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Dec. 2., 19 ·: 
GENERAL BUILDING Dl!:PAR'l'M.J::N'l' GUIDELH&S FOH AL'.l.'EnATI01·6 

Based on our experiences with the probl"ems caused by 
the unfamiliarity of the general public with r~utine depart~c~t 
procedures, as well as their unawareness of basic provisions of 
building laws, the following is a step-by-step procedure of 
obtaining ·.an alteration application approval, permit and 
certi!icate.of occupancy. 

1. An alteration application for a proposed change of·· 
use and/or desired or required work is ·fil-ec- by a registered 
architect~or- licensed professional engineer in the appropr1at· 
borough· of !ice of thi~ department, with .all relevant· plan::3, a,·,: 
payment of a required tiling fee computed, based on the cos~ ,_. t 
alterations. ~he owner of the premises must authorize the !1.lin(, 
in writing. 

2. The application should, on the average, be reached fr., r 
examination primarily for compliance with the Building Code a•.·.: 
Zoning Resolution in approximately three weeks. If disappro~eJ 
in part, written objectio~s are sent to tne applicant. 

3. It the objections are readily complied with, the ar;1i­
cation and plans are thereafter approved. Ir substantive o~Ject­
iona relating to fire protection, egress or zoning are raised, 
the owner ·should· discuss, with. his •.archite.c.t. .. or engineer, the co'.'1-.. 
o! compliance or possibility o! obtainine a variance at the :&,rt~d 
or Standards and Appeala, or, alternately, whether another site 
is advisable. 

4. After approval of the application and plans by thi~ 
department (whether· "as-of-right" or subsequent to a variar.ce j, 
a permit must be obtained by the contractor before any work may 
commence. The permit 1a issued upon submission of evidence of 
required insurance coverages, and payment of tbe permit fee 
(related to the cost o! the alterations, as was the filing fee). 
It plumbing lltork is involved, a separate permit· must be filed for ij' 

the licensed plumber. 

5. At various critical stages in the work, the contrac to!·(;-·, 
should request department inspection before concealing the wvri~ 
already done. 
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General Building Department Guidelines for Alterations (Cont'd.) 

\ · 6. I! basic fire sa!ety, egress and ventilation work --~_.,_. 
been completed. a temporary certi!icate of occupancy may be 
requested in writing. 

7. A:f'ter all work has been completed in conformance with 
approved plans, and all required quality control or test reports 
have been submitted and approved, the final certi!icate of 
occupancy should be requested in vriting by the architect, engineer, 
or contractor who supervised the construction. Thia certificate 
of occupancy request should result in final inspection in approxi­
mately ten days, and, if all requirnenta of tiuilding laws and the 
approved plane have been co■plie4 with, a !in&l certificate of 
occupancy ia issued, and no further inspections or certifications 
by the Building Department wuld normally be required. If there 
are objections to issuance of the cert1!icate o! occupancy, they 
must be complied with. 

8. At any point in the above described procedure, requests 
for supervisory review of decisions or objections can be made in 
writing, and tlley will be evaluated. 

\ 
.Please Note: 

The following delay causing incidents have happened in the 
;ast, often en~ugh to warrant cautioning all concerned to take 
a~propriate s~eps to prevent their occurrence. 

a. 'l'nere is a delay in the filing o! the alteration 
application. 

b. There is no resubmission o! corrected plans to comply 
with objections. 

c. Either the general contractor or licensed plumber or 
both have !ailed to obtain their permits. 

.. d. There have been field deviations from approved plans, 
and the applicant has tailed to tile amendments. 

e. No application has been filed for a certificate o! 
occupancy. 

f. The !1cld copy o! the approved plans· and application 
ha~ b~en taken by the contractor, and it the Building Department 
f1le i~ unavailable, no conclusive inspections and sign-o!fs are 
_possible wi tbout riJsubmission o! plans. 

g. Corre~pondence and inquiries fail to note the proper 
audress and application number. 

h. The original applicant a.at conlra.ct0r are no loneer 
available. 
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Borou ·n Off ices of t.he lle; 1•a.rtmcnt (•f 1•,_. i i ,i i r,...:_; 
(l3orou h 

Brooklyn 

Bronx 

Municipal Building - 8th Floor 
Joralemon & Court Streets 

1932 Arthur Ave. - 5th Floor 

Manhattan 

Municipal Building - 20th Floor 
Centre & Chambers Streets 

Queens 

126-06 Queens Blvd. 
Kew Gardens, N.Y. 

Staten !$land 

Borough Hall 
St. George, S. I. 

583-5520 - l::Y.t.; 

566-2387 

~i0-3419 

390-5179 

/. JJ:;fil:MlAH 'J.'. WAL.'~H, .P.7.-- -
Commissioner 

Dated: December 2, l97lo 
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