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The following procedure shall be followed for Special Services Applications: 
 
1.   All sidewalk, curb and gutter, sewer laterals and service requests shall be 

recorded on the Special Services Application with the next ascending 
number with all necessary deposits and frontage charges, if known.  These 
application forms will be available from the Engineering Services Division. 

 
2. A cost estimate shall be prepared and the Applicant advised of the cost, 

which includes any applicable frontage costs (including P.S.T. & G.S.T.)   
 
3. A deposit for the amount of the estimate will be required from the Applicant 

prior to the start of the project. 
 
4. Once application the is signed and the deposit received, copies shall be 

distributed as follows: 
 

 (a) Original shall be kept in the Special Services file. 
 
 (b) Financial Services Department for service requests tracking. 
 
 (c) Public Works Division for underground services. 

 
5.   The Manager of Public Works and the Manager of Engineering Services shall 

be responsible for co-ordinating the underground servicing and curb and 
gutter/sidewalk respectively in a timely manner. 

 
6.     Once the work is complete and includes the labour, materials, equipment 

and any work done by Contractors, the application form shall be signed by 
the Manager of Public Works or the Manager of Engineering Services, 
copied for the files and forwarded to the Financial Services Department. 
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