Guidelines for using Submit Online Platform for your Grant Application

· Read the Guidelines to ensure you understand the Community Support Schemes and requirements such as supporting documentation: Community Support Scheme Guidelines 2024 

· You may wish to bring together the supporting documentation before you start the online application form.  For example, under the Community Development Support Scheme, you must upload:
· Most recent Bank/Credit Union Statement, 
· Public Liability Insurance Policy with indemnity to Galway County Council, 
· 1 quote for each expenditure item up to €3,000, 
· proof of ownership/permissions for works on a community-owned building,
· Completed Application Form for “Voluntary & Community Activities on Roads, Amenity Areas and Other Areas in the charge of Galway County Council” as submitted to Area Engineer for works on public spaces. 
· Any statutory consents required for the works (do these in a list). 
NB: the system will not allow you submit your online application until you have uploaded all compulsory documentation.  

· Click the link to access our online forms: Galway County Council (submit.com) and from there click on ‘View Grants’ which will list all the online grants available for Galway County Council.   Scroll to the grant scheme you require and click to access.   Read the introductory text and click on ‘APPLY’.[image: ]

· You will be prompted to register on Submit by creating a new account,
The individual from your group who will be dealing with the application should follow the necessary steps to Create a New Account by entering their Email Address, First Name and Last Name.   
NB: All correspondence regarding your grant application, drawdown, etc., will issue via Submit, so it is important to note that this email must be monitored as this will be the method of communication for various steps during the process of the application.
[image: ]
To complete the registration process, you will be asked to set a password between 6-20 characters long so that you can login to your account as required.   Please keep this password safely and remember that this registration information will be the main contact details for your application.   

Completing the Application Form: 

· You can start filling out the application Form online by answering the questions on the online form.   You can move from question to question by clicking on the ‘Back’ and ‘Next’ buttons at the bottom of the screen. 

· You can complete parts of the form at a time and come back to your saved application to add to it at any time during the period for receipt of application.   To go back into your part-completed form:
· Go to Galway County Council (submit.com)
· Login to your account 
· There will be a prompt asking if you wish to continue with your draft application, so you click on this link. 

· If you want to print off a copy of the form at any stage, you can go to the preview button which is at the bottom right-hand side of the screen (to the left of ‘save & quit option – see screenshot below).   If you go to the end of your draft, it will also give you an option to download your form.  
[image: ]

· Once you are satisfied that your application is fully completed and all compulsory documents are uploaded, then you click ‘Submit’ which is the last option on the bottom right-hand side of the screenshot above.   

· You will now be required to e-sign your application and the system will send an e-mail to the registered person from your group/organisation to validate that signature.   Click on the link in that e-mail to validate and officially submit your application.  

· You will get an e-mail to confirm that your application is officially submitted and acknowledged. 





Here is a video walkthrough from Submit.com showing how the online application process works – this is available on YouTube: 
 
Candidate application demo
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Guidelines for using Submit Online Platform for your Grant Application

« Read the Guidelines to understand the Community Support Schemes and requirements.
including supporting documentation: Community Support Scheme Guidelines 2024

« You may wish to bring together the supporting documentation before you start the online
application form. For example, under the Community Development Support Scheme, you
must upload

- Most recent Bank/Credit Union Statement,

- Public Liability Insurance Policy with indemnity to Galway County Council,

-1 quote for each expenditure item up to €3,000,

- proof of ownership/permissions for works on a community-owned building

- Completed Application Form for “Voluntary & Community Activities on Roads, Amenity
Areas and Other Areas in the charge of Galway County Council’ as submitted to Area
Engineer for works on public spaces.

- Any statutory consents required for the works (do these in a list)

INB: you will be unable to submit your online application unless you have uploaded all

compulsory documentation.

o Click the link to access our online forms: Galway County Council (submit.com) and from there
click on "View Grants’

« This willlist all the Grants available for Galway County Council — scrol to the grant scheme
you require and click to access. Read the introductory text and click on "APPLY’ when you
are ready to start your online application

« You will be prompted to register on Submit by creating a new account,
The individual from your group who will be dealing with the application should follow the
necessary steps to Create a New Account and then enter their Email Address, First Name and
Last Name. Al correspondence regarding your grant application, drawdown, etc., will issue
via Submit, so it is important to note that this email must be monitored as this will be the
method of communication for various steps during the process of the application

Loain or create an account
English (reland) T Accessibilty: Investigate

Completing the Application Form:

« You can start filing out the application Form online by answering the questions on the online
form.~ You can move from question to question by clicking on the ‘Back’and ‘Next'buttons at
the bottom of the screen.

« You can complete parts of the form at a time and come back to your saved application to add
to it at any time during the period for receipt of application. To go back into the form,
- Goto Galway County Council (submit.com)
- Login to your account
- There will be a prompt asking if you wish to continue with your draft application so you
click on this link

« If you want to print off a copy of the form at any stage, you can go to the preview button

Should you wish to printidownload a copy of the form, please click print and send to the
printers

« When your application is fully completed and all necessary documents upload, then you it

« When your application is fully entered and all supporting documentation uploaded, you can e-
sign the application, and the System will send an e-mail to the registered person from your
organisation to validate that signature.

« Atthis stage, you will get an e-mail to confirm that your application is officially submitted and
will also receive an acknowledgement e-mail from the Council

 Here s a video walkthrough to use Submit.com

Candidate application demo
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Community Support Schemes 2024 - Community Development Application

Application Summary

Name of Applicant Group
This should be the legal name of your group for
tax/financial affairs.
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Questions

Please give a brief description of what you are seeking
funding for

a This question is required

#5 & Number
Amount Sought: €

Please confirm the amount of funding you are seeking for
your proposal.

a This question is required

>
Section 1 — Applicant Details

>
Section 2: Project Details:

>
Section 3: Financial Details

>

Section 4 — Acknowledgement and
Declaration

Q Save & quit Submit
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