Residential Sideyard Internal Review Process
1. Enter Appeal Application:

a. Search for parcel via internal parcel viewer at: http://pwderv/PwdWebViewer/Viewer.aspx
b. Click on the More Info link

c. Check if current appeals for parcel exist (you will know they do if the View Parcel Appeals link is available)
d. Click on the Enter Appeal Application link 
e. Complete Add Appeal Application page details; Be sure to add internal notes (starting with date and initials).
f. Once application is added, move application status to Under Review
g. Write down the Appeal Application ID (Case Number) and Received date on paper application (FORM A).
h. Enter the Form E Remarks by selecting the appropriate responses from the drop-down list
2. Navigate to parcel in GIS

3. Check to see if parcel qualifies for residential sideyard:

a. Adjacent to residence

b. Owner of adjacent residence matches owner of sideyard in question

c. Check BLDG_DESC of sideyard; should be classified as either:

i. Vacant

ii. Garage

If property does not meet the above criteria, property should likely be denied; check with supervisor to confirm.

4. If sideyard is approved, change the BILLING_CLASS to ‘Exempt, Sideyard’.

5. Check impervious area- this is not required, as it does not affect the customer’s bill, but is done to clean up the impervious data. If impervious area delineation is wrong, correct it by:

a. Setting ESTIMATE_IMPERV to ‘No’

b. Changing the IMPERV_CORRECT flag to the appropriate setting, if needed

c. Manually delineating the impervious area, if needed:

i. Copy the parcel polygon into IMPERV_MANUAL

ii. Cut the impervious area to match the most recent aerial photography

iii. Code the impervious area appropriately

6. Check the Parcel with the Parcel Checker tool

7. Move application status to Review Complete if the application can be processed the next day; if more information is needed before proceeding with application processing, set application to “On Hold”.
8. Enter Call Key:

a. Into Basis2.

b. Write Call Key onto paper application (Form A).

c. Into application tracker call key box.
