HOW TO SUBMIT AN AWARD ENTRY
see District IV website, AWARDS tab www.districtivtexasgardenclubs.org 
1. [bookmark: _Hlk97132617]Use the NGC Award Application Cover Sheet.  On the National Garden Clubs website, under the Awards & Grants tab, click Awards Application Details (NGC Awards | National Garden Clubs, Inc. )  
a. Scroll down to the Award Category to find your Award Entry.  To the right are Awards for each category, Eligibility & Exceptions, and Forms which includes the application and scoring rubrics. 
b. A PDF downloadable NGC Award Application Cover Sheet for each individual award can be found in the award-form-1.pdf (gardenclub.org) and on the District IV website. (All awards generally use the same application cover sheet.) Follow the instructions at the top of the cover sheet. Note the name of your new file and where on your PC you saved it.
2. Carefully review each award for eligibility, requirements, Scale of Points (TGC State Awards), or Rubrics (SCR & National Awards).  Note that the TGC, SCR, & NGC awards may have a Division (A, B etc..) and/or a Class (ii, iii etc..) designation as part of the Award Name or category.  Divisions and Classes for all Awards will be entered on the NGC Application Cover Sheet AND the 3x5 entry card. 
a. Award categories (Award number & name), eligibility requirements application and scoring rubric and award size groups for both Clubs and State can be found here: National Awards NGC Awards | National Garden Clubs, Inc. (https://gardenclub.org/ngc-awards) 
b. South Central Region Awards (https://www.scrgardenclubs.org/awards)
c. Texas State Awards OFFICIAL 2021 AWARDS MANUAL TGC (texasgardenclubs.org/wp-content/uploads/2023/10/Oficial-TGC-AWARDS-Brochure-2023-2025-FINAL.pdf) 
d. Also review any emails sent to your club president regarding Awards.  Make sure your information is up to date.
3. Complete the application cover sheet for each award you plan to submit (see 1.b. above)
4. Prepare and attach the “Text for Award” or Project (TGC, Inc Awards Brochure pages 6-7.)  And refer to the Scale of Points or Rubric for each award listed in the Awards brochures.  Max. 3 single-side pages. 
a. Contact your Club committee chair or project chair for the details.  I would send a copy of the scale of points to her/him and ask your Chair to do the write up and include necessary drawings and pictures.  Review/edit this information before attaching the completed Application Cover sheet.
b. Prepare and attach the Book of Evidence needed for Flower Show Achievement Awards, Publicity Press Book, or Scrapbooks, and Yearbooks.  
5. Complete and attach the correct 3x5 card (see the District IV website for the sample).
6. Submit all TGC, SCR, and NGC entries to the District IV Website email address: awards4TGC@gmail.com .  Once received I will send an “ACCEPTED” email to you or return those items that need to be corrected.  Accepted entries will go on to judging.
7. [bookmark: _Hlk97132813]If you are sending a Yearbook, Scrapbook or Project that includes a Book of Evidence (like the Flower Show Schedules) you will need to determine the correct amount of postage to forward the award to TGC, then to SCR, and finally, NGC (see page 6 of the TGC, Inc Awards Brochure (OFFICIAL 2023-2025 AWARDS BROCHURE TGC .org/forms/).
8. Determine which District IV judge [see Judges list on website] to mail the completed Project with Evidence book entry. Only Books (Yearbook, Scrapbook, Book of Evidence, Press Book, or Flower Show Schedules) will be sent directly to judges.  All other submissions MUST go to the email address.
a. Newsletters will send 1 recent hard copy directly to the judge.  Then a copy of the newsletter entry will need to be emailed to the judge to include the additional newsletter samples.
9. Prepare your envelope, add postage, enclose all your submission forms and required postage, seal and send it to the correct judge.
10. For questions and concerns contact the District Awards Chair: Pamela Randall awards4TGC@gmail.com or yardmap@aol.com or by cell: 281-543-5889.
