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Unsuccessful? 

Successful? 

 

Application & supporting 
documents received  

 

Check application and 
supporting documents 

Acknowledge receipt within 10 
working days (and request 

additional supporting 
documents where required) 

Additional information 
provided 

Scan application form  
(if hard copy) 

Record details onto monitoring 
spreadsheet 

Write to applicant with decision 
(and conditions where 

successful)  

Decision made and signed by 
Leader and one other member 

of Cabinet (formally recorded on 
Decision Sheet & monitoring 

spreadsheet) 

Receive agreement of conditions 

Pass payment details to Finance 

Receive evaluation within 3 
months of project completion 

Send letter and evaluation form 
to projects between 9 & 12 

months of award being made  

Close file 

COMMUNITY CHEST PROCESS 


