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What is an Environmental Impact Statement?

The Environmental Impact Statement is prepared by the proponent. The purpose of the
Environmental Impact Statement is to:

identify the potential adverse environmental effects including cumulative effects of
the proposed project;

propose technically and economically feasible measures to mitigate those effects;

evaluate whether the proposed project will result in any significant adverse
environmental effects; and

describe a follow-up program.

Examples of activities to review the Environmental Impact Statement

The types of activities that may be necessary to review and provide written comments on
the Environmental Impact Statement include:

reviewing the Environmental Impact Statement Summary or the Environmental
Impact Statement and relevant documents;

meeting with the Applicant’'s members to obtain their input on the Environmental
Impact Statement Summary or the Environmental Impact Statement;

preparing written comments or a report on the Environmental Impact Statement
Summary or the Environmental Impact Statement that will be provided to the
Agency; and

any other relevant activities associated with the review and comment on the
Environmental Impact Statement Summary or the Environmental Impact Statement.

What is a Draft Environmental Assessment Report?

The draft Environmental Assessment Report presents the Agency’s views of the findings of
the environmental assessment, including conclusions and recommendations regarding the
adverse environmental effects that are likely to result from the proposed project,
appropriate measures that would mitigate those effects, the significance of residual effects
after implementation of the mitigation measures as well as the components of the follow-up
program.

Examples of activities to review the Draft Environmental Assessment Report

The types of activities that may be necessary to review and provide written comments on
the draft Environmental Assessment Report include:

reviewing the draft Environmental Assessment Report and relevant documents;

meeting with the Applicant’'s members to obtain their input on the draft
Environmental Assessment Report;

preparing written comments or a report on the draft Environmental Assessment
Report that will be provided to the Agency; and

any other relevant activities associated with the review and comment on the draft
Environmental Assessment Report.
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Expense Categories

Note:

If your funding request is successful, it will be important to keep all invoices and receipts accounting
for your approved expenses. You will need these to request payment.

The application review and decision process can take up to 30 days after we receive your application.
If you are successful in receiving funding, you cannot request payment for any work done before a
Contribution Agreement is fully signed by both you or your organization and the Agency.

Reporting Costs

Staff salaries

The staff salaries category includes salaries and up to 20 percent in benefits of the salary
amount requested of the participation coordinator and individuals employed by your
organization or your Aboriginal community for the purpose of researching and preparing
materials related to your organization’s or your Aboriginal community’s participation (e.g.
research staff and secretariat services).

Note: By signing the application, your organization or your Aboriginal community confirms
that the requested funds for salaries are designated solely for time the individual dedicates
to the preparation for and participation in the environmental assessment. For each
individual, provide the employee’s name and his/her duties related to your organization, the
number of hours spent on project-specific activities and the salary hourly rate.

Administrative costs and office supplies/telephone charges

The administrative and reporting costs include costs associated with bookkeeping,
accounting, and reporting to the Agency on deliverables related to your organization’s or
your Aboriginal community’s participation in the environmental assessment. As well, this
category includes costs related to interfacing with the Agency on requests for payments
specific to your organization’s or your Aboriginal community’s participation in the
environmental assessment.

Any administrative and reporting expenses that do not support your organization’s or your
Aboriginal community’s participation in the environmental assessment, including normal
bookkeeping and accounting, are not eligible for funding under the Participant Funding
Program (the Program).

The costs of office supplies include costs which are important to support your organization’s
or your Aboriginal community’s participation in the environmental assessment (e.g.
photocopying, postage and telephone charges).

Any operations and maintenance expenses that do not support your organization’s or your
Aboriginal community’s participation in the environmental assessment, including normal
supplies and overhead costs, are not eligible for funding under the Program.

Provide a brief explanation of the need for the specific administrative and reporting
expenses and for the specific supplies.
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Office rental space and meeting rooms

The rental of office space and meeting rooms category includes costs associated with
renting an office space, meeting rooms and office equipment that directly relates to your
organization’s or your Aboriginal community’s participation in the environmental
assessment.

Any operations and maintenance expenses that do not support your organization’s or your
Aboriginal community’s participation in the environmental assessment, including normal
rent and overhead, are not eligible for funding under the Program.

Describe the need to rent the facilities and provide details on the event and rental costs.

Local collection or distribution of information (excluding general media advertising
and promotion)

The collection or distribution of information category is specifically for costs associated with
gathering information and concerns from your organization’s membership or your Aboriginal
community members as well as sharing relevant information related to the environmental
assessment with your membership or members.

Provide a brief explanation of the need to collect or distribute the information. Indicate from
and to whom the information will be distributed and collected. Explain how this action will
contribute to the objectives of the environmental assessment.

General media advertising and promotion

The general media advertising and promotion covers advertising and publication costs for
meetings held by your organization or your Aboriginal community specifically for your
membership or your members with the purpose of gathering their input and concerns as
well as sharing relevant information related to the environmental assessment. Examples of
costs covered in this category include posters and newspaper advertisements.

The advertisement and promotion of your organization’s or your Aboriginal community’s
meetings must have a specific purpose not already addressed by other parties involved in
the environmental assessment responsible for promoting awareness of the environmental
assessment and public participation opportunities (e.g. Agency or proponent).

Provide a brief explanation of how this action will contribute to the objectives of the
environmental assessment and the intended audience.

Other expenses

Any other expense item that your organization or your Aboriginal community believe is
needed to support your participation in the environmental assessment may possibly be
covered by the other expense categories, subject to approval by the Agency.

The request must be supported by a clear explanation of how this item or action will
contribute to the objectives of your organization’s or your Aboriginal community’s
participation in the environmental assessment.
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Professional services

Professional fees

The professional fees category includes the daily rates and expenses for expert advice or
assistance on environmental, technical or social issues relevant to the environmental
assessment.

For each expert, identify the individual’'s expertise and the relevance of this expertise to
your organization’s or your Aboriginal community’s participation.

Legal fees

The legal fees category includes the daily rates and expenses for expert legal advice or
assistance directly related to your organization’s or your Aboriginal community’s
participation in the environmental assessment. The costs for legal advice are eligible under
the Program, but legal representation at public participation events is not encouraged.

Provide an explanation of why legal research or representation is important to your
participation in the environmental assessment.

Provide the name of a legal person/firm, nature of the work and its pertinence to the
environmental assessment.

Please note that there is a maximum amount cap on this category; please refer to Section 7
of your application form for the specific amount.

Travel expenses

The travel expense category includes expenses related to travelling to attend public
participation events held by the Agency as part of the environmental assessment. Such
expenses may include transportation, meals, lodging and incidentals. Travel expenses must
be reasonable and in accordance with federal government travel directives (http://www.njc-
chm.gc.ca/directive/travel-voyage/index-eng.php).

Explain why travelling to the event is necessary, and if applicable, why more than one
person is needed to represent your organization or your Aboriginal community. Details
should be provided regarding travel mode, accommodation and duration.
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Honoraria for Elders and ceremonial offerings

The honoraria for Elders category includes the daily rates associated with your Aboriginal
community Elders providing Aboriginal traditional knowledge or community knowledge
relevant to the environmental assessment. The Elders cannot be in receipt of any other
salary or direct income for the activity for which an honorarium is claimed.

The ceremonial offering includes relevant costs associated with providing gifts, such as
tobacco offered to Elders, in recognition of having provided Aboriginal traditional knowledge
or community knowledge relevant to the environmental assessment.

Provide the names of the Elders, the honoraria rate, date and purpose of the meeting, or
function of the Elders and describe the nature of the ceremonial offering and its relation to
the environmental assessment.

Please note that there is a maximum amount cap on this category; please refer to Section 7
of your application form for the specific amount.
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What is an environmental assessment by review panel?

The Minister of the Environment may refer an environmental assessment to a review panel if the
Minister is of the opinion that it is in the public interest to do so. To make his or her decision, the
Minister must consider whether the designated project may cause significant adverse environmental
effects, whether there are public concerns related to the significant adverse environmental effects,
and whether there are opportunities for cooperation with another jurisdiction that may be assessing
the project, or any part of it.

A review panel is a group of independent experts appointed by the Minister of the Environment, in
cooperation with another jurisdiction, for example a provincial government, in the case of joint review
panels, to conduct an environmental assessment. The members are selected on the basis of their
knowledge, experience and expertise, and must be free from bias or conflict of interest relative to the
designated project.

A review panel assesses whether the environmental impact statement prepared by the proponent is
sufficient to proceed to public hearings. The hearings allow interested parties, including Aboriginal
groups, to present evidence, concerns and comments regarding the potential environmental impacts
of the designated project.

Review panels have the capacity to summon witnesses, and order witnesses to present evidence and
produce records related to the environmental assessment.

The review panel prepares a report that includes its rationale, conclusions and recommendations, and
submits its report to the Minister of the Environment. The report will also contain any proposed
mitigation measures and suggestions for the follow-up program.

What is a draft review panel terms of reference and, if applicable,
the joint review panel agreement?

For a federal-only review panel, the Agency will prepare draft terms of reference for the review panel
and conduct a public comment period. For a joint review panel, the Agency will work with the other
jurisdiction, for example a provincial government, to draft a joint review panel agreement, including
terms of reference, and conduct a joint public comment period on this document. The terms of
reference establish the mandate and authorities of the review panel, as well as the procedures and
timelines for the review panel.

After considering public comments, including comments from Aboriginal groups, as well as input from
federal departments on the draft terms of reference for the review panel, the Minister (along with the
other jurisdiction, in the case of joint review panels) will issue the final terms of reference and post
them on the Agency’s Registry Internet site.

Examples of activities to review the draft review panel terms of reference
and, if applicable, the joint review panel agreement

The types of activities that may be necessary to review and provide written comments on the draft
review panel terms of reference and, if applicable, the joint review panel agreement include:
reviewing the draft review panel terms of reference and, if applicable, the joint review panel
agreement and relevant documents;
meeting with your organization membership or your Aboriginal community members to obtain
their input on the draft review panel terms of reference and, if applicable, the joint review panel
agreement;
preparing written comments or a report on the draft review panel terms of reference and, if
applicable, the joint review panel agreement that will be provided to the Agency; and
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any other relevant activities associated with the review and comment on the draft review panel
terms of reference and, if applicable, the joint review panel agreement.

What is an Environmental Impact Statement?
The Environmental Impact Statement is prepared by the proponent. The purpose of the Environmental
Impact Statement is to:

identify the potential adverse environmental effects including cumulative effects of the proposed
project;

propose technically and economically feasible measures to mitigate those effects;

evaluate whether the proposed project will result in any significant adverse environmental
effects; and

describe a follow-up program.

Examples of activities to review the Environmental Impact Statement

The types of activities that may be necessary to review and provide written comments on the
Environmental Impact Statement include:

reviewing the Environmental Impact Statement Summary or the Environmental Impact
Statement and relevant documents;

meeting with your organization membership or your Aboriginal community members to obtain
their input on the Environmental Impact Statement Summary or the Environmental Impact
Statement;

preparing written comments or a report on the Environmental Impact Statement Summary or
the Environmental Impact Statement that will be provided to the Agency; and

any other relevant activities associated with the review and comment on the Environmental
Impact Statement Summary or the Environmental Impact Statement.

What are the review panel hearings?

Once the review panel determines that it has sufficient information, it will provide notice prior to the
start of public hearings. The review panel has a duty to hold public hearings in a manner that offers
any interested parties an opportunity to participate. The primary purpose of the public hearings is to
allow the review panel to obtain the information required to complete its assessment of the potential
environmental effects of the proposed project.

Examples of activities to prepare for and participate in the review panel
hearings

The types of activities that may be necessary to prepare for and participate in the review panel
hearings include:

travelling to the location where the hearings will be held;

preparing written comments or a report that will be provided to the review panel during the
hearings;

preparing a presentation which will be delivered to the review panel during the hearings; and

any other relevant activities associated with the preparation for and participation in the review
panel hearings.
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Expense Categories

Note:

If your funding request is successful, it will be important to keep all invoices and receipts accounting
for your approved expenses. You will need these to request payment.

The application review and decision process can take up to 30 days after we receive your application.
If you are successful in receiving funding, you cannot request payment for any work done before a
Contribution Agreement is fully signed by both you or your organization and the Agency.

Reporting Costs

Staff salaries

The staff salaries category includes salaries and up to 20 percent in benefits of the salary
amount requested of the participation coordinator and individuals employed by your
organization or your Aboriginal community for the purpose of researching and preparing
materials related to your organization’s or your Aboriginal community’s participation (e.g.
research staff and secretariat services).

Note: By signing the application, your organization or your Aboriginal community confirms
that the requested funds for salaries are designated solely for time the individual dedicates
to the preparation for and participation in the environmental assessment. For each
individual, provide the employee’s name and his/her duties related to your organization, the
number of hours spent on project-specific activities and the salary hourly rate.

Administrative costs and office supplies/telephone charges

The administrative and reporting costs include costs associated with bookkeeping,
accounting, and reporting to the Agency on deliverables related to your organization’s or
your Aboriginal community’s participation in the environmental assessment. As well, this
category includes costs related to interfacing with the Agency on requests for payments
specific to your organization’s or your Aboriginal community’s participation in the
environmental assessment.

Any administrative and reporting expenses that do not support your organization’s or your
Aboriginal community’s participation in the environmental assessment, including normal
bookkeeping and accounting, are not eligible for funding under the Participant Funding
Program (the Program).

The costs of office supplies include costs which are important to support your organization’s
or your Aboriginal community’s participation in the environmental assessment (e.g.
photocopying, postage and telephone charges).

Any operations and maintenance expenses that do not support your organization’s or your
Aboriginal community’s participation in the environmental assessment, including normal
supplies and overhead costs, are not eligible for funding under the Program.

Provide a brief explanation of the need for the specific administrative and reporting
expenses and for the specific supplies.
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Office rental space and meeting rooms

The rental of office space and meeting rooms category includes costs associated with
renting an office space, meeting rooms and office equipment that directly relates to your
organization’s or your Aboriginal community’s participation in the environmental
assessment.

Any operations and maintenance expenses that do not support your organization’s or your
Aboriginal community’s participation in the environmental assessment, including normal
rent and overhead, are not eligible for funding under the Program.

Describe the need to rent the facilities and provide details on the event and rental costs.

Local collection or distribution of information (excluding general media advertising
and promotion)

The collection or distribution of information category is specifically for costs associated with
gathering information and concerns from your organization’s membership or your Aboriginal
community members as well as sharing relevant information related to the environmental
assessment with your membership or members.

Provide a brief explanation of the need to collect or distribute the information. Indicate from
and to whom the information will be distributed and collected. Explain how this action will
contribute to the objectives of the environmental assessment.

General media advertising and promotion

The general media advertising and promotion covers advertising and publication costs for
meetings held by your organization or your Aboriginal community specifically for your
membership or your members with the purpose of gathering their input and concerns as
well as sharing relevant information related to the environmental assessment. Examples of
costs covered in this category include posters and newspaper advertisements.

The advertisement and promotion of your organization’s or your Aboriginal community’s
meetings must have a specific purpose not already addressed by other parties involved in
the environmental assessment responsible for promoting awareness of the environmental
assessment and public participation opportunities (e.g. Agency or proponent).

Provide a brief explanation of how this action will contribute to the objectives of the
environmental assessment and the intended audience.

Other expenses

Any other expense item that your organization or your Aboriginal community believe is
needed to support your participation in the environmental assessment may possibly be
covered by the other expense categories, subject to approval by the Agency.

The request must be supported by a clear explanation of how this item or action will
contribute to the objectives of your organization’s or your Aboriginal community’s
participation in the environmental assessment.

Page 4 of 6





Participant Funding Program Appendix B

Professional services

Professional fees

The professional fees category includes the daily rates and expenses for expert advice or
assistance on environmental, technical or social issues relevant to the environmental
assessment.

For each expert, identify the individual’'s expertise and the relevance of this expertise to
your organization’s or your Aboriginal community’s participation.

Legal fees

The legal fees category includes the daily rates and expenses for expert legal advice or
assistance directly related to your organization’s or your Aboriginal community’s
participation in the environmental assessment. The costs for legal advice are eligible under
the Program, but legal representation at public participation events is not encouraged.

Provide an explanation of why legal research or representation is important to your
participation in the environmental assessment.

Provide the name of a legal person/firm, nature of the work and its pertinence to the
environmental assessment.

Please note that there is a maximum amount cap on this category; please refer to Section 7
of your application form for the specific amount.

Travel expenses

The travel expense category includes expenses related to travelling to attend public
participation events held by the Agency as part of the environmental assessment. Such
expenses may include transportation, meals, lodging and incidentals. Travel expenses must
be reasonable and in accordance with federal government travel directives (http://www.njc-
chm.gc.ca/directive/travel-voyage/index-eng.php).

Explain why travelling to the event is necessary, and if applicable, why more than one
person is needed to represent your organization or your Aboriginal community. Details
should be provided regarding travel mode, accommodation and duration.
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Honoraria for Elders and ceremonial offerings

The honoraria for Elders category includes the daily rates associated with your Aboriginal
community Elders providing Aboriginal traditional knowledge or community knowledge
relevant to the environmental assessment. The Elders cannot be in receipt of any other
salary or direct income for the activity for which an honorarium is claimed.

The ceremonial offering includes relevant costs associated with providing gifts, such as
tobacco offered to Elders, in recognition of having provided Aboriginal traditional knowledge
or community knowledge relevant to the environmental assessment.

Provide the names of the Elders, the honoraria rate, date and purpose of the meeting, or
function of the Elders and describe the nature of the ceremonial offering and its relation to
the environmental assessment.

Please note that there is a maximum amount cap on this category; please refer to Section 7
of your application form for the specific amount.
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Introduction

The Participant Funding Program (PFP) supports public and Aboriginal participation in
environmental assessments conducted by the Canadian Environmental Assessment Agency
(the Agency), by review panels and joint review panels pursuant to the Canadian
Environmental Assessment Act, 2012 (CEAA 2012). The PFP is administered by the Agency.

The application form is a PDF smart form that modernizes and streamlines the process for
entering application data.

This document describes how the PDF smart form works and how to fill it out.

The forms work best on Adobe Reader 10 or 11. To get a free copy, go to www.adobe.com.
Instructions on how to download and install the software are included on the Adobe website.

Finding Documentation

The PDF Funding Application Form incorporates all the documents you need to help you
complete and submit it, including:

» How to Use Adobe Forms (this document)

* Appendix A — What Needs to be Included in a Resolution

* Appendix B — Content and Expense Category Description

» Appendix C — Checklist for Completing the Funding Application Form
e Participant Funding Program National Program Guidelines

To find PFP program documents:

1. Go to the first page of the PDF and L
click the | View Instructions
button. A JavaScript Window will
appear.

Open Instruction PDF

Select the appropriate pdf from the list of available instructions below.

PFP Appendix A

2. Select a topic from the list and PFP Appendix B

click OK to open the document PFP Appendi C

with information on the topic.

Warning: JavaScript Window

For more information on the PFP:
» Refer to the Agency’s website: http://www.ceaa-acee.gc.ca/default.asp?lang=En

» Refer to the Participant Funding Program webpage at: http://www.ceaa-
acee.gc.ca/default.asp?lang=en&n=E33AE9FB-1, or

» Contact your Agency regional office
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How to Use Adobe Forms

Completing Adobe Forms

Using Common Form Elements

This table briefly describes common features in a PDF form and how to use them.

Form Element

Description

Instruction

FPrivance/Tembory
British Columbia
Alberta

British Colombia
Manitoba

New Brunswick
Newloundland And L abrador
Northwest Territories
Nova Scota

1 Munavul

Ontario

L

Dropdown list and scroll bar for
selecting pre-determined input
data

Click the down arrow to
see the list.

Click the up or down
arrow to scroll or click
and drag the slider in
the scroll bar.

Click an item in the list
to select it.

:|bnx @ selected box

Check boxes are used for
selecting multiple options.

Select the boxes that
apply. You can select
more than one.

() radio button (@) selected radio button

Radio buttons are used for
selecting single options.

When some options are
selected, another row of
information to be completed
may be added to the form, or a
section of the form may be
removed automatically.

Click the radio button
that applies.

View Instructions

A tool to display all the documents you need to help you
complete and submit the application form.

This button is only available on the first page of the form.

A tool to add a new expense
type to the form.

Click to display a new
expense section and
enter details.

[x]

A tool to remove this expense
type record from the form.

Click to remove this
expense type record
from the form.

Attach Document A tool to attach a document to Click to attach

the Application Form for Supporting Documents
submission. It appears when to the PDF.
you choose “Attach to PDF” as
the Method of Submission.

Submit A tool to assist in the Click to Submit the
submission of an Application. Application.

View PDF Errors A tool to find errors prior to the | Click to view errors

submission of an Application.

caught by the Smart
Form.
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Understanding Blue Highlights

The Application Form uses an Adobe Reader feature that highlights active fields. To turn
highlights on and off, click the § . button in the top, right-hand corner of Adobe

Reader.

If a field is highlighted in blue, it is an active field and you can enter information into it.
Click in the blue area to place the cursor in the field and enter information. To continue,
press Tab or click the next field.

Advancing Pages

The pages of the form only advance when you make them do so. They do not automatically
advance when you complete the fields on a page.

To view the distinct pages of the form as a continuous scroll, set the View options
in Adobe Reader as follows:

1. From the View menu, select Page Display.
2. Click Enable Scrolling.

3. Click Show Gaps Between Pages.

mWindow Help
tate Vi @ ]re | @ @ [ ]| [
3

Page Mavigation i

[} Single Page View
Zoom L ﬁ
DD Two Page View

HH Twao Page Scrolling

Tools

Sign

Comment o Show Gaps Between Pages
Extended L4 Show Cower Page in Two Page View
Show/Hide 4 Automatically Scroll Shift+Ctrl+H
o7 Read Mode Cirl+H f1entReport
@ Full Screen Mode Ctrl+L
e Expense Type
Read Out Loud 4

Navigating the Pages
1. Click the Page Up or Page Down arrows ¢ g in the Adobe Reader toolbar.

®

2. Use the up arrow or down arrow @ of the scrollbar on the right-hand side of
Adobe Reader.
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Showing and Hiding Details in Form Sections

When you see a blue plus sign (+) in the form, it means that there are additional, related
fields that need to be completed. Click it to show details and view and edit the fields.

When you see a blue minus sign (—) in the form, it means that you can hide details from

view. The symbol changes to a blue plus sign (-4).

Adding and Removing ltems

When asked to provide information on the form such as expenses, where you need to build
a list of everything you want to include, the form will present one row to start with and let
you add as many rows as you need. Click to increase the number of rows.

As you develop your report, you may need to make corrections. The Application Form allows
you to remove fields and rows as needed. Click E to delete the row or section.

Warning: Be very careful when you use this feature. There is no Undo option.

Formatting Text

Narrative fields where you enter descriptions and explanations can have custom formatting
applied to them. For example, you may want to change the default font in the PDF form
(Times New Roman) to Arial, format the text in bold or italics, or create numbered or
bulleted lists.

To create the formatting you want, either compose the text in another application and copy
it into the PDF, or enter the text into the form and format it using Adobe Reader features.

To paste pre-formatted text in PDF forms:

1. Compose your text in another application such as MS Word and format it as required.
2. Highlight and copy the text.

3. Go to the section of the PDF you want to complete.

4. Paste the text.

Note: If the formatting does not copy over exactly as it was originally, use Adobe Reader
formatting features to correct it.

To format text using Adobe Reader features:

1. Enter text in a field and select the text that you want to format.

2. Right-click the mouse to display the following pop-up menu.
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Thais 45 sonse text that | wad to format.
1. Thaa i bold text.
2 This is izaleca. Cut Tk
0 copy i
Delete
Select AR Chkka
[Bemaones eck” Froem Dectionary
Check speling. ..
Look Up Text”
Teot Syle Bold Chrldl
fﬁmrﬁrr- Teadc ot
Linderfine Qe
Superscript . Shift-+CtriePhus
Subrscript Chri+Phss
Clear Formatting

Note: If this pop-up menu does not appear, the formatting features are not available for
this field.

3. Select Text Style to access basic formatting tools, then select a formatting control.
Alternatively, select Hyperlink from the pop-up menu to access a wide range of formatting
controls such as you would find in a word processor.

Form Freld Text Properties u

Foot | Passgreph | Tabs | Link

Errter & URL for this Bnk:

Compatibilmy: Lenks entered in this pamel do not work comrectly m Aombat B Adcbe Keader 2 snd earfer vernnn

Close

4. To modify text, click the Font tab.
Form Fietd Text Properties a

Fant | Pamgraph | Tab: | Link

Tea

fove - I -

SgE |10 w | Bieling Shift !J_ poinks

Underfing | Mo Underfre w

Sede [ Bold ] Iealic | Sarike-through
Cglor W
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5. To modify alignment, indents and spacing, click the Paragraph tab.

Form Figld Text Properties u

Fort | Pmaguaph | Tahe | Link

Alignmert
= = = m W e
lenls
Lefe i:i'.' paines Eirst: | Mone w
RBighe: |2 painds By |0 ponls
Spacing:
Abeves [0 pennts  Lne Speong | Sangie -

Bedow: [0 points

Close

6. Make changes as required and click Close.
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Supporting Documents

Attach a Supporting Document
The Application Form includes a section for attaching supporting documents.
1. In the Supporting Documents section, choose Attached to PDF as the method of

submission.
Method of Submission

Attached to PDF v
Mail

Fax

Attached to PDF

2. Click Attach Document

3. Select the file to import and click Open.

% Warning: lavaScnpt Window - Select a data file 1o impaort u
t : f
= - P ¢ The PC ¢ Documents ¢ CEAA ¢ ¥ G L k B
Ovganize Mew foddes L W
{ Favanbes it P modsi
B Dektop W PEP POF Instructices
B Downloads 87 b Map 5]
o, Recent places 8" Fetchdnn
HeyDinve ' PFP Appenda B
W PPP Appéndic A
o} Humegroup w B PFP Appendi C v
Fibe pavries | Site Maps v BB File ) -

Ogpen feom Online Accound = Cipen Cancel

4. The name of the document appears in the table.

Methed of Submission Mame of Supporting Document

Attached to PDF EI Site Maps.docx

5. Save the PDF.
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View Supporting Documents and Attachments

This section describes how to view supporting documents that have been attached to a PDF.

1. From the View menu, select Show/Hide ® Navigation Panes ® Attachments.

Window Help
otate fiew ' E ‘ — ‘ ) =
f4 | (wm) (ofu] | 100% = Tool
R 100 [ -] | e

Page MNavigation

Page Display » [e data typed into this form.

Zoom 4 .
8. Supporting Documents
Tools
= List the supporting documents submitted with this application in the follo
ign
Comment 3 Type of Supparting Document Method of Submission
Extended 4
[«ll & ttachod to PDE
[L-@ Articles —
7 Read Mode Ctrl+H == Toolbar ltems b §
@l Full Screen Mode CirleL Menu Bar F3 ‘E\E Document Extensions
@f) Tracker Rulers & Grids 4 @ Layers
- 2 Model Tree
Read Out Loud 4 [} Page Thumbnails
Hide Mavigation Pane F4
Reset Panes _

2. In the Adobe Reader navigation panel, to show the list of Attachments, click &' .

ﬁ_‘! Attachments u

IEJ N & &

=

7 Narme

ﬁ IE,ﬂ\ppendix,ﬂ\_instl'.pch‘
N I@,ﬁqppendix B_instr.pdf
@Appendix C_instr.pdf
|| Site Maps.docx

g

|| Resolution.docx

To open an attachment, double-click an attachment name.

4. To close the list of attachments, click [«].

Printing Forms
You can print the Application Form showing all fields on the PDF.

1. To show the system print dialogue, select the File ® Print menu item or click @

2. Print as usual.
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View PDF Errors

1. Go to the first page of the Application Form and click View PDF Errors

A JavaScript Window will appear.

2. To immediately go to the field in the Application Form where the error has been
flagged, select a topic from the list and click Go to Field.

A er p Wendon

HE Baant Bt et

LA y— e bl sk B G T ol e b, sl 4 il e B

ey

3. The field is highlighted in the Application Form.

1. Proposed Project Name

Frovida the nama of the prigect

4. Correct the error. When you move to the next field, the highlighting disappears.
Resave your form.

Submit the Application Form

1. Once all fields have been completed, submit the Application by clicking
Submit | on the first page of the Application Form.

2. If any mandatory fields are missing, the following message appears:
Adohe Reader

a Al haait ene requered field wid empty. Fleate il o the requined fields (Feghbighted) befcie
continuing

3. Correct the errors and re-submit.
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