
BD001-New Commercial Plan Submittal and Review
Ar

vi
lle

 O
ffi

ce
 P

er
m

it 
S

pe
ci

al
is

t
O

ns
ite

 C
iv

il 
E

ng
in

ee
r

B
ui

ld
in

g 
P

la
n 

E
xa

m
in

er
Zo

ni
ng

 P
la

ns
 E

xa
m

in
er

Pl
an

 S
ub

m
itt

al
/B

ui
ld

in
g 

P
er

m
it 

Sp
ec

ia
lis

t
C

us
to

m
er

Submits 3 Sets of 
Required 

Documentation for 
New Commercial 
Building Based on 
Applicable Codes

Receive Submittal 
From Customer 

and Review Permit 
Form for 

Completeness

Complete Additional Forms 
with Customer (i.e. Water 

Commitment, Tortoise Form, 
Fire Permit Survey Form)

Complete 
Submittal?

Enter Application 
Information into 

NaviLine
Yes

No

Select Permit Type

When “Commercial” is 
selected for the application 

type, the system determines 
types of permits allowed and 
sets up the structural screen 

for entry.

The selected permit type 
determines which inspection 
fields display for data entry.  

Inspection results are 
entered after the permit is 

issued.

Collect Building 
Plan Review Fees

Pay Building Plan 
Review Fees

Yes

Is Customer’s 
Estimated Value > 

$11,000?

No

Route Completed 
Submittal

Receive 2 Sets of 
Submittal

Permit Specialist 
Receives 1 Set of 

Submittal

Enter “PLN” 
Tracking Code in 

Naviline

Queue for Zoning 
Plans Examiner

Pull Submittal and Review 
for Land Use Conditions, 
Landscaping, Set Backs, 

Parking, and Lot Coverage

Approved? Yes

Send 2 Sets of 
Submittal to Onsite 
Civil Engineering 
(i.e. Finish Floor)

Reviews Onsite 
and Offsite for 

Conditions. Verify 
Traffic, Drainage, 
Grading, Offsites

Approved?

Pending

Approved

Rejected

Make Copy of 
Approved Grading 
Plan and Place in 

Application 
Package

Send Grading Plans 
Back to Zoning for 

Restamp

Does Civil’s Onsite 
Grading Plan Match 
Zoning’s Approved 

Sets?

No

Yes

Send 2 Approved 
Sets to Building

New or 
Restamp?

New

Restamp

Create and Mail 
Correction Letter 

to Applicant

Corrections 
Addressed on Plan 
and Given Back to 

Zoning Plans 
Examiner for 

Review

No

Place Submittal in 
Bin and Mail Letter 

to Applicant

Create Correction 
Letter and Mail to 

Applicant

Corrections 
Addressed on Plan 
and Given Back to 

Civil Engineer 
Plans Examiner for 

Review

Review Plan 
Submittal

Architectural
Plan Review

Electrical Plan 
Review

If Applicable, Fire 
Protection Plan 

Review

Yes

Send Correction 
Letter to Applicant 

with Required 
Corrections

Place Plan 
Submittal in 
Holding Bin

Corrections 
Addressed on Plan 
and Sent Back to 

Building Plan 
Checker

Plan Corrections 
Routed Back to 

Requesting Plans 
Examiner

No

Send Approved 
Plans to 

Architectural for 
Final Valuation

Business Rule:  Take the 
higher valuation whether it’s 
the applicant’s estimate or 

Architecturals Final Valuation

Structural Plan 
Review

Geotech Plan 
Review

Plumbing/
Mechanical Plan 

Review

Plan Examin 
Specialist Obtains 

Architect’s and 
Owner’s Signatures 
on QAA Contracts 

and Print 3 Copies of 
Contract

Send 2 Complete 
Sets of Plans with 
Approval Stamps 
to Plans Submittal 

for Fee Workup

Send Arville Office 
the Approved 
Building Plans

Approved Third Set of Plans

Marry Zoning and 
Civil Approved 

Plans with Building 
Approved Plans

Verify Values, 
Stamps, and 
Approvals in 

NaviLine

Determine “Prior to 
Issue” Items and 
Advise Applicant 

to Submit to 
Required Agencies

Work up Permit Fees 
(Additional Plan Review, 
Tortoise, Transportation, 

Water Usage, PFNA fees, 
etc.)

Notify Applicant 
“Ready to Issue” 

Status

Receive 
Notification Ready 

to Issue Permit

Deliver Plans to 
“Ready to Issue” 

Bin for Permit 
Issuance Function

Yes

QAA 
Required?

Retrieve Plans 
from “Ready to 

Issue” Bin

Obtain Copies of 
“Prior to Issue” 

Items (Sanitiation, 
Water, Dust, QAA)

Verify Applicant’s 
License 

Requirements are 
Valid (“B”) for 

State and County

Collect Fees

Pay Fees

Print Commercial 
Building Permit 
and Inspection 

Record

Give Permittee the 
Permit, Inspection 

Record and 1 
Copy of the 

Approved Plans

Place 1 Copy of 
Approved Plans in 
Records Imaging’s 

Retrieval Bin for 
Pick Up

Receive the 
Permit, Inspection 

Record and 1 
Copy of the 

Approved Plans

End

Inspection 
Scheduling 

Process

Field 
Services 
ProcessStart

Send Applicant to 
Plan Exam 
Specialist

Yes

No

The High Rise Construction 
Master Exit Plan and Fire 

Protection Plans are 
received prior to submittal
(Plans Examiner Process)

Enter “RFP” Code 
Denoting Third Set 

in Building’s 
Queue

The Permit Specialist Enters 
this for Building

Zoning Plans are 
Assigned to a 

Plans Examiner by 
Lead Examiner?

This is a holding bin until offsite Plans 
Examiners have completed their review and 
approval.  All reviews of proposed infrastructure 
improvements must be reviewed and approved 
and all appropriate fees and bonding 
requirements must be satisfied prior to the 
release of onsite construction plans for building 
permit issuance.

Coordinate and Ensure 
Offsite Civil Plans are 

Approved (i.e. Traffic Study, 
Drainage Study, Grading 

Plan)

Offsite Civil 
Engineering 
Plan Check 

Process

Permit Specialist 
Enter “RFP” Code 
Denoting Zoning 

Plan Set in 
Building Queue

Place 2 Sets of 
Plans in Holding 
Bin for Marry Up

Assign Building 
Plans Examiner

If Applicable, 
Master Exit Plan 

Review

QAA Items 
Entered into 

Structure Screen

May Require Special Inspection – Owner Selects a C.C. approved Quality Assurance Agency (QAA)

Corrections 
Needed?

Place Plans in 
Holding Bin until 

Each Plan 
Examiner 

Approves Their 
Respective Plan

“Prior to Issue” Items are  
Agencies (I.e. Sanitation, 

Dust, Water)

Sort Plans (1 for 
Applicant and 1 for 
Records Imaging)

Submit To 
Applicable 
Agencies

Water Verification:  LV Valley Water District, Water 
Purveyor Agency, Well Driller’s Report, State Division 

of Water Resources Well Permit, Private Water 
Source

Sanitation (Septic/Sewer) Verification: Water 
Reclamation District, Septic System Permit from SN 

Health District

Desert Conservation Plan Land 
Disturbance/Mitigation Fee Form

DAQEM Dust Permit (Required if area to be 
disturbed exceeds .25 acres)

Submit Agency 
Approvals Prior to 
Permit Issuance

NOV/
Correction 

Notices

Send Copies of 
Agency Approvals 

(i.e. Water, 
Sanitation, Dust, 

Desert 
Conservation) to 
Records Imaging

Send QAA Copy to 
Record’s Imaging, 

Permittee, and 
Bookkeeper to 

Mail to QAA 
Agency

Business Rule:  Contractor is 
responsible for obtaining a 

vaild NV State License and a 
C.C. Business License with 

same classification

Advise Customer 
To Submit to 
Applicable 
Agencies

Receive 2 Sets of 
Approved Plans 

From Onsite Civil 
Engineering’s Plan 

Checker
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Yes

No

For example, when 
“Commercial” is selected as 

the application type, the 
system determines types of 
permits allowed and sets up 

the structural screen for 
entry.  At a later point in 

time, the data shown in the 
structural screen is used to 
create the TCO or C of O.

The selected permit type 
determines which inspection 
fields display for data entry.  

Inspection results are 
entered after the permit is 

issued.

The Permit Specialist Enters 
this for Building

“Prior to Issue” Items are  
Agencies (I.e. Sanitation, 

Dust, Water)

Collect Building 
Plan Review Fees

Pay Building Plan 
Review Fees

Route Completed 
Submittal

Select Permit Type

Enter “PLN” 
Tracking Code in 

Naviline

Enter Application 
Information into 

NaviLine

Advise Customer 
To Submit to 
Applicable 
Agencies

Complete 
Submittal?

Submits 3 Sets of 
Required 

Documentation for 
New Building 

Based on 
Applicable Codes

Start

Receive Submittal 
From Customer 

and Review Permit 
Form for 

Completeness

Complete Additional Forms 
with Customer (i.e. Water 

Commitment, MSHCP Form, 
Fire Permit Survey Form)

Enter “RFP” Code 
Denoting Third Set 
in Building’s Plan 

Check Bin

DAQEM Dust Permit (Required if area to be 
disturbed exceeds .25 acres)

Submit To 
Applicable 
Agencies

Desert Conservation Plan Land 
Disturbance/Mitigation Fee Form

Water Verification:  LV Valley Water District, Water 
Purveyor Agency, Well Driller’s Report, State Division 

of Water Resources Well Permit, Private Water 
Source

Sanitation (Septic/Sewer) Verification: Water 
Reclamation District, Septic System Permit from SN 

Health District

Send Two Sets of 
Plans for Review 
to Zoning Plan 

Checkers

Send One Set of 
Plans for Review 
to Building Plan 

Checkers

Building Plan 
Review

Zoning Plan 
Review

Submit Agency 
Approvals Prior to 
Permit Issuance

Permit 
Issuance

EndEnd

No

Commercial - High Rise Construction, 
Malls and Underground Buildings will 

have a pre-submittal meeting prior to Plan 
Submittal.  The Customer, Plan 

Examiner, Architect, Engineer, etc. will 
attend the meeting.  The Master Exit Plan 
and Fire Protection Plans are submitted 

for review.

Fire Department

Pre-Submittal 
Meeting 

Required?
Yes Commercial Pre-

Submittal Meeting

Phased 
Agreement
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Business Rule:  Contractor is 
responsible for obtaining a 

vaild NV State License and a 
C.C. Business License with 

same classification

Receive the 
Permit, Inspection 
Record, 1 Copy of 

the Approved 
Plans and Copy of 

QAA

Send QAA Copy to 
Record’s Imaging, 

Permittee, and 
Bookkeeper to 
Mail to QAA 

Agency

Pay Fees

Print Commercial 
Building Permit 
and Inspection 

Record

Verify Applicant’s 
License 

Requirements are 
Valid for State and 

County

Send Copies of 
Agency Approvals 

(i.e. Water, 
Sanitation, Dust, 

Desert 
Conservation) to 
Records Imaging

Give Permittee the 
Permit, Inspection 
Record, 1 Copy of 

the Approved 
Plans and Copy of 

the QAA

Place 1 Copy of 
Approved Plans in 
Records Imaging’s 
Retrieval Bin for 

Pick Up

End

Collect Fees

Obtain Copies of 
“Prior to Issue” 

Items (Sanitiation, 
Water, Dust) and 

Signed QAA

Retrieve Plans 
from “Ready to 

Issue” Bin

Submit Agency 
Approvals Prior to 
Permit Issuance

Inspection 
Scheduling 

Process

Start

Verify Valuation, 
Stamps, and 
Approvals in 

NaviLine

Determine “Prior to 
Issue” Items and 
Advise Applicant 

to Submit to 
Required Agencies

Sort Plans (1 for 
Applicant and 1 for 
Records Imaging)

Work up Permit Fees 
(Additional Plan Review, 
MHSCP, Transportation, 

Water Usage, PFNA Fees, 
etc.)

Notify Applicant 
“Ready to Issue” 
Status and QAA 
must be Signed

Receive 
Notification Ready 

to Issue Permit

Deliver Plans to 
“Ready to Issue” 

Bin for Permit 
Issuance Function

QAA 
Required? No

Yes

Send Applicant to 
Building Structural 
Plans Examiner to 

Information 
Customer

Receive 2 
Complete Sets of 

Plans from the 
Arville Office with 
Approval Stamps  
for Fee Workup

Obtains Owner’s 
Signature on QAA 
and Submit Signed 

QAA to Permit 
Issuance

Send Applicant to 
Building Plans 

Examiner for QAA

Issue QAA to 
Customer

Fire Dept.

Dust Control 
Permit

Fire, Sanitation, Water, etc. –
from Plan Submittal Process

Sanitation, 
etc.

State Permit Storm 
Water Discharge

Demolition and 
Asbestos - Permission 

to Proceed
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Send  Two Approved 
Submittal Packages 

to Civil Engineer Plan 
Checker

Start

Login Submittal by  
Received Date into 

NaviLine

Review First In 
First Out

Includes:  Application, Plans, 
NOFA, Offsite Plans , 
Structural Plan and 
Architectural Plan

Pull Out Package 
and Enter 

“Reviewed” in 
NaviLine

Review Plans and 
Verify All NOFA 
Conditions have 

been met in Plans

Are there 
Offsites? Yes

No

Compare Off-site Plans 
and On-sites Plans and 

ensure they Match.  
Structurals must Match 

Identically

Plans Match?

No

Notify Customer 
Plans Submitted to 
Onsite CE do not 

match Plans 
Submitted to 
Offsite CE

Resubmit Off-site 
Plans to Off-site 
Civil Engineering 

Offsite Civil 
Engineering 
Plan Check

Yes

All Offsite Fees 
Paid? No

Yes

Notifies Customer 
Fees Must be Paid

Pay Fees (Who 
takes in Fees?)

Print Grading Plan 
and Detail Sheet 
from KOVIS and 

Stamp “ True and 
Exact”

Send Grading Plan 
and Detail Sheet 
Back to Zoning 
Plan Check  for 

Restamp

Zoning Receive 
Civil Engineering’s 
Final Approval on 
Grading Plan and 

Detail Sheet

Building 
Zoning Plan 

Review

No Off-sites were required.

Determine the 
Flood Zone it’s in 
and Review for 

Flood Hazards and 
for Traffic Safety 

Issues

Traffic or 
Drainage 
Issues?

Check On-site 
Grading Plan

No

Approve 
Grading Plan?

No

Send Correction 
Letter to Customer 

On-Line

Customer Addresses 
Corrections and 

Resubmits to Building 
CE Plan Checker

Zoning Restamp 
Grading Plans

Logs Corrected 
Grading Plan in as 
Subsequent Plan 

Review

Review Grading 
Plan Corrections

End

Yes

Yes

Inform Offsite 
Traffic and/or 

Drainage Study 
Engineer(s) of 

Issue

Inform Customer a 
Traffic and/or 

Drainage Study is 
Required

Submit Traffic and/
or Drainage Study 

to Offsite CE

Place Project “On 
Hold” Until 

Receive Approval 
for Offsites from 

Offsite CE 

Receive Email the 
Traffic and/or 

Drainage Study 
have been 
Approved

Print Traffic and/or 
Drainage Study 

Approval Letter for 
Proof of Approval

Review Approved 
Traffic and/or 

Drainage Study
End

Yes Approve 
Grading Plans?

No

Business Rule:  If Plans are 
pulled from KOVIS, the plans 
are sent back to Zoning for 

Restamp.

Send Email with 
Entire Set of New 

Plans to Offsite CE

This typically does not 
include the traffic study but it 

can happen occasionally .

Civil 
Engineering 

Drainage 
Study or 

Traffic Study 
Review
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Start

Each Specialist 
Reviews Plans  

and Provide 
Comments

Yes

Email, Fax, Mail, 
or Post Plan 

Check Letter on 
Internet

Identify Items that require special 
inspections (QAA)

Routed to Bin and 
Enter as “RFP”

Arville Office /
Marry Plans

Assign Project to 
Specialist based 

on Workload

Each Specialist 
Writes Plan Check 
Letter for Area of 

Expertise

Enter “SPR” 
(Subsequent) and 

Review

Customer 
Receives Plan 

Check Letters, and 
Correct Plans

Enter Valuation of 
Project and Enter 

Information in 
Structure Screen

End

The Structure Screen Data is 
what populates the TCO 

or C of O.

Each Specialist 
Places Corrected 
Plans in Holding 

Bin

Submittal 
Complete? 

No

Receive 2 Sets of 
Approved Plans 

from Zoning

Approve?

No

Yes Enter “CMP” 
(Complete)

Enter “CLS” 
(Correction Letter 

Sent)

Structural

Plumbing

GeoTechnical

Electrical

Mechanical

Master Exit Plan 
Review

Fire Protection

Architectural

Mechanical

Assign to  
Specialist that 

Sent Correction 
Letter and Enter 

“CPR” (Correction 
Plan Review)

No

1st Submittal (21 
Day Review)

Back Check (14 
Day Review)

Final Review (7 
Day Review)

Conduct 
Mandatory 

Meeting with 
Customer if Back 
Check Received a 
Correction Letter 

(“CLS”)

Are Corrected 
Plans 

Acceptable?

Enter “CMP” 
(Complete)

Submit Corrected 
Plans (Qmatic)

Yes

Plumbing

Structural

Electrical

Architectural

Mechanical

Fire Protection

Master Exit Plan 
Review

Mechanical

GeoTechnical

Plan 
Submittal 

(Commercial 
with Grading)

Zoning Plan 
Review

Verify All Specialist 
have entered “CMP” 
before changing the 

code to “APP”.
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Start

Each Specialist 
Reviews Plans  

and Provide 
Comments

Yes

Email, Fax, Mail, 
or Post Plan 

Check Letter on 
Internet

Identify Items that require special 
inspections (QAA)

Routed to Bin and 
Enter as “RFP”

Building 
Permit 

Issuance

Assign Project to 
Specialist based 

on Workload

Each Specialist 
Writes Plan Check 
Letter for Area of 

Expertise

Enter “SPR” 
(Subsequent) and 

Review

Customer 
Receives Plan 

Check Letters, and 
Correct Plans

Enter Valuation of 
Project and Enter 

Information in 
Structure Screen

End

The Structure Screen Data is 
what populates the TCO 

or C of O.

Route Plans via 
Interoffice to 
Permit Issue

Each Specialist 
Places Corrected 
Plans in Holding 

Bin

Submittal 
Complete? 

No

Verify All 
Specialist have 
entered “CMP” 

before changing 
the code to “APP”.

Approve?

No

Yes Enter “CMP” 
(Complete)

Enter “CLS” 
(Correction Letter 

Sent)

Structural

Plumbing

GeoTechnical

Electrical

Mechanical

Master Exit Plan 
Review

Fire Protection

Architectural

Mechanical

Assign to 
Specialist that 

Sent Correction 
Letter and Enter 

“CPR” (Correction 
Plan Review)

No

1st Submittal (14 
Day Review)

Back Check (7 
Day Review)

Final Review (3 
Day Review)

Conduct 
Mandatory 

Meeting with 
Customer if Back 

Check Received a 
Correction Letter 

(“CLS”)

Are Corrected 
Plans 

Acceptable?

Enter “CMP” 
(Complete)

Submit Corrected 
Plans (Qmatic)

Yes

Plumbing

Structural

Electrical

Architectural

Mechanical

Fire Protection

Master Exit Plan 
Review

Mechanical

GeoTechnical

Plan 
Submittal

Zoning Plan 
Review

2 Sets of Approved Plans
From Zoning
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Start

Use Q-matic 
System and Select 
COTC Submittal 

Type

Setup PAC 
Number and 

Transfer Customer 
to Zoning Permit 

Technician

Review Building 
Plans to Title 30 

Compliance

Does this meet OTC or 
COTC Requirements? No

Yes

Plans 
Approved?

Business Rules for OTC:
 Project valuation is estimated at $250,000 or less
 No Hazardous Materials
 OTC Submittal Types includes:  A,B,S,M Occupancy
 Review will only take 30 minutes to an hour
 No Structural Review is allowed in the OTC Review

Yes
Stamp Plans and 
Enter “APP” in 

NaviLine

Enter Customer 
into Queue for 
Building Plan 

Check

Inform Customer 
Project is  
Submittal

Call Customer to 
Counter and 

Review Application 
and Plans

Submittal 
Complete? Yes Enter “RFP” in 

NaviLine

Assign to 
Specialist for OTC 
or Review Plans if 

COTC

Inform Customer 
Project is  
Submittal

No

Assigned Specialist , either 
Architectural, Electrical, 
Mechanical or Plumbing 

Reviews Plans

Other OTC 
Specialist Needed 

for Review?
No

Yes

Specialist 
Performs Detailed 
Review of Plans 
and May Redline 

Plans

Enter Valuation of 
Project and Enters 

information into 
the Structure 

Screen

Approved? Yes

Business Rule:  Structure 
Screen Data is what 

populates the TCO or C of O

No

Hand Plans to 
Customer

Permit 
Issuance

Advise Applicant 
Corrections are 
Required and 

Ready for Pickup

Place Redlines in 
OTC Bin for 

Customer Pickup 
or Hand Redlined 
Plans to Customer

Make Redlined 
Corrections

Get Queue 
Number and 

Select “Building 
Plan Check 
Corrections”

Log Drawings In 
Naviline – “CPR”

Plans Received for 
Back Check

Hand Carry Plans 
to Other 

Specialist(s) for 
Review

Return Plans to 
Assigned 

Specialist with 
Redlines if 
applicable

Advise Customer 
Why Plans are Not 

Approved

No

Take Plans to 
Permit Issuance End

Disciplines :
 Geotechnical
 Mechanical
 Plumbing
 Electrical
 Architectural
 Master Exit Plan 

Review
 Fire Protection

Business Rule:  If Customer 
Resubmits Corrections, the 
PAC # will remain the same.

Plan 
Submittal

Commercial 
Short Plan 

Review

OTC

COTC or OTC?

COTC

Approve?

Yes

No

OTC

OTC or COTC?
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Prerequisite: Received 
Building Permit, 

Inspection Record, and 
One Copy of Approved 

Plans

Request PAD 
Certification 

Report from a 
Third Party 

GeoTechnical 
Engineer

Third Party 
Engineer Submits 
PAD Certification 
at Front Counter

Inspection Requirements are 
based on the the applicable 

permit type

Schedule via
Phone System using 

Phone 
System Number 

or Online

Schedule In-Person 
or Call 

Building Permit 
Specialist

Enter Permit 
Number and 

Schedule 
Applicable 
Inspection

Enter Permit 
Number in 

NaviLine and 
Schedule 
Applicable  
Inspection

Review PAD 
Certification 

Report

Record Approval/
Denial in NaviLine

Notify Customer of 
Approval/Denial

Approve?

No

Yes

Generate 
Inspection 

Requests that Are 
Ready for Print 

Out

Is QAA Special 
Inspection 
Required?

No

Record Customer 
Cancellation in 

NaviLine

Yes

No

Is Special 
Inspection 

Daily Report 
On-site?

Yes
Review Special 
Inspection Daily 

Report

Conduct 
Inspection (See 

Note A)

Note A – The following is 
only a sample of the iterative 
inspection types that may 
occur:
 PAD Certification
 Foundation
 Framing
 Rough Plumbing
 Rough Electrical
 Rough Mechanical
 Shear Walls
 Roof Sheating
 Exterior Lath/Siding
 Final Electrical
 Final Mechanical
 Final Plumbing Approved?

No

Substandard Work 
Non-Conformance

No Disapproved 
(“DA”)

Disapproved with 
Penalty Fee (“DP”)

Correct On-site 
Inspection Issues

Third “DA”?

No

Yes

Yes

Building 
Substantially 
Complete? Yes

All Clearances 
Completed?

Contact Outside 
Agencies and 

Obtain Clearances

 Fire Department
 Civil Engineering
 Sanitation
 Water
 Landscape Certification

Enter Permit 
Number and 

Schedule 
Inspection

Management 
Review and  

Stamp C of O

Receive C of O via 
Mail

Generate C of O

End

No

Any 
Outstanding “DP” 

Fees?

Yes

Pay Penalty 
Fee(s)

Any 
Oustanding 
“DP” Fees?

Pay Penalty Fee

Yes

Schedule via Phone
System using 

Phone System
Number or Online

Schedule In-Person 
or Call 

Building Permit 
Specialist

Enter Permit 
Number and 

Schedule 
Application 
Inspection

Address 
Inspection IssuesStart

Print Expiration 
Letter (Daily 

Printout)

Prints Inspection 
Tickets

Give Inspection 
Tickets to 

Supervisor

Distributes Tickets 
to Inspectors 

based on 
availability , 

geographic area 
and workload

Receive 
Cancellation?

Yes – Cancellation After Inspector Arrives On Site

Yes – Phone
Cancellation

Prior to 
Inspector’s Arrival

Sends Expiration 
Letter to Customer

Tell QAA Agency 
to Submit Final 

Reports

Receive Final QAA 
Inspection Report 

from Agency

Assign QAA 
Report to Staff 

Member for 
Review

Building Division 
Inspector Reviews 

Report

Approve?

Yes

No

Naviline will not allow a final inspection to be scheduled if all clearances 
are not completed and recorded.

No

No

Schedule Final 
Inspection

Approved 
Inspection within 
past 180 Days?

No

Pull Another 
Permit –
Permit 

Issuance 
Process

Reset for 180 
Days

Yes

Pay Penalty 
Fee?YesPay Penalty Fee

No

No

Yes

Print Expiration 
Letter (Daily 

Printout)

Approved 
Inspection Wtihin 
Past 180 Days? 

Reset for 
Another 180 

Days

Generate 
Inspection 

Request that Are 
Ready for Print 

Out

Give Inspection 
Tickets to 
Supervisor

Distributes Tickets 
to Inspectors 

based on 
availability , 

geographic area 
and workload

Prints Inspection 
Tickets

Schedule 
Inspection

YesPay Penalty 
Fee?

Yes

Pay Penalty Fee

No

Notice of Violation 
(NOV)

Issue Correction 
Notice

Building Plan 
Review 
Process

Work Covered
Without 

Inspection

Work Without Permit

Permit 
Issuance 
Process

No

No

Yes

No

Yes

No

No

Yes

Yes – Cancellation
After Inspector
Arrives On Site

Yes – Phone Cancellation Prior to Inspector’s Arrival

Work Covered
Without 

Inspection

Work Without Permit

No

Third “DA”?

Issue Correction 
Notice

Approved?

Permit 
Issuance 
Process

Receive 
Cancellation?

Record Inspection 
Results (NaviLine)

Building Plan 
Review 
Process

Notice of Violation 
(NOV)

Substandard Work 
Non-Conformance

Record Inspection 
Results in 
NaviLine

Conduct 
Inspection (See 

Note A)

Disapproved 
(“DA”)

Record Customer 
Cancellation in 

NaviLine
Disapproved with 
Penalty Fee (“DP”)

Verify All 
Inspection types 

Have An 
“Approved” Status

Must Pull 
Another 
Permit –
Permit 

Issuance 
Process

Sends Expiration 
Letter to Customer

Record Inspection 
Results (NaviLine)

Yes

Record Inspection 
Results (NaviLine)

Begin 180 
Day Clock

Send C of O to 
Records for 

Imagine (Kovis)
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Prerequisite: Received 
Building Permit, 

Inspection Record, and 
One Copy of Approved 

Plans

Request PAD 
Certification 

Report from a 
Third Party 

GeoTechnical 
Engineer

Third Party 
Engineer Submits 
PAD Certification 
at Front Counter

Inspection Requirements are 
based on the the applicable 

permit type

Schedule via Phone
System using 
Phone System

Number or Online

Schedule In-Person 
or Call 

Building Permit 
Specialist

Enter Permit 
Number and 

Schedule 
Applicable 
Inspection

Enter Permit 
Number in 

NaviLine and 
Schedule 
Applicable  
Inspection

Review PAD 
Certification 

Report

Record Approval/
Denial in NaviLine

Notify Customer of 
Approval/Denial

Approve?

No

Yes

Generate 
Inspection 

Requests that Are 
Ready for Print 

Out

Is QAA Special 
Inspection 
Required?

No

Record Customer 
Cancellation in 

NaviLine and Run 
Unresulted 

Inspection Report

Yes

No

Is Special 
Inspection 

Daily Report 
On-site?

Yes
Review Special 
Inspection Daily 

Report

Conduct 
Inspection (See 

Note A)

Note A – The following is 
only a sample of the iterative 
inspection types that may 
occur:
 PAD Certification
 Foundation
 Framing
 Rough Plumbing
 Rough Electrical
 Rough Mechanical
 Shear Walls
 Roof Sheating
 Exterior Lath/Siding
 Final Electrical
 Final Mechanical
 Final Plumbing

Approved?

Yes

Record Inspection 
Results (NaviLine)

No

Substandard Work 
Non-Conformance

Record Inspection 
Results in 
NaviLine

Disapproved 
(“DA”)

Disapproved with 
Penalty Fee (“DP”)

Correct On-site 
Inspection Issues

Second “DA”?

No

Yes

Building 
Substantially 
Complete? Yes

All Clearances 
Completed?

Contact Outside 
Agencies and 

Obtain Clearances

 Fire Department
 Civil Engineering
 Sanitation
 Water
 Landscape Certification

Enter Permit 
Number and 

Schedule 
Inspection

Yes

No

NoYes

Disapproved with 
Penalty Fee (“DP”)

Record Inspection 
Results (NaviLine)

Conduct 
Inspection (See 
Note A below)

If Final, Verify All 
Inspection Types 

Have An 
“Approved” Status

Substandard Work 
Non-Conformance

Third “DA”?

Record Customer 
Cancellation in 

NaviLine

Approved?

Disapproved 
(“DA”)

Record Inspection 
Results in 
NaviLine

Management 
Review and  

Stamp Certificate 
of Completion

Receive Certificate 
of Completion via 

Mail

Generate 
Certificate of 
Completion

End

No

Any 
Oustanding DP 

Fees?

Yes

Pay Fee

Any 
Oustanding 
“DP” Fees?

Pay Penalty Fee

Yes

Schedule via Phone
System using 

Phone System
Number or Online

Schedule In-Person 
or Call 

Building Permit 
Specialist

Enter Permit 
Number and 

Schedule 
Application 
Inspection

Address 
Inspection IssuesStart

Print Expiration 
Reports and 

Mailers (Daily 
Printout)

Prints Inspection 
Tickets

Give Inspection 
Tickets to 

Supervisor

Distributes Tickets 
to Inspectors 

based on 
availability , 

geographic area 
and workload

Receive 
Cancellation?

Yes - Cancellation After Inspector Arrives On Site

Phone Cancellatioon
Prior to

Inspector’s Arrival

Sends Expiration 
Mailer to Customer

Tell QAA Agency 
to Submit Final 

Reports

Receive Final QAA 
Inspection Report 

from Agency

Assign QAA 
Report to Staff 

Member for 
Review

Building Division 
Inspector Reviews 

Report

Approve?

Yes

No

Yes - Cancellation After 
Inspector Arrives 

On Site

Yes - Receive Phone
Cancellation Prior 

to Inspector’s Arrival

Receive 
Cancellation?

No

Naviline will not allow a final inspection to be scheduled if all clearances 
are not completed and recorded.

No

No

Schedule Partial 
Final or Final 
Inspection

Approved 
Inspection in 
the Past 180 

Day?

No

Customer 
Must Pull 
Another 
Permit –
Permit 

Issuance 
Process

180 Day 
Clock Begins

Reset for 180 
Days

Yes

Pay Penalty 
Fee?YesPay Penalty Fee

No

Yes

Print Expiration 
Letter (Daily 

Printout)

Approved 
Inspection 
Within Past 
180 Days?

Reset for 
Another 180 

Days

Generate 
Inspection 

Request that Are 
Ready for Print 

Out

Give Inspection 
Tickets to 

Supervisor

Distributes Tickets 
to Inspectors 

based on 
availability , 

geographic area 
and workload

Prints Inspection 
Tickets

Schedule 
Inspection

Yes

Pay Penalty 
Fee?

Yes

Pay Penalty Fee

No

Notice of Violation 
(NOV)

Issue Correction 
Notice

Building Plan 
Review 
Process

Work Covered 
without Inspection

Work without Permit

Permit 
Issuance 
Process

No

No

Sends Expiration 
Letter to Customer

Yes 

Customer 
Must Pull 
Another 
Permit –
Permit 

Issuance 
Process

No

No

Notice of Violation 
(NOV)

Issue Correction 
Notice

Building Plan 
Review 
Process

Work Covered
Without

Inspection

Permit 
Issuance 
Process

Work Without 
Permit

Land Use 
Application

Permit 
Issuance 
(Tenant 

Improvement)

Send Certificate of 
Completion to 
Records for 

Imaging

Reassign Tickets 
to Themselves that 

Were Not 
Previously 

Assigned to Them

Plan Route in 
Google Maps

Check VRU for 
Phone Messages

Inspection Reassignment 
Screen

No

Is this a Final 
Inspection?

Check Final Status 
and PrintYes

Receive Same 
Day Inspection 

Request
Start

Verify Permit Status and 
Inspection Requisite

Yes

Is Review 
Required?

No

Support Staff Conduct 
Follow Scheduling
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Prerequisite: Received 
Building Permit, 

Inspection Record, and 
One Copy of Approved 

Plans

Request PAD 
Certification 

Report from a 
Third Party 

GeoTechnical 
Engineer

Third Party 
Engineer Submits 
PAD Certification 
at Front Counter

Yes

Inspection Requirements are 
based on the the applicable 

permit type

Schedule via Phone
System using 
Phone System

Number or Online

Schedule In-Person 
or Call 

Building Permit Specialist

Enter Permit 
Number and 

Schedule 
Applicable 
Inspection

Enter Permit 
Number in 

NaviLine and 
Schedule 
Applicable  
Inspection

Review PAD 
Certification 

Report

Record Approval/
Denial in NaviLine

Notify Customer of 
Approval/Denial

Approve?

No

Yes

Generate 
Inspection 

Requests that Are 
Ready for Print 

Out

Is QAA Special 
Inspection 
Required?

No
Record Customer 
Cancellation in 

NaviLine

Yes

No

Is Special 
Inspection 

Daily Report 
On-site?

Yes
Review Special 
Inspection Daily 

Report

Conduct 
Inspection (See 

Note A)

Note A – The following is 
only a sample of the iterative 
inspection types that may 
occur:
 PAD Certification
 Foundation
 Framing
 Rough Plumbing
 Rough Electrical
 Rough Mechanical
 Shear Walls
 Roof Sheating
 Exterior Lath/Siding
 Final Electrical
 Final Mechanical
 Final Plumbing

Approved?

Yes

Record Inspection 
Results (NaviLine)

No

Substandard Work 
Non-Conformance

Record Inspection 
Results in 
NaviLine

Disapproved 
(“DA”)

Disapproved with 
Penalty Fee (“DP”)

Correct On-site 
Inspection Issues

Third “DA”?

No

Yes

Building 
Substantially 
Complete? Yes

Yes

Clearances 
Acceptable for 

TCO?

Submit TCO 
Application; Pay 

Fees

Verify Inspection 
History Complete 
and Clearances 
Approved with 

Exception

Issue TCO to 
Applicant and 

Send to Records 
for Imaging

Receive TCO

All Clearances 
Completed?

Contact Outside 
Agencies and 

Obtain Clearances

 Fire Department
 Civil Engineering
 Sanitation
 Water
 Landscape Certification

Enter Permit 
Number and 

Schedule 
Inspection

Yes

No

NoYes

Disapproved with 
Penalty Fee (“DP”)

Record Inspection 
Results (NaviLine)

Conduct 
Inspection (See 
Note A below)

If Final, Verify All 
Inspection Types 

Have An 
“Approved” Status

Substandard Work 
Non-Conformance

Third “DA”?

Record Customer 
Cancellation in 

NaviLine

Approved?

Disapproved 
(“DA”)

Record Inspection 
Results in 
NaviLine

Management 
Review and  

Stamp C of O

Receive C of O via 
Mail

Generate C of O

End

No

Any 
Oustanding DP 

Fees?

Yes

Pay Fee

Any 
Oustanding 
“DP” Fees?

Pay Penalty Fee

Yes

Schedule via Phone
System using 

Phone System
Number or Online

Schedule In-Person 
or Call Building 

Permit 
Specialist

Enter Permit 
Number and 

Schedule 
Application 
Inspection

Address 
Inspection IssuesStart

Print Expiration 
Letter (Daily 

Printout)

Prints Inspection 
Tickets

Give Inspection 
Tickets to 

Supervisor

Distributes Tickets 
to Inspectors 

based on 
availability , 

geographic area 
and workload

Receive 
Cancellation?

Yes - Cancellation After Inspector Arrives On Site

Phone Cancellatioon
Prior to

Inspector’s Arrival

Sends Expiration 
Letter to Customer

Tell QAA Agency 
to Submit Final 

Reports

Receive Final QAA 
Inspection Report 

from Agency

Assign QAA 
Report to Staff 

Member for 
Review

Building Division 
Inspector Reviews 

Report

Approve?

Yes

No

Yes - Cancellation After 
Inspector Arrives 

On Site

Yes - Receive Phone
Cancellation Prior 

to Inspector’s Arrival

Receive 
Cancellation?

No

Naviline will not allow a final inspection to be scheduled if all clearances 
are not completed and recorded.

No

No

No

Schedule Partial 
Final or Final 
Inspection

Approved 
Inspection in 
the Past 180 

Day?

No

Pull Another 
Permit –
Permit 

Issuance 
Process

180 Day 
Clock Begins

Reset for  
180 Days

Yes

Pay Penalty 
Fee?YesPay Penalty Fee

No

Yes

No

Print Expiration 
Letter (Daily 

Printout)

Approved 
Inspection 
Within Past 
180 Days?

Reset for 
Another 180 

Days

Generate 
Inspection 

Request that Are 
Ready for Print 

Out

Give Inspection 
Tickets to 

Supervisor

Distributes Tickets 
to Inspectors 

based on 
availability , 

geographic area 
and workload

Prints Inspection 
Tickets

Final Inspection
Approved

Partial Final  Inspection Approved

Schedule 
Inspection

Yes

Pay Penalty 
Fee?

Yes

Pay Penalty Fee

No

Notice of Violation 
(NOV)

Issue Correction 
Notice

Building Plan 
Review 
Process

Work Covered without Inspection

Work without Permit

Permit 
Issuance 
Process

No

Sends Expiration 
Letter to Customer

Yes 

Customer 
Must Pull 
Another 
Permit –
Permit 

Issuance 
Process

No

No

Notice of Violation 
(NOV)

Issue Correction 
Notice

Building Plan 
Review 
Process

Work Covered
Without

Inspection

Permit 
Issuance 
Process

Work Without 
Permit

New 
Foundation 

Construction?

No

Approve TCO and 
Issue “Conditions 

Letter”

Land Use 
Application

Business 
License

Generate TCO

Management 
Review and Stamp 

TCO

Send C of O to 
Records for 

ImagingReview for 
Clearances and 

Take Fee Payment

Send to Inspection 
Supervisor
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Request PAD 
Certification 

Report from a 
Third Party 

GeoTechnical 
Engineer

Third Party 
Engineer Submits 
PAD Certification 
at Front Counter

Inspection Requirements are based on the the applicable permit type

Schedule via Phone
System using 
Phone System

Number or Online
Schedule In-Person 

or Call 
Building Permit 

Specialist

Enter Permit Number and 
Schedule Applicable 

Inspection

Enter Permit 
Number in 

NaviLine and 
Schedule 
Applicable  
Inspection

Review PAD 
Certification 

Report

Record Approval/
Denial in NaviLine

Notify Customer of 
Approval/Denial

Approve?

No
Yes

Generate 
Inspection 

Requests that Are 
Ready for Print 

Out

No
Record Customer 
Cancellation in 

NaviLine

Conduct 
Inspection (See 

Note A)

Note A – The following is 
only a sample of the iterative 
inspection types that may 
occur:
 PAD Certification
 Foundation
 Framing
 Rough Plumbing
 Rough Electrical
 Rough Mechanical
 Shear Walls
 Roof Sheating
 Exterior Lath/Siding
 Final Electrical
 Final Mechanical
 Final Plumbing

Approved?

Yes

Record Inspection 
Results (NaviLine)

No

Substandard Work 
Non-Conformance

Record Inspection 
Results in 
NaviLine

Disapproved 
(“DA”)

Disapproved with 
Penalty Fee (“DP”)

Correct On-site 
Inspection Issues

Third “DA”?

No

Yes

Building 
Substantially 
Complete? Yes

Yes

Clearances 
Acceptable for 

TCO?

Submit TCO 
Application; Pay 

Fees

Verify Inspection 
History Complete 
and Clearances 
Approved with 

Exception

Management 
Review and  
Stamp TCO

Receive TCO

All Clearances 
Completed?

Contact Outside 
Agencies and 

Obtain Clearances

 Fire Department
 Civil Engineering
 Sanitation
 Water
 Landscape 

Certification
 Drainage Certificate

Enter Permit 
Number and 

Schedule 
Inspection

Yes

No

NoYes

Disapproved with 
Penalty Fee (“DP”)

Record Inspection 
Results (NaviLine)

Conduct 
Inspection (See 
Note A below)

If Final, Verify All 
Inspection Types 

Have An 
“Approved” Status

Substandard Work 
Non-Conformance

Third “DA”?

Record Customer 
Cancellation in 

NaviLine

Approved?

Disapproved 
(“DA”)

Record Inspection 
Results in 
NaviLine

Management 
Review and  

Stamp C of O

Receive C of O via 
Mail

Generate C of O

End

No

Any 
Oustanding DP 

Fees?

Yes

Pay Fee

Any 
Oustanding 
“DP” Fees?

Pay Penalty Fee

Yes

Schedule via Phone
System using 

Phone System
Number or Online

Schedule In-Person 
or Call 

Building Permit 
Specialist

Enter Permit 
Number and 

Schedule 
Application 
Inspection

Address 
Inspection Issues

Start

Print Expiration 
Letter (Daily 

Printout)

Prints Inspection 
Tickets

Give Inspection 
Tickets to 

Supervisor

Distributes Tickets 
to Inspectors 

based on 
availability , 

geographic area 
and workload

Receive 
Cancellation?

Yes - Cancellation After Inspector Arrives On Site

Phone 
Cancellatioon

Prior to
Inspector’s 

Arrival

Sends Expiration 
Letter to Customer

Tell QAA Agency 
to Submit Final 

Reports

Receive Final QAA 
Inspection Report 

from Agency

Assign QAA 
Report to Staff 

Member for 
Review

Building Division 
Inspector Reviews 

Report

Approve?

Yes

No

Yes - Cancellation After 
Inspector Arrives 

On Site

Yes - Receive Phone
Cancellation Prior 

to Inspector’s Arrival

Receive 
Cancellation?

No

Naviline will not allow a final inspection to be scheduled if all clearances 
are not completed and recorded.

No

No

No

Schedule Partial 
Final or Final 
Inspection

Approved 
Inspection in 
the Past 180 

Day?

No

Pull Another 
Permit –
Permit 

Issuance 
Process

180 Day 
Clock Begins

Reset for  
180 Days Yes

Pay Penalty 
Fee?YesPay Penalty Fee

No

Yes

No

Print Expiration 
Letter (Daily 

Printout)

Approved 
Inspection 

Within Past 
180 Days?

Reset for 
Another 180 

Days

Generate 
Inspection 

Request that Are 
Ready for Print 

Out

Give Inspection 
Tickets to 
Supervisor

Distributes Tickets to Inspectors 
based on availability , geographic 

area and workload
Prints Inspection 

Tickets

Final Inspection
Approved

Partial Final  Inspection Approved

Schedule 
Inspection

Yes

Pay Penalty 
Fee?

Yes Pay Penalty Fee

No

Notice of Violation 
(NOV)

Issue Correction 
Notice

Building Plan 
Review 
Process

Work Covered without Inspection

Work without Permit

Permit 
Issuance 
Process

No

Sends Expiration 
Letter to Customer

Yes 

Customer 
Must Pull 
Another 
Permit –
Permit 

Issuance 
Process

No

Notice of Violation 
(NOV)

Issue Correction 
Notice

Building Plan 
Review 
Process

Work
Covered
Without

Inspection

Permit 
Issuance 
Process

Work Without 
Permit

Approve TCO and 
Issue “Conditions 

Letter”

Land Use 
Application

Business 
License

Schedule Pre-
Construction Conference 
with Building Inspection 

Division to Create 
Agreement

Foundation First Permit

Permit 
Issuance

Foundation and Partial 
Structure Permit

All of the Structure Permit

Any Remaining Portions of 
Structure Permit

Partial Structure and 
Architectural Permit

All Structure and All 
Architectural Permit

Partial Architectural 
Permit

All Architectural Permit

Remaining Architectural 
Permit

Build Foundation

3rd Party File 
Inspection Reports

Review 3rd Party 
Inspection Report 

(Structural 
Monitoring Group)

Yes

Is Foundation 
Completed?

Approve? No

Correct Onsite 
Issues or Have 

Engineer 
Redesign

Yes

Call for Plumbing, 
Mechanical, 

Electrical 
Underground 
Inspections

Does Permit Allow Work 
to Be Completed Beyond 

Foundation?
No Yes

Building Plan 
Review

Build Structure
Does Non-

Structural Work 
Begin?

No

Yes

Permit 
Issuance 

(Non-
Structural 
Permit)

Permit 
Issuance  
(another 
structural 
permit)

Generate TCO

Review 3rd Party 
Reports

Approve?

Call for Plumbing, 
Mechanical, 

Electrical 
Inspections

Yes

No

Is Level 
Completed?

Yes

Send to Records 
for Imaging (Kovis )

Send to Records 
for Imaging (Kovis )

Review for 
Clearances and 

Take Fee Payment

Send to Inspection 
Supervisor
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Start

Each Specialist 
Reviews Plans  

and Provide 
Comments

Yes

Email, Fax, Mail, 
or Post Plan 

Check Letter on 
Internet

Identify Items that require special 
inspections (QAA)

Assign to  
Specialist that 
Completed the 
Original Review 
and Enter “CPR” 
(Correction Plan 

Review)

Each Specialist 
Writes Plan Check 
Letter for Area of 

Expertise

Enter “SPR” 
(Subsequent) and 

Review

Customer 
Receives Plan 

Check Letters, and 
Correct Plans

Each Specialist 
Places Corrected 
Plans in Holding 

Bin

Submittal 
Complete? 

No

Approve?

No

Yes Enter “CMP” 
(Complete)

Enter “CLS” 
(Correction Letter 

Sent)

Structural

Plumbing

GeoTechnical

Electrical

Mechanical

Master Exit Plan 
Review

Fire Protection

Architectural

Mechanical

Assign to  
Specialist that 
Completed the 
Original Review 
and Enter “CPR” 
(Correction Plan 

Review)

No

1st Submittal Back Check Final Review

Conduct 
Mandatory 

Meeting with 
Customer if Back 
Check Received a 
Correction Letter 

(“CLS”)

Are Corrected 
Plans 

Acceptable?

Enter “CMP” 
(Complete)

All Specialist Must have 
entered “CMP” before the 

Arch. Specialist will change 
the code to “APP”.

Submit Corrected 
Plans (Qmatic)

Yes

Plumbing

Structural

Electrical

Architectural

Mechanical

Fire Protection

Master Exit Plan 
Review

Mechanical

GeoTechnical

Zoning Plan 
Review

Submit 3 Sets of Plans and 3 
Revised Applications

Submit 2 Sets of Plans and 2 
Revised Applications

Route 2 Set of 
Plans and an 
Application to 

Zoning

2 Sets of Plans1 Set of
Plans

2 Sets of 
Plans

Is There A 
Zoning 

Change?

Yes

No

OTC, ROTC, and COTC 
Revisions are handled over 
the counter and do not apply 

to this process.  A fee is 
collected to review the OTC.  
ROTC and COTC revisions.

Receive 2 Sets of 
Approved Plans 

from Zoning

Arville Office /
Marry Plans

Verify All Specialist 
have entered “CMP” 
before changing the 

code to “APP”.

OR

Marry/Combine 
Plans

Send 1 Set for 
Imaging

Send 1 Set to 
Inspection 

Scheduling for Fee 
Workup

Building 
Inspection 
Scheduling



BD013-Plan Submittal for Mobile Home on Private Property or Estate Property
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Yes

No

When this application type is 
selected, the system 

determines types of permits 
allowed and sets up the 

structural screen for entry. 

The selected permit type 
determines which inspection 
fields display for data entry.  

Inspection results are 
entered after the permit is 

issued.

“Prior to Issue” Items are  
Agencies (I.e. Sanitation, 

Dust, Water)

Route Completed 
Submittal

Select Permit Type

Enter “PRZ” 
Tracking Code in 

Naviline

Enter Application 
Information into 

NaviLine

Advise Customer 
To Submit to 
Applicable 
Agencies

Complete 
Submittal?

Submits Sets of 
Required 

Documentation for 
New Building 

Based on 
Applicable Codes

Start

Receive Submittal 
From Customer 

and Review Permit 
Form for 

Completeness

Complete Additional Forms 
with Customer (i.e. Water 

Commitment, MSHCP Form, 
Fire Permit Survey Form)

Enter “RFP” Code 
Denoting Third Set 

in Building’s 
Queue

DAQEM Dust Permit (Required if area to be 
disturbed exceeds .25 acres)

Submit To 
Applicable 
Agencies

Desert Conservation Plan Land 
Disturbance/Mitigation Fee Form

Water Verification:  LV Valley Water District, Water 
Purveyor Agency, Well Driller’s Report, State Division 

of Water Resources Well Permit, Private Water 
Source

Sanitation (Septic/Sewer) Verification: Water 
Reclamation District, Septic System Permit from SN 

Health District

Submit Agency 
Approvals Prior to 
Permit Issuance

Permit 
Issuance

End
The Zoning Permit Specialist 
enters this for Building Plan 

Examiners

Desert Conservation Plan Land 
Disturbance/Mitigation Fee Form

Fire Department Survey Form

Mobile Home 
on Private or 

Estate 
Property Plan 

Review



BD014–Residential Plan Review
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Start

Yes

Routed to Bin and 
Enter as “RFP”

Assign Project to 
Specialist based 

on Workload

Customer 
Receives Plan 

Check Letters, and 
Correct Plans

Submittal 
Complete? 

No

Assign to  
Specialist that 

Sent Correction 
Letter and Enter 

“CPR” (Correction 
Plan Review)

1st Submittal (21 
Day Review)

Back Check (14 
Day Review)

Final Review (7 
Day Review)

Submit Corrected 
Plans (Qmatic)

Plan 
Submittal 

(Residential 
with Grading)

Zoning Plan 
Review

Identify Items that require special 
inspections (QAA)

The Structure Screen Data is 
what populates the TCO 

or C of O.

No

Yes

No

Yes
Are Corrected 

Plans 
Acceptable?

Enter Valuation of 
Project and Enter 

Information in 
Structure Screen

Verify All Specialist 
have entered “CMP” 
before changing the 

code to “APP”.

Electrical

Enter “SPR” 
(Subsequent) and 

Review

Enter “CMP” 
(Complete)

Conduct 
Mandatory 

Meeting with 
Customer if Back 
Check Received a 
Correction Letter 

(“CLS”)

Plumbing

Enter “CMP” 
(Complete)

Structural

Receive 2 Sets of 
Approved Plans 

from Zoning

Architectural

End Arville Office /
Marry Plans

GeoTechnical

Each Specialist 
Writes Plan Check 
Letter for Area of 

Expertise

Enter “CLS” 
(Correction Letter 

Sent)

Each Plan 
Examiner Reviews 

Plans and 
Provides 

Comments

Approve?

Each Specialist 
Places Corrected 
Plans in Holding 

Bin

GeoTechnical

Plumbing

Architectural

Structural

Electrical

Email, Fax, Mail, 
or Post Plan 

Check Letter on 
Internet



BD015–Residential Over the Counter Plan Review (ROTC)
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Start

Use Q-matic 
System and Select 

OTC Submittal 
Type

Setup PAC 
Number and 

Transfer Customer 
to Zoning Permit 

Technician

Review Building 
Plans to Title 30 

Compliance

Does this meet ROTC 
Requirements? No

Yes

Plans 
Approved? Yes

Stamp Plans and 
Enter “APP” in 

NaviLine

Enter Customer 
into Queue for 
Building Plan 

Check

Inform Customer

Call Customer to 
Counter and 

Review Application 
and Plans

Submittal 
Complete? Yes Enter “RFP” in 

NaviLine
Assign Plans to 
Plan Examiner

Inform Customer

No

Permit 
Issuance

Business Rule:  Building 
Plan Review take in the 

submittal for ROTCs

Advise Customer 
Why Plans are Not 

Approved

No

Take Plans to 
Permit Issuance End

Residential Short 
Plan Review

Residential Short 
Plan Review

Review Plans Approved?

Yes

No

Correct Plans and 
Resubmit Plans 

(Q-matic)

Give Customer 
Redlined Plans

Residential Plan 
Review

Residential Plan 
Review



BD016–ROTC, COTC or OTC Permit Issuance
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Business Rule:  Contractor is 
responsible for obtaining a 

vaild NV State License and a 
C.C. Business License with 

same classification

Receive the 
Permit, Inspection 

Record and 1 
Copy of the 

Approved Plans

Send QAA Copy to 
Record’s Imaging, 

Permittee, and 
Bookkeeper to 
Mail to QAA 

Agency

Pay Fees

Print Commercial 
Building Permit 
and Inspection 

Record

Verify Applicant’s 
License 

Requirements are 
Valid for State and 

County

Send Copies of 
Agency Approvals 

(i.e. Water, 
Sanitation, Dust, 

Desert 
Conservation) to 
Records Imaging

Give Permittee the 
Permit, Inspection 

Record and 1 
Copy of the 

Approved Plans

Place 1 Copy of 
Approved Plans in 
Records Imaging’s 
Retrieval Bin for 

Pick Up

End

Collect Fees

Obtain Copies of 
“Prior to Issue” 

Items (Sanitiation, 
Water, Dust)

Receive Plans 
from Customer

Submit Agency 
Approvals Prior to 
Permit Issuance

Inspection 
Scheduling 

Process

Start

Fire, Sanitation, Water, Air 
Quality Dust Control, etc. –

from Plan Submittal Process

NoQAA 
Required?

Send Applicant to 
Building Plan 

Examiner for QAA

Issue QAA to 
Customer

Obtain Owner’s 
Signature on QAA 
and Submit Signed 

QAA to Permit 
Issuance



BD017-Residential Short or Mobile Home on Private or Estate Property Plan Review
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Start

Each Plan 
Examiner Reviews 

Plans and 
Provides 

Comments

Yes

Email, Fax, Mail, 
or Post Plan 

Check Letter on 
Internet

Identify Items that require special 
inspections (QAA)

Routed to Bin and 
Enter as “RFP”

Building 
Permit 

Issuance

Assign Project to 
Specialist based 

on Workload

Each Plan 
Examiner Writes 
Plan Check Letter 

for Area of 
Expertise

Enter “SPR” 
(Subsequent) and 

Review

Customer 
Receives Plan 

Check Letters, and 
Correct Plans

Enter Valuation of 
Project and Enter 

Information in 
Structure Screen

End

The Structure Screen Data is 
what populates the TCO 

or C of O.

Route Plans via 
Interoffice to 
Permit Issue

Each Plan 
Examiner Places 
Corrected Plans in 

Holding Bin

Submittal 
Complete? 

No

Approve?

No

Yes Enter “CMP” 
(Complete)

Enter “CLS” 
(Correction Letter 

Sent)

Assign to 
Specialist that 

Sent Correction 
Letter and Enter 

“CPR” (Correction 
Plan Review)

No

1st Submittal (14 
Day Review)

Back Check (7 
Day Review)

Final Review (3 
Day Review)

Conduct 
Mandatory 

Meeting with 
Customer if Back 
Check Received a 
Correction Letter 

(“CLS”)

Are Corrected 
Plans 

Acceptable?

Enter “CMP” 
(Complete)

Submit Corrected 
Plans (Qmatic)

Yes

Plumbing

Structural

Electrical

Architectural

GeoTechnical

Plan 
Submittal

Zoning Plan 
Review

Residential Short or Mobile 
Home on Private or Estate 
Property Plan Submittal

Approved Sets of Plans from Zoning

Structural

Plumbing

Architectural

Electrical

GeoTechnical

Identify Items that 
Require Special 
Inspection (QAA)

Verify All Plan 
Examiners have 
entered “CMP” 
before changing 

the code to “APP”.



BD018-Standard Plan Review (Step 1 of 3) / Residential Track Homes
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Start

The Specialist 
Reviews Plans  

and Provide 
Comments

Yes

Email, Fax, Mail, 
or Post Plan 

Check Letter on 
Internet

Assign Project to 
Specialist based 

on Workload

Each Specialist 
Writes Plan Check 
Letter for Area of 

Expertise

Enter “SPR” 
(Subsequent) and 

Review

Customer 
Receives Plan 

Check Letters, and 
Correct Plans

Enter Information 
in Structure 

Screen

The Structure 
Screen Data is 
what populates 

the TCO 
or C of O.

Each Specialist 
Places Corrected 
Plans in Holding 

Bin

Submit Architectural Plans , 
Tentative Map, Foot Print 

and if applicable the NOFA 
with Submittal

Submittal 
Complete? 

No

Prepare 2 Final 
Sets Yes

Approve?

No

Yes Enter “CMP” 
(Complete)

Enter “CLS” 
(Correction Letter 

Sent)

Assign to  that 
Sent Correction 
letter and Enter 

“CPR”

No

1st Submittal (xx 
Day Review) Back Check (xx 

Day Review) Final Review (xx  
Day Review)

Conduct 
Mandatory 

Meeting with 
Customer if Back 

Check Received a 
Correction Letter 

(“CLS”)

Are Corrected 
Plans 

Acceptable?

Enter “CMP” 
(Complete)

Submit Corrected 
Plans

YesStructural

GeoTechnical

Building Receives 2 Sets of 
Plans and Zoning Receives 
1 Set of Plans.  Zoning’s 1 

set of plans is the 
Architectural plan only.

Standard Plans are most 
commonly used by home 
builders that are building 

track homes.  Model homes 
must fit on lots with 

appropriate setbacks.

Plan Submittal 
Setup Application 
and Assign a “43”  
Tracking Number

Receive 
Architectural Plan 
and Foot Print and 

Review

File Plans

Structural Group 
Determines if a 

Special Inspection 
(QAA) is Required 

and Enter in 
NaviLine

Review Plans and 
Foot Print

Create Form for 
Each Model (Sq. 

Footage, Location, 
Valuation)

Give Form and 
Tentative Map to 

Plan Submittal for 
Assignment of “53” 

Numbers

Write Assigned 
“53” Numbers on 

Each Model’s Plan 
and Stamp 
Approval

Give 1 Set of 
Plans to Permit 

Issuance

Give 1 Set of 
Plans to Records 

(Imaging)

Standard 
Plans (Step 2 

and 3)

Land Use 
Application –

Tentative 
Map

GeoTechnical

Structural

Provide 
Comments

Place Corrected 
Plans in Holding 

Bin

Email, Fax, Mail, 
or Post Plan 

Check Letter on 
Internet

Write Plan Check 
Letter

Enter “CLS” 
(Correction Letter 

Sent)
No Approve?

Yes

Routed to Bin and 
Enter as “CMP”

Permit 
Issuance End

Back Check Goes 
to Original 
Specialist

Review Plans and 
Enter “SPR”

Assign to Plan 
Examiner that 

Sent Correction 
letter and Enter 

“CPR”

Verify All 
Specialist have 
entered “CMP” 

prior to  changing 
the code to “APP”.

Return Foot Print 
to Zoning (1 Set 

with 53 Numbers)

Enter “APP” 
(Approve)

Identify special inspection 
items (QAA)

Approve?

Yes

No Send Correction 
Letter

Respond to 
Correction Letter 
and Resubmit to 
Original Zoning 
Plan Examiner

Permit Issuance Notify 
Customer



BD019-Standard Plan (Step 2 and 3 of 3 Steps)
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Apply for Final 
Map

Start

Review the Recorded 
Final Map, Landscape 

Plans, Utility Plans , Foot 
Prints from Step 1, 

Grading Plan, Reference 
NOFA submitted in step 1 

or Research NOFA 
Condititons

Step 2

Approve? No Notify Customer

Correct Final Map

Submit Site Plan 
for Each Model to 
Permit Issuance

Zoning Pull “Approved” 
Final Map and 

Approved Foot Prints 
and Look up Site to 
Verify Site and Final 
Map are an Exact 

Match

Match?

Yes

Building -
Permit 

Issuance

Hand Off Final 
Map to ZoningStep 3

Notify CustomerNo

Correct Final Map

End

Major 
Subdivision 
Final Map

Major Subdivision 
Final Mylar 

(Recorded Map)

Submit Recorded Final 
Map, Landscape Plans, 
Utility Plans, Foot Prints 

from Step 1, Grading 
Plan



BD020–Zoning Plan Review
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Start

Receive 2 Sets of 
Complete Plans 
from Building 

Permit Specialist

Enter Plans in 
Queue (i.e. 

Commercial, 
Commercial Short)

Receive Weekly 
Assignment Sheet 
(Generated and 
Distributed via 

Email)

Assign Permit 
Package (2 Sets) 
to Plan Examiner

Remove Plans 
from Bin Review Plans

 NOFA
 Standards
 Agenda
 Map

Zoning 
Approve? No

Yes

Create eMail 
Correction Letter 

to Applicant

eMail and Mail 
Correction Letter

Make Corrections 
on Plan and Give 
Back to Zoning 

Plans Examiner for 
Subsequent 

Review

YesDo Approved 
Offsites Exist ?No

Send 2 sets of 
Approved Zoning 
and Civil Plans

Building Plan 
Review 
Process

Building Civil 
Engineering 
Plan Check 

Process

Zoning always takes 
approved offsites from 

KOVIS and confirm signature 
unless they are not in 

KOVIS.  Then non-approved 
offsites submitted by the 

customer (2 sets) are used 
and sent to Civil Engineering 

for approval.

This Review includes 
anything that is not OTC.  It 
does include grading plan 

review.

Use Open Door and Look at 
Plans for Title 30 

Compliance and Compliance 
to Commission Action(s) -

NOFA

Any NOFA Conditions 
or Is There a New 

Grading Plan?
No

Yes

Review NOFA for Zoning 
and/or Civil Engineering 
NOFA Conditions  (i.e. 

Vacations)



BD021-Complaint Process
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Submits complaint

Phone
Web form
Internal customer
Forward from another Department
CMART walk

County 
Jurisdiction?

Email to proper 
jurisdiction

Create New Case
Naviline 

Code Enforcement

Location
Case Type
Associated names
Nature of Complaint
Case Narrative

Creates Case 
Origination 
Form [OI]
(CE action 
merge doc)

Creates action 
Case 

Correspondence 
[CD](copies data 

from OI form] 

Print 2 copies of 
OI

Create Paper File

Index and Image 
Case Origination 

form in Code 
Enforcement 360 

application

Assign case to 
Inspector 

Preliminary 
research to 
determine 

assignment

Enter Designated 
Inspector id into CE 
Case, update case 

narrative with 
assigned inspector 

data
GIS
Naviline
File360

Assign triage 
Level

CE Case 
Data

Deliver file 
to 

Inspector 
Supervisor

Receives 
file

Delivers 
file to 

assigned 
Inspector

Receives 
file

Level 1 – High Priority
Level 2 – Medium Priority
Level 3 – Low priority

Conduct case 
research –

Look for Permits

GIS
Naviline
File360

Is contact 
person 

provided?

Call Contact 
Person Schedule visit /

coordinate access 
to site or conduct 
unannounced site 

visit

Site visit 
required?

Indicate on paper 
file that case os 
closed and final 

disposition

File to 
Inspector 
Super for 
closure

No

Yes

Receives 
File for 
closure 
review

Performs Site 
Inspection

Complaint 
substantiated?

Close Case in 
Code Enforcement

No

Yes

1 Copy to Records
1 Copy to File

No

Yes

Takes pictures
Makes notes in file

Notes 
made in 
File, sent 
to super

No

Yes

Distributes Notices
1-File (hard copy)
1-Owner/contractor
1-FS office staff

Index and Image 
Case documents 

Code Enforcement 
360 application

No
Contractor 

associated with 
violation?

Notice letter 
created and sent 

to State 
Contractors Board 

via email

Building Dept. 
complaint?

NO

Enter Action ‘Forward to’ 
appropriate agency,      

Close case

Yes

One Notice for 
each trade/permit type

Creates 
Notices in CE 

actions
[WK. N8, ON, 

VI, V1]

Adds Investigative 
fees to Case Fees, 

notes fees on 
Action I$, adds fee 

info to NOV doc

Staff enters Critical 
note on land 

record associated 
with case

Case number
NOV number, type
Fee Due

Sends Notice to 
Records

Index and Image 
Notice by case 

number in  Code 
Enforcement 360 

application

Schedule case 
Follow-up in 

Outlook for date 
given on Notice

Retrieves 
schedule from 
Outlook and 

researches follow-
up cases

Violations 
Resolved?

Update OI form 
with resolution 

data

Enters resolution 
text in case

Forwards file to 
Supervisor for 
case closure

YES

Calls customer,
Performs new 
inspections , 

escalates fees

NO Assigns new due 
date

Receives 
File for 
closure 
review

Close Case in 
Code Enforcement

Forward file to 
Records

And Field Services 

Remove Critical 
Notes from 
Land File

Index and Image 
File by case 

number in  Code 
Enforcement 360 

application

Photos exported to 
desktop 360

Notify complainant 
of case resolution

Receives notice of 
case closure

Yes

Work Without 
Permit?

No

Notify complainant 
of case resolution

Disposition 
Narrative entered 

to system 

Enters Closure 
Narrative



BD022-Resort Inspection Process
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START
Manager/supers determine next 

inspection property based on staffing 
and current workload

Set up number in 
Naviline

Application type 
RAI

Assign inspection 
team

Research AS-Built 
Property plans and 
construction code 

years

Work with 
Inspectors to 

prepare working 
set of AS-Built 
drawings for 

property

Data:
Property name
Contact person information
Construction code year
Attach admin fee

Property contacts 
established 

Property contacts 
notified of 
impending 

investigation

Inspect property 
areas

Enter and Result 
Daily Log 

Inspections  
indicating which 

areas were 
inspected on date

Issue Notice using 
Application 
Documents

Violations 
found during 
Inspection

Receives Notice

Work without Permit NOV
Correction Notice
Required Corrective Action

Prepare plans and 
submit permit 

application

Do repairs 
require permit?

Coordinated Effort/
Multiple iterations

Yes

No

Yes Works toward 
resolution

Requests NOV 
follow-up 
inspection

No

Sets up permits 
associated to RAI 
number (structure 

screen) 

Schedules/
Performs notice 

follow up 
inspections

Notice 
resolved?

Issue Notice 
Resolution Permit

Permit/Plan are 
indexed and 

imaged with RAI 
number cross-

reference

Update Status 
(agency) to 
Resolved

Yes

Resolved notices 
are electronically 
imported to kovis

No

All areas 
inspected?

All Notices 
Resolved?Yes

No

Yes

All Fees Paid? Issue Compliance 
CertificateYes

Index/Image 
Certificate

Create timecards 
to submit for 

weekly for billing

Using timecard 
data, updates 
Spreadsheets

Creates Invoices 

Approve and sign 
timecards

Approve and sign 
timecards

Sends invoices to 
Properties

Receives Invoice Remits Payment

Processes 
payment via 

Naviline BP cash 
receipts RAI 

application number

Updates 
spreadsheets with 

payment 
information

Prepares monthly 
management 
reports using 
timecard data 
spreadsheets

Reports show:
Staff time,
Property activity
Property Status
Fees charged
Payments received

Review plans

Is Inspection 
area complete?

Is Property 
Inspection  
complete?

yes

Architect updates 
Master Exit Plan 
and submits to 
Plans Exam for 

approval

Review Master 
Exit Plan

Walk property for 
final  Master Exit 
Plan ‘inspection’

New Master Exit 
Plan indexed and 
imaged into 360

NO

YES

Corrections 
required?

NO

YES

YES

Plan 
Approved?

Plan Correction 
Review CycleNO



Building – Finance –BD065‐Daily Cash Balancing
Bo

ok
 K
ee
pe

r
Fr
on

t D
es
k

Fi
na
nc
e

Co
de

 
En

fo
rc
em

en
t

Start
Print Daily Cash 
Receipts Report Match amount with 

the report
Amounts 
Matching?

Receive Daily 
Balance Package 
from Front Desk

No

Prepare and send 
Daily Balance 
Package

Yes

Print Cash Balancing 
Documents

‐ Cash receipts report
‐ Receipt Summary by Account 
report
‐ Cash Posting report

Verify and Balance 
Cash amount, 

Validate Checks (dt, 
amt, 

signature),Calculate 
CC amount

Code Enforcement 
Receipt Accounting

Print Code 
Enforcement 

Receipts Accounting 
report 

‐ Deduct Escrow Amount
‐ Deduct CC Amount
‐ Deduct other dept amount
‐ Add Code Enforcement amount

Print documents to 
Prepare Revenue 
and Valuation 

‐App by Census report category
‐Permit Statistics by Permit Type

Prepare and Send 
Daily Cash Package 
with  Revenue and 
Valuation report

Create loomis 
package

SAP Cash journal 
entry/Post 
Transactions

‐Revenue Transmittal Form

Image Daily deposit 
paperwork

Loomis PickupEnd

End

Process Scenario:
Daily activity of balancing cash receipts and creating the deposit for 
previous days funds 

System Constraints:
‐ If “Print/Create cash receipt” is not checked in Naviline, transaction 
does not show up on daily cash receipts
‐ If any adjustments are made in Naviline , the date of the actual 
adjustment‐ on the escrow activity report‐goes back to the date of the 
original transaction instead of the date the adjustment was made on .

Business Rules :
‐All adjustments must be approved by management
‐Daily Cash receipts report includes all escrow accounts and all 
payment and adjustment transactions for the day

Gaps/Issues:
1. Need in the system a daily breakdown of funds paid to Escrow 
versus, Overtime, versus payments for Permits

Systems:
Naviline
Crystal Reports



Building Department‐Finance‐BD066‐
Escrow Accounts

FinanceBook KeeperCustomer

Customer 
usually mails 
in or brings In‐
Person

Process Scenario:
1) Escrow account is needed or needs to be maintained

System Constraints:
‐Unable to print statement specific to a contractor

Business Rules :
‐Any escrow activity requires submission/request in writing.
‐Any escrow account can be requested only with concerned
Managers approval
‐Escrow account for Facility Permits (AFP) is mandatory

Triggers:
‐Customer submits escrow account form or letter 

Goals:
‐Create new escrow account
‐Maintain funds in escrow account
‐Maintain list of authorized users
‐Deactivate escrow account

Gaps/Issues:
1. Only Revisions escrow accounts have a list of authorized users
2. Upon opening there is not a requirement to deposit funds in the 
account
3. Escrow accounts that have a zero balance for an extended period of 
time are not closed. Future‐automatically close account if no funds 
after 6 months from opening
4. Escrow applications are not scanned in/electronically stored and 
instead are stored in a binder
5. Escrow account funds are not claimed after completion of project

Roles:
Customer‐ Can be an internal (Clark County contractor or employee) or 
external person (not employed via Clark County or servicing Clark 
County)
Book Keeper‐ Building department staff responsible for assisting 
customers 
Finance‐ Building Department staff responsible for Finance

Systems:
Naviline
Crystal reports

New

Manage

Closure

Submit application 
form for any one of 
the escrow type

Check if  
Approved from 
Manager?

Print receipt

Manage Account 
Information

Run monthly report 
–Escrow Account 
statement and send

Receive Escrow 
Account Statement

Escrow Types

‐Revisions
‐OT Inspections
‐Facility Permit (AFP)

No

Receive Escrow 
Account request

Start

Create account 
using Contractor File 

Additions
Yes

$5000  Initial Deposit

Deposit Amount Accept Payment and 
Update Information

Receive Receipt

Check For 
Authorized 
User?

Yes

End

No

Receives Closure 
Request

Verify no existing 
outstanding balance 

on account

Prepare Non PO 
Vendor Payment 

Request
Adjust out in 
Naviline

Update Details in 
SAP

Review and Sign 
Non PO Vendor 
Payment Request

Process refund and 
issue refund check

Receive refund 
check

Daily 
Reconciliation 

Process



BD067-RAI Financial Processes
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Management 
gathers 
property 

information 
and requests 
new project 

number

RAI number 
created

$1000 RA fee 
code automatically 

charged

Project number is 
emailed to team to 

begin research

**DAILY**
Research/Inspect 

property,NOV follow-up
Keep track of hours 

spent
1) Time Sheet

**WEEKLY**
Create/Update/
Submit to Jami

Time sheet
Each inspector for
For each property/
Inspection Recpt

**APPROX 3RD & 
5th WEEK**

Manually transfer 
time sheet data to

Handwritten 
“spreadsheet” 
2) Handwritten 

cheatsheet

Property name
Inspector name
Hours (insp., 
research, leave, 
training, other)
NOV & Notice counts

**TWICE MONTHLY**
Transfer written 

spreadsheet data to 
electronic Staffing 

Summary spreadsheet & 
Property spreadsheet

3) Property Spreadsheet
4) Staffing Summary

*PERIODICALLY*
Inspection to resolve NOV 

performed by Facility 
inspector. Charge submitted 
on signed Inspection Service 

Receipt
5) Insp. Svcs Recpt

**5TH WEEK**
Input collected data into 
Monthly Management 

Reports
6) Monthly Management 

Report
7) Monthly Activity 
Summary Report

Verify and sign 
Timesheets/ 
Inspection 
Receipts

Submit time sheet 
to Manager and 
obtain signature 

from property rep.

Prepare invoice 
and send to 

customer/property 
rep

8) Letter/invoice

Receives Invoice Submits Payment

Adds fees to RAI 
application number 

in Naviline

Receives Fees in 
Naviline

Produce Cashier 
Daily Recap and 

Accounting reports 
in Naviline

Submits daily 
reports and checks 

to Book keeping 
staff

Balances/
Reconciles all 
Department 

monies

Allocates funds in 
SAP Deposits funds
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