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Housing Internship for Indigenous Youth (HIIY) — Application Guide

Introduction

This application guide will walk you through all the necessary steps in completing your application for the Housing
Internship for Indigenous Youth (HIIY) program.

Program Description

The Housing Internship for Indigenous Youth (HIIY) program is an employment initiative for Indigenous youth aged 15
to 30. The program provides work experience and on-the-job training, helping youth interested in pursuing longer-term
employment in the housing sector or a related field.

The duration of the internship must be from 8 weeks to 52 weeks (one year). Funding for a second internship year may
be possible, but isn't guaranteed and is subject to availability.

The following is a high-level process map intended to help you understand what happens and when.

Step 2
Step 1 Wtk Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step
Confirming I':“.‘ & Beviewing the Application ix Application is Contribution Submitting Initial Second
your Eligibility Application Application Assessed Approved Agreement Forms Advancing Payment

Important Documents

To prepare you for completing this application, we recommend downloading and/or reviewing the following documents.

Step 10
23 Step 11
g Requesting
Internship Einal Pevinent
Outcomes s b

{} Housing Internship for Indigenous {} Housing Internship for Indigenous

t—1 Youth — Cost Table t—1 Youth — Fact Sheet

Helpful tips to get you started

Below are some helpful tips on how to successfully navigate the CMHC Housing Portal (which is where you'll be working
on the HIIY application). We recommend you take a moment to review them.

1 If you don't already have access to the CMHC Housing Portal,’ you can create an account today. Download
our guide How to Create a Profile and Start an Application® for more information about accessing the Portal.

2 Each person in your organization can create their own account. You will only need to create an account once. We
recommend that you choose a password you will remember and keep it private.

3 Please make every effort to fill in all the fields while applying. This will allow CMHC to assess your application quickly
and efficiently and avoid potential delays that can arise when an application is incomplete.

4 As you navigate through the application, you will note some fields will have a small red asterisk (*). These are used to
highlight mandatory fields. For non-mandatory fields, you only need to complete as much as you can.

' https://port-cmhc-schl.microsoftcrmportals.com/en-CA/
% https://www.cmhc-schl.gc.ca/-/media/sites/cmhc/professional/project-funding-and-mortgage-financing/funding-programs/nhs-portal-application-guide-en.ashx
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5 If you find yourself "stuck" at any point in the application, please do not hesitate to communicate with your CMHC
representative. They will be happy to help.

6 If you can, we recommend having both this guide and the CMHC Housing Portal® open at the same time, so you
can follow the steps in the guide while creating your profile. We recommend using the browser Microsoft Edge

to navigate the portal.

Starting a New Application

This part of the application is to confirm your and your organization's information and select the program application

you would like to complete.

1. Once you have logged into your account, click "START A NEW APPLICATION".

2. Review your organization's information to make sure it is accurate. If it is, select “NEXT”. If you see an error, do not
hesitate to get in touch with your CMHC representative, and they will be happy to make the changes for you.

3. In the "Proponent” section,
select which program you are
applying to.

— Click on the magnifying glass
icon on the right

— Search and select
"Housing Internship for
Indigenous Youth”

4. Add a name to your project by
clicking on “PROJECT NAME”
(e.g., Housing Internship
Program 2024-2025).

Assigning the application

If you would like to assign this
application to someone else on
your team, click "CHANGE".
Otherwise, you can scroll down
to read and agree to the terms
and conditions.

To agree, you can click on the
check box next to "I AGREE
TO THE TERMS AND
CONDITIONS?” then click the
"NEXT" button at the bottom.

New Application

ki

Step2

Select the program and provide proponent information
Use the Application guide and other website resources to prepare your documentation for this application before you start

The information you enter saves when you move 1o the next step. If your computer is idle for 30 minutes, your session will
time out — information on this page will not save,

Program you're applying for *
Housing Indernship Indiative for First Nation and Inuit Youth x| Q
Project Mame *

| Summer internship Program 2022-2023

Assign Application

You can assign this application to somesne else to complate on your behalf. At any time, you will be able to remave the
assigned person and take back control of the application to edit and/or submit the completed application

This application is assigned to Jennifer Rogerson of Ebb and Flow First Nation

fenms and congitions. 1 Agree 1o the Terms and Gonditions,

Terms and Condiions | Transparency C e
& 2017 Canada Mortgage and Housing Corporation (CMHC) anadﬂ

* https://port-cmhc-schl.microsoftcrmportals.com/en-CA/
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Project Information

The intent of the Project Information section is to allow you to provide essential information about the internship project,
including the intern's job title and function, proposed wages, duration of the internship, and the potential to keep the
intern after CMHC funding has ended.

Please Note
The process below focuses on an application for one intern.
If you are applying for multiple interns, you will have to either:

+ submit a separate application for each intern; OR

* submit one application along with the Project Cost Table, which allows you to provide the required details for all
additional interns.

1. Project Name
The project name you wrote earlier will be added automatically. The name you enter will be the title of your
organization's internship application.

2. Expected Project Start Date
Enter a "START DATE" for one intern. You can click on the calendar icon to see a calendar view. Please enter the
earliest expected start date for your first intern. (YYYY-MM-DD)

3. Expected Project Completion Date
Enter an "END DATE". You can click on the calendar icon to see a calendar view. For this field, please enter the
expected date of completion. (YYYY-MM-DD)

4. CMHC Contact(s)
Provide your "POINT OF CONTACT" at CMHC (if applicable).

5. Function Area
Select one "FUNCTION AREA" from the drop-down list of options.

6. Job Title
Select one "JOB TITLE" from the drop-down list of options.

7. Weekly Hours
Write the "NUMBER OF HOURS PER WEEK" for one intern (e.g.: 20 hours per week).

8. Safety Equipment Cost
Write "THE AMOUNT" you require to cover the cost of safety equipment for each intern working on a construction
or renovation site, such as safety shoes/boots, hard hats, safety glasses, etc.

— This amount cannot be more than $250.00 per intern.

— Any safety equipment costs claimed are taken off your total approved funding amount from CMHC.

@ Go Back to Table of Contents 5
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9. Assistance Period (weeks)
"SELECT" the expected assistance period (duration of the internship) for one intern in weeks.

NOTE: Approval of internships that extend into a second year (i.e., beyond 52 weeks) is subject to available funding. If your application
is intended for two years, you may have to reapply for second-year funding close to the end of the first year.

10. Proposed Wage ($ / hr)
Enter the "PROPOSED WAGE" for one intern only. The dollar amount must represent their salary per hour.

NOTE: You must pay at least the minimum wage of your province or territory.

11. Position - C&C Support

NOTE: To be completed if the
internships will occur in an Indigenous

community on reserve. Otherwise, A ¢

please skip this question. s gy

Using the "DROP-DOWN" list,

indicate whether or not the Chief New Application

and Council support the creation

Of the POSitiOﬂS agree Wlth the 1. Contact »* 2 Proponent «’ 4. Additional Information 5. Proposad Financing 6. Attachments 7. Submit

identified housing objectives,

. Step 3 outot T

and ensure that the interns Plaase pravide a descriptive name far your application, ia “first name PROGRAM

have the time to participate Projoct Nams

in training and Carry OUt the Summer IMemship Program 2022-23

dehverables |dent|f|ed Expected Project Start Date * Cxpected Project Complation Date *

' 2022-05-30 [ | 2022-08-09 [
Before you click "NEXT" at the CMIIC Contactis)
bottom, be sure to take a moment e
to review your content and ensure
you have entered all the essential Function Arsa Job Tite
information. Housing Coardinator - ouising Codoliaies =
Wierrkly Hours Saluty Equipment Cost
20 250
Assistance Period (weeks) Proposed Wage (51 hr)
18 16

Position - C&C Support

Mo v

i

@ Go Back to Table of Contents 6
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Additional Information

The Additional Information section allows you to provide key information and details about your proposed internship
project, including the responsibilities, training and support for all interns you would like to hire along with the expected
outcomes of their internships.

Please provide as much information as you can, as this will allow CMHC to assess your application more quickly and
efficiently, avoiding potential delays that can arise when an application is incomplete and further information is needed.

How to answer the questions
Click on the "QUESTION", and

a new pop-up window will open. New Application

* Once the new window opens, RIS s e - [ .
you will have a "DROP-DOWN" -
menu in which you can select i kot ; —_— /o )
the appropriate answer. Mo ooy

* Once you have made your
selection, click "SAVE AND GO
TO NEXT QUESTION".

@ Go Back to Table of Contents 7
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Intern's age
Q: Is (are) your intern(s) within
the ages of 15-30 years old? Additional Information

fis your inbern withen the ages of 15-30 years old?

Please select your answer

Project limit

Q: Is (are) the internship(s)
within the 8-week-to-24-month Additional Information
program limits?

|5 v internship 8 minimum of & weaks?

Please select your answer

Application for year 2

of an ongoing internship
Q: Is this application for year 2 of
(an) ongoing internship(s)? Please Addiional Information
specify for how many intern(s).

fis this application for Year 2 of (an) ongoing interrship(s)? Pleass precise for how
imany intern(s)

Please select your answer

| Yes

Mo
Mat for all interms

Save & go to Previous question

@ Go Back to Table of Contents 8




Do the Chief and Council
support the creation of
the internship position?
Q: Do the Chief and Council
support the creation of the
internship position, and will

they ensure that the intern

has a supervisor to provide
guidance and direction?

There is also an open text
box where you can "PROVIDE
ADDITIONAL DETAILS”.

Intern duties
Q: Describe the intern's duties.

In the open text box, describe the
responsibilities, duties, and tasks

the intern(s) will have.

NOTE: If you are applying to hire more
than one intern, please indicate the number

of interns you would like to hire in the
open text box as well.

Selection/hiring process
Q: Describe the process by which you
will or have selected your intern(s).

In the open text box, "DESCRIBE"
the process you will follow to select
the intern(s).

@ Go Back to Table of Contents
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Additional Information

Droes thi Chiel and Coundll suppai the creation of te internship position, and will
they ensure that the infern has a supervisor io provide guidance and direction?

Please salect your answer

| Yes

No
Not Applicable - intemshig oocurs off-reserve

Save & go lo Previous question | Save & go lo Next question

Addsional Information

Describe the nterm(s) duties

Provide Details
-Accounts Payable
Home maintenance
-Rent coBection
| -Ransvation sppeanticaship |

Save & ga o Naxt question Save & Close

Additional Information

Fnuu the process by which you will or have selected yoor intemis)

Provide Devails

W will past the intarnship o ppartanity in the crgarization’s office, commurscate it
at esmmunity meslings. adverise i on our website, and post it on all our social
meda channals.




Support to the intern

Q: Describe with as much detail

as you can the type of coaching and
support you will give the intern(s) to
guide them in their new position(s)
and work environment.

In the open text box, "DESCRIBE"
the type of coaching and support
you will give the intern(s).

Specific training

Q: Describe what kind of training
(educational, technical, or other) you
will provide to help the intern(s) fulfill
their responsibilities and develop
relevant knowledge and skills.

In the open text box, "DESCRIBE",
what kind of training you will provide.
Be specific and include details

(tybe of training, subject area, etc.).

How will the project
improve the management
or quality of housing
conditions?

Q: Explain how the project will
improve the management or quality
of housing conditions. The impact
can either be at a community level or
limited to a specific housing project,
program, or sector.

@ Go Back to Table of Contents
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Additional Infermation
e52ribe with 35 much spaciiclty a3 you can the type of coaching and support you |
give tha inteens) 1o guide tham in their new pesiion(s) and work smironment

Provide Details

WHIMIS Traiming tazardous maseriasls training)

Basic Accounting iraining|

Additional Information

What kind of training (educational, technical, or other) will you suppert or provide 1o
help the intem(s) fulfil their responsibilities and develop relevant knowledge and
skills?

Provide Details

WWHIMIS Training (hazardous materials training)
Basic Accounting training

Additional Information x

:Ezpla n how the project will improve the management or quality of housing
[conditions. The impact can either be al a commanity level or limited 1o a specific

housing project. program, or sector. P
Provide Details
The intern will collect rents, crganize tenant files, respond to and track all
incoming cadls to the housing dept. in the community (reserve). This will improve
the rate of rental paymant in the community, increasing lenants’ accountability and
rosponsibiity. |

£

g0 to Previcus question

10



Required resources

Q: Do you have the required
resources (funding, staffing, etc.)

to offer the intern(s) the possibility
of employment and/or training after
the internship ends? Please explain.

Two-year internship

Q: If you are seeking funding for two
years, indicate the number of interns,
the expected number of weeks, and
the funding requested from CMHC
for the second year.

CMHC may contact you for additional
details. Please note that, as funding is
subject to availability, you may have
to reapply for year-2 funding.

When you are have completed, scroll
down and click "SAVE & CLOSE".

@ Go Back to Table of Contents
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Additional Information

Do you have the required resources (i e. funding, staffing, elc ) to offer the internis)
the possibility of employment andior training afier the internship ands? Please
rocplain

Prowide Datails

We may have the physicall resousces to offer the possiblity of employment post-
internship, but we would have to secure funding from multiple sources

Save & go to Previous quesion || Save & go 1o Next queshon

Additional Information

If you are seeking funding for two years, indicate the number of interns, the expected |
'Purnber of weeks, and the funding requested from CMHC for the second year

Provide Details

Save & go lo Previous question Save & go lo Next question Save & Close

11



Once you have answered all of the
required questions, the pop-up

window will close, and you will see
all your answers in a table format.

Take a moment to review your
answers. If you want to make any
changes, simply "CLICK ON THE
QUESTION YOU WOULD LIKE
TO FIX".

When satisfied with your answers,

you can scroll down and click "NEXT".

@ Go Back to Table of Contents
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New Application

1 Contne ¥ 2 Propomant ¥ 3 Misject Information * [EIREESERS

Step 4 out of 7

Click on each of e questions beiow i cumgiete the evalusion portion of you applceion

5 Proposod Finencing 6§ Aflechmaonts 7 Submit

Norma

s (ara) your indsenis| within. the ages of
1530 years old?

s fmmr) the ievarshlen s ) wetiol the: B
e, e 24-moeath progren limils?

e this applcation far Year 2 of fan]

el o e o
i pusalion, and

e e
wil thay enture $hat tha intern has a
Supnisar 8o provide guidants and
dirpction®

Descrine e intemis) duties.

Desalbe the provess by which you will
o e swlected yous kitens)

Dozeribe with 35 much speciicity as you
can the type of conching and support
w»

reaprbilics ond develop iekevant
inewledge and skill?

Fepan o the project wil improv tha
mansgeent or qually of housing
condizna The brpact 2an el be at

5 communisy leval ac lmited ts 3 spachic
housing pevject. program, or coctar

Uin s haws Bsa raneined ressuras fi &
hunsng: staffing, 837 io ofter e
intormis| the posehidity of amploymont
andior rairing afar tho rteenchin

onds? Dleamn oaplsin

I you are seesing Amdng for tve Years.
Ffcile the: mumbed of mtems. the
expecind furber of weeks and he
unang (equested kom CRMHC for e
wactng yoar

It any of the above gquastins are marked &

Criers Wt el
Sel-Asneasmart  Mrovide Details Anserrad
vei Vei
Yes Ve
Yoo Vor
i Viow

- Acrnumis payahis - Home mamtananc
& - Hanl cnllection - Hanovahon apprant
iraship

e will pust thee lnewiship opperunity §
1% organizamion's ofice. communical
&1 3t community maatings. advenisa it
o iour Walesha. #nd Dos1 i on 3l our 50
st medis chanaels

WHIMES Trairing b
i) D, Ak

WHIMIS Trairing (hazardous rasberials |
raising) Basie Anen ueling rsining

he indarn will collert renls. anpaniz e s
it flaa, reapend 2 and track all inco
rring calls 1o tho housing dept. inthe <o
revvenity (rassrvs] This wil imprave fhe
raig of rental payment in tha communit
1. inwaasing fanants’ ascountabisty and
resgrasibifly

W may have the phyeical rssources to
cifar the possibility of smploymont post
inboemchip, It wa woulkd havs o secur
& funding from mutiphs sources

TN 0T MR CORGEA your CMHC SEeclalst i iscuss.

“
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Proposed Financing

The intent of the Proposed Financing section is to list all the sources of funding that you will or plan to obtain to finance

the internship, including the financial contribution from your organization, the funding expected from other partners
(public, non-profit, private), and from CMHC.

1. Type of collaborator

In the drop-down list, select the
type of partner or collaborator you
will seek (or have received) financial
contributions from.

Getting funding from other partners
will allow you to provide interns with
better, more rewarding internship
opportunities. Note that, if you cannot
specify (or do not know) all funding
sources/partners while completing
this application, you will have the
opportunity to provide this funding
information if your application

is approved.

NOTE: You will repeat these steps for
each collaborator and funding source,
including your own organization. For your
organization, select "Proponent” as the type
of collaborator in the drop-down list.

2. Funding Type

Using the drop-down list, select
"CONTRIBUTION" as the funding
type you are requesting from CMHC.

There are four options in the
drop-down list. They are:

* Subsidy + Other
+ Contribution

* Loan

@ Go Back to Table of Contents

Partners, Collaborators and Funding Sources

Total Expected Funaing

Total Cost per Person

Collaparator Organization Name

WRIt I£ the typ of eollaboratorpanners * ﬂ

Partners, Collaborators and Funding Sources

Total Eypected Funding
=

Total Cost per Person

What is the type of callaborator/partner?

— 0-9

Collaborator Organization Name

SAVE AND ADD ANOTHER FUNDING
SOURCECOLLABORATOR

CANCEL AND RETURN TO FUNDING
SOURCE! COLLABORATOR LIST

13



3. Capital funding
amount

Please indicate the "FUNDING
AMOUNT" you want from CMHC
and the funding amounts you expect
or have received from other partners
(in dollars — for example, $1,000).

NOTE: The Proposed Financing section
includes an automatic calculation for the
Total Cost per Person.

If you are applying for multiple interns
and are choosing to submit only one
application, be sure to include the total
amount requested from CMHC in the

field Capital Funding Amount Expected.

4. Collaborator
Organization Name

Enter "THE NAME" of the
collaborator organization from which
you will seek financial contributions.

5. Save and add
another

Scroll down and click on "SAVE
AND ADD ANOTHER FUNDING
SOURCE/COLLABORATOR".

@ Go Back to Table of Contents
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Partners, Collaborators and Funding Sources

Total Expected Funding
50.00

Total Cost per Person
800

There are no funding Sources 1o ispiay.
Seiect ihe bullon below 1o add a funging SoUsCe.

AMCEL AND RETURN TO FUNDING

Create a separate funding source %or each collabaral
could

h respective funding amounts. Examples of collaboratons
i Mation
What is the type of collaborater/partner? * Cellaborator Organization Mame *

noUS Government ~

Funding Type *

tign -

Capital Funding Amount Expected w

0 ANOTHER FUNDING

ILLABORATOR

Partners, Collaborators and Funding Sources

Total Expected Funding
$0.00

Total Cost per Person
£0 .00

There are no funding sources to display.

Create a separate funding Source 1o each collabo

What s the type of collaborator/partner? *

Indigenaus Gavemment

JRN TO FUNL

ning amcunts. Examples of coRsborators

Collaborator Grganization Name 'm

First Natior|

Funding Type =

Contribution v

Capital Funding Amount Expected

Partners, Collaborators and Funding Sources
Total Expected Funding
50.0¢

Total Cost per Person
There are no funding scurces to display.

Create 3 Separale Mnding douice for each collabarato n this project with fespaciive funding amounts. Examples of collaboraon
could include CMHC. 13C and your own Hatios.

What is the type of cellaboratoripantaer? © Collaborator ol‘i!ﬁl“lleﬂ MName ©
nAigenous Govwermment w Windy Hil First Nation]
Funding Type *

Contribution

Capital Funding Amount Expected

OTHER FUNDING

LABORATOR

14
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6. VIEWIng your Partners, Collaborators and Funding Sources
costing table e

Tetal Cost per Partan

After you have pressed save, you will so0x
see your information show up above CEIRGarator CrGRRAATon ki L
. . Collaborator Type & Narne Funding Type Expecied

in the funding table.

indigenous Govemment Wimgy Hill First Nason Contribution $1,000.00

If you notice an error or want
to delete it, you can click on the

Creale a separate unding source for each collabor,
small "DROP-DOWN ARROW", ’ ' coud inciuce CHHC, ISC
WhICh W|” a”OW )/OU to edlt or What is the type of cellaberatoripartner? * Collaborator Organization Mame *
delete the record.

ective lunding amounts. Exampies of colaboratons
wn Nation

Funding Type *

Capital Furding Amount Expecied

7' save and Continue Partners, Collaborators and Funding Sources
or add another st

$

If you are satisfied with your entry, o

you can do one of two things: Collaborator Organization Caplal Funding Amount
Collaborator Type + Name Funding Type Expected

* You can click "DONE WITH indigenaus Govemment \Windy Hall First Nation Contribution £1.00000 w

ADDING FUNDING SOURCES/
COLLABORATORS", which R O
Croate a separate funding source for sach o or 5

will move you forward to the could include CMHC. 15C ap:: wour own Nation

next Step. What is the type of collaboratorpartner? * Collaborator Organization Name *

* You can click "SAVE AND ADD S——
ANOTHER FUNDING SOURCE/ .
COLLABORATOR", WhICh Capital Funding Amount Expected
will allow you to add another
funding source.

CEL AND RETURN

funding amounts. Examples of collaborators

SAVE AND ADD ANOTHER FUNDING
SOURCEMCOLLABORATOR

NOTE: We recommend that you include

all funding sources. DONE WITH ADDING FUNDING
SOURCESICOLLABORATORS

8. Funding sources New Application

Once you have entered a” your 1. Cortact o 2 Proponent « 3 Project nformation o 4 Additional Information Aachrats T Subsmit
funding sources and clicked "DONE

WITH ADDING FUNDING
SOURCES/COLLABORATORS",

Partners, Collaborators and Funding Sources

Total Expected Funding

you will be brought to the next 1,000
page, where you will enter all Tots Cost per Petsen
your information. o
Collaborator Organizaticn Capitsl Funding Amount
Lo . Collaborator Type & Name. Fundiag Type Expected
lf )/OU are satISfled Wlth a” the Indigencus Govemment Windy Hil First Nation Contribution $1.00000

information, you can scroll
down and click "NEXT".

Create a separate funding source for each colabsrator involved with this project with respective funding amounts. Examples of collaborators
eouid inchuda CMHC, ISC and your cvn Na

i i “
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This section of the application allows you to enter any documents you think should be included with your application.

* If you are applying for multiple interns, this is where you will upload the Project Cost Table (Excel document).

* If you are planning to have a two-year internship, you can attach a summary of any year-2 internship project details

you would like to provide.

Upload Files

1. If you want to include
any documents, you can do so
by clicking "CHOOSE FILES".

A new pop-up window will open,

in which you can search for a
document on your computer
or network.

2. Once you have selected
a document, click on
"UPLOAD FILES".

3. Once you have uploaded your
files, they will appear in the "MY
DOCUMENTS" section below.

4. When you are satisfied with all
your documents, you can click
"NEXT".

As shown on the portal, you can
attach the following document
formats: PDF, DOC, DOCX,
PPT, PPTX, TXT, JPG, JPEG,
PNG, XLS, XLSX.

The maximum size is 10 MB per file.

@ Go Back to Table of Contents

New Application

stacl ¥ 2 Proponent v Inleerason o 4 Al gsrmation o 5

E

Step G out of T

Add Documents

Dbtgin the spplicable program decument ehecklist lrom your CMHC Specialist if reguines

ttach Files (maximum size 10 MB per file. The anachments must be in the for
)

PNG, NLS, XLSX

My Documants
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Submit

We are now at the end of the application process.

Print and Review

On the Submit page, you can review your application before submitting it. Click on "PRINT AND REVIEW YOUR
APPLICATION", and a pop-up window will open where you can view your entire application.

This is not mandatory. The portal will save your application, and you will have access to view it at any time.

After you have reviewed your application, you can go back to the previous pages if you need to make any edits.

Save for Later

You can also save your application and New Application

submit it at a later time. If you wish to do B = : 5] e P PR M e ,m
this, click on "SAVE FOR LATER". The
system will save your application under
your profile, and you can find it under
the section "MY APPLICATIONS".

Step T owtof 7

Submit Application

Save for later Submit Now
If you choose this option, you will be able
to edit until you submit the application.

Submit Now

Important! Once you click on "SUBMIT

NOW", you will not be able to make any
more changes to your application. You

will have to reach out to your CMHC
representative to request any further changes.

Therefore, please make sure the information you have entered is complete and accurate before clicking on "SUBMIT NOW".

After reading the disclosure, you can click on "SUBMIT NOW".

Thank You Window

Once you have submitted your applications, a pop-up window will open, and you will have three options:
1. "CLOSE", which will close the application;

2. "SUBMIT ANOTHER APPLICATION", which will bring you to the beginning of the application process, and you can
submit another application, or

3. "TAKE THIS SHORT SURVEY". We encourage you to take this survey and share with CMHC your feedback on your
experience with this application. We continuously strive to improve, and we appreciate your feedback.

NOTE: One of the benefits of the portal is that you can now monitor the status of your application by accessing your account. You may
also need to submit specific documents throughout the process.
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Next Steps

We have now completed the application submission part of the process. To help guide you along, we have included
below a breakdown of each step of the application process, including the steps that come after you submit
your application.

Remember at any time, you can access your account and your application, and see your status. You can also communicate
with your CMHC representative.

Step 1 — Confirming your eligibility and Application Guide review

Review the eligibility requirements for the Housing Internship for Indigenous Youth (HIIY) program by consulting the
Program Fact Sheet and the Project Cost Table (if appropriate) and reviewing the questions and criteria outlined in the
Application Guide.

Step 2 - Filling out the application

Use this Application Guide to support you in each step of the application process. If you have any additional questions,
your CMHC representative will be happy to assist you.

In the portal, your application status will read "SUBMITTED".

Step 3 — Review of your application by CMHC

CMHC will verify your application for eligibility and completeness. If additional information is required, CMHC will contact
you with a request to submit the missing information or documentation by a designated deadline.

NOTE: In the system, your application will read:
+ "UNDER REVIEW?"; or,
+ "ADDITIONAL INFORMATION REQUIRED"

Step 4 — Application is assessed

CMHC will assess your application to determine approval and funding allocation. Please note that, while every effort
is made to allocate contributions to as many applicants as possible, given the limited funding available, a prioritization
process may be undertaken.

Your application status will read "UNDER ASSESSMENT" in the portal.
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Step 5 — Application is approved
All approved applicants (sponsors) will receive a Sponsor Package by email. This package will include:
* a confirmation letter specifying the funding amount that will be provided for your internship request.

+ a Contribution Agreement establishing the terms and conditions of the funding. You will be required to review
and sign this document by a designated deadline.

* an Intern Profile form that you will be required to complete and submit to CMHC upon hiring the intern(s)

* a Post-Internship Outcomes form that you will be required to complete and submit to CMHC when the internship
ends, but no later than March 31.

Your application status will read "APPROVED" in the portal.

Step 6 — Contribution Agreement signed

Once you sign the Contribution Agreement, you will return it to CMHC by email. CMHC will then sign the agreement
and upload it to the portal.

Your application status will read "AGREEMENT SIGNED" in the portal. This means that the agreement has been signed
by both parties and can now be implemented by CMHC.

Step 7 — Submitting forms

Once you hire the intern(s), you are required to complete and submit the Youth Intern Profile Form(s) that you received
in your Sponsor Package and return it to CMHC by email by a designated deadline.

Step 8 — Requesting initial advance

After submitting the Youth Intern Profile Form(s) to CMHC by email, you will receive an initial advance payment for 50%
of your total allocation..

Your application status will read "INITIAL ADVANCING" in the portal.

Step 9 — Post-internship outcomes

You will be required to submit the Post-Internship Outcomes Form to CMHC by email when your internship ends,

and no later than March 31.

Step 10 — Requesting final payment

After submitting the Post-Internship Outcomes Form, you will be required to make a request for final payment from CMHC.
This request must be made when the internship is completed, and no later than March 31.

Your application status will read "FULLY ADVANCED" in the portal.
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Frequently Asked Questions (FAQ)

Below are some frequently asked questions to help guide you through this program and the application. Should you
require further assistance, please get in touch with your CMHC representative, and they will be happy to assist you.

1. Is there an age range for the intern(s)?
Yes, the Housing Internship for Indigenous Youth (HIIY) program is an employment initiative for Indigenous youth
aged 15 to 30.

2. Is there a limit to the number of weeks or months we can have an intern?
The internship must be for a minimum of 8 weeks. The maximum length is 2 years, subject to available funding.

3. Can the interns work anywhere else at the same time?
No, participating interns cannot be otherwise employed or be receiving Employment Insurance benefits during
the internship.

4. How can | apply for multiple interns?
If you are applying for multiple interns, you will be required to either:

— submit a separate application for each intern; or

— submit one application along with the Project Cost Table, which allows you to provide the required details
for all additional interns.

5. If my application is approved, how long will it take until | receive my contribution?
Once your application is approved, you must confirm that you have hired the intern(s), by submitting the Youth Intern
Profile Form(s) to CMHC by email to receive your first payment of 50%.

Once the Youth Profile Form(s) are received, CMHC will issue your first payment.

6. What kind of funding will | receive?
CMHC funding for the HIIY program takes the form of a contribution that will help finance the internship(s),
in accordance with the terms and conditions of the Contribution Agreement.

7. What if | run out of funding but | still need my intern?
Funding may be provided for a period of up to 52 weeks (one year) ending March 31.

If, during the course of the internship, you determine that you will be needing the intern(s) for a longer period of
time, you can contact your CMHC representative to indicate your interest in seeking funding for a second year.
Please note that, as funding is subject to availability, you may have to reapply for year-2 funding.
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CMHC helps Canadians meet their housing needs

Canada Mortgage and Housing Corporation (CMHC) has been helping Canadians meet their housing needs for more
than 75 years. As Canada’s authority on housing, we contribute to the stability of the housing market and financial system,
provide support for Canadians in housing need, and offer unbiased housing research and advice to Canadian governments,
consumers and the housing industry. Prudent risk management, strong corporate governance and transparency are
cornerstones of our operations.

Reach us by phone at 1-800-668-2642 or by fax at 1-800-245-9274.

CMHC.ca ﬁfﬂ l'il [ > Canad'é' CMHC¥ SCHL



https://www.cmhc-schl.gc.ca/
http://www.twitter.com/CMHC_ca
http://www.linkedin.com/company/canada-mortgage-and-housing-corporation
https://www.facebook.com/cmhc.schl
https://www.instagram.com/cmhc_schl/
http://www.youtube.com/CMHCca
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