CYCLE CAMBRIDGE TAKE A STAND
GUIDELINES FOR EMPLOYER PROCEDURE

Step 1
Employer/Independent School
Contacts TfW/Cycle Cambridge & downloads application form/guidance notes from
http://www.tfw.org.uk/news.php#takeastand09
Cycle Cambridge arranges + undertakes site visit with Cambridgeshire Highways

\L 4 weeks (for above)

Step 2
Cambridgeshire Highways to specify & design proposal with diagrams/drawings/quote to
install & forward to employer

\L 5 weeks (for above)

Step 3
Employer may seek 2 more quotes
TfW visits employer re TTW membership & application form

\L 2 weeks (for above)

Step 4
Employer submits full application to TfW

\L 1 week (for above)

Step 5
TfW to inform employer of outcome/grant awarded by letter
requesting employer inform TfW and submit invoices when works completed if using their own contractor; or if
Cambridgeshire Highways used then Cycle Cambridge will invoice employer for the works

\L 3 weeks (for above)

Step 6
Works completed
Employer either notifies TfW if using their own contractor submitting invoices to release funds;
or Cycle Cambridge raises employer invoice

\L 3 weeks (for above)

TfW to arrange with employer publicity for new stands
TfW to welcome employer as full members of TTW

Indicative timescale - whole process from start to completion of the works 18
weeks, although these times cannot be guaranteed and some slippage may

occur.
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