Case Study Guidelines 
Climate Change Action Pack
The notes below will assist you in preparing your case study and completing the template. 

Format

Font - Arial

Font style – regular 

Size – 11
Word limit

There is a strict word limit to some of the sections in the template, please adhere to these requirements as any words that exceed the limit will not be included.  Councils are able to provide a link to their project web address if applicable.

Completing template

To fill in sections just click and type in the relevant area.  
Case study title 
To enter your title please click and type on the words ‘case study title’. Please ensure case study title describes the project clearly.
Snapshot of Council

Council Name

Web address

Size (in square kilometres)

Population
This information can be found at: http://www.dlg.nsw.gov.au
A map is being developed separating the state into 13 different regions.  This map will be placed in the white box that appears on the template and your council will be assigned to the relevant region once you have submitted your case study.
Abstract (word limit 100)
Please write two – three lines summarising the case study.
Case Study (word limit 1000)
Outline of Project: word limit for this whole section – 1000 words
Please include, where appropriate, information addressing the following dot points:

Background:
· How / why was project initiated
· Objectives

· Target audience (s)

· Research
Implementation:
· Methodology

· Project duration

· Risks

· Challenges

· Partners

· Success factors
· Staff resources
· Budget in $ and contributions in kind / grant funding

Monitoring and Evaluation:
Outcomes:
· Physical products (guidelines, building, retrofits etc)

· Results and benefits
· Greenhouse gas savings

· Achievements

· Awards

Future:
· Key learnings

· Recommendations

· Next steps

References:
Contact Details
Please provide contact information for person that is to be contacted about the project within your council.
Images / logo / graphics
Please provide images in high resolution and in jpeg, tiff or eps format.  Do not insert images into the template; we will insert them into the document once received.
