
This "Field Guide" is meant to explain what is intended and what is
possible for all the fields in the Common Form, using our Sample
Form as a model. 

Field Guide
THE COMMON FORM

It is important to note that while all these data points can be collected, it is up to
each individual organization to decide which fields to fill out and which to leave blank.
The Common Form is a flexible standard! While some funder applications may
require certain fields, Common Approach leaves it up to each user to determine how
they'd like to use the Common Form.

We require aligned softwares to make fields available to you, depending on their tier
of alignment. This document is an example of the Common Form—your software
may change the order or even some of the names of the fields based on their user
experience design. This is expected and perfectly acceptable! Being aligned means
that the fields are labelled uniformly in the back end of the software to enable data
interoperability.

For more information, read the Introductory Guide to the Common Form.

The Common Form is broken down into 5 sections 

Basic Information
Financial Information
Organization Information
Project Information
Funding Request

1.
2.
3.
4.
5.

(But remember, these may be reorganized depending on which software is used!)

Let's explore the information that can be collected in each of these sections.

https://www.commonapproach.org/wp-content/uploads/2023/01/Common-Form_Sample.pdf
https://www.commonapproach.org/wp-content/uploads/2022/12/Common-Form_introductory-guide_EN.pdf


Organization ID: This subsection requires the submission of the organization's
Business or Charity number, in addition to the organization who issued the
number (e.g. the CRA), and the date the number was issued.
Legal Form: This field provides a place for the organization to specify its legal
form, which can differ based on the jurisdiction in which they are registered.
Examples:

Registered Charity
Not-for-profit
Private Enterprise
Community Association
Band Council
Subsidiary of any of the above

Division(s): This field provides for the creation of "divisions" that can represent
subsidiary organizations or initiatives. Organizations can create subforms specific
to each division by filling out this field. This allows subsidiary organizations to
have their own Common Form for use and exchange.

This section covers the most fundamental details about the organization, including
name, street address, web address, mission statement, and others. 

Data fields of note:

Basic Information



Types of Statement allows for a few different kinds of prepared financial
statements:

Internally Prepared
CPA Prepared (Notice to Reader)
Review Engagement
Audited Financial Statement

For organizations with no officially prepared statements or reports, the first five
indicators are the most highly recommended:

Current Assets
Total Assets
Total Liabilities
Total Revenues
Total Expenses

This section collects all key financial information for the organization. It provides for
three overall categories of financial information: financial statements, XBRL reports,
and financial indicators for those who have no prepared statements. 

For those with statements/reports, there is a place to upload the last three years'
reports:

The other indicators, like all fields in the Common Form, can be filled out or not
depending on the preferences and needs of the organization using the form. 

Financial Information



Impact Model: Here, the organization can detail their intended impact using an
impact model. This could be a Theory of Change, Logic Model, Outcomes Chain,
Impact Thesis, or whichever format suits the organization best. If the software
being used is also aligned with the Common Impact Data Standard, the
impact model can simply be linked to the details there.

Indicators: List the indicators that will help you measure your impact.
Outcomes: List the intended outcomes of your impact model.

Characteristics: This field collects the stakeholder characteristics associated
with the organization. This includes the characteristics of the communities served
by the organization, as well as those of the staff, board and executive leadership
within the organization. 
B-Corp, Imagine Canada and Charity Data Profile: These fields allow those
who have profiles or assessments from these programs to include them in their
Common Form Profile.

This section collects a more detailed account of the organization beyond the
fundamentals covered in the Basic Information section. This includes the business
plan, programs, team, and target communities.

Populations Served: Here, the different beneficiary stakeholder types served by
the organization can be selected and described. If you the Common Impact Data
Standard is also being used, this can be linked to the Beneficiary Stakeholders
listed as part of the impact data management tracked there. If not, the software
may provide a drop-down list of options. 

Organizational Profile

https://www.commonapproach.org/common-impact-data-standard/


Official Language Minority Communities
Living with Mental Illness/Addiction
Seniors
LGBTQ2S+
Black
Indigenous
Racialized people
Rural/Remote/Northern Community
People with Disabilities
Women and Girls
Children and Youth
Low Income
Homeless/Unhoused
Newcomers/Refugees
Environment

For example, here is a modified list of demographic data categories from
Employment and Social Development Canada:

Project Information

Budget: Here, you are asked to upload the project budget. Note that some
funders have specific templates/formats that they prefer to be used.

For organizations requesting funds for a particular project, this section allows for
project-specific information to be presented that is not covered in the Organization
Information section. 

https://open.canada.ca/data/en/organization/esdc-edsc?q=demographic+data&res_format=CSV&sort=


Other Funds Received: This field offers a place to note funds received from
other sources.
Funds Requested From: This field offers a place to list the other funders being
approached for funding.
Geographic Regions Served: This is here to geographically define the
communities served by the project or organization program for which funds are
requested.
Markets Served: Distinct from the populations or geographic regions served,
the markets served field allows those with private enterprises to denote those
markets targeted by their business/organization.

This section facilitates the specific funding request being made by the organization.
This includes the type of funds being requested and the intended use of those funds.

Funding Request

Subscribe to the Common Approach newsletter

Follow us on LinkedIn

Follow us on Twitter

Visit the Common Approach website 

Stay up to date on our efforts to make impact measurement better, and
help shape impact measurement standards:

https://www.commonapproach.org/sign-up-to-our-newsletter/
https://www.linkedin.com/company/common-approach-to-impact-measurement/
http://www.twitter.com/commonapproach
https://commonapproach.org/
https://commonapproach.org/

