Penalty Document Flowchart

Office Staff generates
Attachment 4 and saves to
the appropriate penalty
calculation folder on the “S”
drive
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The Bureau Chief or designee
reviews the document &
completes the penalty
calculations. The document is
then saved to the appropriate
penalty process folder on the “S”
drive

Using Attachment 4, office
staff generates a penalty
invoice and completes
Attachment 5.

Office staff prints Attachments 4
& 5, along with all supporting
documents (inspection reports,
proof of service & letters/
invoices) and submits to Chief or
designee for signatures.

Completed & signed penalty
packages are scanned and
uploaded to OnBase.

Office staff mails Attachments 4 &
5, and copies of all letters &
invoices to the owner via USPS
certified mail, return receipt
requested, or Inspector hand-
delivers.

Office staff adds USPS
return receipt or hand-
delivery notice to penalty
package in OnBase.

After 15 days has passed since
owner received penalty, office
staff sends notice to Financial
Services and Legal Affairs on
penalties issued.
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