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SECTION A — GENERAL INFORMATION

1. Introduction

This Applicant Guide provides information to help applicants complete and submit an application
for financial assistance under the Jobs and Growth Fund (JGF). It is the responsibility of the
applicant to complete all required sections of the application form as accurately and as
completely as possible and to include all required information as outlined in this guide. Failure to
do so may preclude the Atlantic Canada Opportunities Agency (ACOA) from considering the
application. If you have additional questions, please contact the ACOA office nearest you:

Head Office: 1-800-561-7862

Nova Scotia: 1-800-565-1228

New Brunswick: 1-800-561-4030

Prince Edward Island: 1-800-871-2596
Newfoundland and Labrador: 1-800-668-1010
Ottawa: 613-941-7241

2. About the Jobs and Growth Fund

a)

Duration of the program:

The JGF will provide $700 million over three years (2021-2022 to 2023-2024) across Canada
to support business financing. This support for regional recovery and stimulus will position
local economies for long-term growth by transitioning to a green economy, fostering an
inclusive recovery, enhancing competitiveness, and creating jobs in every corner of the
country.

The Objectives of the Program:

The objective of the JGF is to pursue opportunities to create jobs, support inclusive and clean
growth and lift up struggling businesses and communities by investing in job creators and
those in the ecosystem that support them.
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SECTION B - PROGRAM INFORMATION

1. Who can apply?

Eligible applicants include:

Incorporated Businesses (primarily Small and medium size enterprises (SMEs);
Not-for-profit organizations;

Municipalities;

Post-secondary institutions;

Provinces and territories and related entities; and

Indigenous organizations such as Indigenous-led not-for-profits and organizations which
include but are not limited to First Nations as represented by their Chief and Council, Tribal
Councils, Indigenous Representative Organizations, Métis and Inuit organizations and
Settlements as well as Indigenous/First Nation/Métis Settlement owned organizations.

2. What type of activities are eligible?

The JGF will support projects that contribute to near-term job creation and long-term resilience
through projects that will:

e Transition to a green economy;

e Foster an inclusive recovery;

e Enhance Canada’s competitiveness and future proof SMEs through digital adoption to
improve productivity and automate manufacturing processes; and

e Support and reshore critical sectors and protect Canadian capacity.

3. What are some project examples?

e Projects related to clean technology and product development to de-risk and mobilize private
capital investments in areas of emerging strength.

o Process adoption that support gains in productivity, greening production and operations as
well as climate change adaptation projects that increase SME resilience to the impacts of
climate change.

e Investing in clean and circular in partnership with regional governments.

e Inclusive growth projects that support underrepresented entrepreneurs, owned/led
businesses and workers which could include projects such as: providing funding to
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underrepresented entrepreneurs or owned/led SMEs to scale up and reach new markets; or
funding to NFPOs providing inclusive business services to improve access to capital,
mentoring opportunities and networks to drive greater economic representations.

e Projects contributing to diversifying local capacity (e.g. natural resource endowment,
manufacturing assets and the bi-products of traditional industry, etc.) into areas with future
clean growth potential.

e Projects that support collaborations to catalyze the development of consortia to support green
economy transition, tech development and adoption.

e Projects that support the development or adoption of digital and technological solutions, and
investments in technologies that help scale businesses, enhance their productive capabilities,
and increase resilience (e.g., cybersecurity solutions, Industry 4.0).

e Projects supporting scale up and market expansion activities that bolster traditional areas of
strength and highly impacted sectors.

o Projects that facilitate the development of emerging areas of global competitive advantage
that offer opportunities for future growth.

e Projects that attract investment in key sectors.
e Projects that support supply chain adaptation and diversification opportunities to protect
Canadian capacity in critical sectors such as food production, medical supplies, and

biomanufacturing.

e Other types of projects that support SMEs and communities that are critical to the economic
fabric of communities (i.e., major employers in those communities).

SECTION C - APPLICATION PROCESS

1. Process and Deadline

Applications will be accepted through continuous intake process.

2. Steps to Submit an Application

Step 1: Download the Application specific to the Jobs and Growth Fund.

Step 2: Using this Applicant Guide as a reference, fill out the application form, save it, and
prepare all supporting documents. (A list of required documents is included in the application)
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Step 3: To submit your application online, return to the Application form page and use the "Ready
to submit online" button.

Note: To submit a paper application, print it and mail it along with all supporting documents to one
of the ACOA regional offices in your province. Keep a copy of the completed and signed
application for your records.

Completing the Application for Financial Assistance Form

All sections and fields in the application form must be completed, where applicable. Below is a
brief summary of each of the sections of the application form. If you require further assistance,
please contact ACOA.

Applicant and Contact Information

This section collects information about the applicant and includes:

1.

Legal name of applicant: Provide the official legal name of the applicant. The applicant’s
legal name may be different from its operating name.

Operating name of applicant, if different: Provide all operating name(s) of the applicant, as
applicable.

Mailing address: The complete address where the headquarters of the applicant is located.
Email: Please ensure that the email address provided is valid and active.

Authorized contact: Provide contact information for the person who is authorized to
represent the applicant, and who will be the main point of contact regarding the project. Note
the authorized contact cannot be a consultant, as ACOA will only communicate with the
applicant. If the contact person is not a signing officer of the applicant organization, further
confirmation of that person's authority to represent and bind the organization may be
required.

Description of your organization and its mandate: Please describe what type of mandate
most accurately reflects the applicant organization, not the project activities. (E.g.
educational, economic development, humanitarian, youth, etc...)

Date of Incorporation: The date stated on the applicant’s Articles of incorporation, letters
patent or other constituting document, as applicable.

Business Number: The business number is a unique 9-digit number assigned by the
Canada Revenue Agency.

Type of legal entity: Select the appropriate type of legal entity.


https://www.canada.ca/en/atlantic-canada-opportunities/services/application-for-financial-assistance.html
https://www.canada.ca/en/atlantic-canada-opportunities/corporate/contact-us.html
https://www.canada.ca/en/atlantic-canada-opportunities/corporate/contact-us.html
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Official language for correspondence: Please select in which official language you prefer
receiving correspondence regarding the project.

Contact information of bank or financial institution ACOA may contact to inquire about
the applicant: This section must be completed by providing the information for the bank or
financial institution used by the applicant organization.

Project Information

This section is used to describe the project and outlines the specific details and information
required, which includes:

1.

10.

Project Name: Provide the official title of the project (i.e. improve cybersecurity of
operations).

Project location: Specify the location where the project will take place.

Estimated Start Date of Project: This date is the first day the applicant anticipates incurring
expenses for the project.

Estimated End Date of Project: This date is the last day the applicant anticipates incurring
expenses for the project.

Estimated Total Project Costs: This should include all costs associated with the project.

Amount requested from ACOA: This should reflect the amount of funding requested from
ACOA for this application.

Fiscal year start/end: Provide the applicant’s fiscal year for operating and accounting
purposes.

Previous ACOA assistance: Specify if the applicant has received assistance from ACOA
previously on other projects.

Has the applicant made any financial or legal commitments for the project? Select
“Yes” if the applicant has made financial or legal commitments to the project such as
contracts, licenses, or costs already incurred.

If yes, provide details: Specify the commitments or obligations that applicant has made
towards the project to date as well as the costs already incurred.

Provide a description of the project and the key activities to be undertaken: Briefly
describe the project's main activities and the anticipated results of the project. Details of the
project description should be included in the applicant’s project plan and be submitted with
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the application form. The project plan must describe in detail how the project will contribute to
the JGF objectives.

Describe measurable economic benefits of the project: Please describe what economic
benefits or spin-offs the project will bring to the region; how it will create jobs, support
inclusive and clean growth and lift up struggling businesses and communities.

Total number of current jobs: Calculate current number of jobs by way of full time
employment (FTE). An FTE can consist of one person at full-time employment or more than
one person at part-time employment, such as the total working hours of those part-time
employees pooled together is equivalent to the hours of one person working full time.
Generally, full-time positions will involve between 35-40 hours in a regular work week. Do not
include FTEs who are employed by suppliers or contracted services. In the case of seasonal
or part-time employment, the number of current jobs reported here must be converted to
reflect full-time equivalent, which means 1600 hours or 40 weeks of work per year.

Total number of jobs to be created at the end date of project: A job created refers to a
job that did not exist within the applicant organization prior to the project, but that was created
as a direct result of the project activities. An FTE can consist of one person at full-time
employment, or more than one person at part-time employment, such that the total working
hours of those part-time employees pooled together is equivalent to the hours of one person
working full-time. Generally, full-time positions will involve between 35-40 hours in a regular
workweek. Do not include FTEs who are employed by suppliers or contracted services. In the
case of seasonal or part-time employment, the number of jobs reported here must be
converted to reflect full-time equivalent, which means 1600 hours or 40 weeks of work per
year.

Total number of jobs maintained at the end of project: A job maintained refers to a job
that existed within the applicant organization prior to the project, but that would not continue,
or would likely be lost if the project is not funded. An FTE can consist of one person at full-
time employment, or more than one person at part-time employment, such that the total
working hours of those part-time employees pooled together is equivalent to the hours of one
person working full-time. Generally, full-time positions will involve between 35-40 hours in a
regular work-week. Do not include FTEs who are employed by suppliers or contracted
services. Jobs maintained must be a direct result of the project activities. In the case of
seasonal or part-time employment, the number of jobs reported here must be converted to
reflect full-time equivalent, which means 1600 hours or 40 weeks of work per year.

Ownership

This section is reserved for businesses and partnerships. Other applicants are not
required to complete this section.

1.

Provide information about the principal owners of the applicant: Indicate in the table the
given names and surnames of all owners of the applicant (e.g. shareholders, partners, etc.),

7
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as well as the percentage of their share in the business and the role or position they actively
occupy in the business, as applicable.

Provide names of any parent company, subsidiaries and any affiliate or related
business entities: Where applicable, provide the legal name of any parent entity of the
applicant, subsidiary of the applicant and/or entities that may be deemed affiliated or related
to the applicant, as well as the city where their head office is located, and the nature of their
relationship with the applicant (i.e. parent, subsidiary, related, etc.).

A parent company is a company that owns the majority of the controlling shares or all of the
shares of another company. A subsidiary of the applicant is a company whose controlling or
sole shareholder is the applicant. Affiliates are usually where one company is a minority
shareholder of another or when two companies are controlled by the same third party.

Examples of related entities include entities that are each controlled by the same person or
entity or group of persons or entities, or that are each controlled by a different person or entity
but the two persons or entities are related. There are other possible combinations of affiliated
and related persons controlling corporations that can lead to the entities being affiliated or
related.

Required Information and Documents

The following documents must be included and accompany the application form package for the
JGF, where applicable:

Commercial Applicants

Provide a copy of the company’s incorporation documents and information on ownership
(names and percentage of ownership);

Provide a copy of the applicant’'s most recent and last two years financial statements (audited
or reviewed are preferred);

Provide your project plan, business plan, marketing plan or research and development plan;
Supplier Quotes: provide a copy of quotes or estimates received for the project;

Provide a copy of relevant permits and licenses; and

Provide any other relevant documents related to the project that may assist with its
assessment.

Not-For-Profit and Other Applicants

Provide a copy of the organization’s constituting/incorporating documents and a list of
directors/members of the board;

Provide a copy of the applicant’s most recent and last two years financial statements;
Provide a description of the applicant’s mandate, including the management and
qualifications of key personnel;
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e Provide the applicant’'s HST rebate information;

e Provide a copy of the applicant’s project plan or detailed project description, including
milestones, costs, financing and key partnerships established;

e Supplier Quotes: provide a copy of quotes or estimates received for the project;

e Provide a copy of relevant permits and licenses; and

e Provide any other relevant documents related to the project that may assist with its
assessment.

Disclosures

This section requires the applicant to disclose information about the project that could have
additional considerations.

Consent and Certification

e The consent and certification means that the applicant agrees with and attests to all
statements and authorizations contained in this section, and agrees to be bound by them.

e Making a false statement or providing misleading information may be considered fraud and
may result in the Minister exercising any remedy available to him/her at law and potentially
other consequences.

¢ You must review each statement in this section and sign the Certification.

e By signing and submitting the Application for Financial Assistance, the applicant also
acknowledges that the information contained therein is subject the Access to Information
Act and the Privacy Act.

SECTION D - JOBS AND GROWTH FUND ANNEX

A. Additional Project Information

Four areas of activities has been identified for the JGF. Please specify if the project falls within
one (or more) of the four activity areas.

1. GREEN ECONOMY:

Please select “Yes” if the project will support the organization in the transition of a green
economy. The applicant’s project plan must clearly describe how the project will help the
organization transition to a green economy. The following are examples of green economy
activities:

e Support the production and adoption of clean technology.

o Help communities and businesses plan for a clean, sustainable and economic growth.

e Support the collaboration between organizations to catalyze the development of clean

technology in regional clusters.
o Work with organizations supporting businesses to transition to a green economy.


https://laws-lois.justice.gc.ca/eng/acts/A-1/index.html
https://laws-lois.justice.gc.ca/eng/acts/A-1/index.html
https://laws-lois.justice.gc.ca/eng/acts/P-21/index.html
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Green projects support a clean growth economy and decrease greenhouse gas emissions. This
could include, for example, projects with benefits related to renewable energy, the adoption of
practices or technology to reduce your carbon footprint or waste, the commercialization of clean
technologies, products, or services, light weighting/advanced materials, supply chain localization,
and others.

These projects are energy efficient (e.g., encouraging new build to net zero standards), lower
carbon (e.g., electrification), more resilient (e.g., more resistance to extreme climate events like
floods), and higher performing (i.e., better results with same or fewer resources resulting in less
inputs and/or waste).

2. DIGITAL ADOPTION AND PRODUCTVITY:

Please select “Yes”, if the project activities include support for the development or adoption of
digital and technological solutions to increase and promote business productivity, or investment in
technologies that help scale the organization, enhance its capabilities and increase resilience.

The project plan must clearly describe how the project will improve productivity and automate
manufacturing process with digital adoption.

3. SUPPORT CRITICAL SECTORS AND CAPACITY:

Please select “Yes”, if the project entails activities that will strengthen capacity in a sector critical
to Canada’s recovery and growth. Examples of activities eligible are project that:

e Support scale-up and market expansion activities that bolster traditional areas of
strength.
e Develop emerging areas of global competitive advantage.

e Support supply chain adaptation and diversification opportunities to build Canadian
capacity in critical sectors such as food production, medical supplies and
biomanufacturing.

The project plan must clearly describe how the project will strengthen capacity in sectors critical
to Canada’s recovery and growth as well as protect Canadian capacity.

4. FOSTER AN INCLUSIVE RECOVERY:

The Government of Canada is committed to diversity and inclusion so that all Canadians have the
opportunity to participate in and contribute to the growth of the economy. This question seeks to
assess whether the project will foster an inclusive recovery by increasing the participation of
under-represented groups. The following is a list of under-represented groups:

e \Women;

¢ Indigenous;

e Persons with disabilities;
¢ Racialized Communities;
e Black Communities ;

10



Y\ Atlantic Canada Agence de

\

[ fud |

Opportunities promotion économique C d
Agency du Canada atlantique a.na, a,

JOBS AND GROWTH FUND

APPLICANT GUIDE

Youth;
LGBTQ2; and
e Newcomers to Canada and Immigrants.

If the project will have an impact on fostering an inclusive recovery, please select “yes”. The
applicant’s project plan must clearly describe how the project will build an inclusive recovery and
specify which under-represented group will benefit from the project.

The applicant may also volunteer to provide further information in the section B below, which will
be collected and used for statistical purposes.

B. Diversity and Inclusion

The Government of Canada is committed to diversity and inclusion so that all Canadians have the
opportunity to participate in and contribute to the growth of the economy.

Unlike the remainder of the form, this section is a self-declaration and is voluntary. The
information collected in this section is to be used solely for statistical purposes. If the applicant
does not wish to self-declare its status or the status of the project in relation to the under-
represented groups identified in this section of the application form, leave either or both fields
blank, as applicable.

The notion of “led or majority-led” is defined as an organization that has one or more of the
federal inclusive growth groups, with a long-term control or management of the organization or an
active role in both strategic and day-to-day decision making.

11
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