
PW001-Boundary Line Adjustment
Ag
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Start

Planner and 
Customer Meeting 

Conducted to 
Review Boundary 
Line Adjustments 

on Map

Log into NaviLine 
and Assign 

Mapping Number

Survey and /or 
Engineering 

Company Call, or 
Email Planner

Schedule Meeting 
with Customer

As
se

ss
or

s

Su
rv

ey

Mail (U.S. Postal) 
Plans to Agencies 

and Utilities

Utility and Agency 
Comments with 

Approval or 
Disapproval

Agencies Review Plans and 
Return Comments within 15 

Days

Redline Plans

Survey Send 1 
Set of Redline 

Plans to Planner

Address All 
Comments, Send 
Final Plans with 
Corrections and 
Send Plans with 

Redlines

Redistribute Only 
to Agencies that 

Rejected

Send Technical 
Review Letter with 

Redlines

Receive Plan and 
Combine 

Comments into a 
Technical Review 

Letter

A
ss

es
so

rs

S
ur

ve
y

Approved?

Route Map for 
County Surveyor 

and Zoning 
Administrator 
Signatures

Receive Mylar 
(Actual Map) from 

Customer

Image Final Mylar 
and Give Mylar to 

Customer

End
Schedules 

Appointment With 
Planner

Take Final Mylar 
to Recorder’s 

Office

No

Yes10 Day Clock Begins

30 Day Clock Ends



PW002-Off Site Inspection
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Customer has Been 
Issued an Off site 

Permit, has an 
Approved Off Site 

Plan and Bond
Call the Civil 

Engineering Dispatcher 
with the Permit Number 

to Schedule an 
Inspection

Schedules 
Inspector Based 
on Geographical 

Area or availability

Inspector Arrives 
at Site for the Off-

Site Grading 
Infrastructure 

Inspection

Approved?

Address Off Site 
Grading Inspection 

Issues

Off Site Inspection 
Substantially Built

Fax Dispatcher to 
Schedule Pre-

Final Inspection

Inspects the Off 
Site Infrastructure 
and if applicalbe , 
Create the Punch 

List

Approve?

Give Supervison 
Project File for 

Final Acceptance

Review Project 
File, Verify All 

Fees Owed are 
Paid and Sign

Approved?

Correct Any 
Deficiencies within 

120 Days

Fax Sign-Off 
Forms to 

Agencies/Utilities

Approved?

Verify Sign-Offs were 
Received from Agencies/

Utilities

Yes

Fax Dispatcher to 
Schedule Final 

Inspection

Schedules Senior 
Inspector for Final 

Inspection

Inspect the Off 
Site Infrastructure 
for Corrections to 

Punch List

Correct Any 
Deficiencies within 

120 Days

Receive Official 
Release

Obtain Third Party 
Test Report 
Values from 

Accredited Geo 
Technical Lab

Approved?
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Plan Checker Call 
the Developer’s 

Engineer

Notify Developer/
Customer

Third Party Submit 
to PW Lab Directly

Record Meeting 
and Inspection 

Results on Laptop 
(NaviLine)

Notify Developer/
Customer

Schedule Senior in 
Outlook

Prepare Pre-Final 
Form (Project 

History)

Schedule 
Electrical 
Inspector?

Any Safety 
Issues?YesCreate Correction 

Notice

Make Correction

Re-inspection?

No

Yes

Pay Fees

Yes

No

No

Pick Up Electrical 
Inspector’s 
Punchlist

Type Formal 
Punchlist 
(Combine 

Electrical and Off 
Site Inspection)

Proofread Formal 
Punchlist Mistakes?

Send Formal 
Letter for 

Supervisor’s 
Approval

Review Project 
File, Verify All 

Fees Owed are 
Paid and Sign

Yes

Electrical Inspector 
Inspects and 

Creates a 
Punchlist

End

No

Yes

Request 
Paperwork From 

Dispatch for Final, 
Sign and Send to 

Supervisor

Receive Fax 
Confirmation Back 
From Agencies/

Utilitites

Prior to an Inspection, the Inspector utilizes NaviLine and 
KoVIS to access information and pull down plans.  They 
ensure they are using the latest version and review the 

traffic control plans, improvement plans, permits, standard 
plans and specs

Charge Fees?Verify if the 
Requested 

Inspection has A 
Related “DP”

Collect Penalty 
FeesRelated “DP”? Yes

Inspector 
Receives Verbal 

Inspection 
Cancellation from 

Customer

Record Meeting 
and Inspection 

Results on Laptop 
(NaviLine)

Record Meeting 
and Inspection 

Results on Laptop 
(NaviLine)

Di
sa

pp
ro

ve
d 

wi
th

 
N

o 
Fe

e 
(“D

A”
)

Record Meeting and 
Inspection Results on 
Laptop (NaviLine) –

Disapprove with Penalty 
(“DP”)

Conduct 
Inspection (See 
Note A Below)

Record Meeting 
and Inspection 

Results on Laptop 
(NaviLine)

Di
sa

pp
ro

ve
d 

wi
th

 
Pe

na
lty

 (“
D

P”
)

In the field a Disapprove with Penalty (“DP”) is 
caused by:
 The developer canceling the inspection after the 

inspector’s arrival
 A second inspection of the same discrepancy 

was again not corrected.
 An inspection request is conducted for work not 

completed.
 Work has been covered up.


Call to Cancel an 
Off-Site Inspection 
Within 24 Hours

Record 
Disapprove with 

Penalty (“DP”) for 
Canceling within 

24 Hours

Engineer or 
Developer Resolve 
Issue and Submit 

Revisions

Review Plans

Pay Plan Check 
Fees

Approve?No Scan in KoVISYes

Notify Design 
Engineer Plans 

Approved

Notifies Customer 
Plans are 
Approved

No

Material 
Approvals 
Required?

Yes No

Yes
No

Record Material 
Approval/

Disapproval in 
NaviLine

Notify Applicant of 
Approval/

Disapproval

Review Project 
History and 
Outstanding 

Issues

Sign Notice 

Ap
pr

ov
ed

 w
ith

 
Ex

ce
pt

io
n 

(“A
E”

)

Ap
pr

ov
ed

 (“
AP

”)

Record in NaviLine

Send Punch List to 
Typist

Automatically 
Becomes “Final” if 
Received all Sign -

offs from 
Agencies/Utilities

Greater Than 
120 Days? No

Final?

No

Confirm No 
Penalties are 

Owed

Verify Sign-Offs 
Complete

No Penalties Owed Sign-Offs in Place

Ap
pr

ov
ed

 w
ith

 
Ex

ce
pt

io
n 

(“A
E”

)

Approved (“AP”)

Hold Paperwork 5 
Days for Minor 

Corrections

Modify Punchlist to 
Include New 
Damage or 

Overlooked Safety 
Issues from Pre-

Final

Disapprove (“DA”)
Work Not Done

Yes

No

Yes

No – “AE”

Record in NaviLine

Notify Developer 
and Provide Extra 
Time to Resolve 
Noted Issues.

No – “DA”

No

Yes

End

All Category Type Inspections Pre-Final  Inspections

Final Inspection

Owner of Bond may request 
partial cash bond release.  

See Partial Cash Bond 
Release Process

Receive in 
Bonding’s Bin .  
Process Bonds 
every Tuesday

Process Bonds 
and Create “Final 

Sheet”

Pull file by 
NaviLine Number.  

Create Bond 
Sheet and 

Release Letter

Record OSIA with 
Recorder’s Office

Obtain Deputy 
Director’s Signature 
on Release Letters 
and OSIA Releases

Notarize OSIA 
Releases and 
Make Copies.  

Send to 
Recorder’s Office.

Mail Original Release 
Letter and OSIA Releases 
to Developer/Owner and/

or Bonding Agency

Send Copies of 
Release Letter and 
OSIA Releases to 

Imaging

P.W. Image and Shred the 
copies.

If Cash Bond, Valerie Create file and letter 
with document number.  Treasurer’s Office 

Release Bond.

Material Report 
Submittal

Note A – The following is only a sample of the 
Inspection types that may occur :
Category 1
 Manhole Base
 Subgrade
 Concrete
 Forms
 Rebar
 Floodwall
Category 2
 Subgrade ST
 Native Gravel
 Payvement Prime Coat
 Pavement Dense Grade
 Pavement Overlay
Category 3
 Floodwall – Concrete – Rebar
 Concrete Channel
 D/W Subgrade
Category 4
 Electrical – Megger Test
 Prefinal – Electrical
 Meter Tag
 Electrical Street Crossing
 Electrical Street Light Poles

Category 5 Inspection Type Examples:
 Material – Final/Prefinal Report
 Signoff – Asphalt
 Bond Check
 Signoff Flood Control
 Signoff – Sanitation
 Signoff- Traffic
 Signoff – Water
 Civil Engineering Citizen Complaint

Category 5 Inspection Type Examples:
 Material – Final/Prefinal Report
 Signoff – Asphalt
 Bond Check
 Signoff Flood Control
 Signoff – Sanitation
 Signoff- Traffic
 Signoff – Water
 Civil Engineering Citizen Complaint

Comments

Issue receipt for 
transmittal and 

forward to 
inspections

Yes

Comments

Record Meeting 
and Inspection 

Results on Laptop 
(NaviLine)

No

No

Yes



PW003-Development Review Off Site Plan Check
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Start

Submits Prints, Bond 
Estimate, Traffic and 

Drainage Study Approval 
Letters, Traffic and 

Drainage Study Redlines

Review Submitted 
Documents

Complete 
Submittal?

Pay Fee

Yes

No

Yes Approved Bond 
Estimate

Reviews Within 21 
Days

Reviews Within 14 
Days

Acceptable 
Plans?

Bond Estimate 
Approvable?

CE and Developer 
are Required to 

Attend Meeting to 
go over Comments

Review Final Plans within 7 
Days to Confirm all 

comments are addressed, 
check for Utility and Agency 
Approvals, Right-Of-Way, 

Bond, Fees and Traffic Fees

Approve 
Plans? Yes

No

Off Site CE Permit 
Issued

No

Review and Sign 
Grading Plan(s) 

and Detail 
Sheet(s)

Building Plan 
Submittal –

Grading Only

Go to Off Site 
C.E. 

Inspection 
Workflow

Pick up a Cash in Lieu (CL) of 
Bond Agreement Form from Clark 

County and Complete Form

Other Departments/Agencies 
Request a Construct in Lieu

Post a Performance Bond – The bond must be obtained through an approved surety with a NV 
Resident Agent, signature, company name, address, and phone number on the bond.  Clark County 

Form must be used.

Complete Form for 
Department/

Agency

Deposit Money in Bank (no Credit unions)  operating in NV, with a 
branch located in Clark County.  Bank Completes Form with Acct. 

#, Address and Phone

Developer Signs 
and Has the Form 

Notarized

Receives Signed 
and Notarized 
Bond, Check, 

Legal Description 
of Parcel that the 
OSIA is recorded 
against and Off 

Site Improvement 
Agreement (OSIA)

Fees 
Complete?

Verify in the System that Off 
Site Fees and Inspection Fees 
are Correct, and that the Actual 

Bond Amount Matches the 
system entry. 

Documents 
Complete?

Generate Receipt 
for Bond File

Notify Plans 
Checker to Adjust 

in System

Stamp Checks and 
Place in Cash 

Register

Create a Packet with 
the Off Site 

Improvement 
Agreement, Receipts 
and Bond Estimate

Enter Bond 
Information in 
NaviLine; Post 

Amounts on Bond 
Screen and Email 

Plans Checker 
“Bond and Fees 

Paid”

Send Letter to 
Water District for 
New Final Map 
(NFM).  Create 
Project File with 

Naviline Assigned 
Number, Project 
Name and Cross 

Streets

Send OSIA to DR. 
Record Office for 

Imaging

Manually Send 
OSIA to Director 
For Signature

Director Signs 
OSIA

Notarize OSIA

NOFA 
Questions ? No

Yes

Clarify Questions

Process and Give 
Project File to Off 
Site Civil Engineer

ROW Agent May Attend to 
Clarify NOFA Questions

If approval letters are not 
submitted, a letter, e-mail or 
verification letter is needed 
either stating the approval 

letters are not required or it’s 
ok to submit prior to 

approval.

Yes

Send Back to 
Engineer/
Customer

Acceptable 
Plans?

Client Post Bond 
and Pays 

Remaining Plans 
Check and 

Inspection Fees

Yes

No

Return to 
Customer with a 

Verbal Request for 
All Information

No

Post/Pays 
Bond and 

Fees?
YesOptional Grading 

(Early)

Yes

Give Plans , 
Redlines, Bond 

Estmate to 
Engineer for Re-

submittal

NoNOFA 
Questions ?

Yes

Clarify Questions 
for 21 Day Review

Write Comments 
Give Plans to 
Engineer for 
Resubmittal

Resubmit with
Corrections

Yes
Resubmit 
Corrected 
Bluelines?

End

No

Optional - Schedule 
Meeting to Clarify 

Comments.  May be 
a phone call meeting.

Cash Bond – Submit in the form of a 
Cahsiers Check from a Bank situated 

with a Branch in NV.  

Packet Sent to 
DR. Records for 

Imaging and 
Indexing

Bonding Options:
 Cash-In-Lieu of Bond Agreement
 Performance Bond
 Cash Bond
 Construct in Lieu

Name on Bond and 
Agreement have to match.  If 
it’s a cash bond, the cashiers 

check must be from a NV 
Bank.  Check legal 

descriptions.

Exact amount as shown on 
the Approved Bond Estimate

NoReturn Documents 
to Customer

Correct 
Documents

Yes

Make OSIA 
Copies

Send File to 
Recorders’ Office

Receive File from 
Recorder’s Office 

with Stamp on 
OSIA.

Send to DR. 
Imaging with 

Recorder’s Stamp

Print Permit

Mail Permit

Receive Off Site 
Permit

Computer Clock Starts for either 
21, 14 for 7 Day Review Cycle

Yes

Collect Fees? No

Plan Checker 
Reviews the 
Package for 

completeness 
and verify the 

plans
comply with the 
Studies, NOFA, 

Title 30 and 
Redlined Plans

The Engineering Tech packages 
the:
 Area Photo of the Site
 Copy of the Drainage Study 

Acceptance Letter
 Copy of the Traffic Study 

Acceptance Letter
 Bond Estimate
 Approved Drainage study plans
 3 Copies of offsite plans

First Submittal 
Type

Second Submittal 
Type

Final Submittal 
Type

End

Reject?

No

Write Comment Yes

Bond Paid?

Grading Plans Not 
Approved

No

Mylars to DR. 
Records for 
Imaging and 

Indexing

Send Approved 
Mylar to Front 

Counter. Customer 
notified Mylar 

Approved

Pickup Approved 
Mylar

Yes

Incorporate
Comments

 Public Works Traffic Reviews Projects for Schools , inlcudes 
Signal or Beacon System.  

 Public Works Design reviews plans to see if proposed 
project fronts a project under design or proposed design 
review for all aspects of design/Right of Way

 CE submit to PW Design if road is under design that is 
adjacent to a development

Yes

Public Works 
Traffic &  Design 
Divisions Review

Print receipt

Receive Fee 
Receipt

Review Plans and 
Bond Est.

CommentsComments

No

Early Grading 
plans to Imaging

Approve PAC 
Notify Zoning

Approve PAC, 
Notify Zoning



PW004‐DR Partial Cash Bond Release  (Cash or Cash in Lieu)
In
sp
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r

Su
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or

Developer Send 
Letter Requesting a 
Partial Cash Bond 

Release

Create a Packet for Inspector 
(Top Sheet, Column of Fees, 
Prior Releases, Transfer Bond 

Total to New Release )

Letter is signed by owner or 
representative of owner (i.e. 

developer or attorney)

Business Rule:  Owner must 
wait 30 days to request another 

partial bond release.

Determine Project 
Percentage 

Complete and Enter 
Dollar Amount on 

Top Sheet

Type Letter with 
Cash Bond Amount 
to be Released

Reduce the Total Amount of the 
Cash Bond by the Approved 

Released Amount and Enter in 
Naviline along with the Release 
Number and Amount Released

Distribute Copies of 
Letter to Developer/
Owner and Bank or 
Treasurer’s Office

If Cash in Lieu , the Bank 
receives a copy of the letter .

If Cash, give a copy of the letter 
to Treasurer’s Office.

Send Original Letter 
to Imaging End

Start

Reviews Inspectors 
Notes and % 
approves



PW005‐Traffic Control Application/Permit
Tr
af
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Contractor Submits 
Application Over the 

Counter

Start

Barricade Company 
Submits Application 
Over the Counter or 
Via Electronic Fax 
for Contractor

Sign in application with 
date and time stamp.  

Allocate H.T.E. Number, 
Enter data for TCP 
(Contractor, Streets, 

Owner and Contact Info)

Verify Submittal for 
Completeness

Place File in Traffic 
Control Inbox 
(manual)

Conduct Application 
QC/QA and Review 
Plan for Approval

Approve?No

Approval/Rejection Can be 
Viewed On‐Line

Yes Stamp Drawings 
(every page)

Enter H.T.E. Number, Traffic 
Control Number, Contractor 
Name and Approved Plan 
into tracking software and 

into an Excel Spreadsheet for 
Imaging

Customer gets copy 
of plan online

One copy sent for 
PW Imaging.

Record Retention of 
Plans

Take Money out of 
Escrow

Charge Fee, Take 
Payment and Issue 

Receipt

Admin Asst. Manage the 
Escrow Statement

Include x and y coordinates, 
Verify No ‐Cut Street, Street 

Restrictions, ROW Jurisdiction, 
etc.

No

Enter Rejection

NaviLine Number is allocated 
prior to the payment of fees.

Documentation Submittal Requirements:

 Submit a “New” application with drawings/plans

 Submit an application for an “Extension” ‐Complete new 
application with corrected drawings/plans, and the previously 
approved TCP

 Submit “Corrections” ‐ Complete new application with 
corrected drawings/plans, and previously approved or 
disapproved TCP

 Submit “Additions” ‐ Complete new application with new 
drawings/plans

Obtain Public Work’s Concurrence for 
Large Scale Projects or Extended Period 
Projects.  Examples:  Marathon, New 
Years Eve

Copy Imaged



PW006-Traffic Control /Encroachment Inspection
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Customer has Been 
Issued an Off site 

Encroachment 
Permit, has an 

Approved Off Site 
Plan Temp Traffic 

Control

Call the Civil 
Engineering Dispatcher 
with the Permit Number 

to Schedule an 
Inspection

Schedules 
Inspector Based 
on Geographical 

Area

Inspector Arrives 
at Site for the Off-

Site Grading 
Infrastructure 

Inspection

Approved?

Address Off Site 
Grading Inspection 

Issues

Yes

Pl
an

 C
he

ck
in

g 
R

ev
is

io
ns

C
C

PW
 L

AB
 

M
at

er
ia

l A
pp

ro
va

l

Su
bs

ta
nd

ar
d 

W
or

k 
No

n-
Co

nf
or

m
an

ce

Plan Checker Call 
the Developer’s 

Engineer

Notify Developer/
Customer

Third Party Submit 
to PW Lab Directly

Record Meeting 
and Inspection 

Results on Laptop 
(NaviLine)

Notify Developer/
Customer

Prior to an Inspection, the Inspector utilizes NaviLine and 
KoVIS to access information and pull down plans.  They 
ensure they are using the latest version and review the 

traffic control plans, improvement plans, permits, standard 
plans and specs

Verify if the 
Requested 

Inspection has A 
Related “DP”

Collect Penalty 
FeesRelated “DP”? Yes

Inspector 
Receives Verbal 

Inspection 
Cancellation from 

Customer

Record Meeting 
and Inspection 

Results on Laptop 
(NaviLine)

Record Meeting 
and Inspection 

Results on Laptop 
(NaviLine)

D
is

ap
pr

ov
ed

 w
ith

 
No

 F
ee

 (“
DA

”)

Record Meeting and 
Inspection Results on 
Laptop (NaviLine) –

Disapprove with Penalty 
(“DP”)

Conduct 
Inspection (See 
Note A Below)

Record Meeting 
and Inspection 

Results on Laptop 
(NaviLine)

D
is

ap
pr

ov
ed

 w
ith

 
Pe

na
lty

 (“
D

P”
)

In the field a Disapprove with Penalty (“DP”) is 
caused by:
 The developer canceling the inspection after the 

inspector’s arrival
 A second inspection of the same discrepancy 

was again not corrected.
 An inspection request is conducted for work not 

completed.
 Work has been covered up.


Call to Cancel an 
Off-Site Inspection 
Within 24 Hours

Record 
Disapprove with 

Penalty (“DP”) for 
Canceling within 

24 Hours

Engineer or 
Developer Resolve 
Issue and Submit 

Revisions

Review Plans

Pay Plan Check 
Fees

Approve?No

Scan in KoVIS

Yes

Notify Design 
Engineer Plans 

Approved

Notifies Customer 
Plans are 
Approved

No

No

All Category Type Inspections

Owner of Bond may request 
partial cash bond release.  

See Partial Cash Bond 
Release Process

Start

Creates Letters

Corrections 
Needed

Yes

No

The Clerical mails 
the Letters to the 

Customer

The Supervisor reviews 
outstanding Permits and 

Schedules into the Inspector’s 
Calendar

Generates Status 
Letter

Inspector reviews 
the Project

Approved?

Final

Yes

When all Inspections are done and 
Verified, Inspector can find out Permit 
Requests Final through Dispatcher 

who would start request cycle.

Makes 
Comments in 

Naviline

No

Makes 
Comments in 

Naviline



PW007-Development Review Traffic Mitigation Review
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Trigger:  Received 
Approval Letter 
with Conditions 
(NOFA) from 

Current Planning

Start

Submit Two 
Copies of Traffic 

Study, Traffic Plan, 
and a Completed 

Traffic Study 
Submittal Sheet

Review Traffic 
Study and 

Submittal Sheet

Assign Traffic Study 
Number (Application 
Number – NaviLine) 

and Write it on 
Submittal Sheet

Complete 
Submittal? Yes

No

Update to 
Study?

No

Assign Another 
New Traffic Study 
Number and Cross 
Reference the Old 
Number (NaviLine)

Yes

Collect Submittal 
Fees and Print 

Receipt

Pay Submittal Fee
Customer Moves 
to Next Counter to 
Pick Up Receipt

Write the Traffic 
Study Number 

from the Submittal 
Sheet onto the 
Traffic Study

Enter the Traffic 
Study Number 
(NaviLine) and 

Select Predefined 
Routing Code

Hand Off Hard 
Copy of the Traffic 
Submittal Sheet, 
and Both Copies 
of Traffic Study 

and Traffic Plans

Receive Traffic 
Pack

Enter Basic Traffic 
Study Information 
into the Access 
Database for 
Public Works

Make Project File 
and Distribute to 
Principal Traffic 

Engineer

Yes

Make Entry in M.S. 
Excel (System 

Number, Project 
Name, Assigned 
To) of Project and 
Assign to Engineer

 Review Mitigation
 Calculate Mitigation Fees
 Determine Off Site 

Improvement Requirements
 Write Acceptance Letter

Review

Add Comments to 
Letter and Send 

Back to Assigned 
Engineer

Revise Letter to 
Include Principal 

Engineer’s 
Comments

Send Traffic Study 
Letter to 

Developer and 
Developer’s 

Engineer

Initial Receipt 
of Traffic 
Study?

No

Zoning 
Complete? Completed

It is held until zoning is 
complete.

Enter Fees in 
NaviLine and 
Agreement 
Number is 

Assigned via 
Access Database

Agreement 
Number is Written 

on Copy and 
Project File is Sent 
to CCPW Imaging

Hand Write 
Receipt and Enter 

into Access 
Database

Send PW Finance 
a Copy of Receipt, 

Fee Sheet and 
Approval Letter

End

Traffic Study is Required if 
more than 300 new trips are 

will be generated.

Mitigation is Required if 50 –
300 new trips are generated.

Civil Engineering don’t need 
to do anything if less than 50 
new trips will be generated.

Hand Traffic Study 
File to Traffic Tech

Receive Traffic 
Mitigation 

Acceptance Letter

Submit Off Site 
Improvement Plan 

to CE

Pay Mitigation

Receipt to CCPW 
Imaging

Deposit Money to 
Public Works –
General Funds

Not Complete-
Hold

Public Works Monitors for 
Improvements and use 

Funds

Mitigation Must Be Paid to 
Civil Engineering Prior to Off 

Site Improvement Plan 
Approval



PW008-Traffic Study Review
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Trigger:  Received 
Approval Letter 
with Conditions 
(NOFA) from 

Current Planning

Start

Submit Two 
Copies of Traffic 

Study, Traffic Plan, 
and a Completed 

Traffic Study 
Submittal Sheet

Review Traffic 
Study and 

Submittal Sheet

Assign Traffic Study 
Number (Application 
Number – NaviLine) 

and Write it on 
Submittal Sheet

Complete 
Submittal? Yes

No

Update to 
Study?

No

Assign Another 
New Traffic Study 
Number and Cross 
Reference the Old 
Number (NaviLine)

Yes

Collect Submittal 
Fees and Print 

Receipt

Pay Fee
Customer Moves 
to Next Counter to 
Pick Up Receipt

Write the Traffic 
Study Number 

from the Submittal 
Sheet onto the 
Traffic Study

Enter the Traffic 
Study Number 
(NaviLine) and 

Select Predefined 
Routing Code

Receive Traffic 
Pack

Enter Basic Traffic 
Study Information 
into the Access 
Database for 
Public Works

Make Project File 
and Distribute to 
Traffic Principal 

Engineer

Yes

Make Entry in M.S. 
Excel (System 

Number, Project 
Name, Assigned 
To) of Project and 
Assign to Engineer

Review Traffic 
Study

 Determine Off Site Improvement 
Requirements

 Ask to Clarify
 Request Additional Information
 Review Developer’s Participation

Write Comment 
Letter and Route 

to Principal 
Engineer

Review Comment 
Letter

Add Comments to 
Letter and Send 

Back to Assigned 
Engineer

Revise Letter to 
Include Principal 

Engineer’s 
Comments

Address 
Comments in 
Traffic Study 
Addendum

Resubmit

If Traffic Study 
Comment Letter, 
Note Initial Traffic 
Study in Access 

Database

Place File in File 
Cabinet

Initial Receipt 
of Traffic Pack?

No

Traffic Study 
Approved?

Approved TS

Enter Acceptance of 
Traffic Study into Access 
Database and Notes Cost 
Participation (Agreement 

or Fees Paid)

PW uses cost 
participation to 

fund 
improvements

Enter Separate Items into 
Access Database to Create 
Developer’s Worksheet and 

Get System Assigned 
Number

Write Agreement 
Number on Traffic 
Approval Letter 

and Send to 
Imaging

Pay Fees from 
Worksheet

Enter into 
Participation 

Agreement (PA) –
Legal Document

Obtain Customer’s 
Legal Information 

and Prepare 
Participation 
Agreement

Hand Write 
Receipt and Give 

Copy to Customer.  
Write Agreement 

Number on Check

Send Copy of 
Receipt to Imaging

Enter Fees Paid 
into the Access 

Database

Route to PW Finances:
 Actual Check
 Copy of Receipt
 Copy of Traffic Study 

Approval Letter
 Print out of Fees

End

Developer Picks 
Up Participation 

Agreement, Signs 
and Returns 
Agreement

Inputs Note that  
PA has been 

Signed by 
Developer into 

Access

Send PA to 
County 

Commissioners for 
Signatures

Sign and Forward 
PA to Clerk’s 

Office

Sign and Return to 
Engineering 
Technician

Prepare Cover 
Sheet for 

Recorder’s Office

Original and Copy 
of Participation 

Agreement to PW 
Traffic 

Management.

Send One Copy of 
PA to Imaging.  
Image using 
Traffic Study 

Number

Offsite plan cannot be 
approved until customer 
either pays fees or signs 

agreement.

Traffic Study is Required if 
more than 300 new trips are 

will be generated.

Mitigation is Required if 50 –
300 new trips are generated.

Civil Engineering don’t need 
to do anything if less than 50 
new trips will be generated.

Submit Offsite 
Improvement 
Plans to Civil 
Engineering

No

Receive Traffic 
Study Comment 

Letter

TS with
Comments

Send Developer’s 
Worksheet to 

Customer

Receive 
Developer’s 
Worksheet

Participation Agreement 
must be signed by client and 
returned before Improvment 

Plans are approved.

Enter Recordation 
Number, APN 

Number, Date PA 
Signed and 

Customer’s Name 
that signed PA into 
Access Database

Yes

Receive Traffic 
Study Acceptance 

Letter

Monitor for 
Specific 

Improvements

Monitor for 
Specific 

Improvements

Approved TS

The engineer determines 
and advises the customer if 
a traffic study is required.

Need Other 
Agency 

Comments?

Yes

Request 
Comments

Other Agencies:
Public Works
RTC
NDOT
Adjacent Jurisdictions 
(Cities)

Receive Other 
Agency Comments

NoExamples where other 
agency comments may be 
required:
 Casinos/Hotels
 Schools
 County Projects 

Adjacent

Deposit Money

Initial 
Submittal

?

No

Yes



PW009-Traffic Control Plan and Encroachment Permit
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Contractor Submits 
TCP/EP Application 
Over the CounterStart

Apply for TCP/EP 
Extension or 

Renewal of Permit

Sign in Application with Date and Time 
Stamp.  Allocate NaviLine Number, 

Enter Data for TCP & EP (Contractor, 
Streets, Owner and Contact Info)

Verify Submittal for 
Completeness

Place TCP/EP 
Packet in Traffic 

Control Inbox 
(manual)

Conduct 
Application QC/QA 
and Review Plan 

for Approval

Approve?No

Approval/Rejection Can be 
Viewed On-Line

Stamp Drawings 
(every page)

Enter H.T.E. Number, 
Traffic Control Number, 
Contractor Name and 

Approved Plan into 
tracking software and into 

Excel Spreadsheet for 
Imaging

Escrow  Account 
Management of $10,000

Take Money out of 
Escrow

Charge Fees, 
Take Payment and 

Issue Receipt

Admin Asst. Manage the 
Escrow Statement

Include x/y coordinates, 
assessor parcel number

Verify No-Cut Street, Street 
Restrictions, ROW 
Jurisdiction, etc.

No

Enter Rejection

Refer Customer to 
NDOT or Correct 

Jurisdiction

Document in 
System and 

Forward TCP/EP 
Packet to Front 

Counter for 
Customer Pickup

EndFront Counter 
Hand to Customer

Examples of 
Requirements:
No Cut Street, 
NDOT Right of 
Way, Less than 60 
Ft. or Greater than 
60 Ft?

48 Hour Click Starts at 
Submittal.  Try to turn around 

within 48 hours.

Review Plans

 Verify Contractor has Type A or C Category 
License

 Determine Fees and/or Penalty Fees and 
Enter in System

 Enter Data for Permit (i.e. Contractor’s 
Name, Address, Scope of Work)

 GIS Coordinates (x and y)

Hand Stamp and 
Wet Sign PlansApprove? Yes

Make two sets of 
Stamped and Signed 

Plans, and 
Encroachment 

Permit Applications

Place Two Sets in 
Front Counter’s 

Inbox

Contact Applicant 
and Advise Plans 
are Approved and 
Ready for Pickup.  

Advise Fee Amount

Collect Fees

Print separate sets 
of Traffic/

Encroachment 
Permit

Receive Traffic/
Encroachment 

Permit and 
Encroachment 

Plans

Traffic/
Encroachment 

Permit

Pay Fees

No

Enter Rejection 
Reason

Notify Customer of 
Rejection Reason 
and Request Plan 

Pickup.

Resubmit Approved 
Traffic Control Plans and 
Corrected Encroachment 

Plan
Submit 

Encroachment 
Permit for work in 
R/W that requires 

multiple dept 
review and 
approval

Review proposed 
work Application 
for Completeness 

and Forward

Receive 
Application in 

Inbox (Manual)

Review and 
Create Permit

No

Yes

Give to EP Plan 
Check

Verify Location is in our Jurisdiction 
utilizing GIS .  Look up Assessor 
Parcel Number (APN) to Verify 

Street Replacement Requirements 
and to Determine Inspector by 

Geographical Area

Approval/Rejection can be 
viewed on-line.Require 

Agency 
Approvals?

Yes

Provide 
Comments and 

Areas of Concern

Call Appropriate  
Agencies for 
Comments

Includes but not limited to: 
Beltway, LV BLVD., Walk of 
Stars, Wireless Nodes, C.C. 

Water Reclamation, C.C. 
Public Works

Enter Agency 
Confirmatiions

No

TCP Required?

Yes

No

Agency Area of 
Concern?

Yes

Arrange Meeting 
to Discuss Area of 

Concern

Notify Customer 
Area of Concern 

has been 
Resolved

Hold Rejected 
Plan for Customer 

Pickup

Pickup Plans and 
Make Corrections

Application for Renewal or Extension 
Document Requirements
 Original Permit
 New EP application Form
 2 New Work Plan
 1 Previously Approved Work Plan
 New TCP Application Form
 New Traffic Control Plan
 Previously Approved Traffic Control 

Plan

Verify Submittal for 
Completeness

Update Application 
Sign In Screen with 
date and time stamp 
and enter Data for 

TCP and EP

New Application Document Requirements
 Encroachment Permit Application Form
 Work Plan
 Traffic Control Plan Application Form
 Traffic Control Plan(s)
 TCP and EP Permit Review Fees

Sign in Application 
with Date and 
Time Stamp.  

Allocate NaviLine 
Number, Enter 

Data for TCP & EP 
(Contractor, 

Streets, Owner 
and Contact Info)

Collect Fees

Required B&S 
Permit? Yes

Business Rule:
If the contractor submits 
plans that are larger than 8.5 
x 11 in size, then they must 
submit 3 copies of the plans.

TCP/EP 
Inspection 
Process

Business Rule:  Re-
inspection Fees are 

Collected

Obtain Public Work’s Concurrence 
for Large Scale Projects or Extended 
Period Projects.  Examples:  
Marathon, New Years EveReview Proposed 

Plans with Director 
of PW

Correct 
Jurisdiction?

Yes

No

No



PW010-Development Review - Administrative Deviation /Finish Floor Waiver
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er Receive Original 

Approval Letter 
and Redlines from 

Drainage Study 
Review

Receive Offsite CE 
Review comments

Start Submit Waiver 
Form and Plans

Sign Mail Receipt 
and Send Back to 

C.C.

Receive Waiver 
Form and Plans.

Send Package to 
Imaging

Process 
Documentation 
and Create File

Approve? Yes

Process File and 
Provide Copy of 
Approval Waiver 

and Plans to Front 
Counter

Notify Customer 
Waiver is 

Approved by 
Certified Mail

Receive File and 
Review Approve Waiver

PAC Review

Review Application

Hold Until 
Submitted 

Documentation is 
Approved (i.e., 

PAC Review, Off 
Sites, or Drainage 

Study)

End

No

Address Comment

Combine Receipt, 
Plans and 

Approval Waiver 
into Package

Examples:
Waiver the width of a road since all other roads in the area are narrow.
Finish Floor is not at the appropriate height
Waiver of standards – Gate standards are 25' from the road.  Waiver to 
16' from the road because everyone else’s gate is at 16'.



PW011-Exception to Determination – Minor Subdivision Map
C

E
 O

ff 
S

ite
 

Pl
an

 C
he

ck
R

ig
ht

-O
f-W

ay
Ag

en
ci

es
/U

til
iti

es
P

la
nn

er
C

us
to

m
er

Start
Customer Call, 
Email, or Fax 

Planner

Schedule Meeting 
with Customer

Planner and 
Customer Meeting 

Conducted to 
Review Exception 
to Determination

Log into NaviLine 
and Assign 

Mapping Number

W
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W
at

er
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Planner and 
Customer Meeting 

Conducted to 
Review Minor 
Subdivision 

Map(s)

Log into NaviLine

Survey and /or 
Engineering 

Company Call, 
Email, or Fax 

Planner

Schedule Meeting 
with Customer

Planner Ensures 
Exception 

Comments are 
Addressed

R
ig

ht
-O

f-W
ay

As
se

ss
or

s

Su
rv

ey

Mail (U.S. Postal) 
Plans to Agencies 

and Utilities

Utility and Agency 
Comments with 

Approval or 
Disapproval

Utilities and Agencies 
Review Plans and Return 
Comments in Letter Head 

within 15 Days

30 Day Clock Begins

Redline Plans

Survey Send 1 Set 
of Redline Plans to 

Planner

Address All 
Comments, Send 
Final Plans with 
Corrections and 
Send Plans with 

Redlines

Redistribute Only 
to Agencies that 

Rejected

Send Technical 
Review Letter with 

Redlines

Receive Plan and 
Combine 

Comments into a 
Technical Review 

Letter

As
se

ss
or

s

Su
rv

ey

Approved?

R
ig

ht
-O

f-W
ay

Route Map for 
County Surveyor 

and Zoning 
Administrator 
Signatures

Receive Mylar 
(Actual Map) from 

Customer

Image Final Mylar 
and Give Mylar to 

Customer

End
Schedules 

Appointment With 
Planner

Take Final Mylar 
to Recorder’s 

Office

No

No

Yes

CE Off Site 
Plan Check 

Process

Off-Sites 
Required?

Plan Approved 
and Bonded.  
Permit Issued

Notify Customer 
and Check Sign-
Off in NaviLine

Walks Approved 
Copy of Map to CE 

Off Site for Map 
and Plan 

Comparison

Yes

Plan Check Compare Off 
Site Plans Against the Map

Review and 
Approve

15 Day Clock Begins

Review and 
Approve

Fax Approval 
(Approved Copy of 

Application)

10 Day Clock Begins

30 Day Clock Ends



PW012‐Geotechnical Report Review
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CC
PW

 Im
ag
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g

Start
Submittal to front 
counter staff/Engg 

Technician

Verify for 
Completeness

Complete? Collect Fee

Pay Fee
Collect receipt

Issue Receipt or sign 
transmittal 
coversheet

Log‐in GEO Reports

Manually forward 
submittal to 

Geotechnical review 
staff

Re‐verify 
Completeness of 

Submittal

Log submittal into 
excel spread sheet

Complete? Yes

Return to customer 
for completeness

No

No Yes

Review submittal for 
compliance

Approved
Stamp submittal as 
“APPROVED”, enter 

into Navaline
Yes

Stamp submittal as 
“REJECTED”

No

Notify customer 
with required 

corrections and to 
re‐submit Via Email

Customer makes 
corrections and re‐
submits paper work

Documents Imaged

Notify Customer via 
Email

Customer receives 
the approved 

submittal Via Email
End

Manually forward to 
CCPW Imaging

Initial Submittal?

1st Re –
submittal?

No

Collect $400 Re –
Submittal Fee

Yes

After 1st Re ‐
Submittal

No

Yes

Enter details and 
system assign new #



PW013-Major Subdivision Final Map
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Start

Survey and /or 
Engineering 

Company Call, 
Email, or Fax 

Planner

Receive Drainage 
Study and Traffic 
Study Approval 
Letters via Fax

Schedule Meeting 
with Customer

Research in GIS and Verify 
Off Sites are Submitted and 

the Traffic and Drainage 
Studies have Been Approved

Planner and 
Customer Meeting 

Conducted to 
Review Major Sub-

Division Map(s)

Log into NaviLine 
and Assign 

Mapping Number

Mail (U.S. Postal) 
Plans to Agencies 

and Utilities
30 Day Clock Begins

Sc
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Redline Plans

Utility and Agency 
Comments with 

Approval or 
Disapproval

Receive Plan and 
Combine 

Comments into a 
Technical Review 

Letter

Survey Send 1 Set 
of Redline Plans to 

Planner

Address All 
Comments, Send 
Final Plans with 
Corrections and 
Send Plans with 

Redlines

Send Technical 
Review Letter with 

Redlines

Redistribute Only 
to Agencies that 

Rejected

Utilities and Agencies 
Review Plans and Return 
Comments in Letter Head 

within 15 Days

Off-Sites 
Required?

Yes

Walks Approved 
Copy of Map to CE 

Off Site for Map 
and Plan 

Comparison

CE Off Site 
Plan Check 

Process

Plan Approved 
and Bonded.  
Permit Issued

Plan Check Compare Off 
Site Plans Against the Map

Notify Customer 
and Check Sign-
Off in NaviLine

Schedules 
Appointment With 

Planner

Receive Mylar 
(Actual Map) from 

Customer

Route Map for 
County Surveyor 

and Zoning 
Administrator 
Signatures

Image Final Mylar 
and Give Mylar to 

Customer

Take Final Mylar 
to Recorder’s 

Office
End

30 Day Clock Ends

Ad
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g

Su
rv

ey
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se
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or

s

R
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ay

10 Day Clock Begins

Approved?

No

Yes

No



PW014-Major Subdivision Reversionary Final Map
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Start

Survey and /or 
Engineering 

Company Call, 
Email, or Fax 

Planner

Schedule Meeting 
with Customer

Planner and 
Customer Meeting 

Conducted to 
Review 

Reversionary 
Map(s)

Log into NaviLine 
and Assign 

Mapping Number

Mail (U.S. Postal) 
Plans to Agencies 

and Utilities
30 Day Clock Begins

W
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Redline Plans

Utility and Agency 
Comments with 

Approval or 
Disapproval

Receive Plan and 
Combine 

Comments into a 
Technical Review 

Letter

Survey Send 1 Set 
of Redline Plans to 

Planner

Address All 
Comments, Send 
Final Plans with 
Corrections and 
Send Plans with 

Redlines

Send Technical 
Review Letter with 

Redlines

Redistribute Only 
to Agencies that 

Rejected

Utilities and Agencies 
Review Plans and Return 
Comments in Letter Head 

within 15 Days

Schedules 
Appointment With 

Planner

Receive Mylar 
(Actual Map) from 

Customer

Route Map for 
County Surveyor 

and Zoning 
Administrator 
Signatures

Image Final Mylar 
and Give Mylar to 

Customer

Take Final Mylar 
to Recorder’s 

Office
End

30 Day Clock Ends

Su
rv

ey

As
se

ss
or

s

R
ig

ht
-O

f-W
ay

Approved?

No

Yes
10 Day Clock Begins



PW015-Minor Subdivision Map
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Start Customer Call or 
Email Planner

Schedule Meeting 
with Customer

Planner and 
Customer Meeting 

Conducted to 
Review Minor 
Subdivision 

Map(s)

Log into NaviLine 
and Assign 

Mapping Number

Mail (U.S. Postal) 
Plans to Agencies 

and Utilities
30 Day Clock Begins

W
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ay

Utility and Agency 
Comments with 

Approval or 
Disapproval

Combine 
Comments into a 

Preliminary 
Review Letter

Utilities and Agencies 
Review Plans and Return 
Comments in Letter Head 

within 15 Days

Tr
ai

ls

30 Day Clock Ends

Planner and 
Customer Meeting 

Conducted to 
Review Minor 
Subdivision 

Map(s)

Log into NaviLine

Survey and /or 
Engineering 

Company Call, 
Email, or Fax 

Planner

Schedule Meeting 
with Customer

Planner Ensures 
Preliminary 

Comments are 
Addressed

R
ig

ht
-O

f-W
ay

As
se

ss
or

s

Su
rv

ey

Distribute Plans to 
Agencies

Agency Comments 
with Approval or 

Disapproval

Agencies Review Plans and 
Return Comments within 15 

Days

Redline Plans

Survey Send 1 Set 
of Redline Plans to 

Planner

Address All 
Comments, Send 
Final Plans with 
Corrections and 
Send Plans with 

Redlines

Redistribute Only 
to Agencies that 

Rejected

Send Technical 
Review Letter with 

Redlines

Receive Plan and 
Combine 

Comments into a 
Technical Review 

Letter

30 Day Clock Ends

As
se

ss
or

s

Su
rv

ey

Approved?

R
ig

ht
-O

f-W
ay

Route Map for 
County Surveyor 

and Zoning 
Administrator 
Signatures

Receive Mylar 
(Actual Map) from 

Customer

Image Final Mylar 
and Give Mylar to 

Customer

End
Schedules 

Appointment With 
Planner

Take Final Mylar 
to Recorder’s 

Office

No

No

Yes

CE Off Site 
Plan Check 

Process

Off-Sites 
Required?

Plan Approved 
and Bonded.  
Permit Issued

Notify Customer 
and Check Sign-
Off in NaviLine

Walks Approved 
Copy of Map to CE 

Off Site for Map 
and Plan 

Comparison

Yes

10 Day Clock Begins

Plan Check Compare Off 
Site Plans Against the Map

If Condition of Preliminary 
Review Letter, Approved 

Drainage Study and Offsite 
Plans are Submitted



PW016-Reversionary Parcel Map - Minor Subdivision
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Start

Planner and 
Customer Meeting 

Conducted to 
Review 

Reversionary 
Map(s)

Log into NaviLine 
and Assign 

Mapping Number

Survey and /or 
Engineering 

Company Call, or 
Email Planner

Schedule Meeting 
with Customer

R
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ht
-O

f-W
ay

As
se

ss
or

s

Su
rv

ey

Mail (U.S. Postal) 
Plans to Agencies 

and Utilities

Utility and 
Agency 

Comments with 
Approval or 
Disapproval

Utilities and Agencies 
Review Plans and Return 
Comments in Letter Head 

within 15 Days

30 Day Clock Begins

Redline Plans

Survey Send 1 
Set of Redline 

Plans to Planner

Address All 
Comments, Send 
Final Plans with 
Corrections and 
Send Plans with 

Redlines

Redistribute Only 
to Agencies that 

Rejected

Send Technical 
Review Letter with 

Redlines

Receive Plan and 
Combine 

Comments into a 
Technical Review 

Letter

As
se

ss
or

s

Su
rv

ey

Approved?

R
ig

ht
-O

f-W
ay

Route Map for 
County Surveyor 

and Zoning 
Administrator 
Signatures

Receive Mylar 
(Actual Map) from 

Customer

Image Final Mylar 
and Give Mylar to 

Customer

End
Schedules 

Appointment With 
Planner

Take Final Mylar 
to Recorder’s 

Office

No

Yes

10 Day Clock Begins

30 Day Clock Ends
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PW017‐Revision Review
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Im
ag
in
g

Start Submit Application 
for Revision Review

Receives Application 
for Revision Review

Verify Sheet count 
and calculate fee

Collects appropriate 
fee

Pay Fee

Prints Receipt and 
hand it over to 
customer

Collects Receipt

Send the application 
to reviewer

Receives Application 
and Review Approved?

Sign on the plan as 
Approved and send 

it to the Engg 
Technician

Yes

Notify customer for 
pickup

Customer Picks up 
the Approved plan

Sign on the plan as 
Rejected and send it 

to the Engg 
Technician

No

Customer Picks up 
Rejected Plan

Make corrections 
and Prepare for Re‐

Submittal

Logs in the system 
that revision is 

approved under Off 
site tracking ID 

Send the document 
for Imaging

Document is Imaged 
and sent back to 
Engg Technician

Receives document 
from Imaging

Logs in the system 
that revision is 

rejected under Off 
site tracking ID



PW018-Right Of Way – BLM Process
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Schedule Meeting 
with Applicant

Meet with 
Applicant and 
Review BLM 
Request for 

Completeness

Prepare 
Application for 

Road or Drainage

Submit Application 
to BLM

Assign “N” 
Number

Send Two Copies of 
Grant with Stipulations 

the Developer Must 
Meet and Tortoise 

Mitigation Fees

Notify Developer 
Grant is Back 
From BLM and 

Advise Fee 
Amount

Pay Tortoise 
Mitigation Fee and 

Comply with 
Stipulations

Send Grant Back 
to BLM for 
Signatures

Send Grant to 
Public Works 
Director for 
Signature

Sign Grant

Sign Grant

Send Original 
Grant Back to 

ROW Agent and 
Keep a Copy

Record Copy and 
Send One Copy to 

Development 
Services Imaging

Notify Plan 
Checkers Grant 
Approved and 

Recorded

Receive 
Notification Grant 
is Approved and 

Recorded

Receive Copy of 
Grant from ROW 

with any 
Stipulations

End

Off Site Civil 
Engineering Issue 

Permit

Start
Applicant Call or 

Email for 
Appointment

Log Into NaviLine 
and Assign 

Number

BLM Request may be a 
condition of the Land Use 
Approval Letter (NOFA)

Offsite Civil 
Engineering 
Plan Check



PW019-Separate Document
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Correct?

Prepare 
Appropriate 

Documents and 
Mail to Applicant 

for Signature

Receive Property 
Owner Signature 
on Appropriate 
Documents and 

Record 
Documents with 
Approved Legal 

Descriptions

Property Owner 
Signs Documents 

and Return to 
Survey

Make A Copy of the 
Appropriate Documents 

and Give to D.S. 
Imaging

Sign Off in System 
that Dedication is 

Complete

Send Copy of 
Appropriate 

Documents to 
Applicant

Start

Yes

Check Legal 
Description

Make Corrections 
and Resubmit

Mail Check Prints 
to ApplicantNo

Applicant Call or 
Email Survey

Schedule Meeting 
with Applicant

Survey and 
Applicant Meeting 

Conducted to 
Review Separate 

Document

Login and  Assign 
Separate 

Document Number
30 Days begin

Anything can initiate this 
process including easements 

and dedications that are a 
condition of the NOFA.

Example:  Dedication of 
streets to Clark County for 

public use, or property 
dedicated to Clark County for 

public use through court 
action.

Email or Customer 
Picks Up Documents



PW020-Vacation
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Start

Send Legal 
Description/

Vacation File to 
Map Team

Send Approval 
Letter (NOFA) to 

Customer

Create and Send 
NOFA to Map 

Team

Send Corrected 
Legal to Map 

Team

Include 
Reservation into 
Legal Description

If Dedication or 
Easement is a 

Condition of NOFA
Separate 
Document

Land Use 
Application –
Final Map or 
Parcel Map

Contact Utilites 
(utilities have 90 
days to respond)

Review Legal 
Description -
Approve or 

Approve with 
Reservation

Approve or 
Approve with 
Reservation?

Approve with Reservation
Mail Legal 

Descriptions Back 
to Surveyor

Prepare Order of 
Vacation

Route to County 
Manager and 

County Clerk for 
Signatures

Take Order of Vacation 
and Legal Descriptions to 

Recorder’s Office

Mail Vacation to 
Applicant

Send Information to GIS, 
Enter Information into 

NaviLine, and Send Legal 
Description and Signed Order 

of Vacation to Imaging

End

Approve

Yes

Approve

Make Map 
Corrections

Corrections 
Required?

No

Public Works 
Design Engineer 

Review and 
Advise if “In Favor” 

or if “Problems”



PW021‐PAC Review
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(C
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)

Cu
st
om

er Start

Verify tracking ID 
and logs receiving 
information in the 

system

Verify meets Plan 
review criteria Meets Criteria? Prepare CommentsNo Notify customer for 

pickup

Submits Application 
for PAC review 

Customer collect the 
Comments

Review Application

Yes

Address Comments

BD 020‐
Building 

Zoning Plan 
Review

Request Comes from Bldg 
Department as part of Plan 
Review 



PW022-Drainage Study Review
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Start

A NOFA is 
preferred prior to 
submittal of the 
TDS, but is not 

required.

Review Drainage 
Study Submittal 

Sheet

Complete 
Submittal? Yes

No

Assign Drainage Study 
Number (Application 

Number -Naviline) and 
Write it on Submittal 

Sheet

Collect Fees and 
Print Receipt

Pay Fee

Write Drainage Study 
Number from the 

Submittal Sheet onto 
the Drainage Study

Research, Print 
NOFA, Assessor’s 

Map and Other 
Actions.  Enter the 

Drainage Study 
Number (Navliline) 

and Select 
Predefined 

Routing Code (i.e.,  
Hold, SLD)

Place File In 
“New” Drainage 

File Cabinet

Process Improvement:

Engineers will submit 
Drainage Studies 

cognizant of the fact 
they are not accurate.  
It costs the developers 

more money.  This 
basically buys the 

consulting engineer 
time with the developer.

Submit the Drainage Study, 
Standard Form One, Grading 

Plan, Detail Sheets and a 
Completed Drainage Study 

Submittal Sheet

Update to 
Study?

Assign Another New 
Drainage Study Number and 

Cross Reference the Old 
Number (Naviline)

Yes

No

C.C. Engineer Review Drainage 
Study (TDS)/UP.

For Example, Redline Grading Plan, 
Calculations, Assumptions, Street 

Criteria, etc.

Verify Proper 
Items are on 

Bondable 
Quantities List

Add Any 
Conditions of 

Approval to the 
Letter

If CLOMR Required, Add 
Standard Comment

A CLOMR Final 
Approval Letter from 

FEMA Must be 
Submitted to CCPW 
Development Review 
Plans Check Prior to 

Permit Issuance

A LOMR Approved 
Prior to Building 

Permits

If U.S. Army Corps of Engineers 
Concurrence Required, Add Standard 

Comment

Submit Copy of Approved TDS 
to CCPW Development Review 
who forward to US Army Corps 

of Engineering

Make Copy of 
County Approval 

Letter Send County Approval Letter with 
Grading Plan(s)  and Sticker to 

Engineer (Call for Pickup)

New DS 
Submittal?

Yes

No

Customer is Charged Fees 
after 2rd Submittal

Enter NaviLine 
Number and 

Triangle Symbol in 
GIS for Parcel 

from DS Report

Clarify Questions

Yes

Right Of Way 
(ROW)

Mapping

Off Site

Survey

Public Works

Requirements 
Met? Yes

Print Approval 
Letter on C.C. 
Letter Head

File County Approval Letter Copy 
with Drainage Study Folder

Sign Approval 
Letter

Receive Original 
Approval Letter 
and Redlines

No

RFCD 
Concurrence 
Required?

End

Addendum? No

File Addendum

Send (Mailed or 
Picked Up?) 

Comment Letter 
and Redline to 

Engineer/
Developer

Yes

Drainage 
Study

Image File

No

Yes

Drainage Study 
Complete

End
Hold File for 
Imaging Until 

RFCD 
Concurrence

The engineer determines 
and advises the customer if 
a drainage study is required.

Print DS Report 
and submit to IT

Work Group(s) 
to ask 

questions?
No

Weekly Activity



PW023‐Structure Review
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er

Start
Submit Application 
at front Counter

Receives Application 
for Structure Review

Assign drainage ID if 
is under drainage 
study or new ID if it 
is just structural 

review 

Collects Fee for 
review

Pay Fee

Print receipt and 
give it to the 
customer

Collects Receipt

Send Application to 
Reviewer

Reviewer receives 
the application and 

reviews it .
Meets Criteria?

Logs in the system 
that application is 

approved
Yes

Prepare Approval 
Letter

1st copy is Imaged 
and 2nd Copy to 

customer

Logs in the system 
that application is 
not apporved

No

Prepare Comments 
Letter

Customer Picks up 
Approval Letter End

Notify Customer for 
Pickup

Customer Picks Up 
Comments

Resubmittal No

Prepare for Re‐
Submittal after 
corrections

Yes

2 Copies



PW060‐Finance‐Escrow Account
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Process Scenario:
1) Escrow account is needed or needs to be maintained

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

Business Rules :
‐Any escrow activity requires submission/request in writing.
‐Customer can maintain only one escrow account
‐Initial deposit to open an escrow account is  $5000
‐Applicant should bring authorized letter from the company to 
open an escrow account
‐Authorized users are added to escrow account 

Triggers:
‐Customer submits escrow account form or letter 

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

Gaps/Issues:
1. Escrow accounts that have a zero balance for an extended 
period of time are not closed. Future‐automatically close account 
if no funds after 6 months from opening
2. Customer can only pay by cash or check
3. Escrow applications are not scanned in/electronically stored and 
instead are stored in a binder
4. Escrow account funds are not claimed after completion of 
project

Roles:
Customer‐ Can be an internal (Clark County contractor or 
employee) or external person (not employed via Clark County or 
servicing Clark County)
Front Desk‐ Public Works staff responsible for assisting customers 

Systems:
Naviline

Prepare and Submit 
application form for 

a new escrow 
account

Start

Receive Escrow 
Account request

Review Application Approved

Submit for Approval

Send Back to 
customer for 
corrections and 

Resubmit

Make corrections 
and Resubmit

No

Yes

Accept Payment & 
Create Escrow 

Account

Print receipt

Daily 
Reconciliation 

Process

Receipt

Prepare Monthly 
Report – Escrow 

Account Statement 
for Month

Receive Escrow 
Account Statement

Mail Escrow Account 
Statement

Request for Escrow 
Account

Requirements to 
open an Escrow 
Account will be 

given 

Collect Deposit

Pay Deposit

‐ Application with details
‐ Authorized Letter



PW061– Finance – Balance Daily Cashier Deposit
Ad

m
in
 S
pe
ci
al
ist

Fr
on

t D
es
k

Tr
ea
su
re
r O

ff
ice

Fi
na
nc
e

Fr
on

t D
es
k 
to
 

Co
lle
ct
 S
ur
ve
y 

an
d 
M
ap
pi
ng

 
Fe
e 
(2

nd
Fl
oo

r)

Start

Print Daily Cash 
Receipts Report

Verify and Balance 
Cash, Check and 
Escrow amounts

Amounts 
Matching?

Receive Reports and 
Funds

No

Prepare Revenue 
Transmittal reportYes

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

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

Business Rules :
‐All adjustments must be approved by 
management

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

Systems:
Naviline

Post Transactions 
into SAP

Send Reports and 
Funds

Amounts 
Matching

Request for 
Corrections in SAP

Prepare Package to 
drop off in 

Treasurers office
YesRe –Verify Balances 

Drop off Daily Cash 
Reconciliation 

Package

No

Print Cash Journal 
Report from SAP

Re‐Prints Cash 
Journal

Print PZ Fees Report

Send Funds and 
Receipts 

Receive Funds and 
Receipts  Print PZ Fees Report

Match Funds with 
Report

‐ Escrow Report
‐ Receipt Report

‐ Cash Journal Report from SAP
‐ Receipts, Escrow Receipts
‐ Checks,Cash

Survey and 
Mapping Fee
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