Creative Communities Scheme
Editing your CCS Application Form



Before you post the CCS application form on your website, or print it out for people to use, there are a couple of things you MUST do. This document gives you some simple instructions what you need to do. 

The three steps outlined are 

1. Adapt the CCS Application Form (i.e. insert information such as your logo and contact details)

2. Save the CCS Application Form both as a WORD document and as a PDF 
3. Post both documents, along with the CCS Application Guide, on your website 

Note that if you have an online application process, your online form MUST contain the same questions as the CCS Application Form

The changes to the CCS Application Form can be made by anyone who uses Word. If you do not have Word, or a compatible programme, on your computer please contact us
Step One: Adapting the form

1. Changing the CCS Logo: You will need to change the CCS logo to the logo that has been personalised for your city/district. You can download this logo here
You can also add in your local council logo next to the CCS Logo but please make sure it is the same size.

2. Adding in your information: 

a. Cover page: Highlight each yellow section and add in the relevant details. Note that the ‘date of notification of grants’ is the date by which you will have notified all successful applicants.
b. Inside cover page: If you have local funding priorities (see your CCS Administrator’s Guide) you can add these in here. If you don’t have local priorities you can delete this section. The finished section would look like this:
Note the local funding priorities for the Creative Communities Scheme Rangitikei District 
Priority will be given to applications that: 
· demonstrate growth 
· demonstrate quality and excellence
· promote partnership and inclusion
c. Declaration page 6: Add in the name of your city or district council

3. Applicants speaking to your CCS Assessment Committee

If you DO NOT offer your applicants the opportunity to speak with your CCS Assessment Committee then you will need to remove this section from your application form.

Step Two: Saving the Form as a WORD document and as a PDF
1. Save this document as ‘Creative Communities Scheme Application Form <insert closing date>’
2. Now go back and expand the four answer boxes to half a page each for questions 1 (the Idea) to 4 (the Criteria) and save-as a PDF document using the same name as above.
Step Three: Loading your application forms to the website
1. Load your application forms onto your website along with the ‘Creative Communities Scheme Application Guide’

2. Applicants will be able to either download the WORD document and type directly into this before printing it out and submitting it OR they can download and print the PDF and then handwrite their answers into the document before submitting it.



Final checklist for your webpage

	
	The scheme is referred to as the ‘Creative Communities Scheme’

	
	The relevant CCS logo is loaded onto the webpage

	
	There is basic information about the scheme on the page (and a copy of the CCS Brochure)

	
	The next closing date is clear (as well as future closing dates if you have these)

	
	The dates that projects need to start after, and finish before, are clear

	
	Both the WORD and PDF versions are loaded

	
	The Creative Communities Scheme Application Guide is also loaded with the forms

	
	There are clear instructions for applicants on which form to use ie. the PDF is for handwritten applications

	
	Applicants are encouraged to use the Creative Communities Scheme Application Guide

	
	There are contact details for who to call or email for help


