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PURPOSE 
To provide a policy of waiving first time impoundment fees for any dog that is currently licensed. 
 
OBJECTIVE 
To create an incentive for owners to keep their dog currently licensed in the case that their dog is impounded 
the owner would not be charged impoundment fees.  
 
PROCEDURE 
All dogs impounded at PACC will be researched to insure that the dog has not been previously impounded.   
Impoundment fees, including board, will only be waived if the dog is currently licensed, has no previous 
impoundments and the current impoundment is a result of a leash law violation.  If the dog is currently 
licensed, but has been impounded as a result of anything other than a leash law violation, all impound fees will 
still apply. 
 

A. RESEARCHING ANIMAL I.D – This allows for the dog’s animal I.D. number to be researched in 
order insure that the dog has no prior leash law violations. 

 
1. Verify that the dog does not have a duplicate I.D. If the dog has a duplicate I.D you will need to 

research that number also. 
2. Go to the Kennel Window and type in the Animal I.D. number and press F12. On the animal I.D. 

press F4 to pop up the Animal Window. 
3. When in the Animal Window, place cursor on the Animal I.D. number and press F4. This will 

take you to the Animal View Window. 
4. The Animal View Window will show all previous history on the dog. 
 

 
 
5. Verify that there is no information in the activity box, the violation box or the kennel box.  If 

there was any previous history or violations on the dog they would be listed in these windows. 
6. The different boxes will indicate the type and subtype of the previous impoundment. 
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7. If there is previous history, use the activity numbers to research the history and verify the reason 

why dog was previously impounded. 
8. Go back to the Kennel Window and look to see how the dog was impounded on this occurrence. 

a) If the dog was brought in OTC by a member of the public, this would be a leash law 
violation. 

 

 
 
b) If the dog was picked up by PACC ACO, you will need to research the Activity 

Window to investigate why the dog was picked up.  However, the kennel window 
should indicate in the “TYPE” box stray and the “SUBTYPE” box field.  Still 
research the memos in the Activity window to confirm this. 

 

 
 
c) Place cursor on Activity Number field and press F4.  This will take you to the Activity 

Window. 



P I M A AN I M AL  C AR E  C E N T E R  
 
S T AN D AR D  O P E R AT I N G  P R O C E D U R E  
 
LICENSING SECTION 

P R O CE D U R E :S OP L 0 13    
 
1S T TIME IMPOUNDMENT W AIVED 
 
E f f e c t i v e  D a t e :  8 / 2 2 / 2 0 1 2  
A p p r o v e d  b y :  f k j  

 

 
d) If there are any memos that indicate that the dog was picked up for any reason other 

than leash law, the impoundment fee would not be waived.  In the example above, the 
officer went on a call for the dog being on a tie-out.  This would not constitute for the 
impound fee to be waived.   

e) If it appears that the dog was picked up or brought in as a result of leash law violation, 
proceed with the redemption process. 

 
B. REDEMPTION 

 
1. If the owner is on the phone or in person, quote the proper fees and inform the owner that 

because the dog is currently licensed and has no previous violations that PACC will waive the 
impoundment fee and boarding fees for the dog for the first offense. 

2. Create a memo under the animal I.D that the dog has been impounded and is currently licensed 
with no prior violations and the impoundment fee and boarding fees have been waived. 

3. Go to the receipt window and select the appropriate line items that need to be charged. 
4. Charge a microchip fee if the dog is not currently micro chipped. 
5. If the license is expiring in less than 30 days and the rabies vaccination is still current, the owner 

has the option to renew the license at the time of redemption or before it is expired through the 
mail or online. Advise the owner when their license will expire.  If the owner decides to renew 
the license at the time of redemption they would be charged the license renewal fee. 

6. If the license is expiring in less than 30 days and the rabies vaccination is also expiring in less 
than 30 days, the owner is required to revaccinated and relicense at the time of redemption. The 
owner will be charge the license renewal fee and rabies vaccination fee. 

7. For the impoundment fee, you will still select the impoundment line item and in the reference 
field type “1st time impoundment” and then zero out the fee. 

8. Calculate the appropriate amount in boarding fees and select the board line item and in the 
reference field type “1st time impoundment” and then zero out the fee. 

9. Collect fees and complete transaction. 
 

 
 


