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Two new status have been added to the Building Workflow for application intake. | will be adding these to Fire, Planning & Zoning applications

Please note that if these tasks are selected, they will automatically close the record. As such, exercise caution when choosing these options.
The new tasks are:
1. Administrative Closure
o Use this option for cases such as:

+ The wrong application was submitted
+ Applications submitted by subcontractors that should have been submitted as part of BS&A applications (as a subcontractor)

+ Similar scenarios where the application is invalid or incorrect.

1. Withdrawn

o Use this option when a customer explicitly requests to withdraw their application

Important Notes:

+ When selecting either of these tasks, ensure you add detailed comments explaining the reason for closing the record (e.g., "Wrong application type submitted” or "Customer requested

withdrawal").
« An automated email will be sent to the customer including the comments you provide.

Please Note: The ‘Cancel task should still be used when an application has already passed the Application Intake section of the workflow. Please follow the instructions previously distributed
for cancelling an application

If you have any questions or need further clarification, please don't hesitate to reach out

Thank you,
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