
Appendix 3 – Personal Budget Flow Chart (Setup) Process 
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Payments start 

Once financial agreement acceptance received, home visit arranged by Commissioning officer (if necessary i.e. personal 
assistant required) 

If not required – set up forms (bank details, insurance required etc) sent by 
post  

If required – home visit arranged by Commissioning Officer to agree next steps 

Accept financial agreement with Terms and Conditions – send to parent/child confirming on cashable Elements: 

Terms and conditions of funding  Audit  process confirmed 
Detail of evidence required to demonstrate 

outcomes and use of resources 

Final EHC issued, including Personal Budget 

Agreed and signed Personal Budget statement to be sent to SEND Support Team by Commissioning Officer 

Final agreement of Personal Budget  

If agreed by all parties – financial agreement 
acceptance sent to parent/child 

OR 
If not agreed – meeting convened to agree specific 
details of how outcomes will be achieved, linking 

with EHC plan SEN team 

Parent/child/young person responds to PB statement agreeing which element(s) of cashable services will be requested. 

Parent/child/young person to detail how outcomes 
will be achieved 

OR 
Parent/child/young person to agree alternative 

delivery/services  

A Personal Budget Staement is produced to include: 

Education Health Care 

Confirmation of receipt (immediate) with timescales for full response confirmed  to parents or young person by email  and a 
letter 

Completed EHC emailed to cscommisioning@centralbedfordshire.gov.uk by the SEND Team, copy to CBC SEND Parent  and 
Young Person Parnership Service  (who will be able to offer advice) 

NEW         CONVERSION 

Draft EHC plan devloped with outcomes, option  personal budget ticked Draft EHC Plan developed with outcomes, personal budget requested   

NEW         CONVERSION 

Way forward meeting  to share information Transfer Review  meeting takes place to share information 

NEW         CONVERSION 

EHC needs assessment agreed  Letter sent with conversion meeting date 
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