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What is Asbestos Containing Materials (ACM)?
• ACM means asbestos or any material containing 

more than one percent asbestos

Asbestos Containing Materials
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• Asbestos.  Any hydrated mineral silicate separable into 
commercially usable fibers, including but not limited to 
chrysotile (serpentine), amosite (cumingtonite-grunerite) 
and others

What is Asbestos?
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• Presumed ACM:  Thermal system insulation and 
surfacing materials constructed before 1980.  PACM 
is considered ACM unless proven otherwise by 
sampling and analysis

• Suspect Miscellaneous ACM:  Any suspect ACM 
that is not PACM.  It includes floor tiles, ceiling tiles, 
mastics, sealants, roofing materials, cementitius
materials etc. 

Key Terms
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Common Asbestos Products
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Common Asbestos Products
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• Disturb. Any action taken which may alter, change, or 
stir, such as but not limited to the removal, 
encapsulation, enclosure or repair of ACM

• Asbestos project.  Any work which will disturb more 
than 25 LF or more than 10 SF of ACM  (ACP 7)

• Minor project.  Any work which will disturb less than 25 
LF or less than 10 SF of ACM  (ACP 5)

Asbestos Projects
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• Fire on 8/18/07 that killed 2 fire fighters at 130 Liberty St.

A-TRU Legislation
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• Local law 37 of 2009
• 12 new laws enacted by the City (CDA) for construction, 

demolition and abatement safety

A-TRU Legislation
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Primary focus
• Egress, fire protection and data sharing
• Oversight of construction, demolition and abatement 

projects

A-TRU Legislation
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A-TRU Legislation
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• If More Than 10 SF or 25 LF, File an ACP7 form at DEP

• Perform Asbestos Abatement per DEP Regulations and 
obtain a closeout certificate (ACP21)

• Submit an ACP21 to DOB and Obtain a DOB permit

• Submit an ACP5 form with item 8 (d) checked confirming 
that the entire building is free of asbestos containing 
material (ACM).

Standard ACP Process
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A-TRU Permit Requirements
• If the proposed abatement will compromise egress or fire 

protection requirements, an A-TRU permit is required.
• A-TRU unit is a joint DOB/DEP unit based at LeFrak City.

Work Place Safety Plan
• Work Place Safety Plan Requirements

Permit Requirements
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Work Place Safety Plan
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Complex projects with multiple phases
• Submit ACP9 form to DEP for variance from 1-22b along 

with a phasing plan
• Obtain V5 from DEP upon approval
• Submit V5 form to DOB in lieu of ACP21 and obtain a 

permit
• Submit ACP21/s to DOB prior to sign-off.

Complex Projects
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Scope of work Applicant
DOB ‐
ATRU

DEP ‐
ATRU

DEP ACP 
Office

DOB Borough 
Office

Abatement exceeding 
10 SF or 25 LF of 
ACM.

Prepare ACP7 in 
ARTS

Process ACP7 and 
Issue ACP21 upon 
final closeout

Issue permit based on 
ACP21 for any 
subsequent work

Abatement that 
impacts egress or life 
safety.  Check "yes" to 
question 28 on ACP7

Prepare ACP7 in 
ARTS.  Prepare 
WPSP

Review and 
Approve 
WPSP 

Review and 
Approve 
WPSP 

Issue an  ATRU 
permit.  Process 
closeout.  Issue 
ACP20/21

Issue permit based on 
ACP20/21

Abatement that 
impacts egress or life 
safety.  Check "yes" to 
question 29 on ACP7

Prepare ACP7 in 
ARTS.  Prepare 
Construction 
Documents

Review and 
Approve CD

Review and 
Approve CD 

Issue an  ATRU 
permit.  Process 
closeout.  Issue 
ACP20/21

Issue permit based on 
ACP20/21

Abatement that does 
not impact egress or 
life safety.  Pre‐
abatement permit 
application at DOB

Prepare ACP7 in 
ARTS.  Prepare 
ACP9 for relief 
from 1‐22b.

Review 1‐22b 
package and 
phasing plan

Review 1‐22b 
package and 
phasing plan

Issue V5 Approval 
Letter.   Process 
closeout.  Issue 
ACP20/21

Issue permit based on 
V5.  Receive ACP20/21 
prior to sign‐off

Abatement that does 
not impact egress or 
life safety.  
Multiphase, complex 
projects requiring 
DOB Permit/s

Prepare ACP7 in 
ARTS.  Prepare 
ACP9 for relief 
from 1‐22b.

Review 1‐22b 
package and 
phasing plan

Review 1‐22b 
package and 
phasing plan

Issue V5 Approval 
Letter.   Process 
closeout.  Issue 
ACP20/21

Issue permit based on 
V5.  Receive ACP20/21 
prior to sign‐off

Complex Projects
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ACP5 Asbestos Assessment Report



build safe | live safe
20

Review of Forms – ACP5 Form

ACP5 Asbestos Assessment Report
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ACP7 Asbestos Project Notification
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ACP21 Asbestos Project Completion
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PW1 Form
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DEP V5 Variance Approval
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DEP V5 Variance Approval
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• ACP 1-23 (b) (1) Work does not involve physical work 
(subdivisions, CO, no work, etc.)

• ACP 1-23 (b) (2) Work does not disturb existing Presumed 
Asbestos Containing Materials (PACM) or suspect 
miscellaneous ACM

• ACP 1-23 (b) (3) (For items listed in the next slide)

• BC 28-106.1 Buildings constructed per plans submitted 
for approval on or after April 1, 1987

Asbestos Exemptions
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• Awnings

• Cranes not anchored to building or structure

• Emergency power not involving hard wiring, e.g. battery packs

• Exterior concrete work (e.g. sidewalks, curb cuts, traffic islands) 
except if waterproofing compound is present

• Exterior scaffolding not anchored to building or structure

• Exterior trenching and drainage

• Ground-mounted flagpoles

• New storefronts in existing masonry openings (no disturbance of 
existing building)

• Radio antennas (free-standing towers)

Potential Asbestos Exemptions
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• Relocating free-standing parking lot sheds

• Replacing rooftop air conditioning (no modification of ductwork or 
disturbance of building)

• Roadway asphalt

• Sealing unsafe or abandoned buildings with cinderblock and mortar

• Sidewalk sheds, bridges, fences, elevators, hoists and café signs 
(no penetration of building materials)

• Street furniture (e.g. candy or newsstands, bus shelters, kiosks)

• Installation of new outdoor swimming pool

• Free-standing tents

• Erection of temporary structures (e.g. trailers) with electric/water 
lines only

Potential Asbestos Exemptions
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In a typical green roof installation, are building materials being 
disturbed?  

• The five principal components of any green roof system are roof 
structure, waterproofing, drainage system, soil media and planting 
types. 

Green Roof Installations
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Modular Design

Green Roof Installations
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Modular Design

Green Roof Installations
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Announcements and Service Notices
Online Information

32
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Online Information



Sanitary and Storm Connections
Filing Procedures 

Frank Rodriguez
Chief Inspector, House Connections

Code and Zoning Representative
Training Module 4.3
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Site and House Connection Filings

1. Project Data and Use
2. Site or House Connection Request *
3. Location Plan
4. Attachment “ F “
5. Supporting Documents
6. Certification, Restrictions, Special Conditions 
7. Guide Lines

* A site connection is basically for commercial 
properties or buildings with 4 or more families. While a 
house connection is for residential home 3 families or 
less but, the SCP form is used for both. 

35



build safe | live safe

Before Filing the Site or House Connection Proposal Forms 
(…or SD 1&2 Forms, which was previous nomenclature)

• Identify which form will be submitted (i.e. Site Connection or 
House Connection) 

• Applicant of Record (NYS Registered Architect or Professional 
Engineer) must provide a property survey not older than one 
year from date of current filing 

• Applicant of Record must obtain, from the local Borough office of 
DEP, an Index Map and submit it to DOB with filings

• Applicant of Record must also obtain and submit As-Built 
drawings with the filings

• Applicant of Record must provide Declaration of Easement 
(Individual or Home Owners Association) and maintenance as 
required

36
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A. Project Data Section: Must be completely 
filled out. Digital Tax Maps should be checked for 
Block and Lot accuracy. 
B. Project Use Section: Certain Commercial 
Properties require plan approvals in conjunction 
with the Sewer Certification Application. If 
required, Waste Water Management Permit must 
be secured before review.
C. Site Connection Section: Must clearly 
indicate the number of connections, type of 
sewer & material. Storm water release rate must 
be no more than the greater of 0.25cfs or 10% of 
the allowable flow or if the Allowable flow is less 
than 0.25cfs, no more than the Allowable flow.
D. Connection Info Section: must indicate what 
action the contractor will take to connect to the 
City sewer main. 
E. Private Sewer Drain Data: Only if it Applies
F. Location Plan Section: location drawing may 
be sketched in the open area or submit an 
Attachment “F”. use the Attachment F to show 
detail location Drawings.

Site Connection Proposal Form, Page 1 
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• G. Support Documents: Size of 
the City Sewer is paramount to 
determine contractors course of 
action. Refer to As Built’s and Index 
Map

• Sewer Information: Closest 
Sewage Facility the waste will 
discharged to. As per Index map

• Certification Restrictions: 
Applicants Name, PE/RA Seal, 
Date, and Applicants information 
must be on the Form. 

• Owners information should 
match Department of Finance 
Records

• Owner signature and date
• Additional Information: 

Topographic Stamp must be 
included in Watercourse information 
section.

38
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• Indicate on this diagram:
• Size of Lot and structure
• Indicate material type, size and 

length of sewer connection.
• Show drywells, detention tanks 

leader lines and yard drains. 
• Show size of sewer in the roadway 

and the direction of the flow
• Show distance between manholes, 

distance of the point of connection 
to City main to closest manhole 
down stream.

• Show sewer connection inv. 
dimension at the BL,PL,CL and the 
CM.

• Indicate on drawing the slope of the 
new sewer pipe . 

• Make sure that the diagram is 
signed and sealed by the architect.

39

Attachment “F”
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Sample of a finished site connection proposal form, 
Attachment “F”
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Sewer Application Self Certification - Requirement 

Effective Immediately all Home Owner’s Associations, Condominium, 
Jamaica Rezoned Area, Proposed New Risers, Easements, Street Widening and De-
mapped Streets require applications to be submitted to DEP first. You may 
professionally certify the applications at DEP.  Besides the SCP form, the application 
must include the following:

1. Computer Printout (Showing Property Profile) 1 Copy
2. Sewer Self Certification Form: 6 sets (full packages)
3. B-Scan – Each job number must have its own B-Scan label for each application 
4. Survey: 3 Original copies must be submitted. The copies must not be older than 

two years from the date of submission, and each copy must be signed and sealed 
by the surveyor.

5. Sewer Maps: 1 Original Copy. Obtained from the local DEP office.
6. Tentative Lot Forms: 3 Original Sets. (only if lots are subdivided)
7. Borings: 3 original sets of “boring submissions” are required. A boring 

submission includes drawings and calculations. A sample is on the following 
slide. The submissions must not be older than two years from the date of 
submission and must be signed and sealed by a professional engineer. 

41
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Commercial Establishments Requiring Approval from DEP 
Bureau of  Waste Water Management in conjunction with 

Sewer Self Certification Application

1. Auto Repair or Body Shops
2. Auto Salvage/Junk Yards
3. Car/Truck/Trailer/Train Washes
4. Cement Block Manufacturing Facilities
5. Commercial Food Preparation Facilities

6. Commercial or Industrial Laundries
7. Dental Offices
8. Doctors Office with X-ray machines
9. Drug Stores with Photo Processing  

42

A) Bakeries
B) Cafeterias
C) Coffee Shops
D) Cooking Schools
E) Delis

F) Fish Markets
G) Ice Cream Shops
H) Restaurants
I) Slaughter Houses
J) Super Markets
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10. Dry Cleaners

11. Gas Stations (with or without auto repair shops or delis)

12. Hospitals

13. Industrial Manufacturing Facilities

14. Laboratories (research, analytical)

15. Photofinisher Facilities

16. Schools with: 

a) Art rooms

b) Science Labs

c) Cafeterias (Public or Private )

17. Transfer Stations

18. Welding Shops / Machinist Shops 

43

Commercial Establishments Continued…
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Sample of Boring Submission

A boring submission includes drawings and calculations. 
Submissions must not be older than two years from the date of submission and must be 
signed and sealed by a professional engineer. 

44



build safe | live safe

Sample of Boring Submission

45

SOIL CROSS SECTIONS
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Sample of Boring Submission

46

Boring Results
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Sewer applications NOT Eligible for Self Certification
(you may NOT submit an SC application)

• Development/Project is not filed with NYCDOB
• Existing sanitary/combined street sewer is not fronting the property, 

but is available
• Storm/Combined sewer extension is feasible
• Proposed connection is a Skewed or Easement connection. Subject 

to deed restrictions or a franchised sanitary force main connection.
• Proposed connection to private sewer or Drain.
• Proposed connection to private sanitary drain discharging into private 

plant.
• Part of a tax lot 
• DEP order to connect to sanitary sewer.
• Riser, Manhole and Catch Basin connections

47
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Provide:
1. 3 Copies of PE/RA letter required
2. 6 Copies of the sewer form completely filled out
3. 6 Copies of the site plan and attach documents that might 

have changed from the original filing or requested from DEP. 
4. 1 Copy of old  original sewer application attached.
5. If the sewer filing expire, i.e. time has lapsed beyond two years 

from when DOB originally approved, please fill out a new 
sewer application with all of the required documents. 

Note:  Any major revision of the original filing that is submitted will 
be assessed an additional fee equal to 50 percent of original filing 
fee.

48

Revisions to the Site & House 
Connection Proposal Form 
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Other Related Filings

Other filings that may often require coordination between DEP 
and DOB:

• Septic- Septic system filing, review and approval are 
performed centrally in the Department of Buildings (DOB); 
currently in the Staten Island borough office. The applicant 
must provide plan drawings, surveys and special forms. 
Information on septic applications is not readily available from 
BIS (Internet). 

• Drywells- Submit plan drawings, boring tests, and percolation 
tests for plan examination review and approval  through in the 
borough offices, or the hub. Verification that installations 
conform to the approved and permitted drawings is done under 
professional certification. However, installations are 
periodically audited by the DOB. 

49
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• All septic system are filed at the DOB Septic central office in 
Staten Island

• Applicants must submit:
• SCU-1 & 2
• SCU-3
• 2 copies of the plans (plans must be signed and sealed by the P.E. or R.A.)

• 2 copies of the survey

• 1968 Buildings Code, Code sections :
• P113.5  
• P113.7
• Table RS 16-22 “Tank Capacity”                                

Other Related Filings - Septic Systems
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• Buildings Bulletin 2009 013 states in part that  
Reference Standard (RS) 16 of the 1968 Building Code 
shall remain in effect and shall be applicable to the 
installation of drywells for the onsite disposal of storm 
water, whether filed under the 1968 Building Code or the 
2008 New York City Construction Codes.

• 1968 Buildings Code, Code sections :
• P110.13 (c)   Figures 16 – 9 A                                   

16 – 9 B

Other Related Filings - Drywells
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Other Related Filings – Special Inspections

Chapter 17 of the 2008 building Code 

• Chapter 17  “STRUCTURAL TESTS AND SPECIAL 
INSPECTIONS”

• Special inspections are required for Septic and Drywell
installations.

• A Special Inspector is required to fill out a TR-1 Section 3.

52
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Thank You!
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Sanitary & Storm Connections 

• Due to a Change in the New Building Code 
section 107.11, as of January 1 of 2015, DOB will 
no longer accept new HCP and SCP Filings. All 
New fillings will be submitted for review and 
approval at the DEP office in your prospective 
Borough. Only Amended HCP and SCP of 
previously filed DOB jobs can still be filed at 
DOB. 



Licensing
For plumbers, electricians, general contractors, site safety 

professionals, sustainable contractors and more…

Sandra Fleury
Licensing

Code and Zoning Representative
Training Modules 11.1 and 11.2
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Licensing

Who visits the DOB Licensing Office?

• License Holders / Applicants
• Filing Representatives
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License Types

• Registered General Contractor
• Safety Registration
• Master Electrician
• Elevator Agency Director
• Oil Burning Equipment Installer
• Master Plumber
• Master Fire Suppression Contractors
• Riggers (Master, Special & Tower Crane)
• Sign Hangers (Master & Special)

…and all of these require various types of insurance
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Licensing Insurance Requirements 

Insurance Types:
•Workers’ Compensation
•General Liability
•Disability
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Insurance Tracking Numbers

• What is a tracking number?
A tracking number is required to pull permits for certain alterations. 
You may use the tracking number for any type of work that does not involve the following:

•New building construction 

•Demolition work 

•Work involving the placement of 2,000 cubic yards or more of concrete 

•Vertical or horizontal alterations that add more than 25% to an existing building’s floor area 

•Alteration work that adds three or more stories 

•Alteration work the removes more than 50% of an existing building’s floor area 

•Alteration work to remove one or more floors 

Any of the work mentioned above, requires either a General Contractor Registration or a Safety 
Registration.
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1.  How to apply for an insurance tracking number? 

To obtain an insurance tracking number, the following documents must be submitted:
• Workers Compensation
• Disability
• General Liability  

2.  The contractor first and last name must be indicated on all of the insurance certificates.

3.  How to renew an insurance tracking number?

• To renew a tracking number, the updated insurances certificates must be submitted.  The 
insurances can be e-mailed, fax, mail or brought in-person to the Licensing Unit. The tracking 
number must be indicated on all insurances.  Insurance updates may take up to 3 business 
days to process. 

4.  How to make changes to an insurance tracking number?  (i.e. business address 
AND/OR telephone number)
• If any company information has changed, an original notarized letter requesting the change is 

required.

Insurance Tracking Number 

How to Apply
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Insurance Guidelines
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BISWeb Licensing Screen

Tracking Number
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General Liability Insurance

Requirements for General Liability Insurance 
Certificate

• Policy holders business name and address must be 
indicated

•Certificate Holder MUST read:

NYC Department of Buildings

Licensing Unit

280 Broadway, 6th floor

New York, NY 10007

•Project and/or Location specific policies are not 
accepted by the Licensing Unit; and must be submitted 
to the borough in which the work will take place

• Certificate must be signed by insurance carrier’s 
authorized representative or NYS Licensed insurance 
agent of that insurance carrier
•

Accord 25              
(2014/01)(2013/01), (2009/01), 
(2009/09) or (2010/05)

Acord 25 (2009/01), (2009/09) or (2010/05)
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Workers Compensation Insurance Certificate

C-105.2 (9-07)

Requirements for Worker’s Compensation 
Insurance Certificate

• Insured business name & address must be indicated in 
section 1A

• Insured business telephone # must be indicated in 
section 1B

• Insured Federal Employer Identification # must be 
indicated in section 1D

•Certificate Holder MUST read in section 2:

NYC Department of Buildings

Licensing Unit

280 Broadway, 6th floor

New York, NY 10007

• Insurance Carrier (section 3A) , policy # (section 3B) 
and policy effective period (section 3C) must be 
indicated

• Certificate must be signed by insurance carrier’s 
authorized representative or NYS Licensed insurance 
agent of that insurance carrier

C105.2 (9-07)

NYC Department of Buildings

Licensing Unit

280 Broadway, 6 Floor

New York, NY 10007
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Requirements for Worker’s Compensation 
Insurance Certificate 

• Policy holders business name and address 
must be indicated 

•Certificate Holder MUST read:

NYC Department of Buildings

Licensing Unit

280 Broadway, 6th floor

New York, NY 10007

U-26.3

U-26.3

Workers Compensation Insurance Certificate
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Certificate of Attestation of Exemption

for Workers Comp and/or Disability Certificate Insurance

CE-200 12/2008

Requirements for Certificate of 
Attestation of Exemption for Workers 

Comp and/or Disability Insurance 

• Legal entity name and address must be 
indicated 

• Certificate must be signed & dated

• Original certificate must be submitted via 
mail or in person to the Licensing Unit. Faxes 
and emails are not accepted.  

CE-200 12/2008
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Disability Insurance Certificate

Requirements for Disability Insurance Certificate

• Insured business name & address must be indicated in 
section 1A

• Insured business telephone # must be indicated in 
section 1B

• Insured Federal Employer Identification # must be 
indicated in section 1D

•Certificate Holder MUST read in section 2:

NYC Department of Buildings

Licensing Unit

280 Broadway, 6th floor

New York, NY 10007

• Name of insurance carrier (section 3A) , policy # 
(section 3B) and policy effective period (section 3C) must 
be indicated

• Certificate must be signed by insurance carrier’s 
authorized representative or NYS Licensed insurance 
agent of that insurance carrier

DB120.1 (12-13) or (5-06)

DB120.1 (5-06)
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Disability Self-Insured

Insurance Certificate

Requirements for Disability Self-Insured 
Insurance Certificate 

• Employer name & address must be indicated 
where requested

•Insured Federal Employer Identification # must 
be indicated where requested

•Location of Operations must be listed

•Operations start date must be listed

• Certificate must be signed & dated by the WC 
Examiner 

DB-155 (7/09)

DB-155 (7/09)
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• Issued to individual

• Required for all 1, 2, 3 family new building 
permits as of  November 1, 2008 per 
Local Law 36 of 2007

• 3 year registration

General Contractor

Registration Highlights
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BISWeb Licensing Screen

GC Registration
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General Contractor Registration

How to Apply
How to apply for the General Contractor Registration?

1) The applicant must complete the LIC6 application and submit ALL of the 
required documentation which is located on our website under “Applying for 
General Contractor Registration”.

2) The primary principal (which is the applicant) must appear in person to the 
Licensing Unit Monday –Friday from the hours of 1:30 to 3:30. 

3) At the Licensing Unit, the Customer Service Window will issue you a ticket.

4) Your application and documents will be reviewed. 

5) Once your documentation is accepted, it will be sent for background 
investigation, which takes approximately 6 – 8 weeks  

6) A notification letter will be sent to the applicant home address after 
background investigation is completed. 
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General Contractor Registration 

LIC6 Application
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General Contractor Registration 

LIC6 “How to Apply” Guide
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Safety Registration 

• Required by Local Law 8 of 2009 for:

• New Building permits (other than 1, 2, 3 family)
• an alteration permit for a vertical or horizontal enlargement of more than 
25% of the floor area of the existing building,

• an alteration for adding three or more stories to an existing building,
• an alteration permit for demolition or alteration of more than 50% of the 
floor area of an existing building,

• an alteration involving the removal of one or more floors of an existing 
structure,

• a demo permit, or
• the placement of 2,000 cubic yards or more of concrete in connection 
with excavations, foundations or superstructures, including steel 
structures

• This Safety Registration number can not be used for:

• One, two, or three family New Building permits
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BISWeb Licensing Screen

Safety Registration
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Safety Registration Highlights

• Issued to a company

• Endorsement Options:

• Construction (not required for Registered GCs)

• Demolition

• Concrete (for jobs using 2,000 cubic yards or more)

• 3 year registration

• Fees:
• $80 original / renewal fee for each endorsement type 

• $130 late renewal fee for each endorsement

• $50 Reissuance fee (lost card or information change)
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Safety Registration

How to Apply

1. Complete LIC7 application & assemble documentation as per LIC7 
instructions

2. Any person listed on the application may appear in person to the Licensing 
in person Monday - Friday between 1:30pm – 3:30pm

3. Visit customer service window and pull an “H’ ticket

4. Required documentation will be reviewed and if accepted a registration 
number and safety registration card will be issued the same day. 
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Safety Registration 

LIC7 Application
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Safety Registration

LIC7 “How to Apply” Guide 
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Safety Registration

Subcontractors
• Safety Registration will affect:

• Demolition subcontractors
• Concrete subcontractors

• Will not affect:
• Plumbing subcontractors
• Electrical subcontractors
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Sustainable Contractor 

Registration
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Sustainable Contractor 

Registration

Bill de Blasio, Mayor
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Sustainable Contractor

Frequently Asked Questions



build safe | live safe

What can a Filing Representative 

Submit to the Licensing Unit

Insurance Tracking Number

Safety Registration
(Endorsements: Construction, 
Demolition and/or Concrete)

•Can submit 
documentation for 
update of insurances 
and change of business 
telephone number

Can submit 
documentation for 
update of insurances 
and change of 
company information

•Can submit 
documentation for 
update of insurances, 
change of company 
address & telephone 
number

General Contractor 
1, 2, 3 family

Master Electrician, Elevator Agency Director, Oil Burning Equipment Installer
Master Plumber, Master Fire Suppression Contractors, Riggers (Master, 

Special & Tower Crane), Sign Hangers (Master & Special)

Can submit 
documentation for 
update of 
insurances only
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Licensing

Questions?
Contact Licensing Hotline: 212-393-2259
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Thank You!



Martin Rebholz, RA
Borough Commissioner

Civil Penalties for Work Without Permit Violations

Code and Zoning Representative
Training Module 12.1



build safe | live safe

General Requirements

88

• Work Without Permit (WWOP) Notice of Violation must be issued 

• Does not need to be indicated in BIS

• Separate Protocol for Electrical, Elevator or Boiler Violations

• L2 is used only if Override Waiver or Reduction is sought

• L2 is not needed for full Civil Penalty Payment
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Forms

89

The following forms can be located by clicking on 
the links below:
• L2

http://www1.nyc.gov/assets/buildings/pdf/l2.pdf 

• Instructions
http://www1.nyc.gov/assets/buildings/pdf/l2_instr.pdf

• Service Notice
http://www1.nyc.gov/assets/buildings/pdf/l2_service_notice.pdf

http://www1.nyc.gov/assets/buildings/pdf/l2.pdf
http://www1.nyc.gov/assets/buildings/pdf/l2_instr.pdf
http://www1.nyc.gov/assets/buildings/pdf/l2_service_notice.pdf
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Civil Penalties Fee Structure

90

Local law 48 of 2006 enacted:
• Increased civil penalties for violations related to work without a valid 

work permit to a minimum of $500 for work in 1 or 2 family homes and 
$5000 for such work in all other structures

• New penalties rates are assessed at the time of payment, not at the 
time the notice of violation was issued.

• Increased civil penalties are applicable beginning February 5, 2007
• Payable by the owner of the property
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Application for Override, Waiver for Reduction

91

Document requirements

• Copy of Notice of Violation
• Complete L2 Form with applicable 

signatures 
• Reference to Plans & applications 

applicable to corrective work.
• Copy of Certificate of Correction - If 

completed.
• Copies of other pertinent 

information. 
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L2 Form 

92

A - Only one job number may entered

B – Up to three violation numbers may be 
entered on a single form. Use multiple 
forms if more than three violations are to be 
cited.

C – Override should be checked when the 
application is unrelated to the violation with 
payment of civil penalties pending

D – Reductions are allowed when the scope 
of work noted in the violation is less than is 
shown on the plans filed to correct the 
violation. A written explanation must be filed 
by a registered design professional to 
qualify. 

E & F – Waivers may be issued for the 
stated reasons subject to approval by the 
department
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L2 Form cont.
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G – A registered design professional must 
complete this section when reduction of 
penalty is requested. The percentage (%) of 
the actual work completed must be 
provided. 

H – Must be completed by PE or RA when 
applying reduction in civil penalty. In all 
other cases the PE or RA may complete this 
section in lieu of submission by the owner.

I – Notarization is required when the 
applicant is not a PE or RA.

J – Owner or owner’s authorized 
representative must sign in all cases when 
the form is not submitted by a PE or RA.

Department approval is required for 
override, reduction or waiver of civil 
penalties.



build safe | live safe

Override Requests
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No Relationship to Violation (NRV)
Civil Penalty Override. A civil penalty will be overridden in order for a 
permit to be issued where the proposed work will be performed in a 
different space than the one in which work was done without a 
permit. The violation will remain open in department records until it is 
dismissed by ECB or an acceptable Certificate of Correction is 
received and approved by the department.
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Reduction of Civil Penalties (REDP) 
– Document Requirements
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• Copies of plans filed to address the notice of violation

• Photographs illustrating the areas cited in the violation

• A signed/sealed description of the work completed without a permit 
prepared by a registered design professional
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Civil Penalty Waiver
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A civil penalty will be permanently removed in the following instances, however, the 
violating condition must still be corrected and a Certificate of Correction received and 
approved by the department: 

• BFP (Bona Fide Purchaser)
• (1) Where the owner is representing that he or she is a Bona Fide Purchaser and 

the work was performed by the previous owner. (See AC §28-213.2 of the code.) 
Notice of the violation to the new owner is irrelevant for this purpose. Required 
supporting documentation: 

• (i) Copy of the deed; 
• (ii) Notarized affidavit or letter of no relationship, which substantiates the owner’s 

claims. If the bona fide purchaser is other than an individual, the affidavit must be 
submitted on the entity’s letterhead and signed by the owner or an officer of the 
corporation

The affidavit or letter must include: 
(A) The name of the bona fide purchaser; 
(B) The location of the property; 
(C) A statement stating that the property was not received as a gift; and 
(D) A statement stating there was no interest or relationship with the prior owner 
and the new owner is not acting in any way for the benefit of the prior owner. 
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Civil Penalty Waivers cont.
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A civil penalty will be permanently removed in the following instances, however, the 
violating condition must still be corrected and a Certificate of Correction should be 
received and approved by the department: 

• CPP - Where the civil penalty has already been paid. 

• DUPW - For a subsequent WWP violation issued for the same work and at the 
same location as the prior violation that is still open. 

• ECB - Where an ECB violation for working without a permit has been dismissed 
whether on substantive or technical grounds.3 

• EWG - Emergency work performed by HPD or other agency as directed by the 
Commissioner or work on unsafe buildings performed by HPD or other agency 
pursuant to a precept. (See AC §28-215.1.) 
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Civil Penalty Waivers cont.
• EWP - Where emergency work is performed without a permit, except for 

emergency work described in (b)(3), below, and an application for the work is filed 
with the Department within two business days after commencement of the work. 
(See AC §28-105.4.1.) 

• EXP1 - Where a fence, shed or scaffold (or other temporary construction 
equipment) was installed with a valid permit and the permit has expired.4 (See 
BC §105.8.2) 

• EXP2 When permits are expired and there is no ongoing work. 

• GOV - For Federal, New York State, or New York City or other government 
owned property or for property owned by eligible public authorities. 

• TPT - HPD third party transfers where a court issues a foreclosure judgment 
allowing the City to transfer title of a foreclosed property to a new owner (see AC 
§11-412.2). Any civil penalties accrued before the closing date of the transfer 
must be waived. The new owner must provide a letter from HPD stating that there 
was a third party transfer and that penalties should be waived. 

98
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Thank You!



Padlock Enforcement 

Edward J. Fortier
Executive Director, Special Enforcement

Code and Zoning Representative
Training Module 12.2
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Jurisdiction of the Padlock 
Enforcement Unit

• Enacted in 1993 to provide padlocking as an stronger 
enforcement alternative to violation issuance, under 
certain circumstances

• The PEU’s sole goal is to have the premises comply with 
the Zoning Resolution and any valid C.O. 

• For the Padlock Enforcement Unit (PEU) to have 
jurisdiction the complained of use must be:

• Commercial or manufacturing activities in a residential 
district, or heavy manufacturing in a C1 or C2 district; 
and

• Operating contrary to the Zoning Resolution and 
without a valid C.O.

101
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The Padlock Process

• Complaints of illegal use are received by 311 and 
routed to the Borough for initial inspection

• If the Borough observes conditions that support 
PEU jurisdiction, they electronically refer the 
complaint to PEU

• Before a complaint is accepted by the PEU, an 
enforcement associate will conduct additional 
research to assure PEU jurisdiction over location 
and use complained of
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Potential 1st Inspection Results

1. ACCESS LETTER – When Inspector is unable 
to gain access

2. WARNING LETTER – If the Inspector observes 
commercial or manufacturing activity

3. COMPLAINT CLOSED - No commercial or 
manufacturing activity was observed 
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Access Letter

• The Access letter advises the owner/occupant 
that a Department Inspector attempted access, 
but was unsuccessful

• The letter includes the inspector’s name and 
contact information so that they may schedule an 
inspection
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Warning Letter

• The Warning Letter informs the owner/occupant that the 
Department has observed a commercial or manufacturing 
activity at the premises which is contrary to the ZR and 
should cease immediately

• If the use does not cease a padlock hearing may be 
scheduled, resulting in the closure of all or a portion of 
the premises

• The owner/occupant is advised that they should contact 
the Department of Small Business Services if they 
require assistance in relocating their business
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Complaint Closed

• A complaint may be closed if:
• Access has been obtained and no commercial or 

manufacturing activity is observed; or
• The use is subsequently found to be non-conforming 

(a.k.a. grandfathered); or
• If we are unsure whether the illegal use exists after the 

1st inspection, we may conduct additional inspections, 
varying the days and times
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Stipulation Agreement
• After the issuance of the warning letter the 

owner/occupant may contact the PEU to stipulate and 
resolve the matter and avoid the need for an OATH 
hearing 

• The owner/occupant admits that the premises has been 
used in violation of zoning

• The owner/occupant waives their right to a hearing and 
agrees to voluntarily discontinue the use of the 
premises by an agreed upon date

• If an inspection of the premises after the compliance 
date reveals that the prohibited use is ongoing, the 
Commissioner may immediately issue a closure order
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Preparing for a Hearing at OATH

• Hearings are conducted at the Office of 
Administrative Trials and Hearings (OATH)

• All owners, occupants, and mortgagees are 
named as respondents and served personally 
with a petition 
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Conducting a Hearing at OATH

• If the owner/occupant appears, efforts are made 
to settle by stipulation

• If the matter cannot be settled by the conference 
judge, a hearing is conducted

• PEU then awaits the ALJ’s Report and 
Recommendation
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Report and Recommendation

• Where ALJ Report and Recommendation are in 
favor of closing the premises:

• An enforcement associate drafts a closure order
• The Closure Order is signed by the Commissioner and 

the closure package is completed. The Closure Order 
and a Notice of Closure are laminated  

• Each is printed in both English and Spanish
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Posting and Padlocking    
the Premises

• An inspector first posts the premises with the 
Order and Notice of Closure

• The Order of Closure is recorded against the 
parcel with the Department of Finance

• 10 days after posting, the premises is padlocked
• Closure verification inspections are conducted 
periodically
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Posting and Padlocking    
the Premises
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Removal of the Padlock and 
Recession of the Closure Order

• The owner must request a key to access the 
padlocked portion of the premises

• Inspection must reflect that the nuisance has 
been abated

• The owner completes a Closure Order rescission 
request form

• The Commissioner signs rescission request
• The owner records the form with the Department 
of Finance

113
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Before & After
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Before & After
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Before & After



Rachel Rabinowitz
Assistant General Counsel

February 
2013

General Counsel’s Office
Unsafe Buildings Unit

Code and Zoning Filing Representative Level 2
Training Module 12.3
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Unsafe Buildings (UB) Process

• Complaint to 311 that building or structure is 
vacant, open, unguarded or structurally 
compromised (Complaint Category 29) 

• Borough inspects and issues UB violation, if 
appropriate

• Violation sent to UB Unit for court processing  
including title search, CPLR (Civil Practice laws & 
Rules) service, and notice of survey & summons
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Violation

119
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Notice of Survey and Summons

120

Date and Time of Survey
Court Date and 
Time
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UB Process (continued)

• DOB inspector and professional perform inspection 
(“survey”) of building and if it is deemed unsafe, the 
Department will issue a Report of Survey which is 
presented to NYS Supreme Court judge

• Court issues precept (court order) authorizing City to seal, 
demo or shore, or adjourns case for owner compliance

• If precept issued, the Department of Housing Preservation 
& Development (HPD) procures contractor to perform 
work
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Report of Survey

122
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Precept
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Steps for Owner to Dismiss UB Violation

1. Check BIS to see if UB violation is open (listed 
as a DOB violation)

2. UB violations stay open Unless and Until an 
owner seeks to have it dismissed

3. Contact UB Unit (in person at 280 Broadway, 
7th floor reception) or by telephone at (212) 
393-2131 to see if Survey Fee is owed to DOB. 
Fill out Request for Dismissal form, if coming to 
DOB Main Office.

4. Survey fee is $100 after July 1, 2008, $65 prior
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Steps to Dismiss UB Violation

5. UB staff will research violation and contact you 
to let you know whether survey fee is owed 
AND whether any money is owed to City for the 
work the City performed in executing the 
precept

6. Since July 1, 2008, money spent by City (HPD) 
is now converted to a tax lien

7. Once survey fee is paid (via UB Unit), UB Unit 
will provide Receipt
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Requests for Dismissal Form
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Steps to Dismiss UB Violation

8. For dismissal, building must be secured, 
repaired or demolished

9. Owner (or rep) must schedule re-inspection of 
building with DOB Borough Construction Unit 
(provide copy of receipt)

10.Upon inspection, Inspector will dismiss UB 
violation OR provide information on deficiencies
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Steps to Obtain Cancellation of Lis Pendens

1. When a case is brought to court, the UB Unit 
also files a Lis Pendens (notice of pendency) 
that is recorded against the block and lot at the 
County Clerk’s office

2. To obtain a Cancellation of the Lis Pendens, 
contact the UB Unit

3. If a court precept was issued AND the City 
performed work under that precept, money 
spent must be reimbursed to the City prior to 
issuance of Cancellation of Lis Pendens
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Notice of Pendency
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Requests by Owners to Perform Work rather than 
City under Court Order/Precept

Subsequent to issuance of court order, if owner 
wishes to perform work and stop the City from 
performing the work, owner must:

1. Request a HOLD on execution of the precept from 
the Borough Commissioner

2. Borough Commissioner will determine whether 
request may be granted and will provide conditions 
and timeline for work

130
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Thank You!



Emergency Declarations 

Martin Rebholz
Borough Commissioner

Code and Zoning Representative
Training Module 12.4
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Powers of the Commissioner

• The commissioner has the right and the 
responsibility to act when a structure or part of a 
structure:

o Is in imminent danger of collapsing or
o Delay may cause further danger to public safety

When this condition is observed, an “Emergency 
Declaration” is issued.
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Powers of the Commissioner

• The DOB commissioner may direct the 
commissioner of HPD, (or other city agencies) to 
arrange for the remedial work to abate the 
emergency condition 
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Emergency Declaration Sample Document

• Location of premises 
where the emergency 
condition was observed.

• The owner of the 
premises

• Description of the 
emergency condition 
observe

• The recommended 
remedy

• Inspector’s Assessment
• Department 

Endorsements
135
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Letter to Owner

136
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Types of Emergency Declarations

They are 2 types of Emergency Declarations.
• Immediate Emergency Declaration (IED)
• Emergency Declaration (ED)
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Types of Emergency Declarations

Immediate Emergency Declaration is issued when:
• The Department determines the hazard must be remediated 

immediately.
• Site conditions show Imminent Peril / Threat to Public Safety
• Remedial work is expected to begin within 24 hours

Emergency Declaration is issued when:
• The Department determines there is serious structural damage or a 

deteriorated condition that may result in collapse or failure in near 
future

• Remedial work is expected to begin within 30 to 60 days
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Department Actions that are NOT 
Emergency Declarations

• Notice of Unsafe Building
• Peremptory Vacate Order
• Stop Work Order
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Conditions that Warrant an 
Emergency Declaration

• Loose bricks on Façade
• A leaning chimney 
• Loose cornice / Façade details
• Unstable building or building walls
• Deteriorated floor beams
• Unstable excavations

A Department Inspector may issue an Emergency 
Declaration when a immediate hazard is observed, 
such as:
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Typical Remedy for Emergencies

• Remove loose bricks/chimneys/Façade details
• Install side walk shed
• Demolish unstable portion of building
• Temporary stabilization or support

Recommended Remedies are based on the best 
solution to address the condition as quickly as 
possible.
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DOB Internal Process

• Inspector inspects, prepares and issues the Report of Technical Findings 
(RTF) and Notice of Violation (NOV)

• The Commissioner and supervisor assess inspectors’ RTF 
• If the conditions are deemed an emergency (depending on the severity), an 

IED or ED is issued
• The (IED or ED) is uploaded to the DOB internal database
• DOB must make every effort to notify the owner

• If owner commences work, DOB will issue “hold” for HPD to suspend 
action

• If the owner fails to remediate in a timely fashion, DOB will order HPD to 
commence work

• HPD is notified by DOB
• HPD prepares to mobilize contractor for remedial work 
• HPD also contacts owner to ascertain if owner will commence work 
• Upon completion of remedial work DOB will “close” the Emergency 

Declaration
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Letter to Owner

Each emergency declaration is delivered with a 
cover letter describing:
• The owners responsibility to remediate 
• Action the department will take if the owner does 
not remediate in a timely fashion 

• A copy of the Notice of Violation is included 
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Owner’s Responsibilities

Upon receipt of Notice of Emergency Declaration, the 
owner is responsible for the following:
Immediate Emergency Declaration (IED)
• Commence the recommended remedial action 
immediately

• Request a hold on HPD action from the Buildings 
Department

Note: If owner fails to take timely action, HPD will 
commence remediation work using it’s own forces. HPD 
will then back-charge the owner for the cost of remedial 
work.
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Requesting a ‘Hold’

There are multiple options for requesting a Hold:
• Owner engages a registered design professional 
& authorizes remedial work under their 
supervision

• Owner engages a contractor to commence 
repairs in a timely manner (i.e. for simple work: 
e.g. creating a safety zone, removing loose 
masonry, sealing openings, installing sidewalk 
shed)

• Owner performs remedial work
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Requesting a ‘Hold’

Owner must notify buildings department of their intention to remediate 
without the need for HPD. Initial notification may be done by telephone 
call to the borough office. Follow up must be in writing.

When notifying in writing the following must be included:
• Name and address
• Description of remedial action
• Timeframe for commencement
• Name of person/contractor who will perform the work
• Name of Registered design professional who will supply design 

documents and inspect to work (if professional services are required)

Such notification may be supplied by the registered design professional
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Granting a ‘Hold’

• If the department is satisfied with the information 
supplied by the owner, a hold will be authorized.

• The department will issue a ‘Hold’ letter to the 
owner and HPD 
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Emergency Declaration 
Completion Process

• The owner must notify the Department of 
Buildings when the remedial work is complete

• An inspector will verify work is complete
• The buildings department will issue a letter to the 
owner and HPD indicating that the emergency 
declaration is rescinded
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Thank You!
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Records & 
Records Room Operation

Jamie Maule
Service Manager

Code and Zoning Representative
Training Module 8.2 & 8.3
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Record Retention Requirements

• 2008 Construction Code,  Administrative Code 
(AC) Section 28-103.14 requires the Department 
to keep official records of:
• Applications received;
• Permits and certificates issued;
• Fees collected;
• Reports of inspections; and 
• Notices and orders issued. 

• Past Codes (1968, 1938) had fewer requirements 
concerning how the records kept 
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In a Borough Office “Record Room” you may:

• Perform property research

• Obtain microfilm copies and hard copies of microfilmed 
documents & drawings 

• Obtain Job Folders

• Request & review offsite Job folders

• Request drawings and plans from the BSCAN unit

Filing representative and professional ID must be clear of 
any outstanding/missing  “permitted” folders

Record Room Operation
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Freedom of Information Act/Law

• Information about “sensitive properties” must be requested 
under the Freedom of Information Act/Law (FOIL)

Sensitive properties - public buildings, a professional 
league sports stadium, health facilities, etc. 

• Requests for records information about sensitive 
properties must be accompanied by an email approval 
from the Department’s office of Internal Audits and 
Discipline (IAD) 

 IAD approval expires after 30 days
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Property Research

You may research a property to: 
• Find building records relevant to a current or past Certificate of 

Occupancies (CO) 

• Find the legal status of a structure

• Find or generate a Letter of No Objection (LNO)

• Find docket books, containing information regarding past violations, 
applications, etc. 

• Find Curb Cut Cards

• Find Index Card records

• Request updates in the Building Information System (BIS) 

• Find an Equipment Use Permit (EUP) card. 
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• The C of O defines the legal use of a structure

• Copies of a C of O may be downloaded online from BIS. If the CO is 
not available online, you may also go to the borough office and 
research:

• Docket books for all pre-BIS filings 

• Index cards (Buildings Department Index Card)

• Curb cut cards 

• Microfilm records

• Offsite records, turn around time is several weeks from initial 
request

155

Researching the 
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• The Buildings 
Department Index 
Card indicates the pre-
BIS (pre-1980’s) jobs 
filings and CO 
number(s), if available

• Pre-BIS job filings may 
not always be listed on 
the BIS Property 
Profile Overview

156

C of O Supporting Records
Index Card
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• This curb cut card is an 
example of a pre-BIS 
system (Pre-1980’s) NB  
job filing

• The Docket Book may 
indicate a  CO

157

C of O Supporting Records
Curb Cut Card
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Department of Buildings Records
CO from 1931
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Department of Buildings Records
CO from 1980
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Department of Buildings Records
CO from 2013
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• DOB certified copies of the CO are currently available for 
$5/per copy

• When a CO is not available, there are other methods 
available to get property information that are supplemental 
or in addition to a CO, including: 

• “I-Cards” (Information Cards) 

• Multiple Dwelling (MD) cards that were issued by the 
NYC Department of Housing, Preservation & 
Development (HPD).

• If a CO was obtained only from borough office records, 
the applicant or filing representative should advise the 
DOB borough staff to upload the CO to BIS

161

Researching the 
Certificate of Occupancy
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• HPD printout with the Multiple 
Dwelling Registration (MDR) 
number indicating the number of 
units & “I- Cards” are considered 
proof of legal use as a multiple 
dwelling (MD) or a mixed use 
building (residential & commercial)

• The HPD “I-Card” may also 
indicate pre-BIS system 
applications filed and COs

162

C of O Supporting Records
HPD “I – Card”
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• What is a Letter of No Objection (LNO)? 

• An LNO is another way to describe how the property is 
being used

• An LNO is not a substitute for a CO, but is accepted by 
some government agencies and attorneys, if a CO is 
not available from DOB records 

Letter Of No Objection
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Letter of No Objection Process
• The following information is required for LNO application filings: 

• Print  the “Property Profile Overview” (PPO), “Actions”,  and “Job 
Filings” screens from BIS

• Copies of curb cut cards

• Copies of Docket books for each NB & Alt listed on action screen

• Copies of  Buildings Department Index Cards 

• HPD “I-Card” Information card for 3 family or more 

• Copies of C of O (as appropriate)

• Review microfilm and offsite database for pre-BIS applications, which 
may not be listed on BIS “Actions” screen 

• No LNO will be issued if there is an open  NB or Alt 1 

• Fire Suppression jobs must be signed off prior to applying for LNO 
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• Anyone can file for an LNO with 
the owner’s authorization

• There may be minor variations 
between boroughs in forms, but 
procedures are essentially the 
same  

• In Queens, you may refer to the 
Commissioner Compliance 
Memorandum, at right  
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• The Buildings 
Department Index 
Card indicates the pre-
BIS system (pre-
1980’s) jobs filings and 
CO number(s), if 
available

• Pre-BIS system job 
filings may not always 
be listed on the BIS 
Property Profile 
Overview

166

LNO Supporting Records
Index Card



build safe | live safe

• This curb cut card is an 
example of a pre-BIS 
system (Pre-1980’s) NB  
job filing

• The Docket Book may 
indicate a  C of O

167

LNO Supporting Records
Curb Cut Card
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• HPD printout with the Multiple 
Dwelling Registration (MDR) 
number indicating the number of 
units & “I- Cards” are considered 
proof of legal use as a multiple 
dwelling (MD) or a mixed use 
building (residential & commercial)

• The HPD “I-Card” may also 
indicate pre-BIS system 
applications filed and COs

168

LNO Supporting Records
HPD “I – Card”
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• DOF Building Classification Codes

• In this case Code B1 confirmed a two 
family brick dwelling since 1932

169

LNO Supporting Records
DOF Records Prior to 1961
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• The LNO filing fee must be paid prior to submitting application:
• 1-2-3 family homes & residential garage is $25  for each structure 
• 4+  family homes & commercial property is $100 for each structure

• DOB staff will annotate the following information on the LNO slip 
issued to customers:

• LNO application number
• 15 business days review process 
• 10 business days for review of Resubmittals LNO
• The property address listed 
• The Record Room phone number
• The DOB website information
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When will an LNO be issued?

• If no C of O is available; and

• The submitted property records are “favorable;” then

• DOB can issue an LNO indicating the legal use of the 
property
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When will an LNO be issued?
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• LNO for two family 
dwelling

• No C of O was located 
in DOB records

• DOB records support 
the current use as a 2-
family dwelling and are 
the overriding criteria. 
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The following additional information is required when requesting an 
LNO for buildings with Children-related special occupancy, with or 
without a C of O:
• Hours and/ or dates of operation, number of children per each age group 

(under and over 2 years old)

• Layout drawing with floor location, exits and accessory spaces

• A DOB mandatory Field Inspection  & report

Examples of buildings with children-related special occupancy include:

• Group family daycare homes

• Family day care homes

• Schools

• After school programs

• Day & summer camps 

LNO Special Occupancies
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Microfilm / Microfiche 
• Microfilm / Microfiche requests can be submitted for plans, application filings, 

surveys, etc.
• To request a Microfiche, complete the Record Request form:

• Check the “Microfilm” box
• Fill in the BLOCK/LOT numbers
• When possible, include the application number(s) 
• If the property was previously known with a different block/lot number, please 

include this
• Limit one Q-Matic ticket per request form

• There are no Microfiche copies for BSCAN Jobs (Jobs after 2009) 

Microfiche and job 
folders cannot be 
listed on the same 
Record Request form
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Microfiche Fees
• 11+ microfiche cost 25 cents per “fiche strip” 

• A fiche strip contains a series of drawings and documents that can be 
viewed on the Microfiche viewer

• There is a viewer located in each borough office in the Public 
Access Area

• There are also viewers with photocopying ability in each borough 
office, which can produce small (standard letter) size copies

• Customers may purchase a Jamex Card for the amount needed  for 
small (standard letter) size blowback copies. Each small blowback 
copy costs 25 cents per page

• Blowback copies of microfiche drawings & documents that are in 
excess of the small (standard letter) size are available at $8 per page

• Additional copies in the same request of the same microfiche 
drawing/document are $5 per page
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• The microfiche sheet (below) 
is placed under the glass of 
the viewer (to the right) for 
review

Microfilm / Microfiche
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Job Folder Request 
Complete the Record Request form with Job Number and check the 
box “ folder”  
• Permit folders are recorded in the Expeditor Retention database with 

Filing Representatives / Professionals DOB ID.
• Records of all Approved and Disapproved folders are recorded in 

the borough office including, which customers (applicant, filing 
representative) has the folder and when it was pulled

• Contents of “non-permit” folders may be given to the customers

Microfiche and job 
folders cannot be 
listed on the same 
Record Request form
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Additional Records Search

The Additional Search form (10 business days) can be used if:

• The job folder is not immediately available or cannot be readily found

• The job folder is located in DOB offsite storage

• Information requested is in a pre-BIS job folder or a Block/Lot folder

• The form is signed by the designated DOB records room staff person 
and a copy is provided to the customer as a receipt
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Additional Records Search
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BSCAN
1. The BSCAN  section in Queens is open on Wednesday from 10:00 am to 12:00 noon
2. The BSCAN  unit scans documents and plans for applications from 2009 and later

• For example in Queens, BIS Job numbers start with “420” (documents and plans) 
and “410” (documents only)

3. Applicants or filing representatives cannot submit documents or plans directly to the 
BSCAN unit. 

4. When submitting application documentation:
• Filing Representatives need to provide three sets of plans when filing 

• One set of plans will remain in the BSCAN unit for scanning (DOB copy)
• The other two sets of plans will remain in the job folder for the applicant, filing 
representative, etc.

• The documents filed are scanned and available online for public review in the 
“virtual folder” in BIS under the application number

5. The BSCAN unit will charge a fee of $8 per copy of any scanned drawing, or other 
document that is not in the virtual folder
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Thank You!


