
Notice of fund 

availability, criteria 

and deadlines sent 

to Councillor’s

Completed 

application sent to 

Responsible Officer 

via dedicated 

mailbox (RO)

No

Yes

Finance Officer 

(FO) assesses 

application against 

approved criteria 
(10 working days)

1)RO liaises with 

Assigned Officer to 

establish indicative 

cost and outline 

schedule.

2)RO advises Councillor

of indicative cost and 

schedule of activity

(30 working days)

Yes

RO advises 

Councillor that job 

cannot be 

completed with 

available funds

RO Liaises with 

Assigned Officer 

advising councillor

of any 

issues/delays.

RO advises 

Councillor of 

completed project.

To Be Process

Start

Finish

RO issues work 

packages to 

relevant service 

areas


