
Application reviewed; 
site is appropriate for 

proposed BMP & 
applicant contacted 
for additional info, to 

sign R & M Form, 
and/or to schedule 

initial site visit. 
(within 5 days of submittal)

Application reviewed; 
site is deemed not 

appropriate for 
proposed BMPs, or 

other reasons.
(within 5 days of submittal)

Applicant requests 
50% completion 

inspection (if project 
cost is ≥ $3,000).

Applicant notified; 
application denied. 

Staff conducts Initial 
Site Visit (if one has 
not been conducted 
previously during a 

pre-application visit).

Applicant submits 
application through 

online portal.

Applicant notified of 
approval to install; 

staff will issue a 
Notice to Proceed to 
the applicant, from 
which they will have 
60 days to complete 

project

Stormwater Incentive Rebate Workflow Chart
Application and Implementation Process

Notes:
1. Applicant may terminate project at any time.
2. Applications accepted from October  1 through June 1.
3. Project must be completed within 60 days of NTP.
4. All time frames are calendar days.

Staff completes 50% 
inspection and 

provides applicant 
any needed guidance.                        

(within 10 days of request)

Applicant requests 
100% completion 

inspection.                 
(within 60 days of NTP)

Staff completes 100% 
completion 
inspection.                 

(within 10 days of request)

Final project not 
approved, and 

applicant directed to 
make corrections.                  

(within 7 days of final inspection)

Staff approves final 
project, notifies 

applicant to submit 
Rebate Request 
Form, & creates 
Rebate Request 

Packet for applicant.  
(within 7 days of final inspection)

Applicant notified of 
Rebate Request 

Packet Submittal.                     
(see page 2 for details)
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Applicant 
notified; 

application 
denied based 

on site not 
being suitable.



Staff submits a  payment 
request through the SW 
Budget Request Portal & 
Notice of Rebate Amount 

sent to applicant                              
(within 7 days of receipt)

Staff reviews Rebate 
Request Packet.

(within 7 days after receipt)

Rebate Request 
packet is not 

complete and/or 
missing 

documentation. 

Final approval from the 
Clerk’s Office, rebate 

check is processed and 
sent to applicant 

Payment request is 
missing information. 
Request denied and 

returned to the 
requestor.

Applicant is notified 
of denial and 

additional 
information is 

requested.                 
(within 7 days of submittal)

Payment request is 
reviewed for 

completeness and 
accuracy by BA staff.                     

(within 15 days of receipt)

Applicant submits Rebate Request Form 
within 30 days of final project approval and 

staff creates Rebate Request Packet.

The Clerk’s Office 
reviews, denies, and 
returns the payment 
request to BA staff if 

incomplete.
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If satisfactory 
information is not 
provided within 30 

calendar days, a final 
denial letter is sent to 

applicant.

Stormwater Incentive Rebate Workflow Chart
Rebate Payment Request Process

Notes:
1. Applicant may terminate project at any time.
2. Applications accepted from October  1 through June 1.
3. Project must be completed within 60 days of NTP.
4. All time frames are calendar days.
5. Clerk Office process timeframes are estimates.

Glossary:
BA: Business Administration
BMP: Best Management Practice
R & M Form: Rebate and 
Maintenance Commitment Form
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