Overdue Invoice Flowchart

Financial Services
Division (FSD) sends
third reminder
notice to owner.

If AG letter is
unpaid within 30
days, FSD sends

owner “Final
Notice” letter to

owner.

If third reminder is
unpaid within 30
days, FSD contacts
AG’s office.
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If still unpaid after
30 days, FSD refers
invoice to 3" party
debt collection
agency and sends
BSB list of owners
eligible for penalty
issuance.

Through inspection
reporting, BSB office
staff verifies object is
still in use. Once
verified, office staff
open a violation on the

object for operating
without certificate.

Office staff prepares

penalty package per
Attachment 3 and
forwards to Deputy j

After 90 days the violation
for operating without a
certificate has been
opened, BSB office staff
will confirm violation
remains open, and invoice
is still unpaid. If so, BSB
office staff will begin
penalty process.

BSB office staff
prepares penalty
package per
Attachment 3 and
mails to owner

return receipt.

USPS certified mail

Was package
delivered and BSB
received return
receipt?

Inspector along with
Attachment 6 for
hand-delivery.

Inspector delivers
penalty package as
soon as possible and

Office staff

returned hand-
delivery notice to
office staff.

g COntinues document

flow in Attachment 3
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