
Applicant & Staff
sign the permit

A-Permit
Application Is the work

minor?

Go to
B-permit
process

Are there
clearances required from
other agencies, such as

CALTRANS,
DOT (driveway width)
BSL (relocate st. light)

BSS (st. damage
resotration)?

The Permittee
obtains clearances

from the
appropriate
agencies

Staff completes
the inspection

quantity
calculations

$

$

Calculate fees

$

$

Cashier checks fees
Applicant pays fees

Are there other
related permits?

Do these other
permits need

inspection signoff
prior to an

A-permit signoff?

Make
necessary

notes on A-
permit

Yes

Register Prints
Receipt

Register validates
permit

Is a field check
needed?

Conduct field
check

Is the Applicant
ready to pay the

fees?

Hold for
Applicant's
payment

Issue and
print the
permit

Enter job location,
work scope,

measurements,
and other

documentation
into application

Yes

No

No

Yes

Yes

No

Yes

No

No

Yes

No

Staff enters Thos.
Bros. coordinates,
reviews application

for  hillside ord.,
ADA, waiver

forms, waiver fees,
and scope

requirements

Create
customer

profile

Submit to Staff

cont'd

Staff hands Applicant
Customer Satisfaction

Survey
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BCA awaits call for
inspection

The Permitee
makes the

necessary work
corrections

The Permittee and
inspector discuss

the work

Inspection report
is  stapled with

original copy and
filed

End of
A-permit

processes

Does the
Permittee
request

inspection?

30 days prior to the
expiration date, BOE sends

courtesy letter to inform
permitee that the permit will
expire & notify them that if
job is already done, they
need to call for inspection

The Inspector's signed
copy of the permit is

sent to BOE

Is the work
satisfactory?

Was an A-permit
necessary for the

sign-off of any other
permit?

No

Yes No

No

BOE notifies the
necessary sign-

off on other
permit

Were the
necessary sign-offs

completed?

No

BCA notifies
permittee to

complete other
related work per
notes on permit

Permittee gets
other permits

signed off

Permittee notifies
BCA of sign off

Yes

Does the
Permitee make
the necessary
corrections?

Notify Street Use to
issue citation

Is permit
modification
necessary?

Is work
completed
without an
inspection?

BCA verifies the
quantity of work

completed without
an inspection

Does BCA
accept the work
that has been

done?

Yes

Does the
permit need

modification?

Yes

No

The Permittee
needs to return

to BOE for a
supplemental

permit

Preliminary
Inspection

No

No

A Con Ad Inspector fills
out an inspection report

and  signs the permit

No

Yes

Permittee receives 2
copies

BOE  keeps 1 copy
BCA receives 1 copy

cont'd

Yes

No

2nd Inspection
  (Placement of

Concrete)

Inspection
  (Final Inspection)

Yes

Yes

Yes
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Cashier runs day
end reports.

Reconciles and
prepares deposit

slips

Cashiers input into
spreadsheets

(4 week report)

Deposits delivered to Brinks
Bank Processes deposits

Daily Bank Transmittal

Audit Tapes

Back-up
Documents
Daily Cash

Reports

Deposit Slips

Credit Card
Receipts

Treasurer Downloads
Data to TSO

Treasurer in Transit
Report generated

Bureau of Accounting Receives
all 5 Docs. Reconciles Bank

Deposit slips to Treasurer's In-
Transit Report

Recap Reconciled
Cash Receipts
input to FMIS
Approved by

Treasurer

Approved copy to
Accounting,
Controller,
Treasurer

end of accounting
processes

A-permit
Accounting

Process
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