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Claimant User Manual 

Claim Form Information 

Introduction 
This manual serves as a step-by-step guide for a claimant on how to submit a financial claim. This 
application replaces the previously used fillable Claim Form.  

The Community Social Development (CSD) department within the City of Lethbridge administers 
and operates multiple grants for the provincial and federal government as well as tax-supported 
initiatives. It is the policy of the City of Lethbridge to only pay legitimate, authorized and adequately 
documented obligations, on time and in accordance with the Grant or Contribution Agreement 
between the City and the funder and through City Council approval. 

 

System Requirements  
A stable, working internet connection. 

The City recommends using Microsoft Edge as the preferred web browser. Running Windows 10 or 
Windows 11 with an upgraded Edge browser to the latest version should be sufficient. For security 
reasons and because the application this form is based upon, Cognito, uses modern security 
features in the transmission of the information, older browsers such as Internet Explorer are not 
supported. If you are a Mac user, you can try using Safari, though it is recommend downloading the 
latest version of Microsoft Edge. For additional information about how we handle your personal 
and/or confidential information, please refer to the City’s Privacy Policy 
https://www.lethbridge.ca/news-notices-stories/privacy-policy/ 

 

Required Documents 
  

• Current Agreement • Prior Claim Details 
• WCB Number or Exemption Letter (if 

applicable) 
• Annual Financial Report (if applicable) 

• Current Insurance Details  • Previous Financial Report (if 
applicable) 

• Current Claim Details   
 

https://www.lethbridge.ca/news-notices-stories/privacy-policy/
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FAQs   
1. Can I submit my Outcome Reports (Schedule D), Incident Reports through this application 

as well? 
 

a. No. These must be submitted via email to the CSD Contracts Mailbox at  
csd.contracts@lethbridge.ca 

 
2. Am I required to submit my financial reports (e.g. Audited Financial Statements, Profit & 

Loss Statement, Invoice, etc.) through this application? 
 

a. Yes 
 

3. Do I need to submit my previously submitted claims through this application? 
 

a. No. These will be pre-populated  
 

4. I get error messages when I access the application. Who do I contact? 
 

a. Claims Mailbox at csd.claims@lethbridge.ca 
 

5. I have questions about the eligibility of some of my expenses. For example, can I move 
funding between budget categories within my Schedule B? Who do I contact about this? 

 
a. CSD Contracts Mailbox at csd.contracts@lethbridge.ca 

 
6. Have the financial claim reporting requirements or deadlines changed now that the 

submission process has changed? 
 

a. No. Claims are due by the 10th business day of the following month/quarter close. 
 

7. I have new staff assisting with this process and would like some training, who do I contact? 
 

a. Claims Mailbox at csd.claims@lethbridge.ca 
 

8. Is the information I submit secure? 
 

a. This information is being collected using Cognito Forms, a third-party cloud services 
provider. Refer to the Cognito Forms Privacy Policy for more information. Once 
collected, it is stored and processed within the City’s Microsoft 365 tenant where 
controls are in place to limit access to your information. 

 
 

mailto:csd.claims@lethbridge.ca
mailto:csd.contracts@lethbridge.ca
mailto:csd.claims@lethbridge.ca
https://www.cognitoforms.com/legal/privacy


City of Lethbridge  Financial Claim Submission – Claimant User Manual 

1/2/2026  5 

9. I am unsure what information to enter in a section of the application. Who do I contact? 
 

a. Claims Mailbox at csd.claims@lethbridge.ca 
 

10. Who do I contact to follow up with my claim status? 
 

a. Claims Mailbox at csd.claims@lethbridge.ca 
 

11. Will this process expedite my claim payment? 
 

a. It is the policy of the City to pay suppliers of goods and services, 30 (Thirty) days 
from receipt of a claim. If the information submitted is timely, accurate and 
complete, you may, however, receive your payment sooner.  
 

12. I did not receive a confirmation/verification email from donotreply@lethbridge.ca after I 
submitted my claim. What should I do? 

 
a. While it might take several minutes to receive the confirmation email response, it is 

recommended you check Spam folders if it does not appear in your inbox after some 
time. If that occurs, please check first with your IT department to see if it is blocked 
or quarantined before contacting the Claims Mailbox. 
 

Support & Contact Information 
Financial Claims Mailbox  
csd.claims@lethbridge.ca 
 
Jasmina Salter, Sr. Accounting Technician, Community Services 
403.320.4196  jasmina.salter@lethbridge.ca 
 
Caralyn Boh, Financial & Administration Manager, Community Services 
403.320.4221  caralyn.boh@lethbridge.ca 
 
CSD Contracts Mailbox 
csd.contracts@lethbridge.ca 
 

 

 

mailto:csd.claims@lethbridge.ca
mailto:csd.claims@lethbridge.ca
mailto:csd.claims@lethbridge.ca
mailto:jasmina.salter@lethbridge.ca
mailto:caralyn.boh@lethbridge.ca
mailto:csd.contracts@lethbridge.ca
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Steps to Complete the Submission 
Populate the information in boxes. Boxes with a red asterisk require information and the form 
cannot be submitted if left blank. You can save your work and return to it at any time.  
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Confirmation  

Once the claim has been submitted, you will receive an email confirmation and a detailed PDF of 
your submission. 
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