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SECTION 6 - RECOMMENDATIONS

6.1 Business Process Recommendations

6.1.1 Specific Business Recommendation for Addressing Procedures:

1. Building Permit Approval Procedure:

The building permit approval procedure takes approximately one hour per person to
review if the required information is complete. Around 75 requests per week are received in
Addressing. It was observed that 50% of the time spent could be reduced by improving the
process. An example of an improvement would be to replace manual reviews of a site plan
with digital submissions. If the customer cannot submit digitally, then the plans should be

scanned upon initial receipt and distributed to the appropriate personnel.

Old maps for the subject property should be replaced with GIS, so that Addressing and
Addressing-trained Building Division personnel can search for properties.

Addressing currently determines address ranges by using paper maps with address grids.

These should be replaced by using scanned maps until new GIS layers can be created.

Updating multiple databases could be eliminated to streamline the process. There are
four different databases and when updates are filed, the information needs to be entered four
separate times. The new process would eliminate duplicate entries and eliminate the

possibility of different addresses being assigned to the same place.

2. Addressing Procedure for Development Review for Cities:

Seminole County Addressing is responsible for addressing the cities of Lake Mary,
Casselberry, and Longwood. The City’s Development Review Process can take more than
6 months to complete. Each time any reviewer in the project rejects any part of the plan,
another submittal must occur. The Addressing part of that process takes 30 minutes per

submittal.
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It was observed that 50% of the time spent could be reduced by improving the process.
Steps such as reviewing for 911 compliance, sending memos to the City’s Project Manager,
scanning plats, and manual distribution of new address data to multiple parties could be
eliminated if projects began in digital format. Distribution of digital addressing data should
be accomplished through the use of routing software.

The passing of information between various participants in the entire Development
Review process should also be accomplished through routing software. This issue and the
digital submission recommendation should be discussed with the various city authorities for

resolution.

Updating multiple databases could be eliminated which would streamline the process.
The new process will use one geo-database and all users of address data within the County

will view that database.

3. Addressing Procedure for Development Review for Seminole County:
The County’s Development Review process can take more than 6 months to complete.
Each time any reviewer in the project rejects any part of the plan, another submittal will

occur. The Addressing part of that process takes 30 minutes per submittal.

It was observed that around 50% of the time spent could be reduced by improving the
process. Improvements would include eliminating reviews of 911 compliance, scanning plats,
sending hard copies to the water and sewer office, and manual distribution of new address

data to multiple parties.

Distribution of digital Addressing data, sending copies of plats to the Water and Sewer
Division, and the passing of information between various participants in the entire

Development Review process should be accomplished through the use of routing software.

Page 935



HORIDAS NATURAL CHOICE

Addressing

d

Updating four databases (as mentioned in Sections 1 and 2 above) that include
Addressing records could be eliminated, thus streamlining the process.

4. Private Street Name:
The private street name procedure takes typically eight hours per address. It was
observed that 35% of the time spent could be reduced by improving the process. Certain

steps such as working with copies of the plats and sending hard copies. could be eliminated

5. Public Street Name Change:

The Public Street Name Change Procedure takes approximately 10 hours per address,
because a BCC hearing is necessary to the complete the process. The process could be
improved by 45%. Submitting hard copies to the Community Resources Manager, Planning
and Development Director, and County Manager could be eliminated streamlining the
process.

6. Readdressing for Seminole County:

The Readdressing Procedure for Seminole County takes typically eight hours per address.
Improving the process would save time by 30%. Sending hard copies and updating multiple
databases could be eliminated.

7. Variance:
The Variance Procedure takes typically 16 hours per address. Improving the process
would save time by 35%. Finding back up information in multiple databases could be

improved by locating the data in one place.

8. New Address Updating Procedure for 911:

This Procedure can be improved if the 911 database for new addresses and Addressing
records can be linked together to avoid the double entry of the information. This would
require replacing the County’s MSAG database with the GIS Addressing database (Situs). If

that cannot happen, then the process of communicating address concerns from Public Safety
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and the Sheriff’s Department needs to be streamlined with on-line forms and routed to
Addressing who would in turn research the problem and send any corrections directly to the
Bell South MSAG.

9. On Base:
This procedure will be eliminated if the Addressing Section works from the beginning

with digital files.

10. Scanning Letters:
This procedure will be eliminated if the Addressing Section works with digital files for

letters, utilizes electronic submitting, and can scan Certified Mail receipts.

6.1.2 General Business Recommendations:

1. Internal Process Assessment

It is recommended that P&D standardize the procedures for the Addressing Section with
a set of consistent goals; and uses a set of measures that can determine the success of these
goals. These should be written in a tangible format and reviewed on a regular basis.

2. Communication System Improvements

The communication system tools needs to undergo improvement. This can be achieved
by implementing a system to provide inter-Division feedback and a set of office policies that
require inter-Division communication. The primary purpose of this new communication

system is to insure that data flows efficiently.

3. Training
Employees involved with the Addressing data should undergo training to develop an
understanding of the new standardized procedures. This training should be delivered by the

P&D Department and the Addressing Section. Metrics will be measured on an annual basis
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to insure the new system is working correctly. Training should be mandatory for all
employees in Addressing Section.

County employees who use address data in their daily work should also receive training
to insure that they are able to understand the Addressing data, how to access it, what
Addressing’s role is in their process, and what Addressing’s role is NOT.

4. Re-locate the data

The current system has multiple databases that are not linked together. The data should
be re-located into a master database and should be feed by the Addressing Section. The
existing database system requires a high level of redundancy with four duplicates of the
current information. A single point of contact should maintain the master addressing database.
This database should be accessible to all Seminole County employees, however all entries
should be controlled by addressing.

5. Feedback

This system must incorporate continuous tracking to give the status of any project related
to the Addressing Section. Where applicable, a reminder system that provides feedback
directly to employees should be developed. This reminder system should provide warnings

of impending deadlines.

The process should also provide for feedback of employee performance, based on the
measures developed for the assessment. This feedback should be provided to the employees
and management as a learning tool. A policy should also be developed to insure that all

involved employees follow these requirements.

6. Processes using mailings
The mail-merge procedures that are currently in place could be assigned to an

administrative person in the Department, allowing the Addressing staff to concentrate on
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Addressing issues. If that is not possible, the mailing processes could be improved by using
GIS to select the parcels that need to be contacted and exporting that list of addresses to a
database for mail-merging. This process, when joined with PAO data, can also be used to get
the owner address of a property when the owner is not the resident of that address. When the

card for Certified Mailings is returned, it should be scanned and stored with a link to its letter.

7. Control of the Addressing Database

Addressing employees currently maintain control of the Addressing database. Only
addressing employees are allowed to enter information into the database. The system needs
to be modified to prevent bad data from being entered, and a simple check of basic entry

rules needs to be performed. A training program for those employees should be implemented.

8. Building Permits

Addressing employees have to research building permits applications submitted with
incomplete data. To solve this issue, Building employees need to have access to the
Addressing database and all scanned data. An integrated system is necessary in this section.
All data needs to be digital and easily queried in order to eliminate unnecessary research. The
Building Division should develop the query screens so that it is simple for them to get the
information that they need. The Building Division and Addressing Section will design codes
for the different building permits that need to be routed to Addressing to verify the addresses.

A training level is also necessary.

9. Property Appraiser’s Office

The Property Appraiser’s Office splits and combines parcels on a daily basis, which can
render Situs information invalid. During the current weekly conversion process in HTE,
some property appraiser parcels will not sync with the existing Situs Addressing information.
To solve this issue, the current HTE system needs to be replaced with a new system that can
identify changes in either database in real time. The system put into implementation should
be sufficiently integrated with the Property Appraiser’s office to identify parcel splits and

combining in real time and make the modifications.
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10. Estoppels

A new business process should be implemented that does not allow Estoppel permits.
Occasionally the request for Estoppel Permits in the Building Division needs to be issued
before parcels exists in the PAO database, and these Estoppel permits can create a serious
problem with Addressing data. The solution is to submit site plans and plats digitally.

11. Bad Addresses

Bad addresses exist in GUI and Situs. These addresses are being used by other Divisions
and Departments and additional information is being attached to these bad addresses. To
solve this issue, a master system with manual and automatic validation tools should be
implemented. The Addressing Section can identify bad addresses through the validation
software tool, and an Addressing employee can manually confirm those addresses before
storing them in the master database. Also, the current data in Situs need to be cleaned up to
avoid transferring bad data into the new system. The current process needs to be improved to
expedite communication of possible bad addresses from E-911 personnel to Addressing
personnel. It is highly recommended that Seminole County take steps immediately to cleanse
the existing database of bad data. This situation entails a high level of risk because safety and
emergency responses rely on accurate data. If the cleaning and validation of this data cannot
be done by Seminole County employees, the cleanup should still be done by an external

agency.

6.1.3 Improving Results

The block diagram below explains the role of the new Addressing Section-Oriented
Information System. The new Addressing Section-Oriented Information System will be
designed to better support customers and to improve the current results by providing end-to-

end integration of all the activities of Addressing.
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Results
Addressing Section-Oriented Information System

The results that can be improved are summarized in the table below and are explained

with detail in Section 4 of this report.

Results

Improvement
Opportunity

Reliability
Describes the performance of the Addressing Section in delivering the | 11.75%
service to the correct place, within the required time frame, in the condition
required, with the necessary documentation, to the assigned Department.

Responsiveness 13.0%

Describes how quickly the Addressing Section provides the services to the
correct customers.

Flexibility

Describes the ability of the Addressing Section to respond to customer 18.0%
changes.

Cost 46.1%

Describes the cost associated with operating the Addressing Section in
terms of man-hours.

Profitability

Describes the effectiveness of the Addressing Section in managing assets 10%
to support demand satisfaction.
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6.2 New Addressing Procedures Flow Charts

The new Addressing Procedures Flow Charts illustrate the timelines from the end-to-end
integration of all the activities of the Addressing Section. The new system will be able to
reduce approximately 46% of man-hours, thereby reducing costs and improving
accountability, reliability, and flexibility. The design of the new system will streamline the

process, from 12 procedures to eight procedures.

Building Permit Approval (Figure 6.1)

Development Review Addressing Procedure for Cities (Figure 6.2)
Development Review Addressing Procedure for Seminole County (Figure 6.3)
Private Street Name (Figure 6.4)

Public Street Name Change (Figure 6.5)

Re-Addressing (Figure 6.6)

Variance (Figure 6.7)

New Address Updating Procedure for 911 (Figure 6.8)

L N o g s~ w D E
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FIGURE 6.1 ADDRESSING BUILDING PERMIT APPROVAL

([ START

A 4

Request for Residential or Commercial Building Permit
(Digital application)

A 4

Permit Legal Digital Review [« Customer Resubmits

F 3

Customer Informed

f

Yes _| The system forwards to
Building Supervisor
F

Plat matches
Site Plan?

Dev.
Review
Process
h R j S_
. eview site
i SN } plan for 911
compliance

Permit Rejected
(Application
continues)

F

N

Yes

Assign Address (changes added to Plat/Plans)
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Figure 6.2 Development Review Addressing Procedure for Cities

h J

Applicant Requests for Subdivision (Platted) or Site Plan (Not Platted)
(Digital application)

b J

Plats/Site Plan is routed to Addressing (Review for 911/ Addressing compliance)

!

The system forwards Memo to appropriate City PM in DR detailing what’s approved, what
needs to be corrected, $ fees involved, and standard comments for their next DRC meeting

Inform PM, await Re-submittal
(Notify customer)

Convert digital map to GIS

'

Determine Number Ranges from Digital Maps

.

Assign Addresses in GIS Pre-Situs Layer

)

System Forwards to Water and Sewer to Set Accounts

v

Field Inspection Required

System Contacts City
Staff w/ request NOT to

issue Permit
b

Erected? No

Yis

DRC Approval

)

P&Z ;!kppmva]

v
BCC Meeting

]
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The system forwards digital addressed Plat or Site Plan to
Post Office, accompanied by Memo asking them to review it

h 4

Addressing system forwards Plat or Site Plan to appropriate concerned parties

l

Review Report comparing PAO data to Situs

Y

System notifies inspectors to perform final street signage checked

-

Perform permanent Street Signs Field Inspection

System Contacts City Staff
with request NOT to Issue
Permits or Certificate of
Occupancy

No
Approved?

Proceed with Building Permit Approval Procedure

End
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Figure 6.3 Development Review Addressing Procedure for Seminole County

b

Applicant Requests for Subdivision (Platted) or Site Plan (Not Platted)
(Digital application)

A

Plats/Site Plan is routed to Addressing (Review for 911/ Addressing compliance)

!

Addressing Approval
(Street name, $ fees designation, private roads naming)

Inform PM, await Re-submittal
(Notify customer)

Approved?

Convert digital map to GIS

'

Determine Number Ranges from Digital Maps

Assign Addresses in GIS Pre-Situs Layer

)

»

System Forwards to Water and Sewer to Set Accounts

.

If estoppel permit, route map and request to DRD inspectors
for required temporary Street Signage confirmation

No Reject Building Permit
- Application
Yes
DRC Approval
P&Z Approval
v
BCC Meeting

b

U
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Property
Appraiser
Update
Parcel Maps

Approved?

Yos

Addressing compares Pre-Situs addresses to

approved document and correct Pre-Situs

L

Pre-Situs addresses are entered into GIS Situs and

L

parcel numbers are added automatically

k J

The system forwards digital Addressed Plat or Site Plan to Post
Office, accompanied by Memo asking them to review it

L J

Addressing system forwards Plat or site
plan to appropriate concerned parties

L

Review Report comparing PAO data to Situs

k4

System notifies inspectors to perform final street signage checked

Perform final field inspection form permanent Street signs

L J

Proceed with Building Permit Approval Procedure

End
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FIGURE 6.4 PUBLIC STREET NAME CHANGE PROCEDURE

Request For Street Name Change
{Digital Application)

v

Research
Proposal

Field Inspection

Present to 911 Commitiee for Recommendation and Appropriate Action

Notify Applicant

Meet with District Commissioners to Explain Why |
Change is Necessary and to Answer Questions

Discuss warrants of
application

L 4

Use GIS to Select
Affected Owners

Y

System Notifies Affected Property Owners and Tenants of an
Impending Change{Ask property owners for input

regarding new street name and designation)

Review Suggestion Received
and Decide on Final Choices

r

System Mails Posteards to Property Owners for
Final Vote on Sireet Name and Designation
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System Compiles the Results of Street Name and Designation

!

System Notifies Property Owners and Tenants Informing
Proposed New Street and Designation

l

Agenda
Process

|

BCC Meeting

System Notifies
Affected
Owners

Addressing Prepares Document Action Form

ki

System Documents Action Form and Resolution is Sent to County
Manager’s Office

‘

System Documents Action Form and Resolution is Forwarded to
BCC Chairman for Signature

v

System Sends Resolution to County Commission Records for Recording

!

Addressing Receives Recorded Copy of Resolution

}

System Orders New Street Sign from Traffic Engineering
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System Forwards to DRD Inspectors
to Perform Field Review

System Informs

Enkf Aéliin

System Sends Resolution to
Appropriate Concerned Parties

!

Addressing Change Parcel Map

L J
Follow Through Readdressing Procedures
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FIGURE 6.5 PRIVATE STREET NAME PROCEDURE

Request for Private Road Naming or Discover Discrepancy
(Digital application)

Research Proposal

System Notifies

Applicant
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. . If no names are

The System Notifies Affected Property Owners and Tenants of an

impending change (Ask property owners for input regarding new ] » submitted - addressing
street name and designation) will name street
I
Public
Yes Work with concerned

Dissatisfaction? . .
citizens to resolve issues

Addressing Reviews Suggestions Receive
and Decide on Final Choices

'

The System Forwards Letter with Prepaid Postcards
to Property Owners for Final Vote on Street Name
and Designation

The System Notifies DCM for

Satisfied?
g Appropriate Action to Resolve
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FIGURE 6.6 READDRESSING PROCEDURE
Start

Receive Digital Request from the Public, 211, Sheriff, Public
Safety, Post Office or other Government Entity

b
Research
Proposal

Field Review

No
System Notifies Requester |‘—

| 911 Committee |

Go to Name a new private 0 o Go to Public Street
road procedure name change procedure

| Change an Address or Re-Address Entire Street |

L
| Brief Dist. Commission |
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System Notifies Affected Property Owner & Tenants of Impending Change

Determine New Numbers

System Sends Re-Addressing Letter to Property Owner and Tenant from Old Data

Edit Situs
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Ficld inspection for
posting of addresses

File Maintenance

System Generates Request of Code Violation to
Property Owner and Tenant

N

1]

Process Paperwork to Take the Violation
Before the Code Enforcement Board

!

Perform Final Field Inspection Prior to Hearing

System Completes an Affidavit of Compliance,
Sends it to the Secretary of the Code
Enforcement Board, and have the
item Removed from the Agenda

Present the case to the Code Enforcement Board

(e, l

Lien attached to property until discrepancy is resolved
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FIGURE 6.7 VARIANCE PROCEDURE

Digital Request for Variance

Generate
Packet Using GIS
and Existing Data

'

System Notifies Committee Members of Date
and Time of Hearing and Attaches Packet

h 4

System Notifies Applicant of Meeting Date and Time

h 4
Mecting
(Hear applicants request, County statement of
the Code, question and answer) Committee votes
and approves or disapproves it

I

Minute Prepared and Sent to Addressing

A

Go to Addressing

Addressing System Creates Finding of Facts from Committee Recommendation

Y

System Sends it to Public Safety Director for
Review and Disposition
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Figure 6.8 New Address Updating Procedure For 911 Office

Database Updating
by Addressing

L 4

The System Forwards to
911 Office the New
Information

L 4

The System Updates
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Y

System Forwards
Complete form to Colorado
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6.3 Technical Recommendations

Internet Development Framework

In order to have an Addressing Section-Oriented Information System it is necessary to

select an Internet Development Framework that provides a unified environment where the

different software modules can be integrated (Reference: Agenda Report).
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6.3.1 System Architecture

The new Addressing Process-Oriented Information System should be designed to

satisfy the expectations and corresponding use cases thus far identified. Below you will find
the list of modules recommended in order to meet the identified expectations. For detailed

information about the expectations and use cases please refer to Section 5.

[ ]

[ ]

[ ]

Geographic Information
2.Provide Digital Map
3.Provide exportable data

Plats Submission
5.Digital plats

[ 1

Tracking/Status
8.Check Status

9. Notify completion
21.Link Documents (GIS)

Address Approval
24.No Signage
29.Addressapproved

[ ]

Application Submission
1.Requirements

4.Download Information

6. Submit Application

20. Submit digital Documents

—

Communicatior
7.Complaints
25.Feedback

Input Control
22.Verify input
23. Autofill input

[ ]

Work flow

17.Reminders
18.Route information

Storage
4. Download information
30.Sawe certifyed mail

[ ]

Parcel # update

14. Transfer parcel information
19.External Access to changes

28.Track estoppels

27. Add parcel and match address

Address Update
10.Notify address change
11. Revise redundancy.
12.Enter new Address
13.Rights
15.External address change
16. Submit address change
19.External Access to new data
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Use Case Diagram

The following Use Case diagrams summarize the recommendations in terms of access to

the different modules and activities of the new Addressing-Oriented Information System.

Customer

2.Provide Digital Map
Geograpic Inf.

3. Provide exportable data

Plats submission 5.Digital Plats

4.Download
Information

6.Submitapplication

Application
submission

1.Requirements

20.Su igital
Documents

8. Check Status

Customer Tracking / Status

21.Link Documents (GIS)

7.Complaints
Communication

25.Feedback

4.Downtoad

Storage Information

14. nsfer
parcel inf.
Parcel update

9. External access
to changes

1 nal

Address update address change

16-submit
address change
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Tracking / Status 9.Notifycompletion
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14 er
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Address Change

110 ect
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