How to Complete and Submit a Funding Application
For External LaMPSS users
Funding Application Template Types
There are four types of template applications in LaMPSS and they are the following: Wage Subsidy,
Training Subsidy, Work Experience – START and Standard applications. Prior to you applying,
internal government decided which application template best suits a program.
When you apply for funding via LaMPSS, the application form will be one of the above templates.
Each template will have different requirements that are more specific and geared towards the type
of activities/budget/program needs that are required for your specific application.
The customized applications are configured, which means that you, the external user, will see
different questions depending on which application is selected. When questions are answered it will
reveal or suppress related sub-questions. This means the application is tailored to the program.
WAGE SUBSIDY
This version of the application form is used for programs that provide salary contributions to
employers to offset the cost of hiring. Examples of programs that typically have used this
application form are: Graduate to Opportunity (GTO), Co-op Education Incentive (CO-OP) and
Innovate to Opportunity (ITO).
The application requires the following information:
- location(s) of the position,
- information on the position, title, description/qualifications, start date and information on
wages/salary,
- question if the organization is currently receiving federal/provincial assistance for the
position.
TRAINING SUBSIDY
The Training Subsidy version of the application form is used for programs that supplements
employer contributions to train full-time staff that are permanently located in Nova Scotia. Examples
of programs that typically have used this application form are: Workplace Education Initiative (WEI)
and Workplace Innovation & Productivity Skills Incentive (WIPSI)
The application requires the following information:
- information on the organizations mandate,
- location(s) where the training programs will take place,
- information on each training program, description, name of training provider/instructor,
start and end date, expected number of participants and training hours,
- require the cost breakdown for the training program.
WORK EXPERIENCE
The Work Experience program offers financial incentives to small and medium sized enterprises to
help you hire Nova Scotians who need work experience. Financial incentives will be provided to
employers with a labour need willing to support ready-to-work Nova Scotians. Incentives will vary
depending on the type of employment offered and the skill level of the employee. The program that
uses the Work Experience template is START.
The application requires the following information:
- a count on current employees,
- question if the organization has WCB coverage or insurance to cover accidents or
injuries on the job,
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-

work location(s),
information on the position, title, description/qualifications, start date and information on
wages,
question if the organization is receiving federal/provincial assistance for this position,
question pertaining to current employees at the organization,
information on the employee if the organization already knows who they are hiring.

STANDARD
The final format for a funding agreement is the standard form. All applications who do not fit in the
above templates would be completing a standard application form.
The application requires the following information:
- project details,
- question concerning past agreements, if any,
- project description,
- project location(s),
- expected number of participants,
- information on project activities, definition, start and end date, description, expected
results, information on participant numbers and budget/cost,
- breakdown of detailed project budget and cash flow.

How to Complete a Funding Application
When you open the application, you will notice a ‘before you begin’ section at the top of the
application form. In this section you are directed to the website where you are instructed to
download and print a copy of the program guidelines. Program guidelines were created for all
programs administered in LaMPSS. These guidelines provide:
-

A detailed description of the program,
Information on how to apply for funding,
Information on how to complete the application form,
Information on how to complete activity and financial reports,
Information on any non-standard program terms & conditions and
Definitions of any terminology specific to the program.

The application form only requires information specific to the program being applied for. The areas
highlighted in red on the application are places where information is required. Below is a
breakdown of all funding template application forms and what is required to complete the form. Not
all application forms require the same information, please see breakdown of required information for
specific application types.
If your organization’s contact information is incorrect on the application form, login to the LaMPSS
Self-Serve website and update the contact information. You will then need to download a new
application form to reflect the correct contact information.
As a best practice, we suggest organizations gather all the information required to complete the
application before entering the details. The program guidelines will help determine what information
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should be gathered. You also have the choice of reaching out to your program area contact with
any questions you may have concerning the information that is required.
The following section of the guide provided images from application forms and provides explanation
on each specific section. You will see a mix of all four templates but only some sections apply to
each template type. For a more detailed clarification, it is best to refer to the program guideline link
that is provided on each application form.
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If you are applying for a wage subsidy program, you will notice the first page will request information
on the number of employee and the organizations mandate. You are required to explain the
mandate of the organization and its current impact and or benefit to the community.
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If you are applying for a training subsidy program, you will notice the first page will request
information on the organizations mandate. You are required to provide a description of what the
organization does, product lines/services and unique features. You are also required to provide
information if the organization has received funding from other sources in the past 12 months.
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If you are applying for the Work Experience program you are required to provide the current number
of employees at the organization. You are also required to provide information on WCB coverage
or other sufficient insurance to cover any accidents or injuries.
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PROGRAM DETAILS
Required to enter a project title in the space provided. This can either be the name of the project
you are seeking funding for, or a name that will be used as the agreement name. You must also
specify a proposed start and end date for this agreement. The start date must be todays date or a
date in the future. The application will not submit if a date in the past has been selected.
PAST AGREEMENTS
If this current application is a renewal of a previous agreement, check Yes. If selected, the previous
agreement field becomes editable and you are required to provide either the agreement number or
the name of the previous project.
PROJECT DESCRIPTION

Provide an executive summary of
the project you are requesting
funding for. Your summary
should include the project’s key
activities, who it targets, and what
the expected outcomes are. It
can be no longer than 2000
characters (roughly 300 words),
so do not try to enter every detail
of your agreement in this space.
Think of the project description as
a high-level summary of
everything that will happen as
part of this agreement. For
additional information, you can
refer to the program guidelines
for specific information that is
required to be included.
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AGREEMENT CONTACT
Specify who in your organization is authorized to negotiate and finalize your application. By default,
the application will identify the current user as the agreement contact. All contacts for your
organization that are registered with LaMPSS will be available in the drop-down list. If a contact’s
information on the form is incorrect, it cannot be edited directly on this form. In this case, you or
someone from your organization should update this information in LaMPSS. It is ok to submit the
application form with this information as is. If the contact details are corrected in LaMPSS prior to
approval, the correct information
will appear in the final agreement.
If you select the new contact
option, the contact information will
be blanked out and you will be
prompted to enter the new data by
the red highlights showing on the
form.

LANGUAGE PREFERENCE
Required to select your language
of preference for both service and
correspondence using the English
and French radio buttons. Service
refers to any verbal communication
for the duration of the agreement.
This could be phone calls, any in
person meetings or contract
signing. Correspondence refers to
any written correspondence you
would receive for the duration of
the agreement. This option is only
available on application forms for
programs that offer services in
both languages.

LOCATIONS
Identify all locations where either project activities, work or training will be delivered. At least one
location is required. You can add as many locations as are required.
If the exact address is not yet known, you may enter “to be determined” in the street address field
so that it is available as a choice when you are indicating the location later in the application form.
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PARTICIPANTS
If this project has participants,
enter the total number of
participants expected. Only count
individuals once. If sessions will be
attended multiple times by the
same individual, count this as only
a single participant.
TARGET GROUPS
Some programs require tracking
participants by specific
demographic or visible minority
membership. For each target
group on the form, specify the
number of expected participants to
attend the project. A participant
may be part of more than one
group, therefore, the total number
of participants for the project is not
expected to be an exact sum of the
participants in each group
PROJECT ACTIVITIES
You are required to describe all activities
offered in your project; this question is in
reference to the Standard Application form.
Other forms require the following details:
Position Information and Training Program,
see below for further details on that specific
application form.
When providing details for an activity, you
must specify the Activity Type from the
options available in the drop-down list. You
must pick the type that best describes the
activity. If you require a more detailed
descriptions on the types of activity, you
can refer to the specific program guidelines.
When you select a type, the expected
results field is pre-populated with text. This
text provides a template for filling in the
expected results field for this activity.
You are required to provide the start and
end of this activity and the dates must be
within the project start and end dates. The
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next steps are to provide a brief description of the activity, expected results and the specific
locations where this activity will occur. All locations previously added will be available in the dropdown list.
The final step for the
activities is to
specify the expected
number of unique
participants, the
expected number
who gained
employment, and
the budget for this
activity in the
appropriate fields.
All, some or none of
these fields may be
visible based on the
activity type you
selected.
If you are required to
add another activity
to the form, click
Add an Activity. A
new activity will be
added to the end of
this section. To
remove an activity
from the form, click
Remove this
Activity.

POSITION INFORMATION
Applications for Wage Subsidy and Work Experience programs require information on the specific
position that you are requesting funding for.
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For the Wage Subsidy
Application form, you are
required to provide information
on the position, estimated start
date, annual salary, location
and provide information if the
organization is receiving any
other federal/provincial
assistance for this specific
position. You can add more
than one position on this
application.

For the Work Experience Application
form, you are required to provide
information on the position, estimated
start date, duration of employment by
weeks, information on wage, location
and a question concerning any
currently company lay-offs. The
application form also questions what
the organization budget is for this
position.
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TRAINING PROGRAM
For the Training Subsidy
Application form, you are
required to provide a
description of the training
program, name or
provider/instructor, start
and end dates, number of
participants/employees
and training hours. Once
you enter the budget that
is listed on the next page
of the form, you can add
another program, if
necessary.

PROJECT BUDGET
You must specify a budget for your
project, the images below refer to the
Standard Application form. To
get specific instructions for each
budget category, refer to the specific
program guidelines. You are required
to provide both the total expected
cost for the project and the amount
you are requesting funding to cover.
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The requested amount for each budget item must be equal to or less than the expected cost. The
expected cost and requested amounts for each budget item are summed and included in this
subtotal. For each category you should provide your cash contributions and in-kind contributions on
the two-line items provided. The project cost subtotal, less the cash and in-kind contributions must
total your requested amount for this category of budget items. If these two totals are not equal a
warning is displayed in red below the category advising you to correct your error.
At the end of the budget section is a set of budget totals. These read-only fields summarize your
project budget and show your
total project cost and the total
amount of funding you are
requesting. Additionally, the
total cash and in-kind
contributions you are making to
the project are included. The
last Total line item for the
Project Cost column must equal
the Total for the Requested Amount column.
Before moving on to the next section,
review your budget for any errors.
Ensure there are no red warning
messages either below the budget
totals, or category totals. If there are
warnings present, correct the issue
before proceeding to the next section.
If you are completing a Training Subsidy
application form the budget requirement
will look different.
You are required to provide the cost for
an individual training program. If you
are requesting more than one training
program, once the budget items are
entered you would select ‘Add Program’
and you would then be able to enter
details on another training program.
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PROJECT CASH FLOW
Before finalizing the Project Cash Flow section, double check that your projected budget is accurate
and that the start and end dates you have specified in the project details section are correct.
The starting balance line item will equal your requested amount total from the projected budget. The
project cash flow is
completed accurately
only when the final
remaining balance
for the last month of
the project is zero.
On a monthly basis
for the duration of the
project specify the
amount of funding
you forecast
spending in that
month.
Before moving on to
the next section,
review your cash flow
for any errors.
Ensure your final
balance is zero and
no warning
messages are
present. If there are
warnings present,
correct the issue
before proceeding to
the next section.
LEGAL SIGNING
OFFICERS
Provide a list of
officers in your
organization who can
or must sign any legal
documents. You may
provide up to three and
you are required to
provide one, at a
minimum. Additionally,
in the space provided below, provide information on the combination and number of signatures
required on legal documents. For example, you could provide three names and then use the text
box to explain that only two of the three must sign a legal document for your organization.
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SUPPORTING DOCUMENTS
Some programs require mandatory documentation to be provided along with the application form.
The required supporting documents will be listed on the application. If you require additional
information on the documentation requested, you can refer to the specific program guidelines. The
guidelines will provide detail on what documents are required and, in some cases, may even
provide a template for those documents, or an explanation of what is required.
These documents are attached to the application form in this section. In general, only attach
documents that are mandatory or if they provide relevant and specific information to support your
application.
To add a document, select a document type from the drop-down list. For mandatory attachments,
the document type listed must be the one selected for your application to submit successfully. For
non-mandatory
attachments,
choose a
document topic
that best
describes the
document you are
attaching and
click “Attach a
Document”. If
successfully
attached, the
name of the file and the document topic selected appear in the new row.
If you wish to remove an attached document, click remove on the same row as the document you
wish to remove.
Each file must have a unique file name and be a maximum of 1MB in size. Additionally, the total
size of your application can not exceed 5 MB total in size.

How to Submit a Funding Application Form
Once you have
reviewed your
application for accuracy
and completeness, the
application may be
submitted using the
LaMPSS self-serve
system.
To submit the
application, follow the steps outlined below:
1. Open the completed application form saved on your computer.
2. Enter your Organization’s ID, Username and Password. This information would have been
provided to you when your organization was registered in LaMPSS.
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3. Click the “submit” button. The interactive application reconnects with the LaMPSS system
automatically and enables the User to submit the application.
Once you select submit
the following pop up
message will appear.
You will need to select
proceed and the following
pop up will appear
concerning submission of
the form.

You will receive a
security warning
message concerning
a trusted site. You
are required to
select Allow to
proceed with the
submission.

Once successfully
submitted you will
receive the following
message with your
unique agreement
number.
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