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Presenter
Presentation Notes
Congratulations on your OTF grant and welcome to the grantee orientation webinar! 

I want to begin by recognizing that we are on the traditional territory of Indigenous Peoples dating back countless generations. I wish to acknowledge the long history of First Nations and Métis Peoples in Ontario, and show respect to them today.



  

 
 

What happens after your application is approved? 

o Grant Contract 
o Keeping in touch 
o Reporting 
o Auditing 
o Recognition 

Presenter
Presentation Notes
Now that your application has been approved, it’s important to know what needs to be done before, during and after the project, on both your part and ours. 
In this session, we are going to cover all of the following:  grant contract, keeping in touch, reporting, auditing and recognition.
While we encourage you to take notes of things you feel are important, this presentation will also be available on our website shortly for easy reference.






   

    

   

    

    Signed and sealed – the grant contract 

The Grant Contract is a legally binding contract. 
It includes: 

o OTF Terms and Conditions associated with your grant 

o Declaration of Understanding and Authorizing 
Signatures page 

o Schedule A, containing details of your grant 

Presenter
Presentation Notes
The Grant Contract is a legally binding contract between your organization and the Foundation. It includes:

OTF’s Terms & Conditions
A Declaration of Understanding
A place to sign the contract
The Schedule A – the specifics of your OTF grant.

It’s important to note that changes to the Grant Contract and the Schedule A can only be made in writing, and require the signatures of the authorized officers of both the grantee and the Foundation. 







     

  

   
 

    
  

    
  

  
     

  
     

 

Knowing where we stand – terms & conditions 

Certain terms and conditions apply to every OTF grant, 
including: 

Use of Grant Funds Indemnity 
Maintaining Eligibility Status Termination 
Payment of Grant Funds Acquisition of Goods & Services; Distribution of Assets 
Mandatory Orientation Session Entire Agreement 
Grant Results and Metrics Modification and Waiver 
Reporting and Grant Monitoring Acknowledgement 
Records Capital Grants (grants with capital component only) 
Advocacy No partnership or Joint Venture 
Recognition of Foundation’s Funding Non-Assignability 
Evaluation and Audit Reliance by Foundation 
Applicable Laws Severability of Provisions 
Insurance 

Presenter
Presentation Notes
The OTF Grant Contract includes 23 important Terms and Conditions. Please make sure you read and understand them, because when you sign the Grant Contract, you are formally agreeing to comply with them. 
Many of them are commitments that grantees make to OTF – to only spend the grant funds as allocated, to seek the best value for money when hiring staff or buying goods, to keep their eligibility status in good standing, to comply with all applicable laws, and to read and comply with OTF’s policies. 
As a Capital grant recipient, you will want to pay particular attention to the term regarding Capital Grants, which refers you to the Capital grant policy on our website, speaks to insurance and liability, and adherence to building codes and bylaws.  
Please also keep in mind that all grant activities must take place in Ontario. In addition, a minimum of two quotes are required for all goods and services over $10,000.  OTF may request the quotes at any time during the grant period.
Other terms and conditions are actions that we require of you including include: 
Publicly recognizing the grant;
Measuring and reporting on progress;
Keeping reports, accounting records and other grant-related documentation for at least six years after the grant is over; and
Being prepared to comply with random compliance audits by OTF, its Ministry or the Auditor General of Ontario.
Finally, the Terms and Conditions stipulate how OTF will proceed in certain situations. If, for example, a grantee’s progress is not considered satisfactory, or the organization has failed to comply with our policies or conditions, or has not been successful at achieving the Grant Results, grant payments may be withheld or the grant terminated. 
OTF may also end the grant if any of the provisions of the Grant Contract are violated. 




 

 

  

  

    

Declaration of understanding 

o Attend orientation 

o Read and understand the Grant Contract 

o Provide accurate bank account details 

o Hold documentation for capital grants 

o Follow OTF procedures for reallocating funds 
and reporting 

Presenter
Presentation Notes
Only an individual with authority to legally bind the organization can sign the Grant Contract. By doing so, he or she declares that:  
The right people  -- project staff, senior staff, or board members -- have attended this orientation webinar, and have read and understood both the Grant Contract and all OTF policies
The organization will enter accurate bank account details in its OTF grant portal 
For capital renovations, the organization will retain proof of ownership or hold a minimum 5-year lease on the space being renovated, and be ready to show this documentation to OTF if asked; 
OTF procedures regarding reallocation of funds and reporting are understood and will be followed





  

 

  
  

  
     

    

 
 

Knowing what’s expected of you – the schedule a 

Schedule A contains important details about your grant, 
including: 
o The approved grant amount and term 
o The name of the Program Administrator 

monitoring your grant 
o The particulars about your grant 
o The Priority Outcome related to your grant 
o The Grant Result and the Metrics you’ve 

agreed to achieve 
o The approved grant budget 
o The Payment and Report schedule 

Presenter
Presentation Notes
Over the course of your grant, you’ll find yourself referring to the Schedule A often, as it contains all the details you need on what you’ve agreed to achieve, and what we expect of you.
At the top of the page, you’ll see the name of the Program Administrator assigned to your grant: keep it handy because this is the person who can provide support, answer your questions and, if necessary, approve and make changes to the budget and/or reporting schedule.

The schedule A also includes:
The Grant Result and Metrics that you’ll be expected to achieve and report on are all taken from your application. 
The grant budget breaks down the approved amount by budget category for the entire grant. By the end of the grant, you are expected to have spent these amounts in the appropriate categories. 
The Payment and Report schedule which tells you when grant payments will be released, and when reports are due.  There are two payments for capital grants.  The first (90% of the grant) is issued at the beginning of the project.  The final payment, or 10% holdback payment, is only released following receipt of a satisfactory Final Report. 
For more information refer to OTF’s Payment Release for Grantees Policy.



    

  

  
 

Signed and sealed – the grant contract 

Next Steps 

o Confirm Primary Contact 

o Confirm project start date 

o Sign the Grant Contract 
electronically within 60 days 

Presenter
Presentation Notes
By now, you should have received an email from OTF asking you to confirm the Primary Contact for your organization.
The Primary Contact is the person authorized to legally bind your organization – usually the Chair of the Board, the Treasurer, the Executive Director, or in the case of municipalities, the Mayor, Clerk or CAO. It is not necessarily the person who will be implementing the project. 
The Primary Contact must reply to the email with the information requested as soon as possible.

By now you should also have received a call from your Program Administrator to review the details of your grant and confirm your start date.  Even though you set a project start date in your application, there may be circumstances that warrant changing it. You should review your project start date and confirm it with your Program Administrator.  

Once the primary contact and project start date are confirmed, we can prepare your Grant Contract. 

An electronic copy of the Grant Contract, pre-signed by OTF will be emailed to the Primary Contact. The Primary Contact must electronically sign the Contract on the Declaration of Understanding page, and return it electronically within 60 days. If not received within 60 days, the Grant Contract will be considered null and void.
Your organization’s Board of Directors – or in the case of collaborative applications, the lead organization’s Board of Directors – is ultimately responsible to OTF for the grant. That’s why it’s important to ensure the Board, and any staff responsible for managing and reporting on the grant, are familiar with the Grant Contract. 




    
    

      

      
         

   

 The first payment – banking information 

Two-Step Process: 

1. ENTER the organization’s bank name and account number, 
and upload a void cheque or direct deposit letter from the 
bank 

2. LINK the banking information for your organization with 
the approved application 

Information on uploading banking information is available inside the 
OTF grant portal, under the Help menu. 

Call the OTF Support Centre at 1 800 263-2887 for assistance. 

Presenter
Presentation Notes
Once the grant contract has been signed electronically by the Primary Contact, and returned to OTF, you’ll be required to  enter your banking information into your grant portal so that we can deposit grant payments directly to your organization’s bank account. 

If you are a new grantee – if this is your first OTF grant – it is very important to remember that this is a two step process: 

First, you have to enter the organization’s bank name and account number for this grant, and upload a void cheque or direct deposit letter from the bank.  
Make sure that the numbers you enter for the bank account are the same as those on the void cheque or direct deposit letter - OTF staff are not allowed to correct mistakes. Missing numbers or typing errors will lead to  delays in issuing payments.
Temporary cheques (with no pre-printed organization name and address) will not be considered acceptable uploads. If you do not have a cheque, please ask your organization’s bank for a direct deposit letter to upload or wait until you receive a permanent cheque.

The second step involves linking the banking information for your organization with the approved application.  

If you are a returning grantee with another active OTF grant, you have two options:
One is to use the same bank account already registered for your organization’s last approved grant.  You should see the existing account listed and you will link the newly approved application to this bank account.			
The other option is to use a different account for your newly-approved grant application.  To do this, follow steps 1 and 2 described earlier.

Incorrectly entered bank account information is the most common issue we see when trying to issue the first grant payment.  Please take extra care to ensure your account information is accurate.   

Until the steps are completed properly, we cannot release your first payment. 

For detailed instructions, refer to the Help menu in your portal. If you run into problems, call our Support Centre!






 
  

  

    

     
  

 

       
  

 

      

 

   

keeping in touch 

We want to hear from you … 

Support If you have a technical problem Centre 

If you need to make changes Program 
to your workplan or budget Administrator 

If you think you may not achieve your Program 
targets or meet your report due dates Administrator 

Program If you have questions or concerns Administrator 

You’ll be 
hearing from us: 
o If we have 

questions or 
concerns 

Presenter
Presentation Notes
OTF is as deeply invested in your progress and success as you are, so it’s important that the lines of communication between us stay open throughout the grant. 
The OTF Support Centre is the place to go for any technical issues related to your OTF portal and accessing your grant information.
Your Program Administrator is available to answer questions, address concerns and work with you to resolve any problems related to the implementation of your project or meeting the terms and conditions of your grant contract. 
We know a lot can change from the time you apply for a grant to when you actually dig into the work. However, before you consider making any changes to your plan or budget, go to otf.ca and review the relevant policies, especially the Reallocation of Grant Funds policy.
Grant funds can only be reallocated when they directly support the scope of the originally approved outcomes for the grant.
While there’s some flexibility to reallocate funds within the same budget categories, it’s best to err on the side of caution. Run any changes by us first – whether within the same budget categories or across categories to be sure the reallocations are consistent with OTF policy
If you think you may not achieve you’re grant target(s) as noted in your contract, your must inform your Program Administrator immediately.
Similarly, if you think you won’t be able to submit the final report by the due date specified, get in touch before your report is late and tell us why; we may be able to delay your reporting schedule, depending on the circumstances.  
Also if your grant involves a collaboration with other partners, the lead organization (which is you as the grant recipient) is responsible for communicating with the collaborative partners.





  

  
    

 
 

  
 

    

reporting 

How? 
A Final Report at the end of the grant 

We want to hear about: 
o Achievement of the grant metric 
o How the funds were spent 
o What you learned 
o How you recognized OTF 
o Volunteers involved, economic 

impact (FTEs), financial and in-kind support 
o You will be asked to attach photos 

Presenter
Presentation Notes
Capital grant recipients are required to submit a Final Report at the end of their grant.
As soon as your grant is activated, the Final Report form you need to complete you need to complete will be available in your OTF portal. The due date is listed there and in the Schedule A of your Grant Contract. 
Reports give you an opportunity to tell us what you learned from implementing your project and what you would do differently.  In addition, your final report enables us to track our own progress toward achieving one of our Priority Outcomes.
We also ask about:
Your achievement of the grant metric
How the funds were spent
The number of volunteers who were a part of your project
The number of staff or full time equivalents, including contractors and tradespeople hired to complete the work.
Any financial or in-kind support you received as a result of the grant
How you recognized OTF and the media coverage you received.
In addition, you will be asked to provide photos of equipment or before and after photos of renovations. 
Our online system will send you a reminder that a report is due 30 days before the due date, and 15 and 30 days after the due date. That’s why it’s very important to update the Primary Contact and Project Contact information if it should change during the grant.
If you are trying to submit your progress or final report more than 30 days before the report due date, please contact your Program Administrator to discuss,  or try again within 30 days of due date.  The system isn’t configured to accept early submissions.  



       
        

         

       
       

 
    

    

 Reporting – the Budget 

• Report only on OTF funds spent during the grant. 
• Report on actual costs, less any costs (including HST and other taxes)

for which you have received or are eligible to receive a rebate, credit
or refund. 

• Include notes to explain any surplus’, deficits, and reallocations. 
• Surplus funds at the end of the grant must be returned to OTF, per 

OTF’s Grant Rescind and Recovery Policy . 
• Read our policies on Eligibility and Reallocation of Grant Funds. 
• Review Use of Grant Funds in Grant Contract Terms and Conditions. 

Presenter
Presentation Notes
You will report on your budget using the Financial Workbook in your final report.  You should report only on OTF funds spent during the grant.  Do not include expenditures that are funded by other sources.
Report on the actual spending associated with your OTF grant only, less any costs (including HST and other taxes) for which you have received or are eligible to receive a rebate, credit or refund.
Use the notes section to explain any surplus’, deficits, and reallocations. Remember to review our policy on Reallocation of Grant funds and discuss reallocations with your Program Administrator beforehand. 
Keep in mind that OTF has scheduled your payments so that 90% is paid out up front, and 10% will be held back until your final report has been submitted, reviewed and approved. This means that you will have to plan your project cash-flow so that you have sufficient cash to pay out the final 10% of the project costs, in order that you can report on those expenses in your final report. Your organization will have to carry those 10% costs while your report is under review.
If you reach the end of the grant with unspent OTF funds, the surplus should be reflected in the Financial Workbook.  The surplus will be deducted from the final grant holdback payment.  If the surplus is greater than the holdback, you should be prepared to return that surplus to OTF by sending us a cheque, as noted in our Grant Rescind and Recovery Policy.
If you have questions about the budget report and/or surplus, please contact your Program Administrator before you submit the report.




 

 

 
  

  
 

 

Reporting - grant metrics 

Commitment to achieving specific grant metrics 

• Targets and metrics were identified in your application and 
are documented in your grant contract 

• In your final report, you will be asked to report on the 
progress made towards achieving the grant result metric 
that’s associated with your chosen Grant Result 

Presenter
Presentation Notes
ALL grantees have made a commitment to achieve specific results, and are required to track and report on their progress toward achieving the grant results. Grant results are tied to grant metrics, which serve as a quantitative measure of success 

The grant result targets and metrics were identified by you in your application and are part of your grant contract. Some examples include: number of new construction or renovation projects, or amount of new or renovated space (sq ft).  By signing the Grant Contract, you have committed to achieving the identified target and metric.

If, at anytime during the grant, you believe you will not be able to achieve the target and metric, you should discuss it with your Program Administrator.  Failure to achieve the grant metric, may result in the grant being rescinded.




       
    

 
    

   
 

    
   

  

     

  The last resort – rescinding a grant 

When nothing can be done to keep a grant on track, it may be 
rescinded – either at the grantee’s request, or ours. 

OTF may rescind a grant if: 
o A grantee fails to observe, or uses grant funds for purposes that are 

contrary to, OTF’s policies, program guidelines or Grant Contract 
o A grantee is unable to achieve the grant’s outcomes 
o The grant is not completed within the timelines listed in the Grant Contract 
o Circumstances prevail that seriously jeopardize the successful completion 

of the grant or management of grant funds 
o Grant funds have been misappropriated 

See OTF’s Grant Rescind and Recovery Policy for more information 

Presenter
Presentation Notes
We want grantees to succeed, and will work with them to resolve any issues as they arise. However, there are times when nothing can be done to keep a grant on track, and it is sometimes necessary to recognize that an initiative is no longer feasible. This is when a grant could be rescinded.
In some instances, grantees themselves may request a rescind -- either because they no longer need the grant funds, or because they realize they will be unable to complete the grant activities. This could be due to changes within the organization’s management or operation, or because the project plan simply isn’t working. 
OTF’s Grant Rescind and Recovery Policy provides the circumstances in which OTF would make the decision to rescind a grant, including the following
A grantee substantially fails to observe OTF policies and guidelines, or the terms and conditions of the Grant Contract
A grantee uses grant funds for purposes that are contrary to OTF’s policies, program guidelines or Grant Contract  
A grantee fails to achieve the grant’s outcomes
The grant is not completed within the agreed upon time
Circumstances prevail that seriously jeopardize the successful completion of the grant or management of grant funds 
Grant funds have been misappropriated 
So what happens? OTF can cancel payments or recover previously paid funds, or both.
Know that a decision to rescind is made only when it is the best option available, and that OTF reserves the right to do so as it thinks appropriate. 
Also, circumstances around a rescinded grant will be taken into account should your organization attempt to reapply for OTF funding.




    

 

 

   

 

Quality Assurance – compliance audits 

The Grantee Compliance Audit asks grantees to 
substantiate: 
o Their achievement of the metric, e.g., 

photos, reports,  manuals, videos, 
registrations, databases, surveys, 
permits, etc. 

o Their spending of the grant funds as per 
the approved Grant Budget e.g., general 
ledger, invoices, quotes, contracts, 
receipts, bank statements, etc. 

Presenter
Presentation Notes
OTF is accountable for the results it achieves and the use of the funds it invests in Ontario nonprofit organizations. In turn, all our grantees are accountable for how they use OTF funds, and the results they achieve with those funds.  
One of the tools we use to confirm that grantees are meeting the terms of their grant contracts is the Grantee Compliance Audit. Each year, OTF audits a minimum of 10% of the grants made. 
If your grant is selected for an audit, you will be asked to:
Submit documentation to support the achievement of the metric you selected in the application, and the financial information you provided in your most recent report. For example, if you hired a contractor, we would expect to see the quote, invoices, and payment records for that contract.  We would also expect to see back up of how you tracked your metric.
Submit a declaration signed by your organization’s Primary Contact, stating that the information you are providing is correct and complete. 
Remember, you are required to retain all records relevant to your grant for a period of 6 years.  
 



 

 

   

   

 

   

   

  Going public – recognizing OTF grants 

Required grantee recognition of OTF 

The OTF Recognition Policy states grant recipients will: 

1) Hold a recognition event at the beginning, middle or end of the grant 

2) Invite your local MPP and an OTF representative 

3) Include an OTF logo on your website 

4) Acknowledge the funding in grant-related materials, online and in print 

5) Display your OTF plaque in a public area 

Presenter
Presentation Notes
You are required to recognize their your OTF grants publicly since it is one way we maintain the highest standards of accountability and transparency in distributing OTF funds. This is public money and we owe it to Ontarians to tell them how it is being invested.
Recognition is also an opportunity to celebrate your achievements and showcase the important work you will be doing to help build a stronger and more vibrant community. 
Our Recognition Policy – which you’ll find on otf.ca – makes it clear that all grantees are required to hold an OTF recognition event at some point during their grant.  
OTF also asks all grantees to:
Use logo in any online, print, video, or audio-visual materials that are directly related to your grant
When you place an OTF logo on your website, please link it back to otf.ca
Be sure to mention your OTF grant when speaking to the media about the work you’re doing with your grant, at public events that are associated with your grant, and on social media 
Display your OTF plaque, which will be sent to you, in a visible area at their location
Remember, you’ll be asked to report on all recognition activities and media coverage in your final report, so it’s important to keep track and save copies of media releases, newspaper articles, etc.
It’s good to start thinking early about when and how you want to recognize your OTF grant. Please note, however, that we ask you not to share the news about your grant with the public, via media release or social media, until OTF and the Ministry have made that news public. Your Program Administrator will let you know when you can publicly announce your grant.






    

   

   
     

  

     

   

  Going public – recognizing OTF grants 

Four things to remember when planning your grant recognition 
event: 

o Review the Public Relations Toolkit before contacting OTF 

o Give OTF and your local Member of Provincial Parliament (MPP) a 
minimum of three weeks notice of your grant recognition event 
for operational requirements 

o Invite OTF and your MPP at the same time 

o Include the 5 Ws in your invitation: who, what, why, when & 
where 

Presenter
Presentation Notes

When you’re ready to recognize your OTF funding, please review the Public Relations Toolkit we’ve posted to OTF’s website. Then contact your Public Relations Associate with your grant recognition event idea: it could be a stand-alone event lasting no more than one hour, or you could add your OTF recognition to something you’re already doing: like a festival, a volunteer appreciation night, an AGM, sports competitions,  an open house, or any other public event or meeting that will have an audience, or that the MPP attends regularly. 
All grantees are required to provide a minimum of three weeks notice. Please know that less notice time may result in a lack of representation by OTF and MPP, as well as less time to help you meet your grant recognition event requirements.
Please remember that when the Legislature is in session, MPPs are not available Monday thru Thursday during the day, and some evening events during this time can also be difficult in terms of scheduling. Fridays are the best days to plan for, if you have that flexibility.
Don’t wait until the last minute to hold your grant recognition event – we don’t want you to have a timing issue if it has to be postponed and your final report date is looming. 
Who should be there? As we’re an agency of the Government of Ontario, we require you to invite your local MPP and us, of course! Be sure to mention that it’s an event to recognize/announce your OTF grant. 
Another important person to have there is an OTF volunteer. Our volunteers make the recommendations for our grants and enjoy the opportunity to see your work in action. We’ll do our best to have one there – please know that sometimes this may not be possible.
When inviting your MPP & OTF, please mention that it’s an event to recognize/announce your OTF grant. 
When you send your invitation to OTF, please include your Grant ID and confirm that you’ve received your OTF plaque. The Grant ID number is especially important if you are part of a collaborative or have more than one grant operating at one time.




   
   

  

  
 

  

  Going public – recognizing OTF grants 

OTF Public Relations Associates review and approve 
recognition materials related to your grant: 

o Media Releases and Media Advisories 

o Grant recognition event details: event logistics, agenda and answers to 
questions around inviting your MPP 

o Any draft promotional materials that include an OTF logo 

Presenter
Presentation Notes
We’re here to help!
How and when you should use our name and logo can be tricky, so check with us first. For example, we encourage you to use them on your website and any materials directly related to the grant, but please don’t put them on your letterhead, business cards, email signatures or employment ads.
We also ask that you send us drafts of brochures, flyers, t-shirts or anything else that will include the OTF name and logo for approval.
You’ll need to prepare a media advisory ahead of your grant recognition event, and a media release to send or hand out on the day of your event. Please send your media advisory drafts to your Public Relations Associate for review and we will be pleased to get you a quote from your local MPP.
As well, we have OTF ribbon and balloons that are available at no charge.  Be sure to let us know in advance so we have time to get materials to you – and when they arrive, simply let us know via email! 
We’d also ask that you confirm you’ve received your OTF plaque, which will be issued shortly. If it doesn’t arrive within the next month, please let us know.



  

      

Going public - recognizing your grant 

Visit the OTF website and click on Already Got a Grant 

Presenter
Presentation Notes
You’ll find resources on otf.ca to help you with recognizing and promoting your grant. 
On the main page, click on Already Got A Grant, and it will take you to everything you need:
Contact information for the Public Relations Associates assigned to your area;
Our Public Relations Toolkit gives an overview on how to host an OTF grant recognition event! It’s been compiled using many of the main questions we’re asked. It contains:
What’s involved with hosting a grant recognition event and the steps you need to take
Types of grant recognition events
A link to the Legislative Calendar to see when Queen’s Park is in session
Who to invite, when to invite and how best to invite your VIPs
Tips on writing media advisories, media releases, and agendas
Where to place the OTF logo and how not to use the OTF logo
Some of our most frequently asked questions
You'll find our Logo User Guide and a collection of downloadable logos in different formats. 
If you’re looking for a copy of this presentation, it will also be available on our website (show where) 
And last, but certainly not least, when in doubt, ask your Public Relations Associate – we’re here to help!





    

Questions? 

Support 
centre 

1 800 263-2887 | otf@otf.ca 

Presenter
Presentation Notes
That was a lot of information to take in. Thanks for being so attentive.

We’ll take any questions you may have.
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