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SIGN - GUIDED PRACTICE

Log in to DOB NOW

Complete the following steps to login to DOB NOW:

Step | Action

@ In order to Log-in to DOB NOW, turn off the pop-up blocker, and register for eFiling.

=

Please refer to http://wwwl.nyc.egov/site/buildings/industry/dob-now-build.page to
access the job aids for:

B How to Turn Off Pop-up Blockers
B How to Register for eFiling

1 Access the Internet.

‘Q www.nyc.gov/dobnow Rt

3. Press Enter on your keyboard.
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SIGN - GUIDED PRACTICE

Step | Action

Bl | The DOB Login page is displayed.

4. Enter your Email and Password.

LogInto d to Submit Jobs and
Filings:

Enter your e-Filing account
information

Email

Email

Password

Password

To register for an account or reset
your password, go to the eFiling
website.

Need more help? Contact us.

5. Click Login.

Password

‘ Password

To register for an account or reset
your password, go to the efiling
website.

Need more help? Contact us.
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SIGN - GUIDED PRACTICE

Step | Action

6. Click DOB NOW: Build.

DOB NOW ) Welcome, ADAM JOE2
Submit Filings, Payments, and Requests to! e Holp?
Sign Out

Welcome! DOB NOW provides robust online accounts, making it easier to submit
applications, make . schedule i check the status of an application or
inspection, pull permits, and make renewals.

Facade, Boiler Compliance Filings are available under DOB NOW: Safety.

Plumbing, Sprnkler, Standpipe, Antenna, Curb Cut, Sidewalk Shed, Supported Scaffold
Fence, Sign, Electrical and Elevator Job Filings are available under DOB NOW: Build.

Get started by selecting a component below.

BUILD I susm'

Bl | The Dashboard is displayed. The My Jobs tab is displayed by default.

i DOB NOW

Welcome, ADAM JOE2
NOW s, bmit Filings, Payments, and Requests

AIOETESTZ@GMAILCOM
Meed Help?
Sign Out

[0 T onr |+ |+ avoen

My Work Permits My AHV Work Permits My LOC Requests My Sign Off Requests Job Number Search
Filtar My Jobs » m

Job Number ~ Filinx. Filing Type ~ Filing Status b Address *“ Borough *~ Applicant of Record *~ Owner =
MD0328132 11 New Job Filing Pending Plan Examiner A 888 FIFTH AVENUE MANHATTAN  ADAM JOE2 APPLE ROMELB
MO0329131 I New Job Filing Pre-Filing 888 FIFTH AVENUE MANHATTAN ADAM JOE2
M00329130 1 New Job Filing Pre-Filing 888 FIFTH AVENUE MANHATTAN ADAM JOEZ

You are now logged into DOB NOW. Continue to the next section to create a Job filing.
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SIGN - GUIDED PRACTICE

Create a New Sign Guided Practice

Complete the following steps in DOB NOW to create a new Sign Job filing:

Step Action

L Click + Job Filing to initiate a new job filing.

ned DOB NOW

HON Submit Filings, Payments, and Requests to the N

(0] 50w [ +onrens | $nrems | #emosioc

My Jobs My Work Permits My AHV Work Permits My LOC Requests My Sign Off Requests Job Number Search

2. Select the check-box for each Work Type (e.g. Sign) included in this Job filing.
3. Click Submit.
Job filing includes:
Plumbing Sprinklers Standpipe
Antenna Curb Cut Sign
Sidewalk Shed Supported Scaffold Construction Fence

Flectrical Flevators

= =N

Note Multiple Work Types in the same row may be selected.

Elevator, Signs and Electrical must be filed separately.

Plumbing Sprinkler Standpipe
Sidewalk Shed | Supported Scaffold Construction Sign
Antenna Curb Cut
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SIGN - GUIDED PRACTICE

Enter Plans/Work PW1

Complete the following steps under DOB NOW: Plans/Work PWT1 to create a new Sign Job
filing:

Step | Action

- The Plans/Work PW1 tab is displayed.

Buildings 311 | Search all NYC.gov websites
P DOB NOW Welcome, ADAM JOE2
NOW " . e | MAOETEST2EGMAILCOM
Submit Filings, Payments, and Requests to the NYC Need Help?

BUILD

Plans/Work (PW1)

L. Location Information

Holse Mumber* Sireet Mame*

smmunity Board* Apartment/Suite Mumber £ip Code®

Location “ | FloorFrom ~ | FloorTe ~ Description of Work - Edit Delete

Note Important Form Information —required fields and read-only fields.

Fields marked with a red asterisk * are required and must be completed before
submitting a filing.

1. Location Information

House Number*

Fields shaded gray are read-only and are populated from the Building Information
System (BIS) or from eFiling registration.

BIN*
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SIGN - GUIDED PRACTICE

Step | Action

1. Enter the Location Information:

0 House No.

Street Name

Borough

Block

Lot

O Apartment/Suite Number

[ o

1. Location Information
Hause Number* Street Name* Borough”
Select Borough v
Block* Lot* BIN*
Community Board* Apartment/Suite Number Zip Code*

Q)
Y

Note BIN, Community Board and Zip Code are read-only fields and auto populate.

2. To add Work on Floor (s), select +Add.

Work on Floors)
Location ~* FloorFrom ~ FloorTo ~
K <1 |/1»x M ems Per Page

Description of Work
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SIGN - GUIDED PRACTICE

Step | Action
3' Entel‘ the required ﬁeldS in the WOI‘k Work on Floors:
on Floors pop-up window:
O Location Location*
O Floor Number Select Location v
O Description of Work
Floor Number*
From: To:
Description of Work
500 characters remaining
Lo
4. Click Add.

Description of Work
<ENTER DESCRIPTION HERE>

476 characters remaining

e
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SIGN - GUIDED PRACTICE

Step | Action

5. Enter the E-Mail address for the Applicant used during eFiling registration.

2. Applicant Information

E-Mail* License Type* License Number*

Last Name* First Name* Middle Initial
Business Name Business Telephone* Business Address*
Business Fax City* State*

Zip Code* Mobile Telephone*

7o
Note The remaining fields in the Applicant Information section are read-only and
auto-populate from eFiling.
6. Select the License Type from the drop-down list (e.g., Professional Engineer).
2. Applicant Information
E-Mail* License Type* License Number*
AJOETEST2@GMAIL.COM v
Last Name* First Name* Middle Initial
JOE2 ADAM
Business Name Business Telephone* Business Address*
AJ2 2012223333 Al2
Business Fax City* State*
NYC NY
Zip Code* Mobile Telephone*
10000

Note The License Number field in the Applicant Information section is read-only
and auto-populates from eFiling, after the License Type is selected.
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SIGN - GUIDED PRACTICE

Step

Action

/C )\
| ]
=/

Note Itis optional to add a Filing Representative.

Enter the E-Mail address for the Filing Representative used during eFiling

registration.

3. Filing Representative

Enter ernr

Mobile Telephone

E-Mail Registration Number

Middle Initial Last Name
Business Telephone Business Address
City State

First Name

Business Name

Business Fax

Zip Code

Note The remaining fields in the Filing Representative Details pop-up window are

read-only and auto-populate.

8. Select a Filing Review Type (e.g. Standard Plan Examination).
4. Filing Review Type*
Select Type: v
9. Select the applicable radio button for “Directive 14 acceptance requested?”

5. Job/Project Types*

Directive 14 acceptance requested ?

OYes ONo
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SIGN - GUIDED PRACTICE

Step | Action
10. | New Work is auto-selected by the system. If applicable, 6. Work Types™
select the Legalization radio button. Filing Included:

(@ New Work

(O Legalization

Sign

Note Sign is auto-selected.

Sign

11.

Enter the required fields under the Additional Information section:

O Estimated New Work Costs ($)
O Total New Work Construction Floor Area: (Square Feet)

8. Additional Information*

Estimated New Work Costs($)* Total New Work Construction Floor
Area:(Square Feet)
$

12.

Select the Building Type from the drop-down list (e.g. 1 Family).

Building Type*

Select Type: v

13.

Select the applicable radio button for “Is this job associated with a New Building job
filed in BIS?”

Is this job associated with a New Yes No
Building job filed in BIS? O O
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SIGN - GUIDED PRACTICE

Step

Action

Note

If Yes, is selected for “Is this this job associated with a New Building job filed
in BIS?” an Associated BIS Job Number field is displayed; Enter the Associated

BIS Job Number.

Building job filed in BIS?

Is this job associated with a New

@ Yes OnNo

Associated BIS Job Number :*

14. Under Additional Considerations, Limitations or Restrictions information, select the
“Review is requested under which building code?” from the drop-down list (e.g.,
2014).
9. Additional Considerations, Limitations or Restrictions
9A. Review is requested under which
building code?*
Select Type:
15. | Select the applicable radio button for each question.
9C. Facade Alteration* Oves ONo Adult Establishment* Oves OMNo
Quality Housing" o5 o single Room Occupancy (SRO) Oves ONo
iy Housing Oves ON Single Reom gcay Oes ON
Loft Board Oives O No Site Safety joby O ves OINo
ncluded in LMCCC* Oves ONo
90. Landmark Oives O No Little “E" or RD Site O ves ONo
CRFN(s) Restrictive O Yas O Mo Unmapped/CCO Street O Yes O Mo
Declaration/Easement
CRFN(s) Zoning Exhibit QOves ONo
Filing to Address Violations QOvyes ONo
Filing to comply with Local Laws Oves ONo
'L. BSA Calendar Numbers (maximum. O“""' ONn.
9F. CPC Calendar Numbers {(maximum, O Yas O Mo
“I High Rise Team tracking
al includes partial demolition O Yos @ No ural stability affected by (OYes @ No
ined in AC 28-101.5 or the d work* i B
aising/moving of building.*
7

®

/

Note 9L is auto-selected by the system.
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SIGN - GUIDED PRACTICE

Step | Action

Note The system automatically selects an option under NYCECC Compliance for
some work types. Update as required.
10. NYCECC Compliance*

(:} To the best of my knowledge, belief and professional judgment, all work under this application is in compliance with the
NYCECC
@ To the best of my knowledge, belief and
or the work does not require any TR8

professional judgment, all work une
Code P

r this application is exempt from the NYCECC
1ce with one of the following

ess Inspections, in a

The entire scope of work involves a temporary structure and/or one or more of the following work types: SD, SP, CC, ' v

16. | Enter the Job Description in the Job Description for New Work field.

11. Job Description*

Job Description for New Work:*

<INSERT DESCRIPTION HERE>

475 characters remaining

17. | Enter the required fields under the Zoning Characteristics section:

O District (s)

O Overlay (s)

O Special Dist. (s)
O Map Number

12. Zoning Characteristics*

District(s)* Overlay(s)* Special Dist.(s)*

Map Number*
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SIGN - GUIDED PRACTICE

Step | Action

18. | Enter the required fields under the Buildings Characteristics section:

O Mixed Use Building Type
O Building Classification
O Building Height

O Building Stories

O Building Dwelling Units

13. Building Characteristics*
13D. Mixed Use Building Type* Ovyes ONo
13E. Building Classification*
Existing

Building Height (feet)*

Building Stories*

Building Dwelling

Units* ~

Proposed

19. | Select the applicable radio button for Fire Protection Equipment:

O Fire Alarm
O Sprinkler
O Standpipe

18. Fire Protection Equipment*

Existing*
Fire Alarm* OvYes ONo
Sprinkler* OYes ONo
Standpipe* O Yes O No

Proposed*

OYes ONo
OvYes ONo
OvYes ONo
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SIGN - GUIDED PRACTICE

Step | Action
20. | Select the applicable radio button for Site Characteristics:
[0 Tide Wetlands
[0 Fire District
[0 Urban Renewal
0 Coastal Erosion Hazard Area
[0 Freshwater Wetlands
20. Site Characteristics
Tidal Wetlands* OYeg O No Coastal Erosion Hazard OYeg O No
Area*
Fire District* O Yes O No Freshwater Wetlands* OYeg O No
Urban Renewal* OvYes ONo
21. | Under Flood Hazard Area Information, select the applicable radio button for Flood
Hazard Area.
20A. Flood Hazard Area Information
Flood Hazard Area* O Yes O No
22. | Select the applicable radio button within the Asbestos Abatement Compliance section.
22, Asbestos Abatement Compliance*
(O The scope of work requires related asbestos abatement as defined in the regulations of the NYC Department of
Environmental Protection (DEP)
O The scope of work is not an asbestos project as defined in the regulation of the NYC DEP. DEP Control# is required
(O The scope o k is exempt from the os requirement as defined in the reg by the NYC DEP (15
RCNY 1- s an alteration to a b suant to plans submitte approval on or after April 1,
1987, in ance with 28-106.1
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SIGN - GUIDED PRACTICE

Action

Note If “The scope of work is not an asbestos project as defined in the regulation of
the NYC DEP. DEP Control# is required” is selected, a DEP ACP-5 Control No.
field appears ; Enter the DEP ACP-5 Control No.

22. Asbestos Abatement Compliance*

(O The scope of work requires related asbestos abatement as defined in the regulations of the NYC Department of
Environmental Protection (DEP)

(@) The scope of work is not an asbestos project as defined in the regulation of the NYC DEP. DEP Control# is required

DEP ACP-5 Control No.:*

O_IHL' scope of work is exempt from the asbestos requirement as defined in the regulation promulgated by the NYC DEP (15
RCNY 1-23(b)) or 15 an alteration to a building constructed pursuant to plans submitted for approval on or after April 1,
1987, in accordance with 28-106.1

23.

Enter Comments.

24. Comments

<ENTER COMMENTS HERE>

24.

The Plans/Work (PW1) tab is now complete. Click Save to generate a Job Number.

24. Comments

<ENTER COMMENTS HERE>
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SIGN - GUIDED PRACTICE

Step | Action
[ An Address Confirmation pop-up window is displayed with the message:
“Please note that the entered address cannot be changed after saving:
e <ADDRESS (e.g., 2600 HYLAN BOULEVARD, STATEN ISLAND)>
Please confirm that you want to proceed with the entered address.”
25. | Select the answer that applies to close the pop-up window.

Address Confirmation

Please note that the entered address cannot be changed after saving:
» 2600 HYLAN BOULEVARD, STATEN ISLAND

Please confirm that you want to proceed with the entered address.

w [

Note If Yes, you have successfully created a new Job filing and generated a Job
Number.

If No, proceed to the Location Information section for corrections.

26.

A Notification pop-up window is displayed with the message, “Job filing saved
successfully”. Click OK to close the Notification pop-up window.

Notification

Job filing saved successfully.
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SIGN - GUIDED PRACTICE

Step

Action

27.

The Job Number generates and is displayed at the top of the window above the
chevrons.

o DOB NOW

Welcome, ADAM JOE2
q Submit Filings, Payments, and R
BUILD

AIETESTZ@GMAILCOM

Need Help?
Sign Out
Pre-Filing Applicant of Plan Examiner Plan Approved Permit Review Permit Entire Letter of
Record Review Completion

ob# S00329040 Fllu‘lg# 11 I [@ View Filing || ‘D Payment History || D Trace History || [ Property Profile | @XM Ei et T

The Status Bar is displayed above the Job Number.

00B DOB NOW
Submit Filings, Payments, and Requ

Welceme, ADAM JOE2
AJOETESTZ@CMAILCOM

Need Help?
BUILD =
Sign Out
Fre-tiling Applicant of Plan Examiner Plan Approwved Permit Review Permit Entire Letter of
Record Review Raview Complation

m m Job# 500329040 Filmg# 11 [& View Filing D Paymwent Hislory D Trace History [ Property Profile

Note Use the Status Bar to track the Job Filing review.
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SIGN - GUIDED PRACTICE

Step | Action
28. Under the Plans/Work PW1 chevron, Scroll down to Section 23. Sign Details.
23. Sign Details*
Sign Ty.». Signlo.X TotalS.Y Estimat.x FilingF.xX Landma:x. Lessee Email v ldentifi..  Actions
4 « / i S | 7 ¥ ltems Per Page
Total Sign Estimated Cost: $0.00
Total Filing Fee: $0.00
Total Landmark Fee: $0.00
29. | Select + Add New Sign.
23. Sign Details*
Sign Ty.x. SignLlo. TotalS.y Estimat.x FilingF.»2 LandmaX. Lessee Email v ldentifi.y. Actions

<1 ] w7

v ltems Per Page

Total Sign Estimated Cost: $0.00
$0.00
$0.00

Total Filing Fee:
Total Landmark Fee:

poB Now B Build: Sign

19



SIGN - GUIDED PRACTICE

Step

Action

The Sign Details pop-up window is displayed.

30.

Enter the required Lessee Information:

O Email
O Relationship to Owner

Sign Details

Lessee Information

E-Mail* Last Mame First Mame

Relationship to Owner* Business/Agency Name Business Address

City State Zip Code

iness Telephone

31.

Read the Lesee’s Statements and select the check-box to electronically sign.

Lessee’s Statements

wd complete to the best of my knowledge. Falsification of any statement is a

ept, any
ration. Violation is
ently made a false

D | hereby state that all statements in this submission are correct ar
misdemeanor and punishable by a fine, imprisonment, or both. It is unlawful to give a city employee, or for a city employee
benefit, monetary or otherwise, either as a gratuity for properly performing the job or in exchange for special consi
punishable by imprisonment or fine or both. | understand that if | am found after hearing to have knowingly or negl

fied or allowed to be falsified any certificate, form, signed statement, application, or report or

red under the provisions of this code or of a rule of any agency, | may be barred from filing

ent or to have knowingly or negligently f
ion of the correction of a violation re
further applications or documents with the department.

| have personally reviewed all information in this submission, | understand and agree that by personally clicking on the box at left | am
electronically signing this submission and expressing my agreement with the Statement terms herein, | understand that this electronic signature
shall have the same validity and effect as a signature affixed by hand, and | further agree that, by upleading an electronic image of my signature
nal seal as part of this submission, 1 am applying such signature and seal to this submission and signed statement as if | had

and profe

personally signed and sealed this submission by hand

Mame* Date*
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SIGN - GUIDED PRACTICE

Step

Action

32.

Select or enter the required information in the Sign Information section:

O

Purpose

Material of the Sign
Weight

Total square feet

Total zoning lot frontage

Type

Location

Total surface area of this sign
Estimated Job Cost
Estimated Sign Fee
Landmark Fee ($)

OO0O0O0O0O0OO0O0000O

O

Total surface area of all signs in zoning lot

Maximum allowable surface area on zoning lot

Sign Information

Purpose* Material of the Sign*
Select Type: v Select Type
otal square feet* Total zoning lot frontage*
uare L

Maximum allowable surface area on zoning

(square feet)

Type* Location

Select Type: v Select Type:
Estimated lob Cost ($)*

Estimated Sign Fee (%)

1

Weight*

( Ibs.)

Total surface area of all signs in zoning lot*

(square feet)

Total surface area of this sign®

Landmark Fee ($)
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SIGN - GUIDED PRACTICE

Step | Action
33. | Enter the information you want to display on the sign in the Sign Wording field.
34. | Select the applicable radio button for each question.
Sign Wording®
<ENTER SIGN WORDING HERE>
275 characters remaining
Is the sign designed for changeable copy? * O Yes O Mo
Does an OAC have & arest in this sic
_;(E;(_GH_—’(' C have an interest in this sign or OYeg ON(_\
};\:"é:l'::\l;a?l;ﬁ and within view of an arterial OYeg ON(_\
Within 200" and within view of park 1/2 acre or O Yes O Mo
more?*
35. | Click Save.
36. | A Notification pop-up window is displayed with the message, “Sign details added

successfully”. Click OK to close the Notification pop-up window.

Notification

Sign details added successfully.
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SIGN - GUIDED PRACTICE

Step | Action

The information is now displayed in the Sign Details section.

23. Sign Details*

+ Add New Sign Estimate Fee
Sign Ty.x Sign Lo.x Total Sux. Estimat.x Filing F.X Landma:. Lessee Email ~  ldentifi.z Actions
IIllurn'LnaL... Roof 143 $10,000.00 | $290.75 $0.00 AJOETESTZ@GMAIL.C... | Yes & @ I

W« [0 Jiae M 7

Total Sign Estimated Cest:  $10,000.00
Total Filing Fee: $790.75
Total Landmark Fee: $0.00

¥ Items Per Page

1-1of1items

37. Click Save.

m B Preview to File

A Notification pop-up window is displayed with the message, “Job filing saved
successfully”. Click OK to close the Notification pop-up window.

Notification

Job filing saved successfully.

You have successfully added Sign Information. Continue to the next chevron to enter the Cost

Affidavit (PW3).
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SIGN - GUIDED PRACTICE

Enter the Cost Affidavit (PW3)

Complete the following steps under DOB NOW: Cost Affidavit (PW3) to create a new Sign Job

tiling.
Step | Action
38. Select the Cost Affidavit (PW3) chevron.

311 Search all NYC.gov websites

Fﬂ DOB NOW
q Submit Filings, Payments, and Requests to
Lo

BUI
@

Pre-Filing Applicant of Plan Exaniner Plan Approved

Buildings

Welcome, ADAM JOE2
AIDETEST2@GMAILCOM

Mead Help?
Sign Out

Permil Review Permil Entire Letter of

Record Review Review Completion

Job# 500329423 Filing# 11 BViewFiling | D Payment History || D Trace History || [ Property profile | [ Te N
) oY vy Y s

’ Cost Affidavit (PW3) :) Technical Report (TR1)

Plans/Work (PW1)

The Reason for Filing and Cost Details are displayed and are auto-selected.

Plans/Work (PW1) Cost Affidavit (PW3) Technical Report (TR1) m

1. Reason For Filing:
Initial Filing

3. Cost Details
New Work:
Category of Work*

SLgn
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SIGN - GUIDED PRACTICE

Step | Action
39. To enter the Intial Cost Details, click +Add.
Initial Cost Details
+ Add
Category of Work - Description of Work i Area/Units N Unit Cost =
4 <« / e »l 5 v Items Per Page
Total Sign Job Cost (Initial) $0.00
40. | Enter the required fields in the Cost Details

pop-up window:
O Area/Units

O Unit Cost ($)
O Description of Work

Cost Detalils:

Category of Work*

Sign v

Area/Units*

Unit Cost($)*
$

Description of Work*

Total $0.00

Cost($):
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SIGN - GUIDED PRACTICE

Step

Action

Note The Total cost should total to the the estimated New Work costs (s) and Total
Sign Estiamted Cost in the Plans/Work (PW1).

Total $10,000.00
Cost($):
e
41. | Click Save.
Total $10,000.00
Cost($):
m
Bl | The Sign Cost Details are listed in the Initial Cost Details.
Initial Cost Details
+ Add
Category of Work Description of Work 3 Area/Units » Unit Cost Ll
I.‘\if_:n Construction sign 10 $1,000.00 $1I
|4 < ,-"1 L | 5 ¥ Items Per Page 1-1o0f1items
Total Sign Job Cost (Initial) $10,000.00
42. | Click Save.

m B Preview to File
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SIGN - GUIDED PRACTICE

Technical Report (TR1)

Complete the following steps under DOB NOW: Technical Report TR1 to create a new Fence

Job filing:
Step | Action
1. To continue, select Technical Report (TR1).

Welcom
AIDET

i DOB NOW ]
Illlﬂ Submit Filings, Payments, and Requests to the

o

Pre-Filing Applicant of Plan Examiner Flan Approved Permit Review Permit Entire

Record Review Review

m Job# S00329040 Filing# 11 @ View Filing "D Payment History D Trace History || [l Property Prafile
Plans/Work (PW1) Scope of Work ’ Technical Report (TR1) ]’ Work Permit (PW2)

Note Applicant Type is automatically checked, by the system. However, if the
Applicant is also the Special Inspector, he/she may select either/or Are you a
Special Inspector? or Are you a Progress Inspector? in order to add/edit/delete
an inspection.

2. Applicant Information
Applicant Type:*

' Areyou an Applicant of Record? || Are you a Special Inspector? || Are you a Progress Inspector?
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SIGN - GUIDED PRACTICE

Step

Action

/(i)\
N

Note

Note

If the Applicant of Record determines a Special Inspection and Progress
Inspection Categories for New Work is required, he/she may request an
Inspection by clicking the +Add button.

4. Progress Inspection Categories for New Work

Requirement = ¥ ldentified ~ Certified v Progress Inspector ¥ PAA =

|la /1 bk 5 v ltems Per Page

If the Applicant of Record elects NOT to add an inspection, continue to Upload
Required Documents Guided Practice.

The Progress Inspection Category pop-up window is displayed.

Select the Add Requirement drop-down list to select the type of requirement (e.g.,

Final).

Progress Inspection Category

Add Requirement:

Select

Selected Requirements:

Requirement Code R
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SIGN - GUIDED PRACTICE

Step

Action

Click Save.

Progress Inspection Category

Add Requirement:
1 selected
Selected Requirements:

Requirement Code Rk Requirement Descriptions
28-116.2.4.2, BC 110.5, and 1 RCNY §101-10 Final

A Notification pop-up window is displayed with a message that reads, “Inspection
Requirement details added successfully”. Click OK to close the pop-up window.

Notification

Inspection Requirement details added successfully.
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SIGN - GUIDED PRACTICE

Step | Action

The Inspection will be displayed under Progress Inspection Categories for New Work.

4. Progress Inspection Categories for New Work

<1 i s

m B Preview to File

+ Add

Requirement .. Identified~ Certified Progresslx. PAA - Created On ¥ Edit ¥ Deletev Seal & Sign. ~ =

Final No No No 2018-03-26 @ Required
v ltems Per Page 1-1of1litems

5.
Note The system will prompt you to remove the inspection, if it is not required. To
delete, select the trash icon.
+Add
Requirement - ~  Identified ~ Certified v Progress Inspector ¥ PAA ~ CreatedOn ~ Edit v Delete -~

Final No No No 2018-04-13 &
Fire Resistance Rated Co... | No No No 2018-04-12 [:,‘. m

6. Click Save.

B Preview to File
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SIGN - GUIDED PRACTICE

Step

Action

A Notification pop-up window is displayed with the message, “Job filing saved
successfully”. Click OK to close the Notification pop-up window.

Notification

Job filing saved successfully.

You have successfully added Technical Report (TR1) information. Continue to the next
chevron Documents.
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SIGN - GUIDED PRACTICE

Upload Required Documents

Complete the following steps to upload each required document to a Job Filing in DOB NOW:
Build:

Step | Action

1 Click the Documents tab.
Pre-Filing Applicant of Plan Examiner Plan Approved Permit Review
Record Review Review

Job# $00329040 Filing# 11 View Filing || ' Payment History
\
Plans/Work (PW1) Scope of Work Technical Report (TR1) ’ Documents )

2. Click the Uploader Icon.

Job# S00329040 Filing# 11 View Filing
Plans/Work (PW1) Scope of Work Technical Report (TR1)

Additional Supporting Documents v
Required Documents v
Created Ox. Document Name = ~  Document Status ~  PriorTo ~~ Upload ~ Action v
Required
2018-03-23 DEP ACP-5: Asbestos Assessment Report equre Approval s Select Action: +
Required
2018-03-23  pp|-1: Design Professional Seal & Signature S Approval ol Select Action:
Required
2018-03-23  plang/Sketch =G Approval X Select Action: v

Bl | The Document Uploader pop-up window is displayed.

Document Uploader

File Name: DEP ACP-5: Asbestos Assessment Report

Choose File No file chosen
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SIGN - GUIDED PRACTICE

Step | Action
3. Select Choose File.
Document Uploader
File Name: DEP ACP-5: Asbestos Assessment Report
Choose File |No file chosen
The File Explorer pop-up window opens.
L=
Q A + e
Drgamze M T [7]
!_)l'Jl'.un?\‘l'!?( library
S Network
: - ‘H::Hll‘ilv. —
4. Locate the file to upload.
5. Click the Name of the file to select the file.
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SIGN - GUIDED PRACTICE

Step | Action
6. Click Open to attach the document.
B Open {23
[BT) T > o » ocuments + Ficing Gthee o Bam' Bucket of e Documers » Dicuments 5 o = A
Organize = Hew foldes i e
¢ Favorites Documents library o
B Desitcp Document
34 Recent Places
1 Dewninads =y
Mew folder

Change Manegeme

2 Accord Form

A Libraries

o WA Flectncal Enesgy Contumphon
& Muskc T Plars and Sketches
3l My Bocuments

- Pctures
H vedeo

1 Computer
& poBic

) displayed to the right of Choose File.

The Document Uploader pop-up window is displayed again. The File Name is

Document Uploader

n Professional Seal & Signature

File Name: DPL-1: Desi
~ Choose File IDPLl.pdf
Upload

34
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SIGN - GUIDED PRACTICE

Step | Action

7. Click Upload.

File Name: DEP ACP-5: Asbestos Assessment Report
Choose File DEP ACP 5 As... Report.pdf

Once successful, “Document uploaded successfully” is displayed.

File Name: DEP ACP-5: Asbestos Assessment Report
- Choose File ‘DEP ACP 5 As... Report.pdf

|Document uploaded successfully.|

8. Click OK.

File Name: DEP ACP-5: Asbestos Assessment Report
Choose File DEP ACP 5 As... Report.pdf

Document uploaded successfully.
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Step | Action

Bl | The Document Status has updated to Pending.

Required Documents v
Created On ~ Document Name = ~ | Document Status®  PriorTo >~ Upload ~ Action ~
Pendi
2018-03-23 DEP ACP-5: Asbestos Assessment Report Approval X Select Action: ¥
2018-03-23 DPL-1: Design Professional Seal & Signature S Approval X Select Action: v
Required
2018-03-23 Plans/Sketch equire Approval 2 Select Action: v

Note See the DOB NOW Help at www.nyc.gov/DOBNOW/Help for more information
on how to request a Waiver or Deferral.

Required Documents v
Created On v Document Name « v Document Status PriorTo -~ Upload “ Action v
2018-03-23 DEP ACP-5: Asbestos Assessment Report Pending Approval X Select Action:
R d 5
2018-03-23 DPL-1: Design Professional Seal & Signature equire Approval X Select Action:
2018-03-23 Plans/Sketch Required Approval + View Request
= Request Deferral
9. Click Save.
Pre-Filing Applicant of Plan Examiner Plan Approved Permit Review
Record Review Review

mJob# 500329040 Filing# 11 [B View Filing

Additional Supporting Documents v
Required Documents v
Created On ~ Document Name = v Document Status”  PriorTo -~ Upload >~ Action v

Pending

2018-03-23 DEP ACP-5: Asbestos Assessment Report Approval _?ﬂ Select Action: v
Required

2018-03-23 DPL-1: Design Professional Seal 8 Signature o+ Zreioral X Select Action:  +

2018-03-23 Plans/Sketch Required Approval kA Select Action: ¥

You have completed the Upload Required Documents Guided Practice; please refer
to http://www1l.nyc.gov/site/buildings/industry/dob-now-build.page to add Additional
Supporting Documents, if needed. Continue to the next chevron Add Work Permit(s) (PW2).
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SIGN - GUIDED PRACTICE

Add Work Permit(s) (PW2)

Complete the following steps under (PW2) DOB NOW: Work Permit (s) PW2 to create a new
Sign Job filing.

Step

Action

Note Adding Work Permit(s) is ONLY enabled for Professional Certification filing
review types.

Select the Work Permit (PW2) tab.

pias DOB NOW
Imi Submit Filings, Payments, and Requests to the NYC Deps
BUILD i

@

Pre-Filing Applicant of Prof Cert Plan Approved Permit Review Permit Entire

Record Review QA Review

MJob# $00329040 Filing# 11 [EViewFiling | D Payment History D Trace History [ Property
Plans/Work (PW1) Technical Report (TR1) Work Permit (PW2) :) Statements

Application Highlights

Work Permit: < Add

Click +Add.

Work Permit: | 4 Add

Tracking No. ~ Work Permit No. ¥  Work Permit Status
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SIGN - GUIDED PRACTICE

Step | Action

Bl | The Work Permit pop-up window is displayed.

Work Permit

Information Documents
1. Reason for Filing

Filing reason*

3. Type of Permit

4, Applicant Information

E-Mail

First Name

Enabad NI o Sk T
Expected Work Start Da

License Number

Last Name

on
TEMPORARY FENCE TO PROTECT PEDESTRIANS FROM DEERIS

te*

Drace History

Application Highlights

YLAN BOULEVARD

 ISLAND

Fili fumber

Work Permit Status

Note The person associated with the E-Mail in the Applicant Information section above
must complete the attestation.

poB Now B Build: Sign

38




SIGN - GUIDED PRACTICE

Step | Action

3. Complete the required
sections in the Work Permit

pop-up window:

OO0 Reason for Filing
O Type of Permit

O Applicant
Information

O Filing Representative

O Insurance P.E./R.A
Only)

O Applicant/C-
contractor Statement.

Work Permit

1. Reasen for Filing

3. Type of Permit
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SIGN - GUIDED PRACTICE

Step | Action

— Click Save.

4. Click Cancel to return to the filing.

Bl | The work permit is listed below Work Permit.

DOB

DOB NOW
|EI Submit Filings, Payments, and Requests 1
BUILD

Pre-Filing Applicant of

Prof Cert

Plan Approved Permit Er|
Record Review QA Review

B0 2T sob# S00329040 Filing# 11

Permit Review

[3 View Filing D Payment History D Trace History]

Work Pe

rmit (PW2)
Work Permit: = Add

Application Highlights

Location
Tracking No. Work Permit No. ¥ Work Permit Status

~  Permit Type * Initial Permit ¥ MNo Work Permit’ Created On =
|830391556 Parmit is not yet issued Pre-Filing Construction ... Yos No 03/27/2018 I Job Number

5. Click Save.

Job# $00329040 Filing# |

Work Permit: = Add

Tracking No. ~ Work Permit No. >

Work Permit Status > | Permit Type
830393656

Permit is not yet issued Pre-Filing

Construction
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Step | Action

Note In order to print a Work Permit in DOB NOW:

Please refer http://www1.nyc.gov/site/buildings/industry/dob-now-build.page to get help
with:

- How to Print a Work Permit

You have completed the Work Permit (PW 2) Guided Practice. Continue to the Statements and
Signatures Guided Practice, if needed.
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SIGN - GUIDED PRACTICE

Applicant’s Statements & Signhatures

Complete the following steps in under DOB NOW: Statements & Signatures to create a new
Sign Job filing:

Step Action

Note Ensure that the job filing has been completely filled out.

1 Select Statements & Signatures.
ks DOB NOW i Welkome, ADAM 02
e Submit Filings, Payments, and Requests ta the NYC E mllnw&:-:;?.iﬁ;"
ign Out
g Applicant of Prof Cert Flan Approved Parmit Review Permit Eritire etter ot
Recoed Review QA Revtew Completion

ng: 500329040 Filing# 11 @View Filing ~ DPaymantHistory | DTracaHstory | [ Property Profile ashboard
Application Highlights

Applicant of Record - Statements & Signatures Location 2600 HYLAN BOULEVARD
STATEN ISLAND 10306
SONAZNL0

Plans/Work (PW1) - Section 25, Applicant's Statements®

ated Jab Cast (§)

alsification of any slatement & o rrisdemeance and i purishable by & fire o imprisenment, or ot

o nt Filing Status
for property perf
b Status

bamed frod 2 1 t t 1 - erdsed the preparation of the con n Total Job Cost (§) $0.00

subimitbed and 1o the best of my kiowledge and beliel, the constuction dovurnents and wo

Filing Type New Jobs Filing
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SIGN - GUIDED PRACTICE

Step

Action

Read ALL Applicant of Record — Statements and select the checkbox to electronically
sign.

Applicant of Record - Statements & Signatures

Plans/Work (PW1) - Section 25. Applicant's Statements*

Falsification of any statement 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 employee to
accept, any benefit, monetary or otherwise, either as a gratuity for properly performing the job or in exchange for special consideration. Violation is punishable by
imprisonment or fine or both. | understand that if | am found after hearing to have knowingly or negligently made a false statement or to have knowingly or negligently
falsified or allowed to be falsified any certificate, form, signed statement, application, report or certification of the correction of a violation required under the provisions
of this code or of a rule of any agency, | may be barred from filing further applications or documents with the Department. | prepared or supervised the preparation of
the construction documents and specifications herewith submitted and to the best of my knowledge and belief, the construction decuments and work shown thereon
comply with the provisions of the NYC Administrative Code and other applicable laws and rules, except as set forth in the accompanying documents. | acknowledge
that | have read and complied with all instructions pertaining to this application and supplementary schedules submitted. Cluster Development Statement (if
applicable): | hereby state that all specifications relating to this job are identical to those previously filed under the group lead job number, except as specified herein.*

Directive 14 initial applications (if applicable) | certify that the construction documents submitted and all construction documents related to this application do not
require a new or amended Certificate of Gccupancy as there is no change in use, exits, or accupancy. *

Technical Report (TR1) - Section 5. Applicant’s Statements

have identified all of the special inspections, progress inspections and tests required for compliance.®

certify that the Special Inspection and Approved Agencies engaged by the owner to supervise the work specified herein are acceptable. (BC 1704.1)*
Professional Certification (POCL) (applicable only for professionally certified jobs)

hereby state that | have exercised a professional standard of care in certifying that the filed application is complete and in accordance with applicable laws, including
the rules of the Department of Buildings, as of this date. | am aware the Commissioner will rely upon the truth and accuracy of this statement. | have notified the owner
that this application has been professionally certified. If an audit or other exam discloses non-compliance, | agree to notify the owner of the remedial measures that
must be taken to meet legal requirements. | further realize that any misrepresentation or falsification of facts made knowingly or negligently by me, my agents or
employees, or by others with my knowledge, will render me liable for legal and disciplinary action by the Department of Buildings and other appropriate authorities,
including termination of participation in the professional certification procedures at the Department of Buildings.*

n have perscnally reviewed all information entered on each of the documents listed above. | understand and agree that by personally clicking on the box at left | am
electronically signing each document listed above and expressing my agreement with the Statements and Signatures terms for such documents and all other
statements above. | understand that this electronic signature shall have the same validity and effect as a signature affixed to each document and statement by hand,
and | further agree that an uploaded electronic image of my signature and professional seal that is part of this application is hereby applied to this signed statement
and each document and statement listed above as if | had personally signed and sealed these statements and documents by hand.*

Name Date

Note Your signature and the date will auto-populate.

Note If needed, the Applicant can answer on behalf of the Property Owner’s
Statements but, the Owner must log-in and attest.
If not, to continue skip to Step 4.
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SIGN - GUIDED PRACTICE

Step Action

3. Select the applicable radio button for each statement in the:

O Property Owner’s Statements
O Owner Type

O Owner’s Email Address

O Relationship to Owner Title

Owner - Statements & Signatures

I Section 26. Property Owner's Statements® I

Fee Exemption Request (Non-Profit Owned and Operated) In accordance with Administrative Code §28-112.1, Exception 1, | certify that the deed holder is a corporation or
association erganized and operated exclusively for the purposes indicated in such section, and that the property is used exclusively by such entity for such purpose.*

O Yes @ No

Fee Exemption Reguest (NYCHA/HHC, NYC Agency, or Other Gavernment Owned and Operated) The building or any part thereof to be constructed, renovated, altered or
demolished is owned and operated exclusively for the purposes of the NYC Agency, NYC Authority, NYS Agency, Federal Government or any other government entity.*

O Yes @ No

Owner’s Certifications Regarding Cccupied Housing. The site of the building to be altered or demolished, or the site of the new building to be constructed, contains one or
mere occupied dwelling units that will remain occupied during construction. These occupied dwelling units have been clearly identified on the submitted construction
documents.*

O Yes @ No

The site of the building to be altered or demolished, or the site of the new building to be constructed, contains occupied housing accommaodations subject to rent control or
rent stabilization under Chapters 3 and 4 of Title 26 of the New York City Administrative Code. If yes, select one of the following:*

O Yes @ No

The owner is not required to notify the New York State Homes and Community Renewal (NYSHCR) of the owner’s intention to file because the nature and scope of the
work proposed, pursuant to NYSHCR regulations, does not require notification.

The owner has naotified the New York State Homes and Community Renewal (NYSHCR) of its intention to file such construction documents/apply for such permit and has
complied with all requirements imposed by the regulations of such agency as preconditions for such [filing/application].

Owner’s Certification for Directive 14 (if applicable)

| have read and am fully aware of the applicant’s statement that the construction documents submitted and all construction documents related to this application will not
require a new or amended Certificate of Occupancy as there is no change in use, exits, or occupancy and the work is not inconsistent with the current certificate of
occupancy. Furthermore, | understand that | am responsible for retaining a qualified design professional to perform a final inspection when the permitted work is complete
and this professional must submit a satisfactory final inspection report to the NYC Department of Buildings within the time following inspection prescribed by Department
rule*

() ves

Owner Type*

I Select Owner Type v I

Is the deed holder a non-profit organization?

O Yes @ No

E-mail Address* Name Relationship to Owner Title
Business Name/Agency name Street Address City
State Zip Telephane Number
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SIGN - GUIDED PRACTICE

Step Action

4. Click Save.

MName

M save I Preview to File

You have completed the Work Permit (PW 2) Guided Practice. Continue to the Preview to File
Guided Practice, if needed.
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SIGN - GUIDED PRACTICE

Preview to File

Complete the following steps to preview the job filing and submit to The Department of

Buildings:

Step

Action

Note You must pay before you proceed to the next step. Click on the link below to
view a video.
https://www.youtube.com/watch?v=YHDbxAuS8Dk

Click Preview to File.

DOB
DOB NOW
NOW Submit Filings, Payments, and Requests to the NYC

Pre-Filing Applicant of Prof Cert

Record Review QA Review

Job# $00329040 Filing# I1

Note The Preview to File button may be disabled, if the Status is not Applicant of
Record Review yet.
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SIGN - GUIDED PRACTICE

Step

Action

Click Next to read and progress through the Application Preview until you reach the
attestation

Application Preview P @Zcom | QZoom | 100% "

Note If you discover errors when you Preview File, click the Return to Filing View,
correct the errors, re-attest and Preview to File again.

C'Return to Filing View

Select the check-box to attest that you have reviewed the application.

D "I have personally reviewed all information entered on this application.”

Name ‘ Date ‘

C' Return to Filing View
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Step | Action
4. Click File.
W ‘I have personally reviewed all information entered on this application.”
Name Date
ADAM JOE2 03/28/2018
("Electronically Signed™)
C Return to Filing View
5. A Confirm pop-up window is displayed with the message, “Job/Filing saved

successfully. Information forwarded to DOB for review”. Click OK to close the Confirm
pop-up window.

Confirm:

Job/Filing saved successfully. Information forwarded to

DOB for review.

o [

Note Click View Filing, to see a PDF summary of the Job Filing.

The Status Bar updates based on changes to suit the type of Filing Review (e.g. Prof Cert
QA Review).

DOB NOW
Submit Filings, Payments, and Requests to the NYC Departme

Pre-Filing Applicant of Prof Cert Plan Approved

Record Review QA Review

You have successfully completed the Create a Sign Filing Guided Practice.

For additional information, please refer to http://www1.nyc.gov/site/buildings/industry/dob-
now-build.page
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SIGN - GUIDED PRACTICE

Submit a Post Approval Amendment
(PAA)

A Post Approval Amendment or PAA allows the user to amend the Scope of Work within the

category of work filed for under the permit.

Complete the following steps to submit a Post Approval Amendment:

Step | Action

1 Locate the Job Filing that you would like to make a Post Approval Amendment
(PAA) to.
Job Number ~ Filinx. Filing Type ~ Filing Status
S00329340 11 New Job Filing Pre-Filing
S00329213 11 New Job Filing Permit Issued
2. Select PAA from the drop-down list in the Filing Action Column.

;  Pre-Filing

Filing Action

Select Action:

Select Action: v

Select Action:

Subsequent Filin
| Print Work Permit
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Step

Action

The Confirm pop-up window is displayed, with the message “Please confirm if you
would like to proceed with Post Approval Amendment (PAA) filing”.
Click Yes to proceed with submitting the PAA.

Please confirm if you would like to proceed with Post
Approval Amendment (PAA) filing.

B

A new Filing opens with the Plans/Work (PW1) tab populated.

Pre-Filing Applicant of Prof Cert Plan Approved Permit Review|

Record Review QA Review

I Preview to File View Filing ‘D Pay|
\
Plans/Work (PW1) ) ) Cost Affidavit (PW3) Technical Report (TR1) ]

1. Location Information

House Number* Street Name™ Borough*

6 EAST 15 STREET MANHATTAN v
Block* Lot* BIN*

842 34 1016067
Community Board* Apartment/Suite Number Zip Code*

105 10003

Select the Cost Affidavit (PW3) tab.

- \ .
Plans/Work (PW1) } Cost Affidavit (PW3) ) ) Technical Report (TR1)

1. Reason For Filing:

v

3. Cost Details
New Work:
Category of Work*

« Sign
Initial Cost Details

+ Add

Category of Work ~ Description of Work i Area/Units & Unit Cost e Total Cost M

Sign Store Front Sign above entrance 1 $2,000.00 $2,000.00 @
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Action

NOT editable.

The 1. Reason For Filing and 3. Cost Details sections are grayed out. These fields are

SO
Plans/Work (PW1)

1. Reason For Filing:

v

3. Cost Details
MNew Work:
Cateqory of Work®

¥ Sign

Initial Cost Details

+ Add
Category of Work  ~

Sign wearalw

IH 4|:|x1» M 5

Total Sign Job Cost (Initial)

Cost Affidavit (PW3)

Description of Work

* ltems Per Page

$2.000.00

1 $2.000.00

[& View Filing

AreafUnits 4 Total Cost ¥

$2.000.00 —

Unit Cost v

1-1of1items

5. Click the " icon to update the Description of Work.

1. Reason For Filing:

v

3. Cost Details
New Work:
Category of Work*

« Sign

Initial Cost Details

+ Add

Description of Work

Store Front Sign above entrance

7 Area/Units

~ Unit Cost i Total Cost ¥ Edit >

$2,000.00

Delete =

$2,000.00 @ il

Click Save.

M save I Preview to File
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Step | Action

6. A Notification pop-up window is displayed with the message, “Job filing saved
successfully”. Click OK to close the pop-up window.

Notification

Job filing saved successfully.

7. Select the Statements & Signatures tab.

View Filing D Payment History "D Trace History [ Property Profile & NBEL ) alok | fo]

Work Permit (PW2) } Statements & Signatures

8. Read ALL Applicant of Record — Statements and select the check-box to
electronically sign.

D | have personally reviewed all information entered on each of the documents listed above. | understand and agree that by personally clicking on
the box at left | am electronically signing each document listed above and expressing my agreement with the Statements and Signatures terms
for such documents and all other statements above. | understand that this electronic signature shall have the same validity and effect as a
signature affixed to each document and statement by hand, and | further agree that an uploaded electronic image of my signature and
professional seal that is part of this application is hereby applied to this signed statement and each document and statement listed above as if |
had personally signed and sealed these statements and documents by hand.*

Name Date

Note Your signature and today’s date auto-populate.

Note The job number generated in the initial filing is the same as the initial filing’s
job number with P1 added as a suffix. (e.g., S00298067-P1).
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SIGN - GUIDED PRACTICE

Step | Action

Click Save.

m I Preview to File

A Notification pop-up window is displayed with the message, “Job filing saved
successfully”. Click OK to close the Notification pop-up window.

Notification

Job filing saved successfully.

Note Continue with the steps under the Preview to File Guided Practice on page
46, to re-submit the Job Filing.

You have completed the Submit a Post Approval Amendment Filing Guided Practice.
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SIGN - GUIDED PRACTICE

Submit a Subsequent Filing

A Subsequent filing is an additional filing under the same job number that allows the user to

add to the original Scope of Work in a different category

Complete the following steps to submit a Subsequent Filing:

Step

Action

Note DPlease refer to http://wwwl.nvc.gov/site/buildings/industry/dob-now-build.page to access

the Guided Practice on How to Login to DOB NOW.

1. | Locate the Job Filing that you would like to add a subsequent filing to.
Job Number v Filinw. Filing Type v Filing Status ~
S00329340 1 New Job Filing Pre-Filing
|500329213 l 1 New Job Filing Permit Issued
2. | Select Subsequent Filing from the drop-down list in the Filing Action Column.
Job Num:. Filz. Filing Type ~ Filing Status ~ Address ~ Borough ~ Applicant of Recx.  Owner ~  Created Datev... Modified .. Payment . Filing Action
New Job Filing  Pre-Filing 110 MAPL STATEN ISL.. FIRM ZERO loe Spark  04/0: Exempted Select Action
New Job Filing  Permit Issued 10 MAPL... 'STATENISL.. FIRM ZERO Joe Spark Paid Solect Action:
New lob Filing  Pre-Filing 110 MAPL... STATENISL.. FIRM ZERO Joe Spark Due Select Action:
11 Permit Issued 10 MAPL... STATEN ISL.. FIRM ZERO loe § Exempted Select Action:
) 11 MewlobFiling Permitlssued | 110 MAPL.. |STATENISL.. FIRM ZEROD APPLERO... 0 Exempted | select Action:
Filing Action
Select Action: v
‘ Select Action: v
Select Action:
Subsequent Filing
PAA
Print Work Permit
3 The Confirm pop-up window is displayed, with the message “Please confirm if you would like to

proceed with Subsequent Filing”. Click Yes to proceed with submitting the Subsequent Filing.
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SIGN - GUIDED PRACTICE

Step | Action

4. | Choose the applicable filing type (e.g., Electrical).

Subssguent Filing

"@" Note A Subsequent Filing can be many other filing Types. See screen shot above.

5. | Click Create Subsequent.

/]

A new Filing opens with the Job Location populated.

Job Location
B House Number* Street Name * Borough*
110 MAPLE PARKWAY STATEN ISLAND v
Block* Lot* BIN*
1218 45 5027624
Community Board Zip Code* Special Place Name
501 10303
Leave blank unless there (s no fixed address

@ Note The remaining steps to complete a Subsequent Filing are the same as those under ‘Enter
~ Plans/Work (PW1)’ on page 6.

Note The job number will be the same as the initial filing with the suffix of S1 added at the end
(e.g., S00298067-S1).

You have completed the Submitting a Subsequent Filing Guided Practice.
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SIGN - GUIDED PRACTICE

Notes:
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