City of Allentown
Bureau of Recycling and Solid Waste
Intitial Complaint and SWEEP Offier Investigation
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Previous complaints
and tickets will be
shown underneath
the address on the
SWEEP Database.

SWEEP Department logs
the complaint into the
SWEEP Database to print
out an Investigation
Report. (IR)
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If a SWEEP violation
is identified, the
SWEEP Officer will
take pictures of the
address number and
the violation(s).
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City of Allentown

Bureau of Recycling and Solid Waste

SWEEP Ticket Issuance

Issue a SWEEP

Appeal Process

Overdue Notice
and Citation

Ticket
The SWEEP Officer The SWEEP Officer
From P.1 returns to the office and decides if the properties
' gives the SWEEP » need a SWEEP Ticket for
——» [Manager the completed the SWEEP Violation

IRs with pictures.

that has occurred.

The SWEEP Manager
prints out the SWEEP
Tickets for the
violations that were
discussed with the
SWEEP Officer.

The SWEEP Ticket is
mailed to the
property owner's

"| address with pictures

providing proof of the
violation.

Pg. 2/6

as the SWEEP

Ticket appealed
within 14 calendar
days?

as the SWEEP
Ticket paid in full
within 14 calendar
days?

Payment Process



City of Allentown

Bureau of Recycling and Solid Waste

Appeal Process

Appeal Process

A SWEEP Ticket can be
appealed by the
Property Owner within
14 days of the original
ticket date by:

v

Emailing the
SWEEP Office.

A
Completing
online SWEEP
Ticket appeal.

A
An appeal
ticket request

v

Appealingitin
person at the
Bureau of
Recycling and
Solid Waste's
Office.

A

> is reviewed by
the SWEEP
Manager.

A

A SWEEP Officer will
return to the property
with the IR and recheck
for compliance.

No

Has the Property
Owner complied?
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A 4

SWEEP Ticket
will be upheld
in full.

SWEEP Ticket will be
modified to a lesser
amount or withdrawn
in full.

Payment Process

Is the Property Owner
continuing to contest the
SWEEP Ticket without
correction of the violation?

SWEEP Manager may
choose to file a Citation
at the local Magisterial

Court.




City of Allentown
Bureau of Recycling and Solid W
Overdue Notice and Citation

Overdue Notice
and Citation

ste

An Overdue Notice is issued if the
Property Owner does not pay the
full amount of the SWEEP Ticket
within 14 calendar days and it will
incur an additional penalty.

Was the Overdue Notice

Payment Process

Appeal Process

A

No
Does the Property

Yes

Owner pay in full or
appeal the citation?

\\\f?

Yes

with the addtional penalty
paid within 14 days?

No

The SWEEP Manager will
file a Citation and then
the SWEEP Officer may

send the Citation(s) to the
local Magisterial Court.

A 4
The SWEEP Manager
changes the status of the
ticket on the SWEEP
Database from "Pending" to
"Citation Pending".

I

Magisterial Court
will decide the
penalty for Property
Owner.

Yes

A

Property Owner may
be required to pay
the fullamount from
the citation or appeal
it within 30 days.

A

No

Does the Property
Owner show up at the
Magisterial Court?

If the MDJ permits having the case

in absentia, the MDJ may continue

the case orissue a Bench Warrant

for the defendant if there is a ‘no
show.’

The SWEEP Officer who initially
investigated the violation must also be
present at the Magisterial Court Citation
Hearing. If the SWEEP Manager has
evidence to support the case, the
SWEEP Manager must also be
present. Any other time the SWEEP
Officer has the ability to prosecute
without the SWEEP Manager’s support.

A

After the hearing, the
SWEEP Manager

enters the results from
the hearing into the
SWEEP Database.

A

Property
Owner can

"| serve up to 90

days injail.
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Bureau of Recycling and Solid Waste

Payment Process

Payment Process

In person in

The SWEEP
Department is sent an
email notification

A 4

Treasury.

A 4

In personin

when a payment is
received in Treasury.

the SWEEP
Office.

The SWEEP
Ticket is paid
by:

.| Mailed to the
"| SWEEP Office.

A 4

The SWEEP Clerk receives the
payment and looks up the SWEEP

Dropped off outside

.| in the lockbox located
"| outside of the SWEEP

Office.

A 4

Ticket number to verify the fine
amount. This also includes any
additional costs.

A 4

A
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The SWEEP Clerk
stamps and sorts the
payments and enters
the information into
the SWEEP Database
and Tyler Cashiering
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Bureau of Recycling and Solid Waste
Daily Deposit Process

Daily Deposit
Process

The SWEEP Clerk counts all
of the cash and coins in the
register and enters the
amounts in Tyler
Cashiering.

The SWEEP
Clerk verifies

A 4

all the checks
received for
the day.

The SWEEP Cerk closes the
batch in Tyler Cashiering

"| and prints two reports from

Tyler Cashiering.

The SWEEP Clerk removes the
cash amount from the drawer

"| that was processed that day and

places it into the deposit bag.

A

The SWEEP
Department will take the

A

Deposit Bag, Settlement
Report, and Batch Report to
Treasury the next morning.

The SWEEP Clerk gives the
SWEEP report, Settlement
Report, Batch Report, Deposit
Bag, and drawer to Management
to double check.

The SWEEP report,
"Tender Details", and

A

together.

cash receipts are stapled|

The SWEEP Clerk prints out all of
the SWEEP Payments that were
entered into the SWEEP
Database for that day.

A 4

Treasury makes
deposit.
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