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Homeward Trust Edmonton - Proposal Writing Guide 
 
This guide contains additional information to assist you in writing your proposal. Please note that 
completion of a Homeward Trust APPLICATION FORM is mandatory.   

 

Your Proposal Must Include: 

 
Project Objective and Edmonton Community Plan Priority being addressed 
 

 Provide a clear statement on what the project is trying to achieve (i.e. supportive housing / 
transitional housing/supportive housing for >client group<  OR support services for >client 
group<  in order that they will: _______ ); 
 

     This formula can be used to write a project objective: 
 
           By (DATE), (WHO) will (DO WHAT, IMPLEMENT/ACTION VERB) to create (SPECIFIC FACILITY) 

for (SPECIFIC CLIENT GROUP) in order that (WHAT IS TO BE ACCOMPLISHED).  
 

e.g. By July 2010, >the applicant<  will have completed construction of a Transitional 
housing facility that contains 4 bachelor and 18 1-bedroom self-contained suites for 
single men in order that they will have a safe supportive living environment with 
supports provided by >the applicant<  to assist them to move towards greater self-
sufficiency; 

OR 
By (DATE), (WHO) will (DO WHAT, IMPLEMENT/ACTION VERB) for (WHAT OUTCOME) by 
(WHAT MEASUREMENT). 

 
e.g. By the July 2010, 40 individuals will have been assisted by >the applicant<  to attain a 

higher level of self-sufficiency as assessed by measuring their progress against their 
action plan. 

 
Continue to page 2 if your project is a capital project  
(i.e. property purchase /renovations/construction) 

 
OR 

 
Go to page 8 if your project only provides supportive /preventative services to homeless 

individuals or those at risk of homelessness 
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1. CAPITAL PROJECTS:                                                                                                                                                   

 
Edmonton Community Plan on Homelessness priority(ies) being addressed [including proposed 
units and target group(s)]: 
 

 In this section please indicate which priority your project will address from the 
Edmonton Community Plan on Homelessness (ECPOH).  Identify the total number of 
housing units (transitional/long-term supportive) or beds (emergency) that will be 
created as a result of this project. 

 

 Identify the target population this project will assist along the continuum of support and 
how individuals will access services.  

 

- For example: will services be provided ‘in house’ or will the ‘clients’ be 
referred to other organizations to obtain support services, etc.   

 

- Where will ‘clients’ come from to meet the identified need?  Will they come 
on a referral from another agency/organization?  Will they be recruited 
using other methods?  Will a combination of recruitment methods be used? 

 
Proposed Activities and Timelines: 
 

 Please describe in full what it is you propose to do.  
 

 This section should also include a description and narrative of how the proposed activities 
will meet the needs of the targeted clientele that you have identified.  It would be 
substantiated by: describing how the clients would be served (programs, services, etc.); 
how clients would be selected (acceptance and denial criteria); and how successes would 
be tracked.  

 

 It is imperative that your proposal has TIMELINES that are as accurate as possible.  One of 
the main funding sources for addressing the needs of homeless individuals in Edmonton 
has very specific allowable timeframes for activities.  Accurate timelines are necessary in 
the overall implementation of the Edmonton Community Plan. 

 
Specific Requirements: 

 
Purchase/Renovations of an existing building: 

 

 If you are proposing to purchase and renovate a building, please include the location of the 
building or target neighborhood and price range for an ‘XX’ suite building and the expected 
types/costs of renovations. 

 

 Identify what type of unit(s) and average size thereof is proposed.   For example:  “a mixture 
of bachelor and 1-bedroom units of approximately 300 to 400 square feet and 500 - 600 
square feet respectively” 

 

 As current funding does not allow for the provision of services to tenants who only need 
safe, secure, affordable housing, it is important to describe how individuals will be assessed 
for services and eligibility.  
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 Please include a tenant displacement plan that demonstrates how current tenants that are 
not deemed eligible for the proposed type of housing will be assisted in finding new 
accommodations.  
 

New Construction: 
 

 Identify the location of the proposed construction OR, what locations may be under 
consideration if land has not yet been secured. 
 

 Ensure that you identify the current zoning of the proposed location(s) and, if applicable, an 
action plan to seek zoning changes in order to construct your proposed project. 

 
 Describe what types of units and proposed size that you plan on constructing.  For example: 

“twenty three self-contained 1-bedroom units, averaging approximately 600 square feet in 
size”. 

 
Requirement for environmental assessment  

 
A Level 1 Environmental Site Assessment report (on the property proposed for 
development) must be provided with applications for capital funding. 

 
Applicant’s background, mandate and expertise: 
 

 Provide a narrative background of your organization, the mission, mandate and areas of 
expertise that would make the organization the best suited to be funded for the proposed 
project. 

 

 Include information on your experience working with: the community; targeted 
participants  

 

 Description of your organization’s ability to manage the project 
 

 This section should include information from: Annual reports; lists of board of directors; 
membership; etc.  ! ŎƻǇȅ ƻŦ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƭŀǘŜǎǘ ŀǳŘƛǘŜŘ financial statements is 
required.  If this documentation is not available, please explain why. 

 
Past projects with housing/related activities and the outcomes of these projects: 
 

 A brief summary of past projects with HOMEWARD TRUST funding and their achievements.  
If none, then provide information on other past and/or current projects that have some 
relation to the proposed activities / projects.  

 

 Detail any past experience your organization has in regards to addressing issues related to 
housing and homelessness.  What has your organization done in the past to address this 
area and what were the results of previous projects? 
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Evidence of Community Support: 
 

 Letters of support from the community, regulatory bodies, other funding sources.  Letters 
should address the project specifically and not the general support of the organization.   

 

 Official feedback from the appropriate Community League is strongly recommended for all 
Capital Projects.  (If unsure, the Edmonton Federation of Community Leagues can help you 
identify the appropriate Community League for your proposed development.) 

 

 Detail any development applications already submitted or approved, and any zoning issues 
that may arise with the development of the project at this particular location.   

 

 Address any “NIMBY” (Not In My Back Yard) issues from the surrounding community. 
 

Budget 
 

 Provide a detailed budget for the proposed project.   
 

  Failure to provide a detailed budget breakdown will result in the review of your application 
being delayed.  Please remember to include both a capital budget 
(purchase/renovation/construction) and an operational budget.  Both budgets are required in 
order to properly assess your proposal. 

 

Detailed Capital Budget, if applicable (please include description of cost sharing structure): 
 

 Provide a detailed breakdown of all capital costs associated with the proposed project.  This 
will include but is not limited to: Project management costs, Capital Costs, Building 
construction costs, Renovation costs, Purchase costs, Other related projects costs. 

 

 Provide comprehensive details so as not to unnecessarily delay the assessment of your 
proposal. 

 
Detailed Operational Budget: 
 

 Provide a thorough and detailed operating budget for the ongoing operations of the 
proposed project.  Identify revenue sources and anticipated expenditures.   

 

 Revenues include sources such as rents, fundraising, other grants / sources, etc.    
 

 Expenditures should include all itemized costs related to the successful operation of the 
proposed project including: applicable wages and itemized overhead costs, utilities, taxes, 
maintenance, reserve fund, program costs, etc. 

 
List all funding partners on the proposed project, and identify their financial contributions 
(monetary or in-kind): 
 

 Specify whether these contributions have been confirmed at the time of submission of this 
application. 

 
 Documentation of confirmed contributions must be included in your proposal. 
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Identify any other partner/ collaborative organizations: 
 

 Please describe what arrangements you will have with any other community agencies or 
service providers regarding the future operations of the proposed capital facility, and 
identify their roles and responsibilities. 

 

 Provide comprehensive details on working relationships, operational funding sources, 
commitments and reporting requirements to other organizations.   

 

 How will these arrangements make the best use of available resources in the community? 
 

 Feel free to include references from any agencies or partners with whom your organization 
has had a collaborative relationship in the past. 

 
Detailed demonstration of sustainability: 
 

 Provide details on the proposed project and how it will be sustained in operations over a 
long period of time.   

 

 Are projected revenues sufficient to cover operational expenses and contingency in the 
long term?  

 

 What sources of ongoing operating funding have been applied for or secured?  If secured, 
please include a letter of confirmation from the funding source.   

 

 To what degree is your program self-reliant and/or interdependent with other community 
resources? 

 
Detailed demonstration of viability: 
 

 Provide details on how the proposed project will become operational in the proposed time 
period.  Details should include a plan that identifies permit applications, tendering 
process(es), architect drawings, expected construction timeframe, etc. 

   

This section summarizes several key points such as: 
  

- Capital and Operational Budgets that are balanced; 
- Construction/renovation/purchase/start-up timelines (as applicable);  
- NIMBY issues addressed; 
- Community support identified for the project and its location;  
- Demonstrated need for project that serves the targeted clientele and 

Community Plan priority identified in your proposal 
- Capacity of your organization to administer the project and its proposed 

activities 
- Timeline for 95% or greater occupancy 

 

Expected results/milestones: 
 

  Please provide details on measurable outcomes.   
 

These may include: 
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- Activity timelines; 
- Occupancy rates; 
- Benefits to target population; 
- Benefits to community; 
- Impact to other levels of the housing Continuum (i.e. new Transitional Housing 

alleviates pressure on Emergency Shelter); 
- Number of new units created vs. replaced; 
- Impact to the Edmonton community (Holistic approach); 
- Other results/milestones applicable and/or specific to your project 

 
Performance Measurement 

  

 Include an outline of your performance measurement strategy. (see below for details) 
 

 A performance measurement strategy should include:  
 

- What needs to be measured;  
- How it will be measured;  
- How often it needs to be measured; and  
- If there is a cost for data collection and analysis. 

 

 A performance measurement strategy should include descriptions of:  
 

- Outputs (program/project products – i.e. # of clients successfully completing 
the program);  

- Expected outcomes what will be achieved in the immediate, intermediate and 
long term – i.e. ongoing success of clients that completed the program 
measured at specific intervals);  

- Performance indicators (objective determinants of levels of success); and  
- What data sources will contribute to performance measurement. 
 

 Ensure that a description of an evaluation method and strategy are included in your 
proposal. 

 

 Your evaluation strategy should reflect a long-term perspective on your project. 
 
Means by which success will be measured: 
 

 Based on the expected results/milestones that you have identified, please provide a 
description of how the achievement of success will be measured.   

 

 Methods for measurement will be specific to the objective that you have articulated but 
some examples might be:  

 

- Maintenance of statistics; 
- Feedback from interdependent service providers (before and after);  
- Statements from clientele served (success stories, satisfaction surveys, etc.);  
- Statements from affected community (residents, associations, etc.) 
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 2 SUPPORTIVE / PREVENTATIVE SERVICE(S) PROJECTS:                                                                                     

 
Description of the targeted participants or beneficiaries and Community Plan priority being 
addressed:  
 

 In this section please indicate which priority your project will address from the Edmonton 
Community Plan on Homelessness (ECPOH). Describe how your proposed project responds 
to the identified priority.  

 

 If a direct link to a priority in the Community Plan cannot be made, please ensure that you 
fully describe how your proposed project responds to the needs of homeless individuals in 
Edmonton.  Failure to provide this information will result in delays in our assessment of your 
application. 

 

 Who will benefit from the project and how (e.g. targeted participants, community, etc.),  
 

 Include how the project will address targeted participants or beneficiaries needs and 
IDENTIFIED service gaps; 

 

 If the project has participants, include: 
 

 A description of how participants will be recruited (e.g. advertising, interviews, 
information sessions, from referrals, etc.), 

 Selection criteria (e.g., based on barriers to self-sufficiency, interests, need for 
preventative services, etc.); 

 Ages of participants to be served (e.g. 15-18 year olds or 18 – 25 year olds, etc.); 
 

Note: No preference may be given to the selection of participants who are immediate 
family members of a director or senior officer of the applicant. 

 
Proposed activities and timelines: 
 

 Start / end dates of the project, including start-up and close-out periods; 
 

 At a minimum, please present a month by month summary of project activities timetable 
from project design and participant intake through to project completion; 
 

 Description of components of project that increase the level of self-sufficiency of the 
participants; 
 

 Description of activities that provide transferable skills to participants; 
 

 Description of scheduled activities and evaluation and monitoring procedures for each 
activity; 
 

 Estimates on employment prospects for successful participants at the end of the project (if 
applicable). 
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Applicant’s background, mandate and expertise: 
 

 Provide a narrative background of your organization, the mission, mandate and areas of 
expertise that would make the organization the best suited to be funded for the proposed 
project. 

 

 Include information on your experience working with: the community; targeted 
participants  

 

 Description of your organization’s ability to manage the project 
 

 This section should include information from: Annual reports; lists of board of directors; 
members; and financial statements.  If this documentation is not available, please explain 
why 

 

Past projects with related activities and the outcomes of these projects: 
 

 A brief summary of past projects with HOMEWARD TRUST funding and their achievements.  
If none, then provide information on other past and/or current projects that have some 
relation to the proposed activities / project. 

 

 Detail any past experience your organization has in regards to addressing issues related to 
housing and homelessness.  What has your organization done in the past to address this 
area and what were the results of previous projects?   

 

Evidence of community support: 
 

 Identify the need for this project in the community and the service gaps it will fill, including 
how it differs from other locally available programs for the same client group and the 
Community Plan priority to which it responds. 

 

 Indicate the scope of the project (neighborhood, city-wide) and location of the activities  
 

 This section should include letters from community groups/studies/research/municipal 
planning documents/newspaper articles/etc. as applicable, supporting the need for the 
project. 

 

List all funding partners on the proposed project, and identify their financial contributions 
(monetary or in-kind): 
 

 Specify whether these contributions have been confirmed at the time of submission of this 
application. 

 

 Documentation of confirmed contributions must be included in your proposal.  
 

 Details of financial and in-kind contributions must be included in the Budget Details section 
of the proposal.  

 

 In-kind contributions must have a monetary value applied to them with details of 
calculations given in the Budget Details section of the proposal. 
 

 All contributions must be new or incremental assets provided for the project, be specific to 
the project, be quantifiable, and essential to the project going forward; 
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Identify any other partner/ collaborative organizations: 
 

 Identify all partners in the project, their roles and responsibilities, and how they are involved 
in the activities of the project.   
 

 Provide comprehensive details on working relationships, additional funding sources and 
commitments and reporting requirements to other organizations.   
 

 How will these arrangements make the best use of available resources in the community? 
 

 Feel free to include references from any agencies or partners with whom your organization 
has had a collaborative relationship in the past. 

 
Budget 
 

 Provide a detailed budget for the proposed project. 
 

 Failure to provide a detailed budget breakdown will result in the review of your application 
being delayed. 

 
 Overhead Costs are the administrative and operational costs of running the project.  Include 

details on the following: 
 

 Administrative Wages including a detailed job description of all staff positions, wage rate 
per hour, hours per week, number of weeks, benefits, and any training costs, and criteria 
for selecting applicants and description of recruitment process; 

 Benefits include the Mandatory Employment Related Costs for staff; 
 Details on materials and supplies to be used by staff and participants; 
 Printing and Communication will include costs for photocopying, telephone, fax, 

internet, advertising for staff and participant recruitment, etc.; 
 Travel costs per km, a clear rationale for any travel costs must be included; 
 Professional Fees could include any outside service required by the project, e.g. formal 

evaluation of the project; 
 Rent costs based on cost per sq. ft.; 
 Utilities may include electricity, gas and water; 
 Other Overhead Costs should include items not listed elsewhere   

 

Note:  GST must be added as an item under this section.  All purchases listed on the 
budget must have the GST subtracted from them.  The total GST amount listed must 
account for the applicants rebate % listed on page one of the Application.  

 

e.g. Total GST $100.00 - 50% rebate=$50.00  Applicants eligible for 100% rebate cannot 
request reimbursement for GST from HOMEWARD TRUST. 

 

Capital Costs are assets that must be purchased in order to operate the project.  Applicants 
must demonstrate that purchasing items will be more cost effective than leasing or renting.   

 

Note:  All Capital purchases made under a project must be used only for the project. 
 

 Direct Costs are funds directly paid to participants.  Only complete this section if applicable: 
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 Special Costs for Accommodating Persons with Disabilities include any equipment 
required by the project to allow Persons with Disabilities to participate in the project; 

 Living Expenses are the allowances or stipends paid to participants while participating in 
the project; 

 Dependant Care is the estimated cost for childcare required by participants during their 
time in the project; 

 Disability Related Costs are supports to individual participants and may include the cost 
of a special device, aid, special transportation, the cost of adapting material into Braille, 
etc.;  

  

Other Personal Supports and Transportation could include costs for safety equipment, boots, bus 
tickets, etc. 
 

Detailed demonstration of sustainability: 
 

 Provide details on the proposed project and how it will be sustained in operations over a 
long period of time. How will the project be funded after HOMEWARD TRUST funding has 
been fully applied to the project?  

 

 Is this a pilot project?  If so, where will your organization seek ongoing funding?  Please list 
all potential sources and describe any related efforts to date. 

 

 To what degree is your program self-reliant and/or interdependent with other community 
resources? 

 

Detailed demonstration of viability: 
 

 Provide details on how the proposed project will become operational in the proposed time 
period. Details should include a plan that identifies set-up, intake/recruitment/assessment 
process(es), timeframes, etc. 

   

This section summarizes several key points such as: 
  

- Community support identified for the project, its targeted clientele and its 
location;  

- Demonstrated need for project that serves the targeted clientele and 
Community Plan priority identified in your proposal 

- Capacity of your organization to administer the project and its proposed 
activities 

- Description on how expected results will have a positive impact on targeted 
clientele and the community 

 
Expected results and milestones: 
 

 Expected results are concrete results that show whether the desired outcomes are being 
achieved. They can be expressed in many ways, including numbers, percentages, opinions or 
perceptions.  

 

 For example:  
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- ‘X’ # of participants will complete the program and it is expected that ‘X’ # of 
participants will > meet objective < within 1 year of creating their action plan; 

- Self-esteem increased and the majority of those surveyed felt that the quality 
of their lives had improved significantly as a result of completing the program 
(i.e. as a result of surveys/questionnaires designed to capture pre and post 
program sentiments). 

 

Performance Measurement 
  

 Include an outline of your performance measurement strategy. (see below for details) 
 

 A performance measurement strategy should include:  
 

- What needs to be measured;  
- How it will be measured;  
- How often it needs to be measured; and  
- If there is a cost for data collection and analysis. 

 
 A performance measurement strategy should include descriptions of:  

 

- Outputs (program/project products – i.e. # of clients successfully completing 
the program);  

- Expected outcomes what will be achieved in the immediate, intermediate and 
long term – i.e. ongoing success of clients that completed the program 
measured at specific intervals);  

- Performance indicators (objective determinants of levels of success); and  
- What data sources will contribute to performance measurement. 
 

 Ensure that a description of an evaluation method and strategy are included in your 
proposal. 

 

 Your evaluation strategy should reflect a long-term perspective on your project. 
 
Project evaluation - means by which success will be measured: 
 

 Description of how, and at what stages the project’s progress and success will be measured; 
 

 How participants’ progress will be monitored; 
 

 Description of support for participants after the completion of the 
project. 

 
 
Thank you for completing the Homeward Trust Application Form. If you require further assistance 
please contact Homeward Trust 780 496 2630 and ask to speak to one of the Funding Facilitators. 


