
THE CITY 0 1 NEW YORK 

HOUSING AND DEVELOP IENT ADMINISTRATIOH 
01::,.ARTMEN'r OF DUii.DiNG!; 

DEPAITMlNTAl •AFMORAN0UM OJ\ TE: M.i / I / , I ') / / 

·10: All Dorough Superintendents 

FIOM: Director of Operations, Irving B. Minkin, P.E. 

SUIJECT: PLlJMDING DIV 1S ION PROCL:DURJ·: 

superseding .... memorandum of March 29, 1977, the:' <.l~ily rouLi11c 

or the Plwnbing 1, ,1ision is augmented by the followin,i prescribC"!u 

proc.:t:uurc: -

1. SC.:IU-:Dll LE: 
The foITowing field and o~fice weekly rcportiny schedule 

for all non supervisory inspectors shall be commenced nncl 
I 

adhered to, effective on Monday, May 23, 1977:-

Dily Field OfficP 
Monday 8:30 A.M. 2:00 P.M. to 4:00 

Tuesday 8:30 A.M. to 4:00 P.M. - - -
Wednesday 8:30 A.M. 2:00 P.M. to 4:00 

Thursday 8:30 A.M. - - -
Fridily - - - - - 8:30 A.M. to 4:00 

l'.M. 

P.M. 

I'. 1-1. 

'l'he hillf-hour write-up-time shall commence c1t 4 :00 P.M. c.1clt 

day and may be taken at the job location or any other loc'1t1c11 

thcJ t is convenient. Fridays in general wi 11 be off ice r.ou L 111t: 

.:ill c1.:1y except as noted below. A FridcJy emergency schedule 

will be prepcJred and maintained by the Chief Plumbin'J In~pectu:·, 

rotating one man for each Friday who will respond to emergencies 

and ~equired inspections~ The emergency inspector schedulcJ 

will call into the office upon completion of the inspection 

and prior to returning to the office, to receive any other 
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· ; r"-nections that may be needing his response. 

2. 1·:M1:uc;1~1H:Y /\NI) :,l'ECI/\L lN~:rECTJ ONS: 
L111i::rge11cy .:i"n'usv_e_c.:1ar-Ti1"i.iµcctions . such uZ Cju3 L...:: :; ~s, I:.' :·:j) j 0:. j IJ)l.j, 

etc., will be covered by the assignment of two i.nspcc.:tor:..; pc~r 

lay, preferably senior inspectors wherever possible, to call 

the office at approximately 10:00 A.M. and 1:30 F.M. on Tuesdays 

and Thursdays and approximately 10:00 A.M. on Mondays and 

Wednesdays. They will be assigned at that time any pending 

inspecti c'ns in this category. 

3. 'fELEPIJ , '1~ CALLS : 
Phone culls shall be received by the clerk assigned and a~sistccl 

by any (LTD) inspectors assigned and the Chief Plumbing ln5pcctor 

Any orderly referral system shall be established to refer ilppoint 

ments, complaints and other inspections to be routed by the 

field inspector on his next office assignment. Any inquiries 

regarding the approval shall be referred to the Architect or· 

Professional Engineer of record. 

4. STAGE INSPECTIONS: 
_In this regard t!1e present procedure shall be reviewed for- con-

formance with Directive No. 3 of 1975 (attached) and other 

current applicable memorandums. The Department'~ priorities 

are especially pertinent in these times of personnel shortu~es, 

therefore, non-essential and non-mandated inspections shull be 

made when time permits and after fulfillment of the priority 

system enforced. Emphasis, however, should be given to such 

stage of construction as underground drainage systems, qus 

piping and testing and h~zardous conditions. 

S. CERTIFICATE OF OCCUPANCY APPLICATIONS: 
The priority for response to certificate of occupancy applica-

tions remains in a prominent status and every effort should be 
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made Lo exp<!clitc the response and reports pP.rtiliid ng t ·, • i1 1 •:,,. 

Attention is directed tc., Memo of July 15, 1974, po .. U l 11, 

attached, wherein certaj.n inspections arc not rec1 u i. rcc.J to 1. 

made if no work was performed and no violations arc 011 1" ,., .• 

6. 1'UT1I::S OF SENIOR INSPI:.'CTORS: 
innddition to routinely schcdulec.l iuspc\:tions !;Clliors :,ll.1 l I 

he assigned to rcfipond to ~mcrgcnclc9 whenever possilJI~, 

~ssist the cliief inspector in administerinlJ l11e.• plu111bir1 1J 

inspection program and participat~ in the Lruining progra111. 

He shal 1 ·.1•.~ responsible to submit a route s~icct <lai ly unc.l tcr1 

the cJi ief inspector informed of this schcclulc imd the 1..:cmJ1 t _ 0·1s 

found after responding to emergencies. 

7. DU'rIES OF THE CllIBF INSPECTOR: 
lfe shall be res·ponsible for the overall administration c., r UH· 

plumbing inspection program and to keep the Borough .Supt:rin

tendent informed of the progress of his s~ction. 

conduct regular inspections but will purticipatc in a cc.>n~u !. t;- · 

ing capacity to his staff and respond to emergency conditions 

when other inspector• are not available. 

8. ROUTING PROCESS: 
'l'he chief inspector shall be res,ponsiblc for tht: monitoring of 

efficient routing of inspectors so as to minimize tr.1vel t i111e 

and to insure that all open items on the premises arc inspcct~d, 

(all violations, PRS, complaints, C of O Applications, e:tc.) 

When in accordance with guidelines an inspection is dccmerl 

hazardous, requiring a backup inspector, the (L'flJ) inspectors 

shall be used whenever possible. 

-h-- --' _,.--~ .---:o:'::-.~ 
fu . E M' k' P I:' Irvl..llg ·. in·in, . · .. 

. EMsBGB:rmr Director of Operations 
cc: Executive Staff 

Chief Plumbing Inspectors 
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