
Digital Main Street
Digital Transformation Grant Program

How to Apply 



The following slides are designed to provide guidance to qualifying main street 
small businesses on how to apply for a Digital Transformation Grant. 

The purpose of this guidance is to make the applications process smoother and 
reduce the amount of additional information needed to process your application.

*FOLLOWING THESE STEPS DOES NOT GUARANTEE THAT YOUR 
APPLICATION WILL BE SUCCESSFUL. 

*DIGITAL MAIN STREET RESERVES THE RIGHT TO DETERMINE WHAT 
IS DEEMED ELIGIBLE / INELIGIBLE ON A CASE-BY-CASE BASIS. 

Disclaimer
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1.  Determine if your business qualifies

Your Business MUST Meet ALL Criteria to Apply

1. Be a main street business that is within a BIA OR is located within a defined central 

business district OR is located downtown by a municipality’s Official Plan / Zoning By-law 

(note: a main thoroughfare does not necessarily constitute a main street/downtown/district).

2. Employ 1-99 employees.

3. Pay commercial property tax (commercially assessed), either directly or through 

commercial rent.

4. Is a registered business in Ontario and/or is incorporated AND must operate in Ontario.

5. Rents or owns dedicated long-term space (hot desks and dedicated desks do not qualify).

6. Is NOT a business supplying digital services to other businesses (e.g. website 

design/development, SEO, programming).

7. Is NOT a purely online business. 

8. Is NOT a franchise.

9. Is NOT a not-for-profit/charitable organization.
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The Business Owner MUST Meet ALL Criteria to Apply

1. Must be an Ontario resident operating a business in Ontario.

2. Must be 18 years of age or older at the time of application.

3. Must be a Canadian citizen or permanent resident.

2.  Determine if you (the business owner) 
qualify
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You MUST: 

1. Have signed up with Digital Main Street.

2. Have completed your Business Profile. 

3. Have completed your Digital Assessment.

4. Have completed the Digital Main Street Training Modules. 

5. Have downloaded the Digital Transformation Plan template during Module 2 of the 

training. 

ALL THESE STEPS CAN BE COMPLETED AT DIGITALMAINSTREET.CA 

BY CLICKING “SIGN UP” ON THE HOME PAGE OR THE ONTARIO 

GRANTS PAGE 

3. Complete onboarding
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http://www.digitalmainstreet.ca/
http://www.digitalmainstreet.ca/ontario
http://www.digitalmainstreet.ca/ontario


Your Digital Transformation Plan:  

The Foundation of Your Application
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1. Your Digital Transformation Plan is the foundation of your application and is very 

important. 

2. Review the Digital Transformation Plan template carefully before starting. 

3. Have your Digital Assessment results handy before beginning. 

4. If it is easier, you can print the template, write down your plan and then type it into the 

Word version of the template for uploading with your application form. 

4.  Review the Digital Transformation Plan template
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Digital Transformation Plan 

5.  What are your strengths and weaknesses?

Provide the following:

1. Company name
2. Company address
3. Contact name and role
4. Email address for the contact
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Part 1: Digital Audit 
What are your current digital strengths and weaknesses? Please refer to your Digital 
Assessment 

6.  What are your strengths and weaknesses?

Set up your response in two 

columns or two clear lists to 

make it easy to follow. 

Look at your Digital 

Assessment for help in 

identifying your strengths 

and weaknesses. 

Be as detailed and specific 

as possible. 

Describe each strength or 

weakness in enough detail 

that someone else can 

understand it. 

Make sure that your 

strengths and weaknesses 

are about your digital 

capabilities only and that 

they are relevant to the 

success of your business. 
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Part 2: Business goals 
In one or two sentences, please state what your overall business goal is or what you personally  

hope to achieve. 

I’d like to establish my company as the premier studio in the city for a personalized yoga  

experience by building awareness and the reputation of my business. At the same time, I want  

to increase my customer base to the point where I can sustain regular monthly investments in  

marketing. 

7.  What are your business goals? 

In this section, write just one 

or two sentences to describe 

your ultimate goals for your 

business.

Think of this section as your 

personal statement of what 

you want to accomplish and 

what you want your 

business to be. 
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Part 3: Objectives 
Write out your quantifiable objectives based on your digital assessment that will allow you to  
measure success 
Examples: Sell 10% more products online; provide more efficient customer service by  
answering 50% more emails in the same amount of time, reduce cost of direct-to-customer  
marketing by X& or X% 

3. Increase traffic and CTR on related websites to increase awareness and
competitive position measured in SEO clicks, bounce rate, average visit duration,
search traffic and direct traffic.

4. increase membership renewals and conversions by 10% by Sept 2019 by increasing
communication via CRM and Mail Chimp and increasing loyalty offers for existing
clients.

5. Support above objectives by adding more visuals (photo and video) on more
channels (website, FB, Instagram, YouTube) that illustrate company's unique value
proposition and new location.

Attract 6 new clients per month between May and August = 24 clients with an  
average of 3 sessions per week = 72/week = an increase of 238/montfi by August 
 2019, 6-10 clients tor Yoga Teacher Training (Feb2020). 
2 . Increase use of CRM to automate emails to clients reducing weekly labour by 5- 

7 hours and explore potential to increase capacity using Hootsuite. 

1.

8.  What are your objectives? 

Including objectives that are based 

on hard numbers and that are 

measurable will make your 

application stronger. 
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Part 4: Budget 

Please detail your budget breakdown and explain your expenditures. If your project total exceeds the  
$2,500 grant maximum, please indicate which expenditures or partial expenditures you would like the  
grant to cover.  

9.  What is your budget?

Budget is a very important section and is a key 

element in the grant review process. 

1. Make sure that your budget aligns with your 

objectives and tactics. 

2. Be specific.  Say exactly what you will do and 

what you will spend the money on. 

3. Be clear about purpose if you’re planning to 

hire someone. 

4. Include all the costs of executing your 

objectives and tactics.

5. Use hard numbers (timelines, units, dollars) 

wherever possible. 

6. The grant may be used to cover only six 

months of monthly subscriptions. 

7. Do NOT include HST in your amounts.

8. If your anticipated budget exceeds the grant, 

indicate in the right column where you will 

apply the grant. 
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Part 5: Action Plan

Based on your objectives listed in Part 3 and the digital tactics that you have learned about through the Digital Main  

Street video training; please provide the actions/tactics you plan to use to meet each objective. 

Note: one objective might have multiple actions 

10.  What is your action plan?

Your Action Plan goes back to your objectives and adds the 

tactics (including details, responsibilities and timelines) to 

everything. 

1. In the left column, list your objectives from your 

Objectives Chart. 

2. In the second column, list the tactics that you will 

undertake to meet each objective. 

3. In the third column, break your tactic(s) down into 

specific steps and add additional information. 

4. In the fourth column, note who in your organization will 

be responsible for executing on the tactics or ensuring 

that they will be completed.  If the tactic will involve an 

outside consultant or vendor, add their name or the 

name of their business.  

5. In the fifth column, put the date by when you plan to 

have each tactic completed. 
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Part 6: Measurement and Milestones

For each objective you listed in Part 3, set a measurable milestone that you can track as you move forward with your 

Digital Transformation Plan.

11.  What are your measurement and milestones?
Measuring milestones is very important. Without hard measures, 

it’s very difficult to know what you’re working towards and whether 

you’ve been successful. You will also have difficulty with your 

monthly reporting later. 

1. In the first column, list your objectives from your Objectives 

Chart.  An objective could have multiple milestones. 

2. In the second column, list your Key Performance Indicators 

(KPI) for each – what will you track to see if you’re reaching 

your objectives? 

3. In the third column, note the actual hard metrics that you will 

track to measure your KPI.  Each KPI MUST be measurable. 

4. In the fourth column, put in the date by which you want to meet 

each milestone.

5. The other two columns are for your future tracking.  You can 

leave them blank for now. However, this plan is your living 

document to help you track your progress, add new objectives 

or actions, and note when you’ve successfully reached a 

milestone or if you need to make a correction and do 

something differently.  
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Almost There: 

The Application Form
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1. Now that your Digital Transformation Plan is finished, you just need to fill in the application form.  There’s 

always a form!

2. Review the form to check what information you will need.  Gather together the following: 

1. The full legal name of your business. 

2. The full legal address and phone number of your business.

3. Your Ontario Business Number. 

4. Your annual revenue.

5. Number of employees.

6. The size of your location (business space) in square feet or square metres. 

7. A PDF of your Articles of Incorporation or Business Registration.

8. A Word or PDF version of your completed Digital Transformation Plan. 

9. A photo of the outside of your business that shows the front area, your front door, your business sign and 

the businesses on either side of you. 

12.  Review the application form
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13.  Contact information

The first part of the form asks you for your:

1. Name

2. Email address

3. Phone number

4. Full company name

5. Full address including street, city province and postal code.  

If you are in a unit, write the unit number first and then the 

street number.  For example, if you are in unit 123 at 567 Main 

Street, write 123-567 Main Street. 
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14.  Business information
The next set of requests for information are specifically 

about your business:

1. Your business’s main URL (web address). If your web 

presence is a Facebook page, provide the link.  If you 

have no web presence, then simply use 

www.nowebsite.com here. 

2. Confirmation that you are a main street business as 

defined by the criteria described previously.

3. Number of employees in your business.  Include part-

time employees.

4. Confirmation that you are a Canadian Citizen or 

Permanent Resident.  

5. Your business number.  It must be an Ontario 

registration number. 

6. Upload your business’s Articles of Incorporation OR 

Business Registration document.

7. Your business’s annual revenue.

8. The size of your business space in square feet or 

square metres.
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15.  Your Digital Transformation Plan upload

The next two requests are specifically about 

your grant ask and your Digital Transformation 

Plan.

1. The amount of money you’re requesting as 

a grant. The maximum is $2,500.

2. Upload your Digital Transformation Plan as 

either a Word document or a PDF. 

19



How did you hear about this grant program?

Anywhere BIA.

HowZWho did you hear about the program from?

Anywhere BIA.

Please provide a photo of your business, from the outside 
streetview showing the facade and surrounding businesses or area

IMG-8607.jpg

16.  Almost finished…

The last three requests are very straightforward. 

1. We would like to know how you heard about the 

Digital Transformation Grant. 

2. We would like to know how you heard about 

Digital Main Street.  

3. Upload a photo of your business’s frontage.  

Make sure you show the building with your front 

door and your business’s sign.  Step back when 

you take the photo to show a part of the 

businesses on either side of yours. 
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You’re DONE! 

Submit Your Application!

Now Let’s Look at Monthly Reporting
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1.  Provide Monthly Reporting

You Must Report on Your Progress and Provide Receipts Monthly

1. As part of your Digital Transformation Grant, you are required to provide a monthly progress 

report and receipts. 

2. You will receive an email from Digital Main Street 30 days after your grant is approved with 

a link to the reporting module. You can also access the reporting module from the 

dashboard on the Digital Main Street website.  Reporting is the last step in the journey. 

3. Submit your report ideally on the same day every month. 

4. The reporting form will “remember” what you entered the previous month, so you only need 

to modify the form to bring it up-to-date each month. 

5. You will be required to upload receipts for purchases in the month that you made the 

purchase.

6. You must continue with monthly reporting for the six months following your grant approval, 

even if you have no grant funds left, in order to report on milestones, tools installed and 

activated, etc. 
22



23

The reporting form is simple.  The first part asks

for your: 

1. Business name

2. Your name as applicant

3. Your email address

Next are two dropdown menu questions. Please refer 
to the next slide for details on these two questions. 

Further down is a question asking whether you have 
set up your Google My Business profile.  Use the radio 
button to indicate Yes or No.

Below that is a question asking if you have completed 
any of the milestones as noted in your Digital 
Transformation Plan.  Use the radio buttons to indicate 
Yes or No. 

If you have receipts for purchases made that month, 
upload images of the scanned receipts. 

When you are ready, submit your report. 

2.  Complete the form 



3.  Complete the form -- dropdowns

The form includes two questions with dropdown 

menus.  

The first question asks you to select from the

dropdown all the areas that are part of your Digital 

Transformation Plan. Select all that apply to you and 

your business. You only need to complete this 

question once:  the form will automatically remember 

what you entered. 

The second question asks you to select from the 

dropdown menu the tools and technologies that you 

have implemented in that month. The form will 

automatically remember what you entered the month 

before.  Each month add your new tools and 

technologies as a “rolling forward” record of your 

activities. 
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If you need help or have questions, 

please email us at

grants@obiaa.com
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Product partners:

Founding partners: 

A partnership between:
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