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Application Tips Veterans





Tips to improve your grant application

To assist with your grant application the Veterans Unit at the Department of Planning and Community Development has developed a list of practical tips to assist with your grant application – this will also enable your application to be processed more quickly. 
A copy of the grant guidelines is available from www.dpcd.vic.gov.au/home/grants/all-grants/restoring-community-war-memorials 
or by phoning the Grants Information Line on 1300 366 356 between 9am – 5pm weekdays (cost of a local call, except from a mobile phone).
Please read the grant guidelines before submitting your application and ensure that you have sourced all the “required documents”.
Preparing your Restoring Community War Memorial application
 FORMCHECKBOX 
 A covering letter is not required with your application
 FORMCHECKBOX 
 Ensure that your organisation is legally constituted, for example is it incorporated? If your organisation is not incorporated you will need to arrange an auspice for your application – regardless of whether you have an Australian Business Number (ABN)
 FORMCHECKBOX 
 Where possible submit your application online or in word version by email
 FORMCHECKBOX 
 You only need to submit your application once.   Applications will be acknowledged electronically and by letter.
 FORMCHECKBOX 
 Refer to the ‘Required documents’ section in the grants guidelines.  You will need these documents at the time you make the application.
 FORMCHECKBOX 
 Refer to the Heritage Victoria website www.dpcd.vic.gov.au/heritage/heritage-places-and-objects/Consultants-and-contractors for a list of conservators or stonemasons (if required) or phone Heritage Victoria on (03) 864 48800.
Budget Details
 FORMCHECKBOX 
 Provide the ‘Whole project’ income and expenditure cost not just the budget for the amount you are requesting from the Restoring Community War Memorial Grants Program. These totals should equal
 FORMCHECKBOX 
 Do not include GST in the budget

 FORMCHECKBOX 
 Provide an estimate of the ‘In-kind’ support.  This is part of the total project cost and should be the same amount in both the income and expenditure columns
Submitting your application

ONLINE

Step 1:
Go to the grants website www.dpcd.vic.gov.au/home/grants.
Under the heading My Grants click on “My grants help”.  It is important to read this section before you commence your registration and application. 
Step 2:
If you have not previously applied for a DPCD grant online you will need to register as a “My Grants” new user.
An email showing your User Name and Password will be sent to the email address provided.   This password can be changed at a later date if you wish. 

Step 3:
Go back to the grants page and click on "Log into My Grants now" using your user name and password provided.
Step 4:
Click on "Find a Grant" and "Search by Grant Name".   Scroll down to Restoring Community War Memorials Grants Program and click on Go.
Step 5:
Scroll down to the heading Apply and click on the green button Apply Online.
Step 6: Complete the application form, saving each page.  You can close the form and come back at any time during the process as long as you have saved before closing.
EMAIL
Step 1:
Go to the grants website www.dpcd.vic.gov.au/home/grants/all-grants/restoring-community-war-memorials
Step 2:  Click and open the Word version of the application form
Step 3:  Save the application form to your computer and name the document.

Step 4: Complete the application form and save.
Step 5: Email the application form to

grantapplications@dpcd.vic.gov.au 

and attach “required documents”.
Attachments:  You can attach the “required documents” to your online application (for example Word, Excel, PDF or JPEG) as long as they are in an acceptable file type and don’t exceed the maximum file size of 2mb.

When you submit your application online check carefully to ensure all your attachments have been uploaded.

If the “required documents” cannot be attached to your online application, you can email them to

grantapplications@dpcd.vic.gov.au 

quoting your application number.

Where possible attach documents to one email, zipping the files if required.

Alternatively attachments can be sent in hard copy or CD (include your application number) by post to:

Community Investment Services
Department of Planning and Community Development

GPO Box 2392, Melbourne Vic 3001
Acknowledgement of Applications
Online:

An automated response will be sent to your email address which will include your application number.
A letter acknowledging receipt of the application will be sent to the postal address provided.
Email:

An automated response will be sent to your email address acknowledging receipt the application.
A letter acknowledging receipt of the application will be sent to the postal address provided.

Applications submitted other than by online or email methods will be acknowledged by letter.
