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PROCESSING LICENSE APPLICATIONS

A. GENERAL LICENSE APPLICATIONS
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1.

Applications for licenses are received by the License Division, located at city hall, and
are entered into the License Information Reporting and Administration (LIRA) or Accela
database.

Once entered into LIRA or Accela, a member from the Forensics Division reviews the
application to determine which applicants have fingerprints on file and those that will
need to be printed.

The Forensics Division assigns the application in LIRA or Accela to the Licensing Unit
by placing it in the Licensing Unit queue.

A member of the Licensing Unit assigns the application to themselves in LIRA or Accela
and starts a background investigation.

Criminal history information that has occurred in a ten (10) year period, per city
ordinance, are documented on a licensed premise synopsis report, which is attached to
the application in LIRA or Accela and saved into the Licensing Unit “N:/” drive.
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