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Expiration Process – PublicWorks Module

Jurisdiction:

     
Submitted by:

     
Date:


     
Please check the following Expiration Process options that your jurisdiction would like enabled.
** See “Record Expiration Summary.pdf” document for full details of each option.
Create Expiration List
 FORMCHECKBOX 
 
Automatic batch process that creates a list (set) of records about to expire on a routine schedule.

     
How often and when should this run (Weekly each Monday, Monthly on the first, etc.)?

     
How many days in the future should the script look at when retrieving the list of records based on their expiration date?  Default = 35.


     
How often should records be added to the list again after they received their last expiration letter?  Default = 60.


     
Agency email address to receive an output when creating the list – can include multiple email addresses.  The output will include records that are missing email addresses and addresses so they can be corrected prior to generating letters.
 FORMCHECKBOX 

No batch process will be used – Jurisdiction staff will manually search for records about to expire.
Send Letters to Customers
 FORMCHECKBOX 
 
Manually run a batch process that sends out warning letters.
*Be sure to attach language for both Applications and Permits About to Expire.

Select the letters that should be generated:

 FORMCHECKBOX 

Applications About to Expire
 FORMCHECKBOX 

Permits About to Expire
 FORMCHECKBOX 

Letters to Applicants (letters will always be generated for Owners)
 FORMCHECKBOX 

Generate hard copy physical letters for mailing only (NO emails will be sent to customers)

     
Agency email address to receive letters for physical mailing – can include multiple recipients
     
Agency email address to receive a copy of the letter output – can include multiple recipients
     
Agency email address to receive a CC of each emailed letter – can include multiple recipients


Emailed letters can be found under “Communications” on the record, as of 2019.
 FORMCHECKBOX 
 
No batch process will be used - Jurisdiction staff will manually generate and send warning letters for each record.
Method to Expire Records
 FORMCHECKBOX 
 
Automatic batch process that expires records on a daily schedule.
     
How many days prior to today’s date should the script look to expire records?  Default = -10 which is effectively a 10 day grace period.

This will affect the expiration date to gather the appropriate records to expire.  If today’s date is 2/10/2019, look ahead days = -10, and the script is run today, it will look for records where the expiration date is 2/1/2019.  If today’s date is 2/10/2016, look ahead days = -30, and the script is run today, it will look for records where the expiration date is 1/10/2019. This allows a grace period for the letters to get mailed and the customers to have a few days to respond before expiring their permits. 
     
Agency email address to receive a copy of the log of which records were expired – can include multiple recipients.
 FORMCHECKBOX 
 
Manually run a batch process against a list (set) of records that expires each record in the set. 
     
Agency email address to receive a copy of the log of which records were expired – can include multiple recipients.
 FORMCHECKBOX 

No batch process will be used - Each record will be expired manually by jurisdiction staff.
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