
00:00:00.000 --> 00:00:09.720 

Sarah Button 

Hi there, this is the second video for the getting started. Stage two submission requirements. 

00:00:10.110 --> 00:00:40.420 

Sarah Button 

Uhm, this is the video that is about the budget template and so this is part of your Section 4 submission 

requirements. The implementation plan and it's kind of a companion piece to the work plan and 

timeline template that is also available. So in this budget piece we're asking you to provide a 

comprehensive implementation budget that links to the work plans, activities, milestones and 

deliverables. So if you are watching this video first, you might want to go back and take a look at the 

work plan and timeline. 

00:00:40.480 --> 00:00:58.300 

Sarah Button 

Because we were asking you to populate the budget with reference to the work plan and timeline, the 

work plan activities that you put in that in that template. So these these two pieces work together. 

There's lots of additional guidance available for how to fill these out in your applicant guide, particularly. 

00:00:58.900 --> 00:01:23.040 

Sarah Button 

Excuse me in Appendix D, which is where you can find the application form and the questions. There's 

also plenty of guidance in the template itself and you'll see that lots of the wording carries over and but 

really the intent of this video is to not is to just talk about the mechanics of the template and to talk less 

about the sort of type of content and content guidance, because all of that is in the guide already for 

you so. 

00:01:23.350 --> 00:01:53.200 

Sarah Button 

And the other important thing to know is that the templates aren't locked up, so these are really 

intended to give you a give you a consistent sort of consistent format for these submissions. To give you 

a bit of an idea of the level of detail and structure that we're expecting. But please feel free to amend 

these in a way that that works for your project that works for for the solution that you're proposing, we 

realized we may not be able to cover every every case in these templates. 

00:01:53.610 --> 00:02:06.630 

Sarah Button 

So there are a couple of places where I'll show you how you can override what we've proposed, but with 

no further ado, I'm going to share my screen and take you on a little tour of the budget template. So 

let's go. 

00:02:13.330 --> 00:02:42.960 

Sarah Button 

OK, so you can see that the budget template here on the screen has three tabs. The first one is 

instructions, the second one is the template itself and the third one has the dropdown lists. So this first 

tab, this instructions tab contains lots of details on how to fill this thing out. So if you get stuck while 



you're working on this or you have questions or something seems to be not quite working. Refer back 

here and it it should explain a little bit how how the template is put together. 

00:02:43.360 --> 00:03:05.930 

Sarah Button 

Uhm, the budget template. I'm gonna show these. I'll quickly the budget template this is this is actually 

the the real content piece. This is where you'll be entering all of those things that relate back to your 

work plan elements and providing the costs and actually actually making the budget and the dropdown 

List tab is isn't one that you need to worry about. This is just where those dropdown lists are populated 

from, so it's labeled there just so you know what it is. 

00:03:06.630 --> 00:03:38.180 

Sarah Button 

So back to the instructions for a second. So all of the boxes that you'll need to fill in on the budget 

template tab are mentioned here on the instructions sheet, and it provides some details about sort of 

what might go there and how to fill them in so the work plan elements. This is where you refer back to 

your work plan that you are submitting the work plan and timeline template. The type of cost. This is 

one that you can populate from a drop down list. We've tried to provide lots of options there, but there 

is you do have the ability to override if what's there doesn't quite match your project. 

00:03:38.500 --> 00:03:42.500 

Sarah Button 

We've also provided a notes column, so if you need to provide additional details. 

00:03:42.750 --> 00:03:52.100 

Sarah Button 

Uhm, you know, whatever, whatever you think might help clarify this. You can you can write. That's sort 

of a free excuse me. A free free text box. 

00:03:53.580 --> 00:04:24.030 

Sarah Button 

You'll also see that we have rolled up the the budget costs by quarter, so we are expecting a fairly high 

level of detail, but you know, we don't need a weekly weekly costs. We've rolled these up by quarter, so 

hopefully that's that gives you a little bit of a an understanding of this, the the scale and level of detail 

and granularity that we're looking for. We've also auto populated two rows at the bottom of the budget 

for salary and administration because we know that these might carry on. These might be regular costs 

over the duration of the project, so rather than trying to roll those up. 

00:04:24.090 --> 00:04:54.340 

Sarah Button 

If it makes sense for you, you can just provide a number for those across the bottom. There's also an 

additional contribution section in the budget template, and so in the guidance you'll see we talk a little 

bit about additional contributions. If you have those, you can provide details about those there. If you 

choose to do so, you'll also see that the template will automatically be totaling up the numbers as you 

put them in. We provide a cost for activity column down the bottom, down the right side at the far right 

of the template and at the bottom. 



00:04:54.400 --> 00:05:03.660 

Sarah Button 

You'll see the the the totals will total up by quarter by fiscal year and two one big round total for the 

amount that you're requesting from CMHC as part of your submission. 

00:05:04.770 --> 00:05:36.040 

Sarah Button 

So what does that look like in the budget itself? That's the second tab, the budget template. So I've 

populated this first row here in red so you can see a little bit what I'm talking about, so you know this 

work plan elements section. These these this first column. This is what you'll populate using those 

activity titles from your activity. Or sorry, from your work plan, work plan and timeline template. So let's 

say your first act, your first activity was startup meetings you've popped, started up meetings in here, 

and then you would select what type of costs this is so. 

00:05:36.100 --> 00:05:58.960 

Sarah Button 

You you see the little arrow, this is the drop down menu, so we've got a whole bunch of stuff in there. 

You know, consultant fees, consultation, data acquisition, all sorts of stuff you go down through this list 

and you say, well, startup meetings doesn't really match. You pop other and then you put a few notes. 

So these are ongoing meetings and you think those are going to cost $10,000 in that first quarter. 'cause 

you're going to kick everything off so you Papa number in there. 

00:06:00.090 --> 00:06:12.500 

Sarah Button 

So I'm going to do another example just to show how to how to use that override function. So let's say 

another one of those early. Another one of those early activities has to do with. 

00:06:14.060 --> 00:06:16.810 

Sarah Button 

Acquiring insurance, so I'll put acquiring. 

00:06:19.180 --> 00:06:28.240 

Sarah Button 

Acquiring Surance here so uhm we do have an insurance plan here for for type of costs, but I'm going to 

show you how to do the override anyway, so let's say. 

00:06:28.500 --> 00:06:31.270 

Sarah Button 

Uhm, you wanted to put in here. 

00:06:32.840 --> 00:06:37.120 

Sarah Button 

I'm I'm just gonna write over it. So uh, obtaining insurance? 

00:06:39.540 --> 00:07:10.010 

Sarah Button 

And so you type in what you want to put their you hit enter and you'll get this little popup notification. 

So it's it's saying please select from the drop down menu. But if you really want to override it, you just 



click yes and it will let you override the drop down menu. It'll leave obtaining insurance there and then 

you can put in whatever notes you might want to put. So let's say your your quarterly cost for insurance 

is 3000, so you'll pop that in there and it's going to scrolling across to the right. Now it's going to cost 

you $3000. 

00:07:10.050 --> 00:07:40.980 

Sarah Button 

Every quarter so you can pull that amount all the way across the spreadsheet. So I mentioned that 

there's some totals in here as well. You'll see this cost per activity column. This is totaling up horizontally 

across every activity that you enter, and at the bottom of this section you'll see that it will total up the 

totals by quarter, so you know 10,000 and 3000, so you'll end up down here with a total for each 

quarter for your project, as well as totals for each fiscal year. 

00:07:41.200 --> 00:07:54.270 

Sarah Button 

And total budget requested from CMHC, so that's kind of the big. That's the total project cost. So when 

you're finishing this up, your total project cost in this in this in this line should match the total project 

costs that you're that you're projecting. 

00:07:55.440 --> 00:08:25.230 

Sarah Button 

I also mentioned that we have auto filled for you salaries and administration rose if you want to use 

those you can pop your numbers in across for each quarter for those two items separately so you can 

also add items as needed. 18 might not be enough and so if you need to add additional rows you want 

to make sure that you're hanging on to the formatting. So and and the the formulas to add everything 

up. So the easiest way to do that is to select this row just click left click on the box and then right click. 

00:08:25.750 --> 00:08:45.620 

Sarah Button 

Hit copy and then back in the same location. Right click again and hit insert. Copied cells so you'll get a 

duplication of that 18.1 number, but the formulas the that Ali formula will include those rows and add 

everything up and you should also see that the. 

00:08:45.670 --> 00:09:09.230 

Sarah Button 

The that your dropdown menu is also copied over, so the formatting for the drop down menu will stay 

there as well, so it's relatively straightforward to add additional rows if you need to. And always 

referring back to your work plan and timeline for those work plan elements to populate. So the other 

thing that's in here in the budget template is this second section, which is the additional contribution 

section so. 

00:09:09.420 --> 00:09:39.010 

Sarah Button 

Uhm, this is there's there's more guidance on this in your applicant guide. If you want to provide details 

on additional contributions, you can pop them in here. I filled in an example here, you know, let's say 

one of your project partners is donating office space to the project so you know you pop in office space. 



You select in kind. You explain that you're getting this from one of your project partners and then you 

can pop in the amount that the value of that over time. And again, this section is optional. 

00:09:39.610 --> 00:10:01.500 

Sarah Button 

You know, we'd like to understand the full financial picture of your project, but if you have things that 

are unconfirmed or you don't want to put in amounts you know, use, use this as you see fit and as it 

applies to your project. But we thought that this could just sort of bolster where we have also asked for, 

you know if you're providing proof of additional contributions as uploads, you might want to include 

them in your budget as well. 

00:10:02.850 --> 00:10:33.500 

Sarah Button 

So that is a very rapid overview of the budget template. When in doubt, refer back to this instructions 

tab. There's there's some details here. Description of how to fill it in. You should be able to download 

this template. I should have mentioned this off the top, but the templates should be available in your 

impact Canada portals for download. And if you have any questions or you're getting stuck, you can 

always reach out to Evergreen and our team is always on deck as well to support Evergreen. If there are 

questions that that need to come back up to us. 

00:10:33.840 --> 00:10:40.190 

Sarah Button 

So hopefully that is all relatively clear and I wish you the best of luck with preparing your submissions. 

Thank you. 


