THE CITY O' NEW YORK

HOUSING AND DEVELOP IENT ADMINISTRATION

LEPARTMENT OF DUILDINGT

DEPARTMEINTAL *AFMORANDUM " DATE: May 1/, 19/
.7°= All Borough Superintendenﬁs

FROM: Director of Operations, Irving E. Minkin, D.5.

* SUBJECT: PLUMBING DIVISION PROCLDURL

Superseding ' memorandum of March 29, 1977, the daily routine

of the Plumbing 4 vision is augmented by the followin{ prescribed

procoedure: ~

1.

SCHEDULE : .
The following field and office weekly rcporting schedule

for all non supcrvisory inspectors shall be commenced and
\

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

Day ‘ Ficld Office
Monday 8:30 A.M, 2:00 P.M: to 4:00 .M.
Tuesday 8:30 A.M. to 4:00 P.M. = =~ = - = -
Wednesday 8:30 A.M.. 2:00 P.M, to 4:00 P.M.
Thursday g:30 A.M. = = = - -
Friday R 8:30 A.M. to 4:00 .M.

The half-hour write-up-time shall commence at 4:00 P.M. cach

day and may be taken at the job location or any other locaticn
that is_convenient. Fridays in general will be office routiue
all day cxcept as noted below. A Friday cmergency schedule

will be prepared and maintained by the Chicf Plumbing Inspector,
rotating one man for each Friday who will respond to emergencics
and required inspections. The emergency inspector scheduled

will call into the office upon completion of the inspection

and prior to returning to the office, to receive anyvothcr

T - /307




- ir~nections that may be needing his responsec.

FMERGENCY AND SPECTIAL INCPECTIONS @
Lmergency and Special Inspections such as gas Leusts, expionions,
etc., will be covered by the assignment of two inspectors por

lay, preferably senior inspectofs wherever possible, to call
the office at approximately 10:00 A.M. and 1:30 P.M. on Tucsdays
and Thursdays and approximately 10:00 A.M. on Mondays and
Wednesdays. They will be assigned at that time any pending
inspecticns in this category.

TELEPH L CALLS:
Phone calls shall be received by the clerk assigned and assisted

by any (LTD) inspectors assigned and the Chief Plumbing Inspector
Any orderly réferral system shall be established to refer appoint
ments, complaiﬁts and otherfinspections to be routed by the

field inspector on his next office assignment. Any inquirics
regarding the approval shall be referred to the Architcct or’

Professional Engineer of record.

STAGLE INSPECTIONS:

In this regard tlie present procedure shall be reviewed for con-

formance with Directive No. 3 of 1975 (attached) and other
current applicable memorandums. The Department's pribrities
are especially pertinent in these times of personnel shortages,
therefore, non-essential ané non-mandated inspections shall 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, gas

piping and testing and hazardous conditions.

CERTIFICATE OF OCCUPANCY APPLICATIONS: o
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 expaedite the responsc and reports pertuihing te, e,
Attention is directed to Memo of July 15, 1974, poition
attached, wherein certain insﬁections are not required to I
made if no work was performed and no violations are on 1«1 i

6. DUTIES OF SENTOR INSPECTORS:
In addition to routinely scheduled inspections seniors shall

be assigncd to respond to emergencics whenever possible,

cssist the chief inspector in administering the plumbing

inspection program and participate in the Llraining program.

He shal! ..~ responsible to submit a routc sheect daily and hkee

the chicf inspector informed of this schedule and the condit.ous
- found after responding to emergencies.

7. DUTIES OF THE CHILEF INSPECTOR:
lHe shall be responsible for the overall administration of the

plumbing inspection program aﬁd to keep the Borough Superin-
tendent informed of the progress of his scction. He shall not
conduct regular inspections bﬁt will participate in a consult-’
ing capacity to his staff and respond to emerygency conditions
when other inspectors are not available. -

B. ROUTING PROCESS:
The chief inspector shall be responsiblc for thce monitoring of

efficient routing of inspectors so as to minimize travel time
and to insure that all open items on the premises are inspected,
-(all violations, PRS, complaints, C of O Applications, ctc.)
When in accordance with guidelines an inspcction is deecmed

hazardous, requiring a backup inspector, the (LTD) inspcctors
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shall be used whenever possible.
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' e Irving E. Minkin, P.E.
.EM:BGB:rmr . Director of Opcrations

Ccc: Executive Staff

Chief Plumbing Inspectors /3//
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