
APPENDIX TWO 

ADMINISTRATIVE & PROPERTY SERVICES
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Council, Cabinet and Committee Services. 
Members’ Handbook and Diary. 
Servicing Management Team meetings. 
Post handling. 
Central purchasing of stationery. 
Placing orders and passing invoices. 
WP/Typing services. 

Management of Concessionary Fares Scheme. 

 

Buildings Management for Council’s Properties  
Facilities Management for Main Offices 
Caretaking/Cleaning. 
Courier Services. 
Printing and Reprographics. 
Photocopiers. 
Telephones. 

Estates Services: 
Management of Council owned/leased 
land and buildings 
Property and land ownership issues 
Landlord and tenant issues 
Asset Register (maintenance of) 
Asset Management Plan 
Property Terrier and Data Base 


