
 

CENTRAIDE UNITED WAY - GRANTING AGREEMENT 
Community Services Recovery Fund 

 (the “Agreement”) 
 

Centraide United Way 
a registered charity incorporated under the federal laws of Canada, 

having its head office in the city of [City] Ottawa, in the Province of Quebec 
(hereinafter referred to as the “Centraide”) 

and 
 

 “Legal Name of Funded Organization” (hereinafter referred to as the “Grantee”) as 
more fully described in Schedule A “Project Details”  

 
The Centraide and the Grantee are collectively hereinafter referred to as the 

“Parties”; and individually as, a “Party”) 
 
WHEREAS with funding from the Government of Canada, Centraide is making grants 
available to assist community service organizations to strengthen their ways of 
working, adapt their ways of working, and build their resiliency as they support 
communities in recovering from the COVID-19 pandemic. 
 
AND WHEREAS additional provisions applicable to the Project are further clarified in 
the Terms and Conditions for the Community Services Recovery Fund available 
attached hereto as Schedule “B” (hereafter the “Terms and Conditions”). 
 
AND WHEREAS the Parties wish to clarify the roles, responsibilities, liabilities, 
accountability, communications and other related issues between the Parties;   
 
NOW THEREFORE, the Parties agree as follows: 
 
1. FUNDS  
 
1.1 Centraide agrees to provide funding to the Grantee (the “Funds”) in accordance 

with the Budget (as defined in Section 5 of Schedule “A” – “Project Details” below) 
approved by Centraide and appended to this Agreement upon application 
approval in Schedule “A” – “Project Details”, (the “Project”). The total amount of 



 

monies provided will be based on real and actual costs incurred and activities 
completed.  

 
1.2 The total amount provided to the Grantee for the Project will depend on the actual 

costs incurred in connection with the Project activities. If the real and actual costs 
incurred on the Project are less than the Budget, the amount transferred in the 
final payment will be adjusted accordingly (or if an amount greater than costs 
incurred is already transferred, it would need to be reimbursed). 

 
1.3 Funds must be used for real costs, actually incurred after the Eligible Costing Date 

(as defined in Section 3.2 of Schedule “A” - “Project Details”) that align to the 
eligible costing guidelines, appended in Schedule D.  

 
1.4 The Grantee represents and warrants that it has disclosed to Centraide all 

sources of other funding, including cash and/or in-kind contributions from all 
levels of government, for any activities within the scope the Project. Funding from 
federal, provincial, and municipal government sources is limited to 100% of the 
total Project’s total Budget.   

 
1.5 All costs must be directly related to the Project. Variances of up to 10% between 

Budget Categories (as further described in Section 5.1 of Schedule “A” - “Project 
Details”) are permissible without further approval, provided that the expenditure 
relates to pre-approved costs and activities in the Budget Category.  

 
2. TERM  
 
2.1 The Project timelines, including the Project term, and end date of the activities, 

are appended to this Agreement, in Schedule “A” – “Project Details”. 
 
3. PAYMENT TERMS 
 
3.1 The Payment terms are appended to this Agreement in Schedule “A” – “Project 

Details”. 
 
3.2 Notwithstanding any other provision of this Agreement, the total funds available 

to be paid under this Agreement are subject to there being an appropriation of 



 

funds by the Parliament of Canada and are also subject to being amended or 
terminated in the event that federal program levels are amended or terminated 
for any fiscal year in which a payment is to be made under this Agreement. In 
such a circumstance, Centraide reserves the right to adjust the total amount of 
Funds and/or terminate the Agreement in accordance with the termination 
provisions set out in Section 10 of Schedule “B” - “Terms & Conditions”. In such a 
case, the amounts due for expenses incurred in connection with the Project’s 
activities, carried out in good faith, by the Grantee, prior to modification of the 
total Funds or termination of the Agreement, shall be paid by Centraide. 

 
4. REPORTING 
 
4.1 Interim Report. An interim report may be required in accordance with the 

reporting timelines appended to this Agreement in Schedule “A” – “Project 
Details”. The interim report will generally include at minimum progress against 
project activities towards project purpose. Reporting shall include a narrative 
report and a financial report on budget vs. actual spending to the end of the 
reporting period.  

 
4.2 Final Report. A final report shall be submitted in accordance with the reporting 

timelines appended to this Agreement in Schedule “A” – “Project Details” in order 
to release the final payment holdback (as set forth in Section 6.1 of Schedule “A” 
– “Project Details”). Reporting shall include at minimum an update on progress 
against project activities toward project purpose and a financial report on 
budget vs. actual spending to the end of the reporting period.  

 
4.3 Generally reporting shall include reporting back against the purpose statement 

set out in Schedule “A” - “Project Details”, and the activities undertaken outlined 
in Schedule “A” – “Project Details”. Reports may have to include supporting 
financial documentation as requested by Centraide. In addition, Grantees should 
keep copies of supporting financial documentation consistent with the Eligible 
Costing Guidelines even if not provided to Centraide, as these may be requested 
to support Centraide review of reports or in case of audit. 

 
IN WITNESS WHEREOF the Parties have caused this Agreement to be signed and 
delivered by its duly authorized representative on [                    ], 2023. 



 

 
 

NAME OF FUNDED ORGANIZATION 
 
Signature:  
 
 
Name: 
Title: 
 

CENTRAIDE UNITED WAY 
 
Signature:  
 
 
Name: 
Title: 

 
 
  



 

SCHEDULE “A” PROJECT DETAILS 
 
Project details to be added 

 
 
 

  



 

SCHEDULE “B” TERMS AND CONDITIONS 
 
By signing the Agreement, the Grantee hereby agrees to the following terms and 
conditions: 
 
1. Entire Agreement. This Agreement includes: (i) the present Agreement and (ii) all 

schedules appended hereto. 
 

2. Payment. Any payments by Centraide to the Grantee can only be used by the Grantee 
for Project expenses incurred within the Eligible Costing Dates, and cannot be used for 
any ineligible activities as set out in the Applicant Guide. Payment of any funding under 
this Agreement is subject to the availability of funds and may be cancelled or reduced 
in the event that the Government of Canada cancels or reduces its funding to 
Centraide. In such a case, the amounts due for expenses incurred in connection with 
the Project’s activities, carried out in good faith, by the Grantee, prior to cancellation 
or reduction in the funding granted to Centraide by the Government of Canada shall 
be paid by Centraide. The Centraide may advance funds to the Grantee prior to the 
commencement of the Project. This amount will be considered an advance against 
fees and expenses incurred by the Grantee and will be accounted for in any reporting 
by the Grantee on the Project. 

 
3. Repayment. The Grantee shall repay to Centraide the amount of any funds provided 

to which it is not entitled, including the amounts of any payments: (i) made in error; 
(ii) made for costs in excess of the amount actually and properly incurred for those 
costs; or (iii) that were used for costs that were not eligible under this Agreement 
(including the Applicant Guide) or that were not in alignment with the Eligible Costing 
Guidelines. Such amounts shall be promptly repaid to Centraide, upon receipt of 
notice to do so and within the period specified in the notice, together with interest. 

 
4. Assets and Inventory. For the purpose of this Section, “Capital Asset” shall mean any 

single item, or a collection of items which form one identifiable functional unit, that is 
not physically incorporated into another product or not consumed by the end of the 
Project. In the event that Centraide provides a Capital Asset to the Grantee, such 
Capital Asset shall be owned by Centraide and Centraide shall retain all rights with 
respect to the Capital Asset (as described more fully in Schedule D). On the 
completion or termination of this Agreement for any reason, unless otherwise agreed 



 

to in writing, such Capital Asset (or the then fair market value of same) shall be 
returned to Centraide or otherwise disposed of as directed by Centraide. The Grantee 
confirms and agrees that any Capital Asset and inventory purchased will be used 
exclusively to benefit the community and not for private benefit: (i) for the Term of the 
Agreement; and (ii) beyond. This shall be supported by Capital Asset and inventory 
listings available upon request. Any Capital Asset purchased by the Grantee under this 
Agreement shall be used only for the purposes of the Project. Such assets shall not, 
except with the prior written consent of Centraide, and in accordance with any terms 
and conditions imposed by Centraide, (a) be used for any purpose not directly related 
to the Project, (b) be sold, exchanged, transferred, or disposed of, or (c) pledged, 
mortgaged, or otherwise encumbered. Upon the expiration or termination of this 
Agreement, the Grantee shall provide an inventory of any assets whose purchase or 
rental value exceeds $5,000 (before taxes) to Centraide and comply with the 
provisions set out in Schedule D. 
 

5. Progress Reports and Payments. Payment and reporting expectations are set out in 
the Agreement. Installment payments contemplated in the Agreement will be based 
on confirmation by the Grantee (a) of reasonable progress on the Project, and (b) that 
any resources or funds previously provided by Centraide have been applied to the 
Project appropriately. If the Grantee is not abiding by the terms of this Agreement, then 
Centraide, in its sole discretion, may reduce installment payment amounts, or 
withdraw or withhold funds or other resources. The Grantee shall immediately notify 
Centraide regarding any changes to its eligibility for funding from Centraide as set out 
in the Applicant Guide. 

 
6. Relationship. Nothing in this Agreement shall constitute or be construed to create a 

partnership, agency, joint venture, or an employment relationship as between the 
Parties and neither Party shall hold itself out as partner, agent, joint venturer, or 
employee of the other or any other type of relationship that renders one Party liable 
for the debts or obligations of the other Party except as specifically provided for in this 
Agreement. Nothing in this Agreement creates any undertaking, commitment, or 
obligation by Centraide respecting additional or future funding of the Project beyond 
the Term, or that exceeds the maximum contribution specified in this Agreement. In 
addition, nothing in this Agreement creates nor is to be interpreted, construed, or held 
out as creating any role, responsibility, obligation, or interest for or in the Government 
of Canada. 



 

 
7. Insurance. Without in any way limiting the liability of the Grantee under this 

Agreement it shall be the sole responsibility of the Grantee to maintain and keep in 
force and effect during the term of this Agreement sufficient insurance against liability 
resulting from anything done or omitted by the Grantee in carrying out the activities 
under this Agreement, for such coverage limits as a reasonably prudent Party carrying 
out the same or similar activities might obtain. 

 
8. Confidentiality. Each Party acknowledges that, during the Term of this Agreement, it 

may be required from time to time to disclose to the other Party certain confidential 
and proprietary materials, information and data relating to that Party's activities (all 
of which is referred to as "Confidential Information"). Each Party acknowledges that 
the other's Confidential Information, other than that which is publicly known, is 
confidential and proprietary information. The Parties shall not, during the term of this 
Agreement or thereafter, use, disclose, divulge, or make available each other's 
Confidential Information to any third party either directly or indirectly in any manner 
whatsoever without the prior written consent of the other Party. Notwithstanding 
anything to the foregoing, Centraide may share Confidential Information with its 
advisors and the Government of Canada as required. The Grantee acknowledges that 
the Government of Canada is subject to the Access to Information Act, RSC 1985, 
Chapter A-1, and information obtained by the Government of Canada pertaining to 
this Agreement may be disclosed by the Government of Canada to the public upon 
request under the Access to Information Act. 
 

9. Termination. In the event of improper use of the funds by the Grantee under, or a 
material breach by the Grantee of, any term of this Agreement, as determined by 
Centraide, Centraide may terminate this Agreement effective immediately upon 
delivery of written notice of termination to the Grantee. In the event of termination, the 
Grantee will forthwith refund to Centraide any monies advanced by Centraide and not 
expended in accordance with the terms of this Agreement and Centraide will have no 
further obligations under the Agreement, except that of providing the funding due for 
any activity provided for in the Project and carried out in good faith by the Granted, 
when applicable. 

 
10. Books and Records and Reporting. Each party shall maintain full and complete books 

and records of the Project. The Centraide, the Government of Canada, and/or Auditor 



 

General of Canada reserves the right to audit the Grantee and the Grantee shall 
provide reasonable access to its books and records for this purpose for a period of six 
(6) years following completion of the Project. The Grantee shall provide full and 
complete reports, including invoices, receipts, vouchers, payment records, results 
achieved or any discrepancies thereof, on the Project to Centraide, the Government of 
Canada, and/or the Auditor General of Canada in the form required by Centraide, the 
Government of Canada, and/or the Auditor General of Canada. In addition to the 
foregoing, the Grantee will cooperate with any inquiry into the use of the funds by 
Centraide, the Government of Canada and/or the Auditor General of Canada and 
their agents or representatives and grant access to its documents, records, and 
premises as required for such inquiry. The Grantee understands that any concerns 
may be discussed by the Government of Canada and/or Auditor General of Canada 
with Centraide and/or the Grantee and that the results may be reported to Parliament. 
 

11. Segregation of Funds. The Grantee shall keep all funds received from Centraide 
segregated and apart from other funds of the Grantee, either in its accounting system 
or in a separate bank account, so that the funds of Centraide are separately 
identifiable. 

 
12. Monitoring and Evaluation. The Grantee will be responsible for the routine 

management and monitoring of the Project. The Grantee shall permit Centraide to 
inspect all records that are related to the Project, and if the Grantee deems it useful, 
can allow Centraide to enter any premises used by the Grantee in connection with the 
Project, in order to inspect Project-related records. The Grantee consents to the 
provision of contact information of members of the board of directors and/or 
management of the organization so that they can participate in a survey, interview, 
case study or other data collection exercise initiated by the Government of Canada. 

 
13. Amendment. This Agreement may be amended upon mutual written agreement of 

the Parties. 
 

14. Assignment or Subcontracting. Neither party may assign, pledge, mortgage or 
otherwise encumber any of its rights under this Agreement without the prior consent 
of the other. 

 



 

15. Contractual Commitments with Third Parties. The Centraide shall not be held liable 
for any contractual commitments entered into by the Grantee with any third party for 
the performance of the Project. 

 
16. Compliance with Laws and Governing Laws. Each of the Parties agree to comply with 

all laws, ordinances, rules, and regulations of any government, any federal, provincial 
or territorial government body or local agency that affect the Project. The Grantee shall 
obtain, prior to the commencement of the Project, all permits, licences, consents, and 
other authorizations that are necessary for carrying out the Project. The Grantee shall 
ensure that professionals delivering specialized services as part of or related to the 
Project have the relevant certifications or checks. This Agreement and the rights and 
obligations and relations of the Parties shall be governed by and construed in 
accordance with the laws applicable in Québec. 

 
17. Indemnity. The Grantee agrees, both during and following the Term, to defend, 

indemnify, and hold the Government of Canada, Centraide, its directors, officers, 
members, employees, volunteers, agents and affiliates, and their respective directors, 
officers, members, employees, volunteers, agents harmless from and against any 
direct loss, claim, cause of action, suit, injury, expense, damage or liability, including 
reasonable legal costs, relating to or as a result of: (a) this Agreement or any action 
taken or things done or maintained by virtue hereof, or the exercise in any manner of 
rights arising hereunder; (b) the negligence or wilful misconduct of the Grantee in 
connection with or related to the performance of its obligations pursuant to this 
Agreement; (c) any misrepresentation made by the Grantee in any application to or 
communication with Centraide or made by the Grantee in furtherance of its 
performance pursuant to this Agreement; or (d) any breach or default by the Grantee 
of any of its obligations pursuant to this Agreement. 
 

18. Government of Canada No Responsibility. The Grantee agrees nothing in this 
Agreement shall have the effect of, or be interpreted as creating any responsibility, 
commitment, obligation, or liability for the Government of Canada. 

 
19. Procurement. The Grantee must use a competitive process for the procurement of 

goods, assets and services for the Project that enhances access, transparency, 
competition and fairness and results in best value. The Grantee shall ensure that a 
reasonable number of suppliers are given an opportunity to bid and should avoid 



 

situations where there may be a bias toward awarding a contract for goods, services, 
or assets for the Project to a specific person or entity. 

 
20. Intellectual Property. Any work, including, without limitation, deliverables, reports, 

data collected and processed, creative assets, course materials, drafts, apps, software 
tools or edits to Centraide programs, created by or during the activities using funds 
contributed by the Government of Canada and provided by Centraide shall be the 
sole property of Centraide. The Grantee shall, execute all documents, do all other acts 
necessary and generally assist Centraide to secure and protect its ownership on, and 
intellectual property rights in and to such work. Additionally, the Grantee: (i) warrants 
that the works shall not infringe on the copyrights of others;  and (ii) shall include an 
acknowledgement, in a manner satisfactory to the Government of Canada, on any 
work which is produced by it with funds contributed by the Government of Canada 
and provided by Centraide under this Agreement, acknowledging that the works were 
produced with funds contributed by the Government of Canada, and identifying the 
Grantee as being solely responsible for the content of such work . All materials supplied 
by Centraide to Grantee in connection with this Agreement, including, without 
limitation, and as may be applicable, all manuals, reports, data, artwork, graphics, 
logos, video and other products and documents, are and shall remain the sole 
property of Centraide (“Centraide Materials”). No rights are transferred to Grantee 
with respect to Centraide Materials, except to the extent necessary to perform the 
Project. All materials of Grantee, which may include, without limitation, pre-existing 
materials, templates, forms, know-how, processes, precedents, software and 
technologies, created, developed and/or produced outside of the activities and 
without using the funds contributed by the Government of Canada and provided by 
Centraide, are and shall remain the sole property of Grantee (“Grantee Materials”). 
No rights are transferred to Centraide with respect to the Grantee Materials, except to 
the extent necessary for the performance of this Agreement. 
 

21. Public Recognition and Media Communication. The Grantee agrees to abide at all 
times, by Centraide’s rules for Promotion and Advertisement of the Community 
Services Recovery Fund and Public Recognition of Canada’s Financial Support set out 
in Schedule “C”, which shall survive the termination of this Agreement. 

 
22. Conflict of Interest. No current or former public servant or public office holder to whom 

the Conflict of Interest Act (S.C. 2006, c. 9, s. 2), the Policy on Conflict of Interest and 



 

Post-Employment or the Values and Ethics Code for the Public Sector applies shall 
derive a direct benefit from this Agreement unless the provision or receipt of such 
benefit is in compliance with the said legislation or codes. No member of the Senate 
or the House of Commons shall be admitted to any share or part of this Agreement or 
to any benefit arising from it that is not otherwise available to the general public. 

 
  



 

SCHEDULE “C”  
PROMOTION AND ADVERTISEMENT OF THE COMMUNITY SERVICES RECOVERY FUND 

AND PUBLIC RECOGNITION OF CANADA’S FINANCIAL SUPPORT 
 
1. Recognition Statement 

1.1. To recognize the Government of Canada’s contribution to the Project, the 
Grantee must ensure that the following statements are used in any work 
deliverables produced for or in relation to or as a result of the Project by 
anyone including the Grantee: 
a. “[Project title] is funded by the Government of Canada under the 

Community Services Recovery Fund”, (the “Text”); or, 
b. The wordmark provided by the Government of Canada; or, 
c. Any other statement provided by the Government of Canada.  

                                                                                                                                                                                                                                                                                                                                       
2. Branding Tools 

2.1. “Branding Tool(s)” includes the Text, all official marks, design marks, word 
marks, composite marks, symbols and logos of the Project, used by the 
Government of Canada for the purposes of making the Project publicly 
recognizable, identifiable with the Project’s various activities, programs and 
services and funding by the Government of Canada as per the Federal Identity 
Program. 

2.2. With respect to Branding Tool(s): 
a. The Government of Canada may at any time notify Centraide of an 

additional Branding Tool or Tools that it requires Centraide and the 
Grantee to use. The Centraide will notify the Grantee of any such additional 
requirements. The Branding Tool or Tools must be used in the same way 
as set out in this Schedule “C” for the use of the Text. 

b. The Branding Tool or Tools must not be used instead of the Text. 
c. The Branding Tool or Tools must be used in addition to the Text. 
d. The Grantee must start using the Branding Tools as of the date specified 

in the Government of Canada’s notice. 
e. The Branding Tool or Tools must not be modified from its original form 

except in sizing. 
2.3. For all work deliverables made available via the Internet where the Text is used, 

the Text must link to the website or websites that Centraide identifies to the 
Grantee. 



 

2.4. For all documents, the Text must be prominently displayed in the masthead or 
on an acknowledgement page at the front of the document regardless of 
where other sponsors, supporters or funding parties are acknowledged or 
recognized. The Text must be at least of equal size, prominence and duration 
as that accorded to the other sponsor(s), supporter(s) or funding party(ies). 

 
3. Social Media and Materials Made Otherwise Available on the Internet 

3.1. With respect to public materials: 
a. The Grantee agrees that the Government of Canada may, for the purposes 

of advertising and promoting the Project, reproduce, redistribute and 
otherwise make available to the public or any part of the public work 
deliverables, that the Grantee may make available via social media or 
otherwise on the Internet. 

b. The Grantee hereby grants to Government of Canada the rights, 
permissions, consents and releases necessary to permit the Government 
of Canada to do as set out in subsection a. 

c. The Grantee hereby certifies and warrants to Government of Canada that 
the Grantee has, or will have at the time the Grantee makes the work 
deliverables publicly available, all the rights, consents, releases and 
permissions, necessary to: 
i. make the work deliverables publicly available; and 
ii. grant the Government of Canada the permissions, rights, consents 

and releases to do as set out in subsection a. 

 
4. Media Releases  

4.1. A pre-approved quote from the Government of Canada must be included in 
all releases that refer to funding sources of the Project. The Grantee must 
contact Centraide for the quote at least twenty (20) business days in advance 
of issuing the release. 
 

5. Websites and Mobile Applications 
5.1. The Text must be displayed on the landing page or home page or, if both exist, 

on both of any Grantee controlled Website and on any other page or section 
where other sponsors, supporters or funding parties are identified. The Text 
must link to the Government of Canada’s website.  



 

 
6. Photographs, Videos, Audio Recordings and Written Accounts 

6.1. If the Grantee documents the Project or any activity funded under the Project 
using photographs, video(s), audio recording(s) or written account(s), the 
Government of Canada may request to reproduce, distribute and further use 
any photograph, video, audio recording or written account or part thereof to 
promote and advertise the Project. If the Grantee agrees to provide to the 
Government of Canada all permissions, consents, releases and rights 
considered necessary by the Government of Canada for the Government of 
Canada to use the photograph, video, audio recording or written account or 
part thereof for the purposes set out in this section by signing the document 
provided by Government of Canada for this purpose. 

6.2. The Government of Canada may, with the agreement of the Grantee, send a 
photographer, a videographer, or both and any required support staff to 
document the Project or parts of the Project. In this case, the Grantee must: 
a. provide access as reasonably required to the Project event or activity sites; 

and 
b. facilitate interviews with Grantee staff present at the Project event or 

activity. 

 
7. Spoken Recognition 

7.1. The Grantee must speak the Text during any speaking opportunities at media 
events or other promotional or advertising activities related to the Project. 

7.2. The Text must be spoken by either the Grantee or appropriate representative 
from the organization in attendance at the activity. 

 
8. Electronic billboards, signs and screens 

8.1. During any event, the Grantee must display the Text on all billboards, signs, 
and screens if any other sponsor, supporter or funding party is identified. 

8.2. The Text must be at least of equal size, prominence and duration as that 
accorded to the other sponsor(s), supporter(s) or funding party(ies). 

 

SCHEDULE “D” ELIGIBLE COSTING GUIDELINES 



 

 

Understanding ‘eligible costs’   

Important: The Canadian Red Cross can only approve costs that are demonstrated 
as ‘eligible costs’ in accordance with these Eligible Costing Guidelines. In addition to 
reviewing the proposed project budget as part of the application process, the 
Canadian Red Cross will review the financial reports and supporting documentation 
of funded projects to ensure eligibility of costs and expenditures.   

 

In order to be considered ‘eligible costs’ for projects funded by the Canadian Red 
Cross, expenses must be: 

✓ Directly attributable to the project 

✓ In furtherance of project activities and outcomes 

✓ Reasonable 

✓ Actually and properly incurred 

✓ In line with these Eligible Costing Guidelines and the terms of the Agreement 

 

All eligible expenses need to be verifiable, detailed, and supported by proper 
documentation. Reimbursement by the Canadian Red Cross will be based on actual 
expenditures incurred, as supported by the relevant source documents (for example, 
receipts). 

 

Ineligible costs across categories 

As a charitable humanitarian organization, there are some costs that the Canadian 
Red Cross is unable to fund. 

In addition to the list below, consult the common ineligible costs listed under each 
Budget Category in the following sections.  

The following costs are considered ineligible costs, and therefore not eligible for 
reimbursement by the Canadian Red Cross: 



 

● Expenses covered by another funding source including other pandemic 
recovery funds and restricted organizational revenue 

● Gift cards, gifts, prizes, and/or incentives for participation  
● Costs or expenses for entertainment  
● Purchasing land and/or buildings, real estate fees and related costs 
● General professional memberships and professional development fees  
● Training for personnel not dedicated to the project  
● Provision for losses or potential future liabilities 
● Contingencies 
● Exchange losses 
● Interest expenses 
● Legal penalties 
● Taxes for which an organization is eligible for a tax rebate  
● Alcohol or cannabis 
● Individual membership fees for private clubs (e.g., golf clubs, gyms) 
● Costs associated with profit-making activities 

 

Note: this list is non-exhaustive. The Canadian Red Cross will review budgets and 
financial documentation of funded projects to ensure alignment with the principles of 
these Eligible Costing Guidelines. 

Ineligible activities  
 
Ineligible activities include but are not limited to: 
 

● Direct service delivery  
● Major capital projects 
● Purchase of land and buildings 
● Partisan, political or election-related activities 
● Publication of books or research 
● Projects and activities that generate a profit 
● Direct fundraising activities or events  
● Projects that benefit only private interests  
● Projects that promote a for-profit entity or its products and service. 
● Activities that undermine, restrict or infringe on human rights legally protected 

in Canada  



 

● Sub-granting projects/activities 
● Sponsorship, endowment funds, and donations 

 

Eligible Costs & Budget Categories 

How to use this section 

This section sets the rules and parameters for eligible costs in each of the eight 
budget categories below: 

1. Personnel - wages and employment-related costs  
2. Contractors - fees for professional services 
3. Materials & Supplies 
4. Project Equipment 
5. Travel Expenses 
6. Training & Events 
7. Administrative Costs 

 
To be considered ‘eligible costs’, costs and expenditure must comply with the 
parameters set out herein for each budget category, as well as the characteristics of 
eligible costs listed earlier.  

Each Budget Category section below includes: 

● An explanation of the purpose of the category 
● The Eligible Costing Rate for costs in that category 
● Common eligible costs in the category 
● Common ineligible costs in the category 
● Supporting documentation that must be retained over the course of the project. 

Documentation may be requested by the Canadian Red Cross at any time to 
substantiate eligibility of costs. Further, all original source documentation for 
the project must be held on file for a period of 7 years in case of audit.  

 
 
1. Personnel – wages and employment-related costs 
 
This budget category represents the cost of personnel, payroll and other 
compensation for employees working on activities to achieve the project’s outcomes. 



 

Salary costs and benefits, or hourly wages for individuals employed to work on 
activities directly related to the project objectives are eligible expenditures.  
 
Any person working on the project who is covered by the organization’s employee 
policies should be reflected in this cost category. 
 
Eligible Costing Rate: Actual sums paid to employees (including permanent, 
temporary or short-term employees) in accordance with the organization’s usual pay 
scales and practices for personnel required by the organization to carry out the 
activities of the project. This should reflect the total cost of an employee including 
vacation pay and benefits, as well as the organization’s standard contributions for 
benefits as required by virtue of a company policy or collective agreement. 
 
Common eligible costs 
Salary. Actual and justifiable salaries for personnel required by the organization to 
carry out the project. If only a percentage of an individual’s time is required, this must 
be reflected in the budget. The total value in the budget includes the following: 

i. Direct Salaries: actual and justifiable sums paid by the organization to 
employees in accordance with the organization’s pay scales as regular 
salary, excluding overtime pay and bonuses. Rates shall be in 
accordance with local laws and practices including local market rate of 
remuneration 

ii. Fringe Benefits: in accordance with the organization's policies as 
follows: 

a. time-off benefits: allowable number of days to be paid by 
the organization for the following payable absences: 
statutory holidays, annual vacation and sick leave; 

b. paid benefits: actual sums paid by the organization for 
paid benefits: the organization’s contribution to 
employment insurance and workers’ compensation plans 
(where applicable), health and medical insurance, group 
life insurance, pension plans, or other mandatory 
government benefits. 

 



 

Overtime. Overtime is permissible in accordance with the organization’s human 
resources procedures provided it is required for implementation of the project and is 
evidenced by documentation. 
 
Honoraria. Where it is considered a cultural norm, for example for Indigenous Elders, 
honoraria should be included in this category. The principle of reasonableness applies, 
and documentation should be kept. 
 
Common ineligible costs 

● Bonuses or additional remuneration 
● Redundancy costs 
● Severance costs 

 
Note: this list is non-exhaustive.       
 
Supporting documentation that must be retained: 

● Time management/tracking records such as timesheets 
● Payroll documentation and/or general ledger showing personnel expenses 
● Documentation of honoraria paid 
● Other similar documents 

 
2. Contractors - fees for professional services 
 
This budget category represents the cost of consultants, advisors, and specialized 
professional service providers who are not personnel of the organization but are 
required to achieve the project purpose and activities. A professional service provider 
is an individual with significant training, qualifications, and expertise in a professional, 
scientific, technical, or managerial field who provides a service to the organization for 
the project. 
 
Note that contractors are self-employed, and as such do not receive benefits from the 
organization and are responsible for their own taxes and invoicing against the 
contract. Further, contractors are expected to have their own equipment, technology, 
or other materials required for the work.   
 



 

Eligible Costing Rate.  The actual fair market cost of contractors’ fees under a service 
contract, supported by a fair and open procurement process or multiple quotes. 

i. Individual rates or amounts negotiated shall not exceed the fair 
market value that applies to the specific type of service in the regular 
place of work of the contractor or for similar work being performed 
under this agreement and shall exclude increased rate for overtime. 
This must be evidenced by an assessment of fair market value (such as 
multiple quotes or having a fair and open tender). 

ii. Contractors should be arm's length from the organization and its 
personnel. "Arms-length" means there is no connection between the 
organization or its personnel and the vendor/contractor. A connection 
could result in a personal interest that would affect the perception of 
the procurement and tendering process. For example, an organization 
is "Not arms-length" when the organization is related to the contractor. 
In the case of a contractor that is a corporation or company, contractor 
personnel would be "related" to that company or corporation if a) the 
personnel controls the corporation; b) the personnel is a member of 
related group that controls the corporation; or c) the personnel is a 
person who is related to a person who controls the corporation or is a 
member of a related group that controls the corporation. 
 

 
Common ineligible costs 

● Fees for contractors that are not demonstrably arms-length from the 
organization and its personnel 

● Tender costs to secure services 
● Statutory and employee benefits (as professional service providers are 

contracted, and not employees of the organization) 
● Fees that exceed fair market value 
● Increased fees for overtime not covered by the contract with the professional  
 

Note: this list is non-exhaustive.       
 
Supporting documentation that must be retained: 

● Procurement records for tender/RFP/RFQ, due diligence on costing (including 
justification of fair market value rate), sole sourcing forms if applicable 



 

● Contract with contractors, purchase orders (PO), invoices, and receipts for 
payment 

● Other similar documents 
 

 
3. Materials & Supplies 
 
This budget category represents the consumable materials and supplies that are 
critical for successful delivery of the project. It must be clear how these materials are 
required and directly linked to project activities. 
 
Eligible Costing Rate: Actual and reasonable costs of materials and supplies 
purchased for the project, supported by source documentation (receipts, invoices, 
purchase orders, etc.), provided that such costs do not exceed the fair market value 
that applies to the specific type of materials and supplies. As with other costs, 
evidence of fair market value and corresponding due diligence must be kept on file 
with good record keeping practices. 
 
Note that general office supplies are usually accounted for under the Administrative 
Costs contribution and should not be included here. However, if your project is 
delivering activities that require additional dedicated consumable materials and 
supplies for project activities, for example workshop materials, you may include those 
here. 
 
Common ineligible costs 

● Gift cards 
● Disbursement of financial assistance or non-material support for 

individuals/clients (for example, personal rent coverage, utilities, or internet 
subscriptions)   

● Contests, prizes, awards, trophies, plaques, promotional items or similar 
materials  
 

Note: this list is non-exhaustive.       
 
 
Supporting documentation that must be retained: 



 

● Receipts for purchases  
● Procurement records for tender/RFP/RFQ for larger purchases or supplier 

contracts, and sole sourcing forms if applicable 
● Documents supporting justification of fair market value (price or quote 

comparisons, etc.) 
● Due diligence (research and seeking multiple quotes) on fair market value 

costs (including justification that the supplier chosen offers fair market value 
compared to other quotes)  

● Contract with contractor, purchase orders (PO), invoices, receipts 
● Other similar documents 

 
 
4. Project Equipment 
 
This Budget Category is used to itemize actual, real and fair market value for 
equipment purchased for the project, that is required for the organization to meet the 
project purpose. 
 
Eligible Costing Rate. Actual and reasonable costs of equipment, supported by source 
documentation (receipts, purchase orders, etc.). As with other costs, evidence of fair 
market value and corresponding due diligence should be kept on file (for example 
multiple quotes). Project equipment should be purchased using the organization’s 
procurement policies provided such practices comply with this document and the 
Agreement. 
 
In order to be an eligible cost, the equipment must be newly acquired during the 
project term, specifically for the project. Use of existing equipment would represent an 
indirect cost, which the Administrative Costs category is intended to contribute to. 
 
Organizations are required to retain a listing of equipment purchased which must be 
readily available on request.  
 
Note: “Capital Asset” is defined herein as any single non-consumable item, or a 
collection of non-consumable items which form one identifiable functional unit. Any 
Capital Assets with purchase of or lease value of more than $5,000 (before taxes) will 
remain property of the project until the end of the project, at which time the Grantee 



 

may keep the capital asset or dispose of it in a manner agreed upon between the 
Grantee and the Canadian Red Cross.  
 
Common ineligible costs 

● Equipment, inventory, or technology that is not newly acquired for the project 
● Extended warranties for equipment 

 
Note: this list is non-exhaustive.       
 
Supporting documentation that must be retained: 

● Procurement records for tender/RFP/RFQ, due diligence on costing (including 
justification of fair market value rate), sole sourcing forms if applicable 

● Contract with contractor, purchase order (PO), invoices, receipts 
● Asset listing and identification of current location of items 
● Handover certificates / records if applicable at the end of the project term 
● Other similar documents 

 
 
5. Travel Expenses 
 
This Budget Category is used to capture expenses for travel that is directly related to 
the project and required to carry out the project purpose. In order to ensure travel 
costs are equitable across projects, the Canadian Red Cross aligns with the Travel 
Directives and Special Travel Authorities set by the National Joint Council of the Public 
Service of Canada (“NJC”). 
 
Eligible Costing Rate: Travel costs actually and reasonably incurred by the 
organization in accordance with the organization’s usual policies and practices, 
provided they do not exceed the rates set in the Travel Directive and Special Travel 
Authorities of the NJC set for the province or territory. 
 
Common eligible costs 

● Meals, incidentals, and mileage. The cost of meals, incidentals and mileage for 
private (personal) vehicle usage, in accordance with the meal, incidental, and 
private vehicle allowances specified in Appendices B, C and D of the Travel 
Directive, which can be found at http://www.njc-cnm.gc.ca/directive/travel-



 

voyage/index-eng.php . These costs are sometimes referred to as "per diems". 
Per diems may be provided to personnel or to volunteers and are intended to 
cover costs incurred while undertaking project-related activities.  

● Accommodation. The actual and reasonable cost of a single room in 
commercial accommodation or, when private non-commercial 
accommodation is used, the rate for such accommodation, in accordance 
with Appendix C of the Travel Directive.  

● Transportation. This can include the cost of airfare, taxis, car rentals and 
mileage on vehicles already owned by the organization. 

i. Airfare: the cost of commercial transportation based on the lowest 
available fares, using the most direct routing. 

a. The organization shall endeavor to obtain the lowest possible 
airfare, such as by booking the reservation as early as possible. The 
standard for air travel is economy class, including APEX, charters 
and other reduced or discounted fares. 

b. The Canadian Red Cross will reimburse at the lowest airfare 
available at the time of reservation, but never more than the 
maximum of a full-fare economy airfare. 

c. The organization must be able to demonstrate with proper 
supporting documentation deemed satisfactory to Canadian Red 
Cross, the lowest fare available at the time of reservation. 

 
Common ineligible costs 

● Travel insurance (health, cancellation, baggage, etc.) 
● Seat upgrades and seat selection 
● Flight cancellation costs 
● First class or business class travel 
● Alcohol 
● Per diems or claims in excess of the NJC standards 
● International travel, including the USA 

 
Note: this list is non-exhaustive.       
 
Supporting documentation that must be retained: 

● Travel expenses claim forms (for per diem and reimbursement), original 
receipts for expenditures, or justification/due diligence for fair market value 



 

● Records justifying flight changes  
● Other similar documents 

 
 
6. Training & Events 
 
This Budget Category is used to set out all the components required to run a workshop, 
training session or other event to achieve the project’s purpose. This includes, but is 
not limited to, facilitator services/fees, transportation for the facilitator, venue rentals, 
coffee break/refreshment costs, and items for distribution as part of the event (e.g., 
workbooks or other training materials), etc. 
 
Eligible Costing Rate: Actual and reasonable costs arising from the elements required 
for training sessions, workshops, and events, provided they do not exceed the fair 
market value for each element. 
 
Common ineligible costs 

● Fundraising events 
● Events where a profit is being made by the organization 
● Promotional items (t-shirts, hats, pens, etc.)  
● Contests, prizes, awards, trophies, plaques, promotional items or similar 

materials 
● Gift cards 

 
Note: this list is non-exhaustive.       
 
Supporting documentation that must be retained: 

● Rental agreement for space/venue 
● Procurement records for tender/RFP/RFQ, due diligence on costing (including 

justification of fair market value rate), sole sourcing forms if applicable 
● Contracts with suppliers, facilitators, venue, etc. plus purchase orders (PO), 

invoices (with itemized expenses), and receipts 
● Travel records if travel is undertaken (see Travel Expenses Records for more 

information) 
● Other similar documents 

 



 

      
7. Administrative Costs 
 
The project budget should include all direct costs for your project. Direct costs are 
traceable and distinct from normal operating costs of the organization. In other words, 
they are the new or additional resources needed to successfully achieve the project 
purpose. 
 
In addition to the direct costs budgeted by the organization, a contribution to 
Administrative Costs will be automatically added at the standard rate of 9% of the 
total budget. This is intended to permit organizations to cost recover for ongoing 
operational costs, overhead and typical indirect costs incurred by the organization as 
they go about their normal work and their work on the project. In unique cases, 
depending on the project activities, the Canadian Red Cross may further adjust the 
administrative percentage as part of our review of your application and will discuss 
these adjustments with you prior to signing the Agreement. 
 
The Administrative Costs category may also be referred to as ‘overhead’, ‘indirect 
costs’ or ‘management costs’. The Canadian Red Cross uses the term Administrative 
Costs in recognition that organizations incur indirect costs in the implementation of 
projects. 
 
Common expenses intended as part of the Administrative Costs contribution 
 
The following costs should generally not be included as Direct Costs in the Project 
Budget, as they would be considered shared resources not directly attributable to the 
project: 

● General administrative support to the project: such as Executive management 
(CEO, COO, CFO, etc.), accounting, bookkeeping and general financial 
management, internal audit function, legal support and expenses, information 
technology support staff, facilities support personnel, human resources, shared 
procurement resources, general logistics support, material management   

● Board activities   
● Office supplies  
● General communications and website support  



 

● Information technology costs including cyber security and basic IT 
infrastructure utilization  

● Existing information technology equipment and support (e.g., centralized IT 
systems, networks)   

● Bank charges/fees  
● Phone and internet costs  
● Equipment repair, maintenance, or depreciation costs  
● Insurance costs  
● Generalized subscription and membership costs  
● Advertising, marketing, and promotion 
● Rent, utilities, maintenance, and use of existing facilities   
● Other shared resources that are not directly attributable to the project   


