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General Information 


Data Collection Instrument Identification 


DCI Name: First Nations and Inuit Youth Employment Strategy (FNIYES) Proposal 


DCI Number: 1898217 


Fiscal Year: 2023-2024 


Security Classification: Protected B, when completed 


 


Purpose 


This document provides instructions on how to complete the First Nations and Inuit Youth 
Employment Strategy Proposal. 


From here on, the First Nations and Inuit Youth Employment Strategy will be referred to as 
FNIYES. 


Recipients are encouraged to read the 2023-2024 First Nations and Inuit Youth Employment 
Strategy (FNIYES) Program Guidelines on the Indigenous Services Canada (ISC) website by 
clicking this link: 


https://www.sac-isc.gc.ca/eng/1415377531020/1531401688567  


 


Due Date 


Contact your ISC Regional Office. 


 Note: Regional contact information is provided in the Contacting ISC Job 
Aid attached to the First Nations and Inuit Youth Employment Strategy 
Proposal by clicking on the Menu button at the top of the form, select the 
View Instructions option and select Contacting ISC from the list.  


 


Obtaining the Proposal Form 


There are two ways to obtain a proposal form; through the ISC Services Portal or by contacting 
your Regional Office. No matter how you obtain the form, you must save it on your local drive 
BEFORE you begin working on it.  


 



https://www.sac-isc.gc.ca/eng/1415377531020/1531401688567
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Mandatory Fields 


The First Nations and Inuit Youth Employment Strategy proposal DCI has all mandatory fields 
marked with an asterisk ( * ). For more information, see Mandatory Information on page 18. 


 


Before You Begin Completing a Proposal 


Before you begin working on your Proposal, consider the following information. 


 


Protecting Your Data 


The most secure method of obtaining and submitting your data is to use the ISC 
Services Portal or e-mail to the regional office education mailbox. 


The FNIYES Proposal is marked Protected B when completed. 


 Note: To request access to the ISC Services Portal, contact your Regional 


Office. 


 


Menu Button 


The Menu button  is at the top of the form.  


1. By clicking on the Menu button, a window will appear. 
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To find additional user documentation: 


1. Click on the Menu button at the top of the form. 


2. Select View Instructions from the list. A window is displayed with a list of 
documentation. 


 


 


 


 


3. Select a topic from the list and click OK. The document opens. 


This list of documentation may include: 


o Instructions: a guide on how to complete the form  


o List of Data Fields: a set of tables that describe every field in the form and the relevant 
data  


o Quick Reference: helpful information such as what’s new, which sections to complete 
first, frequently asked questions, things to remember and a workflow diagram  


o National Program Guidelines: the link to the official ISC Education Program guidelines  


o Contacting ISC: a list of e-mail addresses and mailing addresses for all the ISC 


Regional Offices 


Software Required to Use the Form 


The form is in PDF format and is developed to be used with Adobe Acrobat Reader 


software. Adobe Acrobat Reader DC is required to open and complete your form. 
Previous versions of Adobe Acrobat, and other Portable Document Format (PDF) 
readers (including Adobe Acrobat Pro), may produce unexpected results and are 
therefore not supported by ISC. Verify the version of your Adobe Acrobat Reader 
software before you begin.  


To find out what version of Adobe Acrobat Reader you are using, click the Menu button and 
select the About the Form option. The version will be identified under the section titled Versions 
across from Adobe Information. If you see Reader/Reader/19, you have Adobe Acrobat 


Reader DC. Adobe offers the most recent Adobe Reader for free at 
https://get.adobe.com/reader/. Click on the Print button to print this information.  


 



https://get.adobe.com/reader/
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Troubleshooting Information 


The Form Information contains technical details that are helpful to IT Services when 
troubleshooting your Report if you are having issues. IT Services may ask you to share this 
information. Click on the Menu button and select the About the Form option from the list.  


 Important: If you use Adobe Acrobat Pro or any other PDF reader, the 


form will not function as designed. 


Multiple Authors 


If there are many authors contributing to the Proposal, it is recommended that you compose the 
text in a word-processing software such as Microsoft Word. This way, you can share the file and 
compile documents from different authors. You can also format the text as you like. Once you 
have gathered all of the information into a Word document and formatted it, you can copy and 
paste it into the form.  


 


Saving the Proposal 


You must save the form on your local drive BEFORE you begin working on it. When you open 
the file and begin entering data, save regularly. Follow the usual procedure for your operating 
system and the requirements of your workplace. 


To save the form: 


1. Click File > Save As. 


2. Navigate to the folder where you would like to save your Proposal. As a precaution, 
document the file path of this location to ensure your file can be easily retrieved. 


3. Make sure to name the file according to ISC requirements, including: 


 4-digit Recipient Number (add leading zeros if necessary) 


 Your Organization name 


 Name of Proposal  


 Fiscal Year 
 


 For example: 0239-SWAN LAKE_FNIYES_2023-2024.pdf 


 Note: The file extension “.pdf” is automatically displayed and must be kept 


as part of the file name. 


4. Save your Proposal. 


Contact your ISC Regional Office if you are experiencing unexpected results. For a list of 
contact numbers, see the document Contacting ISC by clicking the Menu button, and then 
selecting the View Instructions option from the list. 
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Printing a Proposal 


To print ALL the details in the Proposal, even sections that are collapsed:  


1. Go to the first page of the form. 


2. Click the Print Details button.  


The system Print window opens.  


3. Print as usual. 


To print the current view of the form (that is, the information that you can see when you 
scroll through the form including the sections that you have expanded): 


1. Select the File / Print menu item or click the Print icon (  ). 
The system Print window opens.  


2. Print as usual. 


To print a single page 


1. Go to the page you want to print. 


2. Select the File / Print menu item or click the Print icon (      ). 
The system Print window opens. 


3. Select the Current Page radio button. 


4. Print as usual. 


 


Submitting a Proposal  


All Proposals are classified as Protected B. Use one of the following methods to submit a 
Proposal to ISC: 


o Submit through GCIMS (the most secure method of submitting your data). 


o Use the Secure File Exchange Service to exchange files with your Regional Office. 


o Mail or courier an encrypted USB key containing the completed Proposal to your 
Regional Office. 


 


 Note: Regional contact information is provided in the Contacting ISC Job Aid 
attached to the Education Partnership Program Proposal by clicking on the Menu 
button at the top of the form and selecting the View Instructions option and then 
select Contacting ISC Regional Offices from the list. 
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Completing the Proposal 


Proposal Identification  


 Important: Make sure you have saved the Proposal to a local drive before you 


begin. 


To complete the Proposal Identification section: 


1. Make sure the Fiscal Year is 2023-2024. If it is not, contact your Regional Office to obtain 
the correct version of the Proposal form. 


2. Enter a Proposal Title that is 5 words or less and is unique. 


Organization Identification  


You will be prompted to answer the question, ’Are you the prospective RECIPIENT of funds 
directly from ISC? 


Depending upon your answer, the relevant fields in this section will be displayed. 


The majority of Education funding for Elementary/Secondary schools on reserve is an 
agreement between a First Nation Chief and Council and the Government of Canada. In these 
cases, the recipient of ISC funding is the Chief and Council who represents the schools and 
organizations on reserve. 


In cases where Regional Management Organizations (RMOs) are the recipient of funds, 
individual First Nation and Inuit Communities may be asked to submit a Proposal (i.e., a 
sub-proposal) which the RMO will attach to their main Proposal. The individual First Nation and 
Inuit Community will answer the question by selecting No (that is, they are not the recipients of 
the funds). The RMO will attach the sub-proposal to their main Proposal in the List of 
Reporting Organizations section.  


To complete the Organization Identification section: 


1. If prompted, answer the question “Are you the prospective RECIPIENT of funds directly from 
ISC?” 


2. Complete the Organization Identification fields as follows. If you are not prompted with the 
question above, follow the Yes column.  
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Yes No 


Yes indicates that you are the Recipient who 
may potentially receive funds from ISC, or you 
are completing the Proposal on behalf of the 
potential Recipient. 


 


No indicates you receive funding from an 
organization other than ISC. 


 


Recipient No.: enter your 4-digit Recipient 


Number. 


Recipient No.: enter the 4-digit Recipient 


Number of the Organization who received the 
funding from ISC. 


 Important: Make sure the Recipient Number has 4-digits. Add zeroes in front if necessary. 


Recipient Name: Enter your organization 
name. 


Recipient Name: Enter the name of the 
Recipient who could receive funds from ISC 
and distribute them to you.  


Organization Type: Select your type of 
organization from the list. 


Organization Type: Select your type of 
organization from the list. 


Organization Name: Search for your 
organization name using the search feature. 


Organization Name: Search for your 
organization name using the search feature. 


Organization No.: Enter your organization 


number. 


Organization No.: Enter your organization 


number. 


 Tip:  When you enter the Organization No., the Organization Name appears automatically. 


Enter the remaining contact information and 
mailing address of your organization. 


The Telephone No. and Mailing Address 
fields are mandatory. 


Sub-proposals have a Reporting 
Organization Contacts section where contact 
information is provided in a text field so that the 
Recipient Organization knows who to contact if 
there are questions. Provide the contact 
information as requested by our Recipient 
Organization. 
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 Important: Make sure to enter the correct Recipient Number and Organization 
Type. If you need to change your organization information, the Proposal will 


reconfigure and you could lose work that you may have done in other sections.  


Incorporation Information 


This section appears when you indicate that you are an ISC Recipient of funds and an 
Organization Type for which ISC requires incorporation information.  


To enter Incorporation Information: 


1. Select Yes or No to respond to the question, “Is your organization incorporated?”  
Selecting No will remove the incorporation fields. 


2. Enter the Incorporation No. according to the Articles of Incorporation. 


3. Enter the Date of Incorporation according to the Articles of Incorporation in the format 
yyyy-mm-dd. 


 Note: If the Date of Incorporation is before 1900, contact your ISC Regional 


Office. 


4. Select a Jurisdiction. 


o Select Canada if the organization is federally incorporated.  


o Select Province /Territory if the organization is incorporated at that level.  
A drop-down list appears.  


o Select the Province /Territory under which the organization is incorporated. 


5. Save the Proposal. 


List of Reporting Organizations 


This section appears only if you indicated that you are a RECIPIENT of funds directly from ISC 
and your Organization Type is allowed to deliver funds to other organizations (for example, 
schools, communities, etc.).   


A separate Proposal (that is, sub-proposal) must be completed by each Reporting Organization 
and attached to your main Proposal. Sub-proposals can only be attached if they have been 
completed using the official ISC Proposal form. 


 Important: Ensure the Recipient Number and Recipient Name are correct in 


the sub-proposals. This is important for processing your complete Proposal 
package in the ISC Services Portal. 
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To complete the List of Reporting Organization sections and attach a sub-proposal: 


1. Click Add Reporting Organization. 


2. The Add Files window appears. Locate the folder containing the Reporting Organization’s 


validated sub-proposal(s).  


3. Click on the sub-proposal file(s). If selecting more than one sub-proposal, press and hold 
down the CTRL key and click to select each file. 


4. Click Open. 


5. The sub-proposal file will be attached and the Reporting Organization Type, Name, 
Number, and Total Budget fields will automatically be populated with the information in the 
attached sub-proposal. Additionally the file name of the attached sub-proposal will be 
displayed. 


6. Save your Proposal. 


Initial Validation 


The Initial Validation button appears after the Organization Identification section. It is used to 
verify that all mandatory data has been provided in the Report and Organization Identification 


sections. Once the data has been validated, the balance of the proposal will become available for 
completion. 


To validate the Report and Organization Identification sections: 


1. Click the Initial Validation button. 


a. If the Report is successfully validated (that is, all mandatory fields are completed) a 
window is displayed stating “Initial validations were successful.” At this point the 


balance of the Report will become available to complete.  


If not successfully validated, an Initial Validation Report is displayed identifying the fields 
that need to be completed. 


 Click on the Return to Pdf button.  


 The incomplete mandatory data fields will be outlined in red.  


 Complete the mandatory fields. 


 Click the Initial Validation button again. 


2. Save the Report. 


3. Continue to complete the form. 


Tip: Click on the Menu button at the top of the form and choose Initial 
Validation to obtain the Initial Validation Report identifying any incomplete 
mandatory data fields or to have the missing mandatory fields framed in 
red. For the same result, click on the Initial Validation button at the bottom 
of the form. Follow the “red brick road” to complete all the mandatory data 


fields.  
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Contacts 


The Primary Contact is the person who ISC would contact for general questions regarding the 
Proposal. The Secondary Contact is the backup in case the Primary Contact is unavailable. 


 Important: You must enter at least one contact. 


To enter Primary Contact Information: 


1. Enter the Given Name, Family Name and Title/Position. 


2. Enter the Telephone No. and, if applicable, enter the Extension No., Fax No. and E-mail 
Address. 


3. Enter the Mailing Address and the Street Address information. 


 


 Tip: If the Mailing address and Street Address are the same, select the check box to 
copy information into the Street Address.  
 


 


4. Save your Proposal. 


 


To add a Secondary Contact: 


1. Click the Yes radio button in response to the question “Do you want to specify a secondary 
contact?” 


 


 


2. Enter the Given Name, Family Name and Title/Position. 


3. Enter the Telephone No. and, if applicable, enter the Extension No., Fax No. and E-mail 
Address. 


4. Enter the Mailing Address and the Street Address information. 


5. Save your Proposal. 
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Proposal Summary Information 


When you enter Activities Planned and Expected Results information later in your Proposal, the 
Start Date and End Date for each activity must fall within the dates entered in this section. 


To enter the Proposal Summary Information: 


1. The  Planned Start Date field will be defaulted to yyyy/04/01. 


2. The Planned End Date field will be defaulted to yyyy/03/31. 


3. In the Proposal Description field, enter a brief summary of the Proposal, up to 100 words. 


4. Save your Proposal.  


 


Current State/Statement of Need 


To enter Current State/Statement of Need information: 


1. In the Current State/Statement of Need, enter a complete description of why the project is 
needed and how it will address those needs.  


2. Save your Proposal. 


 


 Tip: To open a section of the form click on the     . After you have 
completed a section, click the blue minus sign      to collapse it. Your 
information will be hidden from view. This will reduce the need to scroll. 
To display it again, click the blue plus sign     .   
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List of Clients to be Served 


Recipients must identify a client served. In some cases, it may be the recipient themselves or 
an organization (e.g., a school associated with the recipient). 


To enter the List of Clients to be Served: 


1. Click the blue plus sign      next to your Delivery Organization Type. The Client Information 
section automatically appears.   


2. Click Add Client.  


 


 


3. The Client Type may be pre-populated depending upon the Education Program. If not, 
choose the Client Type from the drop-down list.  


4. Enter the Client Name and Client No. (if applicable). 


 Tip: When you enter the Client Name, the Client No. appears automatically and 


vice versa.  


5. To add more clients to the list, repeat steps 2 to 4. 


6. Save your Proposal. 
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Activities Planned and Expected Results 


Complete the Activities Planned and Expected Results information as outlined in this section.  


 Important: For information on eligible activities and expenses, refer to the 
National Program Guidelines specific to the program. The Objectives, 
Activities, Audiences, and Expense Types are program-specific. 


 


 Important: New this year, Income Assistance First Nation Youth 
Employment (IAFNYES) has been added to FNIYES. There is a new 
Objective IAFNYES (IA and FNIYES Joint Strategy), a new Activity 
Coordinate Quality IAFNYES Mentored Word Placement, new 
Audience Type – IAFNYES Funded Youth and each Expense Type is 


followed by (IA). For example, Total Wages (IA). 


To enter Objectives, Activity Types, Audience and Expenses Types: 


1. Click the blue plus sign (      ) next to your Delivery Organization Type.  
The Objective section automatically appears and Delivery Organization Type, Name and 
No. are automatically copied from the Organization Identification section. 


2. Click Add Objective. The Objective section automatically appears. 


 


3. Choose the Objective from the drop-down list.   


4. Click Add Activity. The Activity Type section automatically appears.  


5. Select an Activity Type from the drop-down list. 


6. Enter an Activity Name. If you are entering numerous activities, each Activity Name must 
be unique.  


7. Enter a Start Date and an End Date. The dates must fall within the date range already 
entered in the Proposal Summary section above – between April 1, 2022, and March 31, 
2023. 


 Important: New this year, the start date and the end date can be the same day. 


For example, science fair   
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8. Enter the Activities Planned and the Expected Results. 


9. You will be prompted to enter Audience information.  


10. Click Add Audience.  


11. Select an Audience Type from the drop-down list. 


12.  Enter the Anticipated Number to be Reached. For example, this is the number of 
students or youth who will participate in the Activity. 


 Tip: All the expenses for IAFNYES will have (IA) after it. For example, Total 


wages (IA) 


13. Click Add Expense.  


14. Select an Expense Type from the drop-down list. 


15. Enter the Amount to be spent and an Explanation of the expenses. The Total is 


automatically calculated. 


16. To enter multiple Expenses, click Add Expense again and complete the associated fields. 
If you choose the same Expense Type more than once within the same objective, the 
Explanation for each occurrence should be unique. 


 Note: You can collapse the Activity Type by clicking on the       . The total 
amount of all the expenses for the activity is displayed on the right side of the 
form. Similarly, you can collapse the Objective information and the total amount 


of all expenses per objective is displayed. 


To enter the Program Administration Costs: 


A Sub-Total Amount before Program Administration Costs is automatically calculated and 
displayed after the Activities Planned and Expected Results section. 


 Tip: The Program Administration Costs should not exceed 15% of the Sub-Total 
before Administration Costs. In the Explanation field, enter a detailed account of 
the amount for FNIYES and IAFNYES. See example below. 


1. Enter the Administration Costs and an Explanation of the Administration Costs.  


The Total Requested and the Program Administration Costs (percentage) are 


automatically calculated.  
 


 


2. Save your Proposal. 
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Proposed Budget 


Financial details are not displayed in this section until you click the Calculate button. The 
calculation is also performed when you save your Proposal. 


 


 


 


 


 


 


 


 


 


To calculate the proposed budget: 


1.  Click the Calculate button. 


The form takes the financial information from the Activities Planned and Expected 
Results section and displays a list of expenses for each Objective. It pulls together all 


related Expense Types and Amounts and displays them under each Objective. 


The following fields are calculated: 


Sub-total before Administration Costs 


Total Administration Costs 


Project TOTAL 


Program Administration Costs (percentage) are automatically converted to a percentage and 
should not exceed 15% of the Sub-Total before Administration Costs. 


2. To change an amount, return to the Activities Planned and Expected Results sections 
and update the Expense amounts. 


 Important: Click Calculate button every time you make a change in the 
Activities Planned and Expected Results sections and again just before you 
enter the Declaration. 
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Partners  


A Partner is an organization that you expect to provide or has provided funding or in-kind 
contributions to the project. An in-kind contribution is non-monetary. It can be in the form of 
goods or services such as equipment, labour, use of a community hall or office space, etc. 


Add all Partners who participated in the project. Be sure to include all other Government of 
Canada funding that is not from ISC. The Partner Organization Type would be Federal 
Department. 


To add a Partner: 


1. Click Add Partner Organization to add a new row to the list. 


2. Select the Partner Organization Type from the drop-down list 


3. Enter the Partner Organization Name and No. (if applicable) 


 Tip: When you enter the Partner Organization No., the Partner Organization 
Name appears automatically and vice versa.  


4. Enter the Amount expected or received from the Partner.  


5. Enter an Explanation to describe the type of in-kind contribution expected or received or 
the main purpose of the funds received. 


6. If the partner makes an In-kind Contribution, rather than a financial one, select the check 
box. If you select it, the Amount defaults to $0.00. If the amount received was an in-kind 
contribution and you know its value, you can enter the amount. The currency is 
automatically formatted. 


7. Save your Proposal.  


Supporting Documents 


If you are submitting supporting documents, you need to list them on the Proposal. All 
documents MUST be submitted electronically by attaching to the Proposal. 


You can attach any file format such as PDF, XML, MS Word, MS Excel, etc. 


To attach a document: 


1. Click Add Document. 
A new row appears in the list. 


2. Select a Type of Supporting Document from the drop-down list. 


3. Enter the Name of Supporting Document. 


4. From the Method of Submission drop-down, select one of the following options: 


Attach to PDF or Upload in EIS 


Sent by e-mail 


Sent by mail (on electronic medium) 
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If you choose to Attach to the PDF or Upload in EIS, a window appears.  


 


1. Locate the folder containing the document. 


2. Highlight the document you wish to attach and click Open.  


3. The name of the document will automatically be displayed under File Name Attached.  


 Note: If the file size is greater than 5 MB, a message will appear. Click OK. 


4. Save your Proposal.  


5. To attach additional documents, repeat steps 1 to 4. 
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Mandatory Information 


Recognizing Mandatory Fields 


There are two ways to recognize mandatory fields: 


 there is an asterisk ( * ) before the field label 


 you can click the Menu button and select Initial Validation to obtain an error Proposal 
and highlight missing mandatory information (alternatively, you can click the Initial 
Validation button at the end of the form). 


It is highly recommended that you check your Proposal for missing data before sending it to 
ISC. 


 Tip: Click Initial Validation just prior to entering the Declaration to make 


sure your Proposal is complete. 


 


Recognizing Errors 


Incorrect or incomplete mandatory fields generate Errors.  


Use the Initial Validation button to review the FNIYES Proposal and generate a report of 


missing mandatory information. 


There are two ways to recognize errors: 


The field that contains the error is framed in red. 


A collapsed section is highlighted in red to indicate that you need to expand it to display 
errors within. 


Recognizing Warnings 


Incorrect or incomplete recommended fields generate Warnings which appear as pop-up 
messages. For example, if you enter an incorrect date, this message appears: 
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Finding Errors 


Recipients can speed up the process for reviewing data by making corrections and by 
completing fields that are mandatory and recommended before uploading the form. 


To check for errors (missing mandatory information):  


1. Click the Menu button on top of the form and select Initial Validation option to display 
the Initial Validation report where a list of missing mandatory fields are listed. You can 
also conduct the Initial Validation by clicking on the Initial Validation button at the 
bottom of the first page and the last page of the form. 


2. Select an error in the list. Click the Go to Field button. 


The error Proposal disappears and the form displays the page where the error is found.  


The field that contains the error is framed in red. 


3. Fix the error and any others on the page.  


4. Save the Proposal. 


To print the Initial Validation Proposal: 


1. Click the Initial Validation button. 
The Initial Validation Proposal appears as a PDF file.  
The list of missing mandatory information is in plain text.  


2. Select the File - Print menu item or click the Print icon ( ). 
The system Print window opens. Print as usual. 


To close the Initial Validation Proposal: 


1. Click the Return to PDF button. 
The Initial Validation Proposal disappears. The Proposal remains open. 


2. The missing mandatory information is still framed in red. 


Declaration 


This is the final step to completing your Proposal. 


 Tip: Before you enter the Declaration, click the Initial Validation button to 


ensure that all mandatory fields are completed. 


Enter identification details of the person who has reviewed the information provided in the 
Proposal and who confirms that it is accurate to the best of their knowledge. 


To enter the Declaration: 


1. Enter the Given Name, Family Name, and Title 


2. Enter today’s Date 


3. Save your Proposal 







FNIYES Proposal Instructions 


November 2022 FNIYES Proposal Instructions Page 20 of 22 
Version R34 P2 


4. After you have entered and validated all of the information in the form, submit it to ISC. 


Fields with Search Capabilities 


Some fields on the Proposal have a built-in search capability to help you find information. For 
example, you can search for the Organization Name or Client Name using this feature. Each 
field contains a list of names which can be used to quickly find a name. It also helps to maintain 
information in a consistent manner.  


To perform a search (for example. search for an Organization Name): 


1. Click a search field, such as Organization Name. 


2. Enter any sequence of letters that is part of the name you are searching for. You do not 
need to know the first word or letter of the name; any part of it will do. 
A list of names that contain the same sequence of letters will appear. 


 


 Note: If the list of search results is long and you do not immediately see the 


name you are looking for, click the list to enable a scroll bar. 


3. Use the mouse to scroll through the list and click the name that you were looking for. 
The name field displays that name and, if there is an associated ID number, that number 
appears automatically in the Organization No. field. 


 


4. On the keyboard, press the Tab key. If you use the mouse, click on the name before you 
click another field. The organization name is now entered and you can continue. 
 


 


To enter an Organization Name based on its identification number: 


1. Click the Organization No. field. 


2. Enter a valid number such as a Band No.  


3. Using the keyboard, press either the Tab key or use the mouse to click outside the number 
field. This also enters the organization’s name in the Organization Name field and you can 
continue. 
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Common Form Elements  


This table briefly describes common features in a Proposal form in PDF format and how to use 
them. 


 


Form Element Description Instruction 


 


Drop-down list and scroll 
bar for selecting pre-
determined data 


Click the down arrow to see 
the list. 


Click the up or down arrow to 
scroll or click + drag the slider 
in the scroll bar. 


Click an item in the list to 
select it. 


 


Check boxes are used for 
selecting multiple options. 


Select the boxes that apply. 
You can select more than 
one. 


 


Radio buttons are used 
for selecting single 
options. 


Click the radio button that 
applies. 


 


A button that gives access to these commands explained 
below  


 


 


 


 


 


View Instructions 
A tool to display a list of all the documents you need to 
help you complete and submit the form. 


Expand All 
and  


Collapse All 


A tool to toggle between displaying all the fields in the 
form and hiding some large sections. 


 Tip: If you notice that some sections of the form are 
not behaving as expected, select this command. 
Expanding and collapsing will cause the form to refresh. 







FNIYES Proposal Instructions 


November 2022 FNIYES Proposal Instructions Page 22 of 22 
Version R34 P2 


Form Element Description Instruction 


Initial Validation 


A tool to perform an 
initial validation of your 
data entry. 


A button Initial 
Validation is also 
available on the last 
page of the form. 


 


Select this command to verify 
that all the mandatory fields 
contain data. 


If a field is incomplete, it will be 
highlighted with a red frame. 


 Note: This tool does not 
assess the quality of the data; 
it only checks that the fields 
have been entered. 


Print Details 


A tool to print all the information in the form, including 
what is found in the collapsed sections of the form. 


This button is only available on the first page of the form. 


About the Form 
The Form Information contains technical details that will 
be helpful to IT Services when troubleshooting your 
Report if you are having issues. 


Add <Item> 


When you see blue text 
that says Add, click it to 
increase the number of 
items; for example, a row 
in a table. 


Click to display a new section 
of the form and enter details. 


 Note: Make sure there 
are no empty records when 
you upload the form into EIS. 
This could cause an error. 


 


The form allows you to 
remove sections, fields 
and rows as needed. 
When you see a red      , 
click it to delete the row 
or section. 


Click to remove this record 
from the form. 


 Important: Be very 
careful when you use this 
feature. There is no undo. 


 


A blue plus sign      in the 
form means that there 
are additional, related 
fields that need to be 
completed. 


Click to show details and 
view and edit the fields. 


 


A blue minus sign    in 
the form means that you 
can hide details from 
view.  


Click to hide details.  


The symbol changes to a blue 
plus sign       . 
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Overview 


This document shows all the possible data fields in the First Nations and Inuit Youth Employment 


Strategy proposal form (DCI No. 1898217). When you indicate your type of organization, the 
form displays only those sections that are relevant to you. If you do not see a section, it is 
because Indigenous Services Canada (ISC) does not require that information at this time. 


  


Legend 


* 


Mandatory field   


Completing all mandatory data fields will reduce potential delays as 
Indigenous Services Canada (ISC) Regional Office staff will need to contact 
recipients whose Proposal is incomplete. 


 Filled automatically  


∑ Automatically calculated field       


 


 
 


Proposal Identification 


When you indicate your type of organization, the form displays only those sections that are 
relevant to you. If you do not see a section, it is because ISC does not require that information. 


Field Description 


Fiscal Year    
This field defaults to the fiscal year for which you are 
making a funding proposal.  


Proposal Title  * 
This unique title will be used to identify the Proposal and 
must be 5 words or less. 
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Organization Identification 


This section is used to identify the organization information that is required to complete the 
Proposal. 


Field    Description 


Are you the 
prospective 
RECIPIENT of funds 
directly from ISC? 


 * 


This is a Yes or No answer that causes the form to display 
only those sections that are relevant to you. 
“Yes” indicates that your organization receives funding 
directly from ISC.   
“No” indicates that it is a sub-proposal. Only some of the 
fields are displayed. Also, refer to Reporting Organization 
Contacts on the next page. 


 


Recipient No.  * 
The recipient ID number as assigned by ISC. 


 Important: Make sure to enter a 4-digit number. Add 
zeroes (0) in front if necessary. 


Recipient Name  * The official name of the Recipient of ISC funds. 


 
Organization Type 


 
 


 
 
 
 


* 
A drop-down list of possible organizations that could 
complete a Proposal. 


 
Organization Name 


 
 * 


The official name of your organization. 
This field is automatically populated when you enter the 
Organization No. in the next field and vice versa. 


 
Organization No. 


 
 * 


The official and number of your organization. 
Not all organization types require an organization number.  


 
Telephone No. 


 
 * 


The organization's telephone number. 
This field is automatically formatted. 


Extension No.    The extension number, if applicable. 


Fax No.    
The organization's facsimile number. 
This field is automatically formatted. 


E-mail Address    
The e-mail address of the organization's contact, if 
available. 


Web site    The home page URL for the organization's web site. 
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Mailing Address 


Field  Description 


Number/Street/ 
Apartment/P.O. Box 


 * 
 
 
 
 


   The address or P.O. Box at which the party can be   
   reached by mail. 
 
 
 
 
 


City/Town  * 


Province or Territory  * 


Country  * 


Postal Code  * 


 


Reporting Organization Contacts (sub-proposals only) 


Field Description 


Provide the 
Reporting 
Organization's 
contact information 
as requested by 
your Recipient 
Organization. 


 * 


Sub-proposals have a Reporting Organization Contacts 
section where contact information is provided in a text field 
so that the Recipient Organization knows who to contact if 
there are questions. 


 


Incorporation Section  


This section depends on the Organization Type selected. 


Field Description 


Is your organization 
incorporated? 


 * 
Indicate whether your organization is incorporated by 
selecting a radio button.  


Select Yes to enter the required incorporation details.  


If Yes, complete: 


Incorporation No.  * 
The incorporation number according to the Articles of 
Incorporation. 
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Field Description 


Date of 
Incorporation 


 * 
The date of incorporation according to the Articles of 
Incorporation. 


Jurisdiction  * 
A set of radio buttons to indicate the jurisdiction under 
which the organization is incorporated. 


 


List of Reporting Organizations 


The section appears only if you indicated that you are a RECIPIENT of funds directly from 
ISC and your Organization Type is allowed to deliver funds to other organizations, for example, 
schools, communities, etc. 


Field Description 


Reporting Organization Type   


Data fields will automatically be populated from 
Sub-Proposal once attached. 
 


Reporting Organization Name   


Reporting Organization No.   


Total Budget   


File Name Attached   
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Contacts  


The Primary Contact is the person who ISC would contact for general questions regarding the 
Proposal. The Secondary Contact is the back-up contact in case the Primary Contact is 
unavailable. 


Field Description 


Given Name  * The given name or first name.  


Family Name  * The family name or surname. 


Title/Position  * The contact's job title or position. 


Telephone No.  * The contact's telephone number. 


Extension No.    The extension number, if applicable. 


Fax No.    The contact's facsimile number, if available. 


E-mail Address    The e-mail address of the contact, if available. 


 
 


Mailing Address 


Field  Description 


Number/Street/ 
Apartment/P.O. Box 


 
 * 


 
 
 
 
The address or P.O. Box at which the party can be reached 
by mail. 
 
 
 
 
 


City/Town  * 


Province or Territory  * 


Country  * 


Postal Code  * 
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Street Address 


Field Description 


Same as Mailing 
Address 


 
 


If selected, the fields below will automatically be populated. 


Number/Street/ 
Apartment/P.O. Box 


 
 * 


 
The street address at which the party can be reached by 
mail.  
 
 
 
 


City/Town  * 


Province or Territory  * 


Country  * 


Postal Code  * 


 


Secondary Contact Information 


Field Description 


Do you want to specify 
a secondary contact? 


 * 
Yes or No - if Yes is selected, the same fields are 
mandatory as the Primary Contact. 


 


 


Proposal Summary Information  


Field Description 


Planned Start Date   The start date is defaulted to the beginning of  the fiscal 
year – yyyy 04 01. 


Planned End Date   The end date is defaulted to the end of the fiscal year – 
yyyy 03 31. 


Proposal 
Description 


 * A brief summary of the proposal. 
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Current State/Statement of Need  


Field Description 


Current State / 
Statement of Need  


 * 
A complete description of why the project is needed and 
how it will address those needs. 


 


 


List of Clients to be Served 


 


Field Description 


Client Type  * A drop-down list of possible client types. 


Client Name  * The official name of the client. 


Client No.  * The client's identification number, if applicable. 


 
 


Activities Planned and Expected Results 


Delivery Organization 


Field Description 


Delivery 
Organization Type 


  


Automatically copied from the Organization Identification 
section. 


 


Delivery 
Organization 
Name 


  


Delivery 
Organization No. 


  
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Objective 


Field Description 


Objective  * A list of possible Objectives for the program. 


Activity 


Field Description 


Activity Type  * 
A list of possible activities for the Objective. If there is only 
one Activity available, it appears automatically. 


Activity Name  * The activity name must be unique.  


Start date  * 
The date must fall within the date range in the Proposal 
Summary Information.  


End date  * 
The date must fall within the date range in the Proposal 
Summary Information.  


Amount ∑  
This field is automatically calculated. It displays the total 
amount for the objective and activities. 


Activities Planned  * 
A description of the specific actions you plan to undertake 
to accomplish the selected Activity. 


Expected Results  * 
A description of the goals and/or objectives behind the 
Activity including indicators. 


Audience 


 


Field Description 


Audience  Type  * A list of Audience types.   


Anticipated Number 
to be reached 


 * 
Number of individuals to whom you are planning to reach 
in this activity. 
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Expenses 


This section of the form collects planned expenses required to undertake activities for this 
objective.  


Field Description 


Expense Type  * A list of possible Expense Types. 


Amount  * The budgeted amount for this Expense. 


Explanation  * 
A detailed description of the Expense, including how the 
cost estimates were determined. 


Total ∑   
A sub-total for all expenses for this Activity. This field is 
automatically calculated.  


 


Summary of Expenses 


This section is a summary of all amounts requested from ISC by your organization and is where 
you enter administration costs. 


Field Description 


Sub-Total Amount 
before Program 
Administration 
Costs 


∑   
A sub-total before administration costs.  


This field is automatically calculated. 


Administration 
Costs 


 * The cost for administration for this fiscal year. 


Explanation  * 
A detailed explanation or description for the 
Administration Cost. 


Total Requested ∑   This field is automatically calculated. 


Program 
Administration 
Costs (Percentage) 


∑   
The Administration Costs are expressed as a percentage 
and are automatically calculated. It should not exceed 
10% of the Sub-Total before Administration Costs. 
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Proposed Budget 


This information is a summary of the project budget that is automatically calculated.  


There is no information displayed in this section until you click Calculate.  


Field Description 


Calculate ∑ * 


A button used to display the summary of costs. The 
information is automatically populated from the Expense 
section. 


 


There is a table listing the Expense Types, Amounts (totals by Expense Type for each 
Objective), Program Administration Costs and a Total. 


 


 


Partners 


A Partner is an organization that you expect to provide or has provided funding or in-kind 
contributions to the project. 


If you add a Partner, these fields become mandatory. 


Field Description 


Partner 
Organization 
Type  


 * 
A drop-down list of possible organizations that could be 
partners. 


Partner 
Organization 
Name 


 * Official name of your partner. 


Partner 
Organization No. 
(Number) 


 * 
The partner’s identification number if available. 
This field is only mandatory if the partner has an identification 
number.  


In-Kind 
Contribution 


 * 
A check box to indicate an in-kind contribution. The amount 
defaults to $0.00. 


Amount  * The amount received from the Partner.  


Explanation  * 
A detailed explanation to describe the type of in-kind 
contribution expected or received or the main purpose of the 
funds received. 
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Supporting Documents 


If you add a Supporting Document, these fields become mandatory. 


Field Description 


Type of Supporting 
Document 


 * 


A drop-down list of the types of mandatory documents.  


If there are no mandatory documents, the only available 
item is Other. 


Name of Supporting 
Document 


 * The title and file name of the supporting document. 


Method of 
Submission 


 * A drop-down list of possible submission methods. 


File Name Attached    
The file name of the attached document will appear. 
automatically. 


 


 


Declaration 


Field Description 


Given Name  * The given name or first name. 


Family Name  * The family name or surname. 


Title  * The job title or position. 


Date  * Today's date (YYYY-MM-DD). 
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Quick Reference 
First Nations and Inuit Youth Employment Strategy Proposal 


Before You Begin 


Adobe Acrobat Reader DC is required to open and complete this PDF form, also known as Proposals, 
Applications and Workplans (PAW). Previous versions of Acrobat Reader, and other PDF readers (including 
Adobe Acrobat Pro), may produce unexpected results and are therefore not supported by the Education 
Information System (EIS). Verify the version of your Acrobat Reader before you begin, by clicking the Menu 


button at the top of the form and selecting the About the Form option. If you have questions, contact your 
Regional Office. 


Using the command File > Save As, save your file to a location where it can be easily retrieved. Remember to 
save your file frequently. 


All mandatory data fields are marked with an asterisk ( * ). 


Complete the Following Information First 


 


Proposal Identification 


 Verify the fiscal year. 


 Enter a unique title for your Proposal (5 words or less). 
 


Organization Identification 


 Answer the question: “Are you the prospective RECIPIENT of funds directly from ISC?” 


 


Yes No 


Applies when you are the Recipient who may 
potentially receive funds directly from Indigenous 
Services Canada (ISC), or you are completing the 
Proposal on behalf of the potential Recipient. 


Applies when you could be receiving funds from a 
Recipient (not ISC). 


Recipient No.: your 4-digit number assigned by ISC 
(add leading zeros “0” if necessary). 


Recipient No.: the 4-digit number of the Recipient 
who could receive funds from ISC and distribute them 
to you (add leading zeros “0” if necessary). 


Recipient Name: your Organization name Recipient Name: the name of the Recipient who 
could receive funds from ISC and distribute them to 
you. 


Organization: the Recipient (your Organization) Organization: your Organization 


 


Complete the Following Information at Any Time 


 


List of Reporting Organizations 


 The List of Reporting Organizations section appears only if you are the prospective 
Recipient of funds directly from ISC and your Organization Type is an Inuit Organization, 
National First Nation Organization, National Inuit Organization, or a Regional First Nation 
Organization. 


 Use this section to list the organizations that are providing you with their Proposal information 
in a separate form (sub-proposal). 


 
Note:  Sub-proposals have a Reporting Organization Contacts section where contact information 


is provided in a text field so that the Recipient Organization knows who to contact if there 
are questions. 


 
Contact Information 


 Provide a minimum of one primary contact. 


 Answer the question: “Do you want to specify a secondary contact?” If you select Yes, 
complete the details. 


 
Proposal Summary Information 


 The Planned Start Date is defaulted to yyyy/04/01.  


 The Planned End Date is defaulted to yyyy/03/31. 


 Provide a Proposal Description of up to 100 words. 
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 Current State/Statement of Need 


 Describe the background and context for the project, what issues are to be addressed and 
the drivers leading to the request. 


 


List of Clients to be Served 


 Using the Add Client button, identify each of the First Nation communities that will be served 
by the activities planned. Adding at least one client is mandatory. 


 The Organization, Recipient and Client can potentially all be the same. 


 Partners (Optional) 


 To identify a Partner, click the Add Partner Organization button and complete all mandatory 
data fields. 


 


Supporting Documents (Optional) 


 To attach a supporting document click the Add Document button and complete all 
mandatory data fields. 


Complete the Following Information in the Order as Shown 


 


 


Step 1: Activities Planned and Expected Results 


 Click Add Objective and select an objective from the drop-down list. 


 Click Add Activity and complete all mandatory data fields. Adding at least one activity to 
each objective is mandatory. 


 


Step 2: Audience 


 Click Add Audience (if applicable) and select an audience type from the drop-down list. 


 Enter the anticipated number of youth/students to be reached. 


 
Step 3: Expenses (by Activity) 


 Click Add Expense, enter the Expense Type and Amount and provide an Explanation. 
Expenses are listed by Activity. 


 


Step 4: Program Administration Costs 


 Enter the total Administration Costs for the program as a whole and provide an 
Explanation. 


 


 


Step 5: Proposed Budget 


 Click the Calculate button to display a summary of the Proposed Budget. Remember to 
click Calculate again if the expense amounts are updated. 


 


Step 6: Initial Validation 


 Click the Initial Validation button to verify that all mandatory data fields have been 
completed in all sections of the form. 


 If successfully validated, a window will appear stating "Initial validations were successful." 


 If not successfully validated, an Initial Validation Report window is displayed. Click on the 
Return to PDF button and the missing mandatory data fields will be outlined in red. 


 Step 7: Declaration 


 Enter the identification details of the person who has reviewed the information provided in 
this Proposal. 
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What’s New 


1. The Income Assistance Mentored Work Placement has been added to the FNIYES and is referred to as 
the Income Assistance First Nation Youth Employment Strategy (IAFNYES).  


2. Administration costs can be any value (including $0.00) up to 15% of the total program costs (which do not 


include administration costs). 


 


Things to Remember 


1. Contact your ISC Regional Office for the deadline to submit your Proposal(s). 


2. The Recipient number is the 4-digit number assigned by ISC (add leading zeros “0” if necessary). 


3. Be sure to provide as much information as possible in the Activities Planned and Expected Results section. 


4. Click the Calculate button to display a summary of the Proposed Budget. Remember to click Calculate 
again if the expense amounts are updated. 


5. The Initial Validation button assists you with the review process. This action will generate a report listing 
mandatory data fields which are not complete. It is highly recommended that you check your Proposal form 
for missing data prior to submitting it to ISC. Be sure to provide as much information as possible in the 
Activities Planned and Expected Results section. 


6. The previous buttons for View Instructions, Expand/Collapse All, Initial Validation, Print Details and About the 
Form are now located under the Menu button. 


7. Selecting About the Form option will help Recipients and Regional users obtain detailed Form Information 
when reporting any issues to the ISC IT Service Desk.  


 


Frequently Asked Questions 


Q: Can I fill in the Proposal form by hand and fax it to the Program Administrator? 


A: No, the form must be completed electronically and provided to the Program Administrator in electronic format. 


You can send it to the Administrator by e-mail or on a CD, DVD, or USB key. 


 


Q: How do I select my job from the Job Classification List? 


A: Refer to the Job Classification list to help you select the Job Classification. The list of Job Classifications uses 


very general terms. If you do not see your exact job title, use your judgment to choose the one that best 
represents the job you had. 


 


Q: How do I use a form when there are many authors? 


A: We recommend using a Microsoft Word document to compose the different sections of the Proposal. This 


way, you can share the file and compile documents from different authors. You can also format the text as 
you like and then copy and paste it into the form. For more information on formatting text, click the View 
Instructions button at the top of the Proposal template and reference the Instructions document. 


 


Q: Who do I contact for more information or for technical support? 


A: Please see the Contacting ISC document attached to the form by clicking the View Instructions button. 
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Workflow Diagram 
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Job Aid 
Contacting Indigenous Services Canada Regional Offices 
Contact your Indigenous Services Canada (ISC) Regional Office for information on: 


 Accessing the ISC Services Portal and the Education Information System (EIS); 


 Accessing the Data Collection Instrument (DCI) forms and Proposals, Applications and Workplans (PAW) 
forms; or 


 If you experience any technical difficulties in completing the forms. 


To contact your ISC Regional Office, reference the following e-mail addresses and mailing addresses. 


Region Email Address Mailing Address 


Alberta education-education@sac-isc.gc.ca Alberta Regional Office  


630 Canada Place 
9700 Jasper Avenue 
Edmonton, AB  T5J 4G2 


Atlantic aadnc.giat-imat.aandc@canada.ca 


 


Atlantic Regional Office 


P.O. Box 160 
40 Havelock Street 
Amherst, NS  B4H 3Z3 


British Columbia SAC.BCFundingServices.ISC@Canada.ca 


 


British Columbia Regional 
Office 


1138 Melville Street, Suite 600 
Vancouver, BC  V6E 4S3 


Headquarters/NCR education-education@sac-isc.gc.ca Indigenous Services Canada 
Education Branch 


10 Wellington Street, North Tower 
Gatineau QC  K1A 0H4 


Manitoba aadnc.mbrecordsoffice.aandc@canada.ca  Manitoba Regional Office 
365 Hargrave Street, Room 200 
Winnipeg, MB  R3B 3A3 


Northwest 
Territories 


aadnc.NTEducation.aandc@canada.ca 


 


 


N.W.T. Regional Office 


P.O. Box 1500 
4923 - 52nd Street 
Yellowknife, NT  X1A 2R3  


Nunavut aadnc.NUEducation.aandc@canada.ca 


 


Nunavut Regional Office 


Qimugjuk Edifice 
P.O. Box 2200 
Iqaluit, Nunavut 
X0A 0H0   


Ontario aadnc.reportsontario.aandc@canada.ca  Ontario Regional Office  


655 Bay Street, Suite 300 
Toronto, ON  M5G 2K4 


Brantford Business Centre 


195 Henry Street, Unit 6A 
Brantford, ON N3S 5C9 


Sudbury Business Centre 


40 Elm Street, Suite 290 
Rainbow Centre - 2nd floor 
Sudbury, ON  P3C 1S8 
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Region Email Address Mailing Address 


  Thunder Bay Business Centre 


Suite 101 - 100 Anemki Place,  
Fort William First Nation, ON  
P7J 1A5 


Québec aadnc.quebeceducationeducationqc.aandc@
canada.ca 


Quebec Regional Office 


Place Jacques-Cartier Complex 
320 St. Joseph Street East, Suite 
400 
Québec, QC  G1K 9J2 


Saskatchewan aadnc.SKEducation.aandc@canada.ca Saskatchewan Regional Office 


1827 Albert Street 
Regina, SK  S4P 2S9 


North Central Budget Centre 


110 - 3601 - 5th Avenue East 
Prince Albert, SK  S6V 7V6 


South Budget Centre 


Treaty Four Governance Centre 
P.O. Box 760 
740 Sioux Avenue, 2nd Floor, 
Room 210 
Fort Qu'Appelle, SK  SOG 1S0 


Yukon aadnc.YTEducation.aandc@canada.ca  Yukon Regional Office 


300 Main Street, Room 415C 
Whitehorse, YK  Y1A 2B5 


National IT  
Service Desk 


aadnc.sti-its.aandc@canada.ca 1-866-795-6465 
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Job Aid 
How to Obtain National Program Guidelines 
 


Purpose 


This document describes how to obtain the National Program Guidelines for Indigenous Services 
Canada (ISC) Education Programs. 


 


Notice to Applicants and Funding Recipients of ISC Education Programs 


Before submitting a Proposal, request or work plan for a Proposal-based program, please consult the 
National Program Guidelines as these will indicate the program requirements as well as the activities 
and expenses for which you may be eligible. 


If you are the Recipient of funding for a Non-Proposal-based program, consult the National Program 
Guidelines to be aware of program requirements as well as the activities and expenses for which you 


may be eligible. 


It is important to note that the activities and expenses in the Proposal forms and the Report forms are 
listed for your information. Not all applicants and Recipients are eligible for all of these activities and 
expenses. 


By consulting the National Program Guidelines, you may avoid incurring ineligible expenses that you 
would have to reimburse. 


 


Obtaining the National Program Guidelines 


All the National Program Guidelines are available on the ISC website. 


As there are two releases each fiscal year for education program proposal and report templates, the 
guidelines are updated for the release. (For example, Education Partnership Program guidelines are 
published in September/October 2020 for next fiscal year (2021 – 2022).) 


This Job Aid outlines two different ways of accessing the guidelines from the ISC website. 


 Direct Link to the National Program Guidelines. 


 Navigating the ISC website  


 


Direct Link to Program Guidelines  


This link, https://www.sac-isc.gc.ca/eng/1415377531020/1531401688567, leads directly to the following 
Program Guidelines: 


 Elementary and Secondary Education (E/S) 


 High-Cost Special Education (HCSEP) 



https://www.sac-isc.gc.ca/eng/1415377531020/1531401688567
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 Education Partnership Program: Partnership Establishment and Partnership Advancement 
(EPP) 


 Education Partnership Program: Structural Readiness (EPP) 


 Cultural Education Centres Program (CECP) 


 Inuit Cultural Education Centres Grant Program 


 First Nations and Inuit Youth Employment Strategy: Skills Link (FNIYES) 


 First Nations and Inuit Youth Employment Strategy: Summer Work (FNIYES) 


 Post-Secondary Student Support Program (PSSSP)  


 Post-Secondary University Entrance College Preparation (UCEP) 


 Inuit Post-Secondary Education Strategy (IPSE) 


 Métis Nation Post-Secondary Education Strategy (MNPSE) 


 Post-Secondary Partnership Program (PSPP) 


To access the Guidelines using the link above, press and hold the Control (Ctrl) key and click the 
mouse on the link. The website is opened and the Program Guidelines are displayed. 


 


Navigating the ISC Website 


1. In your browser, type in the URL: www.sac-isc.gc.ca 


2. In the Indigenous Services Canada section, click on the English or French button to display 
the website in one of the official languages. 


3. Scroll down and click on the Education link in the Services and Information section. 


The Education page will be displayed listing 9 topics.  


4. Under the Topics heading, click on one of the following links listed below. This will lead you to 
the program guidelines. 


Kindergarten to grade 12 education 


 Elementary and Secondary Education Program (E/S) 


 High-Cost Special Education (HCSEP) 


 Education Partnerships Program (EPP) 


Post-secondary education 


 Post-Secondary Student Support Program (PSSSP) 


 University and College Entrance Preparation Program (UCEP) 


 Inuit Post-Secondary Education Strategy 


 Métis Post-Secondary Education Strategy 


 Post-Secondary Partnership Program (PSPP) 


 First Nation and Inuit Youth Employment Strategy (FNIYES) 
o Skills Link Program (SLP) 
o Summer Work Experience Program (SWEP) 


 



http://www.sac-isc.gc.ca/

https://www.sac-isc.gc.ca/eng/1100100033601/1521124611239

https://www.sac-isc.gc.ca/eng/1100100033676/1531314895090

https://www.sac-isc.gc.ca/eng/1100100033679/1531406248822
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First Nation and Inuit cultural centres 


 Cultural Education Centres Program (CECP) 


 Inuit Cultural Education Centres Grant Program  


5. Scroll down the page to see a brief description of each program. 


6. Click on the Program link, the Program page is displayed. 


7. Scroll down to the bottom of the page and click on the Education: National program guidelines 
link. Make sure that you select the correct fiscal year (2021 – 2022) as the page may have links to 
other fiscal years.  



https://www.sac-isc.gc.ca/eng/1100100033700/1531398486038
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Job Aid 
Completing the First Nations & Inuit Youth Employment 
Strategy Proposal:  Income Assistance First Nations Youth 


Employment Strategy (IAFNYES)  


 


Purpose 


This document will give you a quick guide on completing the First Nations and InuitYouth Employment 
Strategy Proposal Data Collection Instrument (DCI for the Income Assistance First Nations Youth 
Employment Strategy (IAFNYES) Mentored Work Placements. template. For a complete set of 


instructions on how to use the template, click on the Menu button at the top of the DCI and select the 
View Instructions option.           
           


Open the proposal DCI and save to your desktop before completing. So the PDF will scroll with ease 
click on the split page icon outlined in red below. This tool bar will appear at the bottom of the DCI 
under the Initial Validation button.  


 
 
 


Proposal Identification 


Enter a proposal title that includes IAFNYES and First Nation Organization name, for example, 
IAFNYES Swan Lake First Nation 0293. 
 


Organization Identification 


Answer “Yes” to the question “Are you the prospective RECIPIENT of the funds directly from ISC?” 


Recipient No. is a four-digit number. It is your First Nation number with “0”’s in front to make it 4 digits. 
For example, 0293. If your organization already has a four-digit number, enter the four-digit number.  


Once the Recipient Number, Recipient Name, Organization Type and Organization Name match the 
Initial Validation button at the bottom of page 1 disappears and the form expands.  


Data Fields marked with an asterisk “*” are mandatory and must be completed prior to submission.  


Contacts 


You must identify at least one contact. The Primary Contact is the person who ISC would contact for 
general questions regarding the Proposal. A Secondary Contact is identified when there are two people 
who ISC should contact for general questions regarding the Proposal OR when there is a back-up in 


case the Primary Contact is unavailable. Complete all the data fields marked with “ * ”. 
 


Proposal Summary Information 


The Program Start and Program End dates are completed by default as this program must be 
completed within the fiscal year. 


In the Proposal Description, provide a high-level description of the activities planned, for example, 


coordinate 4 youth to particpate in mentored work placements for 4 month work terms. The full 
description is outlined in the Activities Planned section.  


 


Current State/ Statement of Need  


Describe why this project is needed in your community. For example: We have 35 First Nations youth 
between the ages of 18 and 30 who are currently receiving Income Assistance benefits funded by ISC’s 
Income Assistance program. This funding will provide 4 of these youths with quality work experience 
placements and relevant training so they will be able to make informed career and educational choices. 
The youth will also develop employability skills and support career development. 
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Clients Served 


1. The Client Served section is open by default. 


2. Select Client type from drop-down list.   


3. Enter the First Nation name or number for each community you support.  It will pre-populate the 
corresponding data field.   


  


Completing the Activities and Expected Results  


      Important:  In the Activities Planned and Expected Results section, the selection from 
the drop-down lists will always contain the acronym (IA) which differentiates IAFNYES 


placements from the regular FNIYES placements.  


Objective:  


1. Click on the         to open the Objective section. 


2. Click on the downward arrow and select IAFNYES (IA and FNIYES Joint Strategy) from the 


drop-down list. 


Activity: 


1. The Activity section is open.   


2. The Activity Type is defaulted to Coordinate quality IAFNYES Mentored Work Placement. 


3. In the Activity Name field, give the placement a name, for example, Day Care worker.  


4. Enter Start and End dates of this placement. This placement must be within the fiscal year (April 


1, 2023 to March 31, 2024.)   


5. Describe the Activities Planned, for example, a youth will work in the day care as an assistant. 


This position will be filled by a youth who has expressed an interest in working with children. 


The day care supervisor will provide the mentoring and coaching. The youth may participate in 


training sessions specific to the job, for example, First Aid, CPR, early childhood development 


course, etc. This position will include assisting in: 


 Planning and delivering age appropriate activities; 


 Engaging children in play and learning activities; 


 Working with other child care workers for the benefit of the children; and 


 Organizing and maintaining the classroom centres. 


6. Enter the Expected Results. For example, the youth will develop communication, organization, 


planning, working as part of a team, care giving, problem solving and responsibility skills.  


7. The Audience Type is defaulted to IAFNYES Funded Youth. Enter the number of youth 


anticipated to work in this mentored work placement.  


Adding Expenses: 


1. The Expenses section is open. You must enter a first expense before you can add another. 


Click the Add Expense button to add an expense. All expenses entered require an explanation 


on how the funding is going to be allocated. 


2. Whatever expense type you select from the drop-down list make sure you select both FNIYES 


funding and IA funding for each expense type as applicable. It is recommended that you 


allocate 50% of each expense to IA and 50% to FNIYES. For example: If training costs are 


anticipated to be $3,000, then enter $1,500 for Training (IA) and $1,500 for Training (FNIYES).  


      Important:  Mandatory Employment Related Expenses – MERCS (EI, CPP, Vacation Pay 


etc.) must be separated from the wages.  


3. Each line item will require a description. Enter the Total wage (IA) and Total wage (FNIYES)  
for this position. The wages must be explained to equal the amount requested. For example, 1 
youth who works for 44 weeks (220 days) for 7 hours per day at $18 per hour would be 
calculated as 7 hours X 220 days = 1,540 hours X $18 hours = $27,720. The Total wage (IA) is 
$13,860 and Total wage (FNIYES) is $13,860. 
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4. Enter the Mandatory employment-related costs (IA) and Mandatory employment-related 


costs (FNIYES)– MERCS (EI, CPP, Vacation Pay, etc.). A guide is 8% - 12% of the wages. 


 


5. The other expense types are:  


 Cost per participant for required dependent care (IA),  


 Cost per participant for required dependent care (FNIYES),  


 Special equipment and facilities to accommodate the needs of the disabled 


participants (IA);  


 Special equipment and facilities to accommodate the needs of the disabled 


participants (FNIYES);  


 Training (IA) (job related);  


 Training (FNIYES) (job related);  


 Other (IA) $300 per participant for uniforms, work boots, hard hats, etc.) 


 Other (FNIYES) $300 per participant for uniforms, work boots, hard hats, etc.) 


 Important: To add another Activity (work placement) click the Add Activity button and 


repeat steps above.  


Administration Costs: 


Once you have entered all the placements, the Sub-Total Amount before Program Administration Costs 


line will be displayed – total of all work placements funded by IA and FNIYES for IAFNYES placements.    


Administration costs for IA funding include Staff salary, wages and benefits and other Administration 


costs, for example, finance, bookkeeping, photocopying, etc.  


Administration costs for FNIYES funding include postage, advertising, professional services, office or 


general expenses (bookkeeping), photocopying, etc. **Staff salary, wages and benefits are not eligible 


for FNIYES funding. 


In the explanation field, you must break down the administration costs for each program . For example, 


IA administration costs $4,000 for staff salary and benefits for a part-time IAFNYES coordinator. 


FNIYES administration costs $4,000 for bookkeeping, photocopying and advertising, etc. 


 Important: Administration costs of up to 15% of the sub-total amount funded by IA and 
the administration costs of up to 15% of the sub-total amount funded by FNIYES must be 


identified separately in the explanation field in your proposal. 


The percentage will be automatically calculated and should not exceed 15% for the total funding 


provided for these activities (work placements).  


Costs: 


Click on the Calculate button to complete the expenses entered in the section above.  


 


Partners: 


This section is not applicable.  


 


Supporting Documents: 


Include any applicable documents.  
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Declaration: 


This is the final step to completing your Proposal. 
 


Enter identification details of the person who has reviewed the information provided in the Proposal and 


who confirms that it is accurate to the best of their knowledge. 


 


Validation: 


 Important: Before submitting your proposal to ISC, it is important to ensure all the mandatory 


data fields are completed.   


Click on the Initial Validation button. This action vali