The Business Owner

(Owner) completes the

Business Registration
Application.

There is a $35
dollar application
fee. The fee is

\ 4

l

The R&A Clerk inputs
application
information into
EDEN (Licensing
Software) and Admins
(Business Privilege
Tax Software).

v

the R&A Clerk

lists City Hall as
the mailing

address in EDEN.

credited to General
Ledger Revenue
Account #000-

2913.

make a copy of the
application for the
taxpayer and upload
the application into

Microsoft Teams.

The R&A Clerk will

v

the business

the physical address,

to the pending tab of
the “Business

Application Vetting

spreadsheet."

The R&A Clerk adds

information, including
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City of Allentown
Starting a Business Process Flow
I. Revenue and Audit (R&A)

The mailing address
is updated in EDEN
and the license is
issued.

A
Approved

The R&A clerk
will notate
Cancelled» “Cancelled” and
no license will be
issued.

Zoning and Health
approval?

Denied
A 4

The R&A clerk will
notate “Denied” in
EDEN. No license
will be issued until
Zoning approves a
new location.




If required, the City of Allentown

The fee is $100 and

A Zoning Officer A Zoning Owmer fills out the the funds are Starting a Business Process Flow
reviews the Officer Zoning Permit credited into the I1. Zoni
information in the — > Application for . £0ning

communicates
with the Owner.

General Ledger
Revenue Account
#000-2924,

Microsoft Teams
spreadsheets.

approval to operate
at the proposed

location.

A

A Zoning
Officer reviews
the Zoning
Permit
Application.

If a BSS permitis
required, the Zoning
permit will be
issued when the

<+Approved—_ A Zoning Officer makes a

determination?

Denied—»

The Owner can
either find a new
location or appeal
the decision with

There is a $500 fee
and the funds are
credited into the

General Ledger

correspond_ing BSS the Zoning Hearing Revenue Account
permit is issued. Board. #000-2924.
T
l Denied
A 4

The Zoning
permit must be
picked up and

The Owner can
appeal to the
Common Pleas

signed. Court.
l .
Denied
\ 4

Zoning Officer signs
off with their final
approval on the
Business license.
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The Owner finds a

new location, and

the process would
restart.




City of Allentown Building

Starting a Business Process Flow —»| Permits, #000-
I11. Building Standards & Safety 2916.
(BSS)
Initial application fees are
BSS reviews the $100 for each commercial Plumbing
basics of the business The Owner Once approved by business/building permits | ——{ Permits #000-
and lets the Owner submits all the Plan Examiner, and $50 for each 2918.
know if they need to ——— building plans ————{ the Owner pullsall ——»{ residential permit. Fees [ —
apply for other to the Plan permits and submits are credited into the
permits and submit Examiner. them to BSS. appropriate General
plans. Ledger Revenue Electrical
l Accounts. —»  Permits #000-
2920.
Plan examiner l
will make a
determination on Once all permits are
if 3rd party plans ulled. the Owner | Sign Permits
are needed. putied. “| #000-2922.
schedules the
inspections. BSS
l then conducts
If plans trigger "rough™ inspection.
Land
Development
reivew, Plannng
starts the
process. .
Approved BSS performs the final Denied

inspection?

The Owner must
The Owner is mak'e the
iven the corrections and
; ifi have another
Certificate of _ _
inspection held
Occupancy (CO). il 2 pass s
issued.
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The Owner
completes the
Health Plan
Review
Application packet
and plans.

!

Daycares must go
through training
and background
checks to obtain

l—

Daycares and
Swimming Pools
(State Bathing

Place) must apply —»

for State approvals

Swimming Pools
need to obtain a
State Bathing Place
permit from PA
Department of

State approval. and submit plans to Health.
the State.
Health conducts a
plan review for new
h ? hi preoperational (opening)
(f: ange stq ov]l/ne_:_st_lp inspection to make sure
or exl; r:r‘g g "‘;‘jc' IHEs that the building is in
eeaed. good condition and
applicable Health code
Approved——  requirements are met.
A
Health reviews plans.
Revisions are made
and Health re-
Denied———»  reviews plans.

City of Allentown
Starting a Business Process Flow

IV. Health

Health License
is issued.

A
Approved

Health requires that the
business is in
compliance with all
other Bureaus before
they receive their
Health license or
operational certificate.

The Owner passes the
Health inspection?

Denied
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v

If a building/
business does not
pass its opening
inspection,
reinspection fees
apply.




The Fire City of Allentown

Administrative Starting a Business Process Flow
Assistant (AA)

receives system V. Fire
generated email.

Fire AA looks at the AA informs the Fire
; . Marshal of the
type of business and AA mails out the . .
N ) - inspections that need
determines if the  —»{ permit applicationto —»

. ) to be completed and

business needs Fire the Owner. . .
adds it to their list of

approval.

inspections.

The Fire Marshal
fills out an
inspection report «Pass
and emails it to the
AA.

BSS and or Fire
Marshall conducts the
inspection

Owner must
Fail-» make
corrections.

The fee is
Payment must be The Fire permit is credited to
made to have the [N Payment made? Yes¥ printed and sentto —» General Ledger
permit issued. the Owner. Revenue Account
#000-2928.
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The Owner applies The annual fee is
to R&S and fills out $375 for 2022 and
an application for thefeeis

inclusion in City | credited to Solid

Collection or elects Waste Fund
to contract Revenue Account

privately. #085-2905.

|
v 4
City Hauling

Private Hauler

A copy of the contract
must be submitted to
R&S.

business

Recycling Coordinator
contacts Waste
Management and
informs them to add the

to their route.

v

The Recycling
Coordinator
periodically checks
Teams’ Group
spreadsheet to
identify new
businesses.

City of Allentown
Starting a Business Process Flow
VI. Recycling and Solid Waste (R&S)

——Not enrolled—

R&S sends a Notice
of Violation letter to
the Owner.

!

Yearly, R&S mails an end

of year recycling report
to be completed and
returned with trash and
recycling information
for a business.

R&S makes sure the
form letter and hauler
reports match.
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The Recycling Coordinator
uses the Health License
spreadsheet of upcoming
Health License renewals
to verify if the Owner is
included in City Collection
or contracted with a
private hauler.

If an Owner of a daycare
or restaurant does not
pay for City collection or
they have not provided
proof of a private
hauler, a hold can be
placed on their Health
License.




R&A mails the

The deadline to

City of Allentown

BPT return the file and pay BPT . .
first week of in full is April Starting a Business Process Flow
February. 15th. VII. Business Privilege Tax (BPT)
I
Unpaid
L 4 If Taxpayer files an appeal
petition, the City of
Allentown’s Act 511 Tax
R&A mails out On April 1'6th, Appgal .Board schedules. a
. . penalty and interest hearing in accordance with
delinquent notices to . ) , ,
taxpavers rate applies totaling the City of Allentown’s
payers. totaling 6%. Taxpayer Bill of Rights. The
Board must issue their
decision within 60 days
Un;l)aid from the apﬂeal petition.
v
. If the assessed tax
Paid The Tax E . Tax Examiner sends .
e Tax Examiners is not appealed or
. an assessment letter o
will send the . paid within 90
. giving the Taxpayer .
business owner a 30- . .| days, it becomes
rUnpaic{ 90 days to pay the 4
day request for finaland
assessed tax or .
taxpayer Unpaid unappealable.
inf . appeal the v
Paid information. assessment.
R&A will issue a
notice via first class - .
. . A civil complaint
and certified mail g .
. . is filed with the
threatening legal —Unpaid L
Paid Paid p i p—— action if the Magisterial
al . District Judge.
assessed taxis not
paid within 10-days
\ 4 \ 4 A 4 A 4

BPT payment is made. An R&A team member reviews the return, and the paymentis credited to the
General Ledger Revenue Account #000-2909.
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