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L2  INSTRUCTIONS 

1 Job and Request Information 

 

 Owner, or authorized designee, must indicate the applicable job number and violation number. 

 Owner, or authorized designee, must indicate the reason for the request by selecting an applicable reason from the provided list shown 

under the appropriate heading, depending upon whether the request is for a waiver, override, or reduction. 

 A copy of the violation, and any additional supporting documentation, must be provided with the request. 

2 Location Information 

  A complete and accurate set of location information is required for all request forms.  If the information provided is not consistent with the 

location established during the application process, the request will not be processed. 

3 Owner Information 

  Complete and accurate owner data is required for all request forms.  If the information provided is not consistent with the owner data 

established during the application process, the request will not be processed.  

4 Affidavit of Reduction 

 

 If a reduction in the civil penalty fee is requested, an affidavit must be provided by a Professional Engineer (PE) or Registered Architect (RA) 

regarding the status of work inspected.  If the reduction request relates to a Limited Alteration Application (LAA), then the affidavit may be 
submitted by another licensed professional such as a licensed plumber. 

 Supporting documentation, including a written description and at least four (4) supporting photographs, must be provided in order to describe 

the work completed without benefit of a permit.  Attach additional pages if more space is needed for the written description.  Photographs 
need to have been taken within two business days of inspection.   

 A copy of the violation must be attached. 

 The PE, RA or other licensed professional must indicate the date and time of inspection as well as the percentage of total work already 

completed. 

5 PE/RA/Other Licensee Applicant Data 

 
 If a reduction in the civil penalty is requested, the PE, RA, or other licensed professional providing the affidavit must complete this section, 

including signature and professional seal. 

6 Notary 

 

 A notarized signature is required for all request types. 

 Owner, or authorized designee, signature must be provided.  All statements should be reviewed in detail before signed.  Signature must be 

accompanied by notarization. 

Purpose of form: 
This form must be completed by the owner, or authorized designee, of the subject premises in order to request an override, reduction, or waiver of civil 
penalties for work without a permit  (WWP) or stop work order (SWO) violations.  The form must be typewritten. 

IMPORTANT – Please Note:  
 
1. Civil penalty reductions, waivers, or overrides are only granted with the appropriate supporting documentation. Falsification of any state-

ment is a misdemeanor and is punishable by a fine or imprisonment, or both. It is unlawful to give to a city employee, or for a city employ-

ee to accept, any benefit, monetary or otherwise, either as a gratuity for properly performing the job or in exchange for special considera-

tion. Violation is punishable by imprisonment or fine or both. 

2. Civil Penalty overrides do not address the resolution of the underlying violation for work without a permit.  Rather, overrides allow the appli-
cant to obtain a permit for unrelated work or if there was a duplicate violation for the same work. 

3. If seeking a waiver or reduction to fully resolve the violation, one of the following actions may be required (Consult a Licensed Profession-
al): 

  Legalization – A licensed professional such as a NYS licensed architect or engineer, licensed plumber and/or a contractor, must be 

retained to obtain all necessary permits as well as obtain all signoffs or final approvals. 

 Removal or Restoring to Original Legal Condition – Dependent on the scope of the work required to return the premises to its original 

condition, a permit(s) may be required. Demolition work may require a demolition permit. 

 Inspection - Depending on the type of job filed, a Department inspection may be required. 

 
 In addition, a violation will remain “Open” in Department records (Buildings Information Systems - BIS) unless it is dismissed by ECB or a 

court of competent jurisdiction, or an acceptable Certificate of Correction is received and approved by the Department.  All Certificates of 
Correction and accompanying documents should be submitted to the Department of Buildings’ Administrative Enforcement Unit (AEU) for 
review and determination of acceptability. If the Certificate of Correction is approved, the violation status will be updated to show 
“Resolved” in BIS.  


