
INSTRUCTIONS FOR COMPLETING

THE 2011–2012 COMMUNITY ACCESS (CAP)

APPLICATION FORM
The Community Access Program (CAP) Application Form is Appendix A in the Application Guide.
In order to complete the form electronically you will need to have MS Word installed on your computer.
The Application Form contains fields with drop-down lists, e.g., Salutation, Province, etc.  These fields are indicated by asking you to Choose from the list.  In order to activate the drop-down lists, you must do the following:
MS Word

Open MS Word on your computer.
Open the CAP Application Form sent to you electronically by Industry Canada/CAP.

Click View on the Standard Tool Bar

Select Toolbars from the View menu.  Ensure that…
( Formatting

( Forms, and
( Tables and Borders
… are selected (check mark next to each of these 3 items in the list).

To activate the form fields, click on the padlock icon [image: image1.jpg]


 “Protect Form” in the Forms Toolbar.
The CAP Application Form is divided into eleven parts (Part A to Part K).
Complete the CAP Application Form by typing the appropriate information into the white spaces on the form.  To use the drop-down lists, click into the grey area.  A list will appear.  Choose the appropriate item from the list.
PART A—APPLICANT INFORMATION
1.a.
Legal Name—Type the Legal Name of the Applicant Organization in the white spaces.
1.b.
Operating Name—Type the Operating Name of the Applicant Organization if it is different from the Legal Name.
2.a.
Applicant must be a Legal Entity—Check the appropriate box., either Incorporated or Established under ….).
2.b.
Name of Act and/or Regulations—Type the name of the Act and/or Regulation under which your entity was incorporated or established.

3.
Mailing Address—Type the address of the Applicant Organization by completing the white spaces in the address block.
PART B—CONTACT INFORMATION
1.
Coordinates of the person with delegated approval/signing authority for the Applicant Organization.
Complete the information block with the information of the person with delegated approval/signing authority.

2.
Mailing Address—Complete this section only if the mailing address, or parts thereof, of the person with delegated approval/signing authority is different from the mailing address in Part A – 2.b. above.
If the mailing address is the same as indicated in Part A, 2.b., go to PART C of the Form.

PART C—PROJECT BUDGET INFORMATION

1.
Type in the number of eligible sites supported through this application, update the electronic list of the sites provided by Industry Canada and submit the list electronically to Industry Canada/CAP (see instructions for Schedule A on page 5).

2.
Type in the dollar value that you are requesting from Industry Canada/CAP.

3.a.
Type in the total cash amount that it will cost to administer the project.

3.b.
Type in the total in-kind value (no cash outlay) that it will cost to administer the project.
PART D—REQUIRED DOCUMENTS

From the list of Required Documents, check off all the documents that are required for your application and submit, by mail, the originals of all the documents that require a signature.

PART E—AFFIRMATION
Please read this section carefully and ensure you understand it.  Then print your name and title, sign and date the application.  This section should be signed by the person with delegated signing authority for your project.
PART F—APPLICANT DESCRIPTION

Type in the required information below each numbered item (Item 1 to Item 4). 

PART G—PROJECT DESCRIPTION

1.
Project Contact Person—Type in the coordinates of the person who will be responsible for the day-to-day execution of the project.

2.
Type in the required information below each lettered item and check off the appropriate box that requires either a “yes” or “no” answer. 

PART H—NETWORK INFORMATION

Check off the appropriate box that requires either a “yes” or “no” answer.  Type in and/or provide explanations and descriptions where required.
PART I—SUMMARY OF MOST RECENT AUDITED FINANCIAL STATEMENT

Type in the year-end date of the most recent Audited Financial Statement.
1.
Type in the Total Gross Revenue; provide the subtotals below.
2.
Type in the Total Expenses.
3.
Type in the Total Net Profit or (Loss).
If your organization registered a loss, type in the reason for the loss and explain how your organization will manage its funds to manage its budget.

PART J—NETWORK PROJECT COSTS

1.a.
Provide a breakdown of CAP funds requested from Industry Canada in the table.  In the white spaces beside each item, type in the cost of each item.  If there is no cost to the item listed, type in a “zero” (0) in the space.
1.b.
Explain how the funds requested in each category will be used. 

PART K—Source of Funds for the CAP Network in 2011–2012

Complete the table by typing in the white spaces in each column.  Place zeros “0” in spaces where there are no associated contributions.

Under each Source of Funds, type in the Name of the Organization which is providing funds to support the Network.

Specify the use of the funds.

Type in the Cash contribution amount and/or
Type in the in-kind contribution amount, i.e., cash value equivalent for items and activities such as rent or utilities, staff time, etc., that are not paid with funding through Industry Canada/CAP, but support the portion of the CAP site funded through Industry Canada.
Schedule A—List of Sites for 2011–2012
Using the information provided by Industry Canada, please verify all sites that will be part of the project for 2011–2012 and complete all applicable fields.  Please update any necessary information. 
List of Sites must be submitted electronically only.

Network IDs

These are numbers that uniquely identify your Network in the CAP database.  Please do not modify these numbers.

Site IDs

Each site has a Site Identification Number (Site ID—Column C) that uniquely identifies each CAP site.  These ID numbers are assigned by Industry Canada.  Please do not modify these numbers or the site names and addresses they identify.  If a CAP site has a new location or has been replaced by another site not listed in the current document, please provide information for the site at the end of the list.  Industry Canada will assign a new Site ID.

Corrections and/or changes to site information

Please indicate in the second column (Column B—Are there any changes to the information for this site?) whether or not you have made any corrections to the record.  Then highlight all cells containing changes in yellow.  Any site with a new location and/or new host organization is considered a "new" site and will be assigned a new site ID by Industry Canada.  Please add such sites at the bottom of the list (“add other sites here”).

Operational status (column G)

Please indicate whether or not the site will be funded with funding from Industry Canada in 2011–2012 (active/funded or active/not funded).  If a site no longer operates as a CAP site, select "closed".
Operational Requirements (column H)

Please indicate whether or not the site meets the operational requirements as set out in the Applicants’ Guide, 3. Eligibility Criteria, C) Eligible CAP Sites.

You will note that some cells have been locked.  If you find discrepancies or mistakes in any of the locked cells, please note them at the end of the list, using the Site ID to identify the records.

Should you have any questions relating to the 2011–2012 CAP Application, please email comaccess@ic.gc.ca.
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