How to Submit an Online Housing
Community Improvement Plan Grant
Application

This is a user guide on how to use the online portal to submit your Housing Community
Improvement Plan application

STEP 1: Click on User Access to login to your account
If you have an account to apply online, this is where you login.

If you do not have an account, this is where you register to create one.
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Plan, Build and Apply Online

Apply for planning applications and building permits or search for previous application and permits.
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Public Search User Access

Search pianning appiications and buiiding permits Register and login to access the Property and
Permits Portal
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STEP 2: Type the email address for your account into the Email Address field
If you do not have an account, click “Create an Account” and follow the instructions.

Return to this step when you register for your new account.
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Login to Property and Permits Portal

Please login or create a new account.

o~ A Email Address

Create an Account

STEP 3: Enter your account password into the Password field

¥4 Login to Property and Permits Portal

Please login or create a new account.

Email Address

Create an Account
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STEP 4: With your email address and password entered, click on Submit to get to
your application menu

Forgot Password?

STEP5: Click on Add New Application to start the application process

(®Log out

. Click Add New Application button to apply for new applications.

[ O newsopcsn

Status Application Date Record ID v Actions
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STEP 6: Select Housing Accelerator Fund from the Application Type

This is the category of funding you are applying to

Select Additional
Type Information
New Application

Choose an application
\ Application Type Sub Type

Housing Accelerator Fund v ‘I [

* This input field is required.

Application Description

Please provide 1-2 sentences describing your application. (Ex. Construct a 24' x 24' De

(4000 characters left)

STEP 7: Select “Multi-Unit Residential Grant” OR “Additional Dwelling Units Grant” from
the Sub Type drop-down

These are the actual grants within the Housing Community Improvement Plan you want to apply for.
The sub type you choose needs to match the project you would like to do.

@_ 2 3

Select Additional Application
Type Information Complete
ation
ion
Sub Type

e e

* This input field is required.

n Description
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STEP 8: Write a brief description of your project in the text field

This is a required field because it shows up during application processing and can be very helpful for
the administrator

Select Additional Application
Type Information Complete

New Application
Choose an application

Application Type Sub Type

= | ~
Housing Accelerator Fund v | Multi-Unit Residential Grant v

Application Description

Please provide 1-2 sentences describing your application. (Ex. Construct a 24' x 24' Detached Garage)

\ (3981 characters left)

Project descriptior|

=
1 CITY OF w S

STEP 9: Click on Continue to go to the acknowledgement

Sub Type

Multi-Unit Residential Grant v l

:ation. (Ex. Construct a 24' x 24' Detached Garage)
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STEP 10: Read through the acknowledgement and click the box at the bottom of the
agreement when you finish

Thuider/ Bay — Home My Protie Erogon

Acknowledgement

All information included in this application will be kept confidential until it is approved. I/We agree that all attached materials will become the
property of the City of Thunder Bay upon submission

This application is being made in accordance with the City of Thunder Bay Housing Community Improvement Plan The undersigned hereby
applies for the Housing Community Improvement Plan in accordance with the application herewith submitted and acknowledges that the
proposed work must comply with provisions of the Building Code Act and the Ontano Building Code and any other statutes or regulations of
the Province of Ontario, and all by-laws of The City of Thunder Bay. All required permits and licences must be obtained prior to initiation of the
proposed works.

The undersigned hereby applies for the Housing Community Improvement Plan, adopted by by-law 296-2024. Note: If the applicant is not the
owner of the property, the owner's permission for all proposed work must be submitted with this application

OWNER'S AUTHORIZATION
« This must be uploaded if the applicant is not the registered property owner. If the registered owner is a corporation, please include
documentation demonstrating signing authority.

1/We acknowledge that personal information collected on this form is collected pursuant to the Planning Act, RS 0 1900, ¢ P13 for the purpose of processing this
planning application

1/e centity that the information given herein is true. correct, and complete in every respect and may be verified by the City by such Inquiry as it deems appropriate.

1/We hereby acknowledge that if our application is pre-approved, I/We will be required to enter into a Financial Incentive Program Agreement with the City of
Thunaer Bay.

I/We hereby acknowledge that the City of Thunder Bay is not responsible for costs (unless otherwise approved and agreed upon) that are associated with this
application, costs retated to the anticipation for a grant, or any other costs incurred in relation to the financial incentive program

\ 1'We hereby acknowledge that It is understood that work carried out priof to February 29th, 2024 will not be eligible for funding

e check the box to acknowledge you have read and understand the above

STEP 11: Click on Continue to move on to the Property Details section

wrect, and complete in every respect and may be verified by the City by such inquiry as it deems appropriate.
approved, I/We will be required to enter into a Financial Incentive Program Agreement with the City of

r is not responsible for costs (unless otherwise approved and agreed upon) that are associated with this

, or any other costs incurred in relation to the financial incentive program.

rk carried out prior to February 29th, 2024 will not be eligible for funding.

2 read and understand the above.

\

RECREATION BUSINESS CITY HALL
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STEP 12: Type the address for your project in the search bar

This is where your project is located, NOT your home or business address (unless they are the
same).

To select a property using the search function, enter the address for the property you are searching for. Start typing the address (not including unit number). A drop
down list of suggested properties will be generated. Choose the correct address from the drop down list and click "Search”. Click the "Select” button located beside
the comect address. If you know the Roll Number of a property, simply type the Roll Number.

To select a property using the map, navigate the map to the desired location by clicking and dragging your cursor. Use the "+" and "-" buttons on the top left of the
map to zoom in and out. Click any property boundary to bring up a pop-up window with the parcel details. To select the property click the "Select Property” button

To select additional properties you can repeat either methods above
2. Confirm you have selected the correct property or properties
Scroll to the bottom of the page to view "Selected Addresses”. All properties under this list are currently selected for this application. Please review the list carefully

as you will not be able to return to this page. To remove a property click the "Remove” button next to that property’s description. Once the correct properties are
selected, click “"Continue”

Search Address or Roll Number

Search Address using the Map

STEP 13: Click on the address that drops down below to confirm your address

Thunder/ Bay — Home My Profile @ Log out

Property Address

11. Find and select the subject property or properties

To select a property using the search function, enter the address for the property you are searching for. Start typing the address (not including unit number). A drop
down list of suggested properties will be generated. Choose the correct address from the drop down list and click “Search”. Click the "Select” button located beside

the correct address. If you know the Roll Number of a property, simply type the Roll Number

To select a propery using the map, navigate the map to the desired location by clicking and dragging your cursor. Use the "+* and "-* butions on the top left of the
map to zoom in and out. Click any property boundary to bring up a pop-up window with the parcel details. To select the property Click the "Select Property” button.

To select additional properties you can repeat efther methods above

2. Confim you have selected the correct property o properties

Scroll 1o the botiom of the page to view "Selected Addresses™. All properties under this list are currently selected for this application Please review the list carefully
s you will not be able to return to this page. To remove a property click the “Remove" button next to that property's description. Once the correct properties are
selected, click "Continue”

‘Search Address using the Map
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STEP 14: Click the Search button below the address field

Tethods above.
properties

dresses". All properties under this list are currently selected for this application. Please review the list carefully
we a property click the "Remove" button next to that property's description. Once the correct properties are

© Search

>

STEP 15: Scroll down the page and click on Select beside the property information to
choose this property for your application

nupEiLy Ul plopeiues

elected Addresses". All properties under this list are currently selected for this application. Please review the list carefully
ie. To remove a property click the "Remove" button next to that property's description. Once the correct properties are

© Search

e \\\\‘

| Osearcn |
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STEP 16: Click on Continue at the bottom of the page to move to the People Details section
and confirm your profile.

Note: If an error message appears at the top of the page saying the property is not within the
project boundary, your project is not eligible for these grants.

Actions

loo

S =

STEP 17: Make sure your profile information is correct, then click Continue to move to the
Application Information Section

This information will be tied to your application so please make sure this is correct.

Add contacts
2 project (ie. agent or consultant)
click "Assign Additional Role"
Name Address Phone Actions
A E123 STREETAVETHUNDER 807D Assign Additional Role
BAY ON Q1Q1Q1

Save for Later \.’
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STEP 18: Complete each section of the Grant Application Form

Thunder/ Bay Home My rrotie

@Log out

[Grant Application Form

Please provide the following information so we can provide a thorough review of your application

Declaration Information

Project is located within the Community Improvement Project Area for this Community
Improvement Pian

QO e

O e

* This input field s required.

Can you confirm that the project will not be used as short-term accommodation (ex. A
BnB)?

O ves

o

(@1

* This input field is required.

Project contributes to one or more of the following community improvement objectives:
» Increases the variety and inventory of housing options within the City

Project results in the creation of Housing Accelerator Fund targeted new residential units
I
QO ves

No

* This input field is required.

Can you confirm that the property is not in a position of tax arrears at the ime of the
application, OR an alternate payment pian afrangementagreement is in place?

O ve
S
[ () No

* This input field is required.

« Supports multi-unit housing development in areas weS-served by transit and close to amenities
« Increases the population density of the City and maximizes the use of existing infrastructure

O ves

Ome

* This input field is required.
Building Permit Information

Building Permit Record #

STEP 19: Once you fully complete the Application Information section, click on Continue at

the bottom of the page to move to the Supporting Documents Section.

Note: If you need to stop, you can click Save for Later and come back to your application

What is the estimated date of completion?

v

11-30-2024

et
&

Save for Later

... ]
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STEP 20: Click on the Document Type drop-down and select one of the documents
listed at the top of the page (Ex. Current Tax Bill)

Thunder/ Bay  Home My Protie Log out
Supporting Documents
Please provide the following documents
« Current Tax Bill

- Estimated construction value
« Drawings of renderings of the proposed work

The Estimated construction value document can be

= adetalled estimate from an independent contractor OR
+ two estimates covering all components of the eligibie work OR
= the buiiding permit construction value

Upload New Document

To upload a document, please select Document Type, drag or browse for file, then click the "Click to Upload Document” button to upioad the file

Document Type
i ]

File

Browse

* This input fiekd is required.

Click to Upload Document

S
o
CITY OF -
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STEP 21: Click on Brows to select the document file from your computer that matches the
drop-down list OR drag the file to the box

vse for file, then click the "ClicA\jo Upload Document" button to upload the file.

_J

File

[ Browse ]

* This input field is required.

Click to Upload Document

Submit Application

Save for Later

11 of 17



STEP 22: Click on the Click to Upload Document Button to upload the file to your
application

The supporting document will not begin to upload until you click this button.
Repeat this for each of the documents listed on the page.
As you add documents, they will disappear from the list at the top of the page.

Browse

required.

_—> ‘ Click to Upload Document ‘

STEP 23: Once you have submitted the required documentation, click on Submit
Application to finish

If you need to get more documentation for your application, you can also click on Save for Later at the
bottom middle of the page and you can come back to finish later.

Note: If you have not submitted all the required supporting documents, a red banner will appear at the
top of the page saying, “Please complete all required fields to continue”.

» two estimates covering all components of the eligible work OR
» the building permit construction value

Ipload New Document
) upload a document, please select Document Type, drag or browse for file, then click the "Click to Upload Document” button to upload the file

Document Type File

Current Tax Bill v
Browse
* This input field is required.
Click to Upload Document
m Save for Later \b _
=
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