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Emails Templates for In-Progress Applications
 
When you see in-progress applications in the Grant Management System, you may want to be in touch with applicants to remind them of the application deadline, to offer support, and to remind them of important parts of the process and eligibility criteria. Below are templates that you can use throughout the application period. You may want to attach the NSG Frequently Asked Questions and How to Come Up with Great Project Ideas Handout to provide further information.
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Thank you for beginning an application for a Neighbourhood Small Grant! 

We are now [insert how many days or weeks] away from the deadline! Please complete your application and hit the "Submit" button by [insert deadline]. 

We want your application to succeed. Please do your best to make sure your application follows the NSG guidelines. You can learn about these or see if any have changed since the last time you applied [insert webpage or information about an attached document such as an updated version of the NSG Frequently Asked Questions Template].

Application budgets are limited to $500. Think resourcefully on how to extend the value of your potential grant through borrowing or donations from local businesses and organizations. For tips on creating a budget for your application, please see: Resources for Project Leaders. 

You can make changes to your application up until the deadline by logging back in to the NSG website with your account. If you have already submitted your application, you can ask us to change it back to "in-progress" so that you can make more edits if you wish. 

Once the deadline passes, our Neighbourhood Grant Committee of local residents will review the applications. If we have any questions or require you to change anything in your application, we will be in touch by phone or email. Please be on the lookout for our messages, as the process is time sensitive, and it is very helpful if you can respond as quickly as possible.

Decisions will be announced [insert approximate time]. Successful applicants will need to attend an Orientation Event on [insert date and time if it is set]. Please save this date in your calendar in case your project is funded - it is mandatory that the applicant or co-applicant attend. There will also be another event in [insert approximate time] where you will be asked to share about your project. We will provide more information about this to successful applicants.
Thank you for being someone who is committed to building stronger, more connected neighbourhoods in our community. We look forward to reading your application!
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Thank you for starting an application to the Neighbourhood Small Grants program. 
 
Please remember to complete your application and hit the "Submit" button before the deadline on [insert date and time]. If you have any questions or need support with your application, you can reply to this email or [insert any additional contact information, dates of information sessions etc].

We look forward to reading your application! 
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Thank you for your application to the Neighbourhood Small Grants (NSG) program! We are excited about your project but noticed that your application didn't follow some of the NSG guidelines. We have switched your application back to "in-progress" so that you can edit it.
Some important guidelines to watch for are [you can highlight or only include the ones that are relevant - some examples are below]:

· Two people from different households in the community are required for each application - a main applicant and a co-applicant. If successful in getting a grant, they are equally responsible for managing the project and the project funds. 
· Projects must take place in the area where you live and grants must be spent between [approximate time of decision making] and [deadline for spending grants, which is typically 6 months later]. Projects that take place before [approximate time of decision-making] will not be funded, as retroactive funding is not available.
· NSG projects are intended to be volunteer-driven events. Organizations and businesses cannot apply. Applicants cannot financially benefit from the grant money and projects must be free for participants and cannot request donations or fundraise. Grant money may be used to pay an honorarium for special skills or services such as carpentry, music, or facilitation of a workshop, with a maximum total of $100 per grant.  
· Program participants or people involved with an organization can apply, but will need to do their projects independently from regular program times and activities and with minimal support from staff. This is so that new connections can be made and that the projects are truly resident-led and neighbourhood-focused.
· If you wish to host an event on public property (such as a park or street), your project must comply with municipal bylaws and have the required permit(s) and liability insurance. Please ensure that you have researched and built in the cost of permits and insurance into the budget section of your application.
· We do not fund projects that involve therapy or counselling support, and with the exception of community gardens, projects involving infrastructure building, upgrading or maintenance.
· If you are planning to purchase something small with your grant dollars such as tools, electronic devices, furniture, sports or outdoor equipment, please make sure that the equipment is not available through a loan or donation. Any equipment you do buy must be stored at a common location and you must make sure that people from the neighbourhood have access to it on an ongoing basis. Please note that large equipment like computers will not be funded.
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Thank you for starting an application to the Neighbourhood Small Grants program! 

The deadline has now passed, but I saw that your application was mostly complete. If you have decided not to apply this year, then we encourage you to apply in the future - please feel free to let us know if there is anything we can do to support you in a future application!

If you did intend to apply this year, please go into your application, make any last changes that are needed, and hit the “Submit” button. If we receive your application by [insert date and time], our Neighbourhood Grant Committee will still be able to consider it for funding.
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