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Buildings
Applicants log into DOB NOW with their eFiling account at www.nyc.gov/dobnow. If you need to
create an eFiling account, visit www.nyc.gov/dobnowtips.
All AEU forms and requirements are available at www.nyc.gov/aeu. An AEU2 and AEU 20 form
are required for all requests except Site Safety Training related summonses that require an

AEU3321 form.

Once logged in, click on the BIS Options icon:

BIS

OPTIONS

To create a new request, click the +Certificate of Correction Review Request button:
= Certificate of Correction Review Request

Once the +Certificate of Correction Review button is selected the General Information tab will
appear. Information from the eFiling account is pre-populated in the application in the grayed-
out fields and cannot be edited. The applicant must enter a phone number, the relationship to
certifier (the person listed on the summons as the respondent) and whether the applicant has
DOB-issued identification.

In the Summons Number field, enter a 9- or 10-digit OATH Summons Number. It will begin with
either a 3 or 03. If you do not have a copy of the summons, the nhumber can be found by
searching in the Buildings Information System (BIS) at www.nyc.gov/bis.

Select Save to proceed.

Complete all required sectians including the Dacuments and Stater ature tabs h nis selected, a Subm n will appear. This request will not be reviewed by DOB until
the submit button is selected and confirmation is given for it to b

General Information

General Information

Requestor Information

Email* First Name Middle Initial

AJOETEST@GMAIL COM PRODUCTION

Last Narme Business Address City
SUPPORT QAZA MY C

State Zip Code Business Telephane
Y 10007 1234587894

Pheone Numbers Relationzhip to Certifier”

Do you possess a DOB issued identification card
Do youp Oves Oho

Summons Number®

Comments
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After Save is selected (and data has been entered in all the required fields) the applicant is
asked to review and create the request:

Are you sure want to create a Certificate of Correction

e

Feview Request?

After selecting Yes, the applicant is told the following:

Certificate of Correction Review Request has been saved.
Complete the Documents and Statements & Signature tabs
to proceed. Select Submit to complete the request.

Clicking OK gives the request a number that will appear in the top left of the application. In this
example it is COC0000048:

COC0000048 Required Documents

General Information

Documents.

Decument Type Doqument Status Uploaded On Acticns
Statements & Signature

Now the applicant can upload documentation. Select the Documents tab and select +Add
Document:

C0OC0000048 Required Documents

General Information
+ Add Document
Document Type Document Status Uploaded On Actions

Statements & Signature
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A new window will appear to upload documents. All AEU forms and requirements are
available at www.nyc.gov/aeu. An AEU2 and AEU 20 form are required for all requests except
Site Safety Training related summonses that require an AEU3321. Each required document
needs to either be scanned or you can take a picture of it. If you are taking a picture, be sure
that the camera is positioned above the document and that the image fills the entire screen. If
the image is not clear and readable it will not be accepted, which will delay the processing of
your application.

Select the Document Type and then Choose File to select the document from your desktop.
Click the Upload button for it to be added to the application.

Document Type*

Select

Document

Choose File | Mo file chosen

Select +Add Document and continue with these steps for each form that needs to be provided.

Once all the documentation has been uploaded, the applicant needs to complete the
Statements & Signature tab. Attest to the request by checking the box so that the name and
date boxes are populated. Then Save the application.

m B submit

Complete all required section ding the Docur nature tabs. Once the button is selected, a Submit button will appear. This request will not be reviewed

by DOE until the Submit butto and con ion en for it to be submitted. AEUZ, AE 1 and AEUZO o vailable at w U

COC0009327 Statements & Signature

General Information
Requestor's Statement”

Documents

| understand that false certification is a criminal misdemeanor under sections 28-203.1.1 of the N¥C Administrative Code, punishable by up to
o one (1) year imprisonment and/or a fine with penalties up to $25,000. | further understand that false staterments in any of the attached
documents are also punishable with g civil penalty of up to $25.000 as a per se Class 1 violation under Administrative Code sections 2&-
2111, 28-204.1, 28-201.2(2) and 28-202.1 by the issuance of a surnmens returnable at OATH where | must appear.

Statements & Signature

D | understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my agreement
with the Certification terms above. | understand that this electronic signature shall have the same walidity and effect as a signature affixed by
hand.

Mame Date

Certificate of Correction Request User Guide page |3


http://www.nyc.gov/aeu
https://www1.nyc.gov/assets/buildings/pdf/aeu2.pdf
https://www1.nyc.gov/assets/buildings/pdf/aeu20.pdf
https://www1.nyc.gov/assets/buildings/pdf/aeu3321.pdf

Buildings

Then Submit the request. DOB will not review the request until the Submit button is selected
and confirmation is given for it to be submitted.

ire tabs. Once the button is selecte
n for it to be submitted. AELIZ, AE 1 and AEU20 forme

is request will not be reviewed

COC0009327 Statements & Signature

General Information

Reqjuestor's Statement*
Docurnents - - . A .
lunderstand that false certification is a criminal misdemeanor under sections 28-203.1.1 of the NYC Administrative Code, punishable by up to
one (13 year impriscnment and/or a fine with penalties up to $25,000. | further understand that false statements in any of the attached
documents are also punishable with s civil penalty of up to $25,000 55 a per se Class 1 viclation under Administrative Code sections 28-211.1,
28-204.1, 28-201.2(2) and 28-202.1 by the issuance of a surmmons returnable at OATH where | must appear.

Statements & Signature

2 | understand and aaree that bv personally clicking on the box at left | am electronically sianina this document and expressing mv aareement

Return to the Dashboard and from the Certificate of Correction Review Request tab you can
see any application that has been saved or submitted. To continue with an application that is in
pre-filing status, double click on the Request # to open it.

Certificate of Correction Review Request L

Request # Request Status Requestor Name Summons Number Created Date Actions
COC0000045 Pre-filing ADAM JOE 122 04/06/2020 G| o
COC0000043 Pending QA Admin Assignemnt | ADAM JOE 13423143214 04/06/2020 G @

An email notification will only be sent with the status of the review by the Administrative
Enforcement Unit. You can also log into the portal to see the Request Status from the
dashboard.

If the request is disapproved, the reason will be included in the email notification or go to the
dashboard, double click on the Request # to open it, and select the Request Highlights button
to see the External Comments.

)

Dashhoard

v

Feguest
Highlights

No action can be taken on a Disapproved request. Select +Certificate of Correction Review
Request from the dashboard to submit a new request.
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