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Congratulations on your Ontario Trillium Foundation (OTF) grant!  



NOTE TO ALL OTF GRANTEES

As a proactive precaution in line with best practice in pandemic control, 
in particular; social distancing, all Grow grantee orientations have been 
provided by your Program Manager during your introductory call.

These sessions allow for the robust exchange of information while 
keeping our communities safe and healthy. This guide has been created 
as a resource to help you during the course of your grant.



What happens after your application is approved?

• Grant Contract

• Evaluation

• Engagement

• Reporting

• Auditing

• Recognition
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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, evaluation, engagement, reporting, auditing and recognition.



Signed and sealed – the grant contract
The Grant Contract is a legally binding contract. 
It includes:
• 23 Terms and Conditions associated with your grant. They stipulate 

how OTF will proceed in certain situations.

• Declaration of Understanding and Authorizing Signatures page 
signed by the Signatory Contact, a senior leader in your organization 
with signing authority.

• Schedule A containing details of your grant
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The Grant Contract is a legally binding contract between your organization and the Foundation. It includes:OTF’s Terms & ConditionsA Declaration of UnderstandingThe Authorizing Signatures PageThe Schedule A – the specifics of your OTF grantIt’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 (for 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
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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. The terms and conditions include: Publicly recognizing the grantMeasuring and reporting on progressPurchasing insuranceKeeping reports, accounting records and other grant-related documentation for at least six years after the grant is over, andComplying with random compliance audits by OTF, its Ministry or the Auditor General of OntarioMany 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. Please also keep in mind that all grant activities must take place in Ontario and all funds must be spent in Ontario. Finally, the Terms & 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. 



Important information for grantees

• Read and understand the Grant Contract carefully

• Hold documentation for the capital portion of Grow grants

• Follow OTF procedures for reallocating funds, reporting and 
evaluation
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It is important the all grantees read and understand the grant contract carefully. For capital renovations AND FIXED EQUIPMENT, the organization will retain proof of ownership or hold a minimum five-year lease on the space being renovated -- and be ready to show OTF this documentation if asked.



Knowing what’s expected of you – the schedule a
Schedule A contains important details about your grant, 
including:

• The approved grant amount and term
• The name of the Program Manager monitoring 

your grant
• The particulars about your grant 
• The Priority Outcome related to your grant
• The Grant Result and the metrics you’ve agreed 

to achieve
• The approved grant budget 
• 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 Manager 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 tells you when grant payments will be released, and when reports and grantee engagements are due. After the first payment, subsequent payments are issued every six months, contingent on either a satisfactory grantee engagement with your Program Manager, or the receipt and satisfactory review of a Progress Report. I’ll discuss both later in this presentation. Depending on the length of your Grow grant, there will be either five or seven payments, including a final payment – called the holdback payment – which is only released following receipt of a satisfactory Final Report. This holdback payment is equal to 10% of the final year’s allocation.For more information refer to OTF’s Payment Release for Grantees Policy. 



Signed and sealed – the grant contract
Important

• If the start date of your project has changed or 
will be delayed, please contact your Program 
Manager immediately.

• If there are any delays in timing during the 
course of your grant, please let your Program 
Manager know immediately.
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If the start date of your project has changed or will be delayed, please let your Program Manager know as soon as possible. Your grant contract will need to be voided and a new grant contract will be generated. If there are any delays in timing during the course of your grant, again, please contact your Program Manager immediately. They will be able to work with you to revise your workplan. 



evaluation
All Grow Grants have an evaluation component 

• To measure the effectiveness of your program

• To identify what works and what doesn’t

• To prove your value to your stakeholders
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All Grow grants have an evaluation component. In your application, you answered five questions about evaluation, including the purpose of your evaluation and the key questions you would like answered.  Now is the time to begin to implement your evaluation plan. Be sure to review the evaluation information you submitted in your application as you will be asked to report on your evaluation activities throughout the grant.



evaluation

If you have chosen a Grant Result that required the 
administration of an OTF mandatory standardized 
survey, please contact your Program Manager for 
survey instructions a few weeks before your project 
start date.
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For some Grow grantees, there’s a second layer of evaluation, depending on the Grant Result selected. If you have chosen a grant result that required the administration of an OTF mandatory standardized survey, please contact your Program Manager for survey instructions a few weeks before your project start date. 



grant metrics
Commitment to achieving specific grant metrics
• You have made a commitment to achieve a specific Grant Result and 

are required to track and report on your progress toward achieving 
those results. Grant Results are tied to grant metrics, which serve as a 
quantitative measure of success. 

• These Metrics were identified in your grant application and are 
documented in your Grant Contract.
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All grantees have made a commitment to achieve specific Grant Results and are required to track and report on their progress toward achieving those results. Grant Results are tied to grant metrics, which serve as a quantitative measure of success.The Grant Result metrics were identified by you in your grant application. Some examples include: number of new program participants, additional training sessions delivered, or percentage of participants reporting new skills acquired.  You should set up a system at the start of the grant to track progress. If at anytime during the grant you believe you will not be able to achieve the metric, you should discuss it with your Program Manager. Failure to achieve the grant metric could result in the grant being rescinded.



keeping in touch
We want to hear from you …

If you have a technical problem Support 
Centre

If you need to make changes 
to your workplan or budget

Program 
Manager

If you think you may not achieve your 
metrics or meet your report due 
dates 

Program 
Manager

If you have questions or concerns 
Program 
Manager

• You’ll be updating 
us through Grantee 
engagements and 
Progress Reports

• We will contact you 
if we have 
questions or 
concerns
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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 Manager 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 your grant metrics, inform your Program Manager as soon as possible.Similarly, if you think you won’t be able to submit a 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
We want to hear about:

o Project successes

o The challenges you faced

o How the funds were spent

o How you have recognized OTF

How?
o Grantee Engagements (half-way point of each grant year)

o Progress Reports (at the end of the first, and if relevant, second grant years)

o Final Reports (at the end of the grant)
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As soon as your grant is activated, the reports you need to complete will be available in your OTF portal. The due dates are listed there and in the Schedule A of your Grant Contract. We’ll be contacting you at the half-way point of each grant year for a grantee engagement. Your Program Manager will set up a time to talk to you about:your progress towards meeting the Grant Result and metricany deviations from the workplan or budget so farproposed future changes to activities, timelines or budgethow you’re doing with your own evaluation and OTF’s surveys (if relevant)whether you’ve held or are planning your OTF recognition eventAnnual Progress Reports give you an opportunity to tell the story of your grant: what worked best, what challenges you faced, and important learnings. By letting us know how your grant is progressing, you enable us to track our own progress towards achieving one of our Priority Outcomes.We also ask about:Your progress towards achieving the grant metricHow the funds were spentThe number of volunteers who were a part of your projectThe number of staff or full-time equivalents, including consultants and contractors hired to complete the workAny financial or in-kind support you received as a result of the grantIn addition, you must provide photographs or links to any other important materials produced as part of the initiative. For capital components of your Grow grant, photos of equipment or before and after photos of renovations are also required. Our online system will send you a reminder that a report is due 30 days ahead of the due date, and 15 and 30 days after the due date. That’s why it’s very important to update the Project Contact information if it changes 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 Manager 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, deficit 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
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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 and 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 surpluses, deficits, and reallocations. Remember to review our policy on Reallocation of Grant funds and discuss reallocations with your Program Manager before hand. 10% of the final year’s budget 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 in such a way as to ensure you have sufficient cash to pay out the final 10% of the project costs and 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.



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:
• A grantee fails to observe, or uses grant funds for purposes that are contrary 

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

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

See OTF’s Grant Rescind and Recovery Policy for more information 
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We want grantees to succeed, and will work 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 may quest a rescind -- either because grant funds are no longer needed o because grant activities are unable to be completed. 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 outlines the circumstances in which OTF would make the decision to rescind a grant, including:A grantee substantially fails to observe OTF policies and guidelines, or the terms and conditions of the Grant ContractA 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 outcomesThe grant is not completed within the agreed upon timeCircumstances 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: 

• Achievement of the metric e.g., reports, 
agendas, manuals, photos, videos, 
registrations, databases, surveys, etc.

• Spending of the grant funds as per the 
approved Grant Budget – e.g., general 
ledger, payroll, contracts, receipts, bank 
statements, etc.
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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 reported hiring a staff person to undertake the work, we would expect to see the employment contract and payroll records for one staff person.     Submit a declaration signed by your organization’s Signatory 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 six years.   



Going public – recognizing OTF grants

As per our Recognition Policy grantees are required to publicly 
acknowledge and recognize their funding, which includes holding an OTF 
recognition event at some point during your grant.  

However, due to COVID-19, all recognition events are currently on 
hold. All grantees will be notified by their Program Managers when 
this circumstance changes. 

Presenter
Presentation Notes
Requiring grantees to recognize their OTF grants publicly is one way we maintain the highest standards of accountability and transparency in distributing OTF funds. As per our Recognition Policy grantees are required to publicly acknowledge and recognize their funding, which includes holding an OTF recognition event at some point during your grant.  However, due to COVID-19, all recognition events are currently on hold. Your Program Manager will notify you when this circumstance changes. 



Remember: We are here to help!

If you have a technical problem, please contact the Support 
Centre at otf@otf.ca or 1 800 263-2887.

If you have a project specific, grant related question, please 
contact your Program Manager.

mailto:otf@otf.ca
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