
01:PARTMENTAL Ml:MORANDUM DATE: July 15, 1974. 

TO: Borou~h Superintendents 

FROM1 Thomas V. • Burke 1 P .E., Director of Opera•.:.ions 

suoJECT: MJ\NUAL FOR PROCESSING CERTIFICATE OF OCCUPANCY (C.of 0.) /,P?LICt~?IOi':~ 

INTRODUCTION: 

The new procedure incorporates much of ~he procedure already in use. One 
purpose is to eliminate inspec~icns for a C.of O. when the building is 
not ready £or such inspection. 

Some basic concepts ~re: 

A. All ternpora;,~y certificc.tes sh£-lJ. contain a reference to the specific 
expiration dat 1:3. 

D. All temporary certi.fic.:-.·ves of occuy>.:,r. • .r ;;,·.ia:l have the word TE?•i?ORidlY 
in c;1 ?ital lett.;.:r·.s af ... ,E.:.c: ' he C. of :) . ; .. J,llbt.!7'. 

C. Pendi:1[; C.of C _1--) 1-l:i.::at-:.~n p;;tf.•e)~ w•.:.11 be :-i;aintained as three 
separate files d.uring prot•-:-ss::_r,g. 

l. Control File I: AJ. plica-ti o·,:::1 e.wai t:i.n6 t~·.o co:1st:-uct.ion inspectors 
report that. t.hc building is i~e~a.1 for- a .C. of O. inspec-tion. 

2. Control File II: Applications awaiting inspec"tors reports approvinc 
or disapproving the request for a C.of O. 

J. Pending File: Applications where department processing is cor.i;,lct.e 
but i'urth~r action is rE:quired by triE; applicant, i. c., ob.,ec.,io:1~ • 
reported by all insp-~ct.ors (~pplic.:.Lnt no"tificd) , a.._.1ai tine; speci.:il 
letters from the Department of HighWD.ys Fi:i. .. e Department., ct.c. 

Control file I and lI are used as a pa.rt o.f a chase or tickler 
procedure to insure ~hat applic~tions are processed diligently. 

D. A tickle::- carcl system will be maintaine.J "lA.ndcr t-hc control of ·~he 
Borouih Office ¥.ianur,cr for l-0ng term (expi~a~ion ~ ycc'.lr or lonicr)C.of 0'~ 

.. 

E. Clurific~ the re::;pon::;ibility of each unit involved in proccs.:;in0 a C.oi' O. 
application and in particular the inspectors'responsibility under 
Directive 33 of 1970, page 305-316*, Volume II. 

l. The construction inspec~or shall, by checking his Permanent Ins~cc~ion 
record card and his copies of approved papers, determine ~hat. all con
trolled inspection reports, have been submitted and approved; that 
required steel affidavits, aluminum affidavits, and welding inspec- • 
tion have been submitted and approved and that Place of Assembly a?
plications are tiled when required. 
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: INTR0DUCTI0~: continued -2-

E. 2. Inspectors in each. trade are to determine thc1t ~11 applicab~~ 
applications. for their. trade have been filed and approved, coi7,-

.. pletcd and signed; that there ara no violations pendinc; .for t.hcir 
trade, that there are no open applications for their trade. A 
field inspection is not required if no work is shown for a tr.:.idc 
L.Lnd there are no violations, etc., pending. 

., 

F. A check list is_ being pr0pared for t.he construction inspectors \•::-;id, 
will include among other things a check for the receipt of boiler 
equipment use permit,the issuance of equipment use permits for v~n
tila'ting system, air ... conditioning,_ final survey, etc .. 

G. The various activities performed in the C.of 0. unit shall be b~tchcd 
for efficient operation (handle .several applications at a time in 
the step by step -procedure) . • 

H. ~lhen a C.of O. is required the construction inspcc~or shall siGn off 
the building application only when he is recommending the issuance 
or approval.o.t ~he c.or D. application. 

'l'his procedure is to be implemented at O't"lr.e. 

TVB/LR/sc 

cc: St.a££' 

Thomas V. Burke,P.E. 
Director of Operations 

/k _p ~) o (/ "i ~ ~ t::,c.<~~.:-·---· 
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