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How to fill out this proposal template
This template can be used to guide you in your proposal writing. Other groups have found this structure useful. However, please adapt this document to fit your needs. 
Edit the header (top of page):
Double click the header area on the next page.
Right-click the logo placeholder (box that reads “PLACE LOGO HERE”). Select “Change Picture.” Select your organization logo from your files. Your logo will appear.
Enter your organization name and the date.
(Note: If your organization/group does not have a logo, you can delete the logo placeholder, or insert another suitable picture.)
Complete all sections that apply to your proposal:
Start at Event Description. 
Edit coloured text to include required information.
Add, delete or change information to meet the needs of your sharing circle.
Update your Table of Contents:
Right-click the table of contents. Select “Update Field.” Select “Update Entire Table.”
Check the table to ensure it has been updated correctly.
Add your Cover Page 
Select the “Insert” tab at the top of the computer screen (top left corner, next to “Home”). Select “Cover Page” (first icon on the left). Select a simple cover page and include the following information:
Proposal title
Name of organization/group
Location/community of proposed sharing circle
Date of the proposal
Double click header area. Delete the “Let’s Talk About Cancer” logo. Delete the “Choose NWT” logo in the footer (bottom of page).
Add your own images and/or logos to the cover page as desired.
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[bookmark: _Toc426621343]Event Description
The [Organization/Group Name] would like to work in partnership with the Department of Health and Social Services (DHSS) to hold a cancer sharing circle in [Location] for [Describe participants].

The cancer sharing circle will take place over two days and give participants the opportunity to voice their concerns about cancer and identify opportunities to support and enhance the health and wellness of our communities. 

Community members and health care professionals will be engaged in culturally appropriate, meaningful discussion, thus strengthening collaboration between the communities and the health system.

The two-day sharing session will encourage community members, cancer survivors, and caregivers to share their experience with cancer and to identify the gaps and challenges in the current cancer system. The sharing session will also provide opportunities for participants to highlight what is working well in their community and what could be done to address current gaps and challenges throughout the cancer journey. Through this process, recommendations will be generated to facilitate positive action and change for the communities and the current health system.
[bookmark: _Toc426621344]Objectives
The objectives of the cancer sharing circle are:
1. To give community members the opportunity to voice their concerns and share their stories about cancer;
2. To enhance community knowledge and awareness of cancer and how it impacts community members;
3. To motivate community members to initiate their own activities to address barriers and gaps they face in cancer care and support.
[bookmark: _Toc426621345]Date and Location
The sharing circle will take place on [Date] at [Venue] in [Community].
[bookmark: _Toc426621346]

Participants
The sharing circle coordinator at the Organization/Group Name is [Name of Coordinator]. S/he will identify and confirm the participation of members of the communities of [List communities]. One elder, one youth, and one other community member from each community will be invited. Other participants include [List any other participants who will be invited, e.g. staff from Health and Social Services Authority, Department of Health and Social Services, and other groups].
[bookmark: _Toc426621347]Translation
Describe any translation needs 
[bookmark: _Toc426621348]Community Engagement
[If relevant, describe how other community members and leaders will be engaged to raise awareness of cancer, e.g. community feast.]


[bookmark: _Toc426621349]Proposed Agenda
The tentative agenda is as follows: 
[bookmark: _Toc426621350]Day One
9:00	Opening Prayer
9:15	Welcome by community leader
9:30	Facilitator introductions 
9:45	Participant introductions
10:00	Sharing circle: participant expectations and stories
10:30	Break
10:45	DHSS: What is Cancer? / Cancer in the NWT / Question and Answer
12:00	Lunch
1:30	Discussion: Support in the cancer journey
2:30	Break
2:45	Small groups: What is our vision for cancer and community health?
4:00	Reflections
4:30	Close
[bookmark: _Toc426621351]Day Two
9:00	Opening prayer
9:15	Facilitator welcome
9:30	Sharing circle
10:30	Break
10:45	Community initiatives: how do we achieve our vision? 
Group 1: Cancer prevention and healthy living
Group 2: Early detection and screening
Group 3: Support to navigate the cancer journey
Group 4: Emotional support and quality of life
12:00	Lunch
1:00	Presentation on DHSS strategic cancer initiatives
1:30	Small group presentations
2:30	Break
2:45	Sharing circle
3:30	Tree of Hope
4:00	Close

[bookmark: _Toc426621352]Budget
The [Organization/Group Name] requests a total of [$XXX] to hold this cancer sharing circle.

	Item
	Description
	Budget

	Facilitator
	
	

	Meeting space
	
	

	Travel
	
	

	Accommodation
	
	

	Meals & Incidentals
	
	

	Catering 
	
	

	Translation
	
	

	Materials & Supplies
	
	

	Honorarium
	
	

	Subtotal
	

	Administration overhead cost (5%)
	

	TOTAL
	


[bookmark: _Toc426621353]Deliverables 
· One community feast held on [Date] or [During another community engagement?
· Cancer sharing circle on [Date] with [#] participants
· Cancer sharing circle report submitted to DHSS Manager, Strategic Cancer Initiatives by [Date six weeks following Sharing Circle]. 
· Financial report submitted to DHSS Manager, Strategic Cancer Initiatives by [Date six weeks following Sharing Circle].
[bookmark: _Toc426621354][Organization/Group Name] Responsibilities
· Arrange all logistics and bookings for travel, catering, venue
· Recruit and communicate with participants and administer per diems and honoraria
· Organize a community feast to engage the community 
· Hire translation services as required
· Coordinate timely completion and submission of deliverables
· Evaluate the sharing circle
· Manage advertising of event and dissemination of final report
[bookmark: _Toc426621355]Requested support from DHSS
· Support facilitation if requested
· Actively participate in the sharing circle and community awareness-raising event to provide information on cancer and department activities
· Support the preparation of event agenda and activities
· Support dissemination of the final report
[bookmark: _Toc426621356]Evaluation
The [Organization/Group Name] sharing circle coordinator will seek feedback from sharing circle participants to measure whether objectives were met and what is needed for the future. This information will be incorporated into the final report shared with the DHSS. 
[bookmark: _Toc426621357]Contact Information
[Name of Coordinator]
[Organization/Group Name]
[Mailing Address]
Phone: XXX-XXX-XXXX
Email: [Email Address]

Aboriginal Health and Community Wellness
Department of Health and Social Services
P.O. Box 1320
Yellowknife, NT X1A 2L9
Phone: (867) 767-9064 
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