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Provide 
Support for 

Potential 
Applicants

Receive Grant 
Applications

Review for 
Completeness and 

Eligibility
Past Deadline?

Yes

Inform Applicant of  
Failure to Meet 

Deadline and Return 
Application 

No Deficiencies?

Yes

Inform Applicant of 
Deficiencies and 
Deadline Date

Complete

No
Add Application to 
Grant Applications 

File

Provide Grant 
Application Files to 

Committee 
Members With 

Deadline to Review

Schedule Review 
Meeting for After 
Individual Review 

Deadline

Review Each Grant 
File

Complete 
Application 
Evaluation 

Checklist for 
Each Grant File

Attend Recreational 
Capital Grant 

Committee Meeting

Review 
Individual 

Assessments 
as a Group

Discuss any 
Discrepancies 
in Evaluation 

Rankings

Come to Consensus 
on Grant 

Recommendations 
and Provide to 
Administration

Develop Summary 
Excel Listing and 

RFD With 
Recommendations

Add to 
Granicus Based 
on Legislation 

Services 
Deadlines

Attend Council 
Meeting and 
Present RFD

Approved?

Notify Applicants of 
Decline of Funding 
and Provide Next 
Grant Deadline

No

Notify Applicants of 
Council Approvals 

and Committee 
Recommended 

Declines

Applicants Sign 
Funding 

Agreement

Create Request 
for Cheque to 

Finance

Provide Cheque to 
Applicant

TRIM Applications 
as Per Information 

Management 
Standards

Yes

Prepare Grant 
Application 

Packages and 
Advertise 

Grant Deadline
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Provide Reporting 
Deadline Reminder 

to Grant Holder

Develop Statement 
of Funding and 

Expenditures Report 
and Project 

Outcomes Report

Provide Reports to 
Administration by 

Deadline.

Receive and Review 
Reports

On-Track?

Add to TRIM File as 
Per Information 

Management 
Standards

Complete

Yes

Extension 
Required?

Yes

Has Project 
Started?

No

Decline Extension 
and Request Funds 

be Returned

Yes Approve Extension

Add Report to TRIM 
File as Per 

Information 
Management 

Standards

No
Review Scope 
Change Details

Review New Grant 
Application

Complete 
Application 
Evaluation 

Checklist for 
Each Grant File

Attend Recreational 
Capital Grant 

Committee Meeting

Review 
Individual 

Assessments 
as a Group

Discuss any 
Discrepancies 
in Evaluation 

Rankings

Come to Consensus 
on Grant 

Recommendations 
and Provide to 
Administration

Provide Grant 
Application Files to 

Committee 
Members With 

Deadline to Review

Schedule Review 
Meeting for After 
Individual Review 

Deadline

Decline Scope 
Change and Request 

Funds be Return 

Approved?

No

Approve Scope 
Change and Provide 

New Project 
Completion Date

Invite Grant Holder 
to Present to 

Council and Provide 
Presentation 

Process

Create Presentation 
Based on Legislative 

Services Deadline

Attend Council 
Meeting and 

Present Scope 
Change

Attend Council 
Meeting to Provide 

Answers to Any 
Funding Questions

Additional 
Funding 

Required?
Yes No

Yes

Approved?

Decline Funding/ 
Scope Change and 
Request Funds be 

Returned

No

Yes

No

Approve Scope 
Change and Provide 

New Project 
Completion Date

Create Request 
for Cheque to 

Finance

Provide Cheque to 
Applicant
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