
Dept. Name: Fire Department 
Process Name: FD-Create/Modify-Application/Request Process 
Use Case Number: FD001 
Created by (BA/BL/SME): Evelina Girard/ Kelly Blackmon/Chandra Adair 
Use Case Name:  Customer-Create/ModifyProfile 
Level: User Goal 
Description:  Customer needs to register or create an online profile to submit work requests 
to the Fire Department  
Precondition: User has access to the internet via a browser 
Primary Actor:  Customer 
Secondary Actor:   
Related Use Case(s):  
FD005-PopulateCompanyInformation  
FD004-PopulatePersonInformation 

Success:  System retains person or company profile information and user can login to 
website to perform specific functions. 
Initial Path : User wants to create a new profile 

Actor System Rate 
1. User accesses the online portal 

via an internet browser 
2. System displays “Login” and “New 

Registration” 
 

3. User selects to access the 
registration page. User does not 
have an existing account. 

4. System displays a registration page 
with option to create a single user 
profile or a company profile 

 

5. User selects user profile 6. System displays fields for profile 
detail 

 

7. User enters Profile Information 
and saves profile 

8. System validates required fields of 
data are complete and formatted 
properly. 

 

 9. System retains profile information  
 10. System generates confirmation email 

to registered user.  
 

Alternate Path 1: User Profile already exists under that email address 
 1.1 (Step 8) System detects user id (email 

address) is already registered. 
 

 1.2 System prompts user for option to send 
password to email account  

 

1.3 User selects option to send 
password to email account 

  

1.4 User checks email for password   
1.5 User goes back to website to login 
with profile information. 

  

Alternate Path 2: User wants to create a Company Profile 
2.1 (Step 5) User selects option to 
create a company profile 

2.2 System displays fields for company 
profile detail 

 

2.3 User enters Company Profile 
Information and saves profile 

2.4 Go to Steps 8 and 9  
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 2.5 System generates confirmation email to 
registered company 

 

Alternate Path 3: System detects business/company information 
 3.1 (Step 2.3) System detects 

company/business license information 
 

 3.2 System validates with user if company 
and business license # is the same for said 
company 

 

3.3  
a) User validates it is the same 
company and selects Yes 
b) User indicates it is not the same 
company and selects No 

3.4  
If a selected, system relates business 
license  and company data and continues to 
Step 8 
If b selected continue to Step 8 

 

Instead of alternate path 3- provide option for company lookup and select existing 
company/business by name and populate profile with existing data or relate existing 
data. 

N 

Alternate Path 4: User wants to manage/make changes to user or company profile 
4.1 User logs into website 4.2 System displays user profile or company 

profile field information 
 

4.3 User modifies profile information 4.4 System validates required fields of data 
are complete and formatted properly 

 

 4.5 System retains profile information  
 4.6 System generates confirmation email of 

changes to registered user. 
 

Business Rules: 
 (Step 7, Step 2.3 ) 
The system will create unique profiles-suggested login id to use -> email address. 
Design: 
Profile Information 
Refer to FD004-PopulatePersonInformation 
 
Company Profile Information 
Refer to FD005-PopulateCompanyInformation  
 
(Post Use Case Steps) 

1. Once registered, the system will allow the user the following functions 
a) Manage Profile (update profile information and change password info) 
b) Manage Escrow (if the person has an Escrow account) 
c) Create/Modify Requests (Submit request for complaint, permit, Submit Request for 

Address Change, Ownership Change, Plan Change, etc. 
d) Manage Permits (View & Renew annual permits) 
e) Schedule/Reschedule Inspections 
f) Submit Plans electronically 
g) Report problems with site (Submit a request for help with the site) 
h) View alerts and emails 

 
Audit Trail: 
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1. An audit trail entry will be made for creation or modification of a profile 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments: 

• Alternate path 4- departments need to determine if updates to profile data should 
update data elsewhere in the system. 
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Dept. Name: Fire Department 
Process Name: FD-Create/Modify-Application/Request Process 
Use Case Number: FD002 
Created by (BA/BL/SME): Evelina Girard/ Kelly Blackmon/Chandra Adair 
Use Case Name:  PopulateAddressInformation 
Level: User Goal 
Description:  Customer or staff member is required to enter address information as part of 
profile or request completion 
Precondition: User is in the middle of completing profile or request information 
Primary Actor:  Customer 
Secondary Actor:  Any Fire Department Staff 
Related Use Case(s):   
Success:  System retains address information 
Initial Path : Customer or staff member is required to enter new address information  

Actor System Rate 
 1. System prompts user for 

Address Information 
 

2. User types in Street Number   
3. User types in Street Name   
4. User types in Building 

information 
  

5. User types in Suite#/Unit#   
6. User types in City   

7. User types in State/Province   
8. User types in Country   
9. User types in Zip Code   
10. User continues with steps within 

main to save new address 
information 

  

Alternate Path 2: System detects existing address 
1.1 (Step 2-9) During the address entry process the system detects the same address 

already in the system. The customer can select the address to complete the remaining 
information in the request 

Business Rules: 
1. Street Number, Street Name, City, State/Province, Country, Zip Code are required fields 

for any set of address information 
2. If the address does not already exist within the system to select from, the customer or 

Fire Department staff member can submit the new address information.  
3. Address Information not pre-populated via Comp Planning will be flagged as an address 

outside of Clark County jurisdiction. 
4. Field level information of addressing shall be standard across all departments- ie utilize 

address 1, address 2 versus Street Number Street Name, Street Direction 
5. Addresses within the system cannot be deleted, only inactivated. 
6. Address entry must allow entry of domestic and international formats 

Design: 
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Address Information 
 
Field Name Data Type Description/Comments Required 

Field? 
Street Number Numeric   Y 
Street Name Alphanumer

ic 
  Y 

Building Alphanumer
ic 

  N 

Suite#/Unit# Alphanumer
ic 

  N 

City Alpha   Y 
State/Province Alpha   Y 
Country Alpha   Y 
Zip Code Alphanumer

ic 
  Y 

 
 (Step 2-9 ) 
When entering address information, the system will begin detecting what is being typed in and 
provide selection of the pre-populated information to assist in completing the form.  
ie of type ahead feature google has 

 
(Step 2-9) 
Clark County jurisdiction address information shall be pre-populated from Comp Planning or 
another authoritative address source and be kept up-to-date with changes 
 
(Step 6-9) Nice-to-have 
System will pre-populate City and State by entering zip code 
 
Audit Trail: 

1. An audit trail entry will be made for creation or modification of new address information 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
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Reporting: 
Comments: 
Street Address formatting for Clark County jurisdiction should come from GIS or Comp 
Planning so it remains consistent throughout the agencies and documents can be tied back to 
correct addressing since APN is not reliable as a unique identifier. 
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21Dept. Name: Fire Department 
Process Name: FD-Finance-EscrowAccounts 
Use Case Number: FD003 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Customer-Escrow Account Request-Online 
Level: User Goal 
Description:  Customer wants to setup an escrow account within Clark County or the Fire 
Department  
Precondition: User already has a login/profile and is logged into website. 
Primary Actor:  Customer 
Secondary Actor:   
Related Use Case(s):   
FD002-PopulateAddressInformation 
FD004-PopulatePersonInformation 
FD005-PopulateCompanyInformation 
Success:  System creates an escrow account with deposited funds 
Initial Path : User wants to setup an escrow account and deposit funds 

Actor System Rate 
1. User selects Escrow Account 

setup 
2. System displays Escrow 

Information fields 
 

 3. System pre-populates Applicant 
Information with current user’s profile 
information 

 

4. User completes Account 
Manager information 

  

5. User adds and completes 
Authorized Users information 

  

6. User completes Finance Contact 
1 information 

  

7. User completes Finance Contact 
2 information 

  

8. User completes Company 
information 

  

9. User completes Dept/Branch 
information 

  

10. User saves information 11. System validates required fields of 
data are complete and formatted 
properly. 

 

 12. System retains escrow account 
information 

 

 13. System prompts customer for deposit 
of funds via credit card 

 

14. User enters credit card 
information and amount to 
deposit/transfer 

15. System displays confirmation of 
transaction to be completed 
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16. User confirms transaction 17. System performs deposit and 
displays confirmation of receipt 

 

 18. Detail of transaction displays on user 
or company’s escrow activity 

 

Alternate Path 1: Deposit of Funds via Bank Account 
 1.1 (Step 13) System provides alternate 

method of transfer from bank account 
N 

2.1 User enters bank account 
information and amount to transfer 

Continue to Step 15.  N 

Alternate Path 2: Information on confirmation is incorrect 
 2.1 (Step 15) Information displayed is 

incorrect 
 

 2.2 System returns user back to method and 
amount information screen for corrections 

 

2.3 User goes back to Step 14   
Alternate Path 3: User selects option to cancel transaction 
 3.1 (Step 15) System provides option to 

cancel transaction 
 

3.2 User selects cancel 3.3 System returns user to main or home 
screen. 

 

Business Rules: 
(Step 1) A Company can have one or more escrow accounts.  
(Step 5) Up to 6 authorized users can be added to an escrow account. At minimum, 1 
authorized user must be on the account. 
(Step 14, 2.1) Account information shall be masked after entry and transaction passed 
securely 
Design: 
(Step 2) Escrow Information 
 

Field Name Data Type Description/Comments Require
d Field? 

Applicant Information Person Information 
 

Person who submitted the request Y 

Account Manager Information  Person Information 
 

Person responsible for managing 
the account and who can make 
deposits online 

Y 

Authorized User(s) Person Information 
 

Persons who are authorized to 
submit permit requests or other 
requests for services under this 
escrow 

Y 

Finance Contact 1 Person Information      
Finance Contact 2 Person Information 

 
    

Escrow Account # Numeric System generated-unique number Y 
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Company Company 
Information 

Company this escrow account 
applies to 

Y 

Dept/Branch   Alphanumeric Department or Branch number or 
name this applies to 

N 

 
Audit Trail: 

1. An audit trail entry will be made for creation or modification of an escrow account. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria:  
Reporting: 
Comments: If a universal escrow account is to be utilized via the county, must be able to 
allocate specific funds to specific departments 
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Dept. Name: Fire Department 
Process Name: FD-Create/Modify-Application/Request Process 
Use Case Number: FD004 
Revision: 2/7/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  PopulatePersonInformation 
Level: User Goal 
Description:  Customer or staff member is required to enter information about self or another 
person as part of profile or request completion 
Precondition: User is in the middle of completing profile or request information 
Primary Actor:  Customer 
Secondary Actor:  Any Fire Department Staff 
Related Use Case(s):   

• FD001-Customer-Create-ModifyProfile 
Success:  System retains person information 
Initial Path : Customer or staff member needs to enter new person information for contact, 
applicant, etc. 

Actor System Rate 
 1. System prompts user for 

Person  Information 
 

2. User types in Last Name   
3. User types in First Name   
4. User types in Cell #   
5. User types in Work #   
6. User types in Fax#   

7. User types in Email Address   
8. User types in Preferred Contact 

Method 
  

9. User types in Title   
10. User continues with steps within 

main use case to save 
information 

  

Alternate Path 1: System detects person information already exists for same person  
 1.1 (Step 2-9) System detects if same 

person already exists and provides option to 
select existing information to populate and 
complete submission. 

 

Business Rules: 
1. When person information is required on a request, the system shall collect all Person 

Information field data. 
2. A person can be an Applicant (person submitting a request) 
3. A person can be a Contact (person is contact for request) 
4. A person can have an Online Profile he/she can manage and modify (Refer to FD001) 
5. A person can work for (be a contractor for) multiple Companies  
6. When saving new person information, if person with same name, and email address 
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combination exists, do not allow duplication. 
7.  

Design: 
(Step 1) Person Information 
 

Field Name Data Type Description/Comments Required 
Field? 

Last Name Alpha   Y 
First Name Alpha   Y 

Cell # Numeric Allow entry of international and 
domestic 

Y 

Work # Numeric Allow entry of international and 
domestic 
Allow entry of extension 

Y 

Fax # Numeric Allow entry of international and 
domestic 

N 

Email Address Alphanumeric Force email formatting Y 

Preferred Contact 
Method 

Radio Button -Email 
-Text Message 
-Phone 
Defaults to Email 

Y 

Title Alphanumeric   N 
 
Audit Trail: 

1. An audit trail entry will be made for creation or modification of person information 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria:  
Reporting: 
Comments: 
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Dept. Name: Fire Department 
Process Name: FD-Create/Modify-Application/Request Process 
Use Case Number: FD005 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  PopulateCompanyInformation 
Level: User Goal 
Description:  Customer or staff member is required to enter information about a company/contractor (Business) 
as part of profile or request completion 
Precondition: User is in the middle of completing profile or request information 
Primary Actor:  Customer 
Secondary Actor:  Any Fire Department Staff 
Related Use Case(s):  FD002-PopulateAddressInformation 
Success:  System retains Company (Business) information 
Initial Path : New entry of Company (Business) 
Actor System Rate 
 1. System prompts user for 

Company  Information 
 

2. User types in Company Name    
3. User types in Company Physical 

Address Information 
  

4. User types Company Mailing Address 
Information 

  

5. User types in Mailing Address   
6. User types in Company Email Address 

Information 
  

7. User types in Company Email Address   
8. User types in Company Main #   
9. User types in Main #   
10. User continues with steps within main 

use case to save information 
  

11.  Optional Mobile Operation Only 
checkbox 

  

12. Optional Mailing Address Same as 
Physical 

  

13. User continues with steps within main 
use case to save information 

  

Alternate Path 1: Company information already exists in system 
 1.1 (Step 2) System provides option to lookup 

existing Company information.  
 

1.2 Customer selects company that already 
exists in system 

1.3 System populates required field information  
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Business Rules: 

1. Company information in system will be pre-populated with Clark County (jurisdiction) Business/Company 
data from Business License.  

2. If the company entered does not already exist, the system will allow entry of new company information 
and retain the information 

3. A Company Name must be unique-duplicate name cannot exist 
4. A Company can have multiple physical addresses 
5. A company can be “Active” or “Inactive” 
6. When creating a Company, status shall default to “Active” 
7. A company may be tied to one or more escrow accounts 

Design: 
(Step 1.1) When performing a lookup, system will search for what is entered in field within Company Name ie 
Cupcake entered may yield Cupcakes Limited, We Love Cupcakes. 
Company  Information 

Field Name Data Type Description/Comments Required 
Field? 

Company Name Alphanumeric   Y 
Company Physical Address 
Information 

------------------- Address where business or company 
physically resides 
If mobile operation, field is not 
required 

Y 

Mobile Operation Only Checkbox If checked, Company Physical 
Address Information not required 

N 

Company Mailing Address 
Information 

------------------- Not required if Mailing Address Same 
as Physical is checked 

Y 

Mailing Address Same as Physical Checkbox If checked, company mailing address 
does not need to be completed 

N 

Company Email Address  Alphanumeric Monitored email address utilized via 
company 

Y 

Company Main # Numeric Main telephone number of 
business/company 

Y 

Company Fax # Numeric Fax number of business/company Y 
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CC  Drop-down Flag for ClarkCounty 
jurisdiction/business 
Automatically populated to Y for yes 
via Business License if Clark County 
business, else set to N for No 

N 

 
Audit Trail: 

1. An audit trail entry will be made for creation or modification of company information 
2. Audit trail information will include User id, date/time, brief detail of transaction 

Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria 

• Company Name –when utilizing in search criteria look for what is entered in the field within the Company 
Name. ie Cupcake entered may yield Cupcakes Limited, We Love Cupcakes. In other words, allow wildcard 
search. 

(Step 1.1) 
Must be able to search by utilizing one or more of the below field criteria 

• Company Name –when utilizing in search criteria look for what is entered in the field within the 
Contractor Name. ie Cupcake entered may yield Cupcakes Limited, We Love Cupcakes 

• Street #  
• Street Name 
• Telephone 
• Status 

Reporting: 
1. Must be able to export a report by utilizing one or more of the below search criteria 
• Company Name  
• Street #  
• Street Name 
• Telephone 
• Status 
2. Export will yield all company information fields and data 

Comments: 
• Pre-populated data from Business License-it is to be determined if only that department can update that 

specific set of data/company information versus companies added outside of that process. 
• Departments need to identify best way of handling same name companies that have different address 

and/or different owners 
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Dept. Name: Fire Department 
Process Name: FD-Finance-EscrowAccounts 
Use Case Number: FD006 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Customer-Escrow Account Request-InPerson 
Level: User Goal 
Description:  Customer wants to setup an escrow account within Clark County or the Fire 
Department and is in person at the fire station or submitted a request to the Fire Department 
Precondition: Fire Department staff has login and is logged into the system 
Primary Actor:  Intake 
Secondary Actor:  Finance 
Related Use Case(s):   
FD002-PopulateAddressInformation 
FD004-PopulatePersonInformation 
FD005-PopulateCompanyInformation 
Success:  System creates an escrow account with deposited funds 
Initial Path : User wants to setup an escrow account and deposit funds 

Actor System Rate 
1. User selects Escrow Account 

setup 
2. System displays Escrow 

Information fields 
 

3. User completes Applicant 
Information 

  

4. User completes Account 
Manager information 

  

5. User adds and completes 
Authorized Users information 

  

6. User completes Finance Contact 
1 information 

  

7. User completes Finance Contact 
2 information 

  

8. User completes Company 
information 

  

9. User completes Dept/Branch 
information 

  

10. User saves information 11. System validates required fields of 
data are complete and formatted 
properly. 

 

 12. System retains escrow account 
information 

 

 13. System prompts user for method for 
deposit of funds via credit card, cash 
or check 

 

14. User selects method and enters 
information and amount to 
deposit 

15. System displays confirmation of 
transaction to be completed 
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16. User confirms transaction 17. System performs deposit and 
displays confirmation of receipt 

 

 18. Detail of transaction displays on 
company’s escrow activity 

 

 19. System allows option to print receipt  

20. User prints receipt to give to 
customer 

  

Alternate Path 1: Information on confirmation is incorrect 
 1.1 (Step 15) Information displayed is 

incorrect 
 

 2.2 System returns user back to method and 
amount information screen for corrections 

 

1.3 User goes back to Step 14   
Alternate Path 2: User selects option to cancel transaction 
 2.1 (Step 15) System provides option to 

cancel transaction 
 

2.2 User selects cancel 2.3 System returns user to main or home 
screen. 

 

   
Business Rules: 
(Step 1) A Company can have one or more escrow accounts.  
(Step 5) Up to 6 authorized users can be added to an escrow account. At minimum, 1 
authorized user must be on the account. 
(Step 14) Account information shall be masked after entry and transaction passed securely 
(Step 20) System will allow user to print receipt detail of that single transaction 
Design: 
Escrow Information 
 

Field Name Data Type Description/Comments Require
d Field? 

Applicant Information Person Information 
 

Person who is requesting the 
escrow account 

Y 

Account Manager Information  Person Information 
 

Person responsible for managing 
the account and who can make 
deposits online 

Y 

Authorized User(s) Person Information 
 

Persons who are authorized to 
submit permit requests or other 
requests for services under this 
escrow 

Y 

Finance Contact 1 Person Information      
Finance Contact 2 Person Information 

 
    

Escrow Account # Numeric System generated-unique number Y 
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Company Company 
Information 

Company this escrow account 
applies to 

Y 

Dept/Branch   Alphanumeric Department or Branch number or 
name this applies to 

N 

 
Audit Trail: 

1. An audit trail entry will be made for creation or modification of an escrow account. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria  
Reporting: 
Comments:  

• If a universal escrow account is to be utilized via the county, must be able to allocate 
specific funds to specific departments 
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Dept. Name: Fire Department 
Process Name: FD-Finance-EscrowAccounts 
Use Case Number: FD007 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  FD-Customer-Manage Escrow Account-Online 
Level: User Goal 
Description:  Customer wants to manage an escrow account within Clark County or the Fire 
Department  
Precondition: User already has a login/profile and is logged into website. 
Primary Actor:  Customer 
Secondary Actor:   
Related Use Case(s):   

• FD002 for Address Information 
• FD004 for Person Information 
• FD005 for Company Information 
• FD006-Customer-Escrow Account Request-InPerson 

Success:   
User is able to deposit funds. 
User is able to update Financial Contact information. 
User is able to update Authorized User information. 
User is able to view Escrow activity. 
Initial Path : User wants to deposit funds into existing escrow account 

Actor System Rate 
1. User selects Manage Escrow 

Account  
2. System displays options to view 

escrow account activity, deposit 
funds, manage financial or authorized 
user contact information 

 

3. User selects option to deposit 
funds 

4. System prompts customer for deposit 
of funds via credit card or bank 
transfer 

 

5. User selects option for credit 
card 

  

6. User enters credit card 
information and amount to 
deposit/transfer and submits 

7. System displays confirmation of 
transaction to be completed 

 

8. Customer confirms transaction 9. System performs deposit and 
displays confirmation of receipt 

 

 10. Detail of transaction displays on user 
or company’s escrow activity 

 

Alternate Path 1: Deposit of Funds via Bank Account 
1.1 (Step 5) User selects option to do a 
bank transfer 

 N 

1.2 User enters bank account 
information and amount to transfer 

Continue to Step 7  N 

Alternate Path 2: Information on confirmation is incorrect 
 2.1 (Step 7) Information displayed is  
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incorrect 
 2.2 System returns user back to amount 

information screen for corrections 
 

2.3 User goes back to Step 14   
Alternate Path 3: User selects option to cancel transaction 
 3.1 (Step 15) System provides option to 

cancel transaction 
 

3.2 User selects cancel 3.3 System returns user to main or home 
screen. 

 

Alternate Path 4: User modifies Financial and/or Authorized User Contact information 
4.1 (Step 3) User selects option to 
modify financial contact or authorized 
user  information 

4.2 System presents list of Financial 
Contacts and Authorized Users 

 

4.3 User makes update to Financial or 
Authorized User information.  
Ie changes person listed as Financial or 
Authorized User or updates existing 
person information 

4.4 System validates required fields of data 
are complete and formatted properly. 

 

 4.5 System retains escrow account 
information 

 

 4.6 System emails confirmation email with 
changes 

 

Alternate Path 5: User wants to view Escrow Activity 
5.1 (Step 3) User selects option to view 
Escrow Activity 

5.2 System presents screen to select date 
range (Start and End Date)  

 

5.3 Use enters Start and End Date and 
selects Generate Report 

5.4 System displays report of escrow activity 
and option to export, print or close 

 

5.5 User selects option 5.6  
If export option is selected system allows 
export to .pdf 
If print option is selected, system allows 
printing to local or computer 
If close is selected, system returns user to 
main/home screen 

 

Business Rules: 
(Step 1) Only a person listed as the Account Manager can Manage the escrow account online.  
(Step 6, 1.2) Account information shall be masked after entry and transaction passed securely 
(Step 4.3)  Up to 6 authorized users can be added to an escrow account. At minimum, 1 
authorized user must be on the account. At minimum, 1 Financial contact must be on the 
account. 
(Step 5.4) Only 2 years of data are available to the customer online 
Design: 
(Nice-to-Have) 

• The system shall send out on the first of the month escrow account statements (specific 
to that Company) via email with a) the statement attached to the email or b) a link to the 
system with instructions to view the statement.  

• Statement will summarize the activity for the previous month and provide the current 
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balance as of the statement generation date.  
• The statement shall be printable.  

Audit Trail: 
1. An audit trail entry will be made for modification of escrow account information. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria  
Reporting: 
(Step 5.4)  
Person managing the escrow account must be able to export or print a detail or summary 
report of escrow activity (of the specified Company & Escrow Account  being managed) by 
date range 
Escrow report header information shall contain:  

• Company Information 
• Dept/Branch  
• Account Manager 
• Financial Contacts  
• Escrow Account # 

 
Escrow report detail information shall contain: 

• Transaction Date 
• Request # 
• Project Name and/or Event Name 
• Sub Project Name 
• Address 
• Transaction Amount 
• Beginning Balance 
• Ending Balance 

Comments: 
Example of current Escrow Report 
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Dept. Name: Fire Department 
Process Name: FD-Finance-EscrowAccounts 
Use Case Number: FD008 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Manage Escrow Account 
Level: User Goal 
Description:  Fire Department staff wants to manage an escrow account within Clark County 
or the Fire Department  
Precondition: User already has a login/profile and is logged into system 
Primary Actor:  Intake 
Secondary Actor:  Finance 
Related Use Case(s):   
FD002-PopulateAddressInformation 
FD003-Customer-Escrow Account Request-Online 
FD004-PopulatePersonInformation 
FD005-PopulateCompanyInformation 
FD006-Customer-Escrow Account Request-InPerson 
Success:   
User is able to deposit funds. 
User is able to update Financial Contact information. 
User is able to update Authorized User information. 
User is able to view Escrow activity. 
User is able to activate/de-activate an Escrow account. 
Initial Path : User wants to deposit funds into existing escrow account 

Actor System Rate 
1. User selects Manage Escrow 

Account  
2. System displays search for escrow 

account by company name or escrow 
account number 

 

3. User searches for account by 
Company Name 

4. System returns list of available 
accounts by company name, 
address, and escrow account number 

 

5. User selects specific account 6. System displays options to view 
escrow account activity, deposit 
funds, manage financial or authorized 
user contact information, or de-
activate an account. 

 

7. User selects option to deposit 
funds 

8. System prompts user for deposit of 
funds via credit card, cash, or check 

 

9. User selects option for credit 
card 

  

10. User enters credit card 
information and amount to 
deposit/transfer and submits 

11. System displays confirmation of 
transaction to be completed 

 

12. Customer confirms transaction 13. System performs deposit and 
displays confirmation of receipt 
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 14. Detail of transaction displays on user 
or company’s escrow activity 

 

Alternate Path 1: Information on confirmation is incorrect 
 1.1 (Step 7) Information displayed is 

incorrect 
 

 1.2 System returns user back to amount 
information screen for corrections 

 

1.3 User goes back to Step 14   
Alternate Path 2: User selects option to cancel transaction 
 2.1 (Step 15) System provides option to 

cancel transaction 
 

2.2 User selects cancel 2.3 System returns user to main or home 
screen. 

 

Alternate Path 3: User modifies Financial and/or Authorized User Contact information 
3.1 (Step 3) User selects option to 
modify financial contact or authorized 
user  information 

3.2 System presents list of Financial 
Contacts and Authorized Users 

 

3.3 User makes update to Financial or 
Authorized User information.  
Ie changes person listed as Financial or 
Authorized User or updates existing 
person information 

3.4 System validates required fields of data 
are complete and formatted properly. 

 

 3.5 System retains escrow account 
information 

 

 3.6 System emails confirmation email with 
changes 

 

Alternate Path 4: User wants to view Escrow Activity 
4.1 (Step 3) User selects option to view 
Escrow Activity 

4.2 System presents screen to select date 
range (Start and End Date)  

 

4.3 Use enters Start and End Date and 
selects Generate Report 

4.4 System displays report of escrow activity 
and option to export, print, email, or close 

 

4.5 User selects option 4.6  
If export option is selected system allows 
export to .pdf 
If print option is selected, system allows 
printing to local or computer 
If email is selected, system will input .pdf 
version of report and allow user to email to 
specified email address. 
If close is selected, system returns user to 
main/home screen 

 

Alternate Path 5: User wants to de-activate/activate an escrow account 
5.1 (Step 3) User selects option to 
activate/de-activate an escrow account 

5.2 System checks status of account.  
If active, prompt user confirmation to de-
activate.  

 

5.3 User confirms de-activation 5.4 System checks if escrow account has a  
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balance.  
 5.5 System notifies user account has a 

balance and a refund amount of x $ will be 
refunded 

 

 5.6 System automatically submits refund to 
account management system 

 

 5.7 System changes escrow account status 
to Inactive 

 

 5.8 System returns user to main work 
management console 

 

Alternate Path 6: User wants to manage an escrow account from Company Information 
screen 
6.1 User is already looking at 
information for a company 

6.2 System provides option to Manage 
Escrow Account 

 

 6.3 Continue to Step 6  
Alternate Path 7: User wants to manage activate/de-activate an escrow account  
7.1 (Step 3) User selects option to 
activate/de-activate an escrow account 

7.2 System checks status of account.  
If inactive, prompt user confirm activation  

 

7.3 User confirms activation 7.4 System activates account  
 7.5 Continue to Step 8  
Business Rules: 
(Step 1) Intake and Finance can manage all escrow accounts  
(Step 6, 1.2) Account information shall be masked after entry and transaction passed securely 
(Step 4.3)  Up to 6 authorized users can be added to an escrow account. At minimum, 1 
authorized user must be on the account. At minimum, 1 Financial contact must be on the 
account. 
(Step 5.4) Only 2 years of data are available to the customer online 
Design: 
(Step 9) If check option is selected, the system will prompt user for the amount and check # 
and require the check # to complete the transaction. 
(Step 9) The same check number can be used to apply the check towards several 
transactions in the system. Ie. A portion of the check may be applied to escrow and payment 
of a permit.  
(Step 3.3) In the event a Financial or Authorized User Contact is removed or modified, the 
system shall record in the audit trail the previous values, date/time of the change, and the user 
id that made the change.  
 
Audit Trail: 

1. An audit trail entry will be made for modification of escrow account information. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Levels of permissions amongst Intake and Finance will need to be identified once a solution 
has been identified. 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
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Reporting: 
User managing the escrow account must be able to export, print, or email a detail or summary 
report of escrow activity by date range and by company. 
Escrow report header information shall contain:  

• Company Information 
• Dept/Branch  
• Account Manager 
• Financial Contacts  
• Escrow Account # 

 
Escrow report detail information shall contain: 

• Transaction Date 
• Request # 
• Project Name and/or Event Name 
• Sub Project Name 
• Address 
• Transaction Amount 
• Beginning Balance  
• Ending Balance 

Comments: 
Example of current Escrow Report 
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Dept. Name: Fire Department 
Process Name: FD-Finance-EscrowAccounts 
Use Case Number: FD009 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  SystemMonitoring-Escrow-NoActivity 
Level: User Goal 
Description:  System deactivates escrow accounts that have a balance but have no activity 
within 90days  
Precondition: Company has an escrow account 
Primary Actor:  System 
Secondary Actor:   
Related Use Case(s):   
Success:   
System automatically deactivates escrow account 
System automatically triggers a refund. 
System automatically sends an email 
Initial Path: System determines escrow account has had no activity with X days and has a 
balance. 

Actor System Rate 
 1. System checks for escrow accounts 

that are active.   
N 

 2. System checks if there are 
transactions against each escrow 
account within the last 90 days from 
current date 

N 

 3. System determines that there are no 
transactions/activity against that 
specific escrow account within the 
last 90 days 

N 

 4.  System deactivates escrow account N 
 5. System checks if balance exists.  N 
 6. System determines a balance exists N 
 7. System automatically processes a 

refund to accounts receivable and 
zeros out escrow balance 

N 

 8. System emails company escrow 
account has been closed due to 
inactivity and a refund of X $ has 
been issued. Information provides 
detail for reopening account 

N 

Alternate Path 1: System determines escrow account has had no activity with X days and 
does not have a balance 
 1.1 (Step 6) System determines balance 

does not exist 
 

 1.2 System emails company escrow 
account has been closed due to inactivity. 
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Information provides detail for reopening 
account 

Business Rules: 
Design: 
 
Audit Trail: 

1. An audit trail entry will be made for modification of escrow account information. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria  
Reporting: 

• If automation is not a viable solution, the a report that provides a list of Escrow 
accounts with a balance or with a zero balance and no activity within 90 days must be 
provided so Finance can make the determination if a refund is needed. 

Comments:  
• Amount of days to be used in rule to be determined via Fire Department at time of 

implementation 
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Dept. Name: Fire Department 
Process Name: Administrative-Create/Modify Company 
Use Case Number: FD010 
Created by (BA/BL/SME): Evelina Girard/ Kelly Blackmon/Chandra Adair 
Use Case Name:  Create-Modify Company 
Level: User Goal 
Description:  Company needs to be created or modified outside of the request submission 
process.  
Precondition: User is already logged into system 
Primary Actor:  Intake 
Secondary Actor:  Finance 
Related Use Case(s):   
FD002-PopulateAddressInformation 
FD005-PopulateCompanyInformation 
Success:  System retains updates or new Company data 
Initial Path : Company Name does not Exist-Create 

Actor System Rate 
1. User selects option to manage 

Company 
2. System displays “Company 

Information” dialogue 
 

3. User enters Company Name and 
selects “Search” 

4. System searches to see if same or 
similar Company Name exists 

 

 5. System returns message “No results 
found for that Company Name” 

 

6. User closes results and 
populates Company details 

  

7. User selects “Save” 8. System returns message “Company 
creation successful- Company #”. 

 

9. User clicks “OK”   

   
Alternate Path 1: Company Name or Similar Name Exists-Modify 

 1.1 At step 5, if the same or similar name 
exists, system will display a list with the 
name or names to select from and option to 
update or continue with new creation 

 

1.2 User selects the name to update 1.3 System will populate existing 
record/company information to update. 

 

1.4 User updates information detail   
1.3 User selects “Save” 1.5 System updates the information that has 

changed and returns message “Company 
modification successful-Company#” 

 

1.6 User clicks “OK” or closes message 
window 

  

Business Rules: 
Refer to related use cases 
Design: 
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Refer to related use cases 
 
(Step 1.1)  
When displaying the list, show Company Name, Business Address detail and Status  
 
(Step 1.2)  
If the user has not selected a Company Name and presses Save, system will attempt to create 
a new contractor 
 
(Step 4, 1.3, 2.2, 3.4) Audit Trail: 

1. An audit trail entry will be made for creation or modification of a company 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

1. Intake and Finance will have the rights to create or modify company information not pre-
populated via Business License 

Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
(Step 1.1) 
Must be able to search by utilizing one or more of the below field criteria 

• Company Name –when utilizing in search criteria look for what is entered in the field 
within the Contractor Name. ie Cupcake entered may yield Cupcakes Limited, We Love 
Cupcakes 

• Street #  
• Street Name 
• Telephone 
• Status 

Reporting: 
Must be able to export a report by utilizing one or more of the below field criteria 
Export will yield all company information fields and data 

• Company Name –when utilizing in search criteria look for what is entered in the field 
within the Company Name. ie Cupcake entered may yield Cupcakes Limited, We Love 
Cupcakes 

• Street #  
• Street Name 
• Telephone 
• Status 

Comments: 
• Nice-to-Have A historical view of businesses owned by the same person  
• Nice-to-Have A historical view of name changes on the same business 

Business name is utilized via Fire Department in determining recycle/reject rate of plans. Ie, 
some companies repeatedly submit bad plans or do not follow procedure although the 
procedures and requirements have been explained to them several times. When a company 
changes names, it makes it difficult to track. Having the historical information will assist fire in 
determining reject rates and repeat offenders.  The historical information will need to come from 
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business license.  
 

• Multiple departments use the same companies. Fire Department and Building seem to 
utilize the same contracting names. Ideally, if Building already inputs a contracting 
company, Fire Department would like to utilize the same entry and prevent duplicate 
entries. 

• Fire Department will need to identify business process wise how to enter Company 
Names that are the same if constraint “Company Name must be unique” is kept or if there 
should be allowance for duplicate names but add a third criteria to make it unique based 
on address or division, etc. 
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Dept. Name: Fire Department 
Process Name: FD-Create-Modify-Applicaton-Request Process 
Use Case Number: FD011 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  SystemMonitoring-IncomingEmail 
Level: User Goal 
Description:  The system will monitor email coming into specified email/mailboxes and 
automatically create a request or update a request  
Precondition:  
Primary Actor:  Customer 
Secondary Actor:  System 
Related Use Case(s):   
Success:  A work request is created or an existing request is updated.  
Initial 1: Customer submits an email with a request number or permit number  in subject  

Actor System Rate 
1. Customer has a question 

regarding a request or permit 
 N 

1. Customer creates an  email to X 
specified address with the 
request number in the subject 
line 

2. System monitors email coming into 
inbox  

N 

 3. System checks for request number in 
subject 

N 

 4. System identifies a matching request N 
 5. System submits the 

communication/email into the request 
N 

 6. System notifies assignee an email 
has been received regarding the 
request and provides a link to the 
correspondence 

N 

 7. Assignee executes the link and 
system opens the correspondence 
for review 

N 

Alternate Path 1: Customer submits an email with a general question 
1.1 At Step 2 customer creates an email without an existing request or permit 

number in the subject.. 
1.2 Go to step 3 & 4 
1.3 At Step 5, system does not identify a matching request 
1.4 System creates a request in the system and automatically assigns it to a staff 

member for review 
1.5 Staff logs into the system and reviews the request 
1.6 Staff inputs work log activity/notes, time spent, and closes/completes request. 

N 

Business Rules: 
Design: 
(Step1.5) A user can relate one request to another relationship. Ie if an emailed request was 
received but it was regarding another open request, the user can relate the new request to the 
older request. 
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(Step 7) The assignee can reply to an email from within the system/send email 
correspondence within the system 
Audit Trail: 

1. An audit trail entry will be made for creation and modification of an email request. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

Security Requirement(s):   
Not Applicable 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Comments:  

• FD will need to identify what email boxes will need to be monitored and upon request 
completion if request gets assigned to a general queue or gets auto-assigned based on 
a set of rules. 

• FD will need to identify what gets entered  (inputs) into a new request creation- Usually 
subject goes into summary,Body of email goes into Detail Decription. System populates 
submitter via looking for matching email address information. 

• FD will need to identify assignment for emails 
• Prior to implementation, need to determine system and business process on what to do 

in the event of non-deliverable emails/emails returned due to invalid email addresses or 
email addresses no longer in service.  

• Mailboxes currently monitored: 
a) permits@ClarkCountyNV.gov 

Reporting: 
• One report shall provide a count of emails received over a specified date range 
• One report shall provide detail and summary of time spent per request/email.  
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Dept. Name: Fire Department 
Process Name: FD-Create-Modify-Applicaton-Request Process 
Use Case Number: FD012 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  CustomerPaymentOnline 
Level: User Goal 
Description:  User needs to make a payment on outstanding fees on an existing request  
Precondition:  
A request was submitted and has outstanding fees due. 
The user already has a profile required to manage payments, permits, requests, etc. 
Primary Actor:  Customer 
Secondary Actor:   
Related Use Case(s):   
Success:  Payment is made and applied to a specific request or transaction  
Initial Path: User has outstanding fees due and need to make a payment 

Actor System Rate 
1. User logs into website 2. System checks for any outstanding 

fees due on: 
a) Requests submitted via the user 
b) Requests submitted via the company 

the user is contracting for 

 

 3. System detects outstanding fees are 
due  and displays an alert and a list 
with Request # XXXX  or Permit # 
XXXXX and fees due and prompts 
user for payment. 

 

4. User selects the specific request 
or permit and selects make 
payment 

5. System prompts user for method of 
payment- via credit card or escrow 

 

6. User selects credit card as the 
method of payment 

  

7. User enters credit card  
information, amount to apply to 
transaction and submits 

8. System displays confirmation of 
transaction to be completed 

 

9. User confirms transaction 10. System completes payment 
transaction and  displays 
confirmation of receipt 

 

 11. Payment and receipt detail displays 
on request 

 

 12. System allows option to print receipt  
Alternate Path 1: No outstanding` fees detected on requests submitted by user or company 
person is contracted with. User can select a specific request to make a payment on. 
1.1 At Step 3, no outstanding fees are detected 
1.2 System provides option to search for a specific request number or permit number 
1.3 User enters request or permit number  
1.4 System returns a list of results 
1.5 Continue to Step 4 
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1.6 System displays detail of request and provides total fees due 
1.7 User selects option to make payment.  
1.8 Go to step 5-12 
Alternate Path 2: User wants to pay for a renewable permit/renew a permit 
2.1 At Step 3, no outstanding fees are detected 
2.2 System provides list/table/console of permits to manage/view 
2.3 User selects the specific permit he/she wants to manage 
2.4 System displays detail of the permit 
2.5 User selects option to pay for renewal 
2.6 Go to steps 5-12 
Alternate Path 3: User is in the middle of an existing transaction such as a request for a permit 
that requires fees 
3.1 Skip Step 1-7  
3.2 System calculates fees due (Refer to Fire Department Fee Table) 
3.3 System presents user option to pay or Cancel request 
3.4 System prompts user for method of payment via credit card or escrow 
3.5 User selects payment option and goes through payment process 
3.6 Continue to Step 8-12 
Business Rules: 
(Step 5) A user can only pay with Escrow if he/she is considered the manager or authorized 
user of the specified account 
(Step 1.1) Any user can make a payment against a request that has outstanding fees 
Audit Trail: 

1. An audit trail entry will be made for a payment submitted 
2. Audit trail information will include User id, date/time, brief detail of transaction 

Design: 
(Step 5) System will allow payment from user online via method of Credit Card or Escrow 
account 
(Step 5) System will inform user of amount currently in Escrow prior to payment. If funds are 
insufficient, system will allow customer to deposit funds and payment of transaction. 
 
(Step 10) If credit card transaction is not approved, system will provide option to resubmit 
payment using another method or a different credit card 
Security Requirement(s):   
Not Applicable 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Comments:  
Reporting: 

• One report shall provide detail, summary and a count of all payment transactions 
completed directly by customer based on a specified date range  
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Dept. Name: Fire Department 
Process Name: FD-Create-Modify-Applicaton-Request Process 
Use Case Number: FD013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  CustomerPaymentInPerson 
Level: User Goal 
Description:  User needs to make a payment on outstanding fees on an existing request-in 
person 
Precondition: A request was submitted and has outstanding fees due. 
Customer comes in person to make a payment 
Intake is already logged into the system. 
Primary Actor:  Intake 
Secondary Actor:  Customer 
Related Use Case(s):   
Success:  Payment is made and applied to a specific request or transaction  
Initial Path: Customer has outstanding fees due on a request and needs to make a payment in 
person 

Actor System Rate 
1. Intake staff selects option to 

search for request by request 
number 

  

2. Intake staff enters request 
number and selects search 

3. System checks for any outstanding 
fees due 

 

 4. System alerts user X dollars are 
owed on request, Do you want to 
make a payment? 

 

5. Intake selects option to make 
payment 

  

 6. System prompts user for method of 
payment- via cash, check, credit card 
or escrow 

 

7. Intake selects cash as the 
method of payment 

  

8. Intake enters amount to apply to 
transaction and submits 

  

 9. System displays confirmation of 
transaction to be completed 

 

10. Intake confirms transaction 11. System completes payment 
transaction and  displays 
confirmation of receipt 

 

 12. Payment and receipt detail displays 
on request 

 

 13. System allows option to print receipt  
14. Intake prints receipt and gives to 

Customer 
  

Alternate Path 1: Search for request by Company 
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1.1 At Step 1 Intake looks up Company information 
1.2 System provides table/list of outstanding requests/open requests for that company 
1.3 Intake double clicks on request 
1.4 Continue to Step 3-14 

 

Alternate Path 2: User is in the middle of an existing transaction such as a request for a permit 
that requires fees 
2.1 (Skip Step 1-5) 
2.2 System calculates fees due (Refer to Fire Department Fee Table) 
2.3 Go to Step 6-14 

 

Business Rules: 
(Step 6) A user can only pay with Escrow if he/she is considered the manager or authorized 
user of the specified account 
 
Audit Trail: 

1. An audit trail entry will be made for a payment submitted 
2. Audit trail information will include User id, date/time, brief detail of transaction 

Design: 
(Step 6) System will allow payment from user in person via method of Credit Card, Escrow 
account, Cash or Check. 
(Step 6) Syste will allow application of same check number to multiple transactions. 
(Step 6) System will inform user of amount currently in Escrow prior to payment. If funds are 
insufficient, system will allow customer to deposit funds and payment of transaction. 
(Step 11) If credit card transaction is not approved, system will provide option to resubmit 
payment using another method or a different credit card 
Nice to Have-lookup list of permits via property address or parcel number 
Security Requirement(s):   
Not Applicable 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

• One report shall provide detail or summary of permits issued to a specified address by 
Date Range and/or All permits   

Comments:  
• Fire Department Fee Table will need to be identified prior to implementation 
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Dept. Name: Fire Department 
Process Name: FD-Permit-Permit Survey Form 
Use Case Number: FD014 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Customer-PermitSurveyOnline 
Level: Summary 
Description:  User needs to submit a permit survey form per the request of a Clark County department 
Precondition: A permit survey form was not already submitted for the same project. 
Customer already has a profile/login online and is logged into the site 
Primary Actor:  Customer 
Secondary Actor:  Plans Checker 
Related Use Case(s):   
FD002-PopulateAddressInformation 
FD004-PopulatePersonInformation 
FD005-PopulateCompanyInformation 
Success:   
Permit survey form is submitted for review, and Plan Checker reviews and responds with comments 
electronically. 
Initial Path: Customer needs to submit a permit survey as requested via another department and some checkbox 
responses selected resulted in a Yes. 
Actor System Rate 
 1. System provides option to submit a permit 

survey request 
 

2. Customer selects submit “Permit 
Survey” request 

3. System displays Permit Survey Detail  

4. Customer completes form detail and 
saves request 

5. System validates required fields of data are 
complete and formatted properly. 

 

 6. System retains permit survey form 
information 

 

 7. System displays confirmation of successful 
submission to customer 

 

 8. System checks for answers on checkboxes  
 9. System identifies one or more Yes responses 

were made 
 

 10. System automatically assigns request to 
available staff responsible for Permit Survey 
(based on Work Assignment table) 

 

 11. System displays request in Fire Department 
assignee work console 

 

 12. If Hazardous Occupancy required answer is 
yes, System sends email notification to 

 



Agency requiring permit survey and Building 
department regarding permit survey form 
submission 

13. Plans Checker opens request from work 
management console 

14. System displays detail of request  

15. Plans Checker reviews survey form   
16. Plans Checker adds notes/ comments   
17. Plans Checker adds electronic signature 

to verify request has been reviewed.  
  

18. Plans Checker adds start date/time and 
end date/time 

  

19. Plans Checker changes request status 
to Complete and saves 

20. System retains information and sends email 
notifications to: 
a) customer regarding completion and 

detail of review 
b) Agency requiring signature regarding 

completion 
c) Building department regarding 

completion 

 

Alternate Path 1: Customer needs to submit a permit survey as requested via another department and checkbox 
responses selected resulted in a No. 
1.1 (Step 8) System identifies No responses were made 
1.2 Skip Steps 9-18 
1.3 System automatically sets status to Complete 
1.4 Go to Step 19 
1.5 Process ends 

 

Alternate Path 2: Plans Checker requires additional information and puts request in Pending status.  

2.1(Step 15) Plans Checker requires additional information and changes status to Pending with Pending 
detail of Customer information.  
2.2 System prompts Plans Checker to enter email with detail of information Plans Checker requires 
2.3 Plans Checker enters email and saves. 
2.4 System sends email notification to customer with detail of information requested and a link to 
website where customer can respond and upload additional information 
2.5 (Time Delay) Customer responds with information and submits on website 
2.6 System alerts Plans Checker an unread email related to request # is waiting 
2.7 Plans Checker reviews email and returns to Step 15-19 

 

Business Rules: 
(Step 5 & 18) All Agencies/Departments shall have visibility to the Permit Survey form submissions and results in 
order to prevent duplicate requests or submissions. 
(Step 9) The system shall set the due date for permit survey requests at 3 business days  from the submission 
date. 



(Step 2.1, 2.2) System shall set the due date 3 business days from current date/time and include the due date 
change within the notification to the customer. The customer has 2 business days to respond. If no response is 
received within that period, the system will automatically cancel the request and notify the customer a new 
request will need to be submitted 
Design: 
(Step 2) Permit Survey Detail 
 

Field Name Data Type Description/Comments Required Field? 

Applicant Information  <Person 
Information> 

 Person who is submitting the request Y 

Agency Requiring Signature Checkbox Agency which is requiring the survey 
to be completed. 
Selection options allow more than 
one to be selected: 
Air Quality 
Building Division 
Business License 
Current Planning 
Fire Department 
Health District 

Y 

Type of Work Being 
Completed 

Alphanumeric Project detail/purpose of work Y 

Property Type Checkbox Selection of one: 
Business 
Residence 

Y 

Business/Residence Address <Address 
Information> 

 Address permit survery form request 
is for 

Y 

Business/Residence Name/ <Company 
Information> 

Company permit survey form request 
is for 

Y 

Does your project include? Text Label text for questions below it ----------- 
Propane Tank Checkbox Selection of Yes/No 

If Yes- require input of # of gallons 
Y 

# of gallons Numeric    If Yes on Propane 
Tank 

Flammable/Combustible 
liquid tank(s) 

Checkbox Selection of Yes/No 
If Yes- require input of # of gallons 

Not required if 
Residence 



# of gallons Numeric Volume for Flammable/Combustible 
liquid 

If Yes on 
Flammable/Combusit
ble liquid tank(s) 

High-piled storage* Checkbox Selection of Yes/No 
If Yes- require input height 

Not required if 
Residence 

Height Alphanumeric Height of high piled storage If Yes on High-piled 
storage 

Spray paint booths Checkbox Selection of Yes/No Not required if 
Residence 

Compressed Gases Checkbox Selection of Yes/No 
If Yes- require input of Type and # of 
cubic ft 

Not required if 
Residence 

Cubic Ft Alphanumeric Amount for compressed gases If Yes on Compressed 
Gases 

Dust Collection System Checkbox Selection of Yes/No 
If Yes- require input of Room Size and 
# for flow rate 

Not required if 
Residence 

Room Size Alphanumeric Detail for dust collection system If Yes on Dust 
Collection System 

Flow Rate Alphanumeric Detail for dust collection system If Yes on Dust 
Collection System 

Chemicals-Storage, 
Manufacture, or Use 

Checkbox Selection of Yes/No 
If Yes- require input of type and # for 
qty 

Not required if 
Residence 

Type Alphanumeric Detail for chemicals being stored or 
manufactured 

If Yes on Chemicals-
Storage,Manufacture, 
or Use 



Qty Alphanumeric Detail for chemicals being stored or 
manufactured 

If Yes on Chemicals-
Storage,Manufacture, 
or Use 

Note about Yes response Text Information text 
A “Yes” response may require a 
permit from the Clark County Fire 
Department.  Contact CCFD 
Planscheck at 
fppcq@clarkcountynv.gov  or (702-
455-7316) for permit requirements.  
Plans must be reviewed and approved 
by CCFD Planscheck Division.  A “Yes” 
response to any of the above 
conditions may also require a Special 
Use Permit from the Current Planning 
Division.  

 N/A 

Note about High Piled 
storage 

Text Information text 
*High-Piled Storage is storage of 
combustible materials in closely 
packed piles or combustible materials 
on pallets, in racks or on shelves 
where the top of storage is greater 
than 12 feet (3658 mm) in height.  
High-piled combustible storage also 
includes certain high-hazard 
commodities, such as rubber tires, 
Group A plastics, flammable liquids, 
idle pallets and similar commodities, 
where the top of storage is greater 
than 6 feet in height. 
**Refer to the Clark County Fire 
Departments “Hazardous Materials 
Systems” Guideline.  

 N/A 

Hazardous Occupancy 
Required  

Checkbox Selection of Yes/No 
If Yes- Building Special Use Permit 
Required 

 Y 

 
(Step 9) Request will be automatically assigned to available staff with “Permit Survey” responsibilities which will 
be maintained in a Work Assignment table. The Work Assignment table will contain a designation of the type of 
work assignments a resource may work on. Ie Record Search, Inspection, Fire Drill, Complaints, Courtesy 



Inspections. A resource may be responsible for several different kinds of work assignments. 
Audit Trail: 

1. An audit trail entry will be made for submission and modification of a Permit Survey request  
2. Audit trail information will include User id, date/time, detail of transaction 

Security Requirement(s):   
Not Applicable 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 

Reporting: 

Comments:  
• (Step 11 & 19) Will require the agencies to decide on an email distribution to use for the notification. 
• (Step 19) Need to decide on email verbiage prior to implementation. Ie. Customer email output may 

include a notification indicating Fire Department has reviewed the information provided and based on 
the information, the following permits are recommended: and include a list of the permits plans checker 
supplied. Also want to include instructions or links to the guidelines.  

• (Step 12) Need to identify from Building department if this is still required 
Example of Permit Survey paper form  to be replaced 



 
 
 



Dept. Name: Fire Department 
Process Name: FD-Create-Modify-Application-Request Process 
Use Case Number: FD015 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  CustomerCheckRequestStatus 
Level: User Goal 
Description:  Customer needs to check the status of a request online 
Precondition: Customer already has a login to the website. 
A request was already submitted. 
Primary Actor:  Customer 
Secondary Actor:  Fire Department Staff 
Related Use Case(s):   
Success:  Customer can review status and/or submit a message to assignee for status  
Initial Path: View request detail from table 

Actor System Rate 
1. User logs into the website   

 2. System displays table/list of Open 
Requests on main screen/home 
page 

 

3. User double clicks on a specific 
request 

4. System displays Request Detail 
 

 

Alternate Path 1: Request not visible on table-lookup by # 
1.1 (Step 2) the request is not visible on the table or list 
1.2 System provides option to look up a request by number, Company or Submitter 
1.3 User looks up request by number and inputs the request number 
1.4 System searches for request and locates the request 
1.5 Go to Step 4 

 

Alternate Path 2: Request not visible on table-lookup by Company 
2.1 (Step 1.3) User looks up request by Company 
2.2 System searches for Company or similar company name and provides list of companies to 
select from.  
2.3. User makes selection 
2.4 System searches for list of Open Requests and returns final list to select from 
2.5 Go to Step 3 & 4 
Alternate Path 3: Request not visible on table-lookup by Submitter 
3.1 (Step 1.3) User looks up request by Submitter last and first name 
3.2 System searches for requests opened by the Submitter and provides a list of individuals by 
that name 
3.3. User makes selection 
3.4 System searches for list of Open Requests  submitted via individual and returns final list to 
select from 
3.5 Go to Step 3 
Alternate Path 4: User wants to request additional detail/update as to what is occurring with 
request 

4.1 (Step 4) User is looking at the request detail and wants to request additional 
detail/status 
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4.2 System provides option to “Request additional detail/information” 
4.3 User selects option and enters information into an email and submits 
4.4 System sends Email Notification to assignee 
4.5 Assignee logs into system and opens request 
4.6 Assignee responds to email within system  

Business Rules: 
(Step 2) Only open requests submitted via the user will display on the list or table 
Design: 
(Step 2) Open Requests table/list shall include: 

• Request # 
• Request type 
• Creation Date 
• Request Status 
• Request Summary 
• Company 

(Step 4) Request Detail shall include: 
• Visible stage indicator that the request ie Plan Review-1st review, Pending Plan Review, 

Pending Inspection Schedule. 
• Visibility to request data/field data entered via the user 
• Request type 
• Creation Date 
• Request Status 
• Request Summary 
• Company 
• Plan Status 
• Plan Due Date -if a Plan is applicable to the request 
• Related requests or permits associated with the request 
• Inspection Status 
• Next Inspection Date-if an Inspection is applicable to the request 

(Step 4.5) Email Notification shall include: 
Subject: Additional detail/information requested for Request # 
Body:  

• Request Type 
• Request Summary 
• Company 
• Request Status 
• Email detail entered in step 4.3 

Audit Trail: 
1. An audit trail entry will be made for submission of a request for additional 

detail/information 
2. Audit trail information will include User id, date/time, brief detail of transaction 

Security Requirement(s):   
Not Applicable 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
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Comments:  
Reporting: 
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Dept. Name: Fire Department 
Process Name: FD-Create-Modify-Applicaton-Request Process 
Use Case Number: FD016 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  CustomerCancelRequest 
Level: User Goal 
Description:  Customer needs to cancel request online 
Precondition: Customer already has a login to the website. 
A request was already submitted. 
Primary Actor:  Customer 
Secondary Actor:  Intake 
Related Use Case(s):   
Success:  Customer can cancel or submit a request for cancellation  
Initial Path: User wants to cancel a request online-no activity 

Actor System Rate 
1. User logs into the website   

 2. System displays table/list of Open 
Requests on main screen/home 
page 

 

3. User double clicks on a specific 
request 

4. System displays Request Detail 
 

 

 5. System displays option to cancel 
request 

 

6. User selects opton to cancel  7. System prompts for cancellation 
reason/detail 

 

8. User enters cancellation 
reason/detail and submits 

9. System checks for any activity 
completed 

 

 10. Sytem detects no user activity 
completed 

 

 11. System checks for any scheduled 
plan assignment- cancels plan review 

 

 12. System checks for any scheduled 
inspection assignment- cancels 
inspection 

 

 13. System checks for fees assessed 
and creates a work request for 
Finance. 

 

 14. System notifies assignee request has 
been cancelled 

 

 15. System sets Request Status to 
Cancelled 

 

Alternate Path 1: User wants to cancel a request online-but activity has been completed 
1.1 (Step 10) System detects activity has been completed 
1.2 System notifies customer “A request for cancellation has been submitted to the 

Fire Department” 
1.3 System creates a Work Request  for “Request Cancellation” and assigns to Intake 
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queue 
1.4 Refer to FD017-CancelRequest 
Business Rules: 
(Step 2) Only open requests submitted via the user will display on the list or table 
Design: 
(Step 2) Open Requests table/list shall include: 

• Request # 
• Request type 
• Creation Date 
• Request Status 
• Request Summary 
• Company 

(Step 4) Request Detail shall include: 
• Visible stage indicator that the request ie Plan Review-1st review, Pending Plan Review, 

Pending Inspection Schedule. 
• Visibility to request data/field data entered via the user 
• Request type 
• Creation Date 
• Request Status 
• Request Summary 
• Company 
• Plan Status 
• Plan Due Date -if a Plan is applicable to the request 
• Related requests or permits associated with the request 
• Inspection Status 
• Next Inspection Date-if an Inspection is applicable to the request 

(Step 4.5) Work Request shall include: 
• Request #- Request # of the request that needs to be cancelled 
• Request Type- Request type of the request that needs to be cancelled 
• Request Summary- “Request Cancellation for Request #”  
• Cancellation Reason- Cancellation reason submitted in Step 7 
• Submitted By- User information who submitted the cancellation request. 

Audit Trail: 
1. An audit trail entry will be made for cancellation of a request. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

Security Requirement(s):   
Not Applicable 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Comments:  
Reporting: 
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Dept. Name: Fire Department 
Process Name: FD-Create-Modify-Application-Request Process 
Use Case Number: FD017 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  CancelRequest 
Level: User Goal 
Description:  Fire Department needs to cancel a request 
Precondition: User is already logged into the system 
Primary Actor:  Intake 
Secondary Actor:  Finance 
Related Use Case(s):   
Success:  Any open tasks for plan review, or inspection are cancelled and request is cancelled 
in the system.   
Initial Path: User wants to cancel a request  

Actor System Rate 
 1. System provides option to look for 

request by request #, Company, 
Submitter 

 

2. User searches for request by # 3. System displays Request Detail  
 4. System displays option to cancel 

request 
 

5. User selects opton to cancel  6. System prompts for cancellation 
reason/detail 

 

7. User enters cancellation 
reason/detail and submits 

  

 8. Sytem detects no user activity 
completed 

 

 9. System checks for any scheduled 
plan assignment- cancels plan review 

 

 10. System checks for any scheduled 
inspection assignment- cancels 
inspection 

 

 11. System checks for fees assessed 
and prompts user to select funds to 
refund or select no refund 

N 

12. User selects no refund 13. System notifies assignee request has 
been cancelled 

 

 14. System sets Request Status to 
Cancelled 

 

 15. Request no longer displays in open 
requests/work to be managed 

 

Alternate Path 1: Specific fees are required to be refunded 
1.1 (Step 11) User selects check boxes next to fees to be refunded and submits 
1.2 System automatically calculates fees to be refunded  
1.3 System displays to user  Total amount to be refunded and option to confirm or 

cancel 

N 
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1.4 User selects confirm 
1.5 System processes refund 
1.6 Go to Step 10 & 11 
Business Rules: 
Design: 
(Step 3) Request Detail shall include: 

• Visible stage indicator that the request ie Plan Review-1st review, Pending Plan Review, 
Pending Inspection Schedule. 

• Visibility to request data/field data entered via the user 
• Request type 
• Creation Date 
• Request Status 
• Request Summary 
• Company 
• Plan Status 
• Plan Due Date -if a Plan is applicable to the request 
• Related requests or permits associated with the request 
• Inspection Status 
• Next Inspection Date-if an Inspection is applicable to the request 

 
Audit Trail: 

1. An audit trail entry will be made for cancellation of a request. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Not Applicable 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Comments:  
Reporting: 
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Dept. Name: Fire Department 
Process Name: FD-Create-Modify-Application-Request Process 
Use Case Number: FD018 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name: CourtesyInspection 
Level: User Goal 
Description:  Customer wants to setup a Courtesy Inspection and contacts Fire Department 
to setup an inspection 
Precondition: 
Primary Actor:  Scheduling 
Secondary Actor:   
Related Use Case(s):   
FD019-System-Auto-Assignment-Inspection 
FD005-PopulateCompanyInformation 
FD004-PopulatePersonInformation 
FD002-PopulateAddressInformation 
Success:   
Courtesy Inspection Request is submitted and an inspection task created, scheduled and 
assigned. 
Initial Path : Customer contacts the Fire Department and wants to setup a courtesy inspection 

Actor System Rate 
1. User selects Courtesy Inspection 

request  
2. System displays Courtesy 

Inspection Request Detail 
 

3. User populates Courtesy 
Inspection Request Detail 

4. System validates required field 
information is complete and proper 
formatting is met. 

 

 5. System prompts user for date/time 
Inspection should be scheduled for 

 

6. User selects date/time & submits 7. System checks for designated 
inspector and availability. Refer to 
FD019-System-Auto-Assignment-
Inspection 

 

 8. System detects date/time is available  
 9. System alerts user date/time and 

inspector to be assigned 
 

10. User confirms assignment 11. System submits request and creates 
related inspection task. 

 

 12. System displays request/task in Fire 
Department assignee work console 
and calendar of assignments 

 

 13. System returns message- Request # 
and inspection has been scheduled 

 

 14. System returns user to main 
screen/home page 

 

Alternate Path 1: Date/Time requested is unavailable-choose alternate date/time 
1.1 (Step 8) System detects date/time is not available for designated area inspector  
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1.2 System presents alternative dates/times for designated area inspector and backup 
inspector 

1.3 User selects alternative date/time  
1.4 Go to Steps 11-14 

Business Rules: 
1. A Courtesy Inspection does not have fees assessed/charged unless the customer 

selected an inspection date/time that was on overtime.  
2. All inspection types must be visible on an inspectors schedule and contribute to the 

total calculation of time/work an inspector can be allocated per day 
3. A Courtesy Inspection can only be submitted via contacting the Fire Department. It will 

not be made available to customers online 
4. Plans are not submitted/Plan Review is not completed as part of a Courtesy Inspection 

Design: 
Courtesy Inspection Request Detail 

Field Name Data Type Description/Comments Required Field? 
Applicant 
Information 

<Person 
Information> 

Person who submitted 
the request 

Y 

Contact Information <Person 
Information> 

Person who will be the 
contact for the inspector 

Y 

Contact Same As 
Applicant 

Checkbox If checked, Contact 
Information is not 
required 

N 

Project Name Alphanumeric Field used to designate if 
this is for a project. 

N 

Inspection Address <Address 
Information> 

Field used  to designate 
the address to be 
inspected 

Y 

Company Name <Company 
Information> 

Field used to designate 
the company the 
courtesy inspection is 
being done for 

Y 

Inspection Purpose Alphanumeric Field used to describe 
the purpose of the 
inspection  

Y 

 
Audit Trail: 

1. An audit trail entry will be made for creation and modification of a courtesy inspection 
request. 

2. Audit trail information will include User id, date/time, brief detail of transaction 
 

Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria & Reporting: 
Comments: 
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• Online Courtesy Inspection pdf version will be left as-
is.http://www.clarkcountynv.gov/Depts/fire/fire_prevention/Documents/CourtesyR
equestForm.pdf 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-Perform Inspection 
Use Case Number: FD019 
Revision: 2/12/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name: System-Auto-Assignment-Inspection 
Level: User Goal 
Description:   
Precondition: Request for an inspection is triggered through another workflow 
Primary Actor:  System 
Secondary Actor:  Customer 
Related Use Case(s):   

• FD012-CustomerPaymentOnline 
• FD028-Customer-ComplaintRequest 
• FD033 CreateBusinessLicenseInspection 
• FD051-SystemMonitoring-CreateOccupancyInspection 
• FD060-System-Auto-Assignment-Overtime 

Success:   
• Inspection is scheduled 
• Additional fees are calculated and assessed 
• Calendars and assignments updated 

Initial Path:  Inspection date/time was requested and needs to be scheduled and assigned for 
a major property or event (Specialty Assignment).  

Actor System Rate 
 1. System receives a request that 

requires an inspection 
 

 2. System identifies inspection required 
based on Permit type or Request 
type  

 

 3. System queues up inspection   
 4. System checks if request is for major 

property  
 

 5. System determines inspection is for a 
major property and looks up 
inspector under Specialty 
Assignment 

 

 6. System checks date requested and 
inspector’s calendar and availability 
and workload 

 

 7. System determines inspector is 
available and assigns inspection to 
resource. 

 

 8. System updates and displays 
assignment on inspector work 
console and calendar 
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Alternate Path 1:  Inspection date/time was requested and needs to be scheduled and 
assigned for a major property or event (Specialty Assignment). Backup is required. 
1.1 (Step 7) System determines Specialty assigned inspector is unavailable. 
1.2 System looks up inspector’s Backup 
1.3 System checks date requested and Backup inspector’s calendar and availability 
1.4 System determines Backup is available and assigns inspection to inspector 
1.5 Go to Step 8 

 

Alternate Path 2:  Inspection date/time was requested and needs to be scheduled and 
assigned for a major property or event (Specialty Assignment). Neither Specialty designated 
inspector nor Backup are available. 
2.1 (Step 1.4) System determines Specialty inspector and Backup are unavailable. 
2.2 System checks skillset required for inspection 
2.3 System checks availability of resources with skillset 
2.4 System determines match between skillset and availability and assigns inspection 
to inspector with least workload. 
2.5 Go to Step 8 

 

Alternate Path 3:  Inspection date/time was requested and needs to be scheduled and 
assigned for a major property or event (Specialty Assignment). Neither Specialty designated 
inspector nor Backup is available, nor another inspector with the required skillset. Alternate 
dates are selected 
3.1 (Step 2.4) System determines inspector with skillset is unavailable and notifies 
user, date/time selected will need to be scheduled on overtime and fees will be 
assessed unless user wants to select another date/time.  
3.2 User selects option for alternative dates 
3.3 System displays the next available 5 date/times  amongst the schedules of the 
inspectors in the initial path, alternate paths 1, 2, 4 
3.4 Use selects a different Date/Time  
3.5 System assigns inspector 
3.6 Go to Step 8 

 

Alternate Path 4:  Inspection date/time was requested and needs to be scheduled and 
assigned and is not for a major property or event (Non-Specialty Assignment)  
4.1 (Step 5) System determines inspection is not for a Major property or Event 
(Specialty Assignment) and assigns inspector based on Area Inspector Matrix  
4.2 Go to Step 6  
-If Area inspector is available. If Area inspector is available, go to Steps 7-8. 
-If Area inspector is unavailable, Go to Steps 1.2-1.5.  
-If Backup inspector is unavailable, System goes to Steps 2.2 & 2.5 
-If Inspector with Skillset is unavailable, System goes to Steps 3.1-3.6 

 

Alternate Path 5: Inspection date/time was requested and overtime is selected. 
5.1 (Step 3.2) User selects option for overtime. 
5.2 System calculates fees related to overtime  
5.3 System prompts customer that overtime will initially cost X$ and additional fees 
may be assessed do you still want to continue? 
5.4 User selects to continue 
5.5 System takes customer through payment process (Refer to FD012-

CustomerPaymentOnline) 
5.6 User completes payment process 
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5.7 System confirms payment amount and tentative date/time of inspection 
5.8 System returns user to home/main screen 
5.9 System continues processing – Go to FD060-System-Auto-Assignment-

Overtime) 
Business Rules: 
(Step 1)  

• If the request required plans submission, an Inspection cannot be scheduled until Plans 
have been Approved (Note: There are some Permit Types this rule does not apply to 
and where after plans review an inspection is not required Refer to the Fire Department 
Fee table) 

(Step 5)  
• An inspector can be designated as an assigned inspector for one or more Major 

Properties or Events (Specialty Assignment) and that property or event can 
technically reside within another inspector’s area designation.  

• Every Major Property shall have a designated inspector 
(Step 6) Complaint Inspections (Refer to FD028-Customer-ComplaintRequest) 

• For a Complaint Inspection, the system shall attempt to find the first available date 
based on Complaint Category requirement. 

• A Complaint cannot be scheduled on overtime 
• Complaint Category = High Inspection is to be scheduled and completed within 24 

hours 
• Complaint Category = Medium inspection is to be scheduled and completed within 7 

days 
• Complaint Category = Low inspection is to be scheduled and completed within 20 days 

(Step 6) Business License Inspections (Refer to FD033-CreateBusinessLicenseInspection) 
• For a Business License Inspection, the system shall attempt to find the first available 

date on inspector’s calendar and schedule the inspection  
• A Business License Inspection is not initially scheduled on overtime. A customer can 

login to the system and change the inspection date/time and based on requested 
inspection date/time, system may prompt customer to request overtime service and pay 
fees. 

• A Business License inspection must be scheduled and completed no later than10 
business days from the submission date. 

 
(Step 6) Occupancy Inspections(Refer to FD051-SystemMonitoring-
CreateOccupancyInspection) 

• If the inspection request is for an Occupancy Inspection, system will determine first 
available date/time on inspector’s calendar and schedule the inspection no later than 
required by the Occupancy Schedule  

• Occupancy Inspections shall not be scheduled on overtime 
 
(Step 6)  

• System will schedule inspectors to perform at minimum X hours of inspections daily. 
• Inspection times shall incorporate X minutes for travel time.  
• Normal workload for the day cannot exceed X hours per day and shall include 

meetings, and inspections.  
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• System will fill an inspector’s day with additional inspections if scheduled inspections 
run shorter than pre-calculated. 

• The system will not be expected to reallocate workloads when employees call in sick. 
(Step 4.1)  

• The Area Inspector Matrix will contain one Inspector to area (1:1 relationship-only one 
inspector per area) 

(Step 3.1) 
• The system shall keep track of when inspection date/times requested could not be met 

and the data shall be available via a report or export. 
• Date/Time Requested 
• Actual Date/Time Scheduled 
• Requesting Company 
• Request # 
• Permit # 

Design: 
Inspections will be assigned based on the following factors: 

• Specialty Assignment- a list of inspector assignments to major property or event  
• Area Inspector Matrix- a list of inspector assignments to geographical area  
• Backup- a list of who an inspector’s backup is 
• Skillset- a list of specific skills an inspector has 
• Calendar Availability-open time available to perform work related activities 
• Workload – amount of inspection hours inspector has allocated for the day 

(Step 2.3-2.4) 
• Nice-to-Have The system shall also look at the office location (or station) a resource 

works out of and select the resource that is closest (X miles of the inspection site). If 
there are no available resources within those X miles of the inspection site, then go to 
Step 3.1 

 
(Step 5)   

• System will need to have a listing (Specialty Assignment) of what is considered a 
Major Property or Event and the listing must be able to be maintained via the Fire 
Department. 

• A Specialty Assignment matrix will contain a mapping and assignment of Major 
Property Names or Event Names to Inspector(s). Note: This same matrix will contain 
Plans checker Specialty Assignments and must be able to be maintained via the Fire 
Department. 
 

(Entire Use Case) 
• In the event a request cannot be auto-assigned, the request will get assigned to 

scheduling to manually assign. The system will log an event with detail as to why the 
request could not be auto-assigned 
 

Audit Trail: 
• An audit trail entry will be made for creation and modification of an inspection request. 
• Audit trail information will include User id, date/time, brief detail of transaction 
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Security Requirement(s):   
• Management and scheduling will have the ability to manually assign and reassign 

inspections and modify allocated work requests as needed 
• Management and scheduling will have the ability to change the inspection date or due 

dates on work requests. 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria 
Reporting: 
Comments: 

• Specialty Assignment, Area Inspector Matrix, Backup, Skillset, Calendar Availability 
data will need to determined and entered on implementation 

Need to identify if specific inspections are codependent-in other words there may be multiple 
inspections for a related request but one inspection A may have to occur before inspection B 
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Dept. Name: Fire Department 
Process Name: FD-Permit-Apparatus Standby 
Use Case Number: FD020 
Created by (BA/BL/SME): Evelina Girard/Chief Blackmon/Chandra Adair & Craig Meyers 
Use Case Name:  Customer-ApparatusStandby-Online 
Level: Summary 
Description:  Customer needs to request an Apparatus Standby online 
Precondition: Customer already has a profile/login online and is logged into the site 
Primary Actor:  Customer 
Secondary Actor(s): Deputy Fire Marshal, Prevention & Suppression Chief Staff (C-Staff) 
Related Use Case(s):   
FD002-PopulateAddressInformation 
FD004-PopulatePersonInformation 
FD005-PopulateCompanyInformation 
FD021-System-Auto-Calculate Overtime 
Success:   
Apparatus Standby request submitted successfully. 
Notification received via standby email distribution. 
Base fee payment received. 
Update of request and additional fees assessed. Closure of Request. 
Initial Path: Customer requests an Apparatus Standby Online 
Actor System Rate 

1. Customer selects “Request Apparatus 
Standby Engine” 

  

 2. System displays Apparatus Request Detail 
dialogue 

 

 3. System pre-populates applicant’s 
information under Applicant section 

 

4. User enters Apparatus Request Detail 
and submits request 

5. System validates required fields of data are 
complete and formatted properly. 

 

 6. System retains request information  
 7. System calculates fees due $1200/unit 

(Refer to Fire Department Fee Table) 
 

 8. System presents customer option to pay or 
Cancel request.  

 

9. Customer goes through payment 
process and selects credit card as 
payment option 

10. System validates and processes information  

 11. System retains transaction information and 
processes request and notifies customer 
request submission was successful.  

 



 12. System automatically sends email to email 
distribution addresses for Finance, DFM, 
Chiefs, C-Staff 

 

 13. System sets request status to “Pending 
Assignment” 

 

14. DFM or Chief logs in and assigns 
prevention staff/Inspector(s) and Saves 
request 

  

15. C-Staff logs in, and assigns suppression 
staff and Saves request 

16. System sets status to “Assigned”, inserts 
entry on calendar and  sends email to 
assigned staff 

(Note: time lapse until next step) 

 

17. Staff performs standby request (Note: 
time lapse until next step) 

  

18. Suppression captain records detail of 
standby- staff arrival and departure 
date/time  

under  Additional Apparatus Standby 
Information 

  

19. Prevention inspector(s) records arrival 
& departure date/time under  
Additional Apparatus Standby 
Information 

20. Once Arrival and Departure Date/Time has 
been completed for assigned staff, system 
automatically sets status to “Completed” 

 

 21. System auto-calculates based on arrival 
time/date and departure time/date if over 4 
hours  and/or O.T and was required. 

 

 22. System calculates additional fees if over 4 
hours and/or O.T was required from 
Inspector and post additional fees to 
company balance. (Refer to Fire 
Department Fee Table) 

 

Alternate Path 1: Management Cancels request/End Process 
1.1 (Step 15, 16) Management staff changes request status to “Cancelled” – defined as apparatus standby will 

not be performed/was not performed and request no longer requires processing 
1.2 System prompts user for cancellation reason/detail/comments 
1.3 System sends a cancellation email notification to distribution lists in step 12 & 16 and updates calendar 

entry 
1.4 System submits refund Work request to Finance 
1.5 Process ends 
Alternate Path 2: Customer can select Escrow to pay 
2.1 (Step 8 & 9) Customer has the option to pay with Escrow account if logged in user is an authorized  



user of that company’s escrow account 
2.2 Continue to Steps 10-22 
Business Rules: 

1. Plans are not submitted/Plan Review is not completed as part of an Apparatus Standby 
2. Only a DFM (Deputy Fire Marshal), or Chief can assign staff to an Apparatus Standby request. 
3. More than one inspector can be assigned to an Apparatus Standby request 
4. More than one suppression staff can be assigned to an Apparatus Standby request 
5. Arrival and Departure Date/Time must be completed for each staff member before changing status to 

“Completed” 
6. All base fees must be paid in full at time of submission 
7. Standby request greater than 4 hours results in a Suppression staff charge of $300.00 per hour per unit 

(rounded up by .15 minutes) (Refer to Fire Department Fee Table) 
Design:  
Apparatus Request Detail 

 Field Name Data Type Description/Comments Required 
Field? 

Applicant Information  <Person Information> Person who submitted the 
request 

Y 

On-site Contact 1   <Person Information>   Y 

Contact Applicant Checkbox If selected, On-site Contact 1 
is not required 

N 

On-site Contact 2  <Person Information>   Y 
Company Name <Company Information> Company responsible for the 

standby request 
  

Event Information 
(information text label) 

Text Header text Y 

Purpose of Event Alphanumeric Describes the event taking 
place 

Y 

Complex/Facility Name Alphanumeric Describes the building, 
location, complex where 
evetn is taking place 

Y 

Event Address  <Address Information> Describes the address the 
event is taking place 

Y 

APN Numeric Describes the Assessor's 
parcel # 

N 

Reporting location for 
Standby 

Alphanumeric Describes where the standby 
staff should meet 

Y 

Requested Time/Date Date/Time Time/Date the standby 
request needs to take place 

Y 



 
 
 

Additional Apparatus Standby Information 
1. Target Start Date/Time – set to what customer inputs as “Requested Date/Time” but can be modified by 

Management (DFM, Chiefs) or Finance. 
2. Unit # Assigned – Can have up to 10 units assigned to a request 
3. Staff Names Assigned to Unit – Minimum of 4 staff assigned per unit  
4. Arrival Time/Date – for each staff member 
5. Departure Time/Date – for each staff member 

 
(Step 15)  
User can modify Target Start Date/Time (Requested Date/Time). In the event it is changed, the system will 
automatically email the distribution lists in step 12 & 16 
(Step 16) 
Email notification sent from the system will contain the following fields of information for an Apparatus Standby 
request:  
Subject: Apparatus Standby Assignment-Request # - Target Start Date/Time 
Body:  
Company Name 
Purpose of Event: 
Complex/Facility Name 
Event Address 
Staff Names Assigned to Unit 
Reporting Location for Apparatus 
Contact 1 information  
Contact 2 information 
 
 (Step 21 & 22) 

• Standby request greater than 4 hours results in an a Suppression staff charge of $300.00 per unit per 
hour (rounded up) (Refer to Fire Department Fee Table) 

• In the event of an Inspector overtime-refer to use case FD021-System-Auto-Calculate Overtime 
(Step 7 & 22)  

• Fire Department shall have the ability and flexibility to modify fees as needed 
Audit Trail: 

1. An entry will be made for creation and modification of the Apparatus Standby request 
2. Audit trail information will include User id, date/time, brief detail of transaction 

Number of Units 
Requested 

Numeric Number of standby units 
required for the event 

Y 

Security Requirement(s):   
1. Customer will have the rights to create an Apparatus Standby request. To modify the request, customer 

will need to contact the Fire Department at 702-455-7316 
2. Only a DFM or Chief can assign staff to the Apparatus Standby request.  



Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  

• Gap-Process for municipal Apparatus Standby will not be tracked within the system. There is no charge 
for municipal/government requests. 

• Suppression staff will need to be included in training on system, else if not, rules will need to be 
modified. 

• Fees within this use case or in the Fire Department Fee Table are subject to change and will need to be 
verified prior to implementation 

Example of current Apparatus Standby Form to be replaced 



 
 



Dept. Name: Fire Department 
Process Name: FD-Administrative-Overtime 
Use Case Number: FD021 
Revision: 2/21/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name: System-Auto-CalculateOvertime 
Level: Summary 
Description:  System automatically calculates and records overtime 
Precondition: 
Primary Actor:  System 
Secondary Actor: Plan Checker, Inspector, Management 
Related Use Case(s):   

• FD055-PlanReview 
• FD045-Create-ModifyInspectionResults 
• FD064-System-Auto-CalculateFees 

Success:   
• Time Spent during normal schedule is calculated and recorded 
• Time Spent during overtime is calculated and recorded 
• Overtime authorization is updated and sent electronically 
• Overtime authorization is approved electronically 
• Finance is sent Overtime information 
• Nice-to-Have Overtime is logged in Telestaff 

Initial Path : Plan Checker completes Plan Review  
Actor System Rate 

1. During Plan Review process 
(FD055), Plan Checker records 
Start and Stop Date/Time  

2. System checks Plan Checker 
schedule (normal staff business 
hours) 

 

 3. System compares Start and End date 
and time against normal schedule  

 

 4. System calculates  time spent during 
normal schedule 

 

 5. System calculates time spent during 
overtime  

 

 6. System logs time spent during 
normal schedule and time spent  on 
overtime for specified plan review  

 

 7. If System detects overtime was 
required, system prepares Plan 
Review Overtime Authorization 
and sends to Management (Chief)  

 

8. (Time Delay) Management 
reviews authorization and 
approves electronically 

  

Alternate Path 1: Inspector completes Inspection 
1.1 During Inspection process (FD045), Inspector records time while inputting 

Inspection Results (using Start and Stop timer or manual entry of Start/End 
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Date/Time) 
1.2 System checks Inspector’s schedule (normal staff business hours) 
1.3 System compares Start and End date and time against normal schedule  
1.4 System calculates  time spent during normal schedule 
1.5 System calculates time spent during overtime 
1.6 System logs time spent during normal schedule and time spent  on overtime  
1.7 If overtime was required, System will perform two tasks  

A) Update the Inspection Overtime Authorization with Actual Start & End 
Date/Time and Time Spent on Normal and Time Spent on Overtime 

B) Email prevention@co.clark.nv.us Overtime information 
Business Rules: 
(Step 5-6)  

• System will record actual overtime. (ie 1 inspector’s normal business hours are 7AM-
5PM. Inspection started at 4:00PM and lasted until 5:30PM. System would record the 
actual overtime = 30 minutes. ie 2…inspector’s normal business hours are 7AM-5PM. 
Inspection started at 7:00PM and lasted until 9:00PM. System would record actual 
overtime = 2 hours) 

• System will need to determine and record whether overtime was completed on 
extension (3 hours before shift or 3 hours after shift) and or outside shift and extension 
in order to calculate fees defined in FD064-System-Auto-CalculateFees 
 

Design: 
(Post Step 8)  

• Nice-to-Have The system shall provide an interface or report to review overtime 
authorizations within a user specified date range or by resource that accrued the 
overtime.  

• Nice-to-Have The system automatically logs overtime in Telestaff 
(Step 6)  

• Nice-to-Have The system shall provide an interface to input average time or it will 
calculate average times it takes to complete a plan review by permit type.  This will 
allow Management the opportunity to compare average completion times to actual 
completions, run Quality Checks and establish standard completion targets for plan 
reviews. 

• Nice-to-Have The system shall provide an interface to input average time or it will 
calculate average times it takes to complete an inspection by permit type.  This will 
allow Management the opportunity to compare average completion times to actual 
completions, run Quality Checks and establish standard completion targets for 
inspections. 

 
(Step 1.7) 

• Overtime information shall contain the following detail: 
• Inspector Name 
• Request #  
• Permit # 
• Address Overtime is applicable to: 
• Start Date/Time of Inspection  
• End Date/Time of Inspection 
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• Hours and Minutes Spent using Overtime (Extension & Non-Extension) 
• Hours and Minutes Spent using Normal Work Hours 

Audit Trail: 
1. An audit trail entry will be made for creation and modification of overtime entries 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

• System shall provide a Daily Dashboard or Report that displays a list of assignments 
(Fire Drill, Plan Reviews, Inspections, etc.) not completed/closed or cancelled and 
sorted by Due Date 

• The Daily Dashboard or Report shall contain the following fields of information: 
a) Assignee 
b) Due Date (Plan Review Due Date, Inspection Date) 
c) Request # 
d) Request Summary 
e) Permit Type 
f) Permit # 
g) Address/APN/GIS 
h) Company 
• The Daily Dashboard or Report shall allow the ability to view information by: 
a) Plan Service (i.e, OTC, 24hr, 48hr, 5, 10, 15, or 20 business days, etc.) 
b) Assignee (Assignments by Plan Checker, Inspector, other FD Staff) 
c) Total # in Queue 
 
• System shall provide a Weekly and Monthly Report of Total Assignments (Fire Drill, 

Plan Reviews, Inspections, etc.) completed by Assignee 
• The Weekly and Monthly Report of Total Assignments shall contain a summary 

(subtotal of all assignments by assignee) by Assignee and Total of all assignments at 
the end of the report. 

• The Weekly and Monthly Report of Total Assignments shall contain the following fields 
of information: 

a) Due Date 
b) Request # 
c) Request Summary 
d) Service(s) Selected 
e) Permit Type 
f) Permit # 
g) Time Spent (calculated from Start and End Time) 
h) Completed Date 

Comments: 
 

FD021-System-Auto-CalculateOvertime  Page 3 of 3 



Dept. Name: Fire Department 
Process Name: FD-Permit-Apparatus Standby 
Use Case Number: FD022 
Created by (BA/BL/SME): Evelina Girard/Chief Blackmon/Chandra Adair & Craig Meyers 
Use Case Name:  Customer-ApparatusStandby-InPerson 
Level: Summary 
Description:  Customer requests an Apparatus Standby in person. 
Precondition: User is already logged into system 
Primary Actor:  Intake 
Secondary Actor(s):  

• Customer 
• Deputy Fire Marshal, Prevention & Suppression Chief Staff (C-Staff) 

Related Use Case(s):   
FD002-PopulateAddressInformation 
FD004-PopulatePersonInformation 
FD005-PopulateCompanyInformation 
FD021-System-Auto-CalculateOvertime  
Success:   
Apparatus Standby request submitted successfully. 
Notification received via standby email distribution. 
Base fees calculated and payment received. 
Update of request and additional fees assessed. Closure of Request. 
Initial Path: Customer requests an Apparatus Standby Online 

Actor System Rate 
1. Intake selects Apparatus 

Standby Request 
2. System displays Apparatus Request 

Detail dialogue 
 

3. Intake enters Apparatus 
Request Detail and submits 
request 

4. System validates required fields of 
data are complete and formatted 
properly. 

 

 5. System retains request information  
 6. System calculates fees due 

$1200/unit (Refer to Fire 
Department Fee Table) 

 

 7. System presents user option to pay 
or Cancel request.  

 

8. Intake goes through payment 
process and selects credit card 
as payment option 

9. System validates and processes 
information 

 

 10. System retains transaction 
information and processes request 
and notifies user request submission 
was successful.  

 

 11. System automatically sends email to 
email distribution addresses for 
Finance, DFM, Chiefs, C-Staff 

 

 12. System sets request status to 
“Pending Assignment” 
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 13. System allows option to print receipt  
14. Intake prints receipt to give to 

Customer 
(Note: Time delay after this step) 

  

15. DFM or Chief logs in and assigns 
prevention staff/Inspector(s) and 
Saves request 

  

16. C-Staff logs in, and assigns 
suppression staff and Saves 
request 

17. System sets status to “Assigned”, 
inserts entry on calendar and  sends 
email to assigned staff 
(Note: time lapse until next step) 

 

18. Staff performs standby request 
(Note: time lapse until next step) 

  

19. Suppression captain records 
detail of standby- staff arrival and 
departure date/time  
under  Additional Apparatus 
Standby Information 

  

20. Prevention inspector(s) records 
arrival & departure date/time 
under  Additional Apparatus 
Standby Information 

21. Once Arrival and Departure 
Date/Time has been completed for 
assigned staff, system automatically 
sets status to “Completed” 

 

 22. System auto-calculates based on 
arrival time/date and departure 
time/date if over 4 hours  and/or O.T 
and was required.  

 

 23. System calculates additional fees if 
over 4 hours and/or O.T was required 
from Inspector and post additional 
fees to company balance. (Refer to 
Fire Department Fee Table and 
FD021) 

 

Alternate Path 1: Management Cancels request/End Process 
1.1 (Step 15, 16) Management staff changes request status to “Cancelled” – defined as 

apparatus standby will not be performed/was not performed and request no longer 
requires processing 

1.2 System prompts user for cancellation reason/detail/comments 
1.3 System sends a cancellation email notification to distribution lists in step 12 & 16 and 

updates calendar entry 
1.4 System submits refund work request to Finance 
1.5 Process ends 
Business Rules: 

1. Plans are not submitted/Plan Review is not completed as part of an Apparatus Standby 
2. Only a DFM (Deputy Fire Marshal), or Chief can assign staff to an Apparatus Standby 

request. 
3. More than one inspector can be assigned to an Apparatus Standby request 
4. More than one suppression staff can be assigned to an Apparatus Standby request 
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5. Arrival and Departure Date/Time must be completed for each staff member before 
changing status to “Completed” 

6. All base fees must be paid in full at time of submission 
7. Standby request greater than 4 hours results in a Suppression staff charge of $300.00 

per hour per unit (rounded up by .15 minutes) (Refer to Fire Department Fee Table) 
Design:  
Apparatus Request Detail 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

 
Additional Apparatus Standby Information 

1. Target Start Date/Time – set to what customer inputs as “Requested Date/Time” but 
can be modified by Management (DFM, Chiefs) or Finance. 

2. Unit # Assigned – Can have up to 10 units assigned to a request 
3. Staff Names Assigned to Unit – Minimum of 4 staff assigned per unit  
4. Arrival Time/Date – for each staff member 

Field Name Data Type Description/Comments Requir
ed 
Field? 

Applicant Information  <Person Information> Person who is requesting 
the standby 

Y 

On-site Contact 1   <Person Information>   Y 
Contact Applicant Checkbox If selected, On-site 

Contact 1 is not required 
N 

On-site Contact 2  <Person Information>   Y 
Company Name <Company 

Information> 
Company responsible for 
the standby request 

  

Event Information 
(information text 
label) 

Text Header text Y 

Purpose of Event Alphanumeric Describes the event 
taking place 

Y 

Complex/Facility 
Name 

Alphanumeric Describes the building, 
location, complex where 
evetn is taking place 

Y 

Event Address  <Address Information> Describes the address 
the event is taking place 

Y 

APN Numeric Describes the Assessor's 
parcel # 

N 

Reporting location 
for Standby 

Alphanumeric Describes where the 
standby staff should meet 

Y 

Requested 
Time/Date 

Date/Time Time/Date the standby 
request needs to take 
place 

Y 

Number of Units 
Requested 

Numeric Number of standby units 
required for the event 

Y 
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5. Departure Time/Date – for each staff membe 
 
(Step 8) Fire Department staff has the option to pay with Escrow account, Cash, Check or 
Credit Card 
(Step 15)  
User can modify Target Start Date/Time (Requested Date/Time). In the event it is changed, 
the system will automatically email the distribution lists in step 12 & 16 
(Step 16) 
Email notification sent from the system will contain the following fields of information for an 
Apparatus Standby request:  
Subject: Apparatus Standby Assignment-Request # - Target Start Date/Time 
Body:  
Company Name 
Purpose of Event: 
Complex/Facility Name 
Event Address 
Staff Names Assigned to Unit 
Reporting Location for Apparatus 
Contact 1 information  
Contact 2 information 
 
 (Step 21 & 22) 

• Standby request greater than 4 hours results in an a Suppression staff charge of 
$300.00 per unit per hour (rounded up)  (Refer to Fire Department Fee Table) 

• In the event of an Inspector overtime-refer to use case FD021-System-Auto-
CalculateOvertime 

(Step 6 & 23)  
• Fire Department shall have the ability and flexibility to modify fees as needed 

 
Audit Trail: 

1. An entry will be made for creation and modification of the Apparatus Standby request 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

1. Customer will have the rights to create an Apparatus Standby request online. To modify 
the request, customer will need to contact the Fire Department at 702-455-7316 

2. Only a DFM or Chief can assign staff to the Appartus Standby request.  
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  

• Gap-Process for municipal Apparatus Standby will not be tracked within the system. 
There is no charge for municipal/government requests. 

• Suppression staff will need to be included in training on system, else if not, rules will 
need to be modified. 

• Fees within this use case or in the Fire Department Fee Table are subject to change 
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and will need to be verified prior to implementation 
• Email distribution lists will need to be identified prior to implementation.  Current 

address utilized is CCFDEVENTS@ClarkCountyNV.gov 
• How does company get notified and pay additional outstanding fees or how should fees 

be invoiced 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-Perform Inspection 
Use Case Number: FD023 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  SystemMonitoring-UpdateSuppressionCAD 
Level: User Goal 
Description:  Fire Suppression’s Computer Aided Dispatch (CAD-Command Scope) System 
will be updated when a series of events occurs. 
Precondition:  
Primary Actor:  System 
Secondary Actor:   
Related Use Case(s):   

• FD045-Create-ModifyInspectionResults 
• FD055-PlanReview 

Success:  Computer Aided Dispatch System (CAD-Command Scope) is updated 
Initial Path: Building Structure changes from Building Departments 

Actor System Rate 
 1. System detects building structure 

changes from initial structure 
N 

 2. System triggers sends data or 
notification or revised plan to 
Suppression Computer Aided System 

N 

 3. System triggers a Pre-Plan review 
task to Suppression staff 

N 

Alternate Path 1: Hazardous material found or documented on structure 
1.1 (Step1) System detects hazardous material found related to a specific plan or 

inspection (Refer to use cases for Create-ModifyInspectionResults & Plans Review)  
1.2 Continue to Step 2 & 3 

N 

Alternate Path 2: Permits issued to a specific parcel/structure 
2.1 (Step1) System detects permits issued to a specific parcel/structure 
2.2 Continue to Step 2 
2.3 Process ends 

N 

Business Rules: 
Design: 
(Step 3)  
System will have a place to track (per address) when the last Pre-Plan review date was 
completed and  whom (UserID) the Pre-Plan review was completed by. 
(Step 1, 1.1, 2.1, 3.1, 4.1) System will scan for changes daily 
(Step 2) System will send data over to CAD system within 24 hours of trigger detection 
(Step) Audit Trail: 

1. An entry will be made for transfer of information to Suppression system  
2. Audit trail information will include system id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:  Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
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Reporting: 
Report listing of structure/parcel/address with list of hazardous materials on site. Requirement 
from state. 
Comments:  

1. Additional detail needs to be flushed out for this entire use case based on the the type of 
system and detail the system will have for building, plan submission/review, permitting, 
code enforcement, and Hazardous Material tracking. 

2. Not every structure requires a pre-plan, therefore, additional business rules need to be 
identified 

3. If updates from the new system cannot be made to the CommandScope, then a report of 
changes is desired so a lookup of record information can be completed 
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Dept. Name: Fire Department 
Process Name: Administrative-Create/Modify Company 
Use Case Number: FD024 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  PlaceContractingCompanyonHold 
Level: User Goal 
Description:  Hold needs to be placed on a Company for lack of payment of outstanding 
balance 
Precondition:  
Primary Actor: Finance 
Secondary Actor:  FD Staff, Customer 
Related Use Case(s):   
FD005-PopulateCompanyInformation 
FD012-CustomerPaymentOnline 
FD013-CustomerPaymentInPerson  
Success:  Company record is set with hold flag and additional requests that have fees cannot 
be submitted or completed 
Initial Path : Set company flag to “Financial Hold” 

Actor System Rate 
1. User selects option to manage 

Company 
2. System displays “Company 

Information” dialogue 
 

3. User enters Company Name and 
selects “Search” 

4. System searches to see if same or 
similar contracting Company exists 

 

 5. System displays a list with the name 
or names to select from and option to 
update  

 

6. User changes status to “Financial 
Hold” 

  

7. User selects “Save” 8. System confirms modification 
successful 

 

9. User clicks “OK”   

 10. System emails Company with email 
indicating hold has been placed until 
X$ of outstanding fees are paid 

 

Alternate Path 1: Attempt to create new request  for services or permit for Company with 
Financial Hold 
1.1 (Post Steps 1-10) completion, System detects user attempts to submit/create a 

new request for permit, plan review or another fee based service for specified 
Company 

1.2 System checks for outstanding fees owed. 
1.3 System displays alert to user – “Unable to request permits or new services due to 

Outstanding Fees owed on..”  
1.4 System displays Outstanding Fees table 
1.5 System provides user option to pay fees- Pay Now, Pay Later 
1.6 If Pay Now is selected, system walks user through payment process (refer to 
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FD012, FD013) 
1.7 If Pay Later is selected, system cancels request and brings user back to 

Home/Main Page 
Business Rules: 
(Step 10, 1.2, 1.4) A fee is considered outstanding when it has not been paid and is over 30 
days due from the initial incurred date. 
Design: 
(Step 5) When displaying the list, show Company Name, Business Address detail and Status  
 
(Step 1.4)  
Outstanding Fees Table displays 

• Request Number 
• Request Type 
• Fee Type Owed 
• Fees Owed 

 
(Post Step 10) Once total outstanding fees are paid, the system will  automatically 

1) Remove the Hold on the account- set the status back to “Active” 
2) Send an email notification to FD Staff (Finance) 

 
Audit Trail: 

1. An audit trail entry will be made for modification of a company 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
(Step 6) Only Finance or Management can place a Company on Financial Hold  
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
(Step 3) 
Must be able to search by utilizing one or more of the below field criteria 

• Company Name –when utilizing in search criteria look for what is entered in the field 
within the Contractor Name. ie Cupcake entered may yield Cupcakes Limited, We Love 
Cupcakes 

• Street #  
• Street Name 
• Telephone 
• Status 

Reporting: 
Reports shall be provided which display: 

• A weekly report of Companies (Name, Address, Company system Identifier) that have an 
outstanding balance owed greater than X$ over 30 days old as of the report generation 
date 

• A list of Companies that have a Financial Hold and the outstanding dollar amounts as of 
the report generation date 

Comments: 
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• Fire Department needs to establish a firm requirement and procedure for when to put a 
company/business on Financial Hold 

• Email outputs/verbiage and email distribution list will need to be determined prior to 
implementation for (Post Step 10) 
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Dept. Name: Fire Department 
Process Name: FD-Permit-Permit Survey Form 
Use Case Number: FD025 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Customer-IdentifyPermitsRequired 
Level: User Goal 
Description:  Customer needs to submit a request for a permit but doesn’t know what kind of 
permits are needed.  
Precondition: Customer already has a profile/login online and is logged into the site 
Primary Actor:  Customer 
Secondary Actor:   
Related Use Case(s):  FD014-Customer-PermitSurveyOnline 
Success:  List of permits needed is generated along with estimated costs  

Initial Path: Customer does not know what permits are needed 
Actor System Rate 

 1. System provides option to submit a 
request for a permit 

N 

1. User selects request permit 2. System displays dialogue- “Know 
what permits are needed” Or 
“Estimate Permits needed” 

N 

3. User selects “Estimate Permits” 4. System displays dialogue asking 
customer “What is the permit for ? 
 

N 

5. User selects from drop-down list 6. System displays dialogue asking 
customer  “Enter the detail and 
description of the the type of work, 
operation or event you are hosting” 

N 

7. User enters detail description 
and selects next 

8. System performs search in 
knowledgebase for keywords  

N 

 9. System displays dialogue with a list 
of common activities ( in layman 
terms) that require permits and 
prompts user for selection 

N 

10. User selects multiple activities 11. System evaluates based on activities 
what type of permits are required 

N 

 12. System generates list and then 
calculates estimated fees 

N 

 13. System presents list and estimates to 
user 

N 

14. User has options to start over, 
save estimate, and print list and 
estimates. 

 N 

15. User prints list and saves 
estimate 

 N 

Alternate Path 1: User wants to start process over in order to input more detail 
1.1 (Step 14) User selects Start Over 
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1.2 System returns user to Step 2 where previous answers were retained and can be 
modified.  

1.3 User continues with remaining steps in process and can revise answers or clear 
existing answers 

Business Rules: 
(Step 2-10) All questions in the permit estimator/wizard are required to be answered prior to 
moving onto the next question. 
Design: 
(Step 4) Answer selection/drop-down: 

A) Install/Construction Project 
B) Event 
C) Business Operation 

(Post Step 15)  Nice to Have 
A customer can retrieve the estimate and submit a request for permit(s) where estimate will 
pre-populate and start submission process for permits.  
 Audit Trail: 

1. An entry will be made for creation or modification of a permit estimate. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  
This use case is intended for future replacement of the Permit Survey form (Refer to use case 
FD014-Customer-PermitSurveyOnline which makes the form electronic). 
 
This use case is merely an example. Additional detail will need to be flushed out per permit 
type in order to populate and identify questions needed, how many,  activity types in layman 
terms, to permit type/code and fees. 
 
Note detail will need to be added on the estimate indicating the list provides only an estimate 
and is not an all inclusive guaranteed cost. 
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Dept. Name: Fire Department 
Process Name: FD-Permit-Renewal-Expiration 
Use Case Number: FD026 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  SystemMonitoring-PermitRenewalDue60-30 
Level: Summary 
Description:  The system will check for permits that are 60 and 30 calendar days from 
expiration and will send a communication or print renewal notice.  
Precondition: Permit Status is Active 
Primary Actor:  System 
Secondary Actor:  Finance/Administration 
Related Use Case(s):   
Success:  An renewal notice is sent out. 

Actor System Rate 
 1. The system will monitor and identify 

Active Renewable permits with a 
Permit Expiration Date 60 or 30 days 
from current date.  

 

 2. For each “Renewable” permit with an 
expiration of 60 or 30 days from 
current date, the system will 
determine if there is a 
business(Company) associated that 
is Active or Inactive. 

 

 3. For “Renewable” permits that have 
an associated business that is 
Inactive, the system will change the 
‘Permit Status’ to “Inactive” Status 
Detail= “Out of Business” 

 

 4. The system will notify the area 
inspector with “Out of Business” 
detail. 

 

Alternate Path 1: Business(Company) active or no business associated 
1.1 (Step 2 & 3) If the system determines a related business is still Active the system 

will send a renewal notice via email. 
1.2  The system will post a copy of the the renewal notice sent out in the Company’s 

Activity detail 
1.3 Process ends 

 

Alternate Path 2: Permit information missing email address 
2.1  At step 1.1 if the system determines there isn’t a valid email address the system 
will check for a FAX number. If there is a FAX number the system will send the 
renewal notice via FAX. If there isn’t a FAX number Go to step 2.2. 
2.2. Finance/Administration will manually create a printed version of the renewal notice 
via the click of a button.  
2.3 Finance/Administration will mail the renewal notice 
2.4 Finance/Administration will record in the system a) Who sent out the renewal b) 
Date renewal was sent out 
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Process ends 
Business Rules: 
(Step 1.1, 2.1)  
The system will send a maximum of two renewal notices per permit per year- one within 60 
days, and another within 30 days of the expiration 
Design: 
(Step 2) 

1. Information will be validated from Business Licensing data 
(Step 1.1)  

1. If more than one permit related to a business(Company) is due for renewal, the list of 
permits due will be generated on the one renewal notice for that 60 or 30 day notice 
period.  

2. Letter format will utilize a similar format as the BP605 Renewable Permits report   
 (Step 2.2) 

1. Finance will have the ability to print notices 
2. Finance will have the ability to print an individual notice related to one permit one 

company (expired permits by Company) or multiple notices related to multiple permits 
and multiple companies (all notices that fit the 60 day or 30 day criteria)  

3. If printing and sending out manually, the system shall have a field or work log available 
to record when the the notice was sent out to the customer 

(Step 2.4) 
A date and text field will need to be provided or the ability to add a work log/diary entry  
Configuration: 
(Step 1.1, 2.1)  
The notice format inputs/outputs and format will be easily configurable 
The notice will include: 

• Business(Company) Name and Mailing Address 
• Renewal Fees (cost of the renewable permit) 
• Permit # 
• Permit Type 
• Permitted Address 
• Assessor Parcel Number 
• Period existing Permit is valid for 
• Text Note section  

a) where and how to renew/pay fees 
b) where and how to update billing or contact information. 
c) how to notify department permit is no longer needed 
d) how to submit revised plans for permit 
e) how to notify department of address change for permit 
f) how to notify department of ownership change for permit 

 
Audit Trail: 

1. An entry will be made for a renewal notice generated and emailed or faxed 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
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Not Applicable 
Reporting: 

• A report shall be provided which filters out permits due to expired in a user specified 
date range. Field  detail will include the following and report can be sorted by Company 
or Business Address: 

1. Business(Company) Name and Mailing Address 
2. Business Address 
3. Renewal Fees 
4. Overdue Fees 
5. Permit # 
6. Permit Type 
7. Permitted Address 
8. Assessor Parcel Number 
9. Permit Expiration Date 

Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  

• Permit states will need to be validated with the business prior to configuration/execution 
• Step 1.1- The business will need to determine the from email address and inputs and 

outputs of the letter 
• Need to identify future renewal fee calculations 

Example of Existing Renewal Notice BP605 Renewable Permits report   

FD026-SystemMonitoring-PermitRenewalDue60-30 Page 3 of 4 



 
 

FD026-SystemMonitoring-PermitRenewalDue60-30 Page 4 of 4 



Dept. Name: Fire Department 
Process Name: FD-Permit-Renewal-Expiration 
Use Case Number: FD027 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  SystemMonitoring-ExpiredPermits-Greaterthan14 
Level: Summary 
Description:  The system will check for permits that have an expiration for a given number of 
days and validate if there is a related inactive business. If there isn’t a related business or the 
business that is related is still active, the system will send out expiration notifications. If after 
30 days the permit has not been renewed, the system will create a complaint. 
Precondition: Permit Status is Inactive and Detail is equal to Expired and it is 14 days or 
more past the expiration date. 
Primary Actor:  System 
Secondary Actor:  Finance/Administration 
Related Use Case(s):  FD019-System-Auto-Assignment-Inspection 
Success:  Initial Path the Permit Status is updated.  Alternate path 1, an email expiration 
notice is sent out. 

Actor System Rate 
 1. Once a week, the system will monitor 

and identify “Renewable” permits with 
a ‘Permit Status’ of “Inactive” Status 
Detail “Expired” and are 14 or greater 
days past the expiration date 

 

 2. For each “Renewable” permit with an 
expiration of 14 days or greater, the 
system will determine if there is a 
business associated that is Active or 
Inactive. 

 

 3. For “Renewable” permits that have 
an associated business that is 
Inactive, the system will change the 
‘Permit Status’ Detail to “Out of 
Business” 

 

 4. The system will notify the area 
inspector with “Out of Business” 
detail.  

 

Alternate Path 1: Business active  
1.1 At step 2 and 3 if the system determines a related business is still Active the 

system will send an expiration notice via email 
1.2 Process ends 

 

Alternate Path 2: Permit information missing email address 
2.1  At step 1.1 if the system determines there isn’t a valid email address the system 
will check for an existing FAX number. If there is an existing FAX number, the system 
will FAX the expiration notice. If there is no FAX, got to Step 2.2. 
2.2. Finance/Administration will manually create a printed version of the expiration 
notice via the click of a button 
2.3 Finance/Administration will mail the expiration notice 
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2.4 Process ends 
Alternate Path 3: Permit expiration date greater than 30 days 

4.1 At step 1.1, if the expiration is greater than 30 days the system will no longer 
email an expiration notice. It will create a “Complaint” request in the system.  

4.2 If a complaint request was already related and created and is open/active, the 
system will take no further action. 

4.3 The System will automatically assign the complaint to the designated inspector 
(Refer to FD019-System-Auto-Assignment-Inspection) 

4.4 Process ends 

 

Business Rules: 
(Step 1.1) The system will send a maximum of two expiration notices prior to creating a 
complaint. 
(Step 3.1) The system shall show the relationship between the complaint # and the permit # 
Design: 
(Step 2) 

1. The expectation is that this information will be validated from Business Licensing data 
(Step 2.2)  

1. Finance will have the ability to print expiration notices that have not been sent via email 
2. Finance will have the ability to print an individual notice related to a permit or multiple 

(all notices that fit the greater than 30 day criteria) 
Audit Trail: 
(Step 3, 2.2, 3.1) 

1. Audit trail information will include date/time, brief detail of transaction, userid or system 
(Step 2.1) 

1. Audit trail information will include date/time email was sent, type of email, copy of email 
Configuration: 
(Step 1.1, 2.2) 
The notice format inputs/outputs and format will be easily configurable 
The notice will include: 

• Business(Company) Name and Mailing Address 
• Renewal Fees 
• Overdue Fees 
• Permit # 
• Permit Type 
• Permitted Address 
• Assessor Parcel Number 
• Permit Expiration Date 
• Text Note section  

a) where and how to renew/pay fees 
b) where and how to update billing or contact information. 
c) how to notify department permit is no longer needed 
d) how to submit revised plans for permit 
e) how to notify department of address change for permit 
f) how to notify deparment of ownership change for permit 

 
Security Requirement(s):   

FD027-SystemMonitoring-ExpiredPermits-Greaterthan14 Page 2 of 3 



Not Applicable 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

1. A report shall be provided which displays the list of permits closed out automatically 
with a permit status of Inactive and permit status of Out of Business within an user 
specified date range. 

2. A report shall be provided which filters out permits with a permit status of Inactive and 
permit detail expired in a user specified date range. Field  detail will include the 
following: 

a) Business(Company) Name and Mailing Address 
b) Renewal Fees 
c) Overdue Fees 
d) Permit # 
e) Permit Type 
f) Permitted Address 
g) Assessor Parcel Number 
h) Permit Expiration Date 

Comments:  
Permit states will need to be validated with the business prior to configuration/execution 
Step 1.1- The business will need to determine the from email address and inputs and outputs 
of the letter 
 
Complaint inputs and outputs will need to be identified 
Need to identify future renewal fee calculations 
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Dept. Name: Fire Department 
Process Name: Complaint Submission 
Use Case Number: FD028 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  FD-Customer-ComplaintRequest 
Level: User Goal 
Description:  Customer or user needs to submit a complaint regarding a property or company 
Precondition:  
Customer already has a profile/login online and is logged into the site 
Scheduler has a login and is already logged into system 
Primary Actor:  Customer 
Secondary Actor:  Scheduler 
Related Use Case(s):   

• FD019-System-Auto-Assignment-Inspection 
Success:   

• Complaint is submitted and retained 
• Complaint displays in work management console 
• Inspection is scheduled. 

Intial Path: Customer or user submits a complaint 
Actor System Rate 

1. User/Customer selects to submit 
a Complaint  

2. System displays Complaint Detail  

3. User/Customer populates 
Complaint Detail and saves 

4. System validates required field 
information is complete and proper 
formatting is met. 

 

 5. System retains request information  
 6. System automatically sets 

Complaint Category based on  
inputs 

 

 7. System automatically determines due 
date required for inspection to be 
completed 

 

 8. System checks for designated 
inspector and availability and assigns 
inspection. Refer to FD019-System-
Auto-Assignment-Inspection. 

 

 9. System returns message complaint # 
has been submitted successfully. 

 

 10. System sends email to complainant 
with complaint detail 

 

 11. System displays assignment on 
inspector’s work console and 
calendar 

 

12. User/Customer selects OK 13. System returns customer to home 
screen 

 

Alternate Path 1: Address Complaint is regarding is not within Clark County jurisdiction 
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1.1 (Step 4) System detects address is not located within Clark County jurisdiction.  
1.2 System alerts customer and provides contact information for other jurisdictions 
1.3 Customer selects OK 
1.4 System abandons transaction and returns customer to main screen/home screen 
1.5 Process ends 

 

Alternate Path 2: Complaint Category is High 
2.1 (Step 10) If the Complaint Category is High, the System will also send an email to 
the inspector with date/time of inspection 
2.2 Continue to steps 11-13 

 

Business Rules: 
• (Step 8) A Complaint Inspection can be scheduled on overtime 
• (Step 8) A Complaint Inspection will not have fees assessed/charged automatically 
• (Post Step 13) Fire Department may be assess/charge fees  manually 
• (Step 8, 11) A Complaint inspection must be visibile on an inspectors schedule/work 

assignments and contribute to the total calculation of time/work an inspecter can be 
allocated per day 

• (Step 3) Plans are not submitted as part of a Complaint request. 
• (Step 8) The system will automatically assign one required inspection upon submission 
• (Post Step 13) Fire Department staff can add additional inspections/follow-up 

inspections to a complaint 
Design: 
(Step 2) Complaint Detail 

Field Name Data Type Description/Comments Require
d Field? 

Complainant Information   <Person Information> Person reporting the 
issue/submitting the issue 

Y 

Address Complaint is 
Regarding 

<Address Information> Address inspector needs to go 
to 

Y 

Cross Streets  Alphanumeric Cross streets where inspector 
needs to go to 

Y 

Property Type Checkbox  Can be drop-down 
Selection of  
1) Residential 
2) Commercial 

Y 

Company Name <Company Information> Business/Company complaint 
is about 
Provide lookup/matchup  for 
existing companies 

Y 

Date of Incident/Report Date Date incident occurred Y 
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Nature of Issue Checkbox  Selection of  
1) Alarms 
2) Barbeque 
3) False/Nuisance Alarms 
4) Fire Extinguishers 
5) Fire Hydrants 
6) Fire Lanes 
7) Kitchen Extinguishing 
Systems 
8) Locked/Disabled/Obstructed 
Exit 
9) Monitoring 
10) Open burning 
11) Overcrowding 
12) Other 
13) Public/Private Water 
Supply 
14) School Drills 
15) Spray Painting 
16) Sprinklers 
17) Work done w/o Permit 

Y- one 
selectio
n at min 

Detail description of the 
issue 

Alphanumeric Text field used to enter detail 
of the issue 

Y 

Does issue present 
imminent danger 

Checkbox  Can be drop-down 
Selection of  
1) Yes 
2) No 

Y 

Are you a Fire Department 
Employee? 

Checkbox  Can be drop-down 
Selection of  
1) Yes 
2) No 
Defaults to No. Manually set 

Y 

Station # Numeric Manually set 
Require if Applicant is a Fire 
Department Employee 

N 

Platoon # Numeric Manually set N 

Complainant Contact 
Information 

<Person Information> Person to contact in regards to 
the complaint. May be the 
same as the applicant 

N 
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Complaint Category Drop-down Selections: 
High 
Medium 
Low 
 
Only visible to Fire Department 
Staff 
Defaults to Low 

Y 

 
(Step 2) If the user is a Fire Department staff member, the Complaint Category shall be visible 
(Step 2.1) Nice-to-Have (alternate solution to sending an email) The system shall send a text 
message or alert to inspector’s mobile device  
(Step 3) The user shall be able to attach documents to the complaint 
(Step 6-8) Nice-to-Have If the user is a Fire Department staff member, the system shall 
provide the option to override automation and manually select the Complaint Category, set the 
Inspection Date and Inspector Assignment   
(Step 6) Complaint Category (drop-downs selection) 

• High 
• Medium 
• Low 

Case Type   Complaint 
Category 

Code 

Complaint FP ALARMS Medium FPA 
Complaint FP BARBEQUE ISSUES Medium FPB 

Complaint FP ELECTRICAL HAZARD Medium FPH 
Complaint FP EXITING High FPE 
Complaint FP FALSE/NUISANCE ALARM High FPF 
Complaint FP FIRE EXTINGUISHERS Medium FPX 
Complaint FP FIRE HYDRANTS Medium FPY 
Complaint FP FIRE LANES Medium FPL 

Complaint FP FIRE SYSTEM CONTRACTS Medium FPC 
Complaint FP KITCHEN EXTINGUIS SYS Medium FPK 
Complaint FP MONITORING Medium FPM 
Complaint FP ODORS High FPO 
Complaint FP OPEN BURNING High FPOB 
Complaint FP OTHER Medium FPOT 

Complaint FP OVERCROWDING High FPOC 
Complaint FP SCHOOL DRILLS High FPSD 
Complaint FP SPRAY PAINTING Medium FPSP 
Complaint FP SPRINKLERS Medium FPS 
Complaint FP SYSTEM OUT OF SERVIC High FPWS 
Complaint FP TRASH REMOVAL Low FPT 

Complaint FP WEED ABATEMENT Low FPW 
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Complaint FP WORK DONE W/O PERMIT High FPP 

 
(Step 7) 

• Complaint Category of High-Requires inspection to be completed within 24 hours 
• Complaint Category of Medium-Requires inspection to be completed within 7 days 
• Complaint Category of Low-Requires inspection to be completed within 20 days 

 
(Post Step 13)  

• Complaint information will display under parcel history/activity and outstanding issues 
list. 

• On the completion (closure) of a complaint, the system shall send an email notification 
to the complainant with a detail of the outcome 
 

Audit Trail: 
1. An entry will be made for creation or modification of a complaint 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

1. Customer will have the rights to add work log/additional notes to his/her own complaint 
after submission 

2. Fire Department staff can manually input and override the Complaint Category, 
Inspection Date, Inspector assigned 

Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  

• (Step 10) Will need to determine email inputs/outputs prior to implementation 
• Current complaint inspections average 1-1.5 hours (includes inspection, travel, 

paperwork) 
• Any informational notes need to be added to online form such as “Information will be 

kept confidential” 
• Does this web page need to be retired once application is implemented: 

http://dsnet.co.clark.nv.us/ccconcernreq/fdconcerntype.aspx 
Example of Existing Complaint form 
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Dept. Name: Fire Department 
Process Name: FD-Permit-Ownership Change 
Use Case Number: FD029 
Revision Date: 2/5/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  SystemMonitoring-OwnershipChange 
Level: Summary 
Description:  System monitors for Ownership Changes and upon detection, de-activates 
permit. 
Precondition: Company/Business information is tracked and retained in the system 
Permit status is Active 
Primary Actor:  System 
Secondary Actor:  Customer, Finance 
Related Use Case(s):   
Success:   
System automatically sends email notification to customer with informational packet 
System sends email notification to Finance and Inspection 
System flags Company and Parcel for follow-up/permits required 
Initial Path: System runs daily scan for Ownership Change. Change is detected. 

Actor System Rate 
 1. System runs a daily scan/monitor for 

Company/Business Ownership 
Change 

N 

 2. System detects an Ownership 
change on a Business 

 

 3. System checks for Active permits 
related to Business/Company 

 

 4. If system detects Active permits 
related and flags the Company for 
follow-up/permits required 

 

 5. System sends email notification to 
Business/Company 

N 

6. (Time Delay) Customer 
(Business/Company) receives 
email notification and clicks on 
link to website 

7. System prompts for login to website N 

8. Customer enters id and 
password 

9. System authenticates user and 
displays dialogue with detail of 
permit(s) in question 

N 

 10. System displays information within 
dialogue. “This permit is no longer 
valid due to an ownership change 
detected. Please verify if the 
operation(s) remain the same or 
there are changes. “ 

 

N 

11. Customer selects “There is no 12. System removes flag for follow- N 
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change in operation” and saves up/permits required 
 13. System updates related permit(s) 

with Ownership Change and uploads 
electronic copy for Customer 
download 

N 

 14. System presents dialogue indicating 
updated permits are ready for 
download and allows the user to 
view, download and print 

N 

15. Customer selects option to view 
and print 

 N 

16. Permit(s) print on default printer  N 
17. Customer closes print window 18. System returns user to main/Home 

screen 
N 

Alternate Path 1: Active permits not related or found  
1.1 (Step 4) No active permits are related permits are found. 
1.2 Process ends  

 

Alternate Path 2: No email on file and Finance determines there are no operation changes 
2.1 (Step 5) System detects no email address is detected for the company. System 

emails Finance of missing email and requirement to contact customer directly.  
2.2 System creates Work Request assigned to Finance for Ownership Change 
2.3 (Time delay) Finance follows up with Company to identify if operation has changed 
2.4 Finance identifies operation has not changed 
2.5 Finance goes into system and searches for Company  
2.6  System returns Company detail  
2.7 Go to Step 10 
2.8 (Step 11) Finance selects “There are no operation changes” and saves 
2.9 Continue to Steps 12-14 
2.10 Skip Steps 15-17 
2.11 Go to Step 18 

 

Alternate Path 3: During initial path customer identifies operation has changed 
3.1 (Step 11) Customer selects option “Operation has changed” 
3.2 System presents dialogue “You must submit a request for new permits. Permit(s) 
will remain active for X days. Click here to request new permits.  
3.3 System returns customer to main screen and directs user to option to submit a 
request for a permit 
3.4 Go to use cases for requesting new permits. 

 

Alternate Path 4: No email on file and Finance determines there are no operation changes 
4.1 (Step 5) System detects no email address is detected for the company. System 

emails Finance of missing email and requirement to contact customer directly.  
4.2 System creates Work Request assigned to Finance for Ownership Change 
4.3 (Time delay) Finance follows up with Company to identify if operation has changed 
4.4 Finance identifies operation has not changed 
4.5 Finance goes into system and searches for Company  
4.6  System returns Company detail  
4.7 Go to Step 10 
4.8 (Step 11) Finance selects “There are no operation changes” and saves 
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4.9 Continue to Steps 12-14 
4.10 Skip Steps 15-17 

Go to Step 18 
Alternate Path 5: No email on file and Finance determines there are operation changes 
4.11 (Step 5) System detects no email address is detected for the company. System 

emails Finance of missing email and requirement to contact customer directly.  
4.12 System creates Work Request assigned to Finance for Ownership Change 
4.13 (Time delay) Finance follows up with Company to identify if operation has 

changed 
4.14 Finance identifies operation has changed and informs customer he/she needs 

to request new permits 
4.15 Finance goes into system and searches for Company  
4.16  System returns Company detail  
4.17 Finance sets flag for follow-up/permits required and saves 

 

Business Rules: 
(Step 2) Only 100% ownership change shall continue to Steps 3-10. 
(Step 13) Upon creation of the new permit, the system will deactivate the original permit, 
relate the original permit to the new permit and retain a copy of the original permit in the 
system 
Design: 
(Step 1) Changes in ownership data shall be detected through a Business License Company 
data comparison to Fire Department Permit  
data. 
(Step 5) Email notification will include list of permits impacted 
(Steps 2.2) A work request shall be created for each company ownership change detected if   
the Company has not already been flagged for follow-up or applied for new permits.  
 
(Post Alternate Path 3 & 5) Finance will utilize the report specified in the reporting section to 
identify companies that still have a follow-up flag set and check to see if companies have 
applied for new permits. The system shall provide the ability for Finance to manually de-
activate the original permits and remove/uncheck the follow-up/permits required flag once new 
permits have been activated.  
 
Audit Trail: 

1. An audit trail entry will be made for modification of permits and company information. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
(Step 10) Only FD Finance can modify the follow-up flag 

• Only FD Finance can change the status of Fire Department permits 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

• A report shall be provided which shows Companies with a flag for follow-up/permits 
required. The report shall contain the following fields of information:  

a) Company Name 
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b) Company Physical Address 
c) Company Contact Information 
d) List of Active Permits 

 
Comments:  

• Ownership Changes will need to be a formalized process. It has been proposed by 
Fire Department that this begins with Business License. Will need to have Fire 
Department and Business License meet to establish what the process should be for 
the customer and answer questions 

• If a paper form (which turns into a work request) or online form (which turns into a 
work request) needs to be completed?  

• If once an ownership change has been completed and if customer does not 
apply/submit for new FD permits can Business License put a hold on the company’s 
business license?  

• If company does not apply for new permits- Finance will need to manually create a 
complaint. 

• If FD finds a discrepancy between Business License company address data-refer to 
FD050-Create-ModifyInvestigation 

• If business is outside Clark County jurisdiction, department staff will need manually 
to notify the customer and provide information on how to contact other jurisdictions. 
 

• (Steps 6) Email outputs will need to be determined prior to implementation 
• (Step 7) Work Request inputs will need to be determined prior to implementation 
• (Step 9) It will need to be determined if this is a field which can be systematically set 

and/or manually set or a work task/request gets triggered and assigned to an 
individual 
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Dept. Name: Fire Department 
Process Name: FD-Administrative-Scheduling 
Use Case Number: FD030 
Revision: 2/21/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyPermit 
Level: User Goal 
Description:  Fire Department staff wants to create a related permit 
Precondition:  
Primary Actor:  Inspector 
Secondary Actor:   
Related Use Case(s):   

• FD045-Create-ModifyInspectionResults 
• FD055-PlanReview 

Success:   
• Permit is emailed or printed successfully 
• Finance is notified of any permit changes 

Initial Path : Inspector completes inspection and wants to create a permit 
Actor System Rate 

1. User finalizes and passes 
inspection (Refer to FD045-
Create-ModifyInspectionResults) 

2. System prompts the user  “do you 
want to create the permit? 

 

3. User selects Yes and continues 4. System generates preview of permit 
and displays. 

 

 5. System prompts user for signature  
6. User signs permit 7. System provides option to print or 

email the permit 
 

8. User selects option to email 
permit  

9. System displays email address 
permit will be sent to (email address 
of Company that was provided at 
time of request submission) and 
provides the option to change it 

 

10. User leaves email address as-is 
and selects continue 

11. System generates permit and emails 
customer and uploads copy of the 
permit to Company profile 

 

Alternate Path 1: User selects option to print permit 
1.1 (Step 8) User selects option to print permit 
1.2 System allows user to select printer 
1.3 User selects default printer (mobile printer) 
1.4 System prints permit with signature 

N 

Alternate Path 2: Information on the permit needs corrections 
2.1 (Step 4) Information on the permit requires corrections. 
2.2 System allows modification of fields  
2.3 User makes the change and saves 
2.4 System sends email notification to Finance regarding permit changes 
2.5 Continue to Steps 5-11 
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Business Rules: 
(Step 4)  

• A Permit cannot be printed or emailed unless all outstanding fees are paid 
• If there are multiple permits being created, separate electronic files or physical paper 

copies are required for each type of permit 
• A permit that is Temporary shall only be valid for the period of the Venue/Project Start 

and End Dates, with a maximum period of up to 6 months.  
• A System/Construction/Install Permit shall only be valid for 365 days from the last plan 

approval and is not renewable 
• A permit that is Renewable is valid for 365 days from initial plan review approval date 

and is required to be renewed annually 
• All permits considered renewable shall have a 1:1 relationship of 1 renewable permit 

type to Company/Business and address. 
• The same address may have more than one business associated. (ie Cirque Du Soleil 

& Bellagio) 
• If the permit being created is on a permit that was already issued and is being renewed, 

the system will flag the permit as Renewed. The period the permit is valid for shall be 
set to 365 days from the latest permit period end date.   

• A Permit is required to be related to one or more of the following three attributes: 
a) A specific address  
b) Assessor’s Parcel Number (APN) 
c) GIS coordinates 
• A Permit shall indicate if address is within Clark County jurisdication 
• A Permit shall indicate if permit is for a mobile operation 
• A Permit shall indicate if the site has related Hazardous Material and the list of 

materials shall be displayed on the permit 
• A Permit Status can be Active or Inactive with Status Detail (ie Expired)  
• Temporary permits shall include the Event or Project Start Date and End Date 

 
(Step 5)  

• Permits that are Temporary or Renewable are not considered valid until the Inspector 
signs the permit.  

Design: 
(Prior to this use case/Permit Generation) 

• During review and inspection, the Plans Checkers and Inspectors must have the ability 
to add special conditions to a permit (Refer to FD045, FD055 

(Step 4) Permit information shall at minimum include: 
Field Name Data Type Description/Comments Require

d Field? 
Permit # Numeric Distinct number generated via system. 

Will typically be related to a request 
Y 

Plan Approval Date Date Initial Date the plans were approved.  Y 
Inspection Approval 
Date 

Date Date the inspector approved the 
install/construction or operation 

Y 
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Permit Valid Date Start Date and End Date permit is valid 
for 

Y 

Project Name Alphanumeric Major Project permit may be 
associated with 

N 

Event Name Alphanumeric Event permit may be associated with N 
SubProject Name Alphanumeric Subproject or event permit may be 

associated with 
N 

Parcel Number Numeric Assessor's Parcel Number where the 
permit applies to 

Y 

Site Address Alphanumeric Address where the permit applies to Y 
Tenant Name Alphanumeric ie Business/Company leasing property 

or space 
Y 

Property Owner Alpha <Person Information> Y 
Contracting Company Alpha Company performing the work or 

holding the event/permit applies to 
Y 

Permit Category Alpha ie Install Y 
Permit Type Alpha ie FD Fire Extinguishing Systems Y 
Initiated From Alpha Request # and type of request this was 

initiated from 
Y 

Permit 
comments/Conditions 

Alphanumeric See an example of an existing permit Y 

Hazmat Category Numeric Hazardous Material designation Y 
 
(Step 7)  

• If fees are due or are outstanding, the system shall alert the inspector that the permit 
has been created; however, the customer has to go online to pay fees and download 
the permit or pay the fees in person and collect the permit. Once fees are paid, the 
system shall unlock the permit for download or printing. 

• Nice-to-Have-System shall send an email notification to the customer if fees are 
outstanding with a link to pay the fees and print the permit. 

(Post Step 11)  
• In the event the email or print capability fails during the use case, other FD staff shall 

have the ability to print, email or upload the permit electronically to the customer’s 
account 

Audit Trail: 
1. An entry will be made for creation or modification of a permit 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

1. Only FD Management or FD Finance shall have the authority to override the permit 
period 

Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
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Comments:  
• (Step 2.2) Fields will need to be prior to implementation 
• If the permit cannot be printed out in the field then steps will need to be changed so the 

permit can be printed prior to the inspector going out into the field 
• A business license inspection does not have a permit issued as part of the process 

Nice-to-Have 
• The system shall provide the capability to set one or more permits on a specific 

expiration schedule. ie-some of the major properties along with the inspectors prefer to 
have all permits at a major property expire on the same date and have an annual 
inspection performed for all permits at the same time versus having to create several 
inspections and renewal notices throughout the year. This also allows the major 
properties to only receive one invoice versus multiple invoices for the year. 

• If permit period is changed/modified, system shall auto-calculate/prorate fees.  
• The system shall provide a method to avoid duplicate requests for the same permit  
• The system shall provide the capability to add internal notes not to be printed on the 

permit. 
Example of Existing Permit to be Replaced 
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Dept. Name: Fire Department 
Process Name: FD-Administrative-Permit-Modify-Address 
Use Case Number: FD031 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  SystemMonitoring-Address Change 
Level: User Goal 
Description:  System monitors for Address Changes and upon detection sends a work 
request over to FD staff for investigation 
Precondition: Company/Business information is tracked and retained in the system 
Permit status is Active 
Primary Actor:  System 
Secondary Actor:  Finance 
Related Use Case(s):   

• FD032-Address Change 
Success:   
System automatically sends work request to Finance 
Initial Path: System runs daily scan for Business Address Change. Change is detected. 

Actor System Rate 
 1. System runs a daily scan/monitor for 

Company/Business Address Change 
 

 2. System detects an Address change 
on a Business 

 

 3. System checks for Active permits 
related to Business/Company 

 

 4. System detects Active permits 
related  

 

 5. System creates Work Request to 
Finance 

 

6. Continue to FD032-Address 
Change 

  

Alternate Path 1: Active permits not related or found 
1.1 (Step 4) No active permits are related permits are found. 
1.2 Process ends  

 

Business Rules: 
 
Design: 
(Step 1) Changes in business address data shall be detected through a Business License 
Company comparison to Fire Department Permit Company data. 
(Step 5) Work Request will include list of permits detected in Step 4 
 
Audit Trail: 

1. An audit trail entry will be made for modification of permits and company information. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

• Only FD Finance can modify the follow-up flag 
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• Only FD Finance can change the status of Fire Department permits 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

1. A report shall be provided which displays  
A) The list of Companies with a follow-up flag set 

List of Permits closed out automatically with a permit status of Inactive and permit detail 
Invalid-Business Address Change 
Comments:  

• Address Changes will need to be a formalized process. It has been proposed by 
Fire Department that this begins with Business License. Will need to have Fire 
Department and Business License meet to establish what the process should be for 
the customer and answer questions 

a) If a paper form (which turns into a work request) or online form (which turns into a 
work request) needs to be completed? If outside CC jurisdiction, gets automatically 
assigned to whom? 

b) Are customers going to be able to modify address information after initial 
submission?  

c) If once an address change has been completed and if customer does not 
apply/submit for new FD permits can Business License put a hold on the company’s 
business license? If company does not apply for new permits- will Finance need to 
manually create a complaint and remove the follow-up flag? 

d) If FD finds a discrepancy between Business License company address data- notify 
via email in the system? 

• (Step 5) Work Request inputs will need to be determined prior to implementation 
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Dept. Name: Fire Department 
Process Name: FD-Administrative-Permit-Modify-Address 
Use Case Number: FD032 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  AddressChange 
Level: Summary 
Description:  Fire Department staff is notified of a Company(Business) Address change 
Precondition:  
Company/Business information is tracked and retained in the system. 
Permit status is Active 
Primary Actor:  Finance 
Secondary Actor:   
Related Use Case(s):   
Success:   
Permit status is set to Inactive, permit detail Invalid –Address Change 
System automatically sends email notification to customer with informational packet 
System sends email notification to Inspection 
Flag is set for Company and Parcel follow-up/permits required 
Initial Path: Fire Department is notified of an Address Change that may impact permits 
issued. Change is result of a location move. 

Actor System Rate 
1. User selects option to manage 

Company 
2. System displays “Company 

Information” dialogue 
 

3. User enters Company Name and 
selects “Search” 

4. System searches to see if same or 
similar Company Name exists 

 

 5. System displays a list with the name 
or names to select from and option to 
view information 

 

6. User selects company and 
selects option to modify 

7. System displays Company 
Information  

 

8. User selects permit details and 
reviews list of permits.  

  

9. User identifies active permits   
10. User sets status of permits 

related to “Inactive” and permit 
detail to “Invalid-Address 
Change” 

  

11. User flags Parcel and Company 
for follow-up/permits required 

  

12. User modifies Company address 
information 

  

 13. System sends email notification to 
Business/Company 

 

 14. System sends email notification to 
New Area Inspector 

 

15. (time delay) Finance searches   
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system for Company request for 
new permits 

16. Finance verifies new permits 
have been requested 

  

17. Finance removes follow-up flag   
Alternate Path 1: Active permits not related or found 
1.1 (Step 9) No active permits are related permits are found. 
1.2 Process ends  

 

Alternate Path 2: No email on file  
2.1 (Step 12) System detects no email address is detected for the company. System 

emails Finance of missing email and requirement to contact customer directly.  
2.2  Continue to Step 13-16 

 

Alternate Path 3: Address change as a result of a minor correction 
3.1 Skip Steps 8-11 
3.2 Go to Step 12 
3.3 System updates related address information on permit 
3.4 System sends email notification to Business/Company regarding address change 
3.5 User uploads updated version of permit for customer download 
3.5 Process ends 

 

Business Rules: 
(Step 1) Only 100% location/address change shall trigger this use case.  
Design: 
 (Step 7) Company/business information created from business license and entries created 
outside business license shall be available. 
(Step 12) Email notification will include list of permits deactivated 
(Step 14) System will need to determine who the new area inspector is based on the new 
address and inspector’s area assignment 
Audit Trail: 

1. An audit trail entry will be made for modification of permits and company information. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

• Only FD Finance can modify the follow-up flag 
• Only FD Finance can change the status of Fire Department permits 

Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Must be able to search for Company by utilizing one or more of the below field criteria 

• Company Name –when utilizing in search criteria look for what is entered in the field 
within the Contractor Name. ie Cupcake entered may yield Cupcakes Limited, We Love 
Cupcakes 

• Street #  
• Street Name 
• Telephone 
• Status 
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Reporting: 
1. A report shall be provided which displays  

A) The list of Companies with a follow-up flag set 
B) List of Permits closed out with a permit status of Inactive and permit detail of Invalid-

Address Change 
Comments:  

• Address Changes will need to be a formalized process. It has been proposed by 
Fire Department that this begins with Business License. Will need to have Fire 
Department and Business License meeting to establish what the process should be 
for the customer and answer questions 

a) If a paper form (which turns into a work request) or online form (which turns into a 
work request) needs to be completed? If outside CC jurisdiction, gets automatically 
assigned to whom? 

b) Decide on formal submission process versus customer updating and system 
automatically updating. 

c) If once an address change has been completed and if customer does not 
apply/submit for new FD permits can Business License put a hold on the company’s 
business license? If company does not apply for new permits- will Finance need to 
manually create a complaint and remove the follow-up flag? 

d) If FD finds a discrepancy between Business License company address data- notify 
via email in the system? 

e) If address is repeated for example on an Escrow account will that need to be 
updated manually or will address be read only after initial entry and updated at one 
source? 

• Imaging will need to be notified manually outside of this process/use case via 
Finance or the staff member taking care of the address change. 

• Email outputs for Steps 13, 14, 2.1, 3.4 will need to be decided on prior to 
implementation 

• Step 9 – it will need to be determined if this is a field which can be systematically set 
and/or manually set or a work task/request gets triggered and assigned to an 
individual 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-BusinessLicense 
Use Case Number: FD033 
Created by (BA/BL/SME): Evelina Girard 

Use Case Name:  CreateBusinessLicenseInspection 
Level: User Goal 
Description:  Business license triggers a request for an inspection from Fire Department 
Precondition: Business license has completed their internal process steps and is ready for Fire Departments 
inspection.  
Primary Actor:  System 
Secondary Actor:   
Related Use Case(s):   

• FD019-System-Auto-Assignment-Inspection 
Success:  Business License inspection request is created and assigned to Fire Department. 
Email notification is sent to customer with inspection date and guidelines. 
Email notification is sent to inspector.  
Actor System Rate 
 1. System receives request for Fire Department 

inspection from Business License 
 

 2. System requires customer’s email address 
from Business License use 

 

 3. System automatically assigns and schedules 
inspection (Refer to FD019-System-Auto-
Assignment-Inspection) 

 

 4. System sends email notification to customer 
of inspection date/time along with guidelines 

 

 5. System sends email notification to inspector 
of inspection date/time 

 

Business Rules: 
(Step 3) Business License Inspections are not automatically scheduled on overtime. A customer can login to the 
system and change the inspection time and based on requested inspection date, system may prompt customer 
to request overtime service and pay fees. 
(Step 2) Plans are not submitted/Plan Review is not completed as part of a Business License Inspection 
Design: 
(Step 1) Inspection information shall include the following detail from Business license either viewable in the 
request or the system: 

1. Business License # 
2. List of related business licenses/what the business is licensed for 
3. Business License Status 
4. Business Name 
5. Business Description/Purpose 



6. Projected Business Open Date 
7. Move-In Date 
8. Detail of requirement for inspection( ie Address Change, Business Name Change, Ownership Change, 

New business license application 
9. Business email address  
10. Inspection contact(s) information 
11. Business Owner(s) informaton 
12. Projected Opening 
13. Zoning 
14. Parcel # 

(Step 3)  
• An inspector, Scheduler or Management must be able to manually reassign a business license inspection 

to another FD staff member 
• The system shall relate the business license # to the inspection task/request 

(Post Step 5) An FD staff member shall have the ability to request additional information via the system from the 
business license department or the customer 
Audit Trail: 

1. An entry will be made for creation or modification of a business license inspection request 
2. Audit trail information will include User id, date/time, brief detail of transaction 

Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

• Must be able to pull a report of pending business license inspections requested of Fire Department and 
scheduled within a user specified date range. Fields of data include: 
a) Assigned Inspector 
b) Inspection Date 
c) Business Category- New or Existing 
d) Business Name 
e) Business Type 
f) Business Licenses-Active and Pending 

Comments:  
It must be determined if going forward Fire Department wants to continue to allow a business license inspection 
to be triggered outside of business license triggering the response. Today, sometimes the customer calls to 
trigger it and sometimes it’s triggered from Business License. Need to standardize the process.  
 
Guidelines can be found at the below url 
http://www.clarkcountynv.gov/Depts/fire/fire_prevention/Pages/BusinessLicenseChecklist.aspx 
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Dept. Name: Fire Department 
Process Name: FD-Administrative-Scheduling 
Use Case Number: FD034 
Revision: 2/7/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  ManageWorkRequests 
Level: User Goal 
Description:  Fire Department staff needs to view, or manage assignments or create work 
requests 
Precondition:  
Primary Actor:  Fire Department Staff 
Secondary Actor:   
Related Use Case(s):   
Success:  Staff is able to effectively navigate and manage assignments or work requests 

Actor System Rate 
1. User logs into system 2. System authenticates user 

successfully and launches 
main/home screen 

 

 3. System defaults display of a Manage 
Work Console with current 
assignments (work tasks or requests 
assigned to the current user or role) 

 

4. User double clicks on a request 
on the table  

5. System displays request detail and 
allows user to view and make 
modifications 

 

 6. System provides several different 
options/Functions  

 

Business Rules: 
Design: 
(Step 3) Manage Work Console/Table shall list all open requests or tasks assigned to the 
current user and contain columns of field information. If a specific work item is coming due in 2 
business days, display/highlight in red. If a specific work item is coming due in 5 business 
days, display/highlight in yellow.  If a specific work item is past due display in red.  
 

1. Request # 
2. Work/TaskType 
3. Request Summary 
4. Company 
5. Property Address 
6. Service Requested 
7. Plan Review Due Date 
8. Next & Last Inspection Date/Time 
9. Status of the request 
10. Stage request is in  

 
(Step 6) Functions shall include the following: 

• Create or Search/Modify 
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A) Apparatus Standby Request 
B) Complaint Request 
C) Courtesy Inspection Request 
D) Business License Inspection Request 
E) Fire Prevention Bureau Records Request 
F) Permit Request  
G) Permit Survey Form Request 
H) Escrow Account 
I) Another Department’s Work Request/Investigation 
J) Independent Inspection (one not related to a specific permit or request) 

• Search/Modify an existing request and schedule a plan review or inspection from it 
• Search/Modify all or a specific request by Company 
• Search/Modify the Service on an existing request 
• Search/Modify Scheduled Inspections 
• Take payments against a request 
• A method to pull up a list of the recent request submissions or modifications (1-5) 

completed via the user 
• A method to pull up a list of recent searches (1-5) completed via the user 
• A method to view/manage current assignments/work requests for another user 
• A method to view/manage permits via Company or parcel search 
• A method to view/manage inspections via Company or parcel search 
• A method to view/manage plan reviews via Company or parcel search 
• A method to print request details 
• A method to print list of all assignments or filtered list of assignments (i.e search criteria 

by Request/Task Type or Assignee, Due Date range) 
• A method to view/manage all open work requests by department 
• Accept Payments 
• A method to apply payments 
• A method to perform financial functions-fee adjustments, update fee schedules 
• Assign/Reassign work requests to Fire Prevention and Fire Prevention Staff 
• Reporting 

Security Requirement(s):   
• Fire Department staff can only modify Fire Department work related items. 
• Fire Department staff can create a work item or investigation that needs to be assigned 

to another department or agency. 
• Management will have the authority to modify specific attributes or perform specific 

functions over non-management  
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 

• Must be able to search for a request by request # 
• Must be able to search for a permit by permit # 
• Must be able to search for requests or permits by Company (Business)  
• Must be able to search for requests via parcel number 
• Must be able to search for requests Person (Contact, Submitter/Applicant 
• Must be able to search for requests Assignee/Assigned-To 

FD034-ManageWorkRequests  Page 2 of 3 



• Must be able to search for request via Assigned Department 
• Must be able to search for inspection by inspection date or assignee 
• Must be able to search for plan by Company, Address, APN, Assigned plan checker or 

last plan review completion date 
Reporting: 
Comments:  

• (Nice-to-Have) View of specific functions based on role- ie Intake can submit 
payments, Finance and Management view financials 

• Security levels for different functions will need to be determined prior to implementation 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-RecordSearch 
Use Case Number: FD035 
Revision: 2/14/2013 
Created by (BA/BL/SME): Evelina Girard/JoDel Goss, Gregory Weinstein, Craig Meyers 
Use Case Name:  FD-Record Search Request 
Level: Summary 
Description:  Customer needs to request Fire Department records for one or more addresses  
Precondition: Customer already has a profile/login online and is logged into the site 
Primary Actor:  Customer 
Secondary Actor(s): Intake, Inspector, Finance 
Related Use Case(s):   
FD002-PopulateAddressInformation 
FD004-PopulatePersonInformation 
FD005-PopulateCompanyInformation 
FD012-CustomerPaymentOnline 
FD064-System-Auto-CalculateFees 
FD069-Select-ModifyService 
Success:   
Record search request is created and processed. 
Fees are calculated and payment is accepted. 
Search results are documented returned and uploaded for customer review 
Initial Path: Customer submits a record search request via website 

Actor System Rate 
1. Customer selects “Request Fire 

Prevention Bureau records” 
  

 2. System displays Record Search 
Request Detail dialogue 

 

 3. System pre-populates applicant’s 
information under Applicant section 

 

4. Customer enters remaining 
Record Search Request Detail 
and Saves 

5. System validates required field 
information is complete and proper 
formatting is met. 

 

 6. System calculates due date and 
presents Expected Completion Date 
and option to continue or select 
upgraded Service 

 

7. Customer selects continue 8. System calculates fees (Refer to 
FD064-System-Auto-
CalculateFees), presents customer 
option to pay (Refer to FD012-
CustomerPaymentOnline) or 
Cancel request.  

 

 9. System retains transaction 
information and processes request 
and notifies customer request 
submission was successful. 
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 10. System automatically assigns 
request to available staff responsible 
for Record Search (based on Work 
Assignment table) 

 

 11. System automatically sends email to 
assignee 

 

 12. System sets request status to 
“Assigned” 

 

13. (Time Delay)  
FD Staff performs record search  

  

14. FD Staff updates system with 
Record Search Results Detail 
and sets status to “Completed” 
and Saves request 

15. System auto-calculates based on 
Start and Completion date/time if 
greater than one hour was required 

 

 16. System auto-calculates if additional 
media fees (if CD or Paper) were 
required.  

 

 17. System determines Preferred Media 
Response selected was paper and 
no additional fees are due and 
informs FD staff 

 

18. FD Staff closes dialogue and 
proceeds with returning paper 
results 

  

Alternate Path 1: Customer cancels transaction 
1.1 (Step 8) Customer selects to cancel transaction. System cancels request and no fees are 
incurred, and process ends. Returns user to home/main screen 
Alternate Path 2: Preferred Media Response selected was paper and additional fees are due 
2.1 (Step 16, 17) System assesses additional fees and displays dialogue informing FD 
Staff additional fees are due with total 
2.2 (Step 18) FD Staff closes dialogue and holds results 
2.3 System notifies customer via email that additional fees are due and to login to pay 
online or pay in person 
2.4 Customer chooses to pay in person or online 
2.5 Once payment is received, System changes status to release records 
2.6 FD Staff releases results to customer 
2.7 Process ends 

 

Alternate Path 3: Preferred Media Response selected was electronic and additional 
fees are due 

 

3.1 (Step 16, 17) System assesses additional fees and displays dialogue informing FD 
Staff additional fees are due with total 
3.2 FD Staff closes dialogue 
3.3 System notifies customer via email that additional fees are due and to login to pay 
online to release results 
3.4 (Time Delay) Customer logs in and is prompted to pay outstanding fees. 
3.5 Once payment is received system releases documents electronically for review- 
either unlocking uploaded attachments or emails customer results. 
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3.6 Process ends 
Alternate Path 4: Preferred Media Response selected was electronic and there are no 
additional fees  

 

4.1 (Step 16, 17) No additional fees are assessed and dialogue informs FD Staff 
4.2 FD Staff closes dialogue 
4.3 System notifies customer via email results are available. If Preferred Method of 
pickup was email, email includes results. If Preferred Method  was download, 
attachments are unlocked are ready for customer review.  
4.4 Process ends 

 

Alternate Path 5: User selects a Service 
5.1 (Step 6) User selects a Service 
5.2 System prompts user for Expected Completion Date 
5.3 Based on request type, system checks list of Services offered in Fire Department 
Fee table  
5.4 Based on Expected Completion Date and services available in step 5.3, system 
presents list of services available.   
5.5 (Step 7) User selects service 
5.6 Continue to Step 8 and remaining steps 

 

Alternate Path 6: Customer selects to submit a request other than online (ie in person) 
6.1 FD Staff selects “Request Fire Prevention Bureau records” 
6.2 Go to Step 2 
6.3 (Step 3) System does not pre-populate with submitter information. Staff member 
has to enter  
6.4 Go to Step 4-6 
6.5 (Step 7) FD Staff informs customer of expected completion and presents option to 
for another Service (or service upgrade).  
6.6 (Step 8) Refer to FD013-CustomerPaymentInPerson 
6.7 Continue to Step 9 and remaining steps 

 

Business Rules: 
(Step 6) Expected completion date is calculated at 10 business days from submission date.  
(Step 9) Plan submission/Plan review and inspection are not steps within the 
RecordSearchSubmission process 
(Step 10) Request will be automatically assigned to available staff with “Record Search” 
responsibilities which will be maintained in a Work Assignment table. The Work 
Assignment table will contain a designation of the type of work assignments a resource may 
work on. Ie Record Search, Inspection, Fire Drill, Complaints, Courtesy Inspections. A reource 
may be responsible for several different kinds of work assignments. 
(Step 8, 15) Base fee of  $Xis to be charged upfront per search address and covers 1 hour 
worth of work (Refer to Fire Department Fee Table). Any additional time over 1 hour is 
charged at $X/hour.  
(Step 15) If Paper media is selected, charge is incurred for $1.00 per page 
(Step 5.1) If Service is selected, an additional fee of  $X will be charged (depending on the 
servicer selected) per search address). (ie if 5 addresses were selected, today they would be 
charged $80.00 (base) $85.00  rush service – $165.00 per address = $825.00 
(Step 5.2) Expected completion date cannot be less than 24 hours from current date 
Design:   
(Step 2) Record Search Request Detail 
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Field Name Data Type Description/Comments Required Field? 
Applicant 
Information 

Person 
Information 

Person who is submitting the 
request 

Y 

Company Name Company 
Information 

Field used to designate the 
company requesting the record 
search 

Y 

Preferred Media 
Response 

Drop-down Field used to designate what 
form the results shall be 
returned in: 
1) Electronic 
2) Paper 
3) Digital Media (CD or DVD) 

Y 

Preferred Method 
of Pickup 

Drop-down Field used  to designate 
preferred method to return the 
results: 
If Preferred Media Response is 
Electronic: 
1) Download from Website 
2) Email 
 
If Preferred Media is Paper: 
1) US Mail 
2) FedEx 
3) UPS 
System will prompt for billing 
account number for Paper 
Media selections 

Y 
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Documents 
Requested 

Checkbox User can select more than one: 
1) Flammable and Combustible 
Liquid Storage Tanks and 
Permits 
2) Hazardous Materials Storage 
and Use Permits 
3) Fire Code Violations 
4) Fire Department Response to 
Fires, Hazardous Materials 
Incidents, etc.  
[If selected, prompt for Date of 
incident and do not require 
APN] 
5) Request for Plans [If 
selected, prompt for CCFD 
application/request number] 
6) Other [If selected, prompt 
with text field for entry of 
detail] 

Y 

Property Search 
Address  

Address 
Information 

Field used to describe the 
property address the search is 
for 

Y 

APN Numeric Field used to describe the 
assessor's parcel number the 
search is for 
Format needs to match 
Assessor's data format 

Y 

Municipal 
Project/Property? 

Drop-down Field used to describe if search 
is on a Municipal Property. This 
information shall auto-populate 
based on building, zoning and 
business license data. Two 
selection options: 
1) Yes 
2) No 

Y 

Business Name 
Related to Property 
or other Identifying 
information 

Alphanumeric Field used to provide additional 
detail on the property being 
search. Free form text field 

Y 

 
(Step 2) More than one property search can be included on one request. User must be able to 
add multiple Property Search Addresses (includes APN, Municipal flag, Business Name 
Related) 
(Step 5.3 & 5.4)  

• The system shall retain a list of services and fees associated with a record search. This  
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shall be similar to the way plan review services are presented. Refer to FD069-Select-
ModifyService) 

(Step 14) Record Search Results Detail 
• Work Log 
• Start Date/Time 
• Completion Date/Time 
• # of documents-numeric 
• Document(s) Released- allow user to specify/add multiple names 
• # pages per documents- make required if Paper Media was selected 
• Attachment/Upload of documents if Electronic 

 
(Step 11) 
The email notification sent from the system will contain the following fields of information from 
the request:  
Subject: Records Search Assignment-Request # - Expected Completion Date/Time 
Body:  
Property Search Address(es) 
Requesting Company 
Expected Completion Date 
 
Audit Trail: 

1. An entry will be made for creation and modification of the Record Search request 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 (Step 2.1) 
When changing status to “Cancelled” system will pop-up dialogue to insert cancellation 
reason/comments. User will be required to insert cancellation comments and save. 
 
Security Requirement(s):   

1. Customer will have the rights to create a Records Search request. To modify the 
request, customer will need to contact the Fire Department at 702-455-7316 

2. Prevention staff require access to create, modify requests in the system 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  

• Nice to Have: The ability to send documents/attachments/images within the system via 
an email dialogue 

• Nice-to-Have: The District Attorney’s Office needs to request record searches on an 
ongoing basis. Fees are not charged for the services in this case. There needs to be a 
solution provided where the DA staff (or other municipalities) can log in and request 
record searches (or other requests) without fees being assessed. A possible solution is 
using municipal escrows with authorized users. When a request is submitted using a 
municipal escrow # the system waives the fees.  

• Clearer guidelines/definitions need to be documented in a procedure as to what is 
considered public record versus private and what documents can be released. Will 
need to refer to the legal and Nevada Statutes 

FD035-RecordSearchRequest  Page 6 of 8 



• Suggestion: Establish separate fee schedule for postal services and charge fee for 
service 

• Should advisements alert/notify the user some where? A) There is no guarantee 
records will be found. B) If no records are found, a refund is not applicable. C) An 
authorization letter must be attached to obtain copies of plans that were submitted by 
another contractor 

Example of Current Record Search form to be replaced 
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Dept. Name: Fire Department 
Process Name: FD-Administrative-ManageTime-Availability 
Use Case Number: FD036 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyDailyActivity 
Level: User Goal 
Description:  Fire Department staff needs to enter daily activity detail at the end of the day. 
Precondition: User is already logged into system 
Primary Actor:  Fire Department Staff 
Secondary Actor:   
Related Use Case(s):   
Success:  Activity with hours and minutes are recorded daily for each staff member. 
Initial Path: Staff member needs to add daily activity 

Actor System Rate 
 1. System provides option to enter Daily 

Activity 
 

2. User selects Manage Daily 
Activity 

3. System displays daily activity entry 
module 

 

4. User selects to add entry for 
today or another date 

  

5. User selects Activity Code (See 
Example of Daily Activities) or 
Description and enters number of 
minutes and hours completed tfor 
specified activity on that day 

  

6. User adds additional Activity  
entries as needed and enters 
number of minutes and hours 
completed for specified activity 
on that day 

  

7. User saves information  8. System validates hours and minute 
are formatted correctly 

 

 9. System retains information.  
Alternate Path 1: Staff member needs to modify daily activity 
1.1 (Step 4) System allows user to modify previously entered Daily Activity 
1.2 System allows selection of last 5 business days 
1.3 User selects specific date 
1.4 System displays daily activity detail 
1.5 User makes modifications  
1.6 Go to Step 7-9 
1.7 System notifies management of modifications 
Business Rules: 
(Step 1.1) The current user can only modify his/her own daily activity with the last 5 business 
days. 
(Step 1.1) Management can modify all staff member daily activity entries.  
Design: 
(Step 5)  
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System will supply a drop-down selection of Activity Descriptions and Codes based on job 
role. Activity Descriptions and Codes must be easily changeable.  
 
(Nice to Have) 
System shall automatically calculate and enter hours and minutes spent on activities based on 
schedule/calendar entries  or work tasks. Example of activities that may be able to be pre-
populated in daily activity: 

• Meetings 
• Inspections 
• Plan Review 

(Nice to Have) 
System to synchronize time spent to Telestaff system: 

• Overtime 
• Sick time 

Audit Trail: 
1. An entry will be made for creation or modification of daily activities. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

• A report shall be provided of daily activities of one or more or all staff members for a 
specified date range  

• A report shall be provided of daily activities of direct reports by manager. Must be able 
to get totals of a specific activity or multiple activities for all direct reports for a date 
range 

Comments:  
Example of Activities 

Activity Code 
FD ADMIN (PHONE/EMAIL) FAD 
FD CCFD MEETINGS MET 
FD CODE RESEARCH CDE 
FD OUT OF OFFICE/LEAVE OOO 
FD PERMIT SURVERY FORM PSF 
FD PLAN DIVISION SUPPORT PDS 
FD PUBLIC ASSISTANCE PUB 
FD SITE VISITS SVA 
FD TRAINING TRA 
FD 4TH OF JULY JUL 
FD CODE ADOPTION/GUIDELIN CAD 
FD ELECTRIC DAISY ELD 
FD NASCAR NAS 
FD NEW YEARS EVE NYE 
FD NHRA NHR 
FD PUBLIC EDUCATION PED 
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FD SPECIAL PROJECTS OTHER SPE 
  

 
 
Example of FPB Monthly Report 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-Perform Inspection 
Use Case Number: FD037 
Revision: 2/7/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyPre-CitationLetter 
Level: Summary 
Description:  Inspector needs to issue a Pre-Citation letter because customer has not made a 
reasonable effort to become Fire Code compliant 
Precondition: A NOV (Notice of Violation) has already been issued against the same address, 
APN or company  
Primary Actor:  Inspector 
Secondary Actor:  Management 
Related Use Case(s):   
Success:   

• Approvals and signature is obtained from Management 
• Pre-Citation letter is issued in the system 
• Flag and letter is posted under Violations Activity for the Address, APN or Company is 

flag 
• Pre-Citation letter is printable from the system 

Initial Path: Inspector is in the middle of resulting an inspection and needs to issue a Pre-
Citation letter 

Actor System Rate 
 1. System provides option to Issue Pre-

Citation Letter against an address, 
APN,  or Company  

N 

2. Inspector is in the middle of 
resulting an inspection (Refer to 
FD045-Create-
ModifyInspectionResults) and 
selects option to Issue a Pre-
Citation Letter 

3. System prompts user for Pre-
Citation Information Inputs 

N 

4. Inspector enters information and 
saves 

5. System presents preview of letter 
(Refer to Pre-Citation Letter 
Template) in separate window 

N 

 6. System allows adjustments of 
verbiage in the event changes are 
required 

N 

7. Inspector reviews the letter and 
requires no changes 

 N 

8. Inspector saves request for Pre-
Citation letter 

9. System submits over to Management 
for approval 

N 

10. (Time Delay) Management logs 
in and approves request 

11. System notifies inspector via email of 
Pre-Citation letter approval 

N 

 12. System retains copy of letter and 
posts entry in Violations Activity 

N 
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view of Address, APN or Company 
 13. System allows printing of letter N 

14. Inspector prints letter and  (time 
delay) provides copy to 
customer. 

 N 

Alternate Path 1: Management does not approve Pre-Citation Letter 
1.1 (Step 10) Management selects option to reject. 
1.2 (Step 11) System notifies inspector via email of rejection 
1.3 (Step 12) System cancels request in system and activity is not posted to customer 

record 
1.4 Process ends 

 

Business Rules: 
(Step 10, 1.1) Once letter has been approved or rejected by Management the letter cannot be 
modified without going back to management for approval 
Design: 
(Step 3) Pre-Citation Information Inputs (Also refer to Example Letter) 

A) Date – Date issuing Pre-Citation Letter, System will automatically set to current date.  
B) Recipient First and Last Name – User will need to enter 
C) Inspection Date – Original Inspection date, System will attempt to pre-populate from 

records 
D) List of Code Compliance Ordinances & Violations, System will attempt to pre-populate 

from latest inspection results 
E) Reinspection Dates- System will attempt to pre-populate from records 
F) Next Inspection Date- Date reinspection will occur after issuance of this letter, User will 

need to manually enter 
G) Closing Signature – Inspector’s electronic signature and date, System will stamp once 

saved 
H) Management Signature – Deputy Fire Marshal or Chief’s electronic signature and date, 

System will stamp once approved 
(Step 1-14) In the event functionality described cannot be provided, there shall be a method to 
flag and enter the date a pre-citation letter has been issued along with a scanned/attached 
copy of the letter submitted to the Recipient.  
 
Audit Trail: 

1. An entry will be made for creation or modification of Pre-Citation letter 
2. Audit trail information will include User id, date/time, detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  
Pre-Citation Letter Template 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-Perform Inspection 
Use Case Number: FD038 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyNoticeofViolation 
Level: User Goal 
Description:  Inspector needs to issue a Notice of Violation because customer has not made a 
reasonable effort to become Fire Code compliant 
Precondition: One or more inspections  have been completed or is in the middle of being 
completed at the same address, APN or company  
Primary Actor:  Inspector 
Secondary Actor:  Customer 
Related Use Case(s):   

• FD045-Create-ModifyInspectionResults 
Success:   

• Verbal approval is obtained from Management 
• Notice of Violation is issued in the system 
• Flag and NOV is posted under Violations Activity for the Address, APN or Company is 

flag 
• Notice of Violation is printable from the system 

Initial Path: Inspector is in the middle of resulting an inspection and needs to issue a Notice of 
Violation 

Actor System Rate 
 1. System provides option to issue 

Notice of Violation against an 
address, APN,  or Company  

N 

2. Inspector is in the middle of 
resulting an inspection (Refer to 
FD045-Create-
ModifyInspectionResults) and 
selects option to Issue a Notice 
of Violation 

3. System prompts user for Notice of 
Violation Information Inputs 

N 

4. Inspector enters information and 
saves 

5. System presents preview of letter 
(Refer to Notice of Violation 
Template) in separate window 

N 

 6. System allows adjustments of 
verbiage in the event changes are 
required 

N 

7. Inspector reviews the letter and 
makes any necessary 
adjustments 

 N 

8. Inspector presents letter to 
Customer (Representative) for 
signature 

 N 

9. Customer signs letter   
10. Inspector saves NOV request   N 

FD038-Create-ModifyNoticeofViolationPage 1 of 3 



 11. System retains copy of NOV and 
posts entry in Violations Activity 
view of Address, APN or Company 

N 

 12. System emails copy of letter to 
recipient  

N 

 13. System also posts to 
Representative’s online profile if a 
profile is present. 

N 

Business Rules: 
(Step 1) Verbal approval from a Deputy Fire Marshal or Chief must be obtained prior to issuing 
a Notice of Violation 
Design: 
(Step 3) Notice of Violation Information Inputs (Also refer to Example NOV) 

A) First and Last Name – Representative of Company that is in violation, User will need to 
enter 

B) Address – Mailing address of Contact, System will pre-populate if information is on file, 
otherwise User will need to enter 

C) Address – Address/location in violation, System will pre-populate based on inspection 
address is taking place at 

D) List of Code Compliance Ordinances & Violations – International or Clark County Code 
that is in violation, System will pre-populate based on violations added during inspection. 
If not supplied yet, User will add individual violations and details 

E) Days to Correct - # of Days from when the violation is issued that the Contact has to 
resolve the issue, User will need to supply # of days 

F) Date – Date issuing Notice of Violation, System will automatically set to current date.  
G) Closing Signature – Inspector’s electronic signature and date, System will stamp once 

saved 
H) Representative Signature –signature and date  
I) Next Inspection Date- Date reinspection will occur after issuance of this NOV, User will 

need to manually enter 
J) Email Address- Email Address of Contact, System will pre-populate if information is on 

file, otherwise User will need to enter 
 

(Step 1-13)  
• In the event functionality described cannot be provided, there shall be a method to flag 

and enter the date a Notice of Violation has been issued along with a scanned/attached 
copy of the letter submitted to the Recipient.  

• Must be able to complete these steps using a computer, tablet or smart phone device 
 

(Post Step 13)  
• A user must be able to print a copy of the Notice of Violation issued from the system 

Audit Trail: 
1. An entry will be made for creation or modification of the Notice of Violation 
2. Audit trail information will include User id, date/time, detail of transaction 

 
Security Requirement(s):   
Data Retention:   
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Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  
Notice of Violation Template 
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Dept. Name: Fire Department 
Process Name: FD-Administrative-ManageTime-Availability 
Use Case Number: FD039 
Revision: 2/7/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyCalendarEntries 
Level: User Goal 
Description:  Fire Department staff wants to enter staff availability, overtime availability, 
vacation blocks, holiday blocks, meeting blocks, sick time block entries in system. 
Precondition:  User is already logged into system 
Primary Actor:  Scheduling 
Secondary Actor:  Finance, Management 
Related Use Case(s):   

• FD036-Create-ModifyDailyActivity 
• FD058-Schedule-RescheduleInspection 
• FD064-System-Auto-CalculateFees 

Success:   
• Business hour availability is updated successfully 
• Overtime avaialability is updated successfully 
• Vacation, Meeting, Sick time, Training time, or any other blocked time is updated 

successfully 
• Inspections are rescheduled successfully and customers are notified of schedule 

change. 
Initial Path: User needs to indicate business work hours available for a staff member 

Actor System Rate 
 1. System provides option to manage 

calendar  
 

2. User selects manage calendar 3. System provides option to manage 
user’s calendar or another staff 
member 

 

4. User selects another staff 
member 

5. System prompts user to perform 
search via last name, first name or 
employee id 

 

6. User runs search by last name 
and first name 

7. System returns list of names and 
employee ids to select from 

 

8. User selects resource 9. System returns calendar view of 
resources calendar 

 

10. User adds or modifies resources 
business availability for the year 

11. System provides checkbox to apply 
business schedule annually 

 

12. User selects option to apply 
annually 

13. System retains schedule  

 14. System emails resource of calendar 
changes 

 

Alternate Path 1: User needs to indicate overtime availability for another staff member 
1.1 (Step 10) System provides option to add/modify overtime availability. User adds or 

modifies overtime availability for a specific day(s), month(s) 
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1.2 Skip Step 11 
1.3 Go to Steps 12-14 
Alternate Path 2: User needs to block out time for vacation for another staff member 
2.1 (Step 10) System provides option to block out time for vacation. User adds or modifies entry 

for a specific day(s), month(s) 
2.2 Skip Step 11-12 
2.3 Go to Steps 12-14 
Alternate Path 3 User needs to block out time for company meeting 
3.1 (Step 3) System provides option to schedule group meeting.  
3.2  (Skip Step 4-13) System prompts user to select all or specific names of the 
resources listed 
3.3 System prompts for meeting details (date, time, Subject, location) 
3.4 User enters detail of meeting and saves 
3.5 System retains meeting and all selected resource calendars are updated 
3.6 Go to Step 14 

N 

Alternate Path 4 User needs to block out time for training 
4.1 (Step 10) System provides option to block out time for training. User adds or 

modifies entry for a specific day(s), month(s) 
4.2 Skip Step 11 and 12 

 4.3 Go to Steps 12-14 

 

Alternate Path 5: User needs to block out day for sick time 
5.1 (Step 10) System provides option to block out sick day. User adds or modifies entry 

for a specific day(s), month(s) 
5.2 Skip Steps 11 and 12 
5.3 System checks if list of inspections are impacted. If inspections are impacted, 

system displays list of inspections impacted 
5.4 System provides option to reschedule, cancel or assign impacted inspections to 

another inspector 
5.5 User selects option to reschedule and selects each entry and moves to a different 

date/time 
5.6 Go to Step 13 & 14 
5.7 System emails customer(s) regarding inspection date/time changes 

 

Alternate Path 6: User needs to move around inspection entries 
6.1 (Step 10) System provides option to move around inspection date/time.  
6.2 User reviews calendar day for list of inspections 
6.3 User selects each entry and moves to a different date/time 
6.4 Go to Step 13 & 14 
6.5 System emails customer(s) regarding inspection date/time changes 

 

Business Rules: 
• The system will not be expected to reallocate workloads when employees call in sick. 

Scheduling will have the ability to reassign work assignments 
Design: 
(Step 9) 

1. Nice-to-Have-System displays in red possible scheduling conflicts 
2. All work tasks/assignments and time blocks will be listed on the schedule/calendar. ie, 

complaint inspections, permit inspections, meetings, vacation blocks 
3. The system shall provide an easy method to assign or reassign an inspection or work 
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request to another staff member 
4. The system shall provide an easy method to move meetings or blocked time 
5. Calendar/Schedule entries will  include detail if hovering over entry 

(Alternate Path 6) 
• The system shall recalculate fees applied in the event a date/time selected requires 

overtime or overtime originally applied is removed. (Refer to FD058-Schedule-
RescheduleInspection and FD064-System-Auto-CalculateFees) 

(Step 5.4) 
• If user selects option to cancel, system will queue up the inspection for later scheduling.  
• If user selects option to reassign, system will update work assignments and calendar 

 
Audit Trail: 

1. An entry will be made for calendar modifications.  
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
(Step 3)  

• Only Scheduling, Finance, and Management can manage other users calendars 
• A user can manage his/her calendar entries 

Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  
Nice to Haves 

1) One single calendar to update with availability, meetings, sick time, etc 
2) Calendar in system has synchronization with MS Exchange/Outlook Calendar 
3) Calendar in system synchronizes with Telestaff for business time availability, sick time, 

vacation blocks and overtime. 
4) Calendar entries reflect totals in Daily Activity- Refer to FD036-Create-

ModifyDailyActivity 
 

Example of  Daily Activities to have hours and minutes recorded against 
Activity Code 
FD ADMIN (PHONE/EMAIL) FAD 
FD CCFD MEETINGS MET 
FD CODE RESEARCH CDE 
FD OUT OF OFFICE/LEAVE OOO 
FD PERMIT SURVERY FORM PSF 
FD PLAN DIVISION SUPPORT PDS 
FD PUBLIC ASSISTANCE PUB 
FD SITE VISITS SVA 
FD TRAINING TRA 
FD 4TH OF JULY JUL 
FD CODE ADOPTION/GUIDELIN CAD 
FD ELECTRIC DAISY ELD 
FD NASCAR NAS 
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FD NEW YEARS EVE NYE 
FD NHRA NHR 
FD PUBLIC EDUCATION PED 
FD SPECIAL PROJECTS OTHER SPE 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-Perform Inspection 
Use Case Number: FD040 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyStopWorkOrder 
Level: User Goal 
Description:  Inspector needs to issue a Stop Work Order because customer has not made a 
reasonable effort to become Fire Code compliant 
Preconditions:  

• Numerous inspections have been completed.  
• Verbal approvals from Deputy Fire Marshal and a Chief have been obtained 

Primary Actor:  Inspector 
Secondary Actor:  Management 
Related Use Case(s):   

• FD045-Create-ModifyInspectionResults 
Success:   

• Stop Work Order is issued in the system 
• Flag and Stop Work Order is posted under Violations Activity for the Address, APN or 

Company  
• Stop Work Order is printable from the system 

Initial Path: Inspector is in the middle of resulting an inspection and needs to issue a Stop 
Work Order 

Actor System Rate 
 1. System provides option to Stop Work 

Order against an address, APN,  or 
Company  

N 

2. Inspector is in the middle of 
resulting an inspection (Refer to 
FD045-Create-
ModifyInspectionResults) and 
selects option to Issue a Stop 
Work Order 

3. System prompts user for Stop Work 
Order Information Inputs 

N 

4. Inspector enters information and 
saves 

5. System presents preview of Stop 
Work Order (Refer to Stop Work 
Order Template) in separate window 

N 

 6. System allows adjustments of 
verbiage in the event changes are 
required 

N 

7. Inspector reviews the Stop Work 
Order and makes necessary 
adjustments 

 N 

8. Inspector presents Stop Work 
Order to Customer 
(Representative) for signature 

 N 

9. Customer signs letter  N 
10. Inspector saves Stop Work Order 11. System retains copy of Stop Work N 
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Order and posts entry in Violations 
Activity view of Address, APN or 
Company 

 12. System emails copy of letter to 
representative and allows printing of 
letter 

N 

 13. System also posts to 
Representative’s online profile if a 
profile is present 

N 

Business Rules: 
(Step 1) Verbal approval from a Deputy Fire Marshal or Chief must be obtained prior to issuing 
a Stop Work Order 
Design: 
(Step 3) Stop Work Order Information Inputs (Also refer to Stop Work Order Template) 

A) First and Last Name – Representative of Company that is in violation, User will need to 
enter 

B) Address – Mailing address of Contact, System will pre-populate if information is on file, 
otherwise User will need to enter 

C) Address – Address/location in violation, System will pre-populate based on inspection 
address is taking place at 

D) List of Code Compliance Ordinances– International or Clark County Code that is in 
violation, System will pre-populate based on violations added during inspection. If not 
supplied yet, User will add individual ordinances 

E) List of Code Violation Detail-Detail of violations, System will pre-populate based on 
violation details added during inspection. If not supplied yet, User will add individual 
details 

F) Date – Date issuing Stop Work Order, System will automatically set to current date 
G) Representative Signature –signature and date, Customer must sign electronic or paper 

version 
H) Inspector Signature – Inspector’s electronic signature and date, System will stamp once 

saved 
I) Email Address- Email Address of Representative, System will pre-populate if information 

is on file, otherwise User will need to enter 
(Step 1-13)  

• In the event functionality described cannot be provided, there shall be a method to flag 
and enter the date a Stop Work Order has been issued along with a scanned/attached 
copy of the Stop Work Order submitted to the Representative.  

• Must be able to complete these steps using a computer, tablet or smart phone device 
(Post Step 13)  

• A user must be able to print a copy of the Stop Work Order from the system\ 
Audit Trail: 

1. An entry will be made for creation or modification of Stop Work Order 
2. Audit trail information will include User id, date/time, detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
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Search Criteria: 
Reporting: 
Comments:  
Stop Work Order Template 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-Perform Inspection 
Use Case Number: FD041 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyFireWatch 
Level: Summary 
Description:  Inspector needs to issue a Fire Watch because a sprinkler system or monitoring 
system is down 
Preconditions:  

• Inspector obtained verbal approval from Deputy Fire Marshal or Chief 
Primary Actor:  Inspector 
Secondary Actor:   
Related Use Case(s):   
Success:   

• Fire Watch is issued in the system 
• Flag and Fire Watch is posted under Activity for the Address, APN or Company  
• Email is sent to Suppression staff 

Initial Path: Inspector is in the middle of resulting an inspection and needs to issue a Fire 
Watch 

Actor System Rate 
1. Inspector runs search for 

Company Name 
2. System returns detail for Company N 

 3. System provides option to place a 
property on a Fire Watch 

N 

4. Inspector flags Company and 
Address for Fire Watch 

5. System displays Fire Watch 
Guideline (Refer to Fire Watch 
Guideline Example) 

N 

 6. System prompts for detail of systems 
impaired and reason for Fire Watch 

N 

7. Inspector enters information and 
saves 

 N 

 8. System validates data and retains 
information 

N 

 9. System flags address, APN or 
Company for Active Fire Watch 

N 

 10. System sends email notification to 
Suppression distribution list 

N 

Alternate Path 1: (Time Delay) Inspector needs to de-activate Fire Watch because Fire 
monitoring or sprinkler system issues were resolved. 
1.1 (Step 3) System provides option to deactivate Fire Watch flag 
1.2 Inspector selects option to deactivate Fire Watch 
1.3 System removes flag against address 
1.4 System sends email notification to Suppression distribution list 

N 

Business Rules: 
(Step 1) Verbal approval from a Deputy Fire Marshal or Chief must be obtained prior to issuing 
a Fire Watch 
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Design: 
(Step 3) Fire Watch Guideline Example 

 
 
(Step 7) System will provide user an option to cancel and exit out of transaction 
(Step 1-8)  

• In the event functionality described cannot be provided, there shall be a method to flag 
and enter the date for a Fire Watch issued against an  address and/or Company. 

• Must be able to complete these steps using a computer, tablet or smart phone device 
 
Audit Trail: 

1. An entry will be made for creation or modification of a Fire Watch 
2. Audit trail information will include User id, date/time, detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  

• (Step 5-7) Nice-to-Have System will provide a drop down list of possible impairments. 
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When item is selected, system prompts for grade and estimated fix time. Details entered 
will determine if Fire Watch is required and if Suppression Dispatch is notified.  

• (Step 10) Email output will need to be determined prior to implementation 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-Perform Inspection 
Use Case Number: FD042 
Revision: 2/8/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyCitation 
Level: Summary 
Description:  Inspector needs to issue a paper Citation because customer has not made a 
reasonable effort to become Fire Code compliant.  
Precondition:  

• A NOV (Notice of Violation) and Pre-Citation letter has already been issued against the 
same address, APN or company .  

• A Deputy Fire Marshal and Chief have provided their verbal approval to issue a Citation  
Primary Actor:  Inspector 
Secondary Actor:  Management 
Related Use Case(s):   
Success:   

• Flag and Citation is posted under Violations Activity for the Address, APN or Company is 
flag 

• Citation documentation is retained and secured  
• Citation documentation is printable from the system 

Initial Path: Inspector needs to issue a Citation  
Actor System Rate 

 1. System provides option to Issue 
Citation  

N 

2. Inspector selects option to Issue 
a Citation 

3. System prompts for address, APN or 
Company 

N 

4. Inspector enters address 5. System prompts user for Citation 
Information Inputs 

 

6. Inspector enters Citation 
Information  

7. System prompts user for any 
attachments/additional 
documentation 

N 

8. Inspector adds scanned paper 
copy of citation and any 
additional documentation 

9. System retains information and posts 
entry in Violations Activity view of 
Address, APN or Company 

N 

 10. System posts activity to impacted 
customer’s online profile if profile 
present 

N 

 11. System adds hearing date/time to 
inspector’s calendar and 
management’s calendar (supervisior 
inspector reports to directly) 

N 

12. (Time Delay) Inspector attended 
hearing and needs to enter 
details of verdict and searches by 
Citation # in system 

13. System searches for citation displays 
citation detail 

N 
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14. Inspector enters Post Citation 
Detail changes Citation Status to 
Closed 

15. System validates field  information 
and retains data  

N 

Alternate Path 1: Inspector needs to modify a citation  
1.1 System provides option to search for a Citation by Citation # or Company 
1.2 Inspector searches for Citation by number  
1.3 System searches for citation displays citation detail 
1.4 System detects user is the submitter of the citation and allows user to modify 
1.5 Inspector makes changes on detail and saves 
1.6 System validates field information and retains data 

N 

Alternate Path 2: Inspector or management needs to Cancel a Citation 
2.1 System provides option to search for a Citation by Citation # or Company 
2.2  Inspector searches for Citation by number  
2.3 System searches for citation displays citation detail 
2.4 System detects user is the submitter of the citation and allows user to modify 
2.5 System allows option to Cancel 
2.6 User selects Cancel request 
2.7 System removes entry in Violation activity and cancels request.  

N 

Business Rules: 
(Step 7)  

• Only the Inspector submitting the attachments or Management can view, download , 
upload and print the attachments. 

Design: 
(Step 3) Citation Information Inputs 

A) Issuance Date – Date issuing Citation, System will automatically set to current date but 
allow modification by user if it needs to be changed  

B) First and Last Name – Representative of Company that is in violation, User will need to 
enter Person Information 

C) Company Name (Business) - Company that is in violation, User will need to enter 
Company Information 

D) Address Information-Address that is in violation, System will pre-populate based on what 
is entered at Step 4. However, if APN or Company lookup is used, system will pre-
populate based on what is on file in the system. User can modify 

E) Last Inspection Date – Original Inspection date, System will attempt to pre-populate from 
records but can be modified by user 

F) List of Code Compliance Ordinances & Violations, System will attempt to pre-populate 
from last inspection results but can be modified by user 

G) Hearing Date/Time-Date/Time the defendant is expected to show up at the hearing 
(Step 14)  

• Post Citation Detail shall be a field or work log entry where the user can enter details 
about the citation and any information about the hearing.  

• Multiple entries can be entered in the work log where upon saving the system will insert 
a time/date stamp along with the user id that made the entry. (Note: User may need to 
make multiple entries or updates prior to actual closure)  

 
(Step 1-14) 
In the event functionality described cannot be provided, there shall be a method to flag  a 
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record for a Citation and record the date of issuance, hearing date, and date of case closure. 
Audit Trail: 

1. An entry will be made for creation or modification of  the Citation 
2. Audit trail information will include User id, date/time, detail of transaction 

 
Security Requirement(s):   
(Step 9) Attachments-scanned in documentation are required to be secure due to witness 
statements and additional documentation containing Social Security number, and other 
sensitive information.  
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Comments:  

• (Step 9) Encryption of data may be necessary. 
• Citation form does not appear to be replaceable electronically due to the form usage via 

the metropolitan police department (see below) 
Nice-to-Have 

• The ability to send all citation attachments/ electronically to the District Attorney’s (DA) 
Office 

• Tracking number/case number from DA’s office once citation is received for tracking 
case in the system 

Example of Citation Form 
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Dept. Name: Fire Department 
Process Name: FD-Administrative-Permit-Modify-Address 
Use Case Number: FD043 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  SystemMonitoring-APNChange 
Level: User Goal 
Description:  System monitors for Assessor Parcel Number Changes and upon detection 
sends a work request over to FD staff for investigation 
Precondition: Assessor Parcel Number (APN) information is downloaded from the Assessor’s 
systems or the system that holds APN information is integrated with the new system 
Primary Actor:  System 
Secondary Actor:  Finance 
Related Use Case(s):  CP05 
Success:   
System automatically sends work request to Finance 
Finance updates impacted  
Initial Path: System runs daily scan for Assessor Parcel Number (APN) changes. 
Change is detected. 

Actor System Rate 
 1. System runs a daily scan/monitor for 

APN Changes 
N 

 2. System detects if the APN changes 
for an address 

N 

 3. System creates Work Request to 
Finance 

N 

Business Rules: 
• One APN can have one to multiple addresses related to it 
• One address can have one to multiple APNs related to it 

Design: 
(Step 1-2) Changes in Assessor Parcel information shall be detected through a comparison of 
Comp Planning addressing related APN information compared to the Assessor’s Parcel 
Information 
 
(Step 5) Work Request will include the following fields of information: 

• Purpose of Request 
• Address impacted 
• APN value before the change 
• APN value after the change 
• Date it was changed 

 
Audit Trail: 

1. An audit trail entry will be made for modification of APN information. 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

• Finance shall have the ability to modify the APN or Address on a request, permit, or 

FD043- SystemMonitoring-APNChange  Page 1 of 2 



related APN or Address data within the system.  
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

• If it is determined that the above functionality cannot be established, then one or more 
reports or system access shall be provided which displays weekly changes to APN to 
Address relationships: 
A) APN with related addresses 
B) Address with related APNs 
C) Historical view of APN 

Comments:  
Additional requirements gathering will need to be completed depending on the data 
automatically populated into the system and system limitations. 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-Perform Inspection 
Use Case Number: FD044 
Revision: 2/20/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  ManageInspections-Offsite 
Level: User Goal 
Description:  Fire Department inspectors need to manage assignment and calendar offsite 
Precondition: Mobile application is available for system and usable on a tablet or smart 
phone device 
Primary Actor:  Inspector 
Secondary Actor:   
Related Use Case(s):   

• FD045-Create-ModifyInspectionResults 
• FD034-ManageWorkRequests 

Success:   
Calendar entries and tasks are updated with changes 
Email notifications are sent out. 
Initial Path: Inspector reviews schedule and has no changes and continues on to create 
Inspection Results 

Actor System Rate 
1. User launches application on 

tablet or smart phone device 
  

 2. System prompts for user id and 
password 

 

3. User enters user id and 
password 

4. System authenticates user  

 5. System presents calendar default 
view of current day/schedule 

 

6. Inspector reviews schedule and 
requires no changes  

  

7. Inspector selects first inspection 
on schedule 

8. Go to FD045-Create-
ModifyInspectionResults 

 

Alternate Path 1: Inspector reviews schedule and sees overlapping inspections and moves 
inspection to different date and timeslot (Reschedule Inspection) 
1.1 (Step 6) Inspector reviews schedule and sees inspections which conflict/overlaps.  
1.2 Inspector moves inspection to another day and timeslot or another timeslot on the 

same day 
1.3 System prompts inspection for reschedule reason. 
1.4 Inspector enters reschedule reason and saves. 
1.5 System retains schedule change, sends email notification to customer and 

Management (Deputy Fire Marshal) of new inspection date/time.  
1.6 Inspector continues to Step 7 

 

Alternate Path 2: Inspector reviews schedule and sees overlapping inspections and goes to 
cancel inspection (Cancel Inspection) 
2.1 (Step 6) Inspector reviews schedule and sees inspections which conflict/overlaps.   
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2.2 Inspector selects option to cancel inspection. 
2.3 System prompts inspection for cancellation reason. 
2.4 Inspector enters cancellation reason and saves. 
2.5 Inspector continues to Steps 7-8 
2.6 System retains schedule change and sends cancellation notification to customer 
2.7 System queues up reschedule task for inspection. Either the Customer has to go 

online to schedule the inspection, or contact the Scheduling department to 
schedule the inspection or contact the Inspector to reschedule. 

2.8 (Time Delay) After 5 business days if the inspection has not been rescheduled, the 
system will send an alert to the Customer and Scheduling department 

2.9 (Time Delay) After 10 business days if the inspection has not been rescheduled, 
the system will send a Second alert to the customer and Scheduling department. 

2.10 (Time Delay) After 15 business days the system will send an alert to the 
Customer and Management.  

Alternate Path 3: Inspector reviews schedule and wants to decline meeting invite due to an 
inspection overlap (Decline Meeting) 
3.1 (Step 6) Inspector reviews schedule and sees meeting conflicts with inspection 
3.3 Inspector opens meeting invite and selects decline and enters decline reason 
3.3 System retains schedule change and sends email notification to meeting 
coordinator  
3.4 Inspector continues to Step 7-8 

 

Alternate Path 4 Inspector reviews schedule and wants to reassign an inspection (Reassign 
Inspection) 
4.1 (Step 6) Inspector reviews schedule and wants to reassign an inspection to 
another staff member. 
4.2 System provides option to reassign and select from a list of staff members 
4.3 Inspector selects a staff member and saves. 
4.4 System retains assignment change, updates all calendars and sends email 
notification to customer, new assignee and management (Deputy Fire Marshal).  
4.5 Inspector continues to Step 7-8 

 

Business Rules: 
• (Step 2.2) An inspection must be rescheduled unless the inspection is no longer 

required. (ie the request for the permit was cancelled, a particular permit requested is no 
longer required) 

• (Step 5) A user can only modify his/her own calendar unless he/she is a member of 
Scheduling or Management 

Design: 
(Step 2) Nice-to-Have- System will allow save of user id and password credentials for 
automatic login 
 (Step 6)  

1. Nice-to-Have-System displays in red possible scheduling conflicts 
2. All work tasks/assignments and time blocks will be listed on the schedule/calendar. ie, 

complaint inspections, permt inspections, meetings, vacation blocks 
3. The system shall provide an easy method to assign or reassign an inspection or work 

request to another staff member 
4. The view of the calendar or console will provide a means to view current 

assignments/work requests 
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5. Calendar/Schedule entries will  include detail if hovering over entry 
a) Work or Task Type (ie Inspection for Complaint, Inspection for Temporary permit) 
b) Request #  
c) Summary (ie type of work, install, event taking place) 
d) Company 
e) Property Address 
f) Plan Status 
g) Next Inspection Date/Time 

(Step 2.7) The system shall provide the inspector the ability to also schedule or reschedule a 
queued up inspection or create a new inspection. 
(Step 2.3-2.10)- Not all cancellations will require a rescheduling. The business will need to 
come up with canned reasons for cancellation and the  system shall require rescheduling 
based on reason selected. Ie a) Unable to complete on scheduled time b) Inspection not 
required-due to permit not needed c) Customer requested reschedule at a later time. d) 
Customer not ready 
(Steps 1.3, 2.6, 2.8, 2.9, 2.10, 3.3, & 4.4) The system shall retain copies/view of email 
communications sent out within the request 
 
(Initial Path, Paths 1-4)  The system shall have the same functions (ability to Reschedule, 
Cancel, Reassign inspections) available on the non-mobile application/ using the work console 
(Refer to FD034-ManageWorkRequests) 
 
Audit Trail: 

1. An entry will be made for calendar entries created, modified, or deleted 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  

•  (Steps 2.6, 2.8, 2.9, 2.10, 3.3, 4.4)Email notification outputs will need to be decided 
upon prior to implementation 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-Perform Inspection 
Use Case Number: FD045 
Revision: 2/14/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyInspectionResults 
Level: Summary 
Description:  Fire Department staff needs to perform an inspection and record notes and/or 
results of an inspection 
Precondition:  

• Mobile application is available for the system and usable on a tablet or smart 
phone device 

Primary Actor:  Inspector 
Secondary Actor:  Customer 
Related Use Case(s):   

• FD027-SystemMonitoring-ExpiredPermits-Greaterthan14 
• FD036-Create-ModifyDailyActivity 

 
Use Cases referred to for additional steps/functions relative to performing the inspection, 
inputting inspection results  or scheduling/rescheduling inspections 

• FD034-ManageWorkRequests 
• FD037-Create-ModifyPre-CitationLetter 
• FD038-Create-ModifyNoticeofViolation 
• FD039-Create-ModifyCalendarEntries 
• FD040-Create-ModifyStopWorkOrder 
• FD041-Create-ModifyFireWatch 
• FD042-Create-ModifyCitation 
• FD044-ManageInspections-Offsite 
• FD050-Create-ModifyInvestigation 
• FD058-Schedule-RescheduleInspection 

Success:   
• Inspection results entered and retained 
• Time Spent on the inspection calculated 
• Fees assessed and charged back to the customer 
• Additional inspections scheduled if required 

Initial Path: Inspector performs an initial inspection and needs to record time results. 
Inspection does not have violations or require additional steps.  

Actor System Rate 
1. User selects a specific inspection 

from calendar or work console on 
mobile application 

2. System displays Details for 
Inspection 

 

 3. System allows option to select Start 
Inspection timer to begin recording 
time it takes to complete inspection 

 

4. Inspector selects Start Inspection 
Timer 
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 5. System displays Checklist (Refer to 
Checklist Example for Fire Hydrant 
Install) of items which need to be 
reviewed during inspection and 
comments section  

 

6. Inspector checks off items 
completed while going through 
inspection 

7. System provides the ability to add 
individual code(s) violated and record 
comments regarding the issue 

 

8. Inspector does not have any 
violations but enters comments 

9. System provides ability to select next 
steps required. ( ie plan submission, 
additional permits, reinspection,   

 

10. Inspector does not require 
additional steps and selects 
option to Finalize and Pass 
inspection 

11. System validates fields of information 
and retains inspection results. 

 

 12. System calculates and displays time 
spent, additional fees, summary, and 
inspection results with inspector’s 
electronic signature and signature 
line for customer 

 

13. Inspector has customer review 
inspection results, obtains 
customer signature and submits 

14. System date/time stamps signatures  

 15. System emails customer copy of 
inspection 

 

16. Inspector selects Stop Inspection 
timer 

17. System calculates time spent and 
records information in daily activity 

(Refer to FD036-Create-
ModifyDailyActivity) 

N 

Alternate Path 1: Inspector performs an initial inspection and needs to record time and results. 
Inspection has violations and requires reinspection  
1.1 (Step 7 & 8) Inspector has found multiple violations and adds each individual code 

violation with details of violation 
1.2 (Step 9 & 10) Inspector selects option for a reinspection and Fails inspection 
1.3 System prompts for next inspection date/time and presents calendar view 
1.4 Inspector selects date/time and saves 
1.5 Continue to Steps 11-17 

 

Alternate Path 2: Inspector performs a reinspection (as a result of Alternate Path 1) 
and needs to record time and results. All violations have been corrected. 

 

2.1 (Step 4-5) System displays results of previous inspection and presents list of 
violations 
2.2 (Step 6-7) System allows user to mark violations corrected, add comments 
2.3 Continue to Step 8-15. 

 

Alternate Path 3: Inspector performs a reinspection (as a result of Alternate Path 1) and needs 
to record time and results. Some violations have been corrected. 
3.1 (Step 4-5) System displays results of previous inspection and presents list of 
violations 
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3.2 (Step 6-7) System allows user to mark violations corrected, add comments 
3.3 Go to Step 8 
3.4 (Step 9 & 10) Inspector selects option for a reinspection and Fails inspection 
3.5  System prompts for next inspection date/time and presents calendar view  
3.6  Inspector selects date/time and saves 
3.7 Go to Steps 11-15 
Alternate Path 4 : Inspection Results are for a Complaint created from a permit not being 
renewed (Refer to FD0027-SystemMonitoring-ExpiredPermits-Greaterthan14). System notifies 
Finance 
4.1 (Step 15) If the inspection was triggered via a Complaint request from FD027-
SystemMonitoring-ExpiredPermits-Greaterthan14, the system will also send an 
email to Finance with a copy of the Inspection Results. 
4.2 Continue to Step 16 

 

Alternate Path 5: Inspection Results are for a Complaint and inspection was Completed 
5.1 (During Steps 14-17) If the inspection was triggered via a Complaint and inspector 
completed the final inspection, the system will assign and send the Complaint and 
Inspection results to Management (Deputy Fire Marshal) for review. 
5.2 (Time Delay) Management will review the Complaint and Inspection results to 
verify no corrections or additional effort is required. 
5.3 If there are no corrections or additional effort required, Management will 
Close/Complete the Complaint and process ends at 5.3.  If there are corrections or 
additional effort required, Management will update the worklog and reassign the 
Complaint to the inspector  
5.4 The inspector will make the appropriate updates and reassign the Complaint back 
to Management. (Step 5.2) Note: If an additional inspection is required, the inspector 
may setup another inspection and go back through the process again.  

 

Alternate Path  6: Inspection is partially completed 
6.1 (Step 9 & 10) Inspector selects option for a reinspection and indicates inspection is 
Partially Complete 
6.2 System prompts for next inspection date/time and presents calendar view6.3 
Inspector selects date/time and saves 
6.4 Continue to Steps 11-17 

 

Alternate Path  7: Inspection is partially completed and inspector needs to complete the 
inspection 
7.1 (Steps 4-5) System presents detail of what was completed during previous 
inspection and allows inspector to finish where he/she left off.  
7.2 Continue to Steps 6-17 

 

Business Rules: 
(Step 9)  

• If an inspector requires resubmission of plans, the request that triggered the inspection 
shall remain open and the customer is required to submit a revision (also known as As-
Builts) and go back through the plan review and inspection stages again. 

(Step 5 & 6)  
• An Inspection Check list will display based on permit and inspection type.The checklist is 

required to be completed for each inspection 
(Step 10) 

• If the inspection Failed, is Partially Complete or Cancelled, another 
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inspection/reinspection is required unless the Cancelled inspection is due to a result of 
the request being Cancelled. 

 (Step 2.2)  
• Results and comments added during previous inspections cannot be overwritten. 

Design: 
(Step 2) Details for Inspection 

Field Name Description/Comments 

Address  Address being inspected 

Request Number  System Generated based on request that 
generated the inspection 

Inspection Contact Contact for the request 

APN  Assessor’s Parcel Number 
System auto-populate based on address 
and Comp Planning data 

Major Property Name  (one or more addresses or parcels related 
to a description of a property- ie MGM, 
Mandalay Bay) 
System auto-populated based on address 
from request 

Tenant Name  (Company/Business taking up residence at 
unit/suite on property or entire property) 
System auto-populated based on address 
in request and business license information 

Request Type  (Request that triggered the inspection. Ie 
Business License, Complaint, Permit 
Request, etc. 

Inspections Detail  Inspections already completed as part of 
the request. 
Inspections outstanding for the request. 
Detail of all inspections completed 
historically and currently pending. 

Request Detail Button or selection which allows inspector 
to see the request detail 

Company Detail Company that submitted the request. 
Button or selection which allows inspector 
to see Business License detail (ie NAICS 
Code, Business Licenses Issued or Pending) 

Building Detail Button or selection which allows inspector 
to review Building detail (ie Occupancy 
Type, Square Footdge, Occupant Load) 
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Zoning Detail Button or selection which allows inspector 
to review Zoning Detail 

Plan Detail Button or selection which allows inspector 
to review number of plan reviews 
completed and plans approved in .pdf 
compressed form 

 
• Nice-to-Have The system shall provide a method to display list of permits issued in the 

past and currently pending 
• Nice-to-Have The system shall provide a method to display the current violations and 

outstanding activities 
 
(Step 6-10) System will provide the functionalities and the ability to input the following levels of 
information during or after an inspection: 

• Inspection Status 
a) Passed 
b) Passed with Conditions 
c) Failed 
d) Partially Complete 
e) Cancelled 
• Special Conditions for a permit 
• Add individual violations and fire code associated with it 
• View current required inspections and Add/Remove inspections 
• Assign Additional inspectors  to the inspection 
• Identify violations that have been corrected and if any are still outstanding 
• Modify individual items/inventory of Hazardous Material  
• Modify Hazardous Material Categorization on a specified address/parcel 
• Inspection Start and End Date/Time (time it took to complete the plan review)  
• Reassign the request to another Inspector 
• Create/Modify  a Notice of Violation 
• Create/Modify a Fire Watch 
• Create/Modify a Pre-Citation letter 
• Create/Modify a Citation 
• Create/Modify a Stop Work  
• Create/Modify a related or stand alone Complaint 
• Modify permits required 

 (Step 5) 
• Checklists presented will depend on the permit and/or inspection type required. Refer to 

Checklist Example for Fire Hydrant Install 
• If Hazardous Materials were inventoried during plan review, the system shall include it in 

the checklist to review, verify and make modifications to. The system will provide inputs 
to verify quantities, volumes, etc.  

(Step 7) 
• Nice-to-Have- Integration with system that contains Fire Code and guidelines or if a 

separate set of data needs to be setup to import and index Fire Code detail in order to 
provide a drop-down or lookup. 

FD045-Create-ModifyInspectionResults  Page 5 of 8 



(Step 10)  
• If the results are for an Occupancy Inspection and the staff member required to do a 

Pre-Plan, the system will require the user to enter the “Unit #” (Steps 5-10) 
• Nice-to-Have System shall provide the ability to upload pictures taken from a mobile 

device and attach the pictures with notes to the inspection 
• Nice-to-Have System shall provide the ability to send an email regarding an inspection, 

plan or request within the interface and store the email thread 
(Step 15)  

• Nice-to-Have If contact has an online profile, system will post a copy of the inspection 
report online 

• Nice-to-Have In the event there isn’t an email address on file for the customer, the 
system will prompt the Inspector the option to provide an email address or print the 
inspection report on site.  

(Step 3 & 15) In the event there is not a timer available, a Start and End Date/time field  will be 
provided for manual entry 
 
(Step 1.1)  

• System will provide a method to add violations individually, associate the specific 
code/ordinance violated (from the International Fire Code or Clark County Fire Codes), 
and add actions required for each violation  

(Steps 1.2 & 3.4)   
• System will provide a method to add a reinspection by the current user or add an 

additional inspection performed by another assignee . (ie of this is during an Occupancy 
inspection, Suppression staff may not need to perform a reinspection, but may find a 
violation that Prevention staff needs to inspect) 

(Steps 1.3, 3.5. 6.2)  
Nice-to-Have 

• System shall provide an option to opt out of rescheduling the inspection and flag the 
record with a reminder task assignment for the inspector to reschedule the inspection. 

• The task due date shall be set to 10 business days from the current date.  
• If the task is not completed by the due date, a 1X email notification will be sent to 

management.  
Audit Trail: 

1. An entry will be made for creation or modification of Inspection Results  
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

• The system shall provide the ability to see the # of discrepancies (violations) for a 
specified property (including schools) for a specified data range 

• The system shall provide the ability to see a summary of the subtotals of the type of 
discrepancies and total # of discrepancies (violations)) within a specified data range 

• Must be able to pull a report  or .csv export of Parcels with Hazardous Materials grouped 
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by Hazardous Material Category.  Fields of information included: 
A) Company (Business Name) 
B) Company Physical Address 
C) Assessor Parcel Name 
D) Company Mailing Address 
E) Company Contact Information 
F) Permits Issued (Type, #, Status, Valid for Dates) 
G) Last Inspection Date 

• Must be able to pull a report  or .csv export of Companies with Hazardous Materials.  
Fields of information included: 
H) Company (Business Name) 
I) Permits Issued(Type, #, Status, Valid for Dates) 
J) Last Inspection Date 

Comments:  
• Checklist detail will need to be determined and inputted as part of implementation 
• Nice-to-Have Business license specific NAICS Codes flag for Hazardous Materials 
• Nice-to-Have Mobile device has credit card transaction capabilities where the customer 

can swipe his/her credit card, sign and give authorization for payment on the spot for 
overtime services or outstanding fees.  

Checklist Example for Fire Hydrant Install 
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Dept. Name: Fire Department 
Process Name: FD-Plans-Review 
Use Case Number: FD046 
Revision: 2/19/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  System-Auto-Assignment-Plans 
Level: User Goal 
Description:  Plans have been submitted electronically or in person. Due date needs to be 
automatically set and the Plan review assigned automatically. 
Precondition:  
Primary Actor:  System 
Secondary Actor:   
Related Use Case(s):   
Success:   

• Plan Due Date is automatically calculated 
• Resource is assigned to the task/request automatically 
• Assignment displays on Work Console and Calendar 

Actor System Rate 
 1. System receives a request that 

requires a plan review 
 

 2. System calculates and determines 
the Plan Review Due Date based on 
Plans Service requested, Plan 
Category, Permit Type and date 
Plans are submitted. 

 

 3. System saves the Plan Review Due 
Date 

 

 4. System assign plans based on the 
following factors: 
Plan Skillset 
Specialty Assignment 
Workload 

 

 5. System  checks for available 
resource and assigns Plans Checker 

 

 6. System displays assignment on Plan 
Checker’s Work Console and 
calendar 

 

Business Rules: 
(Step 4)  

• A resource (Plans Checker) can have one or more Plan Skillsets 
• A resource can have more than one Specialty Assignment (be assigned to one or more 

specific major properties or Events 
• Auto-assignment will only assign one plans checker 
• Anything outside of designated business hours for that staff member is considered 

extended work time or overtime. 
Design: 
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(Step 2) Each Permit Type (Refer to Fire Department Fee Table)  shall have a target timeframe 
as well as services associated with them (ie 24hr, 48hr, 5 day, etc.). These targets shall be 
maintained and easily configurable within the system. 
 
(Step 4)  

• The system will not be expected to reallocate workloads when employees call in sick. 
Scheduling and Management will have the ability to manually reassign work assignments 

• System will schedule a Plans Checker to perform X hours of Plans Review daily.  
• System will fill a Plans Checker with additional reviews if scheduled reviews run shorter 
• The system shall allow additional plans checkers/plan reviews to be assigned manually 
• In the event a request cannot be auto-assigned, the request will get assigned to 

scheduling to manually assign. The system will log an event with detail as to why the 
request could not be auto-assigned 

• If more than one plans checker is required to review plans, the system will create a 
separate layer of approvals for each plans checker approval, comments and markup 

• Each Permit Type (Refer to Fire Department Fee Table) shall require a specific Plan 
Skillset for assignment. This Plan Skillset matrix will contain the following skillsets which 
shall be maintained and easily configurable within the system: 

A. Civil 
B. Sprinkler 
C. Alarm 
D. Hazmat/Gases/Liquids 
E. Assembly/Exhibit (has Specialty Assignment) 
F. Fireworks and Flame Effects (has Specialty Assignment) 
G. Engineer (has Specialty Assignment) 
H. Chemical Suppression 

 
• Three of the above skillsets have a related Specialty Assignment. The system will retain 

the Specialy Assignment  list which designates the Major Property Name or Event Name,  
to Plans Checker assigned. (Note: This same list will also contain Inspector assignments) 
 

• The system will assign plans based on the following logic: 
• Skillset w/o Specialty Assignment (Civil, Sprinkler, Alarm, Hazmat/Gases/Liquids, & 

Chemical Suppression skillsets)- System will check for all resources with specified 
Skillset and select the resource with the least workload 

• Skillset w/Specialty Assignment (Assembly/Exhibit, Fireworks and Flame Effects, & 
Engineer)-System will check the Skillset and designated Specialty Assignment (Major 
Property name or Event) and select the resource based on that designation. If there is 
more than one resource listed under the Specialty Assignment for that Skillset, the 
system will select the resource with the least workload. If there is no resource listed under 
Specialty Assignment, the system will check for all resources with specified Skillset and 
select the resource with the least Workload. 

 
Audit Trail: 

• An entry will be made for any assignment or change to an assignment  
• Audit trail information will include User id, date/time, brief detail of transaction 
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Security Requirement(s):   
(Post Step ) 

• Only Scheduling or Management can change the assignment of a plans review 
• Only Management can change the due date of a plans review 

Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria 
Reporting: 

• A report or console will be provided which lists unassigned plan reviews. 
Comments:  

• Specialty Assignment will need to be identified prior to implementation 
Workload determination will need to be established prior to implementation. Proposal is to have 
the system calculate average time it takes to complete the task. Once the system has 
determined how long it takes for the task, assign to eligible plans checker based on tasks already 
assigned and time blocked out on calendar and calendar availability. This may be similar to 
inspector evaluation of assignments for the day. 
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Dept. Name: Fire Department 
Process Name: FD-Administrative-Scheduling 
Use Case Number: FD047 
Revision: 2/8/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyEmployeeSkills 
Level: User Goal 
Description:  Fire Department staff wants to create or maintain skills profile for an employee 
within the system. Skills information is utilized via the system for assignment 
Precondition: Employee data is already entered into the system and employee has already 
been issued a user id 
Primary Actor:  Management 
Secondary Actor:   
Related Use Case(s):   

• FD014-Customer-PermitSurveyOnline 
• FD035-RecordSearchRequest 
• FD046-System-Auto-Assignment-Plans 
• FD019-System-Auto-Assignment-Inspection 

Success:   
• Skill Profile has been created successfully and is usable by the assignment engine 
• Skill Profile has been modified successfully and is usable by the assignment engine 

Initial Path: User needs to create a new skill profile for an employee. 
Actor System Rate 

1. User selects option to maintain 
employee skills profile 

2. System presents option to Create or 
Modify a profile  

 

3. User selects Create 4. System presents search option to 
look for employee by last and first 
name 

 

5. User enters Last Name and First 
Name 

6. System looks for employee by Last 
Name and First Name and presents 
selection list which also displays, 
user id, employee id, department, 
manager 

 

7. User selects an employee from 
the list 

8. System checks and verifies a skills 
profile does not already exist 

 

 9. System validates a profile does not 
exist 

 

 10. System prompts for Role(s) within 
the department 

 

11. User selects Role(s) 12. Based on Role(s), system 
determines Skill Sets that can be 
populated. 

 

 13. System displays Skill Sets that can 
be configured for that role 

 

14. User modifies Skill Sets and 
saves 

15. System validates and retains 
information 
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Alternate Path 1: User needs to modify a skill profile for an employee. 
1.1 (Step 3) User selects option to Modify 
1.2 Go to Steps 4-7 
1.3 (Step 8-9) System validates a skill profile already exists 
1.4 (Step 10-13) System presents Skill Sets and detail within that profile 
1.5 Go to Steps 14-15 
Business Rules 

• (Step 10 & 11) An employee can be in more than one role 
Design: 
(Step 10, 11) Role drop-down list (subject to change at time of implementation) 

• Intake 
• Finance 
• Scheduling 
• Management 
• Plans Check 
• Inspection 
• Imaging 

(Step 12) Skillsets 
• Work Assignment Table (Refer to FD014, FD035) Skillset or table of information that 

shall indicate type of requests or tasks a person can work on (Apparatus Standby 
Request, Complaint, Courtesy, Permit Survery, Inspection, Business License 
Inspection, System/Install Permits, Operational Permits, FD Records Search, 
Temporary Permits, Plans Review, or Escrow) 

• Specialty Assignment Table (FD046, FD019) Skillset or table of information that shall 
indicate if a Plans Checker or Inspector is assigned to a Major Property (one or more 
addresses or parcels related to a description of a property- ie MGM, Mandalay Bay) or 
Special Event/Project (typically large temporary events or projects occurring within 
Clark County).  

• Area (FD019) Skillset or table of information that shall indicate addresses or GIS 
coordinates which an inspector is responsible for performing inspections within that 
area 

• Plan Skillset (FD046) Skillset or table of information that indicate if a Plans Checker is 
qualified to do a plan review related to a particular permit 

(Step 15) System shall allow a method to deactivate skillset in the event of an employee 
termination. 
(Step) Audit Trail: 

1. An entry will be made for creation or modification of an employee’s skills profile 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s): Skills profiles can only be created or modified via Management 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  
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Dept. Name: Fire Department 
Process Name: FD-Permit-Renewal-Expiration 
Use Case Number: FD048 
Created by (BA/BL/SME): Evelina Girard/  
Use Case Name:  FD-Customer-Renew Permit 
Level: User Goal 
Description:  Customer needs to pay a fee for a permit that is due to expire  30-60 days from 
current date and is considered a Renewable permit. 
Precondition: Permit is a renewable permit that has already been Active for a period of time 
Primary Actor:  Customer 
Secondary Actor:   
Related Use Case(s):   
FD012-CustomerPaymentOnline 
FD019-System-Auto-Assignment-Inspection 
FD026-SystemMonitoring-PermitRenewalDue60-30  
FD027-SystemMonitoring-ExpiredPermits-Greaterthan14 
Success:  

• Renewal fees are assessed 
• Late fees are assessed 
• Fees for additional plan review are assessed 
• Fees are paid in full and plan review or an inspection is scheduled 

Initial Path: Permit is Active and has not expired and Customer has not changed Plans. 
Customer goes online to pay fees and schedule inspection. 

Actor System Rate 
1. Customer navigates to website 

specified in the notice. 
2. System prompts customer for login id 

and password 
 

3. Customer inputs id and password 4. System authenticates user and 
presents Home/Main Screen 

 

5. Customer selects 
Create/Manage Permits  

6. System displays List of Permits 
Requested 

 

7. Customer navigates/scrolls 
through list of permits and 
selects the permit 

8. System displays detail of the permit  

9. Customer selects option to pay 
for renewal 

10. System prompts customer to identify 
if Plans have changed 

 

11. User responds No. 12. System presents fees due and  
brings user through payment 
process. Refer to FD012-
CustomerPaymentOnline 

 

 13. After user and system complete the 
payment process, system prompts 
customer for date he/she would like 
to schedule the inspection  

 

14. User selects an inspection date 
and saves 

15. System checks for availability- Refer 
to FD019-System-Auto-
Assignment-Inspection  
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 16. System processes and retains the 
information 

 

 17. System sends email notification to 
customer with confirmation of 
inspection date 

 

 18. System posts calendar entry and 
assignment on inspector schedule 

 

 19. System posts to customers view 
Inspection Date scheduled for 
specified permit 

 

 20. System returns user to Home/Main 
Screen 

 

Alternate Path 1: Permit is Active and has not expired and Customer has changed Plans. 
Customer goes online to pay fees and submit Plans. 
1.1 Go to Steps 1-10  
1.2 (Step 11) User responds Yes 
1.3 System displays dialogue to browse and select attachment for plans.  
1.4 User browses and attaches Plans and clicks on Upload. 
1.5 Based on current Plan Status System determines the Plans submission is a revision 
(Change to a plan that was already approved) to approved plans 
1.6 System calculates additional cost for revision submission and adds fees to renewal costs. 
1.7 Go to Step 12 
1.8 Skip Steps 13-19 
1.9 System accepts plans and sets Flag “Plans Uploaded from Customer” 
1.10 System auto-assigns to Plans Checker. Refer to FD046-System-Auto-Assignment-Plans 
1.11 System automatically sets Plans Review Due Date 
1.12 System displays confirmation of Plans Upload being successful and Expected Plan 
Review Completion Date (Plan Review Due Date) 
1.13 User closes confirmation 
1.14 System posts to customers view Expected Plan Review Completion Date for specified 
permit 
1.15 Go to Step 20 
Alternate Path 2: Permit is Inactive and has Expired and Customer has not changed Plans. 
Customer goes online to pay fees  
2.1 Go to Steps 1-11 
2.2 (Step 12) The system will display itemized break down of renewal fees and late 
fees assessed and bring user through payment process. Refer to FD012-
CustomerPaymentOnline 
2.3 Continue to Steps 13-20 

 

Alternate Path 3: Permit is Inactive and has Expired and Customer has changed Plans. 
Customer goes online to pay fees 
3.1 Go to Steps 1-10 
3.2 Go to Steps 1.2-1.5 
3.3 (Step 1.6) The system will display itemized break down of renewal fees, late fees 
and additional cost of plan review and bring user through payment process. Refer to 
FD012-CustomerPaymentOnline 
3.4 Go to Steps 1.7 -1.15 
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Business Rules: 
(Step 14) Renewal fees must be paid prior to scheduling an inspection. 
 (Step 2.2, 2.3) The system will assess late fees (based on a designated fee structure) if the 
permit is renewed past the permit period.  
(Alternate Path 1 & 3) If Plans have changed , a Plan Submission, Plan Review, and 
Inspection are required 
Design: 
(Step 3) List of Permits Requested shall be a table or list which displays permits requested 
via the user. The fields of information shall include the following: 

• Permit # 
• Permit Type 
• Company (Business) permit was issued to 
• Period permit is valid for 
• Renewal Cost (renewal fee) 

(Step 6) The system shall provide an option to look up and pay for a permit that is not on the 
List of Permits Requested (ie lookup by Permit #, lookup by Request #, lookup by Company 
permit was issued to). 
(Step 14) If customer does not schedule inspection once permit has been paid for, flag record 
that requires inspection to be scheduled.  
(Alternate Path 2 & 3) 
If a Complaint has been created out as of a result of FD027-SystemMonitoring-
ExpiredPermits-Greaterthan14, at the end of both paths, the system will send an email 
notification to Finance to let Finance know what adiditional action(s) has been taken (ie paid in 
full, plan upload) 
 
 Audit Trail: 

1. An entry will be made for any payment activity, inspection scheduling activity, or plans 
upload activity. 

2. Audit trail information will include User id, date/time, brief detail of transaction 
 

Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

1. The system shall have a report which provides a list of permits that were renewed 
online within a user specified date range 

Comments:  
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Dept. Name: Fire Department 
Process Name: FD-Permit-Renewal-Expiration 
Use Case Number: FD049 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  FD- Renew Permit 
Level: User Goal 
Description:  Customer needs to pay a fee for a permit that is due to expire  30-60 days from 
current date or has already expired and is considered a Renewable permit and wants to pay in 
person or via mail.  
Precondition:  
Permit is a renewable permit that has already been Active for a period of time 
Fire Department staff is already logged into the system 
Primary Actor:  Intake 
Secondary Actor:  Finance 
Related Use Case(s):   
FD013-CustomerPaymentInPerson 
FD019-System-Auto-Assignment-Inspection 
FD026-SystemMonitoring-PermitRenewalDue60-30  
FD027-SystemMonitoring-ExpiredPermits-Greaterthan14 
FD048-Customer-RenewPermit 
Success:  

• Renewal fees are assessed 
• Late fees are assessed 
• Fees for additional plan review are assessed 
• Fees are paid in full and plan review or an inspection is scheduled 

Initial Path: Permit is Active and has not expired and Customer has not changed Plans. 
Customer goes in person to pay fees and schedule inspection. 

Actor System Rate 
 1. System provides option to search for 

permit by permit #, Company, 
Address or Applicant  

 

2. User performs a search by permit 
# 

3. System locates permit and displays 
detail of the permit 

 

4. User selects option to pay for 
renewal fees 

5. System prompts user to identify if 
Plans have changed 

 

6. User responds No. 7. System presents fees due and  
brings user through payment 
process. Refer to FD013-
CustomerPaymentInPerson 

 

 8. After user and system complete the 
payment process, system prompts for 
for option to schedule inspection 

 

9. User selects option to schedule 
inspection 

  

10. User selects an inspection date 
and saves 

11. System checks for availability- Refer 
to FD019-System-Auto-
Assignment-Inspection  
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 12. System processes and retains the 
information 

 

 13. System sends email notification to 
customer with inspection date 

 

 14. System posts calendar entry and 
assignment on inspector schedule 

 

 15. System posts to customers view-
Inspection Date scheduled for 
specified permit 

 

 16. System returns user to Home/Main 
Screen 

 

Alternate Path 1: Permit is Active and has not expired and Customer has not changed Plans. 
Customer goes in person to pay fees but is NOT ready to schedule inspection. 
1.1 Go to Steps 1-8 
1.2 (Step 9) User selects option to Schedule inspection at a later time 
1.3 (Skip Steps 10-15) System flags permit for inspection task that needs to be 

scheduled 
1.4 (Step 11) System sends reminder email notification to customer and Scheduling 
1.5 System posts to customer view-outstanding Inspection Required to be scheduled 
1.6 System returns user to Home/Main Screen 

 

Alternate Path 2: Permit is Active and has not expired and Customer has changed Plans. 
Customer goes in person to pay fees and submit Plans. 
2.1 Go to Steps 1-5  
2.2 (Step 6) User responds Yes 
2.3 System displays dialogue to attach plans electronically or accept paper plans.  
A) If electronic is selected, system allows browsing and selection of a file.  
    User browses and attaches Plans and clicks on Upload. Plans location is updated 
with “Electronic Attachment” 
B) If paper, User enters location of plans and saves 
2.4 Based on current Plan Status System check and determines if  

a) Revision-Change to a plan that was already approved. 
b) Correction-Change in response to a Correction letter issued 
c) Swap-Out-Change to a New Plan that has not started review 

2.5 System determines the Plans submission is a revision to approved plans 
2.6 System calculates additional cost for revision submission and adds fees to renewal 
costs. 
2.7 Go to Step 7 
2.8 Skip Steps 8-15 
2.9 System accepts plans and sets Flag “Plans Uploaded from Customer” 
2.10 System auto-assigns to Plans Checker. Refer to FD046-System-Auto-
Assignment-Plans 
2.11 System automatically sets Plans Review Due Date 
2.12 System displays confirmation of Plans Upload being successful and Expected 
Plan Review Completion Date (Plan Review Due Date) 
2.13 User closes confirmation 
2.14 System posts to customers view Expected Plan Review Completion Date for 
specified permit 
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2.15 Go to Step 16 
Alternate Path 3: Permit is Inactive and has Expired and Customer has not changed Plans. 
Customer goes in person to pay fees  
3.1 Go to Steps 1-6 
3.2 (Step 7) The system will display itemized break down of renewal fees and late fees 
assessed and bring user through payment process. Refer to FD013-
CustomerPaymentInPerson 
3.3 Continue to Steps 8-16 

 

Alternate Path 4: Permit is Inactive and has Expired and Customer has changed Plans. 
Customer goes in person to pay fees and submit Plans 
4.1 Go to Steps 1-5 
4.2 Go to Steps 2.2-2.5 
4.3 (Step 2.6) The system will display itemized break down of renewal fees, late fees 
and additional cost of plan review and bring user through payment process. Refer to 
FD012-CustomerPaymentOnline 
4.4 Go to Steps 2.7-2.16 

 

Business Rules: 
(Step 14) If customer does not schedule inspection once permit has been paid for, flag record 
that requires inspection to be scheduled.  
(Step 2.2, 2.3) The system will assess late fees (based on a designated fee structure) if the 
permit is renewed past the permit period.  
(Alternate Path 1 & 3) If Plans have changed , a Plan Submission, Plan Review, and 
Inspection are required 
Design: 
(Step 3) List of Permits Requested shall be a table or list which displays permits requested 
via the user. The fields of information shall include the following: 

• Permit # 
• Permit Type 
• Company (Business) permit was issued to 
• Period permit is valid for 
• Renewal Cost (renewal fee) 

(Step 6) The system shall provide an option to look up and pay for a permit that is not on the 
List of Permits Requested (ie lookup by Permit #, lookup by Request #, lookup by Company 
permit was issued to). 
(Alternate Path 2 & 4) 

• If a Complaint has been created out as of a result of FD027-SystemMonitoring-
ExpiredPermits-Greaterthan14, at the end of both paths, the system will send an 
email notification to Finance to let Finance know what additional action(s) has been 
taken (ie paid in full, plan upload) 

• The system will provide an option to upload plans at a later time. If this option is 
selected the system will flag the permit for a required Plan submission and send an 
email notification reminder to the customer.  
 

 Audit Trail: 
1. An entry will be made for any payment activity, inspection scheduling activity, or plans 

upload activity. 
2. Audit trail information will include User id, date/time, brief detail of transaction 
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Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

1. The system shall have a report which provides a list of permits that were renewed 
online within a user specified date range 

Comments:  
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Dept. Name: Fire Department 
Process Name: FD-Inspection-Perform Inspection 
Use Case Number: FD050 
Revision: 2/19/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyInvestigation 
Level: User Goal 
Description:  Fire Department Staff needs to open an investigation or send a notification to 
another department or agency  
Precondition:  
User is already logged into system 
Primary Actor:  Inspector 
Secondary Actor:  Department/Agency representative 
Related Use Case(s):   
FD002-PopulateAddressInformation 
FD005-PopulateCompanyInformation 
FD004-PopulatePersonInformation 
Success:   

• Investigaton request is created and assigned 
• Department is alerted/notified of an issue 
• Department completes investigation, closes out request, and system notifies submitter. 

Intial Path: Inspector submits a new Investigation 
Actor System Rate 

1. User/Customer selects to submit 
Investigation/Notification 

2. System displays Investigation 
Request Detail 

 

3. User/Customer populates 
Investigation Request Detail 
and saves 

4. System provides drop-down list of 
departments to assign to 

 

5. User selects department 6. System validates required field 
information are complete and proper 
formatting is met. 

 

 7. System retains request information  
 8. System assigns request to specified 

department or agency and sets 
status to New 

 

 9. System returns confirmation 
message request # has been 
submitted successfully. 

 

10. User selects OK 11. System returns user to home screen  
12. (Time Delay)  

Department or Agency 
representative sees the request 
on work management 
console/assignments 

  

13. User double clicks and opens 
detail of request 
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14. User assigns to an individual 15. System sets status to Assigned and 
validates information and retains 
detail 

 

 16. Request shows up under assignees 
work management 
console/assignments 

 

17. (Time Delay) User reviews 
request and investigates issue 

  

18. User enters detail of investigaton 
in a work log 

  

19. User considers investigation 
closed and changes status to 
Completed 

20. System validates required field 
information is complete and proper 
formatting is met. 

 

 21. System emails submitter closure 
notification with detail work log 
entries. 

 

Alternate Path 1: Submitter needs to modify request 
1.1 System allows option to search for request 
1.2 User searches for request by request # 
1.3 System returns request in modify mode 
1.4 User adds information to work log and attachments field 
1.5 System validates required field information is complete and properly formatted  
1.6 System retains information and notifies assignee via email regarding update to 

worklog and attachments. 

 

Alternate Path 2: Submitter needs to cancel request  
2.1 System allows option to cancel request 
2.2 Selecting cancellation the system prompts user for a cancellation reason 
2.3 System changes status to cancelled, notifies assignee via email of the cancellation 
and removes work assignment from work queues. 

 

Business Rules: 
(Step 7)  

• An Investigation/Notification will automatically be submitted with a Due Date/Time 15 
business days from current date 

(Step 14)  
• The department assigned shall have the ability to reassign to another department. 
• The assignee shall have the ability to reassign the request to another user within the 

department 
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Design: 
(Step 2 & 3) Investigation Request Detail 

Field Name Data Type Description/Comments Require
d Field? 

Submitter Information   <Person Information> Person reporting the 
issue/submitting the issue 
System will pre-populate with 
the submitter’s information. 

Y 

Address  <Address Information> Address Investigation is 
Regarding 
If Address is not available, User 
can specify GIS coordinates 
then Address will no longer be 
required 

Y 

APN Numeric Assessor’s Parcel Number  
System will pre-populate based 
on Address Information 
entered 

N 

GIS Coordinates  Alphanumeric GIS Coordinates or Cross 
streets where investigation is 
regarding 

N 

Company Name <Company Information> Business/Company request is 
about 
Provide lookup/matchup  for 
existing companies 

N 

Business License # Numeric Business license number 
associated with company 
System will pre-populate based 
on found on Company lookup 

N 

Date of Incident/Report Date Date incident occurred Y 
Summary Alphanumeric Text field used to supply a brief 

summary of the issue 
Y 

Description Alphanumeric Text field used to enter detail 
of the issue 

Y 

 
(Step 3) The user shall be able to attach documents to the request 
 
Audit Trail: 

1. An entry will be made for creation or modification of an Investigation-Notification detail 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

1. User will have the rights to create or modify the Investigation request 
2. Assignee will have rights to modify the Investigation request 

Data Retention:   
Not Applicable- will utilize existing data retention requirements 
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Search Criteria: 
Reporting: 
Comments:  
Overall, the Fire Department needs a method to communicate effectively with the other 
departments.   
Examples of when this may be utilized: 

• Inspector sees in system business license indicates company is out of business but 
upon going out to site, business is still in operation 

• Inspector sees an operation in place business is not licensed for 
• Inspector sees an operation in place business is not zoned for 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-AnnualOccupancy 
Use Case Number: FD051 
Revision: 2/19/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  SystemMonitoring-CreateOccupancyInspection 
Level: User Goal 
Description:  The system will create an Occupancy inspection on a scheduled basis for 
specified properties 
Precondition:  
A parcel must be flagged for an Occupancy Inspection and the Occupancy Inspection 
Schedule must be populated. 
Primary Actor:  System 
Secondary Actor:   
Related Use Case(s):   

• FD019-System-Auto-Assignment-Inspection 
Success:   

• Occupancy Inspection is automatically created and assigned 
• Work assignments and calendars are updated 

Initial Path: System determines an Occupancy Inspection needs to be scheduled 
Actor System Rate 

 1. System runs a daily scan for parcels 
which require a scheduled 
Occupancy Inspection 

 

 2. System checks for Last Occupancy 
Inspection Date/Time completed 
(for that specified property) 

 

 3. System checks for Occupancy 
Inspection Schedule  

 

 4. System checks if Occupancy 
Inspection is already scheduled 

 

 5. Based on information in Steps 2-4 
determines if an Occupancy 
Inspection needs to be scheduled 

 

 6. If system determines Occupancy 
Inspection needs to be scheduled, 
system will automatically create and 
assign at least one inspection.  

 

 7. Go to FD019  
Alternative Path 1: System determines an Occupancy Inspection needs to be scheduled and 
Last Occupancy Inspection Date/Time is blank 
1.1 (Step 2) If the system determines there has not been a date set for Last 

Occupancy Inspection Date/Time, the system will Skip Step 3 
1.2 Go to Step 4-7 

 

Business Rules: 
(Step 1)  
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• Not all parcels require an Occupancy Inspection 
• Childcare facilities are required to have an annual inspection 
• Parcels with an H Occupancy code are required to have an annual inspection 
• Parcels defined as Category 1, 2, or 3 are required to have an annual occupancy  

inspection and will be driven by the inspections required via the permit. (In other words, 
the occupancy inspection shall occur (shall be scheduled) at the same time the 
inspection is required to renew the permit.)  

(Step 3)  
• An Occupancy inspection must be completed every X  year based on what is dictated 

for the Occupancy Inspection Schedule 
(Step 6)  

• A checklist of items (Refer to Occupancy Inspection Checklist Example) must be 
completed for an Occupancy Inspection  

Design: 
(Step 1)  

• The system will have a field or flag on a parcel that will indicate there is a required 
Occupancy Inspection 

(Step 2)  
• The system will have a field which contains the Last Occupancy Inspection 

Date/Time 
• When an Occupancy Inspection is completed, the system will automatically update this 

field. 
(Step 3)  

• The system will have a field which contains the Occupancy Inspection Schedule (ie,  
1year, or 2 years,  or 3 years, or 4 years,  or 5 years) 

Audit Trail: 
1. An entry will be made for creation or modification of an Occupancy Inspection 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting:  
Comments:  

• (Steps 1, 2 and 3) The business will need to decide to enter this information manually 
on implementation  

• (Step 6) The checklist will need to be determined prior to implementation. The business 
will need to add Pre-Plan to the checklist of items to be completed  

• The business will need to determine how and when the inspection gets assigned to 
Suppression staff versus Prevention staff 

Occupancy Inspection Checklist Example 
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Dept. Name: Fire Department 
Process Name: FD-Create/Modify-Application/Request Process 
Use Case Number: FD052 
Revision: 2/19/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  PlanSubmission 
Level: User Goal 
Description:  Customer needs to submit plans electronically or in person 
Precondition:  
Primary Actor:  Customer 
Secondary Actor:  Intake 
Related Use Case(s):   

• FD012-CustomerPaymentOnline 
• FD015-CustomerCheckRequestStatus 
• FD046-System-Auto-Assignment-Plans 
• FD056-System-Auto-CalculatePlanDueDate 

Success:   
• If electronic- Plans are uploaded successfully. 
• Plan Location is updated successfully. 
• Fees are assessed, charged back to customer and payment is received.  
• Expected Completion Date calculated and populated 
• Plans Checker automatically assigned 
• Assignment visible in Work Console 

Initial Path: Customer needs to submit a revision electronically for a correction letter that was 
issued (Correction) against an open request. Request is listed on Requests table. 

Actor System Rate 
1. Customer is on Main/Home 

screen 
2. System displays multiple tabs 

(Requests, Manage Permits, 
Alerts and Emails, etc) 

 

3. Customer selects Requests 
tab 

4. System displays a Requests table 
(list) of the requests the user 
submitted that are open 

 

5. Customer selects a specific 
request to view/modify 

6. System displays the Request 
Detail 

 

 7. System displays option to Upload 
Plans 

 

8. Customer selects Upload 
Plans 

9. System displays dialogue to 
browse and select attachment 

 

10. Customer browses and 
attaches Plans and clicks on 
Upload 

11. Based on current Plan Status, 
system will determine if plans 
submitted fall under one of the 
following categories:  

A) Revision-Change to a plan that 
was already approved. 

B) Correction-Change in response to 
a Correction letter issued 
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C) Swap-Out-Change to a New Plan 
that has not started review 

 12. System determines revision is a 
result of Correction 

 

 13. System calculates and verifies 
there are no additional fees. 

 

 14. System accepts plans and sets 
Flag “Plans Uploaded from 
Customer” and unchecks “Plans 
Ready for Customer Review” 

 

 15. System checks for previous Plans 
Checker assignment and assigns 
review to same Plans Checker  

 

 16. System goes to FD056 to 
calculate Plan Review Due Date  

 

 17. System displays confirmation of 
Plans Upload being successful 
and Expected Plan Review 
Completion Date 

 

 18. System displays assignment on 
Plan Checker’s work console and 
calendar 

 

Alternate Path 1: Customer needs to submit a revision electronically for a plan that was already 
approved (Revision) and the inspection has been scheduled . Request is listed on Requests 
table 
1.1 (Step 12) System determines, plan submission is a revision after plan was 

already approved. 
1.2 System prompts user for reason detail for revision 
1.3 System calculates fees for revision 
1.4 System calculates expected completion date of plans review 
1.5 System prompts customer that revision submission will cost X$ and expected 

plan review completion date is X date do you still want to continue. 
1.6 Customer selects Yes 
1.7 System takes customer through payment process (Refer to FD012-

CustomerPaymentOnline) 
1.8 User completes payment process 
1.9 System checks if there is an inspection previously scheduled 
1.10 System validates inspection and cancels inspection 
1.11 System informs user inspection date for X was cancelled due to plan revision.  
1.12 Go to Step 14-18 

 

Alternate Path 2: Customer needs to submit a revision electronically for a plan that is waiting 
review (Swap-Out). Request is listed on Requests table. 
2.1 (Step 12) System determines, plan submission is a revision before plan is 

approved. 
2.2 System prompts user for reason detail for revision 
2.3 System calculates fees for revision 
2.4 System calculates expected completion date of plans review 
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2.5 System prompts customer that revision submission will cost X$ and expected 
plan review completion date is X date do you still want to continue. 

2.6 User selects Yes 
2.7 System takes customer through payment process (Refer to FD012-

CustomerPaymentOnline) 
2.8 User completes payment process 
2.9 Go to Step 14-18 
Alternate Path 3: Customer needs to submit a Revision electronically for a plan review that 
has been completed and request is Completed or Closed (ie plan review complete, inspection 
complete, and permits issued-all work was completed). Request is not listed on Requests table 
3.1     (Step 4 ) User does not see the specific request. System provides option to  

search for a specific request number or permit number 
3.2      User searches for the request  
3.3      Go to step 5-11 
3.4      System determines revision is on a request that is Closed/Completed 
3.5      System checks if permit(s) were created from request. 
3.6      System determines permit(s) were created. 
3.7      System alerts user, “A plan cannot be revised on a completed request. Is this a 

revision for an existing permit?” and displays the list of permits to select one or 
more. 

3.8      User selects one or more permits plan revision is for.  
3.9 System prompts user for reason detail for revision 
3.10 System calculates fees for revision 
3.11 System calculates expected completion date of plans review 
3.12 System prompts customer that revision submission will cost X$ and expected 

plan review completion date is X date do you still want to continue. 
3.13 User selects Yes 
3.14 System takes customer through payment process (Refer to FD012-  

CustomerPaymentOnline) 
3.15 User completes payment process 
3.16 System creates new request for plan review related to permit(s) X and request X 
3.17 System auto-assigns plans ( Refer to FD046-System-Auto-Assignment-

Plans) 
3.18 Go to Step 16-18 

 

 

Alternate Path 4: Customer needs to submit a paper revision for a correction letter that was 
issued (Correction) against an open request.  
4.1 Intake is on Main/Home screen where Manage Work Console is displayed 
4.2 Customer provides Intake request # plans need to be submitted for 
4.3 Intake inputs request # and performs search 
4.4 System performs search for exact and similar request #s 
4.5 System finds request and identifies if there are any outstanding fees associated. 

If there are fees associated, system alerts Intake staff.   
4.6 System displays Request Detail and option to Submit Plans 
4.7 System prompts Intake to upload electronically or  Submit Paper plans.  
4.8 Intake selects option for Paper Plans.  
4.9 System prompts Intake for physical location plans will be placed in, and name of 
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the person that dropped off the plans 
4.10 Intake enters information and saves 
4.11 Based on current Plan Status, system determines if plans submitted fall under 

one of the following categories:  
A. Revision-Change to a plan that was already approved. 
B. Correction-Change in response to a Correction letter issued 
C. Swap-Out-Change to a New Plan that has not started review 

4.12 System determines revision is a result of Correction 
4.13 System calculates and verifies there are no additional fees and alerts Intake 

there are no fees due with Plans submission 
4.14 System retains information and inputs audit trail entry “Plans Dropped Off” and 

unchecks “Plans Ready for Customer Review” 
4.15 System checks for previous Plans Checker assignment and assigns review to 

same Plans Checker 
4.16 System automatically sets the Plan Review Due Date based on Plans Service 

requested, Plan Category, Permit Type and date Plans are submitted. 
4.17 System alerts Intake of Expected Plan Review Completion Date 
4.18 System displays assignment on Plan Checker’s work console and calendar 

notification 
Alternate Path 5: Customer needs to submit a paper revision for a plan that was already 
approved (Revision) and the inspection has been scheduled. 
5.1 Go to Steps 4.1-4.11 
5.2 (Step 4.12) System determines plan submission is a revision after plan was 

already approved. 
5.3 System prompts user for reason detail for revision 
5.4 (Step 4.13) System calculates fees for revision. System calculates expected 

completion date of plans review 
5.5 System prompts Intake that revision submission will cost X$ and expected plan 

review completion date is X date do you still want to continue. 
5.6 Intake selects Yes 
5.7 System takes Intake through payment process (Refer to FD013-

CustomerPaymentInPerson) 
5.8 System checks if there is an inspection previously scheduled 
5.9 System validates inspection and cancels inspection 
5.10 System informs Intake inspection date for X was cancelled due to plan revision. 
5.11 Go to Steps 4.14-4.16  
5.12 Skip Step 4.17 
5.13 Go to Step 4.18 

 

Alternate Path 6: Customer needs to submit a paper revision for a plan that is waiting review 
(Swap-Out).  
6.1 Go to Steps 4.1-4.11   
6.2 (Step 4.12) System determines plan submission is a revision before plan is 

approved. 
6.3 System prompts user for reason detail for revision 
6.4  (Step 4.13) System calculates fees for revision. System calculates expected  

completion date of plans review 
6.5 System prompts Intake that revision submission will cost X$ and expected plan 
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review completion date is X date do you still want to continue. 
6.6 Intake selects Yes 
6.7 System takes Intake through payment process (Refer to FD013-

CustomerPaymentInPerson) 
6.8 Go to Steps 4.14-4.16 
6.9 Skip Step 4.17 
6.10 Go to Step 4.18 
Alternate Path 7: Customer needs to submit a paper Revision for a plan review that has been 
completed and request is Completed or Closed (plan review complete, inspection complete).  
7.1 Go to Steps 4.1-4.11 
7.2 System determines revision is on a request that is Closed/Completed 
7.3 System checks if permits were created from request 
7.4 System determines permits were created 
7.5 System alerts Intake “ A plan cannot be revised on a completed request. Is this a 
revision for an existing permit? And displays the list of permits to select one or more.  
7.6 Intake selects one or more permits plan revision is for 
7.7 System prompts for detail of revisions 
7.8 (Step 4.13) System calculates fees for revision and expected completion date of 
plans review 
7.9 System prompts Intake “ Revisions Submission will cost X$ and expected plan 
review completion date is X, do you still want to continue. 
7.11 Intake selects Yes 
7.11 System takes Intake through payment process (Refer to FD013-
CustomerPaymentInPerson) 
7.12 Go to Steps 4.14 
7.13 (Step 4.15) System auto-assigns plans ( Refer to FD046-System-Auto-

Assignment-Plans) 
7.14 Go to Step 4.16 
7.15 Skip Step 4.17 
7.16 Go to Step 4.18 

 

Alternate Path 8: Customer did not submit plans when completing a new permit request and 
needs to submit plans electronically 
8.1 Go to Steps 1-11  
8.2 (Step 12) System determines plans were not initially submitted with new permit 
request and is considered a New Plan/Initial Plan  
8.3 Go to Steps 13-14 
8.4 Skip Step 15 
8.5 Go to Step 16  
8.6 System auto-assigns plans ( Refer to FD046-System-Auto-Assignment-Plans) 
8.7 Go to Steps 17-18 

 

Alternate Path 9: Customer did not submit plans when completing a new permit request and 
needs to submit paper plans 
9.1 Go to Steps 4.1-4.11 
9.2 (Step 4.12) System determines plans were not initially submitted with new permit 
request and is considered a New Plan/Initial Plan 
9.3 Go to Steps 4.13-4.14  
9.4 (Step 4.15) System auto-assigns plans ( Refer to FD046-System-Auto-
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Assignment-Plans) 
9.5 Got to Steps 4.16-4.18 

Business Rules: 
• New/InitialPlans have to be submitted as part of a new request 
• Paper plans will require a Plans Location field to be updated manually by Fire 

Department staff as plans move through the process 
• If plans were submitted electronically, Plans Location will indicate plans attached 

electronically 
• Plans shall always be related to an address. If it cannot be related to an address then it 

shall be related to an APN. If it cannot be related to an APN then it shall be related to GIS 
coordinates. 

(Step 11) If plans are submitted for the first time for a new permit request, it is considered a 
New Plan/Initial Plan category.  After initial submission, plan changes are considered one of 
three categories: 

a) Revision-Change to a plan that was already approved. 
b) Correction-Change in response to a Correction letter issued 
c) Swap-Out-Change to a New Plan that has not started review 

(Alternate Path 3) Plan revisions submitted on a closed/completed request can only be done 
for permits that are considered renewable. All other permit types (Non-renewable, Temporary) a 
user has to submit a new request for permits. 
Design: 
(Steps 1-5)  

• The customer shall also have the ability to search for a request using request #, 
Company, or Submitter. (Refer to FD015-CustomerCheckRequestStatus) 

(Step 11)  
• When plans are submitted electronically, the system will relate the system generated 

request number to the request and stamp the request # and plans # on the plans  
• The system shall keep track as to what category the plans submitted fall under.  
• In the event the category changes and plans are submitted for Revision, Correction or 

Swap-Out, the system will notify the assignee (Plans Checker or Inspector) of that 
change. 

• Nice-to-Have-The customer shall have the ability to set a priority on a plan. (i.e, if 
multiple plans have been submitted for a company, the company would like to indicate a 
priority on multiple plans to identify which plans should be reviewed first or take priority 
over others when it comes to meeting plan review due dates/completion) 

(Step 3.5)  
• If permits were not found associated to the request, system will return alert to user and 

provide option to search again by request or permit #.  
(Step 3.12)  

• System will allow option to cancel transaction. In doing so, process ends and returns user 
back to Main/Home Screen 

(Step 10)  
• Once plans are uploaded electronically, they cannot be overwritten. Any additional 

uploads will cause a revision where system will keep track of the revisions. Post Step 10, 
only a plans checker shall have the ability to overwrite a plan in the event there was an 
error on submission. Note: the  customer will need to contact the plans checker to 
perform this manually. 

FD052-PlanSubmission  Page 6 of 7 



Audit Trail: 
1. An entry will be made for each plans submission or modification 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

• If a Plan is in the middle of a Plan Review (Work In Progress), the system will lock down 
the customer’s ability to upload a revision. 

Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  

• Business Need to determine Plans Service business rules 
• Request, Plan and Inspection States will need to be determined prior to implementation 

Example of Plan States/Plan Status 
A) Assigned 
B) In Plan Review 
C) Review Pending Customer Information 
D) Review Complete-Correction Letter Issued- Requires another plan review, Requires 

Customer review and/or pickup 
E) Review Complete-Approved w/Conditions, Requires Inspection, Requires Customer 

review and/or pickup 
F) Review Complete-Approved, Requires Inspection, Requires Customer review and/or 

pickup 
G) Review Complete-Rejected, Rejection Reason-Closes, Requires Customer review 

and/or pickup 
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Dept. Name: Fire Department 
Process Name: FD-Supression-Fire Drill 
Use Case Number: FD053 
Revision: 2/21/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  SystemMonitoring-CreateDrillWR 
Level: Summary 
Description:  The system will create a Drill Work Request on a scheduled basis for specified 
schools 
Precondition: School information is pre-populated in the system. 
Primary Actor:  System 
Secondary Actor:  Suppression Staff, Prevention Staff, State Fire Marshal 
Related Use Case(s):   
Success:   

• Drill Work Request is automatically created and assigned 
• Drill Report is pre-populated with School and Address and printable from request 
• Drill has been resulted and data has been retained 
• Email notifications are sent out to the appropriate parties 

Initial Path: System determines an Drill needs to be scheduled 
Actor System Rate 

 1. System runs a daily scan for schools 
which require a scheduled Drill 

 

 2. System checks Drill Schedule & 
School Information for  Last Drill 
Date/Time completed (for that 
specified property)  

 

 3. System checks  if Drill Work 
Request was already created for that 
school within current month 

 

 4. Based on information in Steps 2-3 
System determines if a Drill Work 
Request needs to be created (Drill 
Work Request was not created in 
current month & if Last Drill 
Date/Time was not completed in the 
current month & if  a drill is required 
for the month) 

 

 5. System determines Drill Work 
Request is required and creates the 
request and assigns it to Suppression 
Staff  

 

 6. System sends email notification to 
assignee with link to request 

 

7. (Time Delay) Assignee receives 
email and double clicks 
attachment (link to work request) 

8. System presents login screen to user  
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9. User enters id and password 10. System authenticates user  
 11. System displays work request detail  

 12. System displays option to print Drill 
Report 

 

13. User prints Drill Report   
14. User contacts School to schedule 

drill 
  

15. (Time Delay) User drives to site 
performs drill, and documents 
results on Drill Report 

  

16. User returns to station and goes 
back into system 

  

17. User records and inputs what is 
on the Drill Report into the 
system.  

  

18. User scans paper version and 
attaches to Drill Work Request 

19. System validates required field 
information and retains data 

 

 20. System checks for Discrepancies and 
validates there are no discrepancies. 
System closes request. 

 

 21. System returns user to main/Home 
screen 

 

Alternative Path 1: System determines a Drill Work Request needs to be created and Last 
Drill  Date/Time is blank 
1.1 (Step 2) If the system determines there has not been a date set for Last Drill 

Date/Time 
1.2 Go to Step 5 

 

Alternative Path 2: Life Safety System Discrepancies were found that require resolution 
from the State Fire Marshal 
2.1 (Step 20) The user documented that there were Discrepancies found in inputs  L-
O on Drill Report 
2.2 System sends an email notification with attached school drill report to the State 
Fire Marshal,Liaison for the CCFD, and the Clark County School District 
2.3 System auto-assigns request to Liaison for the CCFD 
2.4 (Time Delay) State Fire Marshal works on resolving issue 
2.5 State Fire Marshal responds back via email indicating issues have been resolved 
and resolution. 
2.6 System receives email and inserts communication into request 
2.7 System sends email notification to Assignee with updated information 
2.8 User goes back into system and modifies request detail 
2.9 User records Resolutions for Discrepancies and request is considered closed.  

N 

Alternative Path 3: School Drill for the month needs to be cancelled due to testing or another 
reason 
3.1 (Step 20) User recorded that the drill is Incomplete 
3.2 System keeps request assigned to current assignee and request is considered 
opened. 
3.3 User returns to Step 14 
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Alternative Path 4: Only Non-Life Safety System Discrepancies were found  
4.1 (Step 20) The user documented that there were Discrepancies found only on 
inputs  P on Drill Report 
4.2 System sends an email notification with attached school drill report to the Clark 
County School District 
4.3 Continue to Step 21 

 

Business Rules: 
(Step 2)  

• State regulation requires a monthly school drill except when school is out of session 
(Steps 1-5)  

• A Drill Work Request must be created and completed for each school monthly based on 
the Drill Schedule (see schedule for exceptions) 

(Step 19)  
• Complete-No Discrepancies Drill Status can only be set if input K = No 
• Complete-LSS Discrepancies Drill Status can only be checked  if input K = Yes   
• Complete-Non-LSS Discrepancies Drill Status can only be checked  if input P = Yes   
• If Incomplete Status is selected, the user cannot selected the other three statuses and 

must provide a reason for the incompletion 
(Step 17) 

• If Drill Work Request status is set to Complete-LSS Discrepancies , the request is not 
considered closed until a resolution has been entered.  

Design: 
 
(Step 2) Drill Schedule shall be pre-populated, retained  and maintained on an ongoing basis 
in the system. This information shall be maintained via the Fire Department 

Month Drill Type Platoon 
January Fire A 
February Shelter-in-Place A 
March Fire A 
April Earthquake B 
May Fire B 

June 
No Drill-School Out 
of Session  N/A 

July 
 No Drill-School 
Out of Session  N/A 

August 
 No Drill-School 
Out of Session  N/A 

September Fire B 
October Fire C 
November Shelter-in-Place C 
December Fire C 

 
(Step 2) 

• School Information shall be pre-populated, retained  and maintained on an ongoing 
basis in the system. This information shall be maintained via the Fire Department 

a) School Name - Name of the school- can be modified by FD on an ongoing basis 
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b) School Address - Physical address the school is located at - can be modified by FD on 
an ongoing basis 

c) Last Drill Date/Time – Date and time the last drill occurred.- can be modified only on 
pre-population. After pre-population, system will update this information based on 
inputs of the drill/work request. 

d) Last Drill Type- can be modified only on pre-population. After pre-population, system 
will update this information based on inputs of the drill/work request. 

e) Number of Students – used to record the actual number of students in attendance and 
to determine how long the drill will take- can be modified by FD on an ongoing basis 

f) Time Drill took-hours and minutes it took to complete the last drill. After pre-
population, system will update this information based on inputs of the drill/work request. 

g) School Type - Private vs Public designator- can be modified by FD on an ongoing 
basis 

(Step 3, 4, 5) 
• The Drill Work Request will contain the following required information:  
a. School Name- School the drill needs to be completed –populated from system 
b. School Address- physical address of the school the drill need to take place at 
c. School Type 
d. Last Drill Date/Time- Date/Time of drill completed prior to the creation of the request 
e. Last Drill Type – based on what was recorded previously 
f. Number of Students– based on School Information 
g. Time Last Drill took– based on what was recorded previously 
h. Platoon – based on Drill Schedule- used to indicate platoon required to perform drill 
i. Drill Type - Drill type required for this work request 

 
 (Step 5)  

• Nice-to-Have The Drill Work Request will contain a link to the latest School Drill 
Procedure  

 (Step 13) 
• When printing or sending electronically, the system shall print or send the full Drill 

Report  
• The printed or electronic version will be pre-populated with the School Name, Address, 

and Number of Students 
 

(Step 17) The system shall provide the following features and functions when inputting the 
results on the Drill Report: 

A) Type of Drill- drop down list , required field populated via the user. System will 
default to the drill required for the month, but can be modified via the user. System 
updates Last Drill Type automatically based on what is in this field. 

B) Drill Date – date field used to indicate the date the drill was completed, required 
field populated via the user. System updates Last Fire Drill Completed field 
automatically based on what is in this field. 

C) School Name- text field used to indicate school drill was completed at and shall be 
read only and pre-populated based on the work request 

D) Time Conducted – time field used to indicate the time the drill was started, required 
field populated via the user. System updates Last Fire Drill Completed field 
automatically based on what is in this field. 
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E) Address- text field used to indicate school address drill was completed at and shall 
be read only and pre-populated based on the work request 

F) Number of Students – numeric field used to indicate # of students at the school 
and shall be read only and pre-populated based on the work request 

G) Fire Drill  checklist presented when the type of drill is Fire, required fields populated 
via the user if for Fire Drill 

H) Shelter-in-Place checklist presented when the type of drill is Shelter-in-Place 
required fields populated via the user if for SIP 

I) Earthquake checklist presented when the type of drill is Earthquake, required fields 
populated via the user if for Earthquake 

J) Overall Drill Rating checklist presented for all drill types, required field populated 
via the user. (E= Excellent, S=Satisfactory, U=Unsatisfactory 

K) Discrepancies – check of No/Yes ,required field populated via the user. If Yes is 
selected, L-P are displayed 

L) Alarms Discrepancies If Discrepancies = Yes, check of No/Yes presented and is 
required and populated via user.  If Yes, selected, checklist of detailed 
discrepancies (refer to screens below) appears and detail is required and populated 
via user 

M) Sprinklers Discrepancies If Discrepancies = Yes, check of No/Yes presented and 
is required and populated via user.  If Yes, selected, checklist of detailed 
discrepancies appears (refer to screens below) and detail is required and populated 
via user 

N) Hydrant Discrepancies If Discrepancies = Yes, check of No/Yes presented and is 
required and populated via user.  If Yes, selected, checklist of detailed 
discrepancies appears (refer to screens below) and detail is required and populated 
via user 

O) Extinguisher Discrepancies If Discrepancies = Yes, check of No/Yes presented 
and is required and populated via user.  If Yes, selected, checklist of detailed 
discrepancies appears (refer to screens below) and detail is required and populated 
via user 

P) Non-Life Safety System Discrepancies If Discrepancies = Yes, check of No/Yes 
presented and is required and populated via user.  If Yes, selected, the system will 
allow entry of details (refer to screens below). Detail is required and populated via 
user 

Q) Drill Status check box selection required and populated via user. Only allow the 
selection of multiple if Only Complete-LSS Discrepancies and Complete-Non-LSS 
Discrepancies are selected.  

R) Time Drill took numeric field used to record minutes and/or seconds, required and 
populated via user. System updates Time Last Drill took automatically based on 
what is in this field 

• If there are Alarms, or Sprinklers or Hydrant or Extinguisher Discrepancies, the system 
shall provide a Resolution field for each category. The Resolution field shall be a text 
field which is required to be completed for each Yes discrepancy. 

  
 
(Step 12, 13, 15, 17) Drill Report 
 

FD053-SystemMonitoring-CreateFireDrillWR Page 5 of 10 



 

 
 
 
 

FD053-SystemMonitoring-CreateFireDrillWR Page 6 of 10 



 
 

FD053-SystemMonitoring-CreateFireDrillWR Page 7 of 10 



 

FD053-SystemMonitoring-CreateFireDrillWR Page 8 of 10 



 
 
Audit Trail: 

1. An entry will be made for creation or modification of a Drill Work Request 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

• Only Prevention staff can reopen a request. 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

• The system shall provide the ability to see the # of discrepancies (violations) for a 
specified property (including schools) for a specified data range 

• The system shall provide the ability to see a summary of the subtotals of the type of 
discrepancies and total # of discrepancies (violations)) within a specified data range 

• A monthly report (see Report Example) shall be provided with the list of drills 
conducted for the month.  

• Nice-to-Have The system will automatically email the report to the State Fire Marshal 
• The report will be grouped by Fire Station and include the detail of fields: 
a. School Name 
b. School Address 
c. Date/Time of Last Drill 
d. Person who completed Drill 
e. Platoon 
f. Time to Complete 
g. Problem 
h. Resolution 

Comments:  
(Step 2.2) Fire Department will need to provide email addresses or distribution lists to send to. 
Current recipient for Clark County School District is Lisa Conner.  
(Step 5) 

• Assignment will need to be determined prior to implementation 
(Step 2)  

• The business will need to enter School Information manually prior to implementation  
• The business will need to determine how the system will automatically assign this. (ie 

assign to Battalion Chief who will reassign, or reference a look up list of Stations and by 
station # to school assign to 1 of X number staff members)   
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(Step 6, 2.2)  
• Inputs and outputs for email notification will need to be determined prior to 

implementation 
Alternative Path 2 & 4 shall be subject to change depending on decisions made between the 
State Marshal and Clark County School District and the fire department. These paths will need 
to be finalized prior to implementation.  
 
Report Example 
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Dept. Name: Fire Department 
Process Name: FD-Create/Modify-Application/Request Process 
Use Case Number: FD054 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name: PlanPickup 
Level: User Goal 
Description:  Customer needs to review plans electronically or pick up in person 
Precondition:  
Primary Actor:  Customer 
Secondary Actor:  Intake 
Related Use Case(s):   

• FD052-PlanSubmission 
• FD013-CustomerPaymentInPerson 

Success:   
• Customer is able to view and download plans electronically 
• Intake Staff is able to update Plans Location and work log successfully 
• System is automatically prepared for next steps 

Initial Path: Customer needs to review plans electronically. Plans were either Approved, 
Rejected or Require a Correction. Request is listed on Requests table. 

Actor System Rate 
1. Customer is on Main/Home 

screen 
2. System displays multiple tabs 

(Requests, Manage Permits, 
Alerts and Emails, etc) 

 

3. Customer selects Requests 
tab 

4. System displays a Requests table 
(list) of the requests the user 
submitted that are open 

 

5. Customer selects a specific 
request to view/modify (ie it 
shows status of Plans Waiting 
Customer Review) 

6. System checks if there are any 
fees outstanding on request  

 

 7. System determines there are no 
additional fees and unlocks 
documents. 

 

 8. System unchecks flag “Plans 
Ready for Customer Review” 

 

 9. System logs unlock and review 
activity in audit trail 

 

 10. System displays the Request 
Detail 

 

 11. System provides option to View 
Plans & any attached letters (ie 
correction letter, rejection letter) 

 

 12. System displays two windows. 
A) pdf display of letter(s)  
B) View of Electronic Plans 

 

Alternate Path 1: Customer needs to review plans electronically. Plans were either Approved, 
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Rejected or Require a Correction. Request is listed on Requests table. Additional fees are owed 
on the request 
1.1 (Step 7) System determines there are additional fees due.  
1.2 System calculates fees, and presents customer option to pay (Refer to FD012-

CustomerPaymentOnline or Cancel view of request 
1.3 User selects option to pay. 
1.4 Once fees are paid, go to Step 9 -12 

 

Alternate Path 2: Customer needs to review plans electronically. Plans were either Approved, 
Rejected or Require a Correction. Request is listed on Requests table. Additional fees are owed 
on the request but user cancels, aborts review. 
2.1 (Step 1.3) User selects to Cancel, system returns user to main/Home Screen and 
process ends 

 

Alternate Path 3: Customer wants to submit questions around the review 
3.1 (Post Step 12) User is looking at the request and review detail and wants to 
request additional information.  
3.2 System provide option to Request additional detail information” 
3.3 User selects option and enters information into an email and submits 
3.4 System sends Email Notification to assignee 
4.5 (Time Delay) Assignee logs into system and opens request 
4.6 Assignee responds to email within system 
4.7 System sends response to customer 

 

Alternate Path 4: Customer needs to pickup paper plans in person. Plans were either 
Approved, Rejected or Require a Correction. No fees are due 
4.1 Intake is on Main/Home screen where Manage Work Console is displayed 
4.2 Customer provides Intake request # plans need to be picked up for 
4.3 Intake inputs request # and performs search 
4.4 System performs search for exact and similar request #s 
4.5 Intake selects specific request 
4.6 System identifies if there are outstanding fees. 
4.7 System verifies no additional fees due 
4.8 System displays Request Detail  
4.9 Intake checks Plans location and pulls plans and associated letters/attachments 
4.10 Intake updates Plans Location (Picked up by Customer for example), inputs in 

work log the name of the person that picked up plans and saves 
4.11 System retains information and inputs audit trail entry “Plans Picked up” and 

unchecks “Plans Ready for Customer Review” 
4.12 Intake provides paper plans and attachments to customer 

 

Alternate Path 5: Customer needs to pickup paper plans in person. Plans were either 
Approved, Rejected or Require a Correction. Fees are due 
5.1 (Step 4.6) System determines there are additional fees due.  
5.2 (Step 4.7) System calculates fees, and presents option to pay for request 
5.3 Intake goes through process (Refer to FD013-CustomerPaymentInPerson) and 

completes payment 
5.4 Continue to Steps 4.8-4.13 

 

Business Rules: 
(Step 7) Plans and letters cannot be unlocked/available for viewing or picked up until all fees 
associated with the plan are paid.  
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(Step 11, 4.11) Once the customer picks up or reviews plans and attachments,  

• If the plan was Rejected, there is no further action required within the system and the 
request shall be Completed/Closed 

• If the plan required a Correction, the plan review phase continues and the customer is 
required to resubmit the plan with the corrections 

• If the plan was Approved or Approved with conditions, the plan review phase is complete 
and an Inspection needs to be scheduled (Note: Some permit types will have exceptions 
and do not require an inspection- ie Civil Plan reviews-Final map and Mylar. Refer to Fire 
Department Fee Table) 

Design: 
(Step 12)  

• The customer shall have the ability to print or download a copy of attached letters 
• The customer shall have the ability to download a copy of the attached reviewed plan 
• The customer shall have the ability to zoom in and zoom out, and view the “customer” 

comments on the electronic plan 
(Step 4.6)  

• The user must be able to attach documents to the email notification 
 
Audit Trail: 

1. An entry will be made for any modifications to the request 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
(Step 11 & 12)  

• The customer will only have the ability to view , download or print documentation 
• If a correction was required, a customer can submit a plan revision as part of FD052-

PlanSubmission 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  
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Dept. Name: Fire Department 
Process Name: FD-Plans-Review 
Use Case Number: FD055 
Revision: 2/19/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Plan Review 
Level: Summary 
Description:   
Precondition: Plan was submitted in person or electronically.  
Primary Actor:  Plans Checker 
Secondary Actor:  Customer 
Related Use Case(s):   
FD066-CivilPlanReview 
Success:   

• Plan review is completed and documented 
• Email notification is sent to customer  
• Status of request and plan status is updated 
• Overtime is automatically calculated 
• Escalating and overtime fees calculated and applied 

Initial Path: Plan review is required of hard copy plan and plan is compliant and Approved or 
Approved w/ Conditions 

Actor System Rate 
1. User reviews Work Management 

Console in system 
  

2. User double-clicks on a specific 
request to review- (item due 
soon) 

3. System displays Detail of Request  

 4. Request detail indicates plans are not 
attached electronically and are 
located in a specific bin 

 

5. User retrieves hard copy plans 
from specified Plan Location 

  

6. User updates Plan Location in 
system 

7. System sets Plans Status to In 
Review 

 

8. User reviews plans for code 
compliance 

  

9. User makes notes on hard copy 
plans 

  

10. User selects option to input 
review results in system 

11. System displays checklist of items 
required to be reviewed for specific 
type of permit or plan review (Refer 
to Fire Sprinkler System Checklist 
Example) 

 

12. User checks off  items reviewed 
and adds notes 

  

13. User inputs device counts, sq   
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footage, quantities, etc. (Refer to 
Device Detail Example) 

14. User views and edits # of 
required inspections 

  

15. User inserts approval comments 
and sets Plan Status- Review 
Complete-Approved in system 
and inputs approval on hard copy 
plans (Date/Time Approval 
Stamp and Signature) 

  

16. User puts plans in bin for Intake 
return 

  

17. User updates Plan bin location in 
system 

  

18. User records start and stop 
date/time 

  

 19. System calculates if overtime was 
needed for plan review 

 

 20. System calculates if escalating fees 
apply 

 

 21. System calculates total fees due  
 22. System identifies no additional fees 

apply 
 

 23. System flags Plans for “Ready for 
Customer Pickup” 

 

 24. System sends email notification to 
customer indicating the total fees due  
and Plans are ready for pickup with a 
link to schedule inspection.  

 

Alternate Path 1: Plan review is required electronically and plan is compliant and Approved or 
Approved w/ Conditions 
1.1 (Step 4) Request detail indicates plans are attached electronically 
1.2 User navigates to attachments and selects plan attachment 
1.3 System displays plans for review and markup 
1.4 Go to Steps 7-8 
1.5 (Step 9) User makes notes on electronic plans 
1.6 Go to Step 10-14 
1.7 (Step 15) System inserts approval comments from notes on electronic plans and 

sets Plan status- Review Complete-Approved in system and inputs approval on 
electronic plans (Date/ Time Approval Stamp and Signature) 

1.8 Skip 16- 17 Go to Steps 18-22 
1.9 (Step 23) System flags Plans for “Ready for Customer Review” 
1.10  (Step 24) System sends email notification to customer indicating Plans are 

ready for review and link to schedule inspection 

 

Alternate Path 2: Plan is not compliant-Correction Letter needs to be issued for Hard 
copy Plans 

 

2.1 Steps 10-14- in addition-user adds individual violations and issues a correction  
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letter as part of the process 
2.2 (Step 15) User inserts comments and sets Plan status-Review Complete-
Correction Letter issued 
2.3 System uploads Correction Letter for customer review 
2.4 Go to Steps 16-23 
2.5 (Step 24) System sends email notification to customer indicating Correction Letter 
is ready for download and Plans are ready for pickup  
2.6 System emails area inspector regarding correction letter issued 
 
Alternate Path 3: Plan is not compliant-Correction Letter needs to be issued for Electronic 
Plans 
3.1 Steps 10-14- in addition user adds individual violations and issues a correction 
letter as part of the process 
3.2 (Step 15) System inserts comments from notes on electronic plans and sets Plan 
status-Review Complete-Correction Letter issued 
3.3 System uploads Correction Letter for customer review 
3.4 Skip Steps 16-17, Go to Step 18-22 
3.5 (Step 23)System flags Plans for Ready for Customer Review 
3.6 (Step 24) System sends email notification to customer indicating Plans and 
Correction Letter are ready for review  
3.7 System emails area inspector regarding correction letter issued 
 

 

Alternate Path 4: Plan is not compliant-Plan is rejected for Hard copy Plans 
4.1 Steps 10-12- in addition-user adds individual violations  
4.2 Skip Steps 13-14 
4.3 (Step 15) User inserts rejection reason and sets Plan status-Review Complete-
Rejected 
4.4 System uploads Rejection Letter for customer review 
4.4 Go to Steps 16-19 
4.5 Skip Step 20 
4.6 Go to Steps 21-23 
4.7 (Step 24) System sends email notification to customer indicating  Plans have been 
rejected and are ready for pickup 

 

Alternate Path 5 : Plan is not compliant-Plan is rejected for Electronic Plans 
5.1 Steps 10-12- in addition user adds individual violations  
5.2 Skip Steps 13-14  
5.3 (Step 15) User inserts rejection reason sets Plan status- Review Complete-
Rejected 
5.4 System uploads Rejection Letter for customer review 
5.5 Skip Steps 16-17 
5.6 Go to Steps 18-19 
5.7 Skip Step 20 
5.8 Go to Steps 21-23 
5.9 (Step 24) System sends email notification to customer indicating Plans have been 
rejected and are ready for pickup 
 

 

Alternate Path  6: More information is needed from the customer 
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6.1 During Step 8, User needs more information from the customer. User changes 
Plan Status to “Review Pending Customer Informaton” 
6.2 System prompts user to enter detail of information needed 
6.3 System emails customer with detail of information requested. 
6.4 Customer submits email to system with additional information or contacts Plans 
Checker 
6.5 User sets Plans Status to “In Review” and returns to Step 8 and continues initial 
path 

 

Alternate Path  7: Plans Checker needs to identify Hazardous Material 
7.1 After Step 13 User identifies Hazardous Material is onsite or being utilized. System 
allows option to Add individual items of Hazardous material/inventory. 
7.2 User adds individual items and quantities/volumes, etc 
7.3 Based on selection System identifies permits required for that specific Hazmat and 
if permit has not been requested, prompts the user to add the permit to the compliance 
requirements list for that parcel 
7.3 Continue to Step 14-24 

N 

Alternate Path 8: Plans Checker needs to request a Peer Review (another Plans Checker to 
review the plan) 
8.1 (Step 10) System provides option to add an additional plan review from another 
plans checker 
8.2 System prompts user to select assignee 
8.3 User selects assignee 
8.4 System prompts for Reason for Additional Review 
8.5 User enters detail of why another review is required and saves 
8.6 System adds another peer review to the plan and assignment shows up in peers 
work assignment queue. 
8.7 System adds another layer of plan review approval 
8.8 User continues to Step 11 

N 

Alternate Path 9: Plans Checker needs to reassign request 
9.1 (After Step 3) User reviews detail of request and needs to reassign the review to 
another plan checker.  
9.2 System provides an option to reassign and select from a list of staff members 
9.3 Plan checker selects staff member and saves 
9.4 System retains assignment change, removes calendar entry from original 
assignee’s calendar,  checks new assignee’s calendar and inputs plan review  in an 
available timeslot (prior to plan review due date). 
9.5 System updates all calendars and sends email notification to customer, and 
management.  
9.5 Process starts back  over at Step 1 for new assignee.  

 

Business Rules: 
 (Step 15, 1.7)  

• Approved plans require a signature and date/time of approval 
(Step 23)  

• At any path in this use case if there are additional fees that need to be collected, the 
system will email the customer indicating additional fees have been applied and need to 
be paid;  Letters and plans will be locked for review until the fees have been paid. If 
there are outstanding fees, the system will prompt the user for payment and require 
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payment before releasing any documents. 
• If plans are a hard copy to be picked up, the system will prompt the Fire Department 

staff for payment of fees prior to releasing any documents.  
 
Design: 

• All letters issued through the system shall be attached to the request and/or related 
permit(s) and shall be available to download or print. 

(Step 3) Detail of Request 
• Request Type submitted 
• Company that submitted the request 
• Contact for the request 
• Due Date of Plan Review 
• # of Plan Reviews Completed 
• # of Inspections Completed 
• Plan location 
• Assessor Parcel Number 
• Parcel Address 
• GIS coordinates 
• Historical  Data 

a) View of Previous Plan Review Details 
b) View of Inspections 

(Step 3) System will provide visibility to the following information from other departments or 
systems: 

• Zoning Detail 
• Occupancy type 
• Certificate of Occupancy 
• Total Square Footage 
• Municipal/Private Building Flag(Government owned versus Private) 
• Tenant Name 
• Tenant Contact Information 
• Owner Name 
• Owner Contact Information 
• Related Documentation for the parcel (documents w/in an imaging system) 

(Step 12-14) System will provide the functionalities and the ability to input the following levels 
of information: 

• Plan Location 
• Special Conditions for a permit 
• Add individual violations and fire code associated with it 
• View current required inspections and Add/Remove inspections 
• Identify violations that have been corrected 
• Issue a correction letter for a set of plans that require minor or major changes 
• Issue a rejection letter for plans that are incomplete or require a complete rework 
• Add individual items/inventory of Hazardous Material detail found on the plan 
• Add Hazardous Material Categorization on a specified address/parcel 
• Plan Review Start and End Date/Time (time it took to complete the plan review)  
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• Record specific devices, quantities and/or square footage related to a specific plan 
• Request Additional information from customer electronically (email) 
• Ready for Customer Plans Pickup (checkbox) 
• Reassign the request to another Plans Checker 
• Record Plan status:  
a) Assigned 
b) In Review 
c) Review Pending Customer Information 
d) Review Complete-Correction Letter Issued 
e) Review Complete-Approved w/Conditions 
f) Review Complete-Approved 
g) Review Complete-Rejected, Rejection Reason 

 
(Step 13) System will require entry of counts, quantities etc, based on permit requested and/or 
plan type. Items are required to be entered for escalating fees. 
(Step 15, 1.7) A Plan Approval Expiration Date will be automatically set to 180 days from 
approval date.  
(Steps 19-24)  

• Steps 19-24 shall occur independently and shall not be held up by one of the other 
steps. 

(Step 1.3-1.5)  
Electronic Plans-System allows the capabilities to:  

• Select and zoom in/out of  a section 
• Perform an overlay comparison of previous plan reviews for same address 
• Insert Notes or comments 
• Mark Violations 
• Mark Hazardous Materials 
• Stamp Date/Time of Approval 
• Stamp Electronic Signature 

(Steps 2.3 3.3, 4.4, 5.4 )  
• Nice-to-Have-System will provide a view of the letter prior to making it available to the 

customer. The user may modify the letter prior to uploading it for the customer. 
(Alternate Path 8) If another resource is required for a plan review, the separate layer of 
approvals must allow the additional resource to go through the same steps as the primary 
resource. In other words, results must be inputted, an approval or rejection, time spent on the 
review, etc. 
(Post Plan Review Completion) 

• Nice-to-Have-System will randomly select X% of all plan reviews-or a specific type of 
plan review- within the month and assign a task to management to review the results 
for quality assurance.  

Audit Trail: 
• An entry will be made for any plan review activities 
• Audit trail information will include User id, date/time, brief detail of transaction 

 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
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Search Criteria: 
Reporting: 

• Must be able to pull a report of outstanding plan reviews. 
Comments:  

• Depending on functionality of application the type of states(statuses) and selection of 
states(statuses will need to be determined prior to implementation. Example …will there 
be a Primary  Work Request (customer request) with multiple related Work Tasks that 
get triggered (plan review, inspection)  which will necessitate multiple states (Plan 
Status, Inspection Status)or will there always be one Primary Request which will only 
have one Status but a list of many selections.   

• Alternate Path 8 will need to identify if peer counts towards final approval of plans 
• (Step 11 and 13) Prior to implementation will need to establish mapping and fields of 

information required for each permit  
• Email inputs/outputs will need to be determined prior to implementation 

Fire Sprinkler System Checklist Example 

 
 
Device Detail Example 

 
 
Correction Letter Example 
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Dept. Name: Fire Department 
Process Name: FD-Plans-Review 
Use Case Number: FD056 
Revision: 2/19/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name: System-Auto-CalculatePlanDueDate 
Level: User Goal 
Description:  System shall calculate the Plan Due Date based on specified information 
submitted within the request 
Precondition: 
Primary Actor:  System 
Secondary Actor:  Customer, Fire Department Staff 
Related Use Case(s):   

• FD052-PlanSubmission 
• FD069-Select-ModifyService 

Success:   
• System auto-calculates Plan Due Date and updates request 

Initial Path : System receives a plan submission for a new request 
Actor System Rate 

 1. System receives a request with a plans 
submission 

 

 2. System evaluates Plan Category and 
determines request is a new plan review 

 

 3. System evaluates Date Plans are 
submitted (current date)  

 

 4. System evaluates Plan Service requested  
 5. System calculates Plan Review Due Date 

(Date Plans Submitted +Plan Service 
requested period) and populates request or 
task Due Date. (i.e if current date is 
2/11/2013 12:00PM and requested service 
is 48 hours, Due Date is 2/13/2013 
12:00PM) 

 

Alternate Path 1: System receives a revision (Swap-Out) for an existing request that has not 
started review 
1.1(Step 2) System determines request is a Swap-Out 
1.2 System goes to steps in FD069 and presents services available 
1.3 User selects service for plans swapped out 
1.4 Continue steps 3-5  

 

Alternate Path 2: System receives a revision (Revision) for an existing request (open or 
closed) that has already been approved 
2.1(Step 2) System determines request is a Revision for a plan already approved 
2.2 System goes to steps in FD069 and presents services available 
2.3 User selects service for plans swapped out 
2.4 Continue steps 3-5 

 

Alternate Path 3: System receives a revision (Correction) for an existing request that has 
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been issued a correction letter. 
3.1 (Step 2) System determines submission is a revision that is required in response to 
a correction letter 
3.2 Go to Step 3 
3.3 (Step 4) System evaluates service requested in previous plan review. Based on 
service selected, evaluates Correction Plan Target 
3.4 (Step 5) System calculates estimated Plan Review Due Date (Date Plans 
Submitted + Correction Plan Target Period) (i.e, if 24hrs was the service selected, then 
the correction review would be expected to be completed in 12 hours) 
3.5 System evaluates if estimated Plan Review Due Date will done in time to meet 
Event/Project Start Date.  
If time is insufficient, system will go to FD069 and presents services available and 
continue to steps 1.3-1.4. 
If time is sufficient populates request or task Due Date. 

 

Business Rules: 
• Plan Due Date can only be changed via Management 

Design: 
(Step 3.4) Correction Plan Target 
 

24hr 
Plan 
Review 
Service 

48hr 
Plan 
Review 
Service 

5 business 
days Plan 
Review 
Service 

10 
business 
days Plan 
Review 
Service 

15 
business 
days Plan 
Review 
Service 

20 
business 
days Plan 
Review 
Service 

OTC 

12hrs 24hrs 

2.5 
business 
days 

5 
business 
days 

7.5 business 
days 

10 
business 
days 

 
 
Same Day 

 
Audit Trail: 

1. An audit trail entry will be made for creation and modification of Plan Due Date 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria:  
Reporting: 
Comments: 
(Step 5)  

• Correction Plan Targets may be subject to change and will need to be verified prior to 
implementation 

(Step 3.5)  
This step will need to take into consideration time required for inspection. Fire Department will 
need to determine what that lee way time is. 
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Dept. Name: Fire Department 
Process Name: FD-Plans-Review 
Use Case Number: FD057 
Revision 2/5/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name: SystemMonitoring-PlanApprovalExpiration 
Level: User Goal 
Description:  System monitors requests daily for plans that have been approved but have not 
had an inspection scheduled 
Precondition: Plan approval expiration date is required to be set- Refer to FD055-PlanReview 
Primary Actor:  System 
Secondary Actor:   
Related Use Case(s):   
FD055-PlanReview 
Success:   

• Notifications are sent out from the system via email 
• Requests with no continued activity are cancelled. 

Initial Path : System identifies open requests with an approved plan due to expire and sends 
a reminder email notification 

Actor System Rate 
 1. The system monitors and identifies open 

requests that have an approved plan and 
have a Plan Approval Expiration Date X, Y, 
or Z days (ie 90, 60, 30 days) from current 
date AND do not have an inspection 
scheduled. 

 

 2. For each plan that meets the criteria in 
step 1, the system will send an email 
notification to the customer with a reminder 
to schedule an inspection.  

 

Alternate Path 1: System identifies open requests with an approved plan with a Plan 
Expiration Date past current date. 
1.1 The system monitors and identifies open requests that have an approved plan 

where current date is past the Plan Approval Date AND does not have an 
inspection scheduled. 

1.2 For each plan that meets the criteria in Step 1.1, the system will automatically 
cancel the request (set the status to Cancelled with Status Detail to “Plan Expired”) 

 

Business Rules: 
(Step 2)  

• The system will send a maximum of 3 reminder notices within a 180 day period 
(Step 1.2)  

• If the request has more than one permit related to the request and the related permits 
have activity (inspections, plan reviews) in progress, the system will send a monthly 
reminder until an inspection has been scheduled for the specified permit.   

Design: 
(Step 1)  
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• 3 email templates will be used which will contain different verbiage and variables for the 
X, Y, and Z day reminder 
 

Audit Trail: 
1. An audit trail entry will be made for notifications sent out from the system.  
2. An audit trail entry will be made for modification to a request  
3. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria:  
Reporting: 

• A report shall be provided which filters out Plan Approvals due to expire in a user 
specified date range.  

• A report shall be provided which filters out request status of Cancelled with Status 
Detail of Plan Expired in a user specified date range. 

• Field  detail will include the following and report can be sorted by Company or Business 
Address: 

1. Business(Company) Name and Mailing Address 
2. Business Address 
3. Request # 
4. Permit Type 
5. Permitted Address 
6. Assessor Parcel Number 
7. Plan Approval Expiration Date 

Comments: 
(Step 2) Email outputs and inputs will need to be determined prior to implementation 
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Dept. Name: Fire Department 
Process Name: FD-Inspection-Perform Inspection 
Use Case Number: FD058 
Revision: 2/6/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Schedule-RescheduleInspection 
Level: User Goal 
Description:  Inspection needs to be scheduled or rescheduled. 
Precondition:  
Primary Actor:  Customer 
Secondary Actor:  Scheduling 
Related Use Case(s):   

• FD004-PopulatePersonInformation 
• FD012-CustomerPaymentOnline 
• FD013-CustomerPaymentInPerson 
• FD015-CustomerCheckRequestStatus 
• FD019-System-Auto-Assignment-Inspection 
• FD046-System-Auto-Assignment-Plans 

Success:   
• Inspection is scheduled  
• Assignments are updated 
• Calendars are updated 
• Fees are calculated and assessed and payment accepted 
• Alert sent out to mobile device 

Initial Path: Customer wants to reschedule an Inspection  
Actor System Rate 

1. User is on Main/Home screen 2. System displays multiple tabs 
(Requests, Manage Permits, 
Alerts and Emails, etc) 

 

3. User selects Requests tab 4. System displays a Requests table 
(list) of the requests the user 
submitted that are open 

 

5. User selects a specific 
request to view/modify 

6. System finds request and 
identifies if there are any 
outstanding fees associated. If 
there are outstanding fees 
associated, alert user.  

 

 7. System displays the Request 
Detail 

 

 8. System displays option to 
Schedule/Reschedule Inspection 

 

9. User selects 
Schedule/Reschedule 
Inspection 

10. System checks if Inspection has 
already been scheduled. 

 

 11. System detects a scheduled 
Inspection and displays dialogue 
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with current Inspection date/time 
and option to select new date/time 

12. User selects a new date/time 
using a calendar widget 

13. System checks for designated 
inspector and availability. Refer to 
FD019-System-Auto-
Assignment-Inspection 

 

 14. System displays confirmation of 
date/time and inspector to be 
assigned 

 

15. User confirms inspection 
date/time 

16.  System displays inspection 
contact information and prompts 
user to confirm inspection contact 

 

17. User confirms inspection 
contact 

18. System calculates if there are any 
additional fees for inspection and 
any outstanding fees due. 

 

 19. System detects there are no fees 
due 

 

 20. System submits request and 
creates related inspection task. 

 

 21. System displays inspection in Fire 
Department assignee work 
console and calendar of 
assignments 

 

 22. System returns message- 
inspection for Request # has been 
scheduled successfully 

 

 23. System returns user to main 
screen/home page 

 

Alternate Path 1: Customer wants to schedule an Inspection  
1.1 (Step 11) System detects an inspection has not been scheduled 
1.2 System displays a dialogue to schedule the inspection 
1.3 (Step 12) User selects date/time using the calendar widget 
1.4 Continue to Steps 13-23 

 

Alternate Path 2: Additional Fees are applied or outstanding fees are due on either a New 
Inspection or Reschedule 
2.2 (Step 19) System detects additional fees are due or there are outstanding fees. 
2.3 System prompts User with dialogue which displays detail of fees due 
2.4 System takes User through payment process (Refer to FD012-

CustomerPaymentOnline or FD013-CustomerPaymentInPerson) 
2.5 User completes payment process 
2.6 Continue to Steps 20-23 

 

Alternate Path 3: Customer contacts Fire Department Scheduling to schedule or reschedule an 
Inspection  
3.1      Scheduling is on Main/Home screen where Manage Work Console is displayed 
3.2      Customer provides Scheduling request # Inspection needs to be rescheduled for 
3.3 Scheduling inputs request # and performs search 
3.4 System performs search for exact and similar request #s 
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3.5 Scheduling selects request 
3.6 System finds request and identifies if there are any outstanding fees associated. 

If there are fees associated, system alerts Scheduling Staff   
3.7 System displays Request Detail and option to Schedule/Reschedule Inspection 
3.8 Intake selects option to Schedule/Reschedule Inspection 
3.9 System checks if Inspection has already been scheduled. 
3.10 If System detects a scheduled Inspection , it displays dialogue with current 

Inspection date/time and option to select new date/time. If System detects 
inspection has not been scheduled, it displays dialogue to select date/time for 
the inspection. 

3.11 Go to Steps 12-18 
3.12 (Step 19) If System detects additional fees are due, system will alert User, apply 

additional fees to Company account and send email notification to customer 
with outstanding dues.  

3.13 Go to Steps 20-23 
Alternate Path 4: Inspection contact needs to be modified 
4.1(Step 17) Inspection contact needs to be modified. 
4.2 System allows user to update inspection contact information 
4.3 User updates inspection contact information and selects continue 
4.4 Continue to Steps 18-23  

 

Business Rules: 
(Step 8 & 1.1) 

• If the request required plans submission, an Inspection cannot be scheduled until Plans 
have been Approved (Note: There are some Permit Types this rule does not apply to and 
where after plan review an inspection is not required Refer to the Fire Department Fee 
table) 

• The system shall schedule inspectors to perform a minimum of X hours of inspections per 
day during business hours.  

• Inspection times calculated in the system shall include travel time 
• The system shall fill an inspector’s day with additional inspections if scheduled 

inspections run shorter than what is pre-calculated. 
• Anything outside of designated business hours for a staff member is considered 

overtime. 
• The system will not be expected to reallocate workloads when employees call in sick.  

Design: 
(Steps 1-7) 

• The customer shall also have the ability to search for a request using request #, 
Company, or Submitter. (Refer to FD015-CustomerCheckRequestStatus) 

 
(Intial Path)  

• Nice-to-Have If the original inspection or new inspection date/time is for the current date, 
system will send an alert regarding the inspection to the inspector’s mobile device 

 
(Alternate Path 4)  

• Nice-to-Have The system shall provide the option to manually assign a date/time and 
inspector or let the system determine assignment (FD019-System-Auto-Assignment-
Inspection) 

FD058-Schedule-RescheduleInspection  Page 3 of 4 



(Step 16 & 17)  
• Inspection Contact Information shall contain the same attributes collected for any 

Person Information (Refer to FD004-PopulatePersonInformation) 
Audit Trail: 

1. An entry will be made for each creation or modification of an inspection 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

• Scheduling and Management will have the ability to reassign work assignments 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  
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Dept. Name: Fire Department 
Process Name: FD-Permit-Renewal-Expiration 
Use Case Number: FD059 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  SystemMonitoring-OutofBusiness 
Level: Summary 
Description:  System monitors Companies that become Inactive (Out of Business) and 
creates a work request to Finance to verify and deactivate the Company profile and cancel 
open related requests or permits. 
Assumptions: 

• This use case assumes Company data may be separated- (ie Business License has 
their own set of Company data, Building has their own Company data, etc.).  

Precondition:  
• Company/Business information is tracked and retained in the system and Company is 

Active 
Primary Actor:  System 
Secondary Actor:  Finance, Business License 
Related Use Case(s):   

• FD010-Create-Modify Company 
• FD050-Create-ModifyInvestigation 
• BL10-01 Out of Business-Placing Business OB - BO Initiated 

Success:   
System automatically sends work request to Finance 
Initial Path: System runs daily scan for Companies that change to Inactive/out of business 
and creates a Work Request assigned to Finance. 

Actor System Rate 
 1. System runs a daily scan/monitor for 

Business (Company) that becomes 
Inactive and Company profile is 
Active 

 

 2. System detects an Inactivation on a 
Business 

 

 3. System verifies there isn’t a work 
request already 

 

 4. System checks for  related open 
requests and/or Active permits to 
Business/Company 

 

 5. System creates Work Request to 
Finance 

 

6. (Time Delay) Finance reviews 
work request and validates if 
Company is out of business 

  

7. Finance modifies Company 
profile and changes Company to 
Inactive (Refer to FD010-Create-
Modify Company) 
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8. Finance cancels any open 
requests 

  

9. Finance changes permits to 
Inactive 

  

10. Finance closes work request   
Alternate Path 1: Finance discovers Company is still in business 
1.1 (Step 6) Finance discovers Company is still in business 
1.2 Finance opens an Investigation (Refer to FD050-Create-ModifyInvestigation) 
1.3 (Time Delay) Business License confirms and verifies status 
1.4 Dependent on what is discovered in 1.3, Finance may do 1 of two things  

A) Continue to 7-8 
B) Go directly to Step 10 

 

Business Rules: 
(Step 1) Inactive shall be defined as businesses that have a Business License status of one of 
the following: 

• Out of Business 
• Application Terminate 
• Revoked – Delinquent 

Note: This will have to be re-evaluated based on what Business License status is in the new 
system. 
 
Design: 
(Step 1) Changes in Company status shall be detected through a Business License Company 
comparison to Fire Department Company data. 
(Step 5) Work Request will include list of open requests and Active permits detected in Step 4 
 
Audit Trail: 

1. An audit trail entry will be made for modification of Company data, Permit data, or 
request data. 

2. Audit trail information will include User id, date/time, brief detail of transaction 
 

Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

1. A report shall be provided which displays  
A) The list of Companies which have gone out of business (become Inactive) within a 

specified date range 
Comments:  

• Preference for Company data is to have data shared and central for all departments 
• (Assumptions) If Company data is not separate and it is shared across departments 

(including Business License), this use case becomes invalid. It would then need to be 
determined: 

a) When business license inactivates a Company, does FD want to create a Work 
Request to close out any open requests or Active Permits 

b) Are there companies FD works with that Business License does not where the 
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Company data will need to be inactivated?  
 
(Pre-Step 1)  

• A Company which declares it is out of business will need to submit a notification using a 
formalized process. It has been proposed by Fire Department that this begins with 
Business License.  

• Will need to have Fire Department and Business License meet to establish what the 
process should be for the customer and answer questions 
a) If a paper form (which turns into a work request) or online form (which turns into a 

work request) needs to be completed? If outside CC jurisdiction, gets automatically 
assigned to whom? 

b) If FD finds a discrepancy between Business License company address data- notify 
via email in the system? 

(Step 5)  
• Work Request inputs will need to be determined prior to implementation 
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Dept. Name: Fire Department 
Process Name: FD-Administrative-Overtime 
Use Case Number: FD060 
Revision: 2/21/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name: System-Auto-Assignment-InspectionOvertime 
Level: Summary 
Description:  System receives a request for overtime 
Precondition: Request for overtime Inspection 
Primary Actor:  System 
Secondary Actor:  Scheduling, Inspection, Customer 
Related Use Case(s):   
FD019-System-Auto-Assignment-Inspection 
FD058-Schedule-RescheduleInspection 
Success:  

• Alert Notification is sent to the inspector(s) 
• Inspection is scheduled 
• Assignments on work console and calendar are updated 
• Overtime Authorization is created and submitted to Management for approval 
• Receive overtime authorization approval electronically 

Initial Path: Overtime request has a Specialty Assignment and designated Inspector accepts 
overtime. 

Actor System Rate 
 1. System receives a request that 

requires overtime inspection 
 

 2. System determine inspection is for a 
major property or event and looks up 
inspector under Specialty 
Assignment (Refer to FD019) 

 

 3. System sends an alert or notification 
to inspector 

 

4. (Time Delay) Inspector reviews 
alert or notification and selects 
Acceptance of overtime 

5. System updates and displays 
overtime assignment on inspector 
work console and calendar 

 

 6. System notifies customer inspection 
overtime has been accepted 

 

 7. System sends approval (Inspection 
Overtime Authorization) to 
Management 

 

8. (Time Delay) Management 
reviews authorization and 
approves electronically 

  

Alternate Path 1: Overtime request has a Specialty Assignment and designated Inspector 
does not accept overtime or it is not accepted in a timely manner. Backup is notified and 
Accepts overtime request.  
1.1 (Step 4) Specialty Assigned Inspector does not Accept overtime request or request  
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is not accepted in X minutes 
1.2 System looks up inspector’s Backup 
1.3 System sends an alert or notification to Backup inspector.  
1.4 Go back to Step 4 and continue to Steps 5-8. 
Alternate Path 2: Overtime request is not for a major property or event (Non-Specialty 
Assignment). Area inspector is notified. 
2.1 (Step 2) System determines overtime request is not for a Major Property or Event 
(Specialty Assignment) and looks up inspector  under Area Inspector Matrix (Refer to 
FD019) 
2.2 Continue to Steps 3-6 

 

Alternate Path 3: Overtime request is not for a major property or event (Non-Specialty 
Assignment). Backup is notified and Accepts overtime request. 
3.1 (Step 4) Area Inspector does not Accept overtime request or request is not 
accepted in X minutes 
3.2 Go to Steps 1.2-1.3 
3.3 Go to back to Step 4 and continue to Steps 5-8 

 

Alternate Path 4: Backup rejects Overtime request. Notify all inspectors with skillset and 
availability. 
4.1 (Step 4) During Alternate Path 1 or 3, Backup does not Accept overtime request or 
request is not accepted in X minutes 
4.2 System checks availability of resources with skillset 
4.3 System sends an alert or notification to all inspectors with skillset and availability 
4.4 System waits X minutes for Accept responses 
4.5 System checks Accept responses and assigns inspection to inspector that 
Accepted and has least amount of overtime logged for the year 
4.6 Go to Steps 5-8 

 

Alternate Path 5: Overtime request is not accepted from any inspectors 
5.1 (Step 4) System does not receive any acceptance responses back within X 
minutes 
5.2 System sends email notification to Scheduling & Management 
5.3 Scheduling contact customer via phone to work on rescheduling. (Refer to FD058-
Schedule-RescheduleInspection) 

 

Alternate Path 6: Management rejects overtime authorization  
6.1 (Step 8) Management rejects overtime authorization. 
6.2 System prompts user for rejection reason 
6.3 User enters detail of rejection reason 
6.4 System sends an alert or email notification to scheduling and assigns task to 
scheduling to manually identify new inspection time/schedule or resource 
6.5 (Time Delay) Upon manual reassignment and schedule change, system updates 
calendar and notifies customer via email of any changes.  

 

Business Rules: 
(Step 1) Inspection time is considered overtime when inspection has to occur outside of an 
inspector’s normal business schedule ( ie person works 8-5 and inspection date/time 
requested is for 6 p.m) 
Design: 
(Step 3 & 4) Alert shall be sent to the inspector’s mobile device where he/she can select the 
option to Accept or Reject the overtime request. Clicking on Accept or Reject sends a 
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response to the system.  
(Step 4) If Special Assigned Inspector or Area Inspector attempts to Accept the request after 
the Backup has already accepted, the system will prevent duplicate acceptance and alert the 
resource that the overtime was already accepted by another inspector. 
(Step 5) A 3 hour minimum is required and allotted when scheduling an overtime inspection 
Note: This rule will be subject to change based on overtime rules defined, related changes 
within the department and chargeback model related to FD021-System-Auto-
CalculateOvertime. This will need to be more clearly defined prior to implementation. 
(Step 7) Overtime Authorization will contain the following information: 

• Request and/or Permit Numbers 
• Summary of Request and Permits 
• Inspector Assigned 
• Date of Inspection 
• Inspection Date/Time requested 

Audit Trail: 
1. An audit trail entry will be made for creation and modification of any overtime requests, 

overtime authorizations and Accept/Reject responses.   
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria 
Reporting: 
 Comments: 

• Alert and Email Notification inputs and outputs will need to be determined prior to 
implementation 
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Dept. Name: Fire Department 
Process Name: FD-Permit-Temporary 
Use Case Number: FD061 
Revision: 2/19/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  TemporaryPermitRequest 
Level: User Goal 
Description:  Customer needs to submit a new request for a temporary permit 
Precondition: Customer already has a profile/login online and is logged into the site. Customer 
knows he/she needs a temporary permit. 
Primary Actor:  Customer 
Secondary Actor:  Intake 
Related Use Case(s):   

• FD002-PopulateAddressInformation 
• FD004-PopulatePersonInformation 
• FD005-PopulateCompanyInformation 
• FD012-CustomerPaymentOnline 
• FD013-CustomerPaymentInPerson 
• FD019-System-Auto-Assignment-Inspection 
• FD046-System-Auto-Assignment-Plans 
• FD069-Select-ModifyServices 

Success:   
• Temporary permit request is submitted successfully 
• Fees are assessed and payment taken 
• Plan Review Due Date is Scheduled and Assigned 
• Inspection is Scheduled and Assigned 
• Guidelines and Instructions provided to customer 

Initial Path: Customer is already logged into website and needs to submit a new request for 
one Temporary permit 

Actor System Rate 
 1. System provides option to submit a 

request for a permit 
 

2. User selects request permit 3. System displays dialogue- “I know 
what permits are needed” Or 
“Estimate Permits needed” 

 

4. User selects “I know what 
permits are needed” 

5. System provides option to enter 
permit name/type of permit the user 
is looking for 

 

 

6. User enters name (ie Fireworks) 7. System searches for permit name 
within Permit Type in the Fire 
Department Fee Table 

 

 8. System identifies list of permits types 
with Fireworks 

 

 9. System displays dialogue which 
provides list of permits user can 
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select 
i.e 
a) Fireworks Booth 
b) Fireworks Display Outdoor 
c) Fireworks/PyrotechnicasProximate 
Indoor/Outdoor 
d) Fireworks/Flame Effects 

10. User selects a permit type 
(i.e “Fireworks/Pyrotechnicas 
Proximate Indoor/Outdoor) 

11. System prompts user How long do 
you need the permit for?  

 

12. User makes the selection and 
continues 

13. Based on permit type selected and its 
reference in the Fire Department 
Fee Table, system identifies 
quantities or volume need to be 
defined 

 

 14. System prompts for user What is the 
X (i.e # of device) ? 

 

15. User enters the # of devices 16. System checks for 
guidelines/checklists and plan 
instructions associated with permit 
type and presents to user 

N 

 17. System provides option to download, 
view and print .pdf instructions 

N 

18. User selects option to download 
instructions and guidelines 

19. System prompts for agreement that 
user has received a copy of the 
guidelines/checklists and plan 
instructions associated with permit 
and is he/she prepared to continue. 

N 

20. User selects Agree and continue 21. Based on permit type selection and 
how long permit is needed, System 
identifies what fire code applies, 
permit period type this falls under (in 
this example- Temporary) and details 
are required 

 

 22. System displays Permit Request 
Detail 

 

23. User completes Permit Request 
Detail and selects continue 

24. System validates required field data 
and retains information 

 

 25. System prompts “Do you want to 
submit electronic plans or Paper 
Plans?” 

 

26. User selects Electronic 27. System displays dialogue to browse 
and select attachment 

 

28. User browses and attaches 
Plans and selects Upload 

29. System accepts plans and sets Flag 
“Plans Uploaded from Customer”  

 

 30. System displays confirmation of Plan 
Upload being successful  

 

FD061-TemporaryPermitRequest  Page 2 of 7 



 31. Based on Event Start/End Date, 
system determines when plan review 
has to be complete/approved. 
System displays dialogue indicating 
Plan Review will need to be approved 
and completed by X date 

 

 32. System displays services available- 
Go to to FD069-Select-
ModifyServices) 

 

33. User selects Plan Service 34. System retains information and 
queues up plans review for 
assignment (Refer to FD046-
System-Auto-Assignment-Plans) 

 

 35. System prompts user “When are you 
ready for inspection?” 

 

36. User selects date/time and 
selects continue 

37. System checks for availability and 
queues up inspection for assignment  
Refer to FD019-System-Auto-
Assignment-Inspection 

 

 38. System calculates fees and takes 
payment from customer (FD012-
CustomerPaymentOnline, (FD013-
CustomerPaymentInPerson) 

 

 39. System retains transaction 
information, processes request and 
notifies  on screen request was 
successful 

 

 40. System returns user to main/home 
screen 

 

 41. System displays request in list/table 
of submitted open requests 

 

Alternate Path 1: Customer selects option for Paper Plans 
1.1 (Steps 26) User selects Paper Plan  
1.2 Skip Steps 27-30 
1.3 Continue to Steps 31-41 
Alternate Path 2: (Nice-to-Have) Customer selects more than one permit type 
2.1 (Step 5) System provides option to see all permit types and select/check permit 

types required 
2.2 Customer selects more than one permit 
2.3 Skip Steps 7-10 
2.4 Continue to Step 11-system prompts user to answer for each permit type  
2.5 Continue to Steps 12-14-at Step 14, system prompts user for each permit type if 

required 
2.6 Continue to Steps 15-26 
2.7 (Steps 27-30) At Step 26 if User selected Electronic, System provides user 

option to upload one plan to be used for all permits or upload different plans for 
each permit. If User selects option to upload different plans, the system will present 

N 
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a dialogue for user to upload multiple plans and specify which permit the plan 
belongs to.  

2.8 System and User continue to Step 31-37. However, system creates a request for 
each permit selected in the background 

2.9 Continue to Step 38 as part of fee calculation system presents view of itemized 
breakdown of fees for each permit 

2.10 Continue to Steps 39-41  
Alternate Path 3: Customer goes to Fire Station and submits request to Intake staff  
3.1 Skip Steps 1-4 
3.3 Continue to Steps 5-41 
Business Rules: 
(Steps 9-10)  

• A temporary permit request for a Tent (FTTT) requires Title 30 approval from 
Comprehensive planning prior to plan submission 

 
(Step 26)  

• Plans have to be submitted via Electronic or Paper, not both 
(Steps 25-37)  

• Plans submission and Review, and Inspection is required as part of a Temporary Permit 
request. 

(Alternate Path 2)  
• If selecting multiple permit types the same Permit Request Detail ( ie, Project Name 

Company, Address applies to all permits.  
Design: 

• A User can cancel the transaction anytime prior to payment. If this occurs, system will 
not fully retain the request information 

(Step 11)  
• System shall provide a drop-down list with one or more of the following selections based 

on Permit Type selected: 
a. Valid 365 days-(Operational Only-Renewable) year after year 
b. Less than or equal to 6 months(Temporary) 
c. Up to 1 year (Non-Renewable-Replaces System/Other & Next Day/Express Plan Permit 

Types) 
(Step 16) (Nice-to-Have) System shall store guidelines, checklists and instructions associated-
for each permit type- or provide url link or view of document to exterior source  
(Step 22) Permit Request Detail 

Field Name Data Type Description/Comme
nts 

Fields for 
temporary 
permit 
requests 

Fields for 
renewable 
permit 
requests 

Fields for 
nonrenewable 
permit 
requests 
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Applicant 
Information 

<Person 
Information> 

Person submitting the 
request. 
If submitted by 
customer online, 
system will pre-
populate based on 
profile information 

Required Required Required 

Event/Project 
Name 

Alphanumeric Name of the event or 
Project permit is for 

Required Required Required 

Address to be 
Permitted 

<Address 
Information> 

Physical address or 
location that is to be 
permitted 

Required Required Required 

Property Name Alphanumeric Name of 
property/complex, etc 

Required Required Required 

APN Numeric Assessor Parcel 
Number associated 
with the address or 
location. 
If address is 
populated first, system 
will attempt to pre-
populate APN. If APN 
is populated first, 
system will attempt to 
pre-populate address 

Optional Optional Optional 

Municipal Property Drop-down 
selection 

Indicator if this is a 
government parcel 
(Clark County)  
Selection:  
-Yes 
-No  
Pre-populated based 
on building data and 
address entered 

Required Required Required 

Exact Location 
(hall,parking lot 
location, 
ballroom,etc.) 

Alphanumeric Text field used to 
describe where the 
event or project will 
take place.  

Required Not 
Applicable 

Not Applicable 

Company to be 
Permitted 

<Company 
Information> 

Company this permit 
will be issued to 

Required Required Required 

Event/Project Start 
Date 

Date Event/Project Start 
Date 

Required Required Required 

Event/Project End 
Date 

Date Event/Project End 
Date 

Required Required Required 

Contact <Person 
Information> 

Person who will be 
contacted regarding 
the plans and  
inspection. 

Required Required Required 

Business License # Based on 
Business 
License data 

Company’s business 
license number 

Not 
Applicable 

Required Required 
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Party Financially 
Responsible for 
Renewal of this 
Permit 

<Person 
Information> 

Person who will be 
contacted regarding 
the renewal. 
System shall allow 
entry of more than 
one contact 

Not 
Applicable 

Required Not Applicable 

 
(Step 23 continued) 

• The system shall allow the user to input more than one contact with a description of 
contact 

 (Step 24)  
• Nice-to-Have System will detect if the same permit type was recently requested for the 

same address/parcel and present an alert and summary review of the request so he/she 
can determine if the request still needs to be submitted or cancelled 

(Step 28) 
• System shall check for Title 30 approval from Comp Planning. If Title 30 approval is not 

stored within the system, then the system shall allow upload/attachment of scanned 
proof of Title 30 approval.  

• If Title 30 approval has not been obtained and/or cannot be submitted, the transaction 
will be cancelled and the system will notify the customer that Comp Planning Title 30 
approval is required prior to submission of the request. 

 
(Step 37)  

• Temporary permits are the only type that will have the inspection queued up/tentatively 
scheduled prior to the plan review completion. If the plan has not been approved prior to 
the inspection, the system will send a alert or email to the inspector and management 
regarding the plan status and leave the inspection scheduled as-is.  The inspector shall 
have the capability to issue a “field permit” (permit without plan review being completed)  
(Note: This only applies to temporary permits only.  The business will need to determine 
the alert or email inputs and outputs prior to implementation. 

• Nice-to-Have (For Termporary Permits) System will send an alert (with event details) to 
the inspector on his/her mobile device if Venue/Project Start Date is less than 48 hours 
from submission date/time.  

• System will identify number of inspections and # of inspectors required based on 
permit(s) selected (Refer to Fire Department Fee Table) 

(Alternate Path 2) 
• If the user selects multiple permit types, the system shall warn the user that information 

(ie, Company, Project Name) entered in the request will apply to all permits. 
(Post Alternate Path 2)  

• The system shall provide the an easy method to see all related permits requested on 
that submission (ie if 4 permit types were requested, and Fire Departments is viewing 
one of the permit requests, the system will show that 3 others are related to the 
submission. 

Audit Trail: 
1. An entry will be made for creation or modification of a permit request 
2. Audit trail information will include User id, date/time, brief detail of transaction 
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Security Requirement(s):   
• The customer can only modify the contact information or upload plans after submission 

Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  
(Step 31) Business will need to determine plan completion lee way required prior to when 
permit is needed to identify what time is required for inspection 
(Step 37) Design element- Business will determine what should occur with the Plan Review 
(i.e- cancel plan review, etc) if Field Permit is issued without a Plan Review 
(Alternate Path 2) 

• If a separate plan review, inspection and fees assessment cannot be created and 
tracked for each permit selected when selecting multiple permits, the submission 
process can only allow one permit selection per request. 

• (Step 16) Instructions for submitting paper plans must be created and populated prior to 
implementation 

• (Step 24)- It is to be determined if Comp Planning will have a Title 30 approval already 
in the system or if the User will need to upload a copy of Comp Planning’s approval 

Example of Fire Department Fee Table 
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Dept. Name: Fire Department 
Process Name: FD-Plans-Review 
Use Case Number: FD062 
Revision: 2/8/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name: ChangePermit(s)Requested 
Level: User Goal 
Description:  During different phases of the permit request process, Fire Department staff 
identifies either the wrong permit was requested or additional permits are required.  
Precondition: 
Assumptions: The system shall provide visibility to the current active permits issued and 
those waiting to be issued. 
Primary Actor:  FD Staff (Finance, Plan Checker, Inspector) 
Secondary Actor:   
Related Use Case(s):   

• FD046-System-Auto-Assignment-Plans 
Success:   

• Request has been modified with correct permit requested 
• New Requests are created and queued up for customer completion. 

Initial Path : User identifies during that wrong permit was requested on the submission of the 
request. Note: This only applies if one permit type was selected on the request. 

Actor System Rate 
 1. System provides option to Modify 

Permit(s) requested 
 

2. User selects Modify Permit(s) 
requested 

3. System displays detail of Request  

4. User goes to the selected 
Permits section and unchecks 
the permit which is incorrect and 
checks the permit which is 
correct 

5. System prompts user for a reason for 
the adjustment 

 

6. User enters justification 7. System looks at fees assessed for 
original permit 

 

 8. System calculates fees for new 
permit 

 

 9. System calculates difference and 
posts adjustments to request and 
company ledger.  

 

 10. System prompts user to identify if 
he/she wants the system to perform a 
reassignment of the Plan (allow 
system to reassign to another plans 
checker based on permit type 
change) 

 

11. User selects no 12. System retains adjustments and 
sends email notification to Customer 
with summary of the update, reason 
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for adjustment, and any additional 
fees assessed. 

Alternate Path 1: User selects option to perform reassignment 
1.1 (Step 11) User selects Yes- System will perform a reassignment of the review and 

Go to FD046-System-Auto-Assignment-Plans 
1.2 After assignment has been modified, Continue to Step 12. 

 

Alternate Path 2: User identifies that additional permits are required 
2.1 User reviews a Company’s current active permits issued and those waiting to be 

issued and determines additional permits need to be requested because of items 
found during plan review or inspection. 

2.2 User selects Add additional permits 
2.3 System presents Permit Drop-Down (Refer to FD061) 
2.4 User makes the selection 
2.5 System displays list of Permit Types (Refer to Fire Department Fee Table) 
2.6 User checks one or more permits and submits 
2.7 System creates new requests associated with Company/Parcel and queues up 

requests to be finished/completed by customer 
2.8 System sends email notification to customer indicating additional permits have 

been identified as being required and requests are queued up and will require 
completion prior to final submission. 

N 

Business Rules: 
• Permits requested cannot be removed/unchecked after the Plan Review is complete 

Design: 
(Alternate Path 2)  

• If this path is not feasible, the system must allow the ability to flag or place an alert on  
the Company/Parcel for additional required permits  

 
Audit Trail: 

1. An audit trail entry will be made for a modification of a request 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments: 

• This use case will change based on whether multiple requests can be submitted on one 
request or if it’s a 1:1. Business will need to work with the implementers to identify what 
that path is if multiple permits are allowed to be selected on a request. 
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Dept. Name: Fire Department 
Process Name: FD-Create/Modify-Application/Request Process 
Use Case Number: FD064 
Revision: 2/26/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name: System-Auto-CalculateFees 
Level: Summary 
Description:  System receives a request that requires fee calculations  
Precondition: 
Primary Actor:  System 
Secondary Actor:   
Related Use Case(s):  

• FD016-CustomerCancelRequest 
• FD017-CancelRequest 
• FD020-Customer-Apparatus Standby-Online  
• FD022-Customer-Apparatus Standby-InPerson 
• FD035-RecordSearchRequest 
• FD055-PlanReview  
• FD058-Schedule-ReschedulesInspection 
• FD021-System-Auto-CalculateOvertime 
• FD026-SystemMonitoring-PermitRenewalDue60-30 
• FD027-SystemMonitoring-ExpiredPermits-Greaterthan14 
• FD062-ChangePermit(s)Requested 
• FD069-Select-ModifyService 

Success:   
• Fees are calculated or recalculated and posted to transaction or company’s financial  

Initial Path: System receives a new request that does not require a plan review or inspection-
Fire Prevention Record Search.  

Actor System Rate 
 1. System receives a request (i.e 

Record Search) and checks Fire 
Department Fee table to evaluate if 
request has a base fee 

 

 2. System determines request has a 
base fee  

 

 3. System checks if a Plan Review 
Service is required 

 

 4. System determines no Plan Review 
is required and $0 plan fees are 
assesses 

 

 5. System checks request if another 
Service (i.e Rush Service) has been 
selected 

 

 6. System determines another Service 
has been selected and checks Fire 
Department Fee table to determine 
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Service fee 
 7. System checks if an Inspection is 

required and scheduled 
 

 8. System determines No Inspection is 
required and $0 inspection fees are 
assessed. 

 

 9. System itemizes fees and calculates 
total (Base Fee + another  Service 
Fee) 

 

 10. System presents itemized fees and  
total during transaction 

 

Alternate Path 1: System receives a new request that does not require a plan review or 
inspection-Apparatus Standby. 
1.1 (Step 2) System determines there is a base fee and multiplies this by the # of units 

specified.  
1.2 Continue to Step 3-10 

 

Alternate Path 2: System receives a new request that requires a plan review and scheduled 
inspection-Temporary Permit Request. 
2.1 (Step 3) System determines a Plan Review is required  
2.2 (Step 4) System checks what Plan Service has been selected and determines 
request has a Plan Service Fee 
2.3 Continue to Steps 5-7 
2.4 (Step 8) System determines an Inspection is queued up and scheduled and checks 
if Inspection was scheduled on overtime.  
If scheduled on overtime (outside shift and extension), system assesses 3 hour 
minimum Inspection fee (X$/hr) 
If not scheduled on overtime, system assesses $0 
2.5 (Step 9) System itemizes fees and calculates total (Base Fee + another  Service 
Fee + Plan Review Fee + Inspection Overtime Fee)  
2.6 Go to Step 10 

 

Alternate Path 3: System receives a new request that requires a plan review but inspection is 
not scheduled until later-Renewable or NonRenewable Permit Request. 
3.1 (Step 3) System determines a Plan Review is required  
3.2 (Step 4) System checks what Plan Service has been selected and determines 
request has a Plan Service Fee 
3.3 Continue to Steps 5-8 
3.4 (Step 9) System itemizes fees and calculates total (Base Fee + another  Service 
Fee + Plan Review Fee) 
3.5 Go to Step 10 

 

Alternate Path 4: Plan review is completed- system needs to assess Escalating Fees  
4.1 At Step 13 in FD055-PlanReview, the Plan Checker inputs device counts, footage, 
quantities or volumes. Post Plan Review, system checks Fire Department Fee table 
to determine if Permit type has Escalating Fees. 
4.2 System determines Escalating Fees apply 
4.3. System calculates Escalating Fees (i.e # of heads X $1.00)  
4.4 System itemizes and adds fees to outstanding Company fees/financial ledger 

 

Alternate Path 5: Inspection time is selected and it is on Overtime(Inspection Scheduling & 
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Rescheduling) 
5.1 During FD058-Schedule-ReschedulesInspection, system determines time 
scheduled is on overtime system. 
5.2 System checks if 3 hour minimum Inspection fee (X$/hr) is required and was 
already assessed. If not already assessed and it is required, system calculates 3 hour 
minimum Inspection fee. 
5.3 System itemizes and adds fees to outstanding Company fees due/financial ledger.  

 

Alternate Path 6: Inspection time previously  selected was on Overtime and now is on regular 
time (Inspection Scheduling & Rescheduling) 
6.1 During FD058-Schedule-ReschedulesInspection, system determines time 
scheduled is on overtime system. 
6.2 System checks if 3 hour minimum Inspection fee (X$/hr) was already assessed. If 
assessed, system calculates and subtracts 3 hour minimum Inspection fee. 
6.3 System itemizes and applies adjustment to outstanding Company fees 
due/financial ledger. 

 

Alternate Path 7: Post Inspection, system auto-calculates if there was overtime required.  
7.1 During FD021-System-Auto-CalculateOvertime, system determines time 
required was an extension or if it was outside shift and extension and if it exceeded the 
3 hour minimum. 
7.2 If overtime was considered an extension, system calculates fees (X hours X 
minutes per Y hourly inspection rate) 
If overtime difference was NOT considered an extension  (outside shift and extension) 
, system will assess overtime difference  (fee charged for 3 hour minimum and any 
additional X hours  and X minutes multiplied by the  Y hourly inspection rate) (Refer to 
Scenario Examples & FD021) 
7.3 System itemizes and adds fees to outstanding Company fees due/financial ledger. 

 

Alternate Path 8 : Another Service or Plan Service Selection (modification) is made after 
submission 
8.1 During FD069-Select-ModifyService, the service was upgraded or downgraded 
8.2 System assesses fee for new service 
8.3 System calculates difference of cost between services 
8.3 System itemizes and post fee adjustments to outstanding Company fees 
due/financial ledger. 

 

Alternate Path 9: Permit Type Changes are made pre-inspection 
9.1 During FD062-ChangePermit(s)Requested, permits were added or changed 
9.2 System assesses fee for added or removed permits 
9.3 System calculates difference of cost between permits 
9.4 System itemizes and post fee adjustments to outstanding Company fees 
due/financial ledger. 

 

Alternate Path 10: Renewal Fees require pre-calculated for renewal notices  
10.1 During FD026-SystemMonitoring-PermitRenewalDue60-30, system needs to 
calculate renewal costs 
10.2 System looks a permit type and checks Fire Department Fee table to determine 
base fee 
10.3 System checks Fire Department Fee table to determine if Escalating fees apply. 
If Escalating fees apply, system checks last Plan review for devices/quantities/volumes 
etc. 
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10.4 System multiplies devices/quantities/volume etc. times Escalating fees indicated 
in Fire Department Fee table 
10.5 System adds Base Fee + Escalating fees to equal renewal fee 
10.6 System itemizes and post renewal fee to Company financial ledger 
Alternate Path 11 : Renewal Fees have not been paid and Late Fees need to be assessed 
11.1 During FD027-SystemMonitoring-ExpiredPermits-Greaterthan14, system 
needs to calculate late fees 
11.2. System checks Renewal Fee amount  
11.3 System itemizes and posts late fee(= the same as the renewal fee) to Company 
Outstanding fees due/financial ledger 

 

Alternate Path 12: Request Cancellation 
12.1 During FD016-CustomerCancelRequest  or FD017-CancelRequest a 
cancellation request has been received 
12.2 System prepares list of itemized fees assessed to be selected/checked during the 
refund process. 
12.3 System automatically subtracts fees selected/checked (manually by Finance) and 
post adjustments to Company financial ledger 

N 

Alternate Path 13: Record Search was completed 
13.1 During FD035-RecordSearchRequest, Record Search Results Detail are 
inputted and status is Completed 
13.1 System calculates if additional time (over 1 hour) was required and multiplies by 
$X/hr (TBD if this can go in the Fire Department Fee table) 
13.2 System calculates if additional media fees are required 
13.3 System itemizes and post fees to outstanding Company fees due/ financial ledger 

 

Alternate Path 14: Apparatus Standby Engine Request was completed 
14.1 During FD020-Customer-Apparatus Standby-Online or FD022-Customer-
Apparatus Standby-InPerson (Post standby) system needs to determine if additional 
fees apply 
14.2 If over 4 hours were completed for the standby system calculates the additional 
hours and minutes by the Apparatus Standby hourly fee 
14.3 If an inspector was onsite for the standby and overtime was incurred, system 
calculates hours and minutes of overtime multiplied by inspector rate $X/hr 
14.4 System itemizes and post fees to outstanding Company fees due/ financial ledger 

 

Business Rules: 
• Fees shall be assessed for each permit 
• Calculating overtime inspection, 30 minutes or greater shall be rounded up to 1 hour 
• Escalating fees have to be recalculated each year on Renewable permits 
• There are two categories of overtime:  

A) An extension of a shift - considered 3 hours prior and 3 hours after a person’s 
normal business hours (i.e, person’s normal shift is 7A.M-5.P.M. Extended time 
frame is between 4:00A.M-7A.M & 5:00P.M-8:00P.M 

B) Outside Shift & Extension – outside of normal hours and extension. (i.e normal shift 
is 7A.M-5.P.M. Outside normal and extension would be  8:00P.M-4:00A.M 

(Step 5.2)  
• A 3 hour minimum inspection fee (3 X inspection hourly rate) shall be charged for 

overtime scheduled outside the normal shift hours and extended hours. 
(Step 4.1)  
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• If there are escalating fees on a permit type, plan review requires the 
devices/quantities/volume etc. to be entered in order to complete the plan review 

(Alternate Path 5 & 6) 
• Overtime fees assessed apply to each inspection (i.e if there were two separate 

inspections (includes reinspection) on different days, fees would apply for each day 
separately).  

Design: 
(All Paths)  

• Finance (with Management approval) & Management shall have the ability to waive 
individual fees 

• Finance & Management shall have the ability to add/remove individual fees as needed 
• Finance & Management shall have the ability to easily adjust the Fire Department Fee 

table and business rules via an administrator or IT. 
Audit Trail: 

1. An audit trail entry will be made for creation and modification of fees 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments: 

• Fire Department Fee table is subject to change and will need to be finalized prior to 
implementation 

• Alternate Path 5 & 6- depending how system executes tracking of inspection 
scheduling/rescheduling, will need to identify if this applies to cancellations that are 
rescheduled. 

Example Fire Department Fee Table 

FD064-System-Auto-CalculateFees  Page 5 of 7 



 
 
Example Fire Department Fee Calculations 
Scenario #1 

• Inspector works from 7A.M-5P.M Monday-Friday 
• Customer A (Acme Co) schedules an inspection at 2:00A.M (charged 3 hour minimum upfront-NOT 

considered an extension) 
• Customer B (Circus Circus) schedules an inspection at 4:30A.M (NOT charged 3 hour minimum upfront- 

considered an extension) 
• Customer A’s inspection last from 2:00A.M-3:30A.M ( end of day-no additional charges b/c paid 3 hr 

minimum) 
• Customer B’s inspection last from 4:30A.M-5:30A.M (end of day is charged 2.5 hrs- w/in extension 

window and is charged for time prior to shift) 
 

Scenario #2 
• Inspector works from 7A.M-5P.M Monday-Friday 
• Customer A (Acme Co) schedules an inspection at 12:00A.M (charged 3 hour minimum upfront-not 

considered an extension) 
• Customer B (Circus Circus) schedules an inspection at 3:00A.M (charged 3 hour minimum upfront-not 

considered an extension) 
• Customer A’s inspection last from Midnight-2:30A.M ( end of day-no additional charges b/c paid 3 hr 

minimum) 
• Customer B’s inspection last from 3:00A.M-4:00A.M ( end of day-no additional charges b/c paid 3 hr 

minimum) 
 
Scenario #3 

• Inspector works from 7A.M-5P.M Monday-Friday 
• Customer A (Acme Co) schedules an inspection at 4:00P.M (NOT charged 3 hour minimum upfront- 

scheduled on normal hours) 
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• Customer B (Circus Circus) schedules an inspection at 8:30P.M (charged 3 hour minimum upfront-NOT 
considered an extension) 

• Customer A’s inspection last from 4:00P.M-7:30PM (end of day is charged 2.5 hrs- w/in extension 
window and is charged for time after shift) 

• Customer B’s inspection last from 8:30P.M-9:30PM ( end of day-no additional charges b/c paid 3 hr 
minimum) 

•  
 
Scenario #4 

• Inspector works from 5P.M-2:00A.M Monday-Friday 
• Customer A (Acme Co) schedules an inspection at 11:00P.M (NOT charged an overtime-scheduled on 

normal hours) 
• Customer B (Circus Circus) schedules an inspection at 2:30A.M (NOT charged 3 hour minimum upfront- 

considered an extension) 
• Customer A’s inspection last from 11:00P.M-1:00A.M ( end of day-no additional charges b/c on normal 

hours) 
• Customer B’s inspection last from 2:30A.M-3:30A.M (end of day is charged 1.5 hrs- w/in extension 

window and is charged for time after shift) 
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Dept. Name: Fire Department 
Process Name: FD-Plans-Review 
Use Case Number: FD065 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Create-ModifyIndependentInspection 
Level: User Goal 
Description:  User needs to create an Inspection request not related to a request submitted via 
a customer or on behalf of a customer 
Precondition:  
Primary Actor:  Management 
Secondary Actor:  Scheduling 
Related Use Case(s):   

• FD058-Schedule-RescheduleInspection 
Success:   

• Inspection is scheduled, work assignments and calendars are updated 
Initial Path: User selects option to schedule an inspection not related to a request 

Actor System Rate 
 1. System provides option to schedule 

an inspection 
 

2. User selects Schedule Inspection 3. System prompts user if inspection is 
related to an existing request 

 

4. User selects No 5. System prompts user to state what 
kind of inspection is required and 
detail of inspection 

 

6. User enters Inspection 
description and continue 

7. System prompts for address, 
assessor’s parcel number or GIS 
coordinates 

 

8. User enters in address and 
continues 

9. System validates address information 
and prompts user to select resource 
(inspector).  

 

10.  User selects inspector and 
continues 

11. System prompts for date/time  

12. User enters date/time and 
continues 

13. System validates required 
information and there are no 
schedule conflicts 

 

 14. System automatically updates 
calendars and work assignments in 
the system 

 

Alternate Path 1: Inspection is related to an existing request (not independent) 
1.1 (Step 4) User selects Yes 
1.2 System prompts user for request number or to lookup by company. 
1.3 User enters request number 
1.4 System locates and displays the Request Detail 
1.5 Go to Step 10 of FD058-Schedule-RescheduleInspection  

 

Alternate Path 2: System detects schedule conflicts 
2.1 (Step 13) System detects there are schedule conflicts and prompts displays N 
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conflict.  
2.2 System presents option to move conflict, overbook, or select another date/time.  
If user selects to move conflict, system allows user to move conflict to another 
date/time. Continue to Step 14 
If user selects to overbook, continue to Step 14. 
If user selects option for another date/time, go back to Steps 12-14. 
Business Rules: 
(Step 7)  

• At least one of three attributes is required to schedule an inspection 
a) Address 
b) assessor’s parcel number (APN)  
c) GIS coordinates 

Design: 
(During this entire use case) 

• System provides the ability to look at resource skillset 
• System provides the ability to look at Special Assignments 
• System provides the ability to look at Work Assignments 
• System provides the ability to look at Calendar and assignments 

(Step 5)  
• System shall provide a text field to enter the detail of the inspection 

(Step 9) 
• Optionally system shall provide the ability to select/view all inspector calendars for a 

specifc day and make the selection from the calendar view 
 
Audit Trail: 

• An entry will be made for any creation or modification to an inspection or calendar entry  
• Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria 
Reporting: 

• A report or console will be provided which lists unassigned inspections 
Comments:  

• Assuming no fees are assessed for independent inspection, but what about if it is related 
to an existing request? Do you want system to go back through and validate if additional 
fees are assessed? 

 

FD065-Create-ModifyIndependentInspection Page 2 of 2 



Dept. Name: Fire Department 
Process Name: FD-Plans-Review 
Use Case Number: UC-FD066 
Revision: 2/6/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  Civil Plan Review 
Level: Summary 
Description:   
Precondition: Plan was submitted in person or electronically.  
Primary Actor:  Plans Checker 
Secondary Actor:  Customer 
Related Use Case(s):   
FD055-PlanReview 
Success:   

• Plan review is completed and documented 
• Email notification is sent to customer  
• Status of request and plan status is updated 
• Overtime is automatically calculated 
• Escalating and overtime fees calculated and applied 

Initial Path: Civil Plan-Underground Fire Svc Main(FDPR Fire Code)  review is required of 
hard copy plan and plan is compliant and Approved or Approved w/ Conditions 

Actor System Rate 
1. User reviews Work Management 

Console in system 
  

2. User double-clicks on a specific 
request to review- (item due 
soon) 

3. System displays Detail of Request  

 4. Request detail indicates plans are not 
attached electronically and are 
located in a specific bin 

 

5. User retrieves hard copy plans 
from specified Plan Location 

  

6. User updates Plan Location in 
system 

7. System sets Plans Status to In 
Review 

 

8. User reviews plans for code 
compliance 

  

9. User makes notes on hard copy 
plans 

  

10. User selects option to input 
review results in system 

11. System displays checklist of items 
required to be reviewed for specific 
type of permit or plan review (Refer 
to Fire Sprinkler System Checklist 
Example) 

 

12. User checks off  items reviewed 
and adds notes 

  

13. User inputs device counts, sq   
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footage, quantities, etc. (Refer to 
Device Detail Example) 

14. User views and edits # of 
required inspections 

  

15. User inserts approval comments 
and sets Plan Status- Review 
Complete-Approved in system 
and inputs approval on hard copy 
plans (Date/Time Approval 
Stamp and Signature) 

  

16. User puts plans in bin for Intake 
return 

  

17. User updates Plan bin location in 
system 

  

18. User records start and stop 
date/time 

  

 19. System calculates if overtime was 
needed for plan review 

 

 20. System calculates if escalating fees 
apply 

 

 21. System calculates total fees due  
 22. System identifies no additional fees 

apply 
 

 23. System flags Plans for “Ready for 
Mylar” 

 

 24. System sends email notification to 
customer indicating the total fees due  
and Plan review is complete and 
ready for Mylar.  

 

Alternate Path 1: Plan review is required electronically and plan is compliant and Approved or 
Approved w/ Conditions 
1.1 (Step 4) Request detail indicates plans are attached electronically 
1.2 User navigates to attachments and selects plan attachment 
1.3 System displays plans for review and markup 
1.4 Go to Steps 7-8 
1.5 (Step 9) User makes notes on electronic plans 
1.6 Go to Step 10-14 
1.7 (Step 15) System inserts approval comments from notes on electronic plans and 

sets Plan status- Review Complete-Approved in system and inputs approval on 
electronic plans (Date/ Time Approval Stamp and Signature) 

1.8 Skip 16- 17 Go to Steps 18-22 
1.9 (Step 23) System flags Plans for “Ready for Mylar” 
1.10 Go to Step 24 

 

Alternate Path 2: Plan is not compliant-Correction Letter needs to be issued for Hard 
copy Plans 

 

2.1 Steps 10-14- in addition-user adds individual violations and issues a correction 
letter as part of the process 
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2.2 (Step 15) User inserts comments and sets Plan status-Review Complete-
Correction Letter issued 
2.3 System uploads Correction Letter for customer review 
2.4 Go to Steps 16-22 
2.5 (Step 23)System flags Plans for Ready for Customer Review 
2.6 (Step 24) System sends email notification to customer indicating Correction Letter 
is ready for download and Plans are ready for pickup  
Alternate Path 3: Plan is not compliant-Correction Letter needs to be issued for Electronic 
Plans 
3.1 Steps 10-14- in addition user adds individual violations and issues a correction 
letter as part of the process 
3.2 (Step 15) System inserts comments from notes on electronic plans and sets Plan 
status-Review Complete-Correction Letter issued 
3.3 System uploads Correction Letter for customer review 
3.4 Skip Steps 16-17, Go to Step 18-22 
3.5 (Step 23)System flags Plans for Ready for Customer Review 
3.6 (Step 24) System sends email notification to customer indicating Plans and 
Correction Letter are ready for review  

 

Alternate Path 4: Plan is not compliant-Plan is rejected for Hard copy Plans 
4.1 Steps 10-12- in addition-user adds individual violations  
4.2 Skip Steps 13-14 
4.3 (Step 15) User inserts rejection reason and sets Plan status-Review Complete-
Rejected 
4.4 System uploads Rejection Letter for customer review 
4.4 Go to Steps 16-19 
4.5 Skip Step 20 
4.6 Go to Steps 21-23 
4.7 (Step 24) System sends email notification to customer indicating  Plans have been 
rejected and are ready for pickup 

 

Alternate Path 5 : Plan is not compliant-Plan is rejected for Electronic Plans 
5.1 Steps 10-12- in addition user adds individual violations  
5.2 Skip Steps 13-14  
5.3 (Step 15) User inserts rejection reason sets Plan status- Review Complete-
Rejected 
5.4 System uploads Rejection Letter for customer review 
5.5 Skip Steps 16-17 
5.6 Go to Steps 18-19 
5.7 Skip Step 20 
5.8 Go to Steps 21-23 
5.9 (Step 24) System sends email notification to customer indicating Plans have been 
rejected and are ready for pickup 

 

Alternate Path  6: More information is needed from the customer 
6.1 During Step 8, User needs more information from the customer. User changes 
Plan Status to “Review Pending Customer Informaton” 
6.2 System prompts user to enter detail of information needed 
6.3 System emails customer with detail of information requested. 
6.4 Customer submits email to system with additional information or contacts Plans 
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Checker 
6.5 User sets Plans Status to “In Review” and returns to Step 8 and continues initial 
path 
Alternate Path 8: Plans Checker needs to request a Peer Review (another Plans Checker to 
review the plan) 
8.1 (Step 10) System provides option to add an additional plan review from another 
plans checker 
8.2 System prompts user to select assignee 
8.3 User selects assignee 
8.4 System prompts for Reason for Additional Review 
8.5 User enters detail of why another review is required and saves 
8.6 System adds another peer review to the plan and assignment shows up in peers 
work assignment queue. 
8.7 System adds another layer of plan review approval 
8.8 User continues to Step 11 

N 

Alternate Path 9: Plans Checker needs to reassign request 
9.1 (After Step 3) User reviews detail of request and needs to reassign the review to 
another plan checker.  
9.2 System provides an option to reassign and select from a list of staff members 
9.3 Plan checker selects staff member and saves 
9.4 System retains assignment change, removes calendar entry from original 
assignee’s calendar,  checks new assignee’s calendar and inputs plan review  in an 
available timeslot (prior to plan review due date). 
9.5 System updates all calendars and sends email notification to customer, and 
management.  
9.5 Process starts back  over at Step 1 for new assignee.  

 

Alternate Path 10: Civil Plan-Underground Fire Svc Mains- Mylar (FDUM Fire Code)  review 
is required of mylar plan and plan is compliant and Approved or Approved w/ Conditions 
10.1 (Step 8) User reviews mylar and  compares to plans in Alternate Path 1 to verify 
there aren’t any changes 
10.2 Continue to Steps 9-13 
10.3 Skip Step 14, Continue to Steps 15—22 
10.4 (Step 23) System flags Plans for “Ready for Customer Review” 
10.5. (Step 24) System sends email  notification to customer indicating total fees due 
and Plan review is complete and ready for Pickup 

 

Alternate Path 11: Mylar plan is different from plan approved in Initial Path-Issue Correction 
Letter 
11.1 (Step 10.1) User identifies mylars are slightly different from initial set of plans. 
11.2 Go to Steps 2.1-2.6 

 

Alternate Path 12: Mylar plan is different from plan approved in Initial Path-Issue 
Rejection Letter 

 

12.1 (Step 11.1) User identifies mylars are drastically different from initial set of plans. 
12.2 Go to Steps 4.1-4.7 

 

Alternate Path 13: Civil Plan-Underground Fire Svc Mains- Hydrant Install (FMHI Fire Code)  
or Hydrant Bond Release (FDFH Fire Code) review is required of plan and plan is compliant 
and Approved or Approved w/ Conditions 
13.1 (Step 8) User reviews mylar and  compares to paper plans in Alternate Path 1 to  
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verify there aren’t any changes 
13.2 Go to Steps 9-22 
13.3 (Step 23) System flags Plans for “Ready for Customer Review” 
13.4 (Step 24) System sends email notification to customer indicating the total fees 
due  and Plan review is complete, ready for pickup with a link to schedule inspection. 
Alternate Path 14: Plan for Hydrant Install (FMHI Fire Code) or Hydrant Bond Release (FDFH 
Fire Code)  is different from plans approved in FDPR &FDUM approvals-Issue Correction 
Letter 
14.1 (Step 13.1) User identifies plans are slightly different from initial set of plans. 
14.2 Go to Steps 2.1-2.6 

 

Alternate Path 15: Plan for Hydrant Install (FMHI Fire Code) or Hydrant Bond Release (FDFH 
Fire Code)  is different from plans approved in FDPR &FDUM approvals-Issue RejectionLetter 
15.1(Step 13.1) User identifies plans are drastically different from initial set of plans. 
15.2 Go to Steps 4.1-4.7 

 

Business Rules: 
 (Step 15, 1.7)  

• Approved plans require a signature and date/time of approval 
(Step 23)  

• At any path in this use case if there are additional fees that need to be collected, the 
system will email the customer indicating additional fees have been applied and need to 
be paid;  Letters and plans will be locked for review until the fees have been paid. If 
there are outstanding fees, the system will prompt the user for payment and require 
payment before releasing any documents. 

• If plans are a hard copy to be picked up, the system will prompt the Fire Department 
staff for payment of fees prior to releasing any documents.  

(Step 24) 
• If Civil Plan-Underground Fire Svc Mains(FDPR Fire Code)  review is approved, 

request is considered complete. There is no inspection. 
• If Civil Plan-Underground Fire Svc Mains-Mylar(FDUM Fire Code)  review is approved, 

request is considered complete. There is no inspection. 
Design: 

• All letters issued through the system shall be attached to the request and/or related 
permit(s) and shall be available to download or print. 

(Step 3) Detail of Request 
• Request Type submitted 
• Company that submitted the request 
• Contact for the request 
• Due Date of Plan Review 
• # of Plan Reviews Completed 
• # of Inspections Completed 
• Plan location 
• Assessor Parcel Number 
• Parcel Address 
• GIS coordinates 
• Historical  Data 

a) View of Previous Plan Review Details 
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b) View of Inspections 
(Step 3) System will provide visibility to the following information from other departments or 
systems: 

• Zoning Detail 
• Occupancy type 
• Certificate of Occupancy 
• Total Square Footage 
• Municipal/Private Building Flag(Government owned versus Private) 
• Tenant Name 
• Tenant Contact Information 
• Owner Name 
• Owner Contact Information 
• Related Documentation for the parcel (documents w/in an imaging system) 

(Step 12-14) System will provide the functionalities and the ability to input the following levels 
of information: 

• Plan Location 
• Special Conditions for a permit 
• Add individual violations and fire code associated with it 
• View current required inspections and Add/Remove inspections 
• Identify violations that have been corrected 
• Issue a correction letter for a set of plans that require minor or major changes 
• Issue a rejection letter for plans that are incomplete or require a complete rework 
• Add individual items/inventory of Hazardous Material detail found on the plan 
• Add Hazardous Material Categorization on a specified address/parcel 
• Plan Review Start and End Date/Time (time it took to complete the plan review)  
• Record specific devices, quantities and/or square footage related to a specific plan 
• Request Additional information from customer electronically (email) 
• Ready for Customer Plans Pickup (checkbox) 
• Reassign the request to another Plans Checker 
• Record Plan status:  
a) Assigned 
b) In Review 
c) Review Pending Customer Information 
d) Review Complete-Correction Letter Issued 
e) Review Complete-Approved w/Conditions 
f) Review Complete-Approved 
g) Review Complete-Rejected, Rejection Reason 

 
(Step 13) System will require entry of counts, quantities etc, based on permit requested and/or 
plan type. Items are required to be entered for escalating fees. 
(Step 14)  

• There are technically no inspections scheduled or completed for an FDPR, FDUM type 
review 

• Inspections are required to be scheduled and completed for FMHI(Installation of 
Hydrants) and FDHI (Fire Hydrant Bond Release) (Refer to Fire Department Fee Table) 

(Step 15, 1.7) A Plan Approval Expiration Date will be automatically set to 180 days from 
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approval date.  
(Steps 19-24)  

• Steps 19-24 shall occur independently and shall not be held up by one of the other 
steps. 

 (Step 1.3-1.5)  
Electronic Plans-System allows the capabilities to:  

• Select and zoom in/out of  a section 
• Perform an overlay comparison of previous plan reviews for same address 
• Insert Notes or comments 
• Mark Violations 
• Mark Hazardous Materials 
• Stamp Date/Time of Approval 
• Stamp Electronic Signature 

(Steps 2.3 3.3, 4.4, 5.4 )  
• Nice-to-Have-System will provide a view of the letter prior to making it available to the 

customer. The user may modify the letter prior to uploading it for the customer. 
(Alternate Path 8) If another resource is required for a plan review, the separate layer of 
approvals must allow the additional resource to go through the same steps as the primary 
resource. In other words, results must be inputted, an approval or rejection, time spent on the 
review, etc. 
Audit Trail: 

• An entry will be made for any plan review activities 
• Audit trail information will include User id, date/time, brief detail of transaction 

 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 

• Must be able to pull a report of outstanding plan reviews. 
Comments:  

• Depending on functionality of application the type of states(statuses) and selection of 
states(statuses will need to be determined prior to implementation. Example …will there 
be a Primary  Work Request (customer request) with multiple related Work Tasks that 
get triggered (plan review, inspection)  which will necessitate multiple states (Plan 
Status, Inspection Status)or will there always be one Primary Request which will only 
have one Status but a list of many selections.   

• Alternate Path 8 will need to identify if peer counts towards final approval of plans 
• (Step 11 and 13) Prior to implementation will need to establish mapping and fields of 

information required for each permit  
• Email inputs/outputs will need to be determined prior to implementation 

Fire Sprinkler System Checklist Example 
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Device Detail Example 

 
 
Correction Letter Example 
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Dept. Name: Fire Department 
Process Name: FD-Create-Modify-Application-RequestProcess 
Use Case Number: FD067 
Revision: 2/11/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  RenewablePermitRequest 
Level: User Goal 
Description:  Customer needs to submit a new request for a renewable permit 
Precondition: Customer already has a profile/login online and is logged into the site. Customer 
knows he/she needs a renewable permit. 
Primary Actor:  Customer 
Secondary Actor:  Intake 
Related Use Case(s):   

• FD002-PopulateAddressInformation 
• FD004-PopulatePersonInformation 
• FD005-PopulateCompanyInformation 
• FD012-CustomerPaymentOnline 
• FD013-CustomerPaymentInPerson 
• FD046-System-Auto-Assignment-Plans 
• FD055-PlanReview 
• FD058-Schedule-RescheduleInspection 
• FD069-Select-ModifyServices 

Success:   
• Renewable permit request is submitted successfully 
• Fees are assessed and payment taken 
• Plan Review Due Date is Calculated and Assigned 
• Guidelines and Instructions provided to customer 

Initial Path: Customer needs to submit a new request for one Renewable permit 

Actor System Rate 
 1. System provides option to submit a 

request for a permit 
 

2. User selects request permit 3. System displays dialogue- “I know 
what permits are needed” Or 
“Estimate Permits needed” 

 

4. User selects “I know what 
permits are needed” 

5. System provides option to enter 
permit name/type of permit the user 
is looking for 

 

 

6. User enters name (ie 
Compressed Gas) 

  

7. System searches for permit name 
within Permit Type in the Fire 
Department Fee Table 

 

 8. System identifies list of permits types 
with Compressed Gas 

 

 9. System displays dialogue which 
provides list of permits user can 
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select 
i.e 
a) Compressed Gas 
b) Compressed Gas-Medical Gases 
 

10. User selects a permit type 
(i.e “Compressed Gas”) 

11. System prompts user How long do 
you need the permit for?  

 

12. User makes the selection  (i.e. 
selects “Valid 365 days”)and 
continues 

13. Based on permit type selected and its 
reference in the Fire Department 
Fee Table, system identifies 
quantities or volume need to be 
defined 

 

 14. System prompts for user What is the 
X (i.e volume of gas)? 

 

15. User enters the volume 16. System checks for 
guidelines/checklists and plan 
instructions associated with permit 
type and presents to user 

N 

 17. System provides option to download, 
view and print .pdf instructions 

N 

18. User selects option to download 
instructions and guidelines 

19. System prompts for agreement that 
user has received a copy of the 
guidelines/checklists and plan 
instructions associated with permit 
and is he/she prepared to continue. 

N 

20. User selects Agree and continue 21. Based on permit type selection and 
how long permit is needed, System 
identifies what fire code applies, 
permit period type this falls under (in 
this example- Renewable) and details 
are required 

 

 22. System displays Permit Request 
Detail 

 

23. User completes Permit Request 
Detail and selects continue 

24. System validates required field data 
and retains information 

 

 25. System prompts “Do you want to 
submit electronic plans or Paper 
Plans?” 

 

26. User selects Electronic 27. System displays dialogue to browse 
and select attachment 

 

28. User browses and attaches 
Plans and selects Upload 

29. System accepts plans and sets Flag 
“Plans Uploaded from Customer”  

 

 30. System displays confirmation of Plan 
Upload being successful  

 

 31. Based on Project Start/End Date, 
system determines when plan review 
has to be complete/approved. 
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System displays dialogue indicating 
Plan Review will need to be approved 
and completed by X date 

 32. System displays services available- 
Go to to FD069-Select-
ModifyServices) 

 

33. User selects Plan Service 34. System retains information and 
queues up plans review for 
assignment (Refer to FD046-
System-Auto-Assignment-Plans) 

 

 35. System calculates fees and takes 
payment from customer (FD012-
CustomerPaymentOnline, (FD013-
CustomerPaymentInPerson) 

 

 36. System retains transaction 
information, processes request and 
notifies  on screen request was 
successful 

 

 37. System returns user to main/home 
screen 

 

 38. System displays request in list/table 
of submitted open requests 

 

Alternate Path 1: Customer selects option for Paper Plans 
1.1 (Steps 26) User selects Paper Plan  
1.2 Skip Steps 27-30 
1.3 Continue to Steps 31-41 
Alternate Path 2: (Nice-to-Have) Customer selects more than one permit type 
2.1 (Step 5) System provides option to see all permit types and select/check permit 

types required 
2.2 Customer selects more than one permit 
2.3 Skip Steps 7-10 
2.4 Continue to Step 11-system prompts user to answer for each permit type  
2.5 Continue to Steps 12-14-at Step 14, system prompts user for each permit type if 

required 
2.6 Continue to Steps 15-26 
2.7 (Steps 27-30) At Step 26 if User selected Electronic, System provides user 

option to upload one plan to be used for all permits or upload different plans for 
each permit. If User selects option to upload different plans, the system will present 
a dialogue for user to upload multiple plans and specify which permit the plan 
belongs to.  

2.8 System and User continue to Step 31-34. However, system creates a request for 
each permit selected in the background 

2.9 Continue to Step 35 as part of fee calculation system presents view of itemized 
breakdown of fees for each permit 

2.10 Continue to Steps 36-38 

N 

Alternate Path 3: Customer goes to Fire Station and submits request to Intake staff  
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3.1 Skip Steps 1-4 
3.3 Continue to Steps 5-38 
Business Rules: 
(Step 26)  

• Plans have to be submitted via Electronic or Paper, not both 
(Steps 25-38)  

• Plan submission and Review, and Inspection is required as part of a Renewable Permit 
request. However, the Inspection is not scheduled until the customer goes to schedule 
schedule the inspection (Refer to FD058-Schedule-RescheduleInspection) 

(Alternate Path 2)  
• If selecting multiple permit types the same Permit Request Detail ( ie, Project Name 

Company, Address) will apply to all permits.  
Design: 

• A User can cancel the transaction anytime prior to payment. If this occurs, system will 
not fully retain the request information 

(Step 11)  
• System shall provide a drop-down list with one or more of the following selections based 

on Permit Type selected: 
a. Valid 365 days-(Operational Only-Renewable) year after year 
b. Less than or equal to 6 months(Temporary) 
c. Up to 1 year (Non-Renewable-Replaces System/Other & Next Day/Express Plan Permit 

Types) 
(Step 16) (Nice-to-Have) System shall store guidelines, checklists and instructions associated-
for each permit type- or provide url link or view of document to exterior source  
(Step 22) Permit Request Detail 

Field Name Data Type Description/Comme
nts 

Fields for 
temporary 
permit 
requests 

Fields for 
renewable 
permit 
requests 

Fields for 
nonrenewa
ble permit 
requests 

Applicant 
Information 

<Person 
Information> 

Person submitting the 
request. 
If submitted by 
customer online, 
system will pre-
populate based on 
profile information 

Required Required Required 

Event/Project 
Name 

Alphanumeric Name of the event or 
Project permit is for 

Required Required Required 

Address to be 
Permitted 

<Address 
Information> 

Physical address or 
location that is to be 
permitted 

Required Required Required 

Property Name Alphanumeric Name of 
property/complex, etc 

Required Required Required 
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APN Numeric Assessor Parcel 
Number associated 
with the address or 
location. 
If address is 
populated first, system 
will attempt to pre-
populate APN. If APN 
is populated first, 
system will attempt to 
pre-populate address 

Optional Optional Optional 

Municipal Property Drop-down 
selection 

Indicator if this is a 
government parcel 
(Clark County)  
Selection:  
-Yes 
-No  
Pre-populated based 
on building data and 
address entered 

Required Required Required 

Exact Location 
(hall,parking lot 
location, 
ballroom,etc.) 

Alphanumeric Text field used to 
describe where the 
event or project will 
take place.  

Required Not 
Applicable 

Not 
Applicable 

Company to be 
Permitted 

<Company 
Information> 

Company this permit 
will be issued to 

Required Required Required 

Event/Project Start 
Date 

Date Event/Project Start 
Date 

Required Required Required 

Event/Project End 
Date 

Date Event/Project End 
Date 

Required Required Required 

Contact <Person 
Information> 

Person who will be 
contacted regarding 
the plans and  
inspection. 

Required Required Required 

Business License # Based on 
Business 
License data 

Company’s business 
license number 

Not 
Applicable 

Required Required 

Party Financially 
Responsible for 
Renewal of this 
Permit 

<Person 
Information> 

Person who will be 
contacted regarding 
the renewal. 
System shall allow 
entry of more than 
one contact 

Not 
Applicable 

Required Not 
Applicable 

 
(Step 22 continued) 

• The system shall allow the user to input more than one contact with a description of 
contact 

 (Step 23)  
• Nice-to-Have System will detect if the same permit type was recently requested for the 

same company and present an alert and summary review of the request so he/she can 
determine if the request still needs to be submitted or cancelled 

 (Alternate Path 2) 
• If the user selects multiple permit types, the system shall warn the user that information 
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(ie, Company, Project Name) entered in the request will apply to all permits. 
(Post Alternate Path 2)  

• The system shall provide the an easy method to see all related permits requested on 
that submission (ie if 4 permit types were requested, and Fire Departments is viewing 
one of the permit requests, the system will show that 3 others are related to the 
submission. 

Audit Trail: 
1. An entry will be made for creation or modification of a permit request 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

• The customer can only modify the contact information or upload plans after submission 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  
(Step 31) Business will need to determine plan completion lee way required prior to when 
permit is needed to identify what time is required for inspection 
(Alternate Path 2) 

• If a separate plan review, inspection and fees assessment cannot be created and 
tracked for each permit selected when selecting multiple permits, the submission 
process can only allow one permit selection per request. 

• (Step 16) Instructions for submitting paper plans must be created and populated prior to 
implementation 

Example of Fire Department Fee Table 
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Dept. Name: Fire Department 
Process Name: FD-Create-Modify-Application-RequestProcess 
Use Case Number: FD068 
Revision: 2/11/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name:  FD068-365DayNonRenewablePermitRequest 
Level: User Goal 
Description:  Customer needs to submit a new request for a NonRenewable permit (existing 
System/Other Fire Permit form and NextDay Express form) 
Precondition: Customer already has a profile/login online and is logged into the site. Customer 
knows he/she needs a NonRenewable permit. 
Primary Actor:  Customer 
Secondary Actor:  Intake 
Related Use Case(s):   

• FD002-PopulateAddressInformation 
• FD004-PopulatePersonInformation 
• FD005-PopulateCompanyInformation 
• FD012-CustomerPaymentOnline 
• FD013-CustomerPaymentInPerson 
• FD046-System-Auto-Assignment-Plans 
• FD055-PlanReview 
• FD058-Schedule-RescheduleInspection 
• FD069-Select-ModifyServices 

Success:   
• NonRenewable permit request is submitted successfully 
• Fees are assessed and payment taken 
• Plan Review Due Date is Calculated and Assigned 
• Guidelines and Instructions provided to customer 

Initial Path: Customer needs to submit a new request for one Non-Renewable permit 

Actor System Rate 
 1. System provides option to submit a 

request for a permit 
 

2. User selects request permit 3. System displays dialogue- “I know 
what permits are needed” Or 
“Estimate Permits needed” 

 

4. User selects “I know what 
permits are needed” 

5. System provides option to enter 
permit name/type of permit the user 
is looking for 

 

 

6. User enters name (ie Automatic 
Sprinkler) 

  

7. System searches for permit name 
within Permit Type in the Fire 
Department Fee Table 

 

 8. System identifies list of permits types 
with Compressed Gas 

 

 9. System displays dialogue which  

FD068-365DayNonRenewablePermitRequest Page 1 of 7 



provides list of permits user can 
select 

i.e 
a) Automatic Sprinkler Systems Design-
Flow test 
b) Automatic Sprinkler In-Building Riser 
c) Automatic Sprinkler Systems-Convention 
Booth 
d) Automatic Sprinkler TI-Alter Existing 
System 
 

10. User selects a permit type 
(i.e “Automatic Sprinkler TI-Alter 
Existing System”) 

11. System prompts user How long do 
you need the permit for?  

 

12. User makes the selection  (i.e. 
selects “Up to 1 year”)and 
continues 

13. Based on permit type selected and its 
reference in the Fire Department 
Fee Table, system identifies 
quantities or volume need to be 
defined 

 

 14. System prompts for user What is the 
X (i.e # of heads)? 

 

15. User enters the number 16. System checks for 
guidelines/checklists and plan 
instructions associated with permit 
type and presents to user 

N 

 17. System provides option to download, 
view and print .pdf instructions 

N 

18. User selects option to download 
instructions and guidelines 

19. System prompts for agreement that 
user has received a copy of the 
guidelines/checklists and plan 
instructions associated with permit 
and is he/she prepared to continue. 

N 

20. User selects Agree and continue 21. Based on permit type selection and 
how long permit is needed, System 
identifies what fire code applies, 
permit period type this falls under (in 
this example- NonRenewable) and 
details are required 

 

 22. System displays Permit Request 
Detail 

 

23. User completes Permit Request 
Detail and selects continue 

24. System validates required field data 
and retains information 

 

 25. System prompts “Do you want to 
submit electronic plans or Paper 
Plans?” 

 

26. User selects Electronic 27. System displays dialogue to browse 
and select attachment 
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28. User browses and attaches 
Plans and selects Upload 

29. System accepts plans and sets Flag 
“Plans Uploaded from Customer”  

 

 30. System displays confirmation of Plan 
Upload being successful  

 

 31. Based on Project Start/End Date, 
system determines when plan review 
has to be complete/approved. 
System displays dialogue indicating 
Plan Review will need to be approved 
and completed by X date 

 

 32. System displays services available- 
Go to to FD069-Select-
ModifyServices) 

 

33. User selects Plan Service 34. System retains information and 
queues up plans review for 
assignment (Refer to FD046-
System-Auto-Assignment-Plans) 

 

 35. System calculates fees and takes 
payment from customer (FD012-
CustomerPaymentOnline, (FD013-
CustomerPaymentInPerson) 

 

 36. System retains transaction 
information, processes request and 
notifies  on screen request was 
successful 

 

 37. System returns user to main/home 
screen 

 

 38. System displays request in list/table 
of submitted open requests 

 

Alternate Path 1: Customer selects option for Paper Plans 
1.1 (Steps 26) User selects Paper Plan  
1.2 Skip Steps 27-30 
1.3 Continue to Steps 31-41 
Alternate Path 2: (Nice-to-Have) Customer selects more than one permit type 
2.1 (Step 5) System provides option to see all permit types and select/check permit 

types required 
2.2 Customer selects more than one permit 
2.3 Skip Steps 7-10 
2.4 Continue to Step 11-system prompts user to answer for each permit type  
2.5 Continue to Steps 12-14-at Step 14, system prompts user for each permit type if 

required 
2.6 Continue to Steps 15-26 
2.7 (Steps 27-30) At Step 26 if User selected Electronic, System provides user 

option to upload one plan to be used for all permits or upload different plans for 
each permit. If User selects option to upload different plans, the system will present 
a dialogue for user to upload multiple plans and specify which permit the plan 
belongs to.  

N 
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2.8 System and User continue to Step 31-34. However, system creates a request for 
each permit selected in the background 

2.9 Continue to Step 35 as part of fee calculation system presents view of itemized 
breakdown of fees for each permit 

2.10 Continue to Steps 36-38 
Alternate Path 3: Customer goes to Fire Station and submits request to Intake staff  
3.1 Skip Steps 1-4 
3.3 Continue to Steps 5-38 
Business Rules: 
(Step 26)  

• Plans have to be submitted via Electronic or Paper, not both 
(Steps 25-38)  

• Plan submission and Review, and Inspection is required as part of a NonRenewable 
Permit request. However, the Inspection is not scheduled until the customer goes to 
schedule schedule the inspection (Refer to FD058-Schedule-RescheduleInspection) 

(Alternate Path 2)  
• If selecting multiple permit types the same Permit Request Detail ( ie, Project Name 

Company, Address) will apply to all permits.  
Design: 

• A User can cancel the transaction anytime prior to payment. If this occurs, system will 
not fully retain the request information 

(Step 11)  
• System shall provide a drop-down list with one or more of the following selections based 

on Permit Type selected: 
a. Valid 365 days-(Operational Only-Renewable) year after year 
b. Less than or equal to 6 months(Temporary) 
c. Up to 1 year (Non’Renewable-Replaces System/Other & Next Day/Express Plan Permit 

Types) 
(Step 16) (Nice-to-Have) System shall store guidelines, checklists and instructions associated-
for each permit type- or provide url link or view of document to exterior source  
(Step 22) Permit Request Detail 

Field Name Data Type Description/Comme
nts 

Fields for 
temporary 
permit 
requests 

Fields for 
renewable 
permit 
requests 

Fields for 
nonrenewa
ble permit 
requests 

Applicant 
Information 

<Person 
Information> 

Person submitting the 
request. 
If submitted by 
customer online, 
system will pre-
populate based on 
profile information 

Required Required Required 

Event/Project 
Name 

Alphanumeric Name of the event or 
Project permit is for 

Required Required Required 
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Address to be 
Permitted 

<Address 
Information> 

Physical address or 
location that is to be 
permitted 

Required Required Required 

Property Name Alphanumeric Name of 
property/complex, etc 

Required Required Required 

APN Numeric Assessor Parcel 
Number associated 
with the address or 
location. 
If address is 
populated first, system 
will attempt to pre-
populate APN. If APN 
is populated first, 
system will attempt to 
pre-populate address 

Optional Optional Optional 

Municipal Property Drop-down 
selection 

Indicator if this is a 
government parcel 
(Clark County)  
Selection:  
-Yes 
-No  
Pre-populated based 
on building data and 
address entered 

Required Required Required 

Exact Location 
(hall,parking lot 
location, 
ballroom,etc.) 

Alphanumeric Text field used to 
describe where the 
event or project will 
take place.  

Required Not 
Applicable 

Not 
Applicable 

Company to be 
Permitted 

<Company 
Information> 

Company this permit 
will be issued to 

Required Required Required 

Event/Project Start 
Date 

Date Event/Project Start 
Date 

Required Required Required 

Event/Project End 
Date 

Date Event/Project End 
Date 

Required Required Required 

Contact <Person 
Information> 

Person who will be 
contacted regarding 
the plans and  
inspection. 

Required Required Required 

Business License # Based on 
Business 
License data 

Company’s business 
license number 

Not 
Applicable 

Required Required 

Party Financially 
Responsible for 
Renewal of this 
Permit 

<Person 
Information> 

Person who will be 
contacted regarding 
the renewal. 
System shall allow 
entry of more than 
one contact 

Not 
Applicable 

Required Not 
Applicable 

 
(Step 22 continued) 

• The system shall allow the user to input more than one contact with a description of 
contact 

 (Step 23)  
• Nice-to-Have System will detect if the same permit type was recently requested for the 
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same company and present an alert and summary review of the request so he/she can 
determine if the request still needs to be submitted or cancelled 

 (Alternate Path 2) 
• If the user selects multiple permit types, the system shall warn the user that information 

(ie, Company, Project Name) entered in the request will apply to all permits. 
(Post Alternate Path 2)  

• The system shall provide the an easy method to see all related permits requested on 
that submission (ie if 4 permit types were requested, and Fire Departments is viewing 
one of the permit requests, the system will show that 3 others are related to the 
submission. 

Audit Trail: 
1. An entry will be made for creation or modification of a permit request 
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   

• The customer can only modify the contact information or upload plans after submission 
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments:  
(Step 31) Business will need to determine plan completion lee way required prior to when 
permit is needed to identify what time is required for inspection 
(Alternate Path 2) 

• If a separate plan review, inspection and fees assessment cannot be created and 
tracked for each permit selected when selecting multiple permits, the submission 
process can only allow one permit selection per request. 

• (Step 16) Instructions for submitting paper plans must be created and populated prior to 
implementation 

Example of Fire Department Fee Table 
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Dept. Name: Fire Department 
Process Name: FD-Create/Modify-Application/Request Process 
Use Case Number: FD069 
Revision: 2/27/2013 
Created by (BA/BL/SME): Evelina Girard 
Use Case Name: Select-ModifyService 
Level: User Goal 
Description:  System shall present a list of services to customer or user based on permit and 
project or event information entered within the request process. 
Precondition: 
Primary Actor:  System 
Secondary Actor:  Customer 
Related Use Case(s):   
FD046-System-Auto-Assignment-Plans 
FD052-PlanSubmission 
FD061-TemporaryPermitRequest 
FD067-RenewablePermitRequest 
FD068-Non-RenewablePermitRequest 
Success:   

• Specified services are presented to user to select from 
Initial Path : System receives a new request which requires a new plan review 

Actor System Rate 
 1. System receives a request that 

requires a plan review  
 

 2. Based on Permit Type and Permit 
Period Type selected, system 
checks list of Plan Services offered in 
Fire Department Fee table 

 

 3. Based on Venue/Project Start Date 
and services available in Step 2, 
system presents list of services 
available for that Plan Review. 

 

Alternate Path 1: System receives a request to modify service  
1. System provides option to customer or FD Staff to change Plan Review 

Services 
2. Go to Steps 2 & 3 

 

Business Rules: 
• The system will only provide the ability to modify service if plan review has not started. 

Design: 
(Step 2)  

• The Fire Department Fee table shall be retained in the system. 
• The data within the Fire Department Fee table shall be easily maintained and shall be 

easily changed via an administrator within the Fire Department or IT.  
• The business rules around plan service shall be modifiable and shall be easily changed 

via an administrator within the Fire Department or IT. 
(Step 3)  
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• System shall have logic to determine if Venue/Project Start Date occurs sooner or later 
than the service periods available for that Permit Type and Permit Period Type and 
provide the list of options that will occur prior to that Venue/Project Start Date. 
(ie, If a temporary filming permit was being requested and Venue Start Date is 24 hours 
from current date, system would only present 24 hour plan review service…If 
Venue/Project Start Date is 3 days from current date, system would present 24hr and 
48hr plan service… If Venue/Project is two months from current day OTC, 24hr, 48hr, 5 
business days, 10 business days, 15 business days, 20 business days shall be listed 
as service options. 

(Post Step 3)  
• Fire Department staff shall have the ability to change the service at any time. If this 

occurs, the system shall recalculate fees assessed and plan review due dates.  
 
Audit Trail: 

1. An audit trail entry will be made for selection or modification of services.  
2. Audit trail information will include User id, date/time, brief detail of transaction 

 
Security Requirement(s):   
Data Retention:   
Not Applicable- will utilize existing data retention requirements 
Search Criteria: 
Reporting: 
Comments: 

• Services available for a specified permit will need to be evaluated prior to 
implementation and negative paths will need to be identified (i.e What happens if Venue 
Start date doesn’t fall within services available for that permit- ie Non-Renewable-tenant 
improvements- 24, 48hr and 5 business day aren’t available) 

• Fire Department Fee Table inputs will need to be revised and completed prior to 
implementation 

• Presenting service selection upon submission of a Revision or Correction may be 
considered at a later time 

i.e of Fire Department Fee Table 
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Dept Name: Fire Department 
Process Name: FD080-Finance-Cash Balancing Daily Deposit 
Use Case Number: FD098 
Created by (BA/BL/SME): Ashok Guthikonda/ JoDel Goss 
Use Case Name: Reporting-Balance End of Day transactions-Daily Deposit 
Level:  User Goal 
Description:  Next day, Finance wants to verify the funds against the transactions processed from prior 
date 
Precondition:  Finance has received the daily balance package from the cashier and is logged into the 
system 
Primary Actor:  Finance 
Secondary Actor:   
Related Use Case(s):  FD105-Reporting-Balance End of Day transactions by Cashier, FD106-
RectifyOverpayment, FD008-Manage Escrow Account 
Success:   

Actor System Rate 
 1. System is scheduled to execute and print 

following reports on daily basis 
a. Daily Cash Receipts Report 
b. Daily Application Adjustments, 

Non Escrow & Escrow 
c. Daily Escrow account 

adjustments 
d. Escrow Account refunds 
e. Cash Journal 

 

2. Finance staff verifies cash amount, 
validate checks and match with the 
transactions processed in the system 

  

3. Finance staff create deposit package for 
Loomis pick up 

  

4. Finance staff post the transactions into 
SAP using Cash Journal and Cash 
receipt break downs 

  

Alternate Path 1: Transaction having Over Payment  
1.1 At step 2, Finance staff has to rectify 

over payment  
  

1.2 Refer Use Case FD106-
RectifyOverpayment 

  

Alternate Path 2: Need corrections  
2.1 At step 2, Finance staff has some 

corrections 
  

2.2 Finance staff selects to open the 
application to perform adjustments 

2.3 System displays to enter the application # to 
retrieve the data 

 

2.4 Finance staff enters the application #  2.5 System display the detailed view of the 
application 

 

2.6 Finance staff selects to perform the 
adjustments 

2.7 System displays to enter the reason for 
adjustments 
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2.8 Finance staff enter the reason for 
adjustments and perform the changes 
required 

2.9 System saves all the information entered  

Alternate Path 3: Rectify Over Payment Posting by Intake  
3.1 At step 2, Intake staff noted a over 

payment posting to finance 
  

3.2 Finance staff navigates through the 
menu and selects to open an application 
with overpayment posting 

3.3 System displays the application  

3.4 Finance staff selects to adjust the posted 
amount 

3.5 System displays to select the reason for 
adjustment 

 

3.6 Finance staff selects the reason and do 
the adjustments 

3.7 System saves the application with the 
adjustments and corrected receipt will be 
emailed to the customer 

 

3.8 Cont step 3   
Business Rules: 
 

- Adjustments are done by a personal as determined by comptroller 
- Transactions processed must match with the actual funds 
- All adjustments must be approved by management  
- Transactions that are adjusted should have the date and time when the adjustments are made 

Design: 
 

- Prior to step 1, User should able to schedule to run the reports automatically 
- GL account should be tied to the fee code 
- System should have a setup to relate fee code, GL account and Cost Center information 
- Transactions in the report could be grouped by Fee Type, Payment Type and by Date posted  

 
(Nice To Have) 
 

- It would be nice if all adjustments (i.e. Application adjustment, escrow account adjustments) 
show up in one report. 

Security Requirement(s):  
Search Criteria: 
Reports: 
 
Daily Cash Receipts Report 
 
Report to print every transaction recorded by all intake staff during a specific day. 
Daily Cash receipts report should have following fields 
 
    Default Sort Criteria: 
 

- By Intake staff 
- Date and Time posted 

 
     Fields: 
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     Report Header  
 

• Report Name 
• Date Range 
• Date Posted 

 
    Report Body 

• Intake Staff Name 
• Receipt # 
• Application # 
• Pymt Type # 
• Fee type  
• Payment Description 
• Total By Cash 
• Total By Check/MO 
• Time Transacted 
• Total by Account 
• Total by Credit Card 
• Total by Intake staff 
• Total by posted date 
• Grand Total 

 
Daily Application Adjustments   
 
System shall provide a report to print all the adjustments transactions recorded for the date range. User 
has an option to view the report by escrow, by non escrow and both. 
Daily Application Adjustments report should have following fields 
 
       Default Sort Criteria: 

 
- By Escrow 

 Credit Escrow 
- By Non Escrow 

 Adjust with GL 
 Adjust without GL 
 Credit Escrow  

 
       Fields: 
 Application # 
 Application status 
 Receipt Number  
 Payment Type 
 Original Receipt Date 
 Posting Date 
• Adjusted by 
 Contractor Name and # 
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 Correction description 
 Total Adjustments 
 Grand Total by Category 

 
Daily Escrow Account adjustments 
 
System shall provide a report to print all the escrow account adjustments transactions recorded for the 
date range. User has an option to view the report by sort criteria. 
Daily Escrow Account adjustments  report should have following fields 
 
 
       Default Sort Criteria: 
 

- Adjust with GL 
- Adjust without GL 
- Credit Escrow 

 
     Fields: 
 

• Contractor #  
• Contractor Name 
• Adjusted by 
• Reason for Correction 
• Adjusted Date 
• Adjusted Amount 

 
Daily Escrow Account Refunds 
 
System shall provide a report to print all the Escrow account refunds recorded for the date range. 
Daily Escrow Account Refunds  report should have following fields 
 
 
      Fields: 

• Contractor #  
• Contractor Name 
• Transaction Date 
• Transaction Amount 
• Reason for Refund 
• Total 
• Total number of refunds 

        
 
Cash Journal 
 
System shall provide a report to print the consolidated amounts posted against to the GL accounts and 
to the cost center. 
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    Header Information 
• Receipt Date 
• Deposit Date 
• Deposit Amount 

    Line information 
• Business transaction code 
• Description 
• $ Amount 
• G/L 
• Cost Center 
• Order 
• Fund 
• Doc# 
• Bag ID # 

Comments: 
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Dept Name: Fire Department  
Process Name: FD085-Finance-Refund 
Use Case Number: FD099 
Created by (BA/BL/SME): Ashok Guthikonda, JoDel Goss 
Use Case Name: Process Refund Request 
Level:  Summary (Longer than a single sitting) 
Description: Customer submits closure and refund of escrow funds request  
Precondition:  Finance already has a login/profile and is logged into system 
Primary Actor:  Finance staff 
Secondary Actor:  Customer 
Related Use Case(s):  FD003-Customer-Escrow Account Request-Online, FD006-Customer-Escrow 
Account Request-InPerson, FD007-Customer-Manage Escrow Account-Online, FD008-Manage 
Escrow Account 
Success:   

- Able to balance the escrow account to zero 
- Able to post refund submission in SAP 
- Able to issue Refund check against Non PO Item/Vendor request 
- Able to refund check issued to customer 

Actor System Rate 
1. Finance staff selects to manage escrow 

account 
2. System displays to enter contractor company 

name or escrow account number 
 

3. Finance staff enter either company name 
or account number 

4. System returns list of escrow accounts 
available for the customer 

 

5. Finance staff selects specific account 6. System displays detailed view of escrow 
account activities. 

 

 7. System also displays options to deposit 
funds, manage financial or authorized 
Finance staff contact information, or de-
activate an account. 

 

8. Finance staff selects option to de-
activate and close the account 

9. System checks the current status and for any 
outstanding fee  and prompt Finance staff to 
confirm the request 

 

10. Finance staff confirms the request 11. System displays to enter the reason for 
closure 

 

12. Finance staff enter the reason for closure 
and click to continue 

13. System displays whether the amount is to 
“Transfer” to a new account or to “Refund” 
by check. 

 

14. Finance staff selects to transfer the 
amount 

15. System calculates the eligible amount for 
transfer 

 

 16. System displays to enter the new account 
information to transfer the amount or create a 
new account. 

 

17. Finance staff enters the new account 
information 

18. System pulls the new account information 
and validates whether the account is eligible 
for transfer 

 

 19. System records the information   
20. Finance review the information and 21. System records the approval    
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confirm the transfer of funds to the new 
account 

 22. System balance the amount to zero in old 
account 

 

 23. System changes the account status to “In-
Active” and account couldn’t be re-activated 

 

 24. System sends a notification with detailed 
change information as a report to the 
customer  

 

Alternate Path 1: Account number not matching  
 1.1 At step 4, system displays no account exists 

if the information entered is not matching 
and displays to re-enter the information 

 

1.2 Finance staff enters the details. Cont 
from step 4 

  

Alternate Path 2: Outstanding Fee  
 2.1 At step 9, System identifies outstanding fee    

 2.2 System displays to apply amount to the 
outstanding fee 

 

2.3 Finance staff selects to apply the amount 
to the outstanding fee  

2.4 System applies the amount to the outstanding 
fee and prints the receipt. 

 

 2.5 Cont step 11  
Alternate Path 3: Refund by check  
3.1 At step 14, Finance staff selects Refund 

by check  
3.2 System verifies for any outstanding 

payments against the current account 
 

 3.3 System calculates the eligible amount for 
refund 

 

 3.4 System balance the amount to zero  
 3.5 System creates a Non PO payment request 

and send a notification to Finance for 
approval 

 

3.6 Finance approves the payment request   
3.7 Finance process refund check and 

update the system with the details 
3.8 System records the information and is able to 

print a report with the details 
 

3.9 Finance prints the report and sends a 
copy to the customer along with the 
check. 

  

Alternate Path 4: New Escrow Account  
4.1 At step 17, Finance staff enters to create 

a new account. Cont with use case: 
FD006-Customer-Escrow Account 
Request-InPerson  

4.2 Cont step 18  

Alternate Path 5: Contact Customer  
5.1 At step 20, Finance contact customer if 

they need any clarification 
  

Business Rules: 
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- Application/permit fee over payments funds will be transferred to new escrow account. 
- Confirmation/ Authorization letter or notice from customer(s) as this could be a merger or 

acquisition. 
- For refund check, customer shall request in writing. 
- Finance may hold the transfer of amount if they have any issues. 
- System shouldn’t change anything on the account records unless it is approved from finance. 

Design:  
 

- At end of day all batch postings are recorded into SAP 
-  In the event of changes, the system shall record in the audit trail the previous values, date/time 

of the change, and the Finance staff id that made the change.  
- System is able to send notifications to the customer when changes are made to an account. 
- (Step 3.6) system has to go through multiple approval levels (e.g. Fire admin, Finance, BCC) 

 
Audit Trail: 

1. An audit trail entry will be made for modification of escrow account information. 
2. Audit trail information will include Finance staff id, date/time, brief detail of transaction 

Security Requirement(s):   
- Levels of permissions are needed to be known once a solution has been identified. 

Data Retention:   
Reporting: 
 
Once the account is closed, system should send a detailed report with the change details to the 
customer 
 
Escrow report header information shall contain:  

• Company Information 
• Dept/Branch  
• Account Manager 
• Escrow Account # 

 
Escrow report Line information shall contain: 

• Closure Date 
• Escrow Account # that was closed and also showing the status as “In-Active” 

 Reason for Closure 
 Who approved it 
 Amount transferred or refunded 

• If Transferred, new account details (circumstance dependent) 
• If refunded, check number, date and amount 

Comments: 
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Dept Name: Fire Department 
Process Name: FD084-Finance-MonthEnd 
Use Case Number: FD100 
Created by (BA/BL/SME): Ashok Guthikonda and JoDel Goss 
Use Case Name: EscrowReportbyContractor 
Level:  User Goal 
Description:  Escrow Report by Contractor is a monthly activity report that has all the transactions 
(transfers and deposits) performed during the month  
Precondition:  In the system, report is scheduled to generate and forward as an attachment with the 
notification 
Primary Actor:  System 
Secondary Actor:   
Related Use Case(s):  FD008-Manage Escrow Account, FD007-Customer-Manage Escrow Account-
Online 
Success:  Able to send the report to the customer 

Actor System Rate 
 1. System execute the report as scheduled in the 

setup 
 

 2. After executing the report, system email the 
report output to the contractor by email 

 

Alternate Path 1: Report errors out  
 1.1 At step 1, report generated error while 

executing 
 

 1.2 System send a notification to the owner of 
the report with the error details 

 

Business Rules: 
 

- At step 1, report is scheduled to run monthly  
- At step 2, system shall able to send a notification to the internal staff if the report is not sent to 

the contractor 
Design: 

 At step 1, Records are sorted based on the each contractor 
 At step 1, Report can be executed for only one contractor 
 At step 2, Contractor email should be in the repository  

Security Requirement(s):   
Search Criteria: Search by Contractor # 
Reporting: 
Escrow Account Activity  report: This have transactions (Payments or deposits) performed with the 
escrow account during the month 
Report Header Information: 
Company Name Text Contractor company 

information 
Contact Name Text Contact person in the contractor 

office 
Company Address Address Contractor company address 
Acc ID# Number Escrow Account Number 
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Phone  Contact person phone number 
Fax  Contact person Fax Number 
Email  Contact person email  

 
Report Body Information 
Transaction Date Date Date of transaction 
App # Number Application Number 
App type Text Application type code 
Project name Text Project name 
Sub Project name Text Sub Project name 
Event Name Text Event Name 
Fee Type Text Type of fee 
App/Permit address Address Address on the application 
Transaction amount Currency Amount transacted  
Beginning Fund currency Roll over funds from previous 

month 
Ending Available funds Currency Amount on the end of the 

month  
Authorized Users Text Names of the authorized person 

who can manage the escrow 
account 

 

Comments: 
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Dept Name: Fire Department 
Process Name: FD083-Finance-Fee Adjustments 
Use Case Number: FD101 
Created by (BA/BL/SME): Ashok Guthikonda, JoDel Goss 
Use Case Name: SystemMonitoring-Notify Outstanding Fees 
Level:  User Goal 
Description:  System popup a message with outstanding fee details when the customer is at the front 
desk for new application submittal   
Precondition:  Intake staff is logged into the system 
Primary Actor:  Intake staff 
Secondary Actor: Customer 
Related Use Case(s):  FD102-SystemMonitoring-Auto-Detect Outstanding Fees 
Success:  System able to monitor and prompt a message on outstanding fee when there is a customer 
activity 

Actor System Rate 
1. Intake staff receives an application from 

the customer 
  

2. Intake staff starts creating an application 
on the system with customer name, etc 

  

3. Along with other details, intake staff 
enters customer information pertaining 
to the application 

4. System at the back ground checks for any 
outstanding fee related to the customer  

 

 5. System displays a popup message with 
outstanding fee details  

 

6. Intake staff continues with fee payment 
process  

  

Alternate Path 1: No outstanding fee  
1.1 At step 4, no outstanding fee recorded 

against the customer 
1.2 System continues with application creation 

process without a pop up message 
 

Alternate Path 2: Fee Payment by Escrow Account  
2.1 At step 6, Enter fee amount and select 

payment from escrow account 
2.2 System records the amount and display to 

select the escrow account related to the 
customer 

 

2.3 Intake staff select the escrow account 
and click on apply  

2.4 System apply the fee, print the receipt and 
emails customer (primary contact) 

 

Business Rules: 
- At step 6, Outstanding fee can be paid with any of the payment methods like 

Cash/Check/Credit Card/Escrow Account 
- System shall able to monitor outstanding fee when there is a customer activity  

Design:  At step 5, system has to display application number, outstanding fee information, payment 
options and any comments by finance regarding dispute of fess, possible re-assessment etc. 
Security Requirement(s):   
Data Retention:   
Search Criteria: 
Comments: 
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Dept Name: Fire Department 
Process Name: FD083-Finance-Fee Adjustments 
Use Case Number: FD102 
Created by (BA/BL/SME): Ashok Guthikonda, JoDel Goss 
Use Case Name: SystemMonitoring-Auto-Detect Outstanding Fees 
Level:  User Goal 
Description: System monitors applications that have outstanding fees and send a notification with a 
outstanding fee report to the customer 
Precondition:  System has a capability to monitor applications with outstanding fee  and is scheduled 
to check/monitor periodically  
Primary Actor:  System 
Secondary Actor:  Customer 
Related Use Case(s):  
Success:  System detects applications with outstanding fee and automatically sends a notification for 
payment with outstanding fee report  

Actor System Rate 
 1. System runs a check/monitor on 

applications for outstanding fee 
 

 2. System detects outstanding fee on an 
application 

 

 3. System identifies customer information 
from the application  

 

 4. System executes a report with the 
customer information  

 

 5. System attach the report to a notification 
and send it to the customer for payment 

 

Business Rules: 
- At step 1,  system shall run the check on every 1st business day of the month  

Design: 
At step 5, notification will have following information 

- Brief message  
- Application details 
- Fee components that are due for payment 
- Payment options 
- Report attachment  

Security Requirement(s):   
Reports: 
Outstanding Fee report shall have following fields 

a. Company Name and Address 
b. Primary Contact 
c. Customer Unique ID 
d. Customer Type 
e. Customer contact (Phone, fax, Email) 
f. Application # 
g. Application date 
h. Application type 
i. Permit type 
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j. Fee type 
k. Amount Due 
l. Days aged ( Due date from permit expiry) 

Note: Sample report attached below 
Search Criteria: 
Comments: 
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Dept Name: Fire Department 
Process Name: FD083-Finance-Fee Adjustments 
Use Case Number: FD103 
Created by (BA/BL/SME): Ashok Guthikonda, JoDel Goss 
Use Case Name: Waive Fee 
Level:  User Goal 
Description:  Customer requests a fee waive on an application 
Precondition:  Finance received an email requesting a fee waive and finance staff is logged on the 
system 
Primary Actor:  Finance staff 
Secondary Actor:  Customer,  Chief 
Related Use Case(s):  FD099-Process Refund Request 
Success:  Able to waive fee 

Actor System Rate 
1. Finance staff open the application with 

the application number received from 
the customer 

2. System displays the detailed view of the 
application 

 

3. Finance staff verify the application and 
the customer reason for waiving the fee  

  

4. Finance staff enters the recommendation 
comments and selects to send a 
notification to chief for an approval 

5. System sends a notification to chief for 
approval with Customer request (reason) to 
waive fee, finance staff recommendation 
comments and application details. 

 

6. Chief review the details and approves 
waive fee 

7. System records the approval decision and 
sends back a notification to finance staff to 
waive the fee  

 

8. Finance staff opens the application and 
selects to waive the fee 

9. System checks for approval from Chief  

 10. System waives the fee and prints cancellation 
receipt 

 

Alternate Path 1: Chief Denies waive Fee  
1.1 At step 6, Chief denies to waive fee 1.2 System records the denial decision and send 

back a notification to the finance staff 
stating the denial information 

 

1.3 Finance staff receives the denial 
information and informs the customer 
by system notification that the request 
has not been approved.  

  

Alternate Path 2: Refund Waive Fee  
2.1 At step 10, need to refund as part of 

waive fee 
  

2.2 Continue with use case FD099-Process 
Refund Request 

  

Business Rules: 
- Step 4, Finance recommends Yes/No comments to waive fee. But final decision is up to chief. 
- Step 8, Any fee waive must be approved by chief 
Design: 
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(Nice to Have): 
- It would be nice if the system has the ability to record the number of times customer has 

requested to waive fee and consolidate fee amount waived based on the fee code.  
Security Requirement(s):   
Data Retention:   
Search Criteria: 
Comments: 
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Dept Name: Fire Department 
Process Name: FD-Finance-Fee Adjustments 
Use Case Number: FD104 
Created by (BA/BL/SME): Ashok Guthikonda, JoDel Goss 
Use Case Name: CancelRequest 
Level:  User Goal 
Description:  Customer initiate a request to cancel an application for a reason 
Precondition:  Intake logged into the system 
Primary Actor:  Intake staff, Finance Staff 
Secondary Actor:  Customer 
Related Use Case(s): FD099-Process Refund Request, FD003-Customer-Escrow Account Request-
Online, FD006-Customer-Escrow Account Request-InPerson 
Success:  Able to cancel the application and refund the payment if eligible 

Actor System Rate 
1. Intake navigates through the menu and 

selects to open an application 
2. System displays to enter the application #  

3. Intake enter the application # 4. System displays the detailed view of 
application 

 

5. Intake verifies the current status of 
application  

  

6. Intake selects to put a hold on 
application to avoid any further 
activities on the application and also 
enter the reason for Hold 

7. System changes application status to hold 
and records the reason for hold. 

 

 8. System send notifications to the concern 
planners/ Inspectors with the comments 
provided by Intake 

 

 9. System send notification to finance to 
process the cancellation request 

 

10. Finance staff open the application with 
the application #  

11. System display the detailed view of 
application 

 

12. Finance staff selects to cancel the 
application 

13. System checks for any scheduled Plan 
reviews  

 

 14. System checks for any scheduled Inspections  
 15. System checks for any outstanding fee  
 16. System calculates the refund based on the 

above checks, display the amount to be 
refunded and prompts to select confirm to 
continue   

 

17. Finance confirm the request  18. System changes the application status as 
Cancelled and confirms the status 

 

 19. System send notifications to the concern 
personals in workflow with the update in 
application status 

 

Alternate Path 1: Refund Fee  
1.1 At step 16, Refund funds   
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1.2 Finance staff selects to transfer $$ to 
escrow account or issue refund check 
(refer use case FD099-Process Refund 
Request) 

  

Business Rules: 
- Step 5, Intake staff verify application for plan review assignments, inspection assignments 
- Step 12,  To Cancel an application, there should not be any outstanding fee 
- Step 16, No fee is refunded if review is initiated on the application 

Audit Trail: 
- An audit trail entry will be made for cancellation of a request. 
- Audit trail information will include User id, date/time, brief detail of transaction  

Security Requirement(s):   
Data Retention:   
Search Criteria: 
Comments: 

 

FD-CancelRequest  Page 2 of 2 



Dept Name: Fire Department 
Process Name: FD081-Finance-Daily Cashier Balance  
Use Case Number: FD105 
Created by (BA/BL/SME): Ashok Guthikonda 
Use Case Name: Reporting-Balance End of Day transactions by Cashier 
Level: User Goal 
Description:  End of the business day, Intake wants to balance the funds against the transactions 
processed 
Precondition:  Intake staff has login and is logged into the system 
Primary Actor:  Intake staff 
Secondary Actor:   
Related Use Case(s):  FD107-Void-Cancel Application by Intake, FD098-Reporting-Balance End of 
Day transactions-Daily Deposit, FD106-RectifyOverpayment 
Success:  Able to balance the transactions processed with the actual amount 

Actor System Rate 
1. Intake staff navigate through the menu 

and selects to open the report  
2. System displays to enter the report name   

3. Intake staff selects the report name 
“daily cashier receipts report” 

4. System displays current date or to enter the 
date range  

 

5. Intake staff selects current date or enters 
the date range  

6. System displays all the transactions 
processed during the day and is able to print 
the report. 

 

7. Intake staff selects to print the report 8. System prints the report  
9. Intake staff verify the transactions for 

corrections  
  

10. Intake staff balances the funds with the 
transactions processed in the system 

  

11. Intake staff submits the report and funds 
to the finance after balancing. 

  

Alternate Path 1: Check # corrections    
1.1 At step 9, Check # or Account 

information need to be corrected 
  

1.2 Intake staff selects to open the 
transaction by application ID or receipt 
# 

1.3 System displays the detailed view of the  
application with the transaction 

 

1.4 Intake staff selects to make a correction 1.5 System displays to enter the reason for 
correction 

 

1.6 Intake staff enter the reason for 
correction and correct check # 

1.7 System saves the information and display the 
corrections are updated  

 

1.8 Cont step 9   
Alternate Path 2: Under Payment posting adjustments  
2.1 At step 9, Intake staff identify under 

payment posting 
  

2.2 Intake staff selects to open the 
transaction by application ID 

2.3 System displays the detailed view of the  
transaction 

 

2.4 Intake staff selects to update the fee 2.5 Systems displays to enter the reason for  
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amount changes 
2.6 Intake staff enters the reason and adds 

the missing amount to the application 
2.7 System save the information and display the 

receipt for the updated amount 
 

2.8 Intake staff selects to send the receipt to 
the customer by email 

2.9 System sends the receipt to the customer 
with a correction reason message. Cont step 
9 

 

Alternate Path 3: Over Payment posting adjustments  
3.1 At step 9, Intake staff identify over 

payment posting 
  

3.2 Intake staff intimate finance about the 
over payment posting  (Refer 
Alternative  path 3 in Use case FD098-
Reporting-Balance End of Day 
transactions-Daily Deposit) 

  

Business Rules: 
- At step 9, Transactions processed must match with the actual funds 
- At step 9, All adjustments must be approved by management  
- At step 1.7, 2.7 System shall show the date and time the adjustments are made 

Design:  
 

- At step 4, system shall display current system date by default 
- Report should have a time stamp on it when printed 
- Transactions processed should be tied to a GL account based on the application and fee type. 
- System shall able to consolidate transactions based on GL account 

 
(Nice to Have) 
 

- At step 11, It would be nice if System shall provide a sign off activity with Intake balances 
record the time the package is submitted 
 

Audit Trail: 
- An audit trail entry will be made for creation and modification of fees 
- Audit trail information will include User id, date/time, brief detail of transaction 

Security Requirement(s):   
Data Retention:   
Search Criteria: 
Reporting: 
Daily Cash receipts report: 
System shall provide a report to print all the transactions recorded by the intake staff for the day. 
Daily Cash receipts report should have following fields 
 
Default Sort Criteria: 
 

- Date posted 
Field:  
Header Information 
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• Report Name 
• Date Range 
• Intake Staff Name 
• Date Posted 

 
Line Information 
 

• Receipt # 
• Application # 
• Pymt Type # 
• Fee type  
• Payment Description 
• Total By Cash 
• Total By Check 
• Total by MO 
• Total by Account 
• Total by Credit Card 
• Total by Intake staff 
• Total by posted date 

Comments: 
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Dept Name: Fire Department 
Process Name: FD081-Finance-Daily Cashier Balance 
Use Case Number: FD106 
Created by (BA/BL/SME): Ashok Guthikonda 
Use Case Name: RectifyOverpayment 
Level:  Summary (more than one sitting) 
Description:  Intake staff sometimes receive overpayments from the customer  
Precondition:  Intake staff has a login and is logged into the system 
Primary Actor:  Intake staff, Finance 
Secondary Actor:  Customer 
Related Use Case(s):  FD105-Reporting-Balance End of Day transactions by Cashier 
Success:  Able to record overpayment  

Actor System Rate 
1. Intake staff intimate customer that the 

amount paid is more than the application 
base fee  

  

2. Upon customer acceptance, Intake staff 
apply the fee to the application and asks 
customer to choose the options to record 
the excess amount 

a. Escrow Account 
b. Apply to escalating fee 
c. Any outstanding Fee 
d. Funds Refund 

3. System apply the fee to the application   

4. Intake staff enters the comments on the 
application on how to rectify the excess 
payment based on the customer request. 

  

5. Finance staff selects to open Over 
payment report 

6. System display list of all over payments 
recorded against the applications and is able 
to print the report 

 

7. Finance staff  selects to print the report  8. System prints the report 
 

 

9. Finance staff open the applications listed 
in the report and rectify the over 
payments based on the intake staff 
comments recorded in the application. 

  

Alternate Path 1: Escrow Account  
1.1 At step 9, Rectify Over payment with 

Escrow account. 
  

1.2 Finance staff select the record and click 
to adjust money to escrow account 

1.3 System display a page with the escrow 
accounts available to the contractor 

 

1.4 Finance staff selects the escrow account 
to transfer 

1.5 System adjust the money by transferring the 
excess money to the selected escrow 
account 

 

Alternate Path 2: Apply to Escalating Fee  
2.1 At step 9, Rectify Over payment by 

applying fee to escalating fee 
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2.2 Finance staff adjust the amount 
applying the excess amount to a new 
fee code within same application/ 
permit 

2.3 System records the changes applied and save 
the application with the changes. 

 

Alternate Path 3: Any outstanding Fee  
3.1 At step 9, Rectify Over payment by 

applying fee to Outstanding fee 
  

3.2 Refer Use Case: FD101-
SystemMonitoring-Notify Outstanding 
Fees 

  

Alternate Path 4: Funds refund  
4.1 At step 9, Rectify Over payment by 

refund 
  

4.2 Finance staff select the record and click 
to adjust money to escrow account 

4.3 System display a page with the escrow 
accounts available to the contractor 

 

4.4 Finance staff selects the escrow account 
to transfer 

4.5 System adjust the money by transferring the 
excess money to the selected escrow account 

 

4.6 Continue with Use Case FD - Process 
Refund Request 

  

Alternate Path 4: No Escrow Account  
5.1 At step 1.4, 4.2, Customer not having 

Escrow Account 
  

5.2 Finance staff create a new escrow 
account (refer Use Case FD006-
Customer-Escrow Account Request-
InPerson) 

  

5.3 Cont step 1.4 and step 4.4   
Business Rules: 
 

- At step 4, Intake staff has to consult the customer and enter the comments on how to rectify 
over payment  

- At step 5, Over payment report is scheduled to print on 1st business day of the month 
- At step 9, Adjustments are done by a personal as determined by comptroller  
- At step 9, All adjustments must be approved by management 
- At step 9, Transactions that are adjusted should have the date and time when the adjustments 

are made 
Design: 
- Report shall be designed to print the transactions based on each contractor 
- When print report is selected, Print “All” pages option should be selected by default 
 
(Nice to have) 
 
- At step 6, It would be nice if the user can able to select the output fields that has to be displayed on 
the report 
 
 Audit Trail: 

- An audit trail entry will be made for creation and modification of fees 
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- Audit trail information will include User id, date/time, brief detail of transaction 
Security Requirement(s):   
Search Criteria: Search by Application # 
Reports: 
Over Payment Report: Report that list all the applications that has overpayment recorded to it.  
Report should have following fields 

a. Application # 
b. Application Date 
c. Application status 
d. Receipt # and Date 
e. Application Type 
f. Major Property 
g. Sub Project Name 
h. Escrow Account # 
i. Intake 
j. Receipt Amount 
k. Permit Type 
l. Fee Type Description 
m. Units 
n. Amount 
o. Total Over payment 

Comments: 
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Dept Name: Fire Department 
Process Name: FD081-Finance-Daily Cashier Balance 
Use Case Number: FD107 
Created by (BA/BL/SME): Ashok Guthikonda 
Use Case Name: Void-Cancel Application by Intake 
Level:  User Goal 
Description: Intake staff required to void/cancel application as a wrong application type/ permit type 
is created  
Precondition:  Intake has a log in and logged into the system 
Primary Actor:  Intake staff 
Secondary Actor:  Finance staff 
Related Use Case(s):  FD105-Reporting-Balance End of Day transactions by Cashier, FD099-Process 
Refund Request 
Success:  Able to Void/Cancel the application 

Actor System Rate 
1. Intake staff navigates through menu 

and selects to open an application  
2. System displays to enter the application 

number 
 

3. Intake staff enter the application 
number 

4. System displays detailed view of the 
application 

 

5. Intake staff selects to cancel the 
application  

6. System prompts to select the reason for 
cancellation 

 

7. Intake staff select the reason for 
cancellation 

8. System cancel the application and is able 
to print the cancellation receipt 

 

9. Intake staff prints the report for 
reconciliation 

  

10. Intake staff creates a new 
application with correct application 
type and posts payment to the 
application 

  

Alternate Path 1: Void/Cancel transaction that is not on the same day  
1.1 Refer Use case FD-CancelRequest     
Business Rules: 
 

- Application # generated cannot be used in future if the transaction is voided/ cancelled. 
- Transactions voided are seen in the application adjustment report  
- Void/cancel a transaction is possible only on the same day for intake if creating offset 

application 
- Cancellation receipt is printed for end of the day reconciliation 
- Void-Cancel Application is notified to the finance  

Security Requirement(s):   
- Permissions to void/ cancel a transaction should be determined 

Data Retention:   
Search Criteria: 

- Search a transaction by the application # 
Comments: 
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