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Aboriginal Capacity Support 

INTRODUCTION 

This tutorial has been developed for the Community Gaming Grant (CGG) - Regular Online 

Application. The BCAAFC Aboriginal Capacity Support Program does not represent the Gaming 

Policy and Enforcement Branch (GPEB). The GPEB administers the CGG program and 

determines which organizations receive grants, grant amounts and makes grant payment to 

approved applicants.  

Please review the GPEB Guidelines for further details regarding criteria, eligibility and 

responsibilities. 

 

PRE-APPLICATION CHECKLIST 

On your computer desktop, you should create a folder named “CGG Application 2016.”  

Within the folder, you should have the following documents: 

1. Constitution and Bylaws 

a. CompanyAcronym_ConstitutionBylaws2016.pdf 

2. Board of Directors 

a. CompanyAcronym_BoardofDirectors2016.doc 

3. Annual General Meeting Minutes 

a. CompanyAcronym_AGM2016.doc 

4. Financial Statements and Budget 

a. CompanyAcronym_FinancialInformation2016.pdf 

5. Void Cheque  

a. CompanyAcronym_VoidCheque2016.pdf, if applicable 

6. Program Description (Must have for each program) 

a. CompanyAcronym_”Name of Program”Description2016.doc 

7. Program Description Budgets 

a. CompanyAcronym_”Name of Program”Actuals_Budgets2016.xlsx 

8. Daycare licence, if applicable 

9. Personal address and telephone number for Officers Responsible for the application 
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Aboriginal Capacity Support 

HELPFUL HINTS 

Review Pre-Application Checklist and compile all necessary documentation saving electronic 

documents to folder on your desktop named “CGG Application 2016.” 

1. Ensure uninterrupted, smooth internet access 

2. Application must be completed in one sitting 

3. You are allotted two hours to complete the application. Glitches can occur after one 

hour. 

4. Do not use the Back or Refresh buttons 

5. Do not copy and paste into the online application. 

6. The Application Confirmation and Summary can be saved as a PDF at the end of the 

application.  
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Aboriginal Capacity Support 

FINDING THE ONLINE APPLICATION WEBPAGE 

To begin, go to the webpage: www.gaming.gov.bc.ca/gaming/Home.do 

Click the Apply Online link. 

  

 

 

 

 

 

 

http://www.gaming.gov.bc.ca/gaming/Home.do


 

4 | P a g e  

Aboriginal Capacity Support 

BEGIN SEARCH 

Click in the text box below Name: to search for your Organization/Company. 

The search system requires a wild card. This means you need to enter a % at the start of the 

organization name, replaces spaces and the end of the name. For example: %GPEB%Test%. 

Then, click the Search button. 
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Aboriginal Capacity Support 

SELECT YOUR ORGANIZATION 

Find your organization then click the Select button. 
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Aboriginal Capacity Support 

REVIEW ORGANIZATION INFORMATION 

If you are revising an application, please review the following information. Any changes can be 

made in a later section.  

 



 

7 | P a g e  

Aboriginal Capacity Support 

SELECT GRANT APPLICATION 

Click the Grant toggle. 

Click the Next button. 
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Aboriginal Capacity Support 

SELECT COMMUNITY GAMING GRANT 

Click the Community Gaming Grant toggle. 

Click the Next button. 
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Aboriginal Capacity Support 

EDIT NEW APPLICATION – ORGANIZATION INFORMATION 

Make any applicable corrections regarding Society Number, Organization Start and Fiscal Year 

End in this section. 

Enter any changes into the text box below. The changes will be entered at the GPEB office. 
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Aboriginal Capacity Support 

SECTOR DETAILS 

To choose your sector, select Human and Social Services from the first drop down list. 

 

To choose your sub-sector, select from the second drop down list. The choices are:  

 Advancement of Religion 

 Community Service Organization 

 Disadvantage Distress Poverty 

 Community Education 

 Enhancement of Youth 

 Public Community Facilities 

 Public Health in the Community 
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Aboriginal Capacity Support 

CONSTITUTION BYLAWS 

Click the Attach toggle. 

 

Then, click the Choose file button to open a Desktop window, locate Desktop folder you 

created titled “CGG Application 2016.” Select:  

CompanyAcronym_ConstitutionBylaws2016.pdf.  

Click the Open button. 

Click the Add button. The screen should look like the following: 

 

MEMBERSHIP AND GOVERNANCE STRUCTURE 

Enter the number of eligible voting members and board members into the text boxes. 
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Aboriginal Capacity Support 

BOARD OF DIRECTORS 

Click the Attach toggle. 

 

Then, click the Choose file button to open a Desktop window, locate Desktop folder you 

created titled “CGG Application 2016.” Select:  

CompanyAcronym_BoardofDirectors2016.pdf. 

Click the Open button. 

Click the Add button. The screen should look as follows: 
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Aboriginal Capacity Support 

ANNUAL GENERAL MEETING DETAILS 

Use the calendar tool to select the date of the Organization’s latest Annual General Meeting 

(AGM).  

Enter the number of voting members that attended. 

Click the Attach toggle. 

Click the Choose file button to open a Desktop window, locate Desktop folder you created 

titled “CGG Application 2016.” Select:   

CompanyAcronym_AGMMinutes2016.pdf. 

Click the Open button. 

Click the Add button. The screen should look as follows: 
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Aboriginal Capacity Support 

ORGANIZATION FINANCIAL STATEMENTS AND BUDGETS 

Enter the number of voting members that attended. 

Click the Attach toggle. 

Then, click the Choose file button to open a Desktop window, locate Desktop folder you 

created titled “CGG Application 2016.” Select:  

CompanyAcronym_FinancialInformation2016.pdf. 

Click the Open button. 

Click the Add button. The screen should look as follows: 
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Aboriginal Capacity Support 

GAMING ACCOUNT 

Click the …on file… or I will attach… toggle. 

 

 

If attaching, click the Attach toggle. 

Then, click the Choose file button to open a Desktop window, locate Desktop folder you 

created titled “CGG Application 2016.” Select:  
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Aboriginal Capacity Support 

PROVIDE ORGANIZATION INFORMATION 

PROGRAM DETAILS 

Click the Add Program button to add the first program. 

 

Enter the first Program Name in the first text box.  

Enter the Program Description into the second text box.  

Enter the years and months of program delivery into the third and fourth text boxes.  
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Aboriginal Capacity Support 

PROGRAM BUDGETS 

Attach the same Excel budget document for the next three sections. 

Click the Attach toggle. 

Click the Choose file button to open a Desktop window, locate Desktop folder you created 

titled “CGG Application 2016.” Select:  

CompanyAcronym_”NameofProgram”Actuals_Budgets2016.pdf. 

Click the Open button. 

Click the Add button. The screen should look as follows: 
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Aboriginal Capacity Support 

REQUESTING GRANT AMOUNT(S) 

In the first textbox, enter the amount you are requesting for this program.  

For example, 42520 or 91350. 

In the second textbox, enter only the budget expense list. Do not describe each budget item. 

Enter the list in the following manner: 

MERCs 

Wages 

Travel 

Supplies 

 

 

 

 

 

 

 

 

 

 

 



 

19 | P a g e  

Aboriginal Capacity Support 

OTHER PROGRAM DETAILS 

Click the applicable toggle for each question.  

The number of people who will directly benefit from this program is the ripple effect. 

Remember you must be able to defend this number. 

The number of registered participants is only for sports (not provincial) or youth organizations, 

such as Scouts or Cadets. Otherwise, enter 0. 

Attach the day care/child care licence, if applicable. 

Click the Save and Return to the Application button.  

 

 

If your organization is applying for multiple programs then repeat directions starting on page 

16. 
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Aboriginal Capacity Support 

SUBMISSION INFORMATION AND DELIVERY METHOD 

OFFICERS RESPONSIBLE FOR THE APPLICATION 

The persons responsible for this application are the Board of Directors, General Manager or 

Executive Director. 

To begin adding the first person, click the Add Person button. 

 

Enter the personal information for the person responsible. This includes their home address 

and personal phone number. 

 

You will repeat this process for the 2 Officers, the Submitter, and the Contact Person. and 

Officer/Contact. For example, Officers (President of Board of Directors), Submitter (you), 

Contact (Executive Director). 
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DELIVERY METHOD  

Click the Email toggle. 

Type the email address of a person that regularly checks their email. 

Click the Next button. 
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Aboriginal Capacity Support 

AGREE TO TERMS AND CONDITIONS 

Review the terms and conditions. Once you agree, click the box at the bottom. 

Then, click the Submit button. 
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Aboriginal Capacity Support 

SAVE PDF APPLICATION SUMMARY 

The next step is very important for the organization’s historical records. 

Click the blue link: Open application summary PDF in new tab / window. 

 

A new window will open with your application information.  
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Aboriginal Capacity Support 

To save, move your cursor to the bottom right of your screen. Click the Save icon; it looks like 

an old floppy disk. 

Save the summary to the CGG Application 2016 folder. Name the PDF file: CGG Application 

Summary2016. 

Email the CGG Application Summary2016 file to the Officers Responsible for the Application. 

 

You will automatically return to the previous page. Click the OK button. 
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Aboriginal Capacity Support 

CONTACT INFORMATION  

 

BCAAFC 

Ivy Shaughnessy, Aboriginal Capacity Support – Community Gaming Grants 

Web: www.bcaafc.com/gaming 

Email: gaminggrantsupport@bccafc.com 

Phone: 250-388-5522 ext 244 

 

GAMING POLICY AND ENFORCEMENT BRANCH 

Mail:        Web: www.gaming.gov.bc.ca/  

Gaming Policy and Enforcement Branch   Email: gaming.branch@gov.bc.ca  

Licensing and Grants Division     Phone: 250-387-5311 

PO Box 9202 Stn Pro Govt      

Victoria, BC V8W 9J1       

 

 

http://www.bcaafc.com/gaming
mailto:gaminggrantsupport@bccafc.com
http://www.gaming.gov.bc.ca/
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