RESCINDED BY BUILDINGS
BULLETIN 2023-015 '

e Wi Y IL{F New YORK
HOUSING AND DEVEL&}?ME’.‘{T ASNINISTRATION
OEPARTMENT OF DUILDINGS

DCPARTMENTAL MEMORANDUM : DATE: July 15, 1974
T0:  Borough Superintendents
FROM; Thomas V. Burke,P.L., Director of Operations

SUBJECT: MANUAL FOR PROCESSING CERTIFICATE OF OCCUPANCY (C.of 0.) APPLICATIONS

INTRODUCTION:

The new'procedure incorporates much of the procedure already in use. Onc
purposc is to eliminate inspecticns for a C.of 0. waen the dbuilding is
not ready for such inspection.

Some basic concepts are:

A, All temporary certificates shell contain a reference to the specific
expiration dats. .

B. All temporary certificutes of occupcr.: r saall have the word TEMPORARY
in copital lettzrz af%er *he C.of 0. iiomber.,

C. Pending C.of C anplicatisan pape:s will be maintained as taree
separate files during procassing.

1. Control File I. Arplicatiovs ewaiting viic construction iaspectors
report that the building is 1ready 7ec a .C.of 0. inspection.

2. Control File II: Applicatioas awaiting inspectors reports approving
or disapproving the request for a C.of O,

3. Pending File: Applications where department processing is complete
but further action is required by the applicant i.e., objecvions:
reported by all inspzctors (appiicuant notified), awaiting special
letters from the Department of Highways Fire Department, evc.

Control file I and II are used as a part of a chase or tickier
procedure to insurc that applications are processed diligentiy.

D. A tickler card system will be maintained under the control of the
Borough Office Manager for long term (expiration a year or longer)C.of O'c

E. Clarifies the responsibiliéy of each unit involved in processing a C.of Q.
application and in particular the inspectors' responsibility under
Directive 33 of 1970, page 305-316%, Volume II.

1. The construction inspector shall, by checking his Permanent Inspection
record card and his copies of approved papers, determine that ail con-
trolled inspection reports, have been submitted and approved; that

“ required steel affidavits, aluminum afficdavits, and welding inspec-

(

tion have been submitted and approved and that Place of Assembly ap-
plications are filed when required.
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E. 2. Inspectors in each trade are to determinc that all applicablc
applications for their tradé have been filed and approved, com-
pleted and signed; that there are no violations pending Ior their
trade, that there are no open applications for their trade. A
field inspection is not required if no work is shown for a trudec

and there are no violations, etc., pending.

F. A check list is_being prepared for the construction inspectors wihich
will include among other things a check for the receipt of boiler
equipment use permit, the issuance of equipment use permits for ven-
tilating system, air.conditioning, final survey, etc..

G. The various activities performed in the C.of 0. unit shall be batched
for efficient operation (handle several applications at a time in
the step by step procedure). '

H. When a C.of O.'is.required the construction inspector shall sign off
the building application only when he is recommending the issuance
or approval . of the C.of 0. application.

This procedure is to be implemented at orce,
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o Thomas V. Burke,P.%.
TVB/LR/sc ] Director of Operations

(i F G L

3

cec: Staff

%


pethernandez
Text Box
RESCINDED BY BUILDINGS BULLETIN 2023-015


