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Creating a New Application 
 

Log on to the ECB Investment Management System (IMS) at https://ims.ecb.co.uk/ and click on the 
‘Create application’ button at the top right of the screen. 

 

 

Select your Organisation name from the drop-down list and click ‘Continue’. 

 

 

 

Under ‘Application Type’ select ‘Disability Cricket Champion Club Grant’ (DCCC) from the drop-down. 

 

 

https://ims.ecb.co.uk/S
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The application will then load, and you will need to complete the following: 

• Enter details about the activity/project you are planning. 
• Tick the box to confirm activity complies with ECB Safeguarding Policy. 
• Enter the start and end dates of your planned activity. The ‘Delivery End Date’ must be 

no later than Thursday 28th December 2023 (you will only be able to submit your Claim 
after the end date has passed). 

• Confirm a 2nd contact who will sign the contract (they will also need to register on IMS). 

 
Please Note: Key Dates  
• Monday 13th February 2023 - Scheme opens to applications from Clubs.  
• Friday 29th September 2023 - Closing date for Clubs to submit their application.  
• Friday 29th December 2023 - Last date for claims and supporting evidence to be submitted. 

 

 
 

 

Once complete click ‘Save and Continue’ to proceed or ‘Save and Exit’ if you wish to come back to 
the application at a later stage. 
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Documents Section 
 

Click on the down arrow to upload documents on the ‘Mandatory Section’. 

 

 

 

To enter the club’s bank account details and upload the statement click on the green ‘plus’ icon. 
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A pop-up box will appear for you to confirm this is the account you would like the grant paid into by 
ticking the box. You are required to enter the account details and upload a recent bank statement 
(dated within the last 3 months). Click ‘Save’ once all details have been added. 

 

 

Click on the down arrow to upload the ‘Organisation Documents’. 
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If there are no documents showing click on the green ‘plus’ icon and follow the instructions to 
upload the Constitution and/or Public Liability Insurance cover document. 

 

 

 

If you have previously applied for funding on IMS, your organisation documents will automatically be 
added to this application. Click ‘Save and Continue’. If there is a red vertical line showing this will 
need reviewing, refer to the ‘Updating Organisation Documents’ section. 
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If the application is complete, click ‘Submit’.  

 

If you wish to add any comments or upload any files regarding your application, you can enter them 
on this page and click the ‘arrow’ icon to save. 
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Updating Organisation Documents 
 

IMS will not let you proceed if an insurance policy has expired. A red line will appear to the left to 
indicate this. Delete the old policy using the ‘dustbin’ icon and upload the new policy. 

Renewal invitations/quotes cannot be accepted as evidence of insurance cover. 

 

 

On this example you can see when the ‘Organisation Documents’ tab is expanded there are red 
vertical lines to the left of the ‘Buildings and Contents Insurance’ and the ‘Public Liability Insurance’ 
documents. To update these, you will need to delete them first, this can be done by clicking on the 
‘dustbin’ icon ( ) on the right-hand side of the document. 
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You will then need to click on the green plus icon to upload the new document. 

 

Complete the Expiry Date of the policy and upload the document by clicking on ‘browse to upload’ 
or dragging and dropping the file from a folder. 

Once you have done this you can then click on ‘Upload’ at the bottom of the page. 

 

Once the ‘Organisation Documents’ have been updated the red vertical line should no longer show. 
To progress the application, you will need to click on the ‘Save and Continue’ option at the bottom of 
the page. The red vertical line against the ‘Documents’ tab will then disappear too.  
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Application Approved 
 

Once the application to become a Disability Cricket Champion Club has been approved, the Key 
Contact will receive an email from ECB advising to look out for an email from DocuSign which will 
contain a link with the contract. 

  



DCCC Creating an Application – Club User Guide Feb 2023  11 
 

Completing DocuSign 
 

Please read carefully before you sign the document.  

Only the Signatories, as named on the application, can sign this document on behalf of the 
Organisation. When signed, it will become a legally binding contract. Only complete your section of 
the document. DO NOT attempt to complete a section on behalf of anyone else. If you wish to change 
a Signatory, you will need to contact ECB. 

The Key Contact will receive an email from ECB, via DocuSign, containing the Offer Letter which will 
need to be reviewed and signed. Click on the yellow ‘Review’ button within the email to start the 
signing process.  

 

 

 

You will need to agree to the terms and conditions of DocuSign and then press ‘Continue’ to review 
the Offer Letter. 
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If you are happy with the offer, click ‘Start’ to automatically scroll to the end of the document where 
you are required to electronically sign the Acceptance Form. 

 

 

Click on ‘Required – Sign Here’ to add your electronic signature.  

 

A new window will appear for you to select a signature. You will also have the option to change the 
style. Click the yellow ‘Adopt & Sign’ button. 
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Click ‘Finish’ to complete the signing process.  

 

 

A new window will appear. Click ‘No Thanks’ to close and complete the process.  

 

 

Once the Key Contact has clicked ‘Finish’, the 2nd Contact will automatically receive the Offer Letter 
for completion of their section by email.  

Once both contacts have completed each section, the signed Offer Letter will automatically be 
returned to ECB via DocuSign, and both signatories will also receive a signed copy, which should be 
retained for your records. 
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Making a Claim and Leaving Feedback 
 

Once the delivery end date has passed, the ‘Key Contact’ will receive an email asking for the claim to 
be uploaded. 

 

The ‘Key Contact’ will need to access the application on IMS to provide feedback on the activity they 
put on and make a claim to receive the DCCC grant. On the ‘Claims’ tab, click on the ‘Add New Item’ 
button. 
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Please enter the following details shown below, and click on ‘Save’ (No need to ‘Add File’) 

• Item – DCCC Grant 
• Ref – DCCC Grant 
• Date – today’s date 
• Amount to Claim - £500 
• Invoice Amount - £500 

 

 

The ‘Claims’ page will look like this, click ‘Save and Continue’. 
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The ‘Feedback’ tab will open, if not click on the left-hand side and complete all details including 
numbers breakdown. Then click on the down arrow to complete the ‘Supporting Evidence’ section 
where you can upload pictures of the activity. 

 

Input a Title, add Comments and either drag and drop a file or click ‘browse to upload’ to add the 
document/pictures. Then click ‘Add Feedback’. You can add multiple documents and pictures by 
repeating this process. When you have uploaded all the pictures you have, click ‘Save and Continue’. 
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Click ‘Submit Claim and Feedback’ on completion. 

 

 

Once your feedback and claim have been approved, you will receive a confirmation email advising 
your grant payment will be made, this is usually received within 10 working days. 

 

 

 


	Creating a New Application
	Documents Section
	Updating Organisation Documents
	Application Approved
	Completing DocuSign
	Making a Claim and Leaving Feedback

