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12/26/2012 : Miranda Richardson

Create 
Package(s)

Receipt of 
Package in Queue

Business Search

Business 
Information

Search Criteria Business Selection
Selection of 

business license(s)

Return all 
business 
affiliated 
licenses

Additional 
License(s)?

yes

Single/
Multiple 
DBA(s)?

Audit Type 

single

Audit Typesmultiple Confirm License(s) 
for audit

Audit Type;
Audit Program;
Audit Priority;
Audit Status;
Audit Fiscal 
Year;
Create Document 
for.

Audit Title;
Audit Contact Name;
Contact Phone Numb;
Audit Type;
Audit Program;
Audit Priority;
Audit Status;
Audit Fiscal Year;
Create Audit Documents-Drives 
templates used in package

Audit 
Scheduled?

Exclude a 
license?

yes

no

Unselect license(s)yes Assign Auditor(s) 
and hours

Calculate / 
Display 
hours

Auditor Availability;
Based on license type;
Previously Designated/not 
assigned(by auditor; by Audit 
Summary)
Standard Hours/Days

No/Single DBA

Confirm License(s) 
for audit

Audit
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1/23/2013 : Miranda Richardson

Receipt of 
Package in Queue

Create 
documents / 
attachments

Generate 
Docs?

Create local 
copy

Format 
data/

calculations

Run macro? Do nothing

yes

no

SYNC 
documents?Edit / Input 

data

OFFLINE

Local 
documents

Retrieve / update 
data

yes

Audit 
complete?

no

yes

Update local 
documents

Approved?

no

Store data

A

Review Online

SYNC?

yes

yes

no

Gross License 
type?

Enter dates

yes

no

no

Create 
Audit

START
Processing

Fees Due?

yes

Activate 
Fees

Yes

Pymt Plan?

no

no

Setup 
Pymt 
Plan

yes



A Audit Fee$0.00 
to $1k?

Audit fee 
$10001.00 to 

$20k?
Refund?

Completed by 
Investigative 

Auditor?

Assistant Audit 
Manager Review

Fees/Refund 
$20,0001.00 to 

$100k?

Billing Queue

yes

no

Investigative 
Auditor Queue

yes

no yes

no no

Completed by 
Investigative 

Auditor?

yes

Assistant Audit 
Manager Review

Investigative 
Auditor Queue

no yes

yes

2nd Review
Assistant Audit 

Manager Review 
Queue

Investigative 
Auditor Queue

Fees/Refund > 
$100k?

Assistant Manager 
Review Queue

no

yes

Franchise?

Assistant Manager 
Review Queue

yes

Requires Director 
signature

Fees/Refund > 
$250k?

yes

Assistant Manager 
Review Queue

no

Resort?no no

Investigative 
Auditor

yes

BL100-A-Audit RV



BL100-Auditing Process – Processing of the Audit Package
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12/27/2012 : Miranda Richardson

Close Audit 
Record

END

Receipt of Audit 
Record

Send Payment Made?
(30 day action)

yes

Update Audit 
Record

Populate 
Template

print

Amount Due?

Refund?no

yes Select Templates

no

No monies due

Update 
License 
record

payment

Auditing

Audit 
Collections

30 day count begins

no

Daily 
Reconciliation

Business Owner 
may Request an 

Appeal

Audit 
Appeal

Generate Refund 
Notification 

Template

yes yes

Refund 
Process

Microsoft 
Word Survey



BL100-Auditing Process – Refund Process
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1/24/2013 : Miranda Richardson

Select 
Templates

Populate 
Template

Audit 
Processing

Refund 
Package -
Signature

Refund 
Request 

Submitted for 
Approval

FulFillment End

Refund 
Package -
Approval
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40 / 60 days post due date

Demand Letter Demand Letter

Close Audit 
Record

Update 
License 
record

Contact 
Business 
Owner

Payment Made?

yes

Processing
Verify payment 
terms of monies 
due / if payment 

made

Payment Plan?

Check fees = $0?

License fees = $0?

yes

yes

yes

yes

Continue? no

Generate 
Demand Letter

Move to Manager 
workbasket

no

Move to Audit 
Admin workbasket

Edit / Review / Print
Send

Notification of 
receipt

Scan 
into 

System

Signature

Request Demand 
Letter

1/3/2013 : Miranda Richardson

>=75 days past 
due?

no
ENDnoContinue 

Process?

yes

Email non-
payment 

status 
information

Receipt of Email

Update System

Email Notify 
Auditor past 
due amount

In queue for 
followup

Late Payment?

no

yes
Update 
License 
record

yes

Appeals

no

Appeals

Calculate 
late 

payment 
interest due

Non-
Compliance

-Where BO appealed within the 
30 days allowed, 1% interest per 
month starting at the 60 day 
count;
-Where BO appealed post the 30 
days allowed, 1% interest per 
month starting at the due date.

no

no

40 / 60 days post 
due date

Mail Delivery 
Tracking- Excel

Amount of 
Penalties placed 

in Demand Letter



BL100-Admin Relationship Model

ACTOR CATEGORIES
(type of data)

SUB-CATEGORIES
(data and touchpoints)
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Templates

Audit Data Options

Auditor 

Admin

Audit Package

Audit Package/Audit 
Package Profile 

Record

Available Time/
Package Time

Time Sheet

Time Reporting Statistical Data

Templates
Ability to create and format templates, based on business category and 
requirements;
Ability for System to pre-populate all business information into templates;
Ability to select Template forms to be assigned to a specific Audit Package;
Ability to attach selected template forms to audit package;
Ability for System to populate all requested data fields within the template 
form;

Audit Data Options
Ability to search based on Audit Data Options;
System allows User to create Audit Package based search criteria and data 
returned from search;
System allows User access to edit/add data options on back-end;
Auditor
Auditor has the ability to maintain their hours worked on a specific Audit 
Package;
Auditor has the ability to enter/maintain their total work hours;
The System is able to display available Auditor resources, their assigned 
hours, based on current hours assigned for audit package;
The System is able to display hours available by auditor at Audit Package 
creation;
The System is able to display projected hours for type of Audit based on 
past Audit Data Options; 
Auditor has access to the records and forms within the assigned Audit 
Package;
The Auditor has the ability to add Templates to their assigned Audit 
Package;
Auditor is able to search for and view past Audit Packages based on 
specified search criteria;
Time Reporting
The System is able to render formatted data based on selected criteria and 
perimeters;
Gathered data is used to project necessary hours for a specific type of Audit 
driven by business category and completed Audits;

Audit Manager Views
Saved Searches
By Status
By Auditor
By Audit Type
By Pririty
Audit hours
Completed Audits
Work Queue
Transfer Audits
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County Manager Appeal ResponseAcknowledgement of Appeal Audit Manager’s Appeal Response Director’s Appeal Response

Processing
Letter 

of 
Appeal

Notification of 
Receipt

Date/Timestamp

Scan into 
System

Generate 
Notification 
of Receipt 

form

Start 7 day count

Set 
reminder

Review and 
Signature

Print / 
Send

Business 
Owner may 
appeal Audit 
$$ due within 
30 days of sent 
notification 
from Audit

An Appeal request 
must be 

acknowledged as 
received within 7 

days of the 
received date/time 

stamp

Appeal 
Decision

Generate 
Decision 

Form 
documents

End

Review and 
Signature

Print / 
Send

Business Owner 
must respond 

within 10 days

Retrieve Audit 
Package / 

Documentation

Scan 
into 

System

Appeal 
Decision

Retrieve Audit 
Package / 

Create Appeal 
Package

Generate 
Decision 

Form 
documents

Set 
reminder

Review and 
Signature

Print / 
Send

Start 10 day 
count

Receive / 
Review Audit 

Package

Appeal?

no

yes

Start 30 day count Audit Manager must 
review and respond to 
the Appeal and Audit 
finding within 30 days 
of received date/time 
stamp; Director/County 
Manager within 60 
days

Update 
System

End

A

A

Decision

Appeal?
Appeal 

Decision

Retrieve Audit 
Package / 

Create Appeal 
Package

Generate 
Decision 

Form 
documents

Set 
reminder

Review and 
Signature

Send

Start 10 day count

Receive / 
Review Audit 

Package

A

Start 60 day count

Decision

Appeal?

12/28/2012: Miranda Richardson

Receive / 
Review Audit 

Package
Response

Receive / 
Review Audit 

Package
Response

Receive / 
Review Audit 

Package

Scan 
into 

System

Update 
System End

Scan 
into 

System

Update 
System

End

Court System 
Out of Scopeyes

Interest 
Accrual held

End

Collections
Amt Due?yes

Update 
System

no

Start 60 day count –
Director Response

Start 7 day count –
BO Response

Review Audit 
Package

Set 
reminder

Set 
reminder

Start 10 day 
count

End

no

Collections
Amt Due?yes

Update 
System

no

Start 7 day count –
BO Response

Review Audit 
Package

Set 
reminder

Review Audit 
Package

Amt Due?
Collections

yes

End

Update 
System

no
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2/19/2013 – Miranda Richardson

Request for Permit

Submitted 
application Request to serve 

Liquor?

Request to 
charge 

admissions ?
no

Vender have 
license?

Search for 
license

yes

no

Proper license?

New BL 
Process

no
Print Place on Board

Forward to 
BL

yes

Scanned into License END
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Bank sends 
the NSF check 

to Business 
License

Cashier receives 
the NSF check 
from the bank

Prepared By: Nadia Khanam
Monday, March 25, 2013

BL102-Bad Check Process for Department of Business License – AS IS

Cashier creates a 
work order in 
CLIPS and 

assigns it to an 
Office Specialist

Cashier places 
associated 

paperwork in the 
office specialist’s 

inbox

** Paperwork submitted in Office Specialists ' 
inbox always includes a copy of the license 
view screen, check amount, collection fee, 

penalty fee and total due

Contact owner/business 
via phone and notify 
them of the returned 

check, amount due, due 
date and the method of 

payment

10 day Notice of 
Bad Check letter is 

created using 
CLIPS

Office Specialist enters comments in the 
licensing and collections modules . 

Comments explain the results of the 
contact after phone call and that letter 

was mailed and when the payment is due

Work order 
appears in the 

specialist’s work 
queue

Manually mail via 
certified mail to the 
location address

Copy of the bad 
check letter and 
check is sent to 
scanning (BLIM) 

Staff keeps a copy of 
the letter, check, 

license view screen 
and the certified mail 
receipt in a folder for 

that business

Once Post Office shows (via tracking 
number made visible via the internet) 
letter received by BO, staff prints the 
delivery report and attaches to the 
license , re-enters the comments in 
the license view and the collections 

module, and then place it in the same 
folder for that business

Staff checks collections 
report (C15) (under 

own name) 2-
3 times a week to track 
if NSF check has been 

paid within the due 
date

If no contact/response is 
received from the business 
within 10+ business days, 

staff prepares 
documentation to send it to 

the DA’s office

Did the 
Customer Pay? no

yes

Staff inter-office mails the 
form letter ‘Bad Check -
Marker complaint form’, 
NSF letter, copy of the 
check, and the certified 
mail receipt to the DA’s 

office

Staff completes a 
Bad Check –

Marker Complaint 
form in CLIPS

** Paperwork submitted to the DA  includes 
Nevada Business Registration Form, Bad 

Check letter

Copies of all 
mailed records are 

filed in the DBA 
folder

DA 
Process

The DA faxes an 
Active Checks 

Report monthly to 
the Business 
License staff

Staff validates the 
filed paperwork 
with the active 
case numbers

Where there is no case number created by the 
DA office, the customer may make payment 
within the lapse time.  Where there is a case 

number created by the DA office, the BO must 
go to the DA office to resolve and return to BL 

to pay fees. 

END

Daily 
Reconciliation

Flags the License 
as an NSF

ACH? no

Retrieve bank 
statement for 

ACH 
transaction

yes

ACH? Change 
verbiage

yes

Generate 10 
Day Notice of 
Bad Check 

Letter

no

ACH? no

NonCompliance

yes
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Updated 2/6/2013 : Miranda Richardson

Selects Categories 
of Business 

Licenses that 
Require RenewalStart

Generates the 
Renewal Notices 
in the OPS Center

Send Renewal 
Notices to the 
Department of 

Business License

Review Notices 
and QA for Mailing

Sent via U.S. Postal

Tracks Due Date

Mail Delinquent 
Notice

15 days past due

No

No - Make Payment via Mail , 
Drop-Off, or In Person

Generates 
Delinquent Notice

Daily 
Reconciliation

Out of 
Business

DBA Renewal 
First Time?

Username and 
Password 
Notification

Yes

Generate Letter 
with Username 

and Password per 
DBA

Renewal Notice

No

Queue to OPS 
center for printing

Send Notices to 
Mail Room for 
Mailing to DBA

Username/
Password 

Notification, if 
applicable

Renewal Notice

Any Changes?

Yes

Make Changes 
Online?

No - Manual

Update Renewal 
Form and 

Recalculate 
License Fees and 
Penalty Fees, if 

applicable

Remove/Add Non-Primary 
Jurisdiction (s)

no Make Renewal 
Payment?

Yes

Have Login ID 
and Password? No

Check Online if 
License is Eligible 

to Renew

Call Business License 
Revenue & Compliance or 

Send Email Requesting 
Username and Password Email Address:  

blepaytechsupport@clarkcountynv.gov

Yes - Login
Select the Appropriate 

Renewal, Review License and 
Account Information

Include delinquent fees/
penalties, if applicable

Pay for Renewal 
via Credit Card or 

ACH Online Select to Print 
Receipt

Only Full Payment will be 
Accepted

yes

MMA? No

Manage My 
Account-
Renewals

yes

Online?

Yes

License is 
generated

Mail out License

Paid in Full? yes

<15 days past 
due?yes

no

End
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12/26/2012 : Miranda Richardson

Complaint 
generated

Assign to Agent

Enter into 
system

Discovery**

Add to Queue

EmailVia facsimile PhoneIn person Via internet

Close 
Complaint for 

approval

Assign to Mgr 
Queue

Approved?

no

Update System Status Update

yes

END

Complete?

yes

no

Compliance 
Issue? no

yes

Non-
Compliance

Other Depts

** Tools used could be Google, Yellow Page, Discovery, Internet Search, phone call, 
site visit, etc

Person

PC

Person

Person

Person

Person

Person
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12/26/2012 : Miranda Richardson

Scheduled Follow-up Discovery

Agent’s Queue

Temporary 
license

Close Record 
for approval

Assign to Mgr 
Queue

Approved?

no

Update System Status Update

yes

END

Complete?

yes

no

Temporary 
License

Compliance?

no

yes

non-
Compliance

Unlicensed

Unlicensed

Visit

Discovery

Assign to 
Agent



BL106-Daily Reconciliation Process - AS-IS Business License
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DEPOSIT
Reconciliation of all currency 

and new license fees 
received for renewals, short 

fees and misc payments 
from the previous day

Enter deposit 
information into 

SAP

Drop off deposit to 
Treasurer’s lock 

box

Picks Up Daily 
Deposits From 

Treasurer’s Office

End

Next Day

Updated: 11/08/2012
By: Miranda Richardson

Creates and processes 
application for a new 

customer - changes the 
status from pending to 

licensed

Application 
Process Start

Generate 
CLIPS Batch 

Report

Generate 
BoA Account 

Report

Auditing of CLIPS 
Batch deposits

Information 
correct? yes

no
Auditing of BoA 

charges / deposits



Notify customer 
requesting 
payment

BL107-FILM PERMIT APPLICATION PROCESS
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V1.0 Approved as of 10/05/2012
Created by : Miranda Richardson

Contact BL to Get 
Information via 
Internet , Email, 

Phone, or in 
Person

Start

RULES: 
1. No film permit may 
be issued for any 
purpose until all 
documents have been 
submitted and are 
properly completed

Add application to 
applicable  

folder

Review 
Requirements 
for Location

MANUAL RULES:
1. Where project involves 
airport, park, range, RJC, 
Court House, Clark 
County Building, approval 
must be given by 
additional agency groups.

yes

AGENCY sent email for 
Pending Inspections , 

Inspect and Record and 
send Results via email/fax

LVMPD sent email for 
Pending Inspections , 

Inspect and Record and 
send Results via email/fax

Approved?

Select ‘Submit’ 
to create 
license#

Are all documents 
submitted and 

complete?

STATUS COLORED 
FOLDERS:
Urgent ;
Pending Metro ;
Pending Payment ;
New

Payment 
Received?

yes

RULES:
1. Cannot Process payment 
until Lic# created;
2. Cannot process Debit 
card payment without Lic #

Input application 
into CLIPS 

RULES:
1. When customer enters application 
online , it is entered into CLIPS and 
placed in ‘pending’ status ;
2. Film Administrators have option to 
assign Lic# throughout the approval 
process;
3. All supplimental documents 
attached to profile of submitted 
application ;

Email License 
to Customer

License is held 
for pickup

License Pickup

Email receipt of 
Film Permit

Paid in Full? no

Schedule multi-
agency meeting

Email application

Large Scale 
Project?

Non-template 
email received by 
Customer alerting 
cannot process 

application

End

End

Customer in receipt 
of request for 

complete payment

Contact BL for 
payment 

information via 
phone , in person 

or US Mail

Verify 
jurisdiction 
within GIS 

File all Documents

No

RULES: 
1. Where projects have =>5 
cast and crew, LVMPD must 
be present on location; 
2. Where project have <5 cast 
and crew, LVMPD does not 
have to be present on 
location;

MANUAL RULES:
1. Application must be 
approved / declined 
within 3 days of 
receipt .
2. Cannot create a Lic # 
until project approval ;

Email Documents to 
Customer

Public Works sent email  
Pending Inspections , 

Inspect and Record and 
send Results via email/fax

MANUAL RULES: 
1. Manually monitor emails incoming/
outbound for a specific application;
2. Manually create a daily report of 
applications received / to be approved status;
3. Email application and supporting 
documents to LVMPD and other agencies. 
Based on individual case.

MANUAL RULES: 
1. Applications are only 
taken via internet

RULES:
1. Automated confirmation 
receipt  of documents 
submitted via email;
2. PDF of submitted docs 
attached in email

A

A
Hold payment 
in suspense 

account

Scan documents 
to email

no

Notify Customer

Via In personVia email Via 
facsimile

Advise next steps

yes

no

RULE:
FEE CALCULATIONS
1. $45 fee non -refundable ;
2. $300 fee for first 12 
hours if CC property ;
2a.  >12 hours @ $20/hr

Contact 
agencies for 
preliminary 

review

Continue? Cno

C

RULES: 
1. All signatures must 
be completed;

FAX 
signature 

page

Approved? yes

Receipt of completed  
Signature page

C

make changes

MANUAL RULES:
1. Customer may reapply with same 
application request if similar to original 
request ;
2. Customer may reapply with new 
application if change in request ;

Non-template email 
sent to Customer 
alerting cannot 

process application

no

no

C

make changes

yes

yes
Request 

Work Order 
for Payment

Process Work 
Order

End

Status changed 
to ‘Approved’ ; 
‘Permit Issued’

Change Status 
to ‘Approved’ ; 
‘Permit Issued’

Update Customer 
Folder / Archive

E

File all Documents

MANUAL RULES: 
1. Included agencies may be one to all 
of the following:

-Public Works
-LVMPD
-BL
-NV Film Office
-FAA (optional)
-ITC
-Customer
-Fire Dept
-Nevada Dept of Transportation
-Gun Range
-Animal Control

2. Customer is present in meeting

RULES:
1. PDF of submitted docs 
attached in email

Information Application Processing

Contact agencies 
for preliminary 

review?

Application attachment 
and link to supporting 

documents 

Clark County 
Jurisdiction?C no

End

RULES: 
1. Stops 3 day clock;

Rules TO BE:
1.   Applications are only accepted via online application process; 
2.   Application must be approved / declined within 3 days of all documents receipt;
3.   Where additional action must be taken by the applicant, the 3 day count stops;
4.   Where application responds to #3, 3 day count is reset;
5.   Cannot create a Lic# until project approval;
6.   Ability to override #5;
7.   When customer enters application online, it is entered into CLIPS and placed in ‘pending’ status;
8.   Payments may only be made by Cash and Check via mail ;
9.   Payments may only be made by Debit Card (w/ Pin) in person where a Lic# exists for application;
10. Credit Card payments are made via online secured web services website.
11. The System calculates fees due based on given application information;
12. Film Admin is able to bypass an otherwise needed inspection requirement, with audit entry as to why;
13. A ‘failed’ inspection by a department, requires an audit entry of a description of cause ; 
14. FA is alerted: a) when a new application has been received; b)application has been placed into the FA work basket;

c)requires attention;
15. All changes to application, communication sent, etc creates an audit entry within the application record of action ;

yes

no

yes

yes

Payment made via 
online, in person, 
via FedEx#, via 

US Mail

Walk-in applications 
and questions are 
handled first come 
first serve(queue) 

based on Film Staff 
availability.

Address 
Questions/Issues

Create Film 
Permit Approval 

Form Letter 

Create Film 
Permit Form 
Letter adding 
‘conditions’

Print Documents

Print Documents

License is placed 
at receptionist for 

pickup

Via internet



A
Hold payment 
in suspense 

account

Cash

Check

Debit Card

ACH

Process Payment

Receipt to 
customer

Debit?

Post payment to 
permit record in 

CLIPS

end

end

Application 
Approved?

Store payment in 
Box attached to 

receipt 

Deposit payment 
with daily batch end

Application 
Approved?

Retrieve pymt from 
folder

yes

RULES: 
Debit Card is not accepted 
where Lic# is not yet 
assigned

Cannot accept Debit 
payments w/o license 

numb

Application 
Approved?

yes

yes

no

no

Process Payment
Post payment to 
permit record in 

CLIPS

Deposit payment 
with daily batch endyes

no

Receipt to 
customer end

Receipt to 
customer end

Accept/Create 
PO for pymt 
processing

Post payment to 
permit record in 

CLIPS

Deposit payment 
with daily batch end

AUDIT/LOGno end

POST Permit Application of Payment

Enter/Track cash/
check payments

Audits 
records and 
Box contents 
once a month

AUDITING

Remove Cash/
Check entry in 
audit document

BL107-A-Payment Acceptance In Person



Check

Debit Card

ACH

Process payment

Display/Print 
Receipt for 
customer

end

end

INTERNET
PORTAL

Log-in to portal

Contact Film 
Admin for log in 
information to 
make payment

Enter Payment 
information

Payment 
Accepted? yes

no

How many allowable 
attempts?

Posts where/how? For 
CC

Internal posting/ 
process?

BL107-A-Payment Acceptance Online
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1/4/2013

Notification of 
Hearing

Non-
Compliance

Notfiication

Manager 
Queue

Prepare Documents 
for Hearing - Binder

Hearing Binder

Hearing Binder

Hearing Binder

Review / 
Ruling

Ruling w/ 
Director 

signature

Compile Data

Scan 
Documents

Manager 
Queue

Re-Assign to 
Agent

Non-
Compliance

Work Card?

Requires 
Metro 

Background ck 
b4 HO Meeting

no

yes



BL109-Non-Compliance Process
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12/26/2012 : Miranda Richardson

Hearing 
Officer

Close 
Complaint for 

approval

Assign to Mgr 
Queue Approved?

Update System Status Update

yes

END

ComplaintCompliance

NOV

Citation

Civil Penalty
no no

yes

Action Entry / 
Print

yes yes

Notification of 
Date

Civil Penalty

Citation

Notification of non-
Compliance

Signature / 
Documents Compliant?

yes

Court Director / Board 
Meeting Ruling

Compliant?

yes
Director 

visit?

Board visit?
no no

yes
yes

no

Sent to BO

Director visit/Board visit

NOV

NOV

Agent’s Queue

no

Unlicensed

Where it is the Audit 
Collection process, all 
referenced Agents and 
Managers are within the 
Audit department

Fees Due?

Applicable where 
the BO received a 

Citation

yes

no

Collections 
Process

Hearing 
Officer

A

A

Update 
System

Scan 
Documents

no

no

Director/ 
Board Meeting

no

Audit 
Collections

Field 
Visit

unlicensed

Compliant?

no

B B

yes
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12/26/2012 : Miranda Richardson

12/26/2012 : Miranda Richardson 12/26/2012 : Miranda Richardson

12/26/2012 : Miranda Richardson

ALERT  Court 
Date follow-upUpdate System

Notification / 
Hearing Date

Court Date Ruling

Compliant?

Compile 
Package

A

Electronic 
Signage

Template/
Form package 

generation

Proper 
Notificationyes

ALERT  HO Date 
follow-upUpdate System

Notification of 
Civil Penalty

Hearing Date Ruling

Compliant?Compile 
Package

Electronic 
Signage

Template/
Form package 

generation

Proper 
Notificationyes

no

C

DA

no

Hearing 
Officer

c

c

a

a

ALERT  Court 
Date follow-upUpdate SystemNotification / 

Hearing Date

Court Date Ruling

Compliant?
Compile 
Package

Electronic 
Signage

Template/
Form package 

generation

Proper 
Notificationyes

DA

no

ALERT  Court 
Date follow-up

Update System

Notification / 
Hearing Date

Meeting Date

Compliant?
Compile 
Package

Electronic 
Signage

Template/
Form package 

generation

Proper 
Notificationyes

Director/
Board

no

B

b

b

D

d

d

1

1

1

1

BL109-A-B-C-D To Be



Complaint 
Filed

Assigned Agent

Temp License 
Follow-up

Discovery

Close

Citation

NOV

Court DateCompliance 
Issue

Close

no

Civil Penalties Hearing Officer 
Appearance

yes

Course of Action

System Update Closed Complaint/
Compliance Issue End

BL109-High Level



Business Rules
 There is no option on the renewal letter to disclose ‘Out of Business’ by the owner .
 The option to disclose ‘Out of business’ by the owner is available on the delinquency notice sent .
 For Reinstatement – customer has to pay all delinquent fees in cases of change in location and same location . Fee history is manually transferred to the new license .
 A License can only be in active , pending, Revenue/Delinquent, Out of Business or on hold statuses – if a license is on hold , it doesn’t show up on the internet .
Documents / Forms / Reports Used
 Change of location form
 Out of Business Form
 15 day Delinquency Renewal letter , 30/60/90 day Delinquency Renewal letter
 Final notice and Demand of Payment letter
Current Issues
 The system does not display any comments under the Collection Activity once the license is marked as Out of Business . 
 Proposed system enhancements
 Required field entry prior to allowing a business to be placed to the Out of Business status .
 Proposed business process improvements
 Online Out of Business process
 Required Comments
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Customer 
Initiated

Returned mail, no 
forwarding contact, 

exhausted all resources 
to reach customer

Yes

No

Notification via 
delinquency 

letter?

Notification via fax, 
e-mail, or 

completed Out of 
Business form

Agent manually 
puts the license 
‘Out of Business’ 
in the licensing 

module

Adds comments License in 
collections?

After final demand for 
payment letter is sent – Out 
of Business decision is up 
to the agent of when they 
mark the license out of 

business

END

Start

Collections 
Process 

continuation? 

New 
Jurisdiction?

Notification on 
change of 

location form?

Director/BCC 
revocation of a 

license?

Staff has to go into the 
collections module and 
manually delete all the 
line items pertaining to 

that business – fee 
history remains 

Staff manually has 
to close out any 

outstanding 
renewals

Scans and 
attaches 

supporting 
documentation 

Send delinquent 
notifications

30, 60, 90 
day 

collections 
process

Midnight 
process 

removes all 
collection line 

items

A

Ayes

Notification via 
renewal letter?

BL110-Out of Business Process
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1/7/2013  : Miranda Richardson

Record generated

Enter into 
system

Research / 
Discovery**

Update System Status Update END

** Tools used could be Google, Yellow Page, GISMO, Discovery, Internet Search, 
phone call, site visit, etc

Business 
Directory Complaints

Other 
Departments Tax List

Returned 
License or 
Renewals

Retrieve License 
Record

Research / 
Discovery**

Compliant?

no
unknown

Compliance
Non‐

Compliance

yes
Close 

Complaint for 
approval

Record 
Exist?



BL111-Unlicensed Business Process-Bankruptcy
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1/28/2013 : Miranda Richardson

Attach to BL

Bankruptcy 
Notification

Scan into 
System 

Update System & 
Status

Bankruptcy 
Final?

Debts exist prior 
to or after the 

filing date?
yes

no

Do nothing

Collections 
ProcessAmt >$5000?

Reassign to 
Manager

Update status to 
Closed

yes

END

Request to 
Close?no

Update License

yes

no



BL113-General Business License Application (Commercial , Residential , Industrial) 
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er Start

Complete Application 
and Applicable 
Documents  for 
Existing or New 

License

Check if Correct 
Jurisdiction , 

Preliminary, and 
Application and 

Applicable Documents 
are Complete

Correct? Yes

Contact BL to Get 
Information via 

Internet, Phone, or 
in Person

Walk In 
Appointment is 

Handled on a First 
Come First Serve 

Basis (Queue)

No

Enter Application 
Information 

(CLIPS)

Selects Applicant’s 
Name from Queue 

and Take Fee 
Payment; Issue 

Receipt

Pays Fee

Calculated Fee

Sends the Inspection 
Request to Comp 
Planning/Zoning 

Queue (Starts the 45 
day clock )

Check Queue for 
Zoning Request

Research Application (i.e., 
Zoning, Parking, 

Conditions, Conditional 
Use – Separation, 

Approved Plans, Permits)

Conform to 
Title 30 Land 

Use?

Yes

No

Alerts the BLT 
Requirements Not 
Met via the Queue

C.C. Animal Control
Air Quality Mgmt. Dept.

LV Metro
S. NV Health District

Solid Waste Management

Alerts the BLT via 
the Work queue –
New Item Added 

CLIPS Generates 
the Business 

License

Mail License

Receive Business 
License

End

Stops the 45 Day 
Review Count

Give the Applicant 
20 Days to 

Resolve the Code 
Violation

Notifies the 
Customer

Resolved 
Violation?

Yes

Resets Failed 
Inspection(s) and 

Only Sends to 
Rejected Queue

No - Application Terminated

All Applicable 
Agencies 
Approve?

Yes

Request to Rejected Queue(s)

When a new item is added to 
the queue, it generally 

indicates a license is ready 
to be generated.

No business license may be 
issued for any purpose until 

Current Planning and all 
public safety inspections 

have been approved.  The 
Preliminary is the approval 

from Current Planning

No

Sends Inspection 
Request to 
Agency(ies)

Fire Dept. Check 
Queue for Pending 
Inspections, Inspect 
and Record Results 

in CLIPS

On Site Building 
Check Queue for 

Pending Inspections, 
Inspect and Record 
Results in CLIPS

Other Applicable Agencies 
Check Queue for Pending 
Inspections, Inspect and 
Record Results in CLIPS

Request to Rejected Queue(s)

Review License In 
CLIPS

Send Letters of 
Warning

No

Receive Letters of 
Warning

Resolve 
Violation?Yes

Letters of Warning 
Sent to Customer



BL114-Liquor and Gaming Business License
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Start

Call, Use Internet, 
or Come to Front 
Counter to Obtain 

Information

Complete An 
Application and Hand 
Deliver or Mail (May 
Request Temporary 

License)

Schedule An 
Appointment with 

a Specialist or 
Special Agent

Review the 
Application, 
Required 
Applicable 

Documentation, 
Preliminary and 

Take Money

Research for 
Hidden Ownership Low Risk?

Yes - Low Risk

No

Enter Application 
Information, Take 

Fee and Scan 
Documents

Create Agenda 
Item

Agenda Item Goes 
into Tracking 
Document 
(Manual)

Researches 
Financials 

(Preliminary 
Review)

Advises Supervising 
Special Agent if 

Preliminary Review 
Findings were High or 

Low Risk

Low Risk?

Yes - Low Risk

No - High Risk

Prepares Request 
for Temporary 

Liquor & Gaming 
License

Reviews 
Application and 

Inspects Location 
(“Temporary 
Check List”)

Combine  
Information and 

Create a 
Temporary 

Request Folder

Check for Distance 
Restrictions Only

Prepare for Public 
Hearing

Suitability 
Issue?

Create 
Investigative 

Report 
(Recommendation 

to Director)

Cut and Paste 
from Schedule 

Listing into 
Tracking 

Document

Enters Director’s 
Decision in CLIPS

Investigative SA 
Sign Off and Enter 

Starting Date in 
CLIPS

Print Liquor & 
Gaming License

Receive Liquor & 
Gaming License in 

Mail End

Approved

Director Approve, 
Deny, Limit, Set 
Conditions or 

Terminate

Yes - AOC

Receive Agenda, 
Special Report 

and Enter 
information into 

SIRE

Conduct Hearing

Waive Distant 
Restrictions

Enter BCC 
Decision in 

System

Approved

Asst. Manager Receive 
and Review the Request 

Folder and Make 
Recommendation

Manager Receive 
and Review the  
Request Folder 

and Make 
Recommendation

Receive and 
Review Orange 
Request Folder

Request Additional 
Information

No –
High Risk

Yes or No

On-Going 
Business-
Change of 
Owner?

Yes

Asst. Manager 
Receive and 
Review the 
Temporary 

Request Folder

Manager Receive 
and Review the 

Temporary 
Request Folder

Receives and 
Reviews 

Temporary 
Request Folder

Director Approves 
or Denies

Asst . Manager 
Receive and 
Review the 
Temporary 

Request Folder 
and Make 

Recommendation

Manager Receive 
and Review the 

Temporary 
Request Folder 

and Make 
Recommendation

Receive and 
Review Temporary 

Request Folder

Resends Request 
to Agencies with 

Failed Inspections

Resend to Failed
Agency(ies) Only

Applicant Directly Contact Agency and 
Schedule Inspection and Handle Violations 

with Agency

Contact Specialist  
to Resend 
Request

Compliance 
Conference With 

Applicant
No

Notify Applicant

Prepare Agenda 
Report for BCC

Verifies a 
Temporary 

License was 
Requested

Public Hearing 
Required?

Yes

Hand Deliver 
Temporary 

Business License

Receive 
Temporary 

Business License

Yes

Recommendations RecommendationsRecommendations

Complete?

Put Money in UNL 
Account

Disburse UNL  
Among Different 

Licenses

Notices are Sent 
to Property 

Owners (1500 
Feet)

Render Licensing 
Decision

Full License process 
continues.

Make Fee 
Payment

No
No business license may be 
issued for any purpose until 

Current Planning and all 
public safety inspections 

have been approved.  The 
Preliminary is the approval 

from Current Planning.

Check Date for 
Fee Schedule

Sends the 
Inspection 

Request to Comp 
Planning/Zoning 

Queue

Check Queue for 
Zoning Request

Research Application (i.e., 
Zoning, Parking, Conditions, 

Conditional Use –
Separation, Approved Plans, 

Permits)

Conform to 
Title 30 Land 

Use?

Sends Inspection 
Request to 
Agency(ies)

Yes

No

Fire Dept. Check 
Queue for Pending 

Inspections, 
Inspect and 

Record Results in 
CLIPS

Health District 
Check Queue for 

Pending 
Inspections, 
Inspect and 

Record Results in 
CLIPS

On Site Building 
Check Queue for 

Pending 
Inspections, 
Inspect and 

Record Results in 
CLIPS

LV Metro Check 
Queue for Pending 

Inspections, 
Inspect and 

Record Results in 
CLIPS

All Agencies 
Approve Yes

Alerts the BLT 
Requirements Not 
Met via the Queue

No

Alerts the BLT via 
the Work Queue –
New Item Added

All Agencies Approved

Give the Applicant 
20 Days to 

Resolve the Code 
Violation

Stops the 45 Day 
Review Count

Notifies the 
Customer

End

Terminated, 
Denied

Fees are refunded except for the 
application fee.  The Applicant has 6 

months to reapply if the initial 
disposition was “Denied” .  If the initial 

disposition is “Terminated”, the 
applicant may reapply immediately .

Terminated, Denied

Change an 
Existing License

No

Red Folder

Full

Pull Agenda Item 
from Tracking 

Document

Yellow Folder – changes
Red Folder – Limited, 
Conditional License
Orange – Appeal – Make List

Temporary

Green Folder

The applicant has 60 days to 
open with the Liquor License
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Start

Call, Use Internet, 
Mail In, Drop Off or 

Come to Front 
Counter to Obtain 

Information

Complete 
Application and 
Walk In (Queue)

Review the 
Application, 

Preliminary and 
Required 
Applicable 

Documentation

Complete?

Research is 
Required for 

Hidden Ownership
Satisfactory?

Yes

No

Enter Application 
Information and 
Scan Documents

Temporary 
License?

No

Researches 
Financials 

(Preliminary 
Review)

Advises Assistant 
Manager if Preliminary 
Review Findings were 

High or Low Risk

Risk Level?

High Risk

Prepares Request 
Letter for 

Temporary 
Regulated/General 

License

Combine  
Information and 

Create a 
Temporary 

Request Folder

Receive, Review 
and Sign Off 
Temporary 

Request Folder

Send and Receive 
Request from Fire 

Department

Send and Receive 
Request from  

Health

Send and Receive 
Request from 

Building

Send and Receive 
Request from 

Metro

No

Personal 
Suitability 

Issue?

Create 
Investigative 

Report 
(Recommendation 

to Director)

Compliance 
Conference with 

Applicant

Terminated, Denied

Enters Director’s 
Decision in 

System

Limited, Conditions
Approved

Prorate Fee

Print Regulated 
License

Receive Regulated 
License in Mail End

Director Approves, 
Denies, Limit, Set 

Conditions or 
Terminate

Yes

Receive Agenda, 
Special Report

Conduct Hearing

License 
Determination

Enter BCC 
Decision in 

System

Terminated, Denied

Approved?

Receive, Review 
and Sign Off 
Investigative 

Report

Receive, Review 
and Sign Off 
Investigative 

Report

Receive and 
Review 

Investigative 
Report and 

Recommendations

Yes

On-Going 
Business 
Change of 
Owner?

Receive, Review 
and Sign Off 
Temporary 

Request Folder

Receive and 
Review Temporary 

Request Folder

Approve or Deny 
Temporary

Check Date for 
Fee Schedule

Mail Temporary 
License to 

Customer or 
Denial Letter

Temporary

Receive 
Temporary 

License or Denial 
Letter

Yes

Applicant Directly Contact Agency 
with AOC and Schedule Inspection 
and Handle Violations with Agency

Contact B.L. 
Technician to 

Resend Request

Resends Request 
to Agencies with 
Areas of Concern 

(Failed)

Resend to Failed
Agencies Only No

Notify Applicant

Prepare Agenda 
Report and 

Location Suitability

New 
Application ? No

Yes

Sign Off in CLIPS

Full 
Approval

No

Assign Research 
to SA or BL Agent

Research for 
Hidden Ownership

Notify Applicant of 
Failed Inspection

No business license may be 
issued for any purpose until 

Current Planning and all 
public safety inspections 

have been approved.  The 
Preliminary is the approval 

from Current Planning.

Fees are 
calculated when 
Information is 

entered.

No

Yes

Refund Fees 
except for 

Application Fees

End

The Customer will receive a 
license to replace the 

temporary.  The process 
continues

The Applicant may reapply in 
6 months if the application 

was “denied”.  The Applicant 
may reapply immediately if 

the application was 
“terminated”.

Prepare 
Investigative 

Report

AOC? No

Area of Interest 
always go to Director

CLIPS starts the 45 Day 
Clock

BL115-As Is Regulated Business License

Yes

Low Risk



BL116-Multi-Jurisdictional New Application (C.C. is Primary Jurisdiction )
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Start

Complete Application 
and Applicable 

Documents  for  New 
License

Check if Correct 
Jurisdiction , 

Preliminary, and 
Application and 

Applicable Documents 
are Complete

Correct?

Yes

Contact BL to Get 
Information via 

Internet, Phone, or 
in Person

No

Enter Application 
Information 

(CLIPS)

Process Full 
Payment and 
Issue Receipt

Sends the Inspection 
Request to Comp 
Planning/Zoning 

Queue (Starts the 45 
day clock )

Status = “Pending”

Check Queue for 
Zoning Request

Research Application (i.e., 
Zoning, Parking, 

Conditions, Conditional 
Use – Separation, 

Approved Plans, Permits)

Conform to 
Title 30 Land 

Use?

Yes

No

C.C. Animal Control
Air Quality Mgmt. Dept.

LV Metro
S. NV Health District

Solid Waste Management
Fire Department

Generates the 
Business License

Mail License

Receive Business 
License

End

Stops the 45 Day 
Review Count

Give the Applicant 
20 Days to 

Resolve the Code 
Violation

Notifies the 
Customer

Resolved 
Violation?Yes

Resets Failed 
Inspection(s) and 

Only Sends to 
Rejected Queue

No - Application Terminated

All Applicable 
Agencies 
Approve?

Yes

Request to Rejected Queue(s)

No

Sends Inspection 
Request to 
Agency(ies)

Fire Dept. Check 
Queue for Pending 
Inspections, Inspect 
and Record Results 

in CLIPS

On Site Building 
Check Queue for 

Pending Inspections, 
Inspect and Record 
Results in CLIPS

Other Applicable Agencies 
Check Queue for Pending 
Inspections, Inspect and 
Record Results in CLIPS

Request to Rejected Queue(s)

Send Letters of 
Warning

No

Receive Letters of 
Warning

Resolve 
Violation?

Yes

Letters of Warning 
Sent to Customer

No

Calculate Fees 
and include 

Calculation of 
Non-Primary 

Jurisdiction(s), if 
Appropriate

Assign Business 
License Number

Status = “Pending”

Send Common 
Data to 

Centralized 
Database

Status = “Active”

Generate Monthly Comptroller 
Report with Non-Primary 

Jurisdiction(s) and amount owed 
and Send to Finance

Generate Remittance Report in 
CLIPS and Electronically Send to 

Non-Primary Jurisdiction()s)

New 
Application ?

Yes

No – Existing Application

Request Change 
of Information 
Paperwork, 

Complete, and 
Submit

No business license may be 
issued for any purpose until 

Current Planning and all 
public safety inspections 

have been approved.

Clark County is the Primary if 
they are entering the 

application data.  Designate 
Non-Primary Jurisdiction(s)

Collect license fees , penalty 
fees, and an application fee 

for Clark County

Receive 
Comptroller Report 

Report is generated prior to 
the 15th of each month for 
receipts of the prior month.  

The Remittance Report must 
be sent prior to the wire 

transfer.

Wire Transfer Fee Owed to Designated Non-
Primary Jurisdiction(s)

See NOTE A (above)– Business Rules

Only the Primary may revoke 
a license

Full Payment

Receive New or 
Updated Data and 

Generate Successful 
Acceptance or 
Exceptions List

End

Query and 
Generate a Report 

with Common 
Data

Change 
Correct? Yes

No

Enter Change in 
System Collect Fees Change in 

Name Only?

No    Status = “Pending”

If Clark County was a non-
primary and becomes a 
primary, a new business 
license number will be 

issued and the 
xxxxx .240.101 license 
number will be closed.

If exception is received, the 
BL Technician corrects and 

resends.

Translate Common Set of 
Statuses

Assign MJ License 
Number (unique 

ID) 

Sends Email to 
Customer Advising 

Failed Status

Place Application 
in Online 

Application Work 
Basket

Yes   Status = “Active”

Final Verification

Status = “Active”

NOTE A – Business Rules
 The application fee is not disbursed to non-primary 

jurisdictions
 The License Fee is disbursed to the non-primary 

jurisdictions
 Late Fees are disbursed to the non-primary jurisdictions
 Reinstatement Fees are not disbursed to the non-primary 

jurisdictions
 NSF Fees are not disbursed to the non-primary 

jurisdictions .

Selects Applicant’s 
Name from QueueYesCustomer 

Walk-In?

No  - Mailed-In or 
Dropped-off Application

Full Payment 
Received? YesNoReconcile 

Payment?

Terminate 
Application

End

No

Yes

Full Payment

Receive 
Remittance Report

Receive Wire 
Transfer

Business Rule :  License 
Fees are refunded, but 
application fees are not.

Business Rule:  Partial 
Payments go to a Trust Fund 

until Full Payment is 
Received

Business Rule:  Walk-in 
must pay full amount

Business Rule:  Customer 
may cancel at anytime prior 
to the issuance of the 
business contractor business 
license (240).  The license 
fee will be refunded but the 
application fee will not be 
refunded.

.Manual process to change 
from pending to active? 

.By Tech?
.auto process?

There is a audit process 
completed prior to 

comptroller report generated 
for Treasury.

Completed by BL Finance 
person and forwarded to 

Treasury.
.Sent to Treasury or 

Finance?



BL117-Multi-Jurisdictional  – Non-Primary Jurisdiction
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Start

Retrieves Data as 
Non-Primary from 

Centralized 
Database

Data to Non 
Primary 

Jurisdiction

Receive 
Remittance Report 
and Wire Transfer 
for Amount Owed 
to Clark County, if 
New or Renewal

Post ACH (wire 
transfer) Amount 

Received to Primary 
Jurisdiction’s Account

Saves Post of 
Receipt of ACH 

payment

Generate Comptroller 
Report with Total 
Monthly Amount 

Received from the 
Primary Jurisdiction(s)

Request CLIPS 
generate a 

Comptroller Report

The lump sum received from 
the Primary Jurisdictions 

(License and Penalty Fees) 
are included in the General 
Business License Revenue 

Account

Assigns CLIPS Business 
License Number (i.e. CLIPS 

#.240.100)

If Clark County becomes a 
Primary Jurisdiction, the 
assigned non-primary BL 
number (240.101) will be 

closed out, and a new 
license number from the 

normal 240 category will be 
assigned.  Reference 
Primary J workflow.

 Translate Status- “Pending” or “Active” Status
 Retrieve a Subset of Common Data – see Appendix D in Requirements Document
 Apply 100% to DBA
 Use the MJ License Number (unique ID) assigned by the Primary Jurisdiction

Suppress all billing (license 
fees and penalty fees)

EndFinance Receives 
Comptroller Report

New ApplicationType of 
Retrieval?

Renewal

Data Changed Only EndUpdate CLIPS



BL118-Multi-Jurisdictional Primary Jurisdiction Renewal
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Start

Nov. 1 and May 1 Renewal 
Cycle

DBA Renewal 
First Time?

Renewal Notice

No

Generate Renewal 
Notices

Queue to OPS 
center for printing

Sent via U.S. Postal

Renewal Notice

Any Changes?

Yes

Make Changes 
Online?

Yes - Online

No - Manual

Update Renewal 
Form and 

Recalculate 
License Fees and 
Penalty Fees, if 

applicable

Make Renewal 
Payment? Yes – In Person

No

Track Due Date 
and Generate 

Delinquent Notice 
After 15 Days Past 

Due

Mail Delinquent 
Notice

Status = “Inactive”

Pay for Renewal 
via Cash, Debit 
Card, or Check

Yes - Online

Have Login ID 
and Password? No

Check Online if 
License is Eligible 

to Renew

Call Business License 
Revenue & Compliance or 

Send Email Requesting 
Username and Password

Email Address:  
blepaytechsupport@clarkcountynv.gov

Yes - Login
Select the Appropriate 

Renewal, Review License and 
Account Information

Include delinquent fees/
penalties, if applicable

Remove/Add Non-Primary 
Jurisdiction (s)

Pay for Renewal 
via Credit Card or 

ACH Online

Select to Print 
Receipt

Post Payment Generates License

Contractor 
License Type 

(240)

Yes Update Expiration 
Date

Nov. 1 and May 1 Renewal 
Cycle

Process Payment 
and Print Receipt

Send Common 
Data to 

Centralized 
Database

Receives Updates 
from Renewal

Retrieve Common 
Data

Generate 
Remittance Report

No

Electronically 
Send Remittance 
Report to Non-

Primary 
Jurisdiction (s)

Comptroller Report

Electronically 
Receive 

Remittance Report 

Generate 
Comptroller Report

Separate Account for Each 
Non-Primary Jurisdiction

Send Wire 
Transfer (ACH) to 

Non-Primary 
Jurisdiction (s)

Receive PaymentSend Remittance Report prior to Wire Transfer End

Mail License via 
US Postal Service

Run NIC;s Invoice 
summary and 
Batch Detail 

Reports

At Days End, 
Batch Out and 

Reconcile

When Batch Out is 
Complete, Roll 

Over to Next Day
End

Post the Day’s 
Manual 

Transactions

Online Transactions are 
Posted Automatically

Pull CLIPS 
Transmittal and 
Bank of America 
Reconciliation 
Report Daily

Enter Deposit 
Information into 

SAP

Drop off Deposit to 
Treasurer’s Lock 

Box
End

90 Days Past 
Due?

No

YesInvestigate if “In 
Business”

Out of 
Business?

Issue a Notice of 
Violation (NOV) or 

Citiation

Further Action 
Required / Go to 

Court

Yes

No

Complete Out of 
Business Form End

No

Full Payment must be 
received

Yes – U.S. Postal, Drop Off

Full Payment 
Received? Yes

No

Reconcile Difference 
Prior to May 16, or Nov 

16?
Yes

No

After 90 Days the license is 
“Expired” 

Business Rule:  The 
customer may need to apply 

for a new license.

Only Full Payment will be 
Accepted

No

Received Partial Payment – Disburse Alphabetically to Designated Non-Primary Jurisdictions

Status = “Inactive”

Send Notices to 
Mail Room for 
Mailing to DBA



Business Rules
Customer has 30 calendar days to pay the renewal. There is an additional 15 day grace period for most business license categories. Note: Gaming has a quarterly renewal cycle. Flat fee gaming period has no grace period.
The 15 day grace period triggers the system generated delinquency notice to the customer.
System generates the delinquency notice by zip code and business license categories (general, regulated and privileged).
Delinquent licenses are assigned to the collections agent by zip code and business license category.
Collection Agent’s queue is based on each delinquent cycle (15, 30, 60, 90 day) . Depending on the business license category, multiple agents can be assigned per zip code. 
If a customer has multiple business licenses and some of them happen to be delinquent/overdue, the system will not print the rest of the business licenses until all delinquent renewals are paid. 
Payment can be made via cash or check in person or by mail only.
Collections revenue report displays the last 30 days or less worth of delinquent activity.

Documents / Forms / Reports Used
Change of location form;
Out of Location form;
Delinquency Notice;
Final Demand for Payment Letter;
Business License Renewal form;
Collections Revenue Report;

Current Issues
1. No interface between licensing and collections module; Redundant data entry by collections staff. Agents copy and paste their comments (and mailing address if it’s returned mail) from the collections module to the licensing module every time they comment on that specific license.
2. Business License agents do not have the ability to select multiple collection records and apply a change to each of the selected records at one time. For example: Agents have to address each line item separately in order to enter their comments. 
3. There is no automated systematic process of distributing outstanding renewals by zip code to any newly hired business license agents in the collections module. All collections cases have to be manually assigned to a new agent.
4. Delinquent licenses are manually re-assigned for collections agents that no longer work for the county.  
5. Currently, the collections module does not show the total number of outstanding renewals per license in the collections view screen.
6. A single location or business owner can have multiple visits from several field agents within a short period of time. The business owner can receive conflicting information from a Liquor and Gaming agent and a general agent. Business License proposes one agent assigned per business.
7. Business License would like the capability to manage collection field agent’s time by providing the ability to visit multiple businesses in one geographic location.
8. Delinquent cycles are being distributed to multiple agents (usually 2). 
9. Agent’s queue changes based on each delinquent cycle (15, 30, 60, 90 day) . Depending on the business license category, multiple agents are assigned per zip code.
10. There is no audit trail/history being maintained in the collections module. Once the license is paid, the user does not have the ability to pull up the delinquent license history in the collections module. History is maintained ONLY for those licenses that end up in collections for a second time.
11. No audit trail/history is being maintained for any re-assignment from one collections agent to another. 
12. License is printed and mailed ONLY if all delinquent cycles have been paid.
13. Currently Business License’s collection revenue is reported by "contacted" date instead of “payment date”. Use of a payment date will more accurately reflect how much was collected in the current period of time.
14. Zip code assignments are limited to only Clark county. The out of state licenses do not get assigned to anyone.

Proposed system enhancements
1. Include collections comment & delinquency history as part of the licensing module. Permissions and access TBD.
2. Every renewal creates a line item in the work queue. When an agent/staff adds an activity, it adds it in every line item of that license. The comment should apply to that license instead of the renewal per line item. 
3. The license view screen show should show the current property owner’s name (from the assessor’s office) next to the Parcel field.
4. The license view screen should show all the comments (comment history) that was entered by the Collections staff (regardless of whether license is paid up or not) – specifically, show all comments entered under the ‘Collections Activity’. 
5. Modify existing Collections revenue report to be based on the collections payment date rather than “contacted” date. The report should also show the agent’s name that last logged in / contacted the customer. Any outstanding payment activity should show up on that report.
6. Collections agent should be assigned systematically by business license category first (in order – privileged, regulated and general) and then by zip code. That way, one agent is assigned to a license. 

Special Note: The Privileged license will take precedence over automatic zip code assignments for all delinquent accounts when assigning collections agents. Therefore all licenses for that particular business will be assigned to a privileged license collections agent. 
Agents assigned to the DO1 category of business license take precedence over a privileged license and zipcode.

7. System should auto-populate the ‘Final Demand for Payment letter’ with the agent’s fax number in the collection’s module.
Remove agent’s name from showing up in the first delinquent letter (15 day cycle) that’s sent out to the customer. Instead, add the payment inquiry hotline number for customer concerns / questions. The agent’s name should show on the rest of the delinquent letters (30, 90 day cycles).

8. Remove the agent’s name from the license view screen under the ‘Collections Activity’ area for the 15-day system generated delinquent letter. Change system comment to state ‘System generated delinquency letter mailed.’ or something similar. 
9. Add a new field to enter the zip code under the ‘Collections- search’ screen.

System should distribute outstanding renewals by category and zip code (over X timeframe- e.g. over 90 days delinquent) to any newly hired business license agents in the collections module.
10. The collections module should show the total number of outstanding renewals per license in the collections view screen. Once the user selects the license number, the system should display the number of delinquent days for each cycle for that business. Note: The renewal letter should not change. 
11. The collections module should have the ability to display multiple businesses in one geographic location. This will help the collections agent manage their time more effectively.
12. Once payment has been made, the system should remove the ‘Warning – In Collections’ flag immediately so that the license can be printed. Currently, the delinquent status is processed overnight. 
13. All agents need access to add NOV / Citations in the collections module. Currently, only the finance collections agents have access to this functionality.
14. The system needs to maintain a history to show if there are any other collections letters that are systematically generated after the initial 15-day delinquent letter.  
15. All delinquent licenses that were assigned to staff that no longer work for the county need to be automatically assigned to collections agents. Note: Business rules need to be established.
16. All previous delinquency status/history should be displayed for any reinstated business licenses. 

Proposed business process improvement
Introduce policies / code / procedures and train staff to handle events when customer stays in collections for a long period of time (e.g. over 6 months - 1 Year).
Train all staff on current CLIPS functionality and newly added CLIPS enhancements. 
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Collections agent 
logs into CLIPS to 

see their own 
collection queue

Business 
License 

renewal is not 
paid

System marks the business 
license as delinquent based 

on non-payment after the 
grace period is over and 
assigns the delinquent 

business license record to 
the appropriate agent by 

zipcode

System generates 
a delinquency 
letter with the 
name of the 

collection agent Agents enter their 
comments in the 

collections module

Agents copy and 
paste their 

comments into the 
licensing module

Delinquency letter 
is mailed Returned Mail?

Business License 
Technician  and/or 

collections staff 
separate the returned 
mail by forwarding vs. 

non-forwarding address

YES

Collections staff and/
or agent corrects the 
new mailing address 

in the licensing 
module and enter 

any comments

Collections staff and/or 
agent corrects the new 
mailing address in the 
collections module and 
enter any comments

Forwarding 
address 

included?
YES

NO

Mail ‘Returned 
renewal letter’ along 

with ‘Change of 
location’ form and 
‘Out of Business 

Form’ to the customer

New business 
license is issued 

for change of 
location

New 
business 
license 
process

Customer submits 
the change of 

location and/or Out 
of Business form 

Customer 
ready to make 

payment?

Agent provides a 
hand written 

receipt if payment 
is made by cash

Agent submits the 
cash or check with 
the renewal form 

to the cashier

Cashier processes 
payment in CLIPS

System processes 
the delinquent 

status overnight

License is printed 
and mailed as long 

as all delinquent 
Cycles have been 

paid

Payment can be 
made via mail, in-
person, or given to 
collections agent

YES
Payment 

submitted to 
agent?

YES NO

END

Agent sends a 
‘Final Demand for 

payment’ letter

NO

Out of 
business 
process

Renewal letter is 
generated and 
mailed to the 

customer

30 + 15 day 
grace period 
has passed and 
customer hasn’t 
paid the renewal

NO

Attempt to contact 
customer by phone, 
e-mail and/or go out 

to the business. 
to confirm address 

1) Collections Module Search Feature:   
You can search for collections by name, address or lic#…

Prepared By: Nadia Khanam
Monday, March 18, 2013

BL112-Collections Process for Department of Business License

2) In this case, there is one “line-item”, thus only one renewal past-
due for this license.  Click on the license # of this line-item to take you 
to the actual collections license view screen  (note – if more than 
one renewal is due, there will be multiple line items and you will need 
to repeat steps for each line-item).  From here, you can add your 
activities, comments, and NOVs or citations.

3) To add an activity to the collections license, click on the “add 
activity” feature and it will take you to the add/update collection 
activity screen.  This allows you to put your visits, phone calls, etc in 
the system & log the staff person who dealt with the customer last. 

4) The purpose of this is if the customer submits payment, the last staff person 
will show up on the collections revenue report as the person who collected 
the money.

5) After adding your activity, you should cut and paste into the 
“comments” section as well. You can do this in the collections 
module.  The purpose of this is so that anyone who has access to 
CLIPS can look at your comments in ANY module.  Comments is 
seen here as the DBA History Screen:

6) If an NOV or Citation was issued, the staff person needs to click 
add citation or add NOV in the collections module as well and follow 
the steps to log it into the system. See below for the add new notice 
of violation screen.  The purpose of this is that the NOV will now be 
visible in ANY module.

7) Finally, if the staff person confirms the business is no longer 
operating and therefore “uncollectible”, the staff person needs to go 
to the licensing module and locate the same license to place it out of 
business.  First see the license view screen.

8)  Click on OOB feature and this will take you to the “set license ot 
out of business status screen”. Place license OOB when 
uncollectible:
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