
  APPENDIX 3 

HOLIDAY LET NOTIFICATION PROCESS – FLOW CHART   
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Letter sent to owner 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Revenues  

Business Rates Notification 

 
Waste & Environment 

Ensure waste collection 

arrangements correct 

YES 

No further Action 

NO 

 

Letter sent to 

owner – 14 Days 

Response 

received 

Letter included in business 

rates bill advising on waste 

collection arrangements 

 

Contract Set Up 

 Waste Transfer Note 

 Invoice Issued 

 Equipment delivered 

 Systems Updated  

 WMCollections & 

 InCab 

 Civica 

 

Planning   

Ensure planning permissions 

and property gazetteer 

description code correct 
  

 

No Contract Required (Other 

provider or self disposal) 

 Service stopped 

 Equipment removed 

 Warning letter sent 

reminding of legal 

action 

 Systems Updated    

WMCollections &    

InCab 

Civica 

 

  

 

No Response  

Audit Inspection and 

Enforcement 

Monthly Reconciliation of Commercial Waste holiday let contracts to Business Rate totals 

 

Reminder letter 

sent warning of 

removal of 

equipment   

7 days 

Quarterly reporting of Key Performance Indicator 

 

No Response   

Customer contact 

Information from crews 

 


