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Overview and introduction 

 
Introduction 
 
The following guidelines have been developed to assist officers with the development of the 
Long Term Financial Plan (LTFP) 2027-2036. Under the Local Government Act 2020, 
councils are required to prepare a Financial Plan for at least a ten year period (section 91(2)) 
which will be reviewed and updated each year. 
 

Manager action 
 
Managers are required to review their LTFP (primary focus is the first five years) in Magiq by 
14 November 2025. Finance Team are available to assist or to answer any questions. 
 

Long Term Financial Plan 2027-2036 

 
The LTFP provides a framework for Council’s strategic financial direction and the operating 
and capital resource requirements for the next ten-year period. The 2026-27 to 2035-36 LTFP 
will commence during October 2024 and provides an initial draft of the 2026-27 Annual 
Budget.    
 
Due to constraints on the budget including significant investment in major capital works 
projects, the Fair Go Rates System, Managers need to seek Director approval for any 
additional net funds sought beyond the amounts that have been automatically forecast. An 
“LTFP Request for Operational Initiative” online form is required to be completed to allow ET 
to see the justification for the funds sought. Please refer to the section “Operational funding 
requests” below. No new funds are to be entered into current LTFP forecasts in Magiq. See 
Appendix C. 
 

LTFP initial draft 
 
The LTFP is constructed using a base budget (the current adopted budget for 2025-26) along 
with the application of various assumptions or adjustments from Year 1 (2026-27) to Year 10 
(2035-36) of the strategy. The initial draft of the LTFP will be populated within Magiq at the 
sub account level.   
 
The draft LTFP will be reviewed by ET on 10 December 2025, presented to the newly elected 
Council in February at a Council Briefing Session during February 2025, prior to the 
commencement of the annual budget process. It is important to note that Year 1 (2026-27) 
of the LTFP will form the basis for your draft 2026-27 Budget – so time spent getting it right 
now will assist you later. 
 

  



Guidelines for Review of LTFP 

Page 2 
 

‘Fair Go Rates’ system (FGRS) 
 
The Victorian Government is committed to a policy of 'capping' local government rate 
increases at CPI to contain the cost of living and ensure greater accountability and 
transparency in local government. The FGRS restricts councils from increasing rate income 
by more than the average rate cap set by the Minister for Local Government. 
 
The below table depicts the forecast CPI/rate revenue cap for each year of the LTFP. The 
actual rate cap set by the Minister for Local Government for the 2026-27 year is expected to 
be released in December 2024. 
 
The rate revenue cap is matched to CPI. 
 
Description Budget Year 2 Year 3 Year 4 Year 5 Years 6-10 

 2026-27 2027-28 2028-29 2029-30 2030-31 2032-2036 

CPI forecast 2.75% 2.50% 2.50% 2.50% 2.50% 2.50% 

Rate revenue cap 2.75% 2.50% 2.50% 2.50% 2.50% 2.50% 

 
 
Balancing the LTFP 2026-27 forecast to CPI/rate cap 

 
In terms of balancing forward forecasts, each department is required to work towards the 
forecast rate cap of 2.75%. In simple terms, departments should attempt to keep movement 
between the 2025-26 base budget and the 2026-27 forecast in line with the CPI/rate cap of 
2.75%.   
 
This requirement excludes extraordinary items that do not occur on an annual basis.  For 
example, election costs (every four years). 
 
 

Base budget starting point 
 
The base budget used as a starting point is the 2025-26 Original Budget. The percentage 
increase will be based on the movement between the base budget and the forecast 2026-27 
financial year. Future years apply the same principle, ie. percentage movement between 
2026-27 and 2027-28 and so on. 
 
This year’s base budget is the 2025-26 Original Budget plus an adjustment for workcover. 

 
The “Base budget LTFP” column can be viewed in Magiq and the LTFP reports produced for 
ET review can be used to assist. Alternatively, please contact finance if you require further 
assistance. 
 
Please note that we now refer to Long Term Financial Plan instead of Long Term Financial 
Strategy in line with the Local Government Act 2020, however, the Magiq system may still 
include references to Long Term Financial Strategy.  The terms are interchangeable. 

 
 



Guidelines for Review of LTFP 

Page 3 
 

Climate Change 
 
One of the overarching governance principles of the Local Government Act 2020 is that the 
economic, social, and environmental sustainability of the municipal district, including 
mitigation and planning for climate change risks, is to be promoted. 
 
In January 2020, this Council joined a growing number of cities around Australia and declared 
a “Climate and Ecological Emergency” and committed this Council to emergency action on 
climate change. Council has developed a Climate Change Emergency Strategy and Action 
Plan 2020-30 to help the City of Greater Dandenong become a resilient, net zero carbon 
emission city with an active community prepared for the challenges of changing climate. 
 
We are required to consider how our request for funding might impact Council’s Declaration 
on a Climate and Ecological Emergency, Council’s Climate Change Emergency Strategy 
2020-2030 and the requirements of the Local Government Act 2020 in relation to the 
overarching governance principle on climate change and sustainability. Think about every 
aspect of your request and how it may impact the environment. If it does respond to, or impact 
these items, you need to explain how it does.   
 
Our strategy and action plans can be found at: 
https://www.greaterdandenong.vic.gov.au/sustainability/climate-and-energy 

 
If you need assistance, please contact Council’s Sustainability Planning Team Leader. 

 
Gender Equity 
See also https://content.legislation.vic.gov.au/sites/default/files/2020-02/20-005aa%20authorised.pdf 

 
The Gender Equality Act 2020 requires councils to take positive action towards achieving 
workplace gender equality and to promote gender equality in their policies, programs and 
services. 
 
In this regard, the objectives of the Gender Equality Act 2020 must be considered in the 
development of a request for funding and whether this request has a direct and significant 
impact on members of the public. The objectives of the Act are as follows: 
 

(a) to promote, encourage and facilitate the achievement of gender equality and 
improvement in the status of women; and  

(b) to support the identification and elimination of systemic causes of gender inequality in 
policy, programs and delivery of services in workplaces and communities; and  

(c) to recognise that gender inequality may be compounded by other forms of 
disadvantage or discrimination that a person may experience on the basis of 
Aboriginality, age, disability, ethnicity, gender identity, race, religion, sexual orientation 
and other attributes; and  

(d) to redress disadvantage, address stigma, stereotyping, prejudice and violence, and 
accommodate persons of different genders by way of structural change; and  

(e) to enhance economic and social participation by persons of different genders; and  

(f) to further promote the right to equality set out in the Victorian Charter of Human Rights 
and Responsibilities and the Convention on the Elimination of All Forms of 
Discrimination against Women. 

https://www.greaterdandenong.vic.gov.au/sustainability/climate-and-energy
https://content.legislation.vic.gov.au/sites/default/files/2020-02/20-005aa%20authorised.pdf
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What you need to do: 
 
You must establish whether a Gender Impact Assessment (GIA), is required for this funding 
request. Is it a program or service you are establishing or reviewing?  A GIA will assist you to 
analyse a program or service and develop it through a gender equality lens. The Victorian 
Commission for Gender Equality in the Public Sector has developed a gender impact 
assessment toolkit which will help you to think about how program or service affects different 
people and different communities and how you can avoid unintentionally reinforcing 
inequalities. GIA tools can be found at the following link and should be discussed within your 
report. 
 
https://www.genderequalitycommission.vic.gov.au/gender-impact-assessments 
 
If applicable, the GIA that you undertake for this funding request will need to be done on the 
Council-provided template located in Objective at GIA Templates and saved in Objective at 
the following location Gender Impact Assessments in the following format – Gender Impact 
Assessment YYMMDD Grass Mowing Program.  
 
A GIA cannot be undertaken lightly and it is likely that community consultation will be required 
to complete it. You do not need to include the GIA in your funding request but you should 
discuss the outcomes of the GIA in your funding request and your recommendations as a 
result of conducting a GIA. 
 
You must also consider Council’s Diversity, Access and Equity Policy when asking Council 
to consider or review any issues which have direct or significant impacts on members of the 
Greater Dandenong community. 
 
If you need assistance with your Gender Impact Assessment, Council’s Gender Equality 
Action Group may be able to assist you.  
 
 

Workforce Planning 
 
Councils Workforce Planning process encompasses the period 2026 to 2030 and will support 
the City of Greater Dandenong to ensure it has the workforce talent required to deliver 
strategic and operational goals. The plan has a four-year outlook, will be reviewed annually, 
and applies to all Council employees. 
 
Councils Plan is consistent with the requirements of the Local Government Act 2020, and as 
such: 
 
• describes the organisational structure of the Council. 
• specifies the projected staffing requirements for a period of at least 4-years; and 
• sets out measures to seek to ensure gender equality, diversity, and inclusiveness. 
 
  

https://www.genderequalitycommission.vic.gov.au/gender-impact-assessments
https://objective.cgd.vic.gov.au/documents/fA209259
https://objective.cgd.vic.gov.au/documents/fA209260
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Councils Workforce Plan reviews Council’s current workforce profile and proposes initiatives 
to achieve the following outcomes:  
 
• Align workforce capability with the Council Plan, Vision and Objectives. 
• Embed Workforce Planning into Council’s Integrated Planning Framework, which 

provides managers with a planning framework for informed staffing decisions which 
advance strategic and operational goals. 

• Match workforce planning with Council’s long-term financial sustainability.  
 
The priorities outlined in Councils Workforce Plan have their origins in an internal consultation 
process with directorate leaders and other key stakeholders, which involved the examination 
of:  
 
• Council’s current workforce profile. 
• Council’s service delivery requirements over the next four years (as outlined in the 

Council Plan), and the probable impact on its workforce resourcing requirements. 
• Foreseeable changes to external influences – as for instance, political, economic, 

social, technological, legal and environmental factors - that are likely to influence 
workforce needs during the next four years. 

• Skill deficiency/capability gaps which may impact the ability to deliver on key strategic 
objectives over the coming 4 years. 

• Gaps in mission critical roles that are likely to exert an influence upon Council’s ability 
to achieve its key strategic objectives over the next four years. 

• Workforce attraction and retention challenges for mission critical roles which may 
affect Council’s capacity to fulfil its strategic objectives over the coming four years. 

 
 
LTFP assumptions 
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Key features of the LTFP and Magiq 
 

• Only years 1 to 5 will be displayed in Magiq (years 6-10 will be hidden but are able to 
unhidden if required). 

• Profiling (or phasing over the 12 calendar months) for the forthcoming budget 2026-27 (or 
Year 1 of the LTFP) will not be required during this part of the process. This will be required 
to be completed during the annual budget process in February 2026. 

 
Once off and ongoing adjustments 
 
As per the previous year, LTFP 2027-2036 will see the removal of all once off and ongoing 
adjustments that were entered in the previous LTFP.  These items will not automatically be 
rolled over (request only) and will allow managers to start from a zero base. 
 
   

Once off and ongoing adjustments that were entered in last year’s LTFP can be 
obtained from Finance to assist.   
 

 

Operational funding requests 
 
Where new funding is requested, Director approval in the first instance is required. 
 
NO operational funding requests are to be entered in your forecast LTFP (ie. do not enter 
these in Magiq).  Where additional net funds are sought beyond the amounts that been 
automatically forecast, Managers are requested to complete an “LTFP request for 
operational initiative” online form which will allow ET to see the justification for the funds 
sought.   
 

• All operational funding requests should be raised at the LTFP stage (where possible). 
Detailed business cases are not required, however, ET will require information to consider 
these items – please complete the online form “LTFP request for operational initiatives”.If 
operational funding requests are not considered as part of the LTFP process, sufficient 
grounds must be shown as to why they could not be submitted at the LTFP stage, during 
the Annual Budget process. 

• All operational funding requests considered by ET remain subject to Council consideration 
as part of the budget process and even when included in base budgets – this is not a 
guarantee of approval. 

• Procedures for completing the online form are detailed in Appendix C. 
 
Examples of items that are not operational funding requests: 

• Additional funds required due to an increase in contract price resulting from tender 
outcomes. 

• Increased open space resulting in an increase in maintenance costs. 
Finance will compile a list of operational funding requests and present to ET for consideration 
with the LTFP.  A final list of requests will be communicated to all managers prior to being 
presented to ET and any approved initiatives/funding updated in the LTFP. 
 
 

 



Guidelines for Review of LTFP 

Page 7 
 

 

Manager action 23 October 2025 to 14 November 2025 
  
Please review and where necessary, amend years 1 to 5 of your LTFP forecasts.   
 
Amendments can be made by either: 
 

• Altering the relevant parameter/assumption (% increase/decrease). 

• Modifying the dollar amount in terms of once off (in the respective year entered). 

• Modifying the dollar amount in terms of ongoing adjustment (in the respective year and 
then for each year after). 
 

Instructions for amendments are available in Appendix A of this document.  
 
Appendix A “General Guidelines and Procedures for LTFP Budget Entry 2027-2036”. 
 
 
 

Amendments and comments  
 

All amendments are to be accompanied by supporting notes and explanations within Magiq 
in the Comments column for justification purposes. 
 
Concentration on getting as many comments as possible describing the make-up of various 
budget movements/items into Magiq will greatly assist both ET in reviewing your LTFP and 
in the Councillor review of the same.  Work you can do now may well save you having to 
answer questions later. 

 

 
Capital expenditure 
 
The Capital Improvement Program (CIP) section of the LTFP will be co-ordinated by Asset 
Management. 
 

  

 



Guidelines for Review of LTFP 

Page 8 
 

Timetable 

 

Item Due date Responsible 

LTFP 2027-2036 

Managers commence review of five 

year budget projections 
 

23 October 2025 Managers and officers 

Magiq training and feedback 

sessions * 

(LTFP Budget Entry) 

Teams meeting 

11 am Wed 29 October 

  2 pm Thurs 30 October  

   11 am Wed 5 November 

Financial Planning Team 

 

LTFP review completed 14 November 2025 Managers 

Director sign off 21 November 2025 Directors 

ET Review 10 December 2025 ET 

 
 

* Magiq training for LTFP budget entry is scheduled for an hour and will be conducted via 
Teams. Actual training of budget entry will take less than 30 minutes; however, this session 
will also be open to obtain feedback and troubleshoot user queries. Bookings to be made 
through Pulse. Further details to be provided in The Source. 
 

 
Finance contacts 
 

Contact Responsibility Extension 

Email: ZZ Financial Planning   

Kirsten Geri Manager Financial Services 5360 

Maya Mendonca Coordinator Management Accounting & 
Systems 

5328 

 

 



 

 

Appendix A 
 
 
 
 

 

 
 

 
General Guidelines and Procedures for 

Long Term Financial Plan Budget 
entry 2027-2036 

 
 
 



Appendix A: General Guidelines and Procedures for LTFP Budget Entry 

Page 1 

 

 

 

General Guidelines for the 2027-36 LTFP 

Finance staff have implemented the LTFP model in Magiq at Sub Activity level which 
will be used to facilitate manager’s budget input. 

 
The LTFP is a 10 year plan, however, your main focus is the first five years. The 
Forecasts for years 6 to 10 are hidden in Magiq but can be viewed and adjusted if 
required. Please contact zz Financial Planning if you want to make adjustments in 
years 6 to 10. 

 
Please revise and adjust if necessary the following columns: 

 
1. Assumption (% escalation factor) 

 
For example, if the column headed “Assumption 2025-26” included an amount of 5% 
or 0%, the result would be: 

Original Budget Assumption 
2025-26 2026-27 Forecast 2026-27* 

$100,000 5.00% $105,000 ($100,000 + 5% increase) 

$100,000 0.00% $100,000 ($100,000 + 0% increase) 
 

2. Adjustment (Once off or Ongoing Adjustment) 
 

You have the option of applying either once off or ongoing increases to each of the 
first five forecast years (2026-27 to 2030-31). 

 

o Once off Column 
o By including an amount in the once off adjustment column, the increase (or 

decrease) is only applied to the year indicated. 

Ongoing adjustment column 

o By including an amount in the ongoing adjustment column, the budget from 
that year forward is increased or decreased by the specified amount. 

 
Please note: 

 

Income 
o increase is entered as negative ($100,000) 

o decrease is entered as positive $100,000 
 

Expenditure 
o increase is entered as positive $100,000, 

o decrease is entered as negative ($100,000) 
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Procedures for Long Term Financial Plan Budget Entry 

Step 1 – Click on ‘Start’ Menu , navigate to CGD application drop down 
list, and select Magiq Icon 

 

 
 

or from CGD Applications >> (bottom right) 
 



Appendix A: General Guidelines and Procedures for LTFP Budget Entry 

Page 3 

 

 

Step 2 – Accessing the LTFP Budget Entry Screen 
 

Select Long Term Financial Strategy from the Budget Entry drop down list. 
 
 

 
 

 

The following screen will appear which indicates that you need to navigate to the 
Department Layer to Enter Data. You can use the Navigation Tree folders on the left 
of the screen to do this (See Step 3 below). 
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Appendix A: General Guidelines and Procedures for LTFP Budget Entry 

Page 5 

 

 

Step 3 – Selecting the Budget Entry level “Department” 
 

Expand the Directorate level and single click on your department – in the below 
example, Financial Services. The screen will populate each sub activity within the 
department on the screen. You are ready to review/amend your LTFP. 
 

 

 

Tips: 

 
o If you left mouse click in the middle of the screen, you can use the keyboard arrows 

to navigate around. 
o 2022-23 (2023), 2023-24 (2024) and 2024-25 (2025) full year actuals have been 

provided as a guide for historical actual trends. 
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Step 4 - Enter once-off or ongoing adjustments 

Once-off Adjustment 

 

 

See below – the $10,000 entered as a once off in 2026-27 only applies to 2026-27, not 
to the years following. 
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Ongoing Adjustments 
 

Entering an amount in an “Ongoing Adjustment” column has the effect of applying the 
adjustment to that year and each year thereafter. In the below example, an amount of 
$500,000 has been entered as an ongoing adjustment in 2026-27. 
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See below – the additional $500,000 is applied from 2026-27 onwards. 
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Changing “Assumptions” (% escalation) 
 

If the assumptions in any year require amending, for example, Training / Conference 
below has been amended to have “10.00%” escalation in Year 1 (2025-26) only. 
Please enter the appropriate number. Do not enter the % sign. Magiq will 
automatically reformat when exiting. The Forecast year will automatically recalculate. 

 
 

 

The result for training / conference account would be: 

 
Original Budget Assumption Forecast 
2025-26 2026-27 2026-27 

$16,000 
  
 
Step 5 
 

10.00% $17,600 ($16,000 +10.00% increase) 

   

You will need to enter a comment where you have amended the LTFP figure for any 
of the future years. 
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That is where you have: 
o Changed the Assumption %; 
o Entered a number in either Once-off or Ongoing Adjustments. 

Please remember your audience and keep your comment brief and 
meaningful. These reports are distributed to ET and Councilors for review. 

 
 
Step 6 - Saving your budget adjustments 
Right mouse click in the middle of the entry screen and select “Save”. 
 

 

A small green tick and “Long Term Financial Strategy Saved” will appear. 
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Appendix A: General Guidelines and Procedures for LTFP Budget Entry 

Page 12 

 

 

 

Please note: Magiq will provide a prompt when exiting the budget entry screen if you 
haven’t saved your changes. However, it is strongly encouraged that you save your 
changes regularly. 

 

 
 

COLUMN HEADING EXPLANATIONS 
 

Note: The following describes all the columns you need to be familiar with. Detailed 
input into these columns will follow. 

 
2023 Actuals – COLUMN 1 (represent full year actuals for the 2022-23 year) 

2024 Actuals – COLUMN 2 (represent full year actuals for the 2023-24 year) 

2025 Actuals – COLUMN 3 (represent full year actuals for the 2024-25 year) 

Original Budget - COLUMN 5 (Figures are the current 2025-26 approved budget – 

basis for calculation for future years) 

BASE BUDGET 
 

It is important to note that for the purposes of this LTFP, the 2025-26 Adopted Budget 
with a reduction in workcover is the Base Budget. 
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ONCE OFF 2026-27 to 2030-34 ‐ the next 5 columns 

These columns will be used to input figures that relate to a particular year only and 
not to be included in years following. Eg: Council Election costs. This happens 
every four years. The cost for elections will only be necessary in the election year. 

 

 

 
ONGOING ADJUSTMENT 2026-27 to 2030-34 – the next 5 columns 

These columns will be used to input figures where you know that the base budget 
figure must be increased or decreased or is a new budget to commence from a 
particular year onwards. 

Input the figure in the year from when the increase/decrease or new budget is 
applicable and this will have a flow on effect over the remaining years. Eg: If the 
budgeted figure is $150,000 and this has to be increased to $200,000 from 2026-27 
then input $50,000 in the Column headed “Ongoing Adjustment 2026-27” and the 
years 2026-27 onwards will automatically pick up this additional amount. 
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ASSUMPTION 2026-27 to 2030-31 - the next 5 columns 

The approved assumptions have already been factored into these columns. The 
budget for each year will increase by the % factored into these columns. These will be 
changed only if necessary or if there are no assumptions factored into the columns you 
can enter an appropriate percentage figure. Please follow the required convention for 
entering a percentage (eg. 5% = 5 or 3.8% = 3.8). Please do not enter % sign. Magiq 
will automatically reformat when saving and exiting the budget entry screen. 
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FORECAST 2026-27 to 2030-31 ‐ the next 5 columns 

These are locked columns and are populated with the budgeted figures based on the 
applied assumptions. 
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LTFP COMMENT 

A comment will be required if any changes have been 
made to the first five years and are over and above the 
allowed assumptions eg: if any changes are made in the 
Columns headed ONCE OFF or ONGOING ADJUSTMENT 
then a comment to explain this change is required. 

Please enter your comment in the space provided. Keep in 
mind that these reports are presented to ET and Council, so 
your comments need to be brief and meaningful. 

 

Please do not include acronyms 

For example, 

 

EBA = Enterprise Bargaining 
Agreement 
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Step 1 – Click on ‘Start’ Menu , navigate to CGD application drop down 
list, and select Magiq Icon 

 

 
 

or from CGD Applications >> (bottom right) 
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Step 2 - Printing the Long Term Financial Plan (LTFP) Report 
 

In order to print the LTFP report that is used for ET and Councilor review, you need 
to run a report contained in the Data Browser directory in the Shared with 
Everyone file. 

 

In the Navigation Tree on the left hand side of the screen, double click on Reporting 
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Then Click on “Shared With Everyone” and “LTFS Reports Detailed” 
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To run your area’s report, double click on the LTFS Report Detailed for your 
Directorate. Access is limited to your Budget area, so only your Department/Sub 
Activity will be displayed. 

 

The message below will appear on screen while the report is loading. 
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Once the load has finished, your screen will show 
both the report and your data browser. You can 

close the data browser screen by clicking on the X 
button. 

 

To print your report, simply Right Click on the centre of the screen and 

select Export. 
 

This will send the report to Excel and you can print or save your report. 
 



Appendix B – Procedure for printing Long Term Financial Plan Reports 

Page 6 

 

 

IF YOU HAVE ANY QUERIES REGARDING BUDGET 

INPUT PLEASE CONTACT KIRSTEN ON 8571 5360 

OR Maya ON 8571 5328. 
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Operational Funding Request Process – Online form 
 

All operational funding requests are to be submitted for ET/Council consideration 
via this online form: 

 
To access this link hold down the Crtl key on your keyboard and click on the link. 
https://forms.greaterdandenong.vic.gov.au/internal-forms/ltfs-request-for-operational- 
initiative/?saml_sso 

 

Instructions for completing the online form are outlined below. 
 

You may need to click on ‘Click Here to Login’ to access the online form for the first 
time and all fields marked with (Required) are mandatory. 

 

 

The first step is to include a high level name for your operational funding request in 
Name of Request. Select the appropriate year in the Term of funding request. Then 
include a more detailed description and justification for the operational funding request 
in the Detailed Description field. Refer to the example provided below. 

 

Please note whether this is a Councilor request. If it is, please indicate the Councilor 
who submitted this request. 
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Click on the ‘Add Distribution’ button to indicate the accounts and phasing of the 
operational funding request (this is mandatory). Please fill in the correct posting string 
(sub activity, account, sub-account). Then input the amounts phased by month. Note 
– you do not need to input the Amount field as it represents the sum of the phasing 
fields (it is calculated automatically). 
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Click the Add Distribution button once you have entered all monthly figures. You can 
review the account distribution you have added after you click Add Distribution, and 
you have the option to edit or delete the line you have inserted. 

 

 

 
You can add more than one expense line item by clicking the ‘Add Distribution’ button 
again (as many times as required). 

 
 
 
 

 
When finished inserting the account distributions, click on the Submit button. 
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You have the opportunity to add documentation to support your operational funding 
request at the next section. 

 

 
Once you have completed all of the required lines relating to your operational funding 
request, you need to select your Manager and or Director from the drop down menu. 

 
 

 

The final step is to click on the ‘Submit’ button. 

 
 

You can save your progress and complete the online form at a later time by clicking 
on the ‘Save and Continue Later’ button. Otherwise click on Submit button. 

Once you submit, the below screen will be displayed. 
 

 
This will now go to your Manager and once approved it will flow to the Director for approval. 

 
Once approved by your Director, an email will be directed to Finance to review and 
accept the operational funding request (note that this does not indicate it is an 
‘approved’ operational funding item – formal approval will not occur until the 
operational funding request is approved by Council in June 2026. 

 
If your Manager/Director rejects the operational funding request, you will receive an 
email indicating this. You can amend the operational funding request and resubmit to 
your Manager/Director for approval or the email will provide you with a link that will 
immediately cancel your operational funding request (refer example below). Note, if 
you do not cancel the operational funding request, you will receive reminder emails 
every two days until it is actioned or canceled. 
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