
Developer Submits
Application to Planning 

Department

Planning Manager assigns a 
City Planner or a Planning 
Consultant to the project. 
This person is the Project 

Manager.

Admin submits a Project 
Initiation Checklist to 

Finance Department and 
creates folder and tab in 

Developer Deposit Teams 
folder.

Finance Department 
reviews Checklist and  issues 

a Project Number

Admin routes Professional 
Service Agreement and 

Contract Routing Form to 
City Atty

Legal reviews and routes to 
CED Director and Vendor to 

sign (creates a budget 
matter if outside legal will 

be needed)

Admin submits a requisition

At end of project, Admin 
coordinates with Finance 

to send check for any 
remaining deposit funds 

and send Developer a 
close out letter

Finance sets up contract PO

Admin confirms vendor 
setup and Contract PO

Project Manager asks CED 
Administrative Division 

(Admin) Project to request 
creation of a Project 

Number.

Project Manager enters 
initial deposit amount in 

TRAKiT and sends Developer 
Indemnity and 

Reimbursement Agreement 
and requests the Initial 

Deposit

Developer submits Initial 
Deposit

Admin will route Indemnity 
and Reimbursement 

Agreement to City Attorney.

If Developer Engages CED 
Prior to Submitting 

Application to Planning 
Department

If CED Director determines 
City will incur external costs, 

CED Director can assign 
Economic Development 

Manager as Project 
Manager until application is 

submitted to Planning Project Manager 
coordinates with Admin to 

follow Procurement Process 
to enter into Professional 

Service Agreements (PSAs) 
with consultants.

Admin sends monthly 
invoice to Developer for 

sum of consultant invoices, 
staff time and 10% admin 

fee

Admin Manager processes 
consultant invoice and 

checks consultant PO for 
available funds.

Admin monitors deposit 
funds remaining and notifies 
Project Manager when less 

than 50% and 25% of 
deposit remains

Project Manager will 
determine whether another 

deposit is necessary or 
Project is near completion

Project Manager notifies 
Admin that project is 

complete

Developer submits another 
deposit

Admin deposits funds to 
Project Number

Developer pays monthly 
invoice

City Attorney Reviews 
Indemnity Agreement

Project Manager notifies 
Consultants to begin/

continue work

Applicable Project Manager 
reviews invoices for 

accuracy and forwards to 
Admin Manager

Consultants submit invoices 
to the Project Manager 

who drafted their 
agreement

Project Managers track their 
time working on the project 

in Teams folder for 
Developer Invoice

Developer signs Indemnity 
and Reimbursement 

Agreement

Finance Closes Project

City Attorney Excecutes 
Indemnity Agreement

Admin files agreement in 
project folder

Admin files Project Number 
in Developer Deposit file.

Administration

City Attorney

Finance Dept

Developer/Consultant

Developer/Consultant

Project Manager

Developer Deposit Projects
Flow Chart
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Phase 1: 
Project Exploration

Phase 2: 
Project Initiation

Phase 3: 
Begin Work
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