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Police Ticket Procurement

When the ticket book
inventory is low, Clerk lll

Confidential requests
ticket books to the APA

Allentown Parking
Authority (APA)

Allentown Police
Department (APD)

APA procures parking
ticket books and sends to

the Allentown Police
Department (APD) Clerk lll

Confidential

Platoon Commanders issue

the ticket books to
individual Police Officers;
Police Officers initial the

Platoon log for acceptance
of log

Clerk lll Confidential
distributes the ticket
books to the Platoon
Commanders; Clerk

records the distribut¡on on
a log

Ticket Book
Platoon

Distribution
Log

Ticket Book

lndividual Officer
Distribution

Log
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For Dispatched Calls,

verbally notifies the Police

Dispatcher of the action
taken on the transmitted

complaint

2nd Ticket
copy

Returned to APD
Lockbox

1" Ticket
copyViolator

Police Officer ¡ssues a 2-part
ticket for the violation

Allentown 911

Communications
Center

APD

Police Dispatcher receives
parking complaint calls and

enters the complaint call

information on Computer
Aided Dispatch (CAD) system

Police Dispatcher transmits
the complaint call information

through CAD to the APD;

Dispatcher electronicallY
maintains a log of the

transmitted calls

Dispatch
Call Log Police Offlcer identifies

vehicle violation

t_

APD Contacted for Violation & lssuance of Parking Tickets
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APA Processing of Tickets and Citations

Not entered
iNtO APA
database

CSR sorts the tickets in the
date order of issuance and
manually enters the ticket
information into the APA

database system

APA

TicketsAPD Lockbox APA
APA CSR sorts the
tickets in the date
order of issuance

Police Officers periodically
takes tickets in the APD

Lockbox to the APA
Customer Service

Representative (CSR)

Ticket payments are
accepted by the APA

through mail, in-person
visits, or the APA online

payment platform

Clerk searches the
violato/s address on

CTEAN and sends a 30-
day past Reminder

Letter

Magistrate Court

Ticket becomes a

Parking Ticket
Citation (PTC) and

forward to the
Magistrate Court

Yes Tickets paid within
30 days?

No

No Tickets contested
by violator?

Yes

Yes Tickets legible for
database input?

I NoYes

Tickets paid within
60 days?

No

Yes

Yes

Able to confìrm
incomplete information

with APD?

No

Ticket not legible but
already paid?
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Magistrate Cou rtlParking Ticket Citation

Dismissed

Magistrate Court

Within one week after
PTC is filed with the
court, Court sends a

Court Summons to the
violator's address

PTC

Contested
tickets

for 60unpaid
days

APA

Monthly
checks

Violator pays directly to
the Mag¡strate Court of
the violation amount,

plus court fees

The Magistrate remits the
violation amount collected

and a report of the tickets pa¡d

to the APA once a month;
Court keeps the court fees

Magistrate Judge holds a

hearing with the
defendant

No
Violator pleads guilty?

Yes

Yes
Defendant guilty?

No
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APA Payment of Parking Ticket Revenue to the City &
City of Allentown Processes Parking Ticket Revenue

Ticket
payment

City Treasury
Department

Treasury creates a journal
entry and deposits the money

into the General Fund

Quarterly, the APA Finance
Department rem¡ts a check for
the Police t¡ckets/PTcs, paíd to
the Cíty Treasury Department

Quarterly
checks

APA Finance
Deparfment

APA Finance Department
produces a revenue report of

pTCs

APA Finance
Department

APA Accountant uses the two
revenue reports to arrive at

the amount owed to the City

APA On-Street
Department

APA On-Street Department
produces a revenue report of

Police tickets
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