5.  Business Process Expectations 
Definitions:
AA:  
Director’s Administrative Assistant


CM: 
County Manager


DIR:  
Director 
DM: 
Division Manager

DO:
Development Order

IO: 
Item Originator

PM: 
Project Manager
BCC:
Board of County Commissioners.  The top elected officials in the county.

BOA:
Board of Adjustments

HTE:
(Hopelessly Tormenting Enterprise) Company that created existing database used by Addressing, Planning, Building, Development Review, and others.

GUI:
Latest version of HTE software which incorporates Graphical User Interfaces

DRC:
Development Review Committee

PAO:
Property Appraiser’s Office

CO:
Certificate of Occupancy.  Issued after all inspections and other requirements are satisfied.
CC:
Certificate of Completion.  Basically a CO for non-occupied construction permits like fences and pools.

IS:
Information Services Division of Information Technology Department in Seminole County
PT:
Permit Technician

PE:
Plans Examiner (Plans Reviewer)
CE:
Code Enforcement
W&S:
Seminole County Environmental Department, Water & Sewer Division

Expectations and Use Case Scenarios:
PERMIT APPLICATION:
1. Building Department will update applications eliminating unnecessary data.  All other fields will be required.

2. The system will provide to the external customer, a checklist of minimum requirements for each application process. This will be available both on the web site and digitally at the front counters.

Use Case:

i. Customer logs in to the web and types into the search box, “I want a building permit.”

ii. The Customer determines what type of permit from a list.  Each type on the list is a hyperlink to an explanation of what that permit is for, when it is used.

iii. The system queries the customer, “Where is your property?” It then helps to find the property.  The applicant can identify his property with an address, parcel number, or by clicking on the map.

iv. A map of that area will be drawn and the enterer will have an opportunity eo conform that that info is correct before continuing.
v. The customer receives a unique list of everything required for issuing a specific type of building permit.

vi. The system prompts the customer, “Are you ready to start the application process?”

vii. The customer fills out the application online (this is not a PDF printout).

viii. The customer will be able to indicate who the particular contact people are for specific steps and how those people will prefer to be contacted (e-mail, auto-generated phone message, fax, snail-mail).

ix. The system will ask the customer to validate their data (check for correct spelling of name, etc.).

x. The customer will be able to submit attachments with the application.  (SEE ‘Digital Format’ expectation and routing expectations)
xi. The customer receives a tracking number (called a permit number whether approved or not), confirmation that the application has been received, and information concerning the next step in the process.  

xii. The permit number will begin with the year that the applicant was initially submitted.  It will be followed by a consecutive number.  

xiii. The system will let the applicant know what documentation is still required.

xiv. If sufficient information is supplied in the application, the system will automatically create a building permit application. 

xv. The system forwards the application to the appropriate person, where a PT is assigned. 
xvi. System will send follow-up to applicant with a list of missing docs after a predetermined period of time.

xvii. There will be a time limit on how long an incomplete application will stay in the system

3. The system will capture the size and shape of the parcel at the time of application.

Use Case:

i. This shape will be maintained in the history of the application so that the original shape of the parcel at approval time will be know.

4. When an application is being completed, by applicant or PT,  the system will use GIS assist in ensuring that all information is available and entered accurately
Use-Case:

i. The customer can click on parcel/address and get zoning, flood-prone, FLU, wetlands, setbacks, Traffic Zones, etc. to aid in completing the application

ii. If the parcel does not have an address, the system will inform that applicant that they need get an address from addressing and offer to move them on to that process.

iii. If the property is not either in the unincorporated county or county owned property within a municipality,  then a flag or something pops up to stop the process.
5. All information that is available for a building site will be easily accessible via the system.

Use Case:
i. When an application is about to be completed, whether on-line, on a kiosk in customer Resource Center, or by a Permit Tech for an applicant, the first entry should be either the parcel number or the address.  OR:  The applicant can select the parcel(s) from a (GIS) map which then provides the system with the address(s) and Parcel Number(s).
ii. That should generate a map (GIS) showing all parcels satisfying that input. 
iii. It will also generate a table listing key information including:

iv. Address

v. Zoning

vi. Future land use

vii. Wetlands

viii. Flood prone

ix. Owner(s)

x. The customer will then be prompted to confirm that the highlighted parcels are the correct parcels.

xi. All B.O.A approvals, Special Exceptions, BCC and Development Review approvals such as: vacates, mobile home approvals, variances, etc. need to be tied to parcel (mapped) so that they are accessible to permit techs 

xii. Attach all commitments and/or Development Orders to each lot/parcel.

xiii. Show Econ, Wekiva River information: (including protected or special areas such as Lake Mary Corridor, etc.)

xiv. Be able to show the date a lot/parcel was created and from what property it was split. (And/or show property layout prior to 7/28/70).

xv. All permit data will be related to its respective address and parcel.

xvi. All information that has been recorded at the Land Records Office pertaining to individual lots/parcels such as: ingress/egress and/or access easements, utility, drainage, conservation easements which may have been recorded after the lot/parcel was created/recorded.

xvii. Actual section that the lot/parcel is physically located in.

xviii. The system will be able to indicate if a parcel/address is within a 5-Acre Development and have the name of the Development 

xix. The system will provide search capabilities through GIS highlighting on a map the queried parcel(s).
DIGITAL SUPORTING DOCUMENTS:
6. All documents and attachments must be in digital format.
Use Case:

i. Scanned supporting documents can be sent along with digital submission of applications.  This would include powers-of-attorney.

ii. If Customers submit additional support documents after the submission of the permit, the customer will input the permit number and the system will ensure that the submitted document is properly accounted for and available to the PT or PE

iii. If the customer cannot provide documentation in digital format, paper form will be scanned when received by the County (preferably in the presence of the customer so that the original document may be returned). 

iv. The goal is to eliminate physically transporting paper.

v. Standard formats for non-scanned digital documents (such as .dxf for plans) need to be established and agreed upon by all concerned sections

vi. All current and past scanned documents will be accessible to the new system

7. A unique file/tracking# will be automatically assigned upon generation of the first digital document associated with the item and will follow the project to the end of its life.
Use Case:

i. Tracking number possibly intuitive based on selections/fields chosen by the user.  Such as [permit number]-[Doc type][page number]-[version number].
ii. Explore current descriptive file numbers vs. unique numbers not affected if, for example, the item type changes.

8. The system will maintain a complete record of all scanned items, all documentation and data related to each item.  Relationships between various associated items will also be maintained.

Use Case:

i. The Permit Tech will be able to double check the history related to this permit issued as well as any other data closely related to it. He is able to look at the history by clicking on a button that shows all the relevant data. 

ii. When someone adds documents to active file, there will be a confirmation that the permit number that the operator enters is, in fact, the right parcel (such as address and map popping up).

9. IO, PT shall have the ability to enter supporting documents.

Use Case:

i. The customer or Permit Tech wants to attach an Excel file, dwg, legal description or signed contract. He clicks on the attach button and selects the files and they are attached to the document.

ii. The system will open file explorer to browse and attach files.

10. The system will track resubmitted digital plans and maintain a history of all changes to all submitted documents.

Use Case:

i. If the PE (or other people charged with examining different parts of the submittal package) finds a problem with one of the pages, he/she makes remarks on the digital page (on a layer separate from the original scanned document) and the routing system sends it and the remarks to the contractor.  
ii. The examiner will also enter a brief comment in the database explaining his rejection.  That is so that others can view all comments on all submittals without having to display all drawings and their comments.
iii. The system knows that those pages/documents are no longer valid (See numbering method)
iv. The contractor corrects the plans and resubmits them

v. The system knows that this is another submission of that part of the plans, assigns a new number to that doc showing it is a newer version of the old doc, routes to the correct PE, and tracks which revision is the most recent in the database.
vi. If the Customer returns the entire submission, the system will submit the revised pages only. 
vii. Reviewers will be able to see what comments were made in prior reviews so that reviewers will be consistent

viii. The History of any permit is available when you click on an option to see history.
ROUTING/WORK FLOW:

11. The system will automatically route the necessary information to the next person(s) in the pre-determined workflows. 

Use Case:

i. Key fields in the application such as whether the area is in a flood prone (as determined by a click on the map in the vicinity of the application site

ii. The building permit type and the results of the query above will determine the workflow. (if it is in a flood prone area, that person will then be included in the routing
iii. The system asks the PM key questions to further determine the workflow.

iv. The status of each review will be maintained in a database 

v. At the end of all reviews, rejection information will automatically be sent to the pre-determined contact person and alternates by the pre-determined method (e-mail or fax or auto-generated phone).  Pre-determined items need to be on applications.

12. When you put your code (R101, R329, etc.) in it should automatically set inspections.

Use Case:

i. The code will determine which inspection(s) are needed

ii. When printing the Permit, the system then knows which inspections are needed and prints only those inspections on permit.
iii. The system also tracks which inspections need to be made, are not needed for this permit, and have been made

13. The system will also provide flexible ability to add email/communication recipients on the fly as needed.

Use Case:

i. The PM wants to FYI his backup, so he forwards his email that has a link to the document.

ii. The DIR wants to FYI the Development Advisory Board chairman.

iii. The system adds the person to an FYI list.

14. Each tier of Plans Review will be allowed to set the deadline for their respective review as long as they adhere to the minimum time restraint set for each successive deadline.  
Use Case:

i. The PM is going on vacation and wants to make sure he completes his building permit on time, so he sets an early deadline before his vacation.

15. Approvals will be accepted electronically.

Use Case:

i. The system will automatically attach the initials of the permit technician’s that is inputting a new application, revision, additional information, notes, etc.

ii. Inspectors’ approval will be electronic and approving inspector will be recorded.  [Security issues arise here.  We need to ensure that one person cannot indicate that another person approved an inspection]
iii. Plans Reviewer and others as established by Building will approve electronically and their name will be recorded with the effective date.

16. The system will automatically send reminders of due dates. 
Use Case:

i. Default reminders will be set by the __TBD__.  
ii. __TBD__ will be able to set additional reminders for reviewers. 
iii. Reviewers will be able to set reminders for themselves.  
iv. Copies of individual reminders will be sent to their supervisor/manager escalating with the urgency.

17. This system will make people more accountable for meeting deadlines.
Use Case

i. Increased knowledge – all staff views same info (not multiple versions); up to date; accurate; know exactly where we are in the process; can locate all related data with any single piece of knowledge.

ii. Accountability - system report generated on deadlines met or not met and why not. These statistics go into individual Performance Planners.

18. Plans Reviewers will have the ability to make comments on digital plans that will be identifiable as reviewers marks and the system will maintain who made the remarks and at what time.
Use Case:

i. The Login will determine the level of rights.

ii. Everyone will have reading rights, with the exception of sensitive and confidential information.  Sensitive and confidential information will not be available to the public.
iii. There is an issue with IS time-out program

19. Designated person(s) will be established to override any of the system rules. 

Use Case:

i. Building needs to determine who has that authority.

ii. Building needs to develop criteria for ‘excepting’ rules.

iii. System will be able to Flag/report who, why, on what permit, and how often designee(s) make exceptions to the rules.

INTERFACE:

20. There should be as much information on one screen as possible. (Interface)

Use Case:

i. Screens that don’t change when you move around inside the program.

21. The screen(s) should be resizable to increase the ability to better see the screen.

Use Case:

22. The system will provide multiple view capabilities, to include: current only, history only, or both in separate windows; timeline view; spatial view; flowchart view, etc.
Use Case:

i. The PM wants to check on his workload. From a dropdown list, he selects the view type he desires. 

ii. He selects the table view to filter for the items that he is most interested in. He filters by PM, and then selects projects assigned to a coworker that he is backing up. He notices one project is due this week. 

iii. To familiarize himself with the project, he selects the spatial view to find the location of the site. He clicks on several icons to research the neighboring projects. 

iv. He returns to the primary project and uses multiple views to look at the details, history and timeline. 

v. The PM now has a thorough understanding of the project and the surrounding area. He goes to the current view and fills out the next portion due this week.

23. All concerned individuals, internal and external, should be able to determine status of any building permits at all times.  (list example fields for different levels of access)
Use Case:

i. The system will show the steps completed and all future steps required for completion.

ii. The system will track how long the permit spends in each step.

iii. The on-line/public version will provide a contact name for more information/details for each step.
iv. The system should automatically produce a tracking sheet, if desired, once you have finished inputting an application.

24. The system shall provide the ability for all users to view all types of attached documents at any time.
Use Case:

i. The PM wants to view a site plan that was attached in AutoCAD format.

ii. The PM clicks on the file icon and the system automatically loads (and installs if necessary) the viewer for this document type.

iii. The PM logs in to the system and will have full access to his building permit.

iv. An IO logs in to the system and can view status information and published details.

25. The system will provide customers the ability to provide feedback and comments about how the system worked for them.

Use Case: 
i. The feedback/comment system should build a database to enable reporting on system quality.

ii. Establish who is responsible to implement change based upon this feedback.

iii. Establish acceptable time lapse to implement change.

iv. The system will not employ pop-up surveys.

GENERAL EXPECTATIONS:
26. The system will effectively utilize other Standard Tools:

Use Case:

i. Full text search
ii. The new system should be able to query every field, such as type of permit, contractor, etc.

iii. Filtering

iv. Customizable User View (My desktop)

v. Custom View based on process type

(1) Living Document – fields that I don’t need disappear or collapse.

(2) Minimal Screens – Only data needed shows for each part in the process.

(3) Eliminate constant skipping thru unneeded screens.

27. Every capability of the system must be available using a web browser.

28. The system will be able to show everything that the Building Department needs to know in an internet based GIS format.

Use Case:

i. Location ID for each item will be linked to parcel number and to address.

ii. Queries can be made by parcel number and by address.
iii. The viewer will be able to see on a map where the subject land is.

iv. The viewer will be able to interact with that map to get more information such as prior permits, zoning, and other building related limitations assigned to that parcel.

29. The system will be able to update itself when a parcel number changes or when an address changes.  
Use Case:

i. If addressing changes Smith Street to Jones Street, all appropriate references to Smith Street will be changed to Jones Street.

ii. The system will regularly (behind the scenes) check the parcel number in addressing against the parcel number in PAO for changes [OVERLAP:  unless PAO creates a system to inform Addressing when they add or change parcel numbers].

iii. Some Historical records should not change.

30. Building Division needs all HTE GUI data as well as the prior AS400 data that was not put into GUI system to be transferred into the new system. [Must maintain records for 15 years for residential and forever for commercial]

Use Case:
i. Need to access the old fire review program in AS400 (or similar program)

ii. These data have not been updated for 5 years

iii. Temps input Annual Fire Inspection data into HTE that HTE was never able to generate a report from.

31. Selectron (or reasonable replacement) needs to be compatible with the system
Use Case:

i. The system will alert Selectron to call persons and inform them that their permit is about to expire
ii. People calling in wanting an inspection can call in can still schedule an inspection.

iii. Selectron should allow people find results of inspection from new system.
iv. In spite of its touted capabilities, Selectron is really working as a glorified answering machine.  UCF should research replacement hard/software.

32. The new system should include Training:

Use Case:

i. All people will be completely trained on the system and how to do their job on the system.  

ii. There will be manuals on how all parts of the system so that new and promoted employees will be able to learn the system.

iii. There will be on-line help with ability to enter questions.

33. Maintenance of the system should be easy, not a rocket scientist to change or add codes or any other function of the system. 
Use Case:

i. Adding/changing a inspection code should happen from one screen and affect change in the entire system.

ii. Adding/changing/deleting a new user should be just as easy.

34. Impact fees should be automatically generated.
Use Case:

i. If there has never been a house on that lot, then it should add the impact fees to the permit.
35. The new system will allow the ability to search for and view permit data after the CO has been issued

Use Case:

i. Current system does not allow research or viewing permit information after CO,

ii. We do not want data to be able to be changed after CO, but do want to be able to see the information about that permit.

36. The system will Flag permits that have not had inspections within 180 days.
Use Case:

i. This permit is void.

ii. Send e-mail to applicant a week in advance warning

iii. Send e-mail to Tom Forbes for disposition.

iv. The voided application should remain in the system

37. The results of all Buildable Lot requests will be recorded by the applicable parcel for future use.

Use Case:

i. A customer wants to build on a lot and brings in an application.

ii. Staff researches a parcel and determines whether it is or is not a buildable lot.

iii. That parcel(s) is added to a buildable lot GIS Layer.  Attributes (Date entered; buildable (Y,N); reason; person making determination) are populated.
38. The system will maintain the number of units in all multi-unit permit applications.

Use Case:

The number of units needs to be recorded in the database at the time of application.  At CO, this number needs to be verified.
39. The system will track Change of use applications and whether they were approved (create a polygon from GIS that gets added into the ‘Change of Use’ layer in GIS.

40. Misc. notes need to be improved

Use Case:

i. Existing notes should be reviewed for content to determine if new standard fields need to be created to store these types of information

ii. There are several “Misc. Notes” fields.  Not everyone looks at all notes so this field is not a good ‘warning’ field for other sections.  These need to be ‘flagable’ so that others know to review the note.

iii. When miscellaneous notes are still needed, it should be more easily accessible for adding, changing, and searching.

iv. Need to be able to add notes (flag) to a parcel related layer that is retrievable thru GIS,  (SEE #2, 4, & 5)

v. All notes need to be viewable regardless of which division put the note in which module.

41. The use of “Misc Notes” fields needs to be reviewed and the most frequent use of these notes fields need to be converted to their own fields.  
Use Case:

i. Miscellaneous plumbing should have a field describing what will be done under that permit so that inspector knows what to look for.

42. The system will print out a Certificate of Completion when all items are accomplished.  Employees will also be able to print additional Certificates of Completion on demand.
Use Case:

i. The current system does not have this capability.  Sometimes customers want a document from us stating that their pool or other non-occupied permit.
ii. This is not the same as the Development Review CC.

43. Regarding TCOs (Temporary Certificate of Occupancy), the system will alert the Deputy Building Official (Tom H) (and the customer?) when the temporary time period is about to expire and when it has expired.

Use Case:

i. Under the TCO, the customer has 30 days to finish their work.  We have no way of following up to know or to inform the customer.
44. The system will check all applicable fields for completion before allowing issuance of CO – including Water & Sewer, Health Department, Addressing, Engineering, Fees Paid, Etc.  [OVERLAP: This is a policy change affecting several departments]
Use Case:

i. Many departments are involved with the construction of a building, but only our Building Department issues the official CO which allows people to move in.  
ii. The system needs fields representing each of those permitting entities so that they have the capability – and the responsibility – to indicate when they no longer have objections to the CO being issued.
iii. There should also be a very limited override capability.
45. The permit will be automatically tagged as complete (new Category occurring after last inspection and before CO) – even if nobody asks for a CO.

46. For larger construction projects, the system will generate a report of what is not complete and who to contact to get it complete which will be passed on to the Applicant and to the entities on the list.  (Accuracy depends upon operator input when the permit is originally input.)

47. The system will track and simplify the data input of the re-inspection process (___)

Use Case:

i. When Inspector denies an accessory permit, the proper letters and invoices will be generated.
ii. Fees that are not paid (including rejection fees) will be tracked so that they may be sorted by contractor.

iii. Contractors/companies that reach a pre-defined threshold will automatically be notified by letter and that contractor will be flagged/flogged.

iv. Future permits will be flagged that this contractor still owes money.
48. The system will validate input into fields where applicable.

Use Case:

i. It will only accept zoning values that are in existence.

ii. The main fields cannot be blank.

iii. Text cannot be entered into numerical fields.

iv. In the mailing address, it will compare the zip codes to the city.

v. It will check permit numbers to ensure that it exists, has not been CO’ed, etc.

49. The system will “auto-complete” where applicable.  

Use Case:

i. Applicant name where said applicant is in frequent-user database.

ii. While typing “Lo” in the city field, the system will fill in the rest of the city name “Longwood.” (Remember there are mailing addresses outside of the county.)

50. The system will replace the HTE system in the Environmental Department’s Water & Sewer Division where the building permit can be stopped until everything on the W&S checklist is checked off – including paying the W&S fees to Building and Transferring that info to Finance.
Use Case:

i. (Becky will provide screen dumps to show ‘checklist’.)

ii. The new system will notify W&S of each new subdivision (commercial or Residential) with the information that W&S needs to know: subdivision name & project number.  [from Development Review concurrency]
iii. W&S sets up the subdivision project in their system.

iv. DR system will auto-generate an e-mail with Estoppels letter attached to W&S  before issuing any Estoppels type approval for model homes.  Water must be available to new hydrants before W&S approves.

v. If the infrastructure check list is not complete in the new system, a permit cannot be issued for any parcels in the subdivision.  A pop-up informs the permit tech.
vi. If fees are not paid and all paperwork is not complete, the CO cannot be issued.  
vii. A pop-up informs the permit tech who might try to issue a CO

51. The new system must interface with W&S billing program.

52. The new system will be able to determine, using existing GIS layer, whether the person applying for permit is in the SC W&S area. 

53. If the new construction receives services from a private water service, there needs to be a check box in the system to check when Building has received a letter from the builder/owner stating that they have made arrangements for water with one of the private providers. [We need to look into how we can improve the interface between private providers and Building Division.]
54. The system will simplify retrieving documents from Iron Mountain (www.IronMountain.com) where our paper documents are stored.
Use Case:
i. We should be linked somehow to the data base at iron mountain to make an easy accessible process to retrieve old plans and permits.

55. The system will be consistent in field formats

Use Case:

i. All currency fields will be consistent in expecting dollar and cent entry.
CONTRACTORS:

56. When you add a contractor/sub contractor, it searches and pulls up information linking the contractor name, company name and license number. 
Use Case:

i. It should automatically fill in the name, address, e-mail address, phone number and license number for the contractor.  (Auto-complete)
ii. If a contractor is not in good standings with Seminole County then the system will not allow that contractor to be entered on a new application.
iii. There should be separate fields for first, last name, etc

iv. There should be a link to the state license list site to compare company names as they were licensed by the state.

v. It would be nice if info on State site would auto-fill the county fields.

vi. The System needs to occasionally check the state system to see if any county contractors have had their license revoked so that the PT knows the status when the next application is started.
vii. Proof of workers’ comp insurance and date of expiration need to be fields in the contractor database.

viii. We need system to track (at time of application for permit) whether contractor has lost their Workers Comp Insurance.  [UCF: check out a possible link to WWW.eCertsOnline.com] 
ix. Need to scan contractor’s Original Power of Attorney to keep it on file. And database needs to keep track of who may pull permits for whom and for which site (address).
x. All of the above data need to be available to the PT at time of permit application.

xi. If a contractor applies on-line, the system will check the above before issuing permit.
xii. Changing contractor’s name in contractor database should not change the name of contractor in prior applications.

57. Contractor licensing should be easier to use.
Use Case:

i. When adding a new contractor to the system you should have one screen for all contractor’s licensing.  The current system has two separate tables of contractors depending on whether they pay for their license or not.

ii. Contractor license numbers show up when printing a permit.

iii. Contractor renewal cards would be generated when time for renewal by the system. 

iv. Cross reference for contractor license number, name, and company.

v. System should allow adding all sub-contractors to permit application without changing screens or having to update the screen.

vi. When contractor logs in to system, system checks his/her renewal and alerts contractor if there renewal is coming up.

vii. One month before renewal date, the system will alert the contractor of the deadline via the contractor’s choice of media.

viii. Contractor can renew on-line and pay the fee.  The system will check the State database to ensure that their license was renewed.

ix. Mobile Home, fence installers, etc. will be able to pay the fee (if there is a fee for that profession) on line and the system will verify from other available databases.

x. If there is no available verifying database, the fee can be paid on-line and the application will be put in a cue for future manual verification.
58. The Contractor database will track Authorizations (Powers-of-attorney) by contractor for various functions.

59. Permit Techs should not see any fields that they do not need such as structure information when entering a new application to the system, unless it’s a master file. (One set of building plans to be used for several houses.)
Use Case:

i. Need to review all current ‘required’ fields to determine which really ARE required for the PT.

60.  Cash receipts should be one program and give details as to what the transaction is about. (Escrow, contractor license, permits, Water & Sewer fees)

Use Case:

i. currently have two systems

ii. need more information on the transaction

iii. Receipt needs more detail for customer.  (SEE Sandy for details.  See Cash Receipts Expectations)

61.  When we reprint an inspection card that will be displayed on site, it will automatically print the appropriate information on the inspections that have already been completed onto the appropriate line on the hard card.

Use Case:

i. The database will track which inspections have been completed, the date, and results.

ii. This will be re-printed on a new card when original gets destroyed in one of three hurricanes.

62.  The system will allow workers to send Faxes directly from their PC.

Use Case:

i. When it is Ok to connect electric service to a building, you should be able to fax that standard information 

63. When pulling permits, if an expired license is entered, the system will alert the person entering that the license is expired.
Use Case:

i. The system will Offer to tale PT or Contractor if on-line to Contractor Licensing Module

64. Online payments for rejection fees (RE-FEES). Be able to print a list of re-fees owed by contractor name, when it is requested. Generate letters for re-fees owed

Use Case:

65. Be able to search the data base in the same place you are inputting applications and retrieve accurate information
Use Case:
i. Search system will be new window
ii. The system will be able to provide a report listing all current licensed contractors.  
iii. The report can be customized to report by type of license,
iv. It will include name, phone, address
v. It should be linked to the State site and the Tax Collector’s site to cross-check the information that we have in our database of approved inspectors in Seminole County.

BUILDING INSPECTORS:

66. For the next inspection day, the system will list all scheduled inspections by the pre-defined geographic (GIS) areas assigned to each inspector.
Use Case:

i. Since the Inspectors do not come in to the office on a daily basis, the system will need to transfer the inspections to the inspectors.

67. When an inspector views the inspections for the day, they should all be on a map (GIS) to help plan the route.
Use Case:

i. The inspector will be able to view all inspections on a map view

ii. From that view, he/she will be able to click on each inspection in the order that he intends to do the inspections.

iii. From that process, the inspections will be ordered in a table view listing pertinent information for each inspection.

iv. Clicking on some part of that table view would return the inspector to the map view zoomed in to the inspection that he just clicked on.

v. The ordered inspection list will be maintained (or mirrored) on the local hard drive so that a connection to the server is not necessary to continue inspecting.  [OVERLAP:  This would require additional hardware – some form of portable printer in each truck – possibly a 4” dot matrix with roll paper]
68. While in the field, the inspector will have easy access to inspection history and any notes for the day’s sites.  
69. Inspectors should be able to schedule and re-schedule inspections while in the field.
Use Case:

i. If, when the inspector arrives, the work is not ready for inspection, the inspector should be able to set up the next inspection while on site with the builder.

70. Supervisors will be able to view on-screen reports of each inspector’s work for the current day and for prior days including number of sites visited, status of each inspection, starting time and ending time.
71. It will be simple to add a new inspector to the new system as well as to remove an inspector.
72. All forms that inspectors are required to complete will be completed as much as possible by the system: 
Use Case:

i. By existing information in the database before the inspector starts entering data.  
ii. Fields will be entered from pull-downs, etc. as much as possible
iii. Inspectors will not complete forms manually (pen or pencil).  

73. When the proper inspection code is entered (failed inspections), the system will automatically add re-inspection fees and generate a bill to be mailed/e-mailed to the customer (contractor).
Use Case:

i. If the result of the inspection is “WA” (Waived), then this will be maintained for historical records, but not available to the public.
ii. If the results were “AP”, “AE”, or “CA”, a text box should be available to enter comments and explanations.

iii. If the results are “DA” or “DP”, there should also be a comment box associated.  Also, the inspection report should be printable at that time so that the Inspector can leave a copy of the report on site.

FIRE INSPECTIONS:

74. For Fire Inspection, Inspectors need to be able to know which buildings need to be inspected this year.
Background: Inspections need to be made periodically (every 3 to 5 years) on all commercial-type buildings.  The greater the flow of occupants and risk, the more often/higher the priority that the building should be inspected.  Currently, there is no system, manual or automated that tracks which buildings are due to be inspected.  In the past, interns entered data on each commercial building, church, childcare, ALF, apartment building, and other large assembly buildings into a new database that was to help schedule the inspections in some logical order.  The data is stored on the AS400, but was only able to return the list of buildings in an alphabetical order which is useless.
Use Case:

i. The AS400 data needs to be retrieved [last known IS contact: Sabrina O’Brien], and converted into a GIS layer by joining the database to SITUS. The fields of the resulting GIS layer should include: address, name of business, owner & phone/e-mail, contact & phone/e-mail, date of last inspection, , inspector, result of last inspection, (actually, record all prior inspections and results), scheduled date of re-inspection, all of the above  standard frequency of inspections (annually, every 5 yrs, etc), calculated date of next inspection, anticipated use, maximum occupancy, etc.

ii. This data could be displayed in GIS where a group of contiguous streets could be selected

iii. From that set, all buildings adjacent to those streets would be selected.

iv. Inspection report forms would be generated with known data (business name, address, etc.) already inserted.

v. The two inspectors would be dispatched complete all inspections in that area

vi. Each inspector would enter the remaining data in their laptop at the inspection site.

vii. The new data would be imported to the master files upon return to the county building.
75. The system will generate reports for the county Fire Marshal and his inspectors.
Use Case:

i. The current inspection form needs to be replicated in the system

ii. Reports of buildings that are due to be inspected
iii. Reports of buildings that failed inspections and need to be re-inspected.

_______________________________________________________________
CODE ENFORCEMENT:
76. The system will be able to generate reports by querying any field(s) of the database.  Reports will be needed to know the following:

Use Case:

i. What cases are open, closed
ii. What is the inspection status

iii. Cases by inspector

iv. Ability to send time –sensitive letters according to a pre-set process

v. Want to be able to see which first notice, second notice are coming up

vi. Coordination between permitting and CE that notifies CE when an application has been submitted or a permit is issued at an address that has been in violation.
vii. Also, the opposite should happen that permitting is flagged when applicant is requesting permit for address is in violation.

viii. Want to be able to check the status of cases without having to go thru multiple screens.
77. If a property has a code violation (zoning, addressing violations, building violations, etc) there should be a flag or something pop up to let you know that this parcel has a code violation and easily be able to see what the violation is in regards to.

78. The system will facilitate sending and tracking notices to violators by Certified Mail

Use Case:

i. The system will work with the USPS e-certified mail service [OVERLAP:  This change in procedure would need to be adopted by CAO]

79. The system will allow customers to submit complaints on-line with the option to be anonymous.

Use Case:

i. The website will need to distinguish between BUILDING Code Enforcement violations and other Code Enforcement issues which are handled by the Sheriff’s Office.  [OVERLAP:  This will need to be coordinated with Sheriff’s Office.]

ii. Customer notices possible code violation.

iii. Enters address, parcel number, Owner, or selects parcel from map of problem parcel.

iv. Customer receives timeline of standard code violation.

v. Customer has Option to be informed on progress of violation.
FROM LAND FILE/Addressing:

80.  Initial submission of preliminary plats and site plans are in digital formats (.dwg or .dxf).  [Overlap:  This change in process will need to be coordinated with other various Departments as well as BCC, PAO, CAO, Clerks Office, Developers and Surveyors.]

Use Cases:

i. Customers will be able to submit their digital plans over the internet or bring a disc to the office at time of submission.

ii. If customers are unable to submit digitally County staff will scan their documents for further processing.  Timing will need to be coordinated.  8x11 could be done at the front counter at time of application.  Large format, multi documents will need to be done later.

iii. County staff will be able to use site plans and plats in their digital form from start of DRC process through approval and other subsequent processes. 

iv. [Need paper set of docs for “approved” set for developer and set for inspectors for field check.]

v. Approved plans should automatically be sent to PAO office in digital format to speed their editing of the parcel base map and review of building plans for assessment purposes.

vi. Site plan approval and recording of the plat should generate an email to Addressing Section so SITUS editing can be finalized.   

vii. The system will automatically route the necessary information to the next person(s) in the pre-determined workflow. 

81. On new construction, the coordinates could be gathered at the final inspection by the inspector before the Certificate of Occupancy is issued.

82. Estoppel permits (see use case ‘i’ for definition) will be tracked by the new system from the creation of the address thru the creation of the parcel that it was actually built upon.   [If Estoppel permits were no longer allowed by P&D, this would not be an issue.]

Use Case:

i. ESTOPPELS - (estopped) A bar which precludes someone from denying the truth of a fact which has been determined in an official proceeding or by an authoritative body. An Estoppel arises when someone has done some act which the policy of the law will not permit her to deny.  An Estoppel permit is a permit that is approved and issued after the application has been made to DRC to create a new plat and prior to final plat approval and recording. These permits are issued prior to the creation in GIS by the PAO of the new parcel on which the building was constructed. Therefore the parcel number the permit was issued under is no longer the correct parcel number.  Several permits can be issued under the old parcel number.

ii. The system will have a field to indicate Estoppels.

iii. The system will track all Estoppels permits from creation to assignment to new parcel number(s).

iv. After the parcel has been created by the Property Appraiser’s Office and prior to the issuance of the Certificate of Occupancy (CO), they system will prompt the Addressing staff and provide a ’Wizard’ to assist in moving all records created on the old parcel number to the new parcel number(s).

v. When the records have been moved to the correct parcel number(s), the system will notify the Building Department that the Certificate of Occupancy can be issued.

vi. This part of the system will coordinate with the signage expectation and use cases. 
vii. An Alias table will be created listing all former names of streets as well as locally used, but not approved, names

a. Examples of aliases include: French Avenue, Orlando Avenue, and SR600 for US 17-92; CR 15 for Upsala Road; SR400 and Interstate 4 for I-4; SR 436 for Semoran Blvd; etc.

b. If an individual (public or employee) searches for a name, they will be able to find it and then be alerted to the correct name while getting the data that was originally sought.
83. When a Permit Technician is processing a new permit, if there are multiple addresses within one parcel, the system will alert the Technician to that fact.

Use Case:

i. If the applicant did not apply on line, the Technician will enter the parcel number as it is entered on the paper application.  Or, preferably, the Technician will point to the place where the applicant wants to build and the system will return the parcel number, owner, etc.

ii. The system will use the parcel polygon as a selection poly to select all of the addresses within that poly.

iii. The system will then list the addresses in a pop-up with the address code.

iv. The Technician will select the proper address.  [This will require training the Techs in how to select the proper address.  Techs will be held accountable.]

v. If the Technician cannot determine the proper address, the appropriate data will be forwarded to Addressing where the first available addressing Technician will determine the proper address.

vi. Counts of how many times a permit Technician cannot determine the proper address will be maintained for future actions by the supervisor.

vii. Records will also be maintained by the system on number of incorrect address assignments.
84. When a permit Technician is working on a new permit, the system will monitor the data input for accuracy/consistency.

Use Case:

i. When the address is entered, it will be checked against the corresponding parcel number in the situs database.

ii. The parcel number will be used to retrieve the owner’s name and address from the Property Appraiser’s database.  This will be compared to what is on the application and if there is a difference, the Technician will have the opportunity to correct the application.

iii. The coordinates for the situs point of the application address will be used to select the proper municipal polygon from GIS.  The proper field will be returned to the Technician so that the Technician will know whether the address is in a city or in an unincorporated area.

iv. If there is no address for the parcel, an e-mail with the proper data (image of paper application, digital copy of on-line application, etc.) will be sent to addressing for the next available addressing Technician to research.

v. The address will be entered by the addressing Technician so that it is available to the Permit Technician.

vi. The coordinates for the situs point for the address will be used to retrieve (Via GIS) the zoning for that parcel.

