
The following Step-by-Step Guide will outline the steps applicable to 

complete the Scope of Work in DOB NOW: Build. 

The examples shown and used in this Step-by-Step Guide are specific 

to Scope of Work. 
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Guidelines 

Scope of Work 

1. For each work type selected, a work type related scope of work tab is required. 

2. If the work type is Boilers, then the device numbers will be displayed in addition to the Scope of 

Work as documented in the Boilers section of this document. 

 

ROLES & RESPONSIBILITIES 

1. The Applicant of Record can be a Professional Engineer or a Registered Architect but does not have 

to be the same Applicant of Record as appears on the Job Filing. 

2. The Applicant of Record must attest to the created Job Filing. 

3. The Owner must attest to the created Job Filing.  

4. The Applicant of Record and the Owner can be the same person. 

5. A Delegated Associates (Filing Representative Class II or Other Licensee) can be added to a Job Filing 

and can act on behalf of the Applicant of Record.  

 

For FILING REPRESENTATIVES only 

1. Filing Representatives cannot be Applicants of Record (i.e. they cannot submit the Job Filing 

Requests). However, they can perform data-entry functions to provide information and upload 

documents. 

2. Filing Representative cannot attest. 
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DOB NOW: Build – ALL WORK TYPES SCOPE OF 
WORK Step-By-Step Guide 
In this Step-by-Step Guide, you will learn how to complete the Scope of Work for a Job Filing in 
DOB NOW: Build. 

DOB NOW: Build -  Scope of Work Step-By-Step Guide ________________________________ 3 
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DOB NOW: Build - Scope of Work Step-By-
Step Guide 
Complete the following steps to enter the Scope of Work tab: 

Step Action 

 
 It is mandatory to complete the Plans/Work (PW1) and Zoning Information section before 

entering the Scope of Work. 

1.  Select the Scope of Work tab from within the Job Filing. 
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Step Action 

 This Scope of Work description applies to each Work Type selected, individual work type related 

scope of work tab will be displayed. 

If the user specifies that “Concrete” is included in the job filing by selecting the relevant concrete 

check box on the Scope of Work tab of the Structural, Earth Work, Foundation, Support of 

Excavation work types then Concrete tab will be displayed 

 

 

 

2.  
The Scope (s) of Work displays (e.g. Foundation). For each Work Type the Scope of Work may vary.  
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Step Action 

3.  
For each Work Type the Scope of Work may vary.  

 Select the applicable checkboxes. 

 Select the applicable Radio buttons (Yes or No) 

 Type in the applicable Information.  

 

Earth Work 

Foundation 

Structural 



DOB NOW: Build – SCOPE OF WORK STEP-BY-STEP GUIDE 

 

 DOB NOW: Build ◼ Scope of Work ◼ December 2020    6 

 

Step Action 

4.  Support Excavation
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Step Action 

5.  Concrete 

Concrete tab will display additional data entry fields. The values selected will determine if the 

Testing and Sampling (TR2) tab and or Concrete Design Mix (TR3) is required for the respective job 

filing or not. 
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Step Action 

 The Mechanical Information pop-up window displays. 

 

Click +Add in the Equipment Specification Table. 

 

 
 Complete the Manufacturer Name, Model Name and Certification Number for LISTING 

as soon as available before the permit is issued. 
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Step Action 

6.  Complete the following fields: 

 Sub-category (e.g., Refrigeration Systems) 

 Item Name 

 Item Description 

 Location 

 Number of Items 

 Capacity Number 

 Capacity Units (e.g. BTU) 

 Equipment Efficiency 

 Equipment Units (e.g., COP) 

 Manufacturer Name 

 Model Name 

 Is a Certificate of Compliance Needed? (e.g., No) 

 Certification Number for LISTING 

 

 
 The Sub-category options that display are determined based on the Mechanical Work 

previously selected in the Plans/Work PW1 section.  
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Step Action 

7.  Click Add to save the details.  

 The equipment added displays in the Equipment Specification Table. 

 

 
 PRE-DOB NOW, an application for a Certificate of Compliance occurs at the end of an 

Inspection. 

 

In DOB NOW: Build, the Applicant of Record can indicate within the Job Filing if the 

Certificate of Compliance is needed. 

 

Once issued, the Certificate of Compliance can be found on the Public Portal on the 

Property Profile page. There is no need to visit DOB in person anymore. 
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Step Action 

8.  Enter the respective quantity in the field labeled “What is the Sum Total of the rated input capacity 

of all Heating equipment to be permitted under this application?” 

 

9.  Enter the respective quantity in the field labeled “What is the Sum Total of the rated input capacity 

of all Cooling equipment to be permitted under this application?” 

 

10.  Located in the upper left-hand corner of the page, click Save. 
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Step Action 

11.  A Notification pop-up window with the message “Job filing has been saved” displays. 

Click OK to close the Notification pop-up window. 

 

You have completed the Scope of Work Step-by-Step Guide. 

 

 


