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FROM : Richard Visconti, First Deputy Commissioner
DATE : September 28, 1995

RE : ELEVATOR APPLICATION INSPECTION AND TEST APPOINTMENTS

FFECT DATE: Immediately.

SUPERSEDES: OPPN 1/94
PURPOSE: To revise the procedure for scheduling and tracking inspection and

test appointments for all elevator applications and elevator
building notices. The scheduling of these appointments will be in
addition to the computer generated perigdic inspections.

REFERENCE: Memorandum dated June 28, 1995,

APPLICANT:

The applicant shall call for an appointment directly to the appropriate
Area Chief in the Central Elevator Division. Appointments can be made Monday
through Friday between 9:00 p.m, to 3:30 p.m,

AREA CHIEFS:

The Area Chief will enter the appointment in a log and compiete an
appeintment work sheet which shall be forwarded to the scheduling unit for entry
into the computer.

The earliest an appointment can be scheduled by the Area Chief is the day
following the inspector's scheduied office visit for the following week.



The arag Cniefs will assign tne appointmerts to tne field inspaciers on a

rotaticn basss. In additisn, the Area Chief will assign eievator application
test appointments to the field supervisors or 3 ratation nasis. The applicatian
ang work wil® oe assigned to the field inspector and field supervisor on tre

cffice v-s5it day.

The application and the apoointment wark order 1S to be refurned Lo the
Area Chiaf ov trhe inspector's next scneduted affice visit. Tre Area Chief will
review tne app-ication arnd the work grder for completeness. Thke work orger then
wi'l be returned to the scheduling urit for datsa entry. [f tne application is
signed off, the computer will generate a signed off sheet, which wil: be sent to
the applicant,

The following appointment guidelines shall be adhered to:

RESCHEDULING APPOINTMENTS:

a. If an inspector calls in sick or calls in for emergency leave, he is to
cail the area chief.

b. The Area Chief is to notify the applicant that the inspection or test is
canceled. If the applicant insists upon a test or inspection, the Area
Chief is to call the next available inspector and, by phone, he may
reschedule the inspection. The chief must notify the scheduling unit
prigr to or on the date of inspection., The computer will not accept an
inspection after the date of inspection. The Area Chief is also to notify
the scheduling unit of the initial cancellation. The scheduling unit will
issue a new work order and cancel the initial work order. The chief's
name and reason for rescheduling shall be entered in the comment section
of the original work order.

c. The same information except for date and time shail be entered on the
second work order.

SCHEQULING UNET:
The Scheduling Unit enters into the computer the following information:

Elevator company name, address, telephone number and contact person,
Location of elevator and number of elevators to be inspected or tested.
Date, time elevator area and borough number.

Application number and type or test or post test.

An appointment work order will be generated and returned to the Area Chief.

CONTINUING AN APPOINTMENT:

If an inspector is unable to complete the appointment on the day indicated
on the work order, he is to call the Area Chief.
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The Area Chief may schedule an appointment for the completion of the test
or inspection for the following day. The Area Chief is to notify the scheduling
unit who will make out a new order for the following day and re-enter the data
as noted above in "Rescheduiing Appcintments.”



EMERGEMCY APPOINTMENTS:

Emergency appointments as determined by the Director of Central Inspections
or the Deputy Director of the clevator Division will be scheduled as needed, and
must be in writ‘ng by the DJirecter of Central Inspections or by the Deputy
Directar of tne Elevator Division to the chiefs. The Area Chief will schedule
the apoointment and notify the scheduling unit for the proper work order and data
eniry.
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