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Services coordinators’ guidelines for completing applications
You will have been contracted to assist the interagency team complete an application for HCN funding after the team has presented a case to the Interagency Management Group and the group has agreed to an application being made.
You should request copies of the following information from the Interagency Management Group to help you compile the application:

· the case presentation

· any practitioner assessments or reports

· a copy of the Interagency Management Group minutes that identify service commitments, directions to practitioners and the gaps in service provision.
You should meet with the team and the HCN Advisor as soon as possible after signing your contract, as you will have approximately four weeks to assist the team to complete the application. You are responsible for collating the information team members provide into the application form, but you are not responsible for providing the content of the application. 

You will need to:
· explain to the team what information is required from each of them to assist with collation of the application (use the ‘Guidelines for completing applications’ to assist you – http://www.hcn.govt.nz/formtemps.htm)
· explain to the team how the application fits in the process of interagency plan development and implementation
· set meeting dates in advance up to the anticipated plan submission date

(usually two short meetings during application development, and at least six two-hour meetings for plan development)
· clarify whether there are other agencies or providers who should be contributing to application or plan development.

Once you have completed the application form, you should:
· liaise with the HCN Advisor, and ensure their feedback is addressed
· circulate the application form to team members for review
· seek sign off from the appropriate managers
· post or courier the signed application form to the HCN Unit (details on the front of the application form).
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