PALM BEACH COUNTY

é@*‘f% PLANNING, ZONING AND BUILDING DEPARTMENT
34 POLICY AND PROCEDURE

E&@V
Jon MacGillis, ASLA, Zoning Director
PPM # Z0-0-021
Issued: 11/05
Effective: 11/05
SUBJECT: PROCEDURES FOR COORDINATING RgPROD @TH PZB
GRAPHICS
PURPOSE: To establish procedures for staff§o aljh re tnw aring, requesting,
and producing documents foryn |ng Graphics.
BACKGROUND: In order to ensure dc: §ts produ the Zoning Division are
repreduced in accord fvith esta dlatrlbutlﬂn deadlines, the
following PPM bllsh gmd r staff to follow. Coordination
betwean Zc:rn‘ 0| = Z&B G c on is critical in order for staff to
GENERAL: inate allﬁmng needs in advance and keep each other
g deadiines. Staff shall follow the procedures
ear diraction and communication is maintained
PROCEDURES:

and F'Z& hics staff to comply with when dealing with printing and

The follo It &sfablish standards and procedures for Zoning Division
ing Division:

he Zoning Division prepares reports and documents for the Board of
County Commissioners and various Advisory Boards. Many of these
reports and documents are sent to the PZ&B Graphics Section for
printing. These hearings/meastings are scheduled one yaar in advance
and noted on the official Zoning Calendar. The Zoning Division will
provide the Graphics Section a copy of the official Zoning Calendar
outlining critical dates for printing for the various reports and
documents for the various hearings and meetings.

2. Each Section, in the Zoning Division, will have a contact person
responsible for overseeing the printing of documents. This persan
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shall coordinate directly with the Zoning Customers Relations
Manager (CRM) their Sections’ priority, needs, any changes in
meeting deadlines, complaints, etc. related to printing,

3. The CRM shall coordinate and communicate with the Graphics
Supearvisor and staff on the status of print jobs, coordinating possible
“rush jobs”, and facilitate resolutions to complaints.

=

All print jobs should be delivered to the Graphics Division on the

established deadline date. If & deadline cannot be met, the applicable

Section Supervisor shall inform the CRM eight {(8) hours in advance

prior to the deadline, to coordinate an alternative prinlipgyschedule.

The Planning, Zoning & Building Exe%[}irectoro Cirector
n

may authorize a rush print job fo oMmmissi or Board
of County Commission (BCC) $acletssvhen de eparing the

information was out of chig ' ontrol
5. The Zoning and Graphics g#tashai the "Zoning Packet

Printing Schedule’ g x ivision. This schedule
inciudes Mesting D ics completion deadiines,
and exact datg packets are delivered to the
Graphics S cnedule will be updated every six
months cvided to the Graphics Section

Supe

ubli€ Heari cticn and Development Review Section shall

e ZC, EC Development Review Officer (DRO) packets

dy for the s Section to print in accordance with the time

frame indizal¥ the Zoning Packet Printing Schedule. The Public
Q Heanng eygiogdwill have packets completed and ready to be

de!w t e Graphics Section by 11:30 am on the deadline time

icated on the Zoning Packet Prnting Schedule. The
@1 s Section will have the first 16 packets scanned and printed
by W30 pm the same day and will e-mail staff when ready for pick-up.
If there are any changes to this schedule, the CRM will inform the
Graphics Section Supervisor and staff.

7. The Graphics Section shall comply with established turm around times
for requested documents. The turnaround time for the ZC and the
BCC packets wil be as follows: All packets are to be completed within
twenty-four (24) hours of the initial drop off time to the Graphics
Section with the exception of the first sixteen {16) packels that must
be scanred and printed immadiately. The Graphics Section requires
four (4) hours to scan and print the first sixteen (16) copies of the
packets. The DRO requires all packets to be completed no later than
twenty-four (24) hours after the time of drop off to the Graphics
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10.

S (B

Section. The exact drop off date and time  will be recorded on the
Zoning Packeat Printing Schedule by each  section. The expected
turnaround date and time in accordance with the Zoning Packet
Printing Schedule will be recorded on the Reproduction Order Form.

The Graphics Section will e-mail notification of all completed print jobs
to the contact person designated on the Reproduction Order Form
and the Zoning Division’s CRM when jobs are ready for pick-up. Also,
designated staff persons and CRM are to be notified by e-mail if there
are any delays in meeting the deadlines and propose
recommendations for alternative printing.

in the event that the Graphics Sec s expen lpment

malfunctions or staff shortages t |l| bitor de mp!etlon

of a print job, the Graphics Sedlic otify ?_ aff and the

CRM via e-mail the nature fi d and a ed completion
! 9

These procedures 5 rewewed 0 al basis, if needed, in

order to ensure thes progedures mes are working for both,

date and time.
staff in the Zoff bn and é 5 Sectrnn

Director
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