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Further Information Requests 
Procedure- CQR 
 
Introduction 
This procedure sets out how the Grants Team will manage all Further Information Requests. 
It explains the steps, timeframes and responsibilities for both applicants and staff.  This 
approach ensures we treat all applicants the same and follow a fair, transparent and 
consistent process in line with our assessment framework and governance.  Following this 
process helps maintain integrity, reduces delays, and supports clear and accountable 
decision-making across all grant rounds. 
 
Summary:  

- Using CQR FIR procedure  
- Email Applicant using relevant letter (Eligibility or Assessment)  
- Add Relevant Form (Eligibility Assessment)  

 
1. When to Issue a Further Information Request 
A Further Information Request (FIR) is issued when: 

• Required documents are missing 
• Information provided is unclear or incomplete 
• Additional clarification is needed to verify eligibility or assess application fairly 

 
2. Timeframe for Applicants 
Eligibility Assessment 

• Applicants must respond within 3 business days. 
• This timeframe must be stated clearly in the request email. 

Assessment  
• Applicant must respond within 3 Business days  

 
3. Extensions 

• Extensions are not offered unless there are exceptional circumstances . 
• Any extension must be approved by the Grants Manager.  
• Examples of exceptional circumstances include natural disasters, system outages or serious 

health events. 
General delays, staffing issues, or missing documents are not valid reasons for an extension.  
 
4. No Response Within Allocated Period 
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If the applicant does not provide the requested information within the timeframe:  
1. Application is assessed with information provided. 
2. Prepare the recommended outcome for Manager review, as per governance requirements. 

 
5. SmartyGrants Procedure to Send FIR 

a) Confirm Standard Responses have been used TEMPLATE CQR3 - Responses for assessment 
- CQR.docx  

b) Submit Assessment Form  
c) Open Contact Tab  

 
d) Identify Applicant Contact Person and “Send Email”  

e) Change Reply-To Address to “grants@aboriginalinvestment.org.au 

https://ntaicprd.sharepoint.com/:w:/r/sites/GrantsNTAIC/Shared%20Documents/4.%20Grants%20Management/3.%20Assessment%20Stage/TEMPLATE%20CQR3%20-%20Responses%20for%20assessment%20-%20CQR.docx?d=w112fb993989240acbf29ad3a67a181a8&csf=1&web=1&e=8Ywyb4
https://ntaicprd.sharepoint.com/:w:/r/sites/GrantsNTAIC/Shared%20Documents/4.%20Grants%20Management/3.%20Assessment%20Stage/TEMPLATE%20CQR3%20-%20Responses%20for%20assessment%20-%20CQR.docx?d=w112fb993989240acbf29ad3a67a181a8&csf=1&web=1&e=8Ywyb4
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f) Insert Template for email purpose 

 
 

g) Choose Attachments  
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i. For Report Form “Add template called CQR FIR Required Letter which 
corresponds to Form and purpose of letter.  

ii. Change form to PDF  

 
h) Check email body, and attachment are correct before sending. Download attachment and 

ensure it has brought the FIR letter content across correctly from your assessment form.  
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i) In Application Tab add relevant Further Information Request Form (according to the Stage of 
Assessment).  

j) Select “Use Custom Add and add appropriate duration  
a. 3 Days for Eligibility Request 
b. 3 Days for Assessment Request  

k) Select “Send notification”  
l) Change Application Stage to appropriate stage “FIR Requested”  

 
Updated 7 July  202 6 


