, but is not limited to, the following: a description of planned activities; how these activities will contribute to the expected program results and the needs the project will address; an implementation plan demonstrating the capacity to deliver the proposed services; a reporting strategy; an evaluation plan, and a detailed budget must be described for each year of a multi-year funding agreement); 

· The proposed budget will include a statement disclosing funding from other sources for the same activities or eligible costs, applicant’s recent financial statements (annual audited statements preferred)(if applicable); 

· documents demonstrating the applicant’s legal constitution (if applicable); 

· disclosure of the names of any former public servants, in accordance with the Values and Ethics Code for the Public Service; and 

· any information deemed necessary to monitor and evaluate the proposal; 

Note: Applicants must provide assurance that any person lobbying on their behalf is registered pursuant to the Lobbyist Registration Act.

The final approval of proposals is the responsibility of the Minister of Citizenship and Immigration, who may delegate this authority to appropriate Departmental officials. Each approved proposal will be subject to a formal agreement in accordance with the Treasury Board Policy on Transfer Payments and in accordance with the requirements of the Immigration and Refugee Protection Act and the Department of Citizenship and Immigration Act.
CIC is under no obligation to fund any proposal submitted through this CFP.  

 Stacking Limits
The Department requires that applicants disclose prior to the start of an agreement (and during the life cycle of an agreement, if applicable) all confirmed or potential sources of funding or in-kind participation for program activities and/or eligible costs when the Department’s contribution is in excess of $100,000. The Department may also request this disclosure when the Department's contribution is under $100,000. 

Total Government Assistance from all sources (i.e. federal, provincial, municipal) shall be a maximum of 100% of eligible costs. Total Government Assistance includes grants, contributions, and any other assistance (e.g. non-monetary/in-kind contributions). If actual assistance exceeds this limit, the repayment of any amount exceeding the Total Government Assistance will be calculated on a pro-rated basis (based on Total Government Assistance received towards eligible costs). 

 Basis and Timing of Payment
Payments of contributions will normally be made as reimbursements of eligible costs incurred or expenditures made by the contribution recipient and will be based on the presentation of acceptable claims and progress reports, in accordance with the terms of the contribution agreement. 
At the time of claiming final payment, or at the end of each year in the case of a multi-year agreement, the service provider must provide an accounting statement and a final detailed report on the achievement of the objectives outlined in the agreement. Advance payments and holdbacks will also be used in the payment of contributions and will be managed in accordance with the Treasury Board Policy on Transfer Payments. 
 Due Diligence
The Department will exercise due diligence, i.e. reasonable care and attention, to ensure that the funds provided will contribute to the intended objectives and stand up to public scrutiny. This includes ensuring that the proper systems, procedures, controls, and resources are in place to manage and administer settlement programs. The Department is committed to implementing the principles of the Federal Accountability Act.

Cancellation/Reduction of Transfer Payment
In the event that funding levels are changed by Parliament, the Department may cancel or reduce funding to eligible recipients.

Official Languages
The Settlement Program takes into consideration Canada’s commitment to official languages duality and respects the requirements of the Treasury Board policy, Grants and Contributions – Official Languages. As stated in IRPA, the Department is also committed to supporting and assisting the development of minority official languages communities in Canada
Multi-Year Funding Guidelines TC "Multi-Year Funding Guidelines" \f C \l "1" 
Citizenship and Immigration Canada (CIC) has obtained approval from the Minister and Treasury Board to enter into multi-year funding agreements with our integration programs.  This means agreements can be up to five years in length instead of one year.  A national policy on multi-year funding has been developed, which allows each CIC Region to establish their own local guidelines and parameters in relation to the implementation of the policy.  

Considerations: 

1. Multi-year funding agreements are an option that will be exercised at CIC’s discretion.  Local CICs may choose to commit only a portion of their budget to multi-year funding.  Thus, they may implement multi-year agreements in only some programs.  Also, although agreements can be up to five years in length, local offices may chose to enter into agreements of shorter duration. 

2. It is expected that demand for multi-year funding agreements will exceed our ability to accommodate the requests.  Offices have the authority to choose the number of service provider organizations that will be considered for multi-year funding, based on the projected operational needs.

3. All service provider organizations that CIC wishes to consider for multi-year funding will be subjected to a screening process that looks at performance in relation to community outreach, organizational stability, financial status, program delivery capacity, administrative capacity, reporting and monitoring activities.  This will allow us to evaluate the risk involved when entering into a longer term agreement.  Local guidelines will then be used to make appropriate decisions regarding the length of the agreements.

4. It is possible to pass the screening but not receive approval for multi-year funding agreements.

The Department maintains the ability to cancel multi-year funding agreements should the Terms and Conditions not be met in full.  Also, dollars committed to multi-year funding agreements rely on the approval of Parliament on an annual basis.  Changes in appropriations as well as non-renewal of the programs by Treasury Board may result in cancellations of these agreements. 

LINKS TO USEFUL RESOURCES
	Resource
	Link

	LINC (Language Instruction for Newcomers to Canada) Childminding Guidelines (September 2002)
	http://atwork.settlement.org/sys/atwork_library_detail.asp?doc_id=1003317


	Web sites:

Citizenship and Immigration Canada Internet Site

The main departmental Web site, providing up-to-date information about programs and services.


	www.cic.gc.ca 

	Going to Canada

Part of the Canada International Site, Going to Canada is for those who wish to come to the country as visitors, students, immigrants or refugees.


	www.canadainternational.gc.ca 

	Integration-Net

A communications, information and research tool to support the work of the Canadian settlement community.


	http://integration-net.ca

	Metropolis Project

An international forum for research and policy on migration, diversity and changing cities 


	www.metropolis.net 

	Canadian Refugee System 

A separate Refugee Protection website no longer exists, but this website will provide all necessary information on the Canadian Refugee System.
	http://www.cic.gc.ca/english/refugees/index.asp


	Designed for Ontario the Settlement.Org at Work Web site also provides general information and links to resources on topics such as: Language Training and Evaluation; Settlement Counselling; Information and Referral; Agency Management; Community Development; Professional Development; etc.


	www.settlement.org


	This Web site provides information on and support for use of the Canadian Language Benchmarks (CLB). The CLB are the national standards for describing, measuring and recognizing second language proficiency of adult immigrants and prospective immigrants for living and working in Canada. 
	www.language.ca


APPLICATION CHECKLIST (include with application package)

	Sent by Applicant
	The following documents make up a completed application for funding.  Please ensure all are included in the electronic and hard copy application submissions
	Received by CIC 

	
	Signed General Information Form
	

	
	Staff Information Chart
	

	
	Other Funding Sources
	

	
	Certificate of Incorporation
	

	
	Organization Chart & Number of Staff
	

	
	Current Board of Directors
	

	
	Audited Financial Statements
	

	
	Insurance Certificate
	

	
	Executive Summary
	

	
	Project Rationale
	

	
	Budget & Financial Plan
	

	
	Signed Breakdown of Proposed Costs
	

	
	Outcomes & Evaluation
	

	
	Letters from contributors, partnering employers, professional associations and occupational regulatory bodies specifying their contributions, roles and responsibilities in the project (optional);
	

	
	Application Checklist (please print and include)
	

	
	
	

	
	Additional Forms (if required)

	

	
	Class Information Chart (if teaching classes)
	

	
	Childminding Information Chart (if applicable)
	

	
	Annual planning calendar (if teaching classes)
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