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This Fact Sheet will guide you through how to map your proposed
project area as part of your application for a Biodiversity Environment
and Community Grant.

Mapping your proposed project
As part of your application, we require you to map the location of your proposed project and include this as an
attachment to your application.
These instructions will show you how to:
A. Map your project activity in Mapshare (see page 2)
Save your map as a shapefile (see page 5)
Save your map as a PDF (see note at Step E) (see page 6)

Upload your shapefile and PDF as an attachment to your application; and (see page 10)

moow

lllustrate specific activities on your map using icons (optional). Note, if you opt to do this step you should
read these instructions before saving your map as a PDF (Step C) (see page 11)

We understand you may not know the exact location of project sites at this stage, which is why we are only asking
that you map the entire extent of your project (i.e., one shape) as opposed to individual shapes for each activity.
However, if you do already know the specific locations of each individual activity, see Step E for instructions on
how to illustrate this on your map — this is an optional step.

Before opening MapshareVic, please read our troubleshooting tips below to ensure a smooth
setup:
e We recommend using Google Chrome to run MapshareVic

e Check that your Chrome settings are not blocking pop-ups

e Check that mixed content for the webpage is enabled (i.e., not blocked). See instructions here (scroll down
to 'Enabling mixed content in Google Chrome' heading).
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A. Map your activity in Mapshare

1. Open MapshareVic in your Google Chrome browser using the following URL
https://mapshare.vic.gov.au/MapShareVic/

2. Agree to the disclaimer

MapShareVic

The content of this website is provided for information purposes only. No claim is made as to the
accuracy or authenticity of the content of the website.

For those new users who have transfered from LandChannel to MapshareVic
Find some helpful information in the Frequently Asked Questions in the link below

MapshareVic FAQ
MapshareVic - New Features

A more compact look and feel to Property Information panel and new Water layers: "Waterway Condition
Index" & "Waterway Monitoring Program”. In addition you can create a Property Report, show the Legend

try the new ability to zoom below 1:800 scale or Property Information feature
ee details

Click on the See details button to learn more about these features

Click the 'Drawing' tab on the top green bar

MapshareVic

Layer Themes Tools

+

Version 3.7 8/02/2021

Welcome to MapshareVic,
Wamenheip

DELWP's new web mapping application
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4. Click the drop-down arrow next to 'Point' and select 'Polygon' to draw a custom shape on the map

MapshareVic

Layer Themes Janle Drawing
e ]
2 n = BRL
Plot Coordinates nable Snapping  Select Snapping Styles

Freshand Shape

fersion 3.7 8/02/2

Velcome to MapshareVic,

Rectangle
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Text
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Lime
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Ellipse
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5. Find your project location by:

a. Zooming in to the project location using your mouse scroll wheel, or

b. Entering the address into the search bar at the top of the window

MapshareVic

_ayer Themes Tools Drawing

M D - » 'L\ -

ot Coordinates Polygon

Coordinates Draw Edit Drawings
. ; e
ELSTERNWICK PARK x| < Y ONShire) gy et oY 210K = /
ash Sirg b Vg,
+ &
etails o o
s __ jest = Balara gy
— -

Now that you have found your project area, you are ready to map your project location. At this stage you
can change the map to the satellite view if that is easier for you to visually see your project area. To do this,
you will need to go to the bottom ribbon, click on ‘Vicmap Cartographical’, this will extend the menu to the
right of the screen, you can then select the ‘Vicmap Overlay’ base map option.

.

/" Water - Select this icon in the Toolbar for the

-,
et dicnlane nf Wilatar data

ﬁ Home Layers

25 |

Mapscape Colour Mapscape Greyscale

MapshareVic
Layer Themes Tools Drawing Advanced
o Q- =»
Plot Coordinates Palygon Arrow
Coordinates Draw
Home

fersion 3.7 8/02/2021
[Welcome to MapshareVic,

IDELWP's new web mapping application
[MapshareVic allows you to:

interact with Property, Forest, Public Land and Water
maps

view different basemaps
search for an address, place name, locality or LGA
Identify features on the map

print and export your map

&)

I Property - Select this icon in the toclbar for
he best display of property [ Defaul]

A~
" Forest - Select this icon in the toolbar for the

best display of Forest information and Public Access
data

)
"L/ Public Land - Select this icon in the Toolbar
or best display of Public Land data
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8. Left-click the boundaries of your project area to define the polygon shape. Remember to select the entire
outline of your project area. You will need to double click to ‘finish’ your shape. As you can see in my
example, | have used four clicks to draw the boundary of my project area.

Note, you may need to reselect the polygon tool under the drawing tab of the green ribbon before drawing.

MapshareVic

Layer Themes —

- -
M : X R Q
Plot Coordinat p Snap Clear Al Edit Export Drawings

Coordinates Edit Drawings

|
Version 3.7 8/02/2021

Welcome to MapshareVic,

DELWP's new web mapping application

MapshareVic allows you to:

- interact with Property. Forest, Public Land and Water
maps

- view different basemaps
- search for an address, place name. locality or LGA
- |dentify features on the map

- print and export your map

=% Property - Select this icon in the toolbar for
the best display of property [ Default]

N
(>2)
7 Forest - Select this icon in the toolbar for the
best display of Forest information and Public Access

5
L/ public Land - Select this icon in the Taolbar
for best display of Public Land data

9. To erase a polygon, left-click the drop-down arrow next to the ‘edit’ icon and then select ‘erase’ from the
menu that pops up.

Layer Themes Tools Drawing Advanced

&0 -
i Q ~ N = B o= X i Q
Plot Coordinates Polygon Enable Snapping  Select Snapping Styles Arrow Clear All Edit Export Drawings
Layers
Coordinates Draw
Home <
| i 815
|+ Frahran
’ . ; ; + + @ \\\ My, R
ersion 3.7 8/02/2021 e Par = [ High Oad
1

ligicome fo lapehareyic

10. Once you have selected ‘erase’ you can left-click on any polygon you wish to remove, and it will be erased.

11. You have now finished drawing your polygon. It should capture the geographic location of your project
area. See Step B for instructions on saving your polygon as a shapefile.
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B. Save your map as a shapefile

1. Click 'Export Drawings' on the ‘Drawing' toolbar

MapshareVic

B Q ~ N = o= X lilv

-

Styles Arrow Clear All Edit

Flot Coordinates Polygon Enable Snapping  Select Snapping

ersion 3.7 8/02/2021 E ju

2. Click ‘OK’ on the pop-up. This will download a zipped folder to your device containing the shapefiles you
have just created.

Download “.shp" file *®

The ".shp" file is about to be downloaded. Confirm?

ancel

3. You should see a zipped folder appear in the bottom ribbon of your internet browser titled ‘Export.zip’. If
you do not see this, check your ‘Downloads’ folder on your desktop to see if the folder is there or try our

troubleshooting tips at the start of this document

for best display of Public Land data

- ) II
oW e
i e "] 1
ﬁ Home Layers Vicmap Overlay & F

el
( Export.zip
| P Type here to search

4. Rename the zipped folder to [ApplicationNumber]_shapefiles.zip — e.g., GA-F12345-6789_shapefiles.zip.
You will need to rename the folder in your ‘Downloads’ folder on your desktop.

i—.m—

R o B T &l e

O
i

v
|

GA-F12345-6789 =
hapefiles.zip
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5. The zipped folder is now ready to be attached to your application. See Step C for instructions on saving
your map as a PDF and Step D for instructions on uploading your shapefile and PDF as an attachment to
your application.

6. If you wish to come back and view the shapefile you have just created at a later date, right-click on the
‘upload data’ icon under the ‘tools’ tab.

MapshareVic
T P~ ) - @ i Q Q =] ™
= ~ (] ) = % L] * X v R
Legend  Layer List Home Initial View Print Expart Information Identify Find Location Zoomto XY  Clear Selection Distance Line Edit
ayer Controls Basic Toals Property Find Data Measurement Data Resource
Qe rnor s =ho

7. A pop-up box will appear. Right-click ‘choose files’ and select the zipped folder you created in Step 1-6
above. Then select ‘upload’. Once loaded, you can view your shapefile.

Add Data To Map x

Choose files to uplead from your computer, and they will
become temporarily available on the map.

Supported file types include: .csv, xlsx .kml .shp, .gpx, or
@ .zip containing shapefiles.

Note: Large or complex spatial data may impact

browser performance.
@ Cancel

file chosen

Choose Files

C. Save your map as a PDF
1. Click the ‘Tools’ tab on the top green bar

MapshareVic
fa— ZN -
E = A 9 @& ¢ 0
Legend  Layer List Home Initial View Print Export Information
Layer Controls Basic Tools Property
Home <
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2. Click the ‘Print’ button underneath the top green bar, a ‘Print Map’ pane should appear to the left of the
window once clicked.

-
MapshareVic
Layer Themes Tools Drawing Advanced
a
E & @& © 7 O
Legend  Layer List Home Initial View) Export Infarmation
Layer Controls Basic Tools Property
Home 4

3. Zoom in to the extent of your project area (i.e., the polygon you just mapped).

4. From the drop-down options in the ‘Print Map’ pane to the left of the window, select the following options
under the relevant headings:

e Select Layout: A4 Landscape — DEECA
e Output Format: Pdf

e Resolution: High (216dpi)

e Grid: Latitude / Longitude

e Map Scale: Current Extent

o Title: [ApplicationNumber]

MapshareVic

Layer Themes Tools Drawing Advanced

— AL — » @ ) o]
E 8 & O &8 v ° 8 X X
legend  Layer List Home Initial View  Print  Export Information Identify  Find Location ~ ZoomtoXY  ClearSelection  Distance
Layer Controls Basic Tools
Print Map X

Select Layout
Ad Landscape - DELWP v| B

Output Format

[Pdf |
Resolution

High (216dpi) v
Grid

Latitude / Longitude v
Map Scale

Current Extent Y.
Title

GA-F12345-6789

Locjint preview with map

Print | | Cancel

Insert your application number
which you will be given when : e QD
you start your application.
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In the ‘Print Map’ pane click ‘Print’ — this will generate a PDF map document.

MapshareVic

Layer Themes

i 2\ (.
= ¥ N ) =
legend  Layer List Home Initial View Print
Layer Control Basic Too
Print Map x

Select Layout
A4 Landscape - DELWP v

Output Format

Pdf v
Resolution

High (216dpi) v
Grid

Latitude / Longitude hd
Map Scale

Current Extent M
Title

GA-F12345-6789

Lack print preview with map
Cancel

It can take a couple of minutes for the map to generate. Once the map has generated, you will be able to
click ‘Open File'. This will open the PDF map in a new tab.

MapshareVic

Layer Themes Advanced

P P = ad G? :
i > n ) = v (]
legend  Layer List Home Initial View Print Export Information Identi]
Layer Controls Basic Tools
Print Map x

Your file is ready. To view the file, please
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7. The completed map should look something like this example.

GA-F12345-6789 Mdurs

Viodangs
Horsham Bendigo

144°59'30" 144°59'40" 144°59'50" 145°

" T g )
& e & Ballarat, .Melboumav
Application 7 2 b s e
number
Legend
Property Proposed

| Property

A S &
Y 3 Parcel Proposed
S| Parcel

-37°53'10"

-37°53"'15"

Longitude /
latitude

144°59'30" 144°59'40" 144°59'50" ] 145°

-37°53'20"

o n 12066, 41 Meters Map Created on 17-Aug-2021

: SN 0 & & Papenet ging s s srrenare data o My Lo Of assritas o Stse of - Environment,
GDA. 1994 VICGRIDS4 arartso mk he st i whely spevopiata ik pupoces and Dese e y sw(?.RlA Land, Water
© The State of Victoria, Department of Environment, Land, Water and Planning 2021 mage ay a6 wharce Al persons. accessng e i ok 200200 S0 95 10 25 o0 e dat Gavernment and Plannin g

8. Download your PDF map

@ A4 Landscape - DELWP.pdf X + (+] = X

%20DELWP.pdf?guid=14e2a6c9-7840-47aa-8e5c-f02989f1439d&contentType=application%2Fpdf

Mildura

Swan Hill

Wodonga
Horsham Bendigo

144°59'40"

Ballst,  Melboumne
Gestongs* _ . Baimsdale
Portiind Trarsigon

9. Rename the PDF to [ApplicationNumber]_Map.pdf — e.g., GA-F12345-6789_Map.pdf

10. The PDF copy of your map is now ready to be uploaded to your application. See Step D for instructions on
uploading your shapefile and PDF as an attachment to your application.

Ju

PDF

GA-F12345-6789_
Map.pdf

OFFICIAL
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D. Upload your shapefile and PDF as an attachment to your application

1. Inthe supporting documents section of your application, you will be prompted to upload your shapefile and

PDF map.
*Budget details template |1| Upload Files max size 10 MB  Clear
*Insurances - a copy of your public liability insurance certificate |1| Upload Files maxsize 10 MB  Clear
of currency
* Letters or emails of commitment from each partner |1| Upload Files max size 1I0MB  Clear
ILetterls or ennlallls of support from land owner/manager |1| Upload Files max size 10 MB  Clear
(including Traditional Owners)

» *Shapefile of your proposed project area III Upload Files max size 10MB  Clear
Suppeorting plans, evidence for project Activities III Upload Files maxsize LOMB  Clear
other attachments |1| Upload Files max size 10 MB  Clear
* ~ of prop rea senerated using Map . .

» PDF map of proposed work area generated using MapShare III Upload Files maxsize 10MB  Clear
other attachments |1| Upload Files maxsize LOMB  Clear

2. Click on ‘upload files’ and navigate to the folder you saved your mapping files in. Select the required
attachment and select ‘open’ to attach it in the portal.

T e T T T —

* Shapefile of your proposed project area |I| Upload Files axsize 1OMB  Clear

X Files max size 10MB  Clear

C » Downloads * Grantapplication v (V] Search Grant application
Files max size 10MB  Clear
- [ @

"~ Name Type Siae Files = maxsize 10 MB  Clear
&= GA-| -67! - Adobe Acrob E ‘
GA-F12345-6789_Map.pdf dobe Acrobat Document Hiles max size 10 MB Cloar

£ GA-F12343-6789_shapefiles.zip Compressed (zipped) Folder

& | GA-F123453-6789_shapefiles.zip v| Al File ~

3. Repeat this to upload your other mapping file to the relevant section.

4. Once you have uploaded these files, the file name should appear next to the relevant supporting
document. You are now ready to proceed with the rest of your application.

OFFICIAL 10
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" Budget details template III Upload Files max size 10 MB  Clear
Insurances - a copy of your public liability insurance certificate III Upload Files max size 10 MB  Clear
of currency

Letters or emails of commitment from each partner Upload Files max size 10 MB  Clear

Letters or emails of support from land owner/ manager Upload Files max size 10 MB  Clear

(including Traditional Owners)

* Shapefile of your proposed project area |1| Upload Files I GA-F12345-6789_shapefiles.zip I Clear
Supporting plans, evidence for project Activities |1| Upload Files max size 10 MB  Clear

other attachments |1| Upload Files max size 10 MB  Clear

*PDF map of proposed work area generated using MapShare |1| Upload Files I GA-F12345-6789_Map.pdf *Iear
other attachments |1| Upload Files max size 10 MB ' Clear

E. lllustrate specific activities on your map using icons (optional)

This is an optional step if you already know the specific locations of your activities within your project area. If you
opt to do this step, you should complete this set of instructions after saving your map as a shapefile (Step B) and
before saving your map as a PDF (Step C).

In the same MapshareVic browser you mapped your project area in, you can add shapes and icons to your map to
illustrate specific monitoring sites or activity areas.

Add a shape to your map to show the perimeter of an activity:

5. Zoom in to the polygon you just mapped (i.e., the extent of your project area)
6. Inthe green ribbon at the top of the page click ‘Drawing’

7. Click on the drop-down arrow and select ‘Polygon’ — this allows you to draw a shape like you did in Step A.

MapshareVic

Layer Themes Tools Drawing

[ » X &~

Plot Coordinates Arrow Clear Al Erase Export Drawings

Version 3.7 8/02/2021
Welcome to MapshareVic,
DELWP's new web mapping application

MapshareVic allows you to:

OFFICIAL H
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8. Click the boundaries of your activity area to draw the shape. You will need to double click to ‘finish’ your
shape. In the example below, | have drawn a small polygon within my project area to show where | plan to
deliver revegetation activities.

MapshareVic
Layer Themes Tools Drawing Advanced
m Q- 2 » B =+ X &+ 9
Plot Coordinates Polygon || EnableSnapping el Ectinappi"g Styles Arrow  Clear All Erase Export Drawings
ay
Coordinates Draw Edit Drawings
Home < Q Click or tap locations to define a polyd

| [ e
_ (¥
Version 3.7 8/02/2021 4 !

Welcome to MapshareVic,
DELVWP's new web mapping application
IMapshareVic allows you to:

- interact with Property, Forest, Public Land and Water
maps

- view different basemaps
- search for an address, place name, locality or LGA
- Identify features on the map

- print and export your map

(%)
7 Property - Select this icon in the toolbar for
the best display of property.[ Default]

A
%)
.~ Forest - Select this icon in the toolbar for the

best display of Forest information and Public Access
data.

(2

(i)

“LL~ Public Land - Select this icon in the Toolbar
for best display of Public Land data

——" Water - Select this icon in the Toolbar for the
hnrt disnla af iatar dnta

A vome

9. As you can see, the shape is still blue which is not very helpful when distinguishing the activity area from
the project area. To change the style of the shape you drew, select the shape by clicking on the border.

MapshareVic

Layer Themes ool

m Q- » X @&~ 0

Advanced

mapping applicaton

Jtapsharavic atlows you to

ey, Forest. Public Land and Wate
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10. Click ‘Styles’ from the pop-up window — this will open a pane to the left of your window titled ‘Select
Drawing Style’.

MapshareVic

Layer Themes Tools Drawing

0] Q- » X &~ N %
Plot Coordinates Polygon Arrow  Clear Al Erase Enable Snapping  Select Snapping
Layers
Coordinates Draw Edit Drawings
Select Drawing Style SRS | want to... [
Type: + Drawings 2 v
Choose a style ~ — Drawings 2
Solid Transparent Fill Blue
b D D D D Add to Result: @ elete
P~ ~ X P~ P~
~ » . »
Library: | Transparent Fill v

MapshareVic

Layer Themes Drawing

m Q~ » X &~ = =
Plot Coordinates Polygon Arrow  Clear Al Erase Enable Snapping  Select Snapping
Layers
Coordinates Draw Edit Drawings
Select Drawing Style IR | want to... [
Type: + Drawings 2 ~
Choose a style A —

Drawings 2

Solid Transparent Fill Red

b kD

Add to Results | Styles | Delete

Library Transparent Fill v ’
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12. Select ‘Done’ once you have adjusted the style to your liking.
Layer Themes Tools Drawing Advanced

M Q- » X &~ 0 =

Plot Coordinates Polygon Arow  Clear Al Erase Enable Snapping  Select Snapping
Layers
Coordinates Draw
Select Drawing Style x
Type: Drawings 2
rchoose astyle ¥ ¢ Drawings 2

Solid Transparent Fill Red

Add to Results | Styles | Delete

Rk hkhD
~ | (| (e
& .
Library: Transparent Fill v

@ ustomize
~—

13. In your application, you should describe the different shapes you have drawn within your map. For
example, ‘Revegetation works will be carried out in the area defined by the red rectangle in the PDF map’.

14. If the project site is big enough, you could also add text to describe the activity. To do this you right-click
and choose ‘Add some text’ from the drop-down menu.

Lat: 37.886747° S
Lon: 144.994736° E

‘e Identify

@ Property Information

e Draw a Point

Measure the area of the
|

currently selected Parce

polygon
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Add an icon to your map to show a monitoring site or fixed-point activity:

1. Inthe MapshareVic browser, right click your mouse at the point your monitoring site is located and select
‘Draw a Point’ from the menu.

MapshareVic

Layer Themes  Tools

m Q- » x &~ 9

Yot Coordinates

Drawing

Export Drawings
Home <
|
lersion 3.7 8/02/2021

Iwantto... §

felcome to MapshareVic

JELWP's new web mapping application

Japsharevic allows you to:

nteract with Property. Forest, Public Land and Water - PO p u p
aps 7 v A .

Jiew different basemaps

fearch for an address, place name. locality or LGA
Gentify features on the map

brint and export your map
(=)
% Property - Select this icon in the toolbar for
e best display of property [ Defaul]

a)

—~ Forest - Select this icon i the toolbar for the
ot display of Forest information and Public Access
ta.

'y
7 Public Land - Select this icon in the Toolbar
r best display of Public Land data

4t

>
fater - Select this icon in the TooRar for the
Matnr dats

o % V]
Vicmap Overlay

2. Anicon will appear in the precise location you clicked your mouse, you can drag the icon around to place it
in the correct location.

is]

o W

3. To change the style of the icon, select the shape and click ‘Styles’.

10f0 | %

Elstemwick #
Park] -
Public e
Golf Coursel
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4. The ‘Select Drawing Style’ Pane will appear on the left of your window. You can select an icon style from
the menu or select ‘Create your own style’ from the drop-down menu under the ‘Type’ heading. This will

allow you to change the size of the icon.

Select Drawing Style x

Type:
Choose a style O

Solid Orange Square

® 6 o o o
HE B B B
H \ 4 4 *

¢ o

Library: | Salid b

5. Itis good to make the colour something that will stand out. See my example below.

Select Drawing Style X

Type
Create your own style
Colour:

v

Marker Size:
O 39 px

Line Width:

Marker Style:

X

6. In your application, you should describe the different icons within your map. For example, ‘We will take
observations of XXX at the park monthly. The monitoring point is shown by the orange cross in the PDF

’

map.

7. Once you have inserted all the shapes and icons relevant to your project, you are ready to create a PDF of
your map — see Step C for instructions.
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Here is a PDF of my map using the icons and shape features.
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Contact us

Mapping assistance

If you require mapping assistance or are having issues producing a pdf map or shapefiles, please contact the
Community Programs team directly via email at enviro.grants@delwp.vic.gov.au.

Program enquiries

If you have any queries, or require more information, please contact the Community Programs team via email at
enviro.grants@delwp.vic.gov.au or contact the DEECA Customer Contact Centre on 136 186 and quote your

application number and the grant program.

Technical difficulties

If you require technical assistance submitting your application online email grantsinfo@delwp.vic.gov.au or call the
DEECA Customer Contact Centre on 136 186 during normal business hours.

Please quote your application number and the grant program in your communications with DEECA.

© The State of Victoria Department of Energy, Environment and Climate Change 2023

This work is licensed under a Creative Commons Attribution 4.0
International licence. You are free to re-use the work under that
BY licence, on the condition that you credit the State of Victoria as

author. The licence does not apply to any images, photographs or
branding, including the Victorian Coat of Arms, the Victorian Government logo and the
Department of Energy, Environment and Climate Change (DEECA) logo. To view a copy
of this licence, visit http://creativecommons.org/licenses/by/4.0/

ISBN 978-1-76105-853-0 (pdf/online/MS word)
Disclaimer

This publication may be of assistance to you, but the State of Victoria and its employees
do not guarantee that the publication is without flaw of any kind or is wholly appropriate
for your particular purposes and therefore disclaims all liability for any error, loss or
other consequence which may arise from you relying on any information in this
publication

OFFICIAL

Accessibility

If you would like to receive this publication
in an alternative format, please telephone
the DEECA Customer Service Centre on
136186, emaill
customer.service@delwp.vic.gov.au or via
the National Relay Service on 133 677
www.relayservice.com.au. This document
Is also available on the internet at
www.deeca.vic.gov.au
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