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Administration
Policy and Procedure Notice #3/89

TO: Distribution
DATE: February 15, 1989
SUBJECT: Cashiering of LL58/88 Penalties

This memorandum clarifies and expands the cashier procedures outlined in
OPPN 1/89, dated January 18, 1989.

As indicated, applicants who are filing for permits to either (1) legalize
completed work or (2} cure ECB violations received after January 1, 1989 for
work without a permit are subject to a <¢ivil penalty.

Pursuant to OPPN 1/89, the civil penalty should be collected at the time of
initial filing when the application is to legalize completed work. The
civil penalty should be collected at the time the permit is requested con
filings to cure work without a permit violations.

In either case, the penalty shall be computed by the borough fee estimator.
Payment of the fee and payment of the penalty shall be rung up as separate
transactions.

The cashier will accept and record the filing or permit fee payment in the
standard manner i.e., as a NB, BN or ALT.

The civil penalty payment should be entered on the miscellaneous revenue
key. A manual notation of the civil penalty transactions must also be
maintained. When the ACRAF 400 is prepared, penalty payments must be
recorded separately fram other miscellaneous revenue. Revenue Source (060C
with the description "Fines" shall be used to record civil penalty revenue.
A sample ACRAF 400 is attached as a guide.



Questions with respect to the cashiering and recording of LL58/88 revenues
should be addressed to Fiscal Division.

Terrykﬁéely KFClain
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Sample ACRAF 400
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INTEGRATED FINANCIAL MANAGEMENT SYSTEM

CASH RECEIPT
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