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These instructions are intended for use on a laptop computer not a tablet device. 
 
Before you begin make sure that you have all the information you need to complete each type of application. 
All application types require: Submitter’s Name, Email, Phone, Club Name, and Club Size. 
For a Club Application  For an Individual Application For a Tribute Application 
 Is this for a new project? 
 A project start date 
 A project anticipated 

completion date 
 The Award Category* 
 A summary of objectives 
 A description of involvement 

by members and other 
organizations 

 A description of expenses and 
funding 

 A description of continuing 
involvement, follow-up and 
maintenance 

 Additional Narrative 
 Uploads of photos and other 

documents (12 files max – size 
256mb – PDF, JPG, PNG, 
HEIC, GIF) 

 Name of Award Nominee 
 The Award Category* 
 Explain the accomplishments 

of the award nominee 
 Uploads of photos and other 

documents (12 files max – size 
256mb – PDF, JPG, PNG, 
HEIC, GIF) 

 Tribute Nominee’s Name 
 Tribute Nomination Category: 

Civic Development, 
Communication, Conservation, 
Floral Design, Healing 
Therapy and Senior 
Gardening, Horticulture, 
Landscape and Landscape 
Design, Photography, Youth, 
All Around Excellence 

 Explain the accomplishments 
(2000 char) 

 Uploads of photos and other 
documents including a 
headshot (6 files max – size 
256mb – PDF, JPG, PNG, 
HEIC, GIF) 

*Award Categories for Club and Individual: Certificate of Appreciation, Civic Development, Environmental 
Concerns/Conservation/Arboreal, Healing Therapy & Senior Gardening, Historical/Memorial/Public Gardens, 
Horticulture, Youth Awards – In School, Youth Award – After School, Good Deed Citation, Special Award 
 
Access the form you need via the Awards Menu choosing the Awards by Category item. 
 
 
 
 
 
 
Select the form you wish to work on by clicking the hyperlinked name: 
 
 
 
 
 
 
 
 
 
 
Fill in each field as required.   
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For photo uploads you can drag/drop if you have multiple screens open or choose the Select Files button to 
navigate to your photo folder. TIP: Before you upload, rename your photos to something sensible so you will 
recognize it on your application. 
 
 
  
 
 
 
 
 
 
 
 
Each time that you save or submit, you will have to complete the standard security ‘CAPTCHA’ by checking 
the checkbox and following the dialog of instructions: 
 
 
 
 
 
TIP: You might want to save your own PDF of the form in case you have a technical situation that prohibits the 
form from being saved on the FGCCT site. Use the Settings option on your browser window and select the Print 
option.  Print the form to hard copy on your printer or save it as a PDF using your standard method (Adobe or 
MS Print to PDF). 
 
Next you will click the Save and Continue Later button. This will allow you to have link to the application 
form so you can share it with others on your team or go back to it for further edits prior to submitting. 
 
 
 
You will be prompted to supply an email address. Click on the Send Link button. 
 
 
 
 
 
 
 
 
 
 
You will get an onscreen notification: 
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Check your inbox (or your SPAM folder) for the receipt of an email that contains a link to your form. 
IMPORTANT: At this point it is NOT a final submission. 
 
 
 
 
 
 
 
 
 
 
You can forward this email to someone else in your club to review or go back to it to make additions or 
modifications. To return to the application form, click on the hyperlink in the email. 
 
Review your application and when you are ready to submit the form to the FGCCT awards committee, click the 
Submit button: 
 
 
 
You will get an onscreen notification: 
 
 
 
 
 
 
 
 
 
Check your inbox (or your SPAM folder) for the receipt of an email that contains the contents of your submitted 
form.  This is proof of your submission. Print it and/or save it to a folder. 
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