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 Ground Rules

 Learning Objectives

 DOB NOW – Overview

 Features and Benefits

 DOB NOW: Build – December 2020 Release 

Overview

 Industry Process

 Materials to Help You Back on the Job

 Helpful Links

 DOB NOW Resources

 Questions & Answers

AGENDA
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At the end of this session, you will be able to:

 Understand the modules, features, and benefits 

included in DOB NOW

 Access and navigate the DOB NOW: Build –

Industry Portal

 Correctly choose appropriate Work Type(s) for 

your Job Filings

 Identify key roles and responsibilities

 Submit Initial Job Filings

 Complete all required Concrete documentation 

and Technical Reports

LEARNING OBJECTIVES
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 File Corrections, Post Approval Amendments, 

and Civil Penalties Review Request (L2)

 Submit Subsequent Job Filings

 Request Letters of Completion



BEST PRACTICES FOR THE VIRTUAL CLASSROOM
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Chat Feature Mute Microphones

Feedback

Parking Lot Ask Questions

Participate 



DOB NOW – INTRODUCTION
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DOB NOW is an interactive, web-based portal that will 

enable building Owners, Design Professionals, Filing 

Representatives, and Licensees to do all business with 

DOB online. Filing online allows the User to work from 

home or office and eliminates the need to travel to DOB to 

file applications.



DOB NOW – MODULES
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DOB NOW – MODULES
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BUILD includes:
 Create & Submit Job Filings

 (All Job Types and Work Types in Build)

 Pull & Renew Permits

 Request AHV

 Request LOC

 Schedule Appointments

 Resolve Objections



DOB NOW – MODULES
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LICENSING includes:

Submit License Filings for:

 Welder

 Journeyman

 Gas Work Qualification

INSPECTIONS includes:

 Request Inspections

 View Results



DOB NOW – MODULES
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SAFETY includes:

Submit Compliance Filings:

 Boiler

 Elevator

 Façade

 Submit Rescission Request for COVID-19 Safety 

Guidance Stop Work Orders 

Search/Submit Violation Payments and Waivers for:

 Boiler

 Elevator



DOB NOW – MODULES
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BIS OPTIONS includes:

Submit the following transactions for items found in 

BIS:

 Certificate of Correction Review Requests

 Civil Penalty Review Requests (L2)

 License Renewal Applications 

 Boiler Sign off Requests 

ESSENTIAL CONSTRUCTION includes:

 Weekly Safety Inspection Reports



DOB NOW ACCESS – PUBLIC PORTAL AND INDUSTRY PORTAL 

Public Portal

 Industry Portal
 For eFiling

registered users 
only
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DOB NOW: Build – FEATURES AND BENEFITS
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Submit a Job Filing online
Customers do not have to travel to the DOB office for filings 

Real time Job Filing information online
24/7 access to job status and information

Greater Transparency of the filing process
Job Filing status can be viewed at any time

Faster Processing time
Digital filing allows for quicker turnaround time for submitted Job Filings



DOB NOW: BUILD – EXAMPLES OF KEY STAKEHOLDERS
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Other Stakeholders
 Property Owners

 Job Filing Representatives

 Licensees 

Applicant of Record
 Registered Architects

 Professional Engineers

 Licensees

Inspectors
 Special Inspectors

 Progress Inspectors

Site Safety
 Site Safety Manager

 Construction Superintendent

 Site Safety Coordinator 



KEY TERMS IN DOB NOW: Build
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1. Action Panel 2. Action Buttons 3. Action Dropdown 



DOB NOW: Build – SEARCH OPTIONS

 To find Job Filings in DOB NOW: Build, click the Search button. 

 Users can search by Job Number or by BIN. 
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DOB NOW: Build – ACTION PANEL
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 The Action Panel:

1. The Home Icon will display the 

main dashboard.

2. The 3 bars will display a menu 

list of Dashboards that are 

available 

3. Job List will display the Job 

Filings

1
2
3



DOB NOW: Build – DASHBOARD

By clicking the  Action Menu on 

the right of the Job Filing 

Dashboard the user can  complete 

the following Actions :

 Clear all Filters.

 Export all data as excel.

 Export visible data as excel.

 Columns that can deselect.
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KEY TERMS IN DOB NOW: Build

1. Status-Bar

2. Tabs

3. Headers

4. Sections

5. Grayed-Out or Auto-

populated fields

6. Required Fields

18



19

Register To Access DOB NOW: Build
Through eFiling

eFiling



REGISTER FOR eFiling
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 All stakeholders associated to the Job 

Filing must register for eFiling before 

logging into DOB NOW.

 If previously registered, use the existing 

eFiling Username and password to 

access DOB NOW.

 Register at www.nyc.gov/dobefiling



eFiling REGISTRATION – CONTACT DETAILS

 Complete the required fields in the 

Registration Form in order to create 

an eFiling account.
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eFiling – ADD DOB LICENSE(S) OR ISSUED ID#, IF APPLICABLE

 Select the 1st radio button, if 

you do not own a license or 

DOB Issued ID#. 
For example: Owner, Manufacturer, or 

non-Licensed

 Select the 2nd radio button, if you own 
a license or DOB Issued ID#. 
For example: General 

 Enter License Number and 

Business Information for each 

License owned
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eFiling – NON-LICENSEES
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Complete
Registration Form

Click
Verification Email

Receive 
Confirmation

from DOB
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eFiling – LICENSEES

Complete
Registration Form

Click
Verification Email

Receive 
Confirmation

From DOB

Print 
Authentication Form

Sign, Date and 
Seal the Form

Submit
App to DOB in person

or via mail

 New York City Department of Buildings
LAA/ Permit Renewal and Hub Authentication Unit
280 Broadway, 1st Floor
New York, NY 10007

 New York City Department of Buildings
LAA/Permit Renewal and Hub Authentication Unit
Attn: eFiling
280 Broadway, 1st Floor
New York, NY 10007

IN PERSON: MAIL TO:
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eFiling – TIP SHEETS & USER GUIDES

 Tip Sheet: 
https://www1.nyc.gov/assets/buildings/pdf/dob_now_registration_tip_sheets.pdf

 Guide:  
https://www1.nyc.gov/site/buildings/industry/dob-now-registration-tips.page

 Learn more from available 

resources:

 Tip Sheets

 Guides

 FAQs



DOB NOW ACCESS – PUBLIC PORTAL AND INDUSTRY PORTAL
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Industry PortalIndustry Portal

Public PortalPublic Portal



DOB NOW: HELPFUL LINKS
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DOB NOW: Build – DECEMBER 2020 RELEASE OVERVIEW
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DOB NOW: Build

 Introduction of New Work Types:

 General Construction (GC)

 Earthwork (EA)

 Foundation (FO)

 Protection & Mechanical Methods (PMM)

 Support of Excavation (SOE)

 Composite Permits

 Concrete Enhancements

 Functionalities:

 Tenant Protection Plan

 Site Safety Plan

 Withdrawal / Superseding



DOB NOW: Build – EARLY 2021 RELEASE OVERVIEW
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DOB NOW: Build

 Introduction of New Job Types:

 Alteration affecting Occupancy 

 New Building

 Schedule of Occupancy (formerly Schedule A)

 Certificate of Occupancy

 Temporary BIN Request

 For the rest of this training, we will focus on the December 2020 release.  



Industry Overview:
 Job Filing Structure and Work Type Combinations

DOB NOW: Build



DOB NOW: Build – FILING STRUCTURE
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BIN:12345677

ALTERATION 

WT: FO & EA

INITIAL JOB FILING

TODAY

WT: FO & EA
PAA

3
days+

WT: SOE
SUBSQUENT JOB FILING 1

14
days+

WT: PMM
SUBSQUENT JOB FILING 2

30
days+

M0000123-I1

M0000123-P1 M0000123-S1 M0000123-S2

FO PERMIT

EA PERMIT



DOB NOW: Build – WORK TYPES CURRENT VS. FUTURE STATE
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CURRENT WORK TYPES DECEMBER 2020 ADDITIONAL WORK TYPES

 Antenna 

 Boiler Equipment

 Construction 

Fence

 Curb Cut

 Electrical

 Elevators

 Mechanical 

Systems

 General Construction (GC)

 Foundation (FO)

 Earthwork (EA)

 Support of Excavation (SOE)

 Protection & Mechanical Methods (PMM)

 Plumbing

 Sidewalk Shed

 Sprinklers

 Standpipe

 Structural

 Supported 

Scaffold
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DOB NOW: BUILD - EXISTING WORK TYPE COMBINATION

 There are two combined filing options that currently exist in DOB NOW: Build.

 Work Types Plumbing, Sprinkler, and Standpipe can be combined in any combination. 

 Work Types Sidewalk Shed, Supported Scaffold, and Fence can be combined in any combination.

 Combined Filings will have one Applicant of Record and trigger only one instance of a given TR inspection 

(e.g. there will only be one TR Final for all of the Work Types on the filing).

PL SP SD

SH SF FN
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DOB NOW: BUILD - ADDITIONAL WORK TYPE COMBINATION AND COMPOSITE PERMITS

 Work Types that can be Combined Filed with GC are FO, ST, EA, or MS – GC must be included:

 Other Work Types that can be 

Combined Filed without GC:

FO

EA

ST

MS
GC

SOE
PMM

FO
EA

 These new Work Types can also be filed individually.

 Work Types that are combined on the filing:

 Will have a single Applicant of Record

 Will trigger only one instance of a given TR 

Inspection (e.g. there will only be one TR Final for 

all of the Work Types on the filing)

 These combinations can have Composite Permits (if the 

contractor is the same) or individual Permits.

 Existing Work Types that can be Combined Filed 

will NOT allow Composite Permits.



SELECTING THE WORK TYPES

• Select Work Types by 

clicking the appropriate 

checkbox(es).
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Industry Overview:

 General Construction

 Foundation

 Earthwork

 Support of Excavation

 PMM

DOB NOW: Build



DOB NOW: Build – GENERAL CONSTRUCTION (GC) WORK TYPE –
OVERVIEW 

 As of December 2020, General Construction (GC) will be released in  DOB 

NOW: Build as a new Work Type 

 Only GC Alteration Jobs can be submitted in DOB NOW: Build.

 GC can be filed in combination with other work types or as a standalone. 

 The GC Work Type allows Applicants to request Composite Permits. 

 Sub-categories for GC include:

37

 Construction

 Façade

 Chimney

 Enlargement



DOB NOW: Build – FOUNDATION (FO) WORK TYPE – OVERVIEW 

 Subcategories for FO include:
 Shallow

 Deep

 Underpinning

 Retaining Walls

 Tie backs & Anchors

 When doing Foundation work, Applicants must 

select FO as the Work Type.

 If Underpinning is selected, then no other subcategory can be selected and no other work type can be 
included in the filing.
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DOB NOW: Build – EARTHWORK (EA) WORK TYPE – OVERVIEW 

 Landscape

 Sitework (Grading and fill)

 Proper engineering and oversight is necessary at an excavation 

or trench (Earthwork) to protect works, passersby, and 

neighboring properties. This is covered under NYC Building 

Code (§3304) and OSHA regulation (29 CFR 1926 Subpart P).

 Contractors will no longer call DOB to notify the Department 

prior to starting Earthwork but will instead use the notification 

function built into DOB NOW. 

 Applicants must specify the Enlargement Type: Vertical or 

Horizontal.

 They must choose the appropriate EA subcategories: 

 Soil Improvement

 Excavation
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DOB NOW: BUILD – SUPPORT OF EXCAVATION (SOE) WORK TYPE –
OVERVIEW 
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 The SOE Work Type covers more specifics of how excavations 

can be made safer.

 Support of Excavation is required under NYC Building Code 

(§3304) and OSHA regulations (29 CFR 1926 Subpart C).

 Applicants must specify the Enlargement Type: Vertical or 

Horizontal.

 SOE subcategories are:

 Slurry Shaft/Wall

 Ground Freezing

 Soil Grouting / 

Improvement / Soil Mix

 Shoring/Bracing

 Other

 Tangent / Secant Piles

 Berming, Sloping, 

Benching

 Tie backs and Anchors



DOB NOW: Build – PROTECTION AND MECHANICAL METHODS WORK TYPE 
– OVERVIEW
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 Protection and Mechanical Methods (PMM) is a new Work Type that 

will be deployed in DOB NOW: Build. 

 PMM covers six sub-categories: 

 Cocoons 

 Chutes 

 Roof Protection

 Mechanical Demolition Equipment 

 Hoisting Equipment

 Roof Overhead Protection and Platforms  
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DOB NOW: Build – WORK TYPE – GC/FO/EA/SOE/PMM

 The new Work Types may trigger the following:

 PGL1 requirement

 Site Safety Plan

 Tenant Protection Plan

 The Applicant specifies if they want TR Final or DOB-signoff inspection (GC Only).

 The TRs  will be only be triggered by certain criteria defined on the Job Filing:
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 If a Work Type triggers a Site Safety Plan or Tenant Protection Plan, you may not file a PW2 with 

the initial Prof Cert Job Filing. The Permit can only be granted after the Site Safety Plan or Tenant 

Protection Plan has been approved.      

 TR1

 TR3
 TR2

 TR5

 TR5H

 TR8



DOB NOW: Build – WORK TYPE – GC/FO/EA/SOE/PMM

 New questions (that currently do not exist on any existing DOB form) that are specific to 

the Work Type will be captured as part of the Job Filing.

 For example:

 Are projections or other construction proposed into the public right-of-way affecting 

sidewalks, streets, utilities, etc. (e.g. tie-backs into the street)?

 Will dewatering be required for this application?

 What class of soil will the foundation bear?

 Are there adjacent historic structures within 50 feet of the project lot lines?

 Are there adjacent buildings within a distance from the edge of the excavation that 

are equal to or less than the maximum depth of the excavation?
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- CURRENT STATE (PRE-DOB NOW)
- FUTURE STATE (DOB NOW: Build)

Work Types:
 General Construction
 Foundation
 Earthwork
 Support of Excavation
 Protection and Mechanical Methods 



PRE-DOB NOW: Build – PW1: PLAN/WORK APPLICATION – CURRENT STATE
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 On the PW1, a General Construction work type is represented by the selection 6C: OT/GC – General 

Construction.

 Additionally, the applicant can choose 6D: OT – Other to identify types of work, including: EA, FO, PMM, 

and SOE.



DOB NOW: Build – FUTURE STATE – WORK TYPE SELECTED DETERMINES 
FIELDS INCLUDED
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 DOB NOW: Build guides the Applicant 

through the data entry process based on 

the Work Type(s) selected when the Job 

Filing was initially created.

 Only fields specific to that Work Type will 

display in each section of the Job Filing. 



FILING IN BIS AND/OR DOB NOW: Build – ADDITONAL INFORMATION
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 In the Additional Information 

section you can add any 

associated BIS or DOB NOW 

Job Filing numbers. 

 Use a comma (,) to 

separate more than one 

Job Filing.

NOTE: This field appears after the Job Filing is saved, within the Plans/Work (PW1) tab in the Additional 

Information section.
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DOB NOW: Build – PLANS/WORK (PW1) – ZONING
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CURRENT- PAPER FORM ZONING FUTURE – DOB NOW: Build - ZONING



DOB NOW: Build – COST AFFIDAVIT - PW3
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CURRENT - PAPER PW3 FORM FUTURE PROCESS - DOB NOW: Build – PW3 



TECHNICAL REPORTS 



PRE-DOB NOW: TR1 – STATEMENT OF RESPONSIBILITY

Paper Technical Reports are currently submitted for TR Inspections and Sign-off.  
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TR1: Technical Report Statement of 
Responsibility

 The TR1 is filed to identify 

responsibility or to report the 

results of completed 

Special/Progress Inspections.

 Once inspections/tests results are 

in compliance, the results must be 

certified for submission.
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WORK TYPES TR INSPECTIONS

General 
Construction     

Foundation       

Earthwork       

Support of 
Excavation   

Protection & 
Mechanical Method   

DOB NOW: Build –TRs – TECHNICAL REPORT INSPECTIONS
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In DOB NOW: Build, the 

Sign-off for a Job Filing will 

occur in the system after the 

Final Sign-off by the  

Certification of Progress 

Inspections.

TR1 TR8 TR2 TR3 TR4 TR5 TR5H
 Only TR1 Final 

Progress Inspection 

is required, and it’s 

required for all 

Work Types except 

GC. For GC Job 

Filings, Applicants 

can choose DOB 

Final Inspection or 

TR1 Final.



DOB NOW: Build – PAPER TR1 FORM IS NOW IN A TECHNICAL REPORT TAB
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CURRENT PAPER - TR1 FORM FUTURE PROCESS - DOB NOW: Build – (TR1)



DOB NOW: Build –TRs – TECHNICAL REPORT INSPECTIONS
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TECHNICAL REPORT (TR1) RENAMED – TECHNICAL REPORTS-(TR1/4/5/5H)

 The Technical Report (TR1) of the a Job Filing has been renamed to include various Technical Reports 

(TR1/4/5/5H).

 Only Technical Reports which are applicable to the Job Filing will appear in this section. 



DOB NOW: Build – TR8 FORM IS NOW IN A TECHNICAL REPORT TAB
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CURRENT- PAPER TR8 FORM FUTURE PROCESS  - DOB NOW: Build – (TR8)



DOB NOW: Build – CATEGORY SELECTED DETERMINES INSPECTION(S)
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 The system determines the required 

inspections based on the scope and 

data entered when the Job Filing is 

created. 

 The Special/Progress Inspection 

Categories specific to 

GC/FO/EA/SOE/PMM will display in 

each table with the option to add 

additional inspections, if applicable.



DOB NOW: Build – TR1 UPDATE MULTIPLE 
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 For Special Inspection 

Categories and Progress 

Inspection Categories, the User 

can select Multiple 

Special/Progress Inspections to 

be updated.

 E.G.: A Special Inspector can be 

associated to multiple 

Inspections by providing the 

attestation and upload of DPL-1 

form once. 



DOB NOW: Build – ADDITIONAL SUPPORTING/REQUIRED DOCUMENTS 
SUBMISSION
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1. Documents must be uploaded to the 

Required Documents tab.

2. Additional Supporting Documents can be 

uploaded here.

3. All Required Documents will be listed here.

4. Click the icon to upload the document.

 Acceptable document formats

 PDF

 JPEG

 File names cannot contain special characters.

 Files cannot be larger than 250 MBs.



DOB NOW: Build – ADDITIONAL SUPPORTING/REQUIRED DOCUMENTS 
SUBMISSION

59

 Required Documents are prepopulated based on information entered in the PW1 as well as the property 

profile. All documents required prior to approval must be uploaded or a waiver/deferral requested, 

otherwise the application may be deemed incomplete. Do NOT upload an AI-1 in place of a document.

 Some documents can be waived (request to not have to be provided at all) and/or deferred (request to 

submit at either Prior to Permit or Prior to Sign Off). When completing a document waiver/deferral request, 

enter comments as to why it should be granted. If the waiver/deferral is rejected, the document will have to 

be uploaded when the filing is in Objections status or a new waiver/deferral request must be submitted 

(which will in turn be reviewed at a high level within DOB).



 Some documents can be Waived or Deferred. 

 The system will automatically display which documents have these option(s) in the Select Action 

Column.

DOB NOW: Build – DOCUMENT SUBMISSION 
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Documents may be required in 

other tabs such as:

 The Technical Report 

tab(s)

 The Work Permit tab 

DOB NOW: Build – DOCUMENT SUBMISSION 
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 Plan submission in DOB NOW: Build is per Work 

Type. Applicants must submit a plan for each 

Work Type included in the Job Filing. 

 All plans must include the DOB NOW Job 

Number with the extension that indicates Job 

Filings that are: Initial (I1), Post Approval 

Amendment (P1) or Subsequent (S1) etc., on the 

lower right-hand side of each drawing sheet.  

DOB NOW: Build – PLAN SUBMISSION
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1. The Drawing Title must identify the floor, or floors, if applicable

2. The DOB NOW Job Filing number:

BUILDINGS PLAN IDENTIFICATION NUMBER

3. The revision Decimal is a two digit numeric decimal indicating a 

change or changes, to an approved document

4. The Drawing Reference Number is a 3 digit number (000-999)

5. Each submitted drawing must contain a discipline designator

6. All drawing plans must contain page numbers (1 of X, 2 of X)

DOB NOW: Build – PLAN SUBMISSION
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ROLES AND RESPONSIBILITIES



 Stakeholders 

associated with each:

 Work Type

 Registration type 

in eFiling

DOB NOW: Build – ASSOCIATED STAKEHOLDERS AND eFILING

65

GC FO EA SO
E

PM
M

Form Eligible Parties Endorsement Filed in eFiling As
Professional Engineer Professional Engineer     
Registered Architect Registered Architect     
Homeowner Preparer     
General Contractor CN ‐ Construction General Contractor     
Professional Engineer Professional Engineer     
Registered Architect Registered Architect     
Construction Superintendent Construction Superintendent     

 Site Safety Coordinator (SSC)  Site Safety Coordinator (SSC)     
Site Safety Manager (SSM) Site Safety Manager (SSM)     
Demolition Subcontractor DM ‐ Demolition General Contractor     
Concrete Subcontractor CC ‐ Concrete General Contractor     
Concrete Safety Manager Concrete Safety Manager     

TR1 Special Inspector Special Inspection Agency     
Licensed Concrete Testing Lab Concrete Testing Lab     
Concrete Producer Preparer     
Licensed Concrete Testing Lab Concrete Testing Lab     
Concrete Producer Preparer     

TR4
Professional Engineer or 
Registered Architect

Professional Engineer or 
Registered Architect

    

TR5H Helical Pile Installation Contractor Preparer     
TR5 Pile Driving Contractor Preparer     

PW1

TR2

TR3

PW2

Work Type



DOB NOW: Build – ROLES & RESPONSIBILITIES
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APPLICANT OF RECORD (PE/RA/LICENSEE):

 Create and Enter: PW1, PW2, and PW3 

 Add Associated Delegates

 Enter Scope of Work 

 Enter TR1, TR8, and EN2

 Upload Plans and Required Documents 

 Upload DPL-1 Seal and Signature Form

 Complete Statements and Signatures 

 Submit Payment

 Submit Job Filing

 File PAA

 Resolve Objections

 Schedule and Attend Meeting Appointments

KEY POINTS:

The Applicant of Record is the ONLY role 

allowed to:

 Upload the signed and sealed DPL-1 

Form

 Submit the Job Filing to DOB 

 Submit a PAA to DOB



DOB NOW: Build – ROLES & RESPONSIBILITIES

67

ASSOCIATED DELEGATES 
FILING REPRESENTATIVE CLASS II/PE/RA: 

 Create and Enter: PW1, PW2, and PW3 

 Enter Scope of Work 

 Enter TR1, TR8, and EN2

 Upload Plans and Other Documents

 Submit Payment

 Resolve Objections

 Schedule and Attend Meeting Appointments

 Check completion status of filing by clicking on Preview 

to File 

An Associated Delegate designated to a 

Job Filing can do everything as the 

Applicant of Record EXCEPT:

 Upload the DPL-1 Form

 Attestations 

 Submit the Job Filing

 Submit a PAA

KEY POINTS:



DOB NOW: Build – ROLES & RESPONSIBILITIES 

68

OWNER
 Create and Enter: PW1, PW2, and PW3

 Add Associated Delegates

 Enter Scope of Work 

 Enter: TR1, TR8

 Upload Plans and Required Documents 

 Complete Statements and Signatures

 Submit Payment 

 Resolve Objections

 Schedule and Attend Meeting Appointments

 Receive ‘Status Notifications’ if Owner’s 

E-mail is Entered by the Applicant

 Use the Borough Office Kiosks

An Owner/Owner Representative MUST:

 Complete Owner Statements & Signatures 

before a Job Filing is submitted

 Once signed, the Owner’s Attestation will 

not be cleared if changes (Incomplete, QA 

Failed, Objections or any other 

resubmission) remain in the Job Filing.

 An Owner may assign a representative to 

act on their behalf online or by visiting a 

kiosk at DOB.

KEY POINTS:
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69

KEY POINTS:FILING REPRESENTATIVE I/PREPARER

 Create and Enter: PW1, PW2, and PW3 

 Enter Scope of Work

 Enter: TR1, TR8, and EN2

 Upload Plans and Required Documents 

 Submit Payment

 Resolve Objections

 Schedule Appointments

 Receive ‘Status Notifications’ if Filing 

Representative/Preparer’s E-mail is 

Entered by the Applicant

A Filing Representative CAN:

 Create a Job Filing and complete data entry

 Resolve Objections

 Schedule Appointments

A Filing Representative CANNOT:

 Upload the Applicant of Record DPL-1 Form

 Complete Statements & Signatures

 Submit a Job Filing to DOB

 Attend Appointments
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SPECIAL INSPECTOR: 

 Complete Statements and Signatures in TR1 tab

 Upload DPL-1 Seal and Signature Form 

 Complete Statements and Signatures

PROGRESS INSPECTOR:

 Complete Statements and Signatures in TR1 tab

 Upload DPL-1 Seal and Signature Form 

 Complete Statements and Signatures



DOB NOW: Build – ROLES & RESPONSIBILITIES 

71

PILE DRIVING CONTRACTOR: 

 Only applicable when TR Inspection added for Deep Foundation Elements

 Can be added for GC, FO, EA, SOE, and PMM Work Types

 Complete Statements and Signatures in TR5 tab

HELICAL PILE INSTALLATION CONTRACTOR: 

 Only applicable when TR Inspection added for Helical Piles

 Can be added for GC, FO, EA, SOE, and PMM Work Types

 Complete Statements and Signatures in TR5H tab
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CONCRETE PRODUCER: 

 Only applicable when Concrete chosen as construction material

 Complete Statements and Signatures in TR3 tab

 Complete Concrete Design Mix in TR3

 Read-only access to Job Filing unless they are already associated in another role 

LICENSED CONCRETE TESTING LAB DIRECTOR/QUALITY MANAGER: 

 Only applicable when Concrete chosen as construction material

 TR2 Lab Director must be different from TR3 Lab Director

 Enter mixes in TR3; Upload required documents in TR2

 Complete Statements and Signatures in TR2/TR3 tab

 Read-only access to Job Filing unless already associated in another role
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SITE SAFETY PERSONNEL: 

 Must be identified in Work Permit (PW2) and Complete Statements and Signatures

 3 positions: Construction Superintendent, Site Safety Coordinator, Site Safety 

Manager  

 Read-only access to Job Filing unless they are already associated in another role

TENANT PROTECTION PLAN APPLICANT: 

 Complete Statements and Signatures in Tenant Protection Plan

 Read-only access to Job Filing unless they are already associated in another 

role



DOB NOW: Build – ROLES & RESPONSIBILITIES 

74

General Contractor: 

 Must be identified in Work Permit (PW2) 

 Read-only access to Job Filing unless they are already associated in another role

Demolition Sub-Contractor: 

 Only needed if Job Filing includes demolition of more than 50% of the building floor 

area. 

 Must be identified in Work Permit (PW2) 

 Read-only access to Job Filing unless they are already associated in another role



JOB FILING PROCESS
GC/FO/EA/SOE/PMM
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Log In Select

Alteration 

Hover Over and 
Click +Job Filing

Enter
PW1

Enter
Zoning 

Information 

Enter
PW3

Enter 

TRs

Pay Fee Click

File

DOB

Review

DOB NOW: Build – JOB FILING PROCESS FLOW

Approved

Upload

Documents

USER 
INPUT

SYSTEM 
OUTPUT

Select
Work Type(s)

PW2

Request PermitIf Applicable



DOB NOW: Build – INITIAL JOB FILING 
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 From the DOB NOW Landing 

Page, hover over the DOB 

NOW: Build button and click 

Alterations.



DOB NOW: Build – INITIAL JOB FILING AND WORK TYPES
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 Once on the Job Filings 

Dashboard, click on the 

+Job Filing button to start 

a new Job Filing 

 Use the checkboxes to 

identify which Work Types 

will be included in the Job 

Filing. 



DOB NOW: Build – INITIAL JOB FILING – WORK TYPE SELECTED 
DETERMINES FIELDS INCLUDED
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 DOB NOW: Build guides the Applicant 

through the data entry process based on 

the Work Type(s) selected when the Job 

Filing was initially created.

 Only fields specific to the Work Type(s) 

will display in each section of the Job 

Filing. 
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 In the PW1, the User must choose between Standard Plan review and Professional Certification review.

 Professional Certification Job Filings can be submitted with a Work Permit (PW2) unless the Work Type 

may trigger a Site Safety Plan (GC, ST, FO, SOE, or EA).     

 The choice of review type is also affected by Local Law 158 of 2017. 



DOB NOW: Build – INITIAL JOB FILING – PLANS/WORK (PW1)
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 The User will navigate through  

Plans/Work (PW1) for completion
 Location Information

 Stakeholders

 Filing Review Type, Work Type/Filing 

Includes (including Subcategories)

 Additional Information

 Additional Consideration, Limitations 

or Restrictions

 NYCECC Compliance

 Job Description

 Site Characteristics

 Asbestos Abatement Compliance

 Comments  
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 One updated tool is the Work on Floor specification. Currently, Applicants can only specify one floor 

location for the entire project. In the new system, Users will be able to specify which Work Type 

applies to which location.  

 More than one location can be 

entered, and the Work Type at 

each location can be specified.  



DOB NOW: Build – SAVE AND ADDRESS CONFIRMATION

83

Before leaving the PW1, the data must be saved. At minimum, the Address and Stakeholders tabs must 

be completed to save the Job Filing. An Address confirmation is displayed stating that the  Location 

information can not be changed once Yes is clicked.



DOB NOW: Build – INITIAL JOB FILING – JOB NUMBER GENERATED
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 A Job Filing number is generated when the User clicks Save.



DOB NOW: Build – INITIAL JOB FILING - IDENTIFICATION NUMBERS
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JOB NUMBER
Borough (X,Q,B,M,S) + Sequence Number =  B + 00035909

M = Manhattan        X = Bronx     B = Brooklyn 

Q = Queens            S = Staten Island

Job Filing NUMBER
I1 = Initial Job Filing
S1   = Subsequent Job Filing
P1 = Post Approval Amendment

WORK PERMIT
B + 00000001-I1-GC

Borough

B

Sequence Number

00000001

Job Filing Number

I1

Work Type

GC+ + +

1

1
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 Pre-filing
 Pending Prof Cert QA Assignment
 Prof Cert QA Review 
 Prof Cert QA Review (with Permit)
 Approved
 Permit Issued/Permit Entire
 LOC Issued

 A Status Bar appears at the top of the screen when the User clicks Save. The contents of the status 

bar will change depending on the Job Filing Review Type.



DOB NOW: Build – STATUS BAR – STANDARD PLAN EXAMINATION OR 
REVIEW
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 Pre-filing
 Pending CPE/ACPE Assignment
 Pending PE Assignment
 Plan Examiner Review
 CPE/ACPE Review 
 Plan Examiner Review
 Approved
 Permit Issued/Permit Entire
 LOC Issued



DOB NOW: Build – INITIAL JOB FILING – LL158 OVERVIEW
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 Local Law 158 of 2017 (LL158) applies to new Job Filings for 

BINs that had a Work Without Permit violation within the 

previous year.

 Job Filings at those locations must go through a LL158/2017 Plan 

Examiner Review to determine if the restriction can be lifted 

before going through the Professional Certification Review for 

Job Filing approval.

 With a few exceptions, an application to file Prof Cert will be 

approved if the Applicant qualifies for one of the Waiver 

Request/WWP Waiver Reasons that are listed on an L2 form.
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 When the User saves a Professional Certification Job Filing, 

the system will check to see if there is a hold related to 

LL158.

 If yes, then a warning message will appear.

 The same warning will appear when Payment is made and 

when the Job Filing is submitted for approval.

 If the Application is submitted and not approved to proceed 

as Prof Cert, the Prof Cert Application cannot be changed to 

Standard Plan. A new Application will need to be created as 

Standard Plan.



DOB NOW: Build – INITIAL JOB FILING – LL158 STATUS BAR
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 If an LL158 review is required, the status bar for the Job Filing will note the additional Plan Examiner steps. 

 If the job is submitted, it will automatically be routed to a Plan Examiner for an LL158 review. The Plan 

Examiner can:

 Approve the Job Filing for Professional Certification review, in which case the Job Filing can move 

forward.

 Deny the Job Filing for Professional Certification review, in which case no further action can be taken 

on this Job filing. There is no resubmission process at this point. Applicants must instead submit a new 

Job Filing with Standard Plan Review.

 The Applicant and Owner on the Job Filing will receive email notifications with the status and outcome of 

the LL158 review.



 Applicants and all roles associated to the Job Filing are sent email notifications each time the status is 

updated. 
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DOB NOW: Build – INCREASED TRANSPARENCY: EMAIL NOTIFICATIONS



 The owner and Applicant will receive email notifications at critical stages in the Job Filing process

 Emails will come from: DOBNOW donotreply <DOBNOWdonotreply@buildings.nyc.gov>

DOB NOW: Build – NOTIFICATIONS 
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DOB NOW: Build – INITIAL JOB FILING – ZONING 
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 The new Zoning tab has 

added questions to 

address sections 9L, 13, 

and 26.

 The answers to these 

questions will be auto-

populated on the PW2.

 The total number of 

dwelling units occupied 

will also appear on the 

Permit.



DOB NOW: Build – INITIAL JOB FILING – ZONING INFORMATION
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 On the Zoning tab, Applicants 

specify the planning regulations 

associated with the Filing, as well as 

the Occupancy, Construction, and 

Multiple Dwelling Classifications. 

The Building Type must also be 

noted. 

 The number of dwelling units for 

both the existing and proposed 

structures must also be entered. 



DOB NOW: Build – INITIAL JOB FILING – SCOPE OF WORK
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 Most Work Types will appear as tabs 

under Scope of Work. The 

exceptions are GC and PMM.

 The Scope of Work for ST, FO, 

EA, and SOE asks about 

materials used. See Concrete 

section for more details about 

what is required when 

Concrete is chosen. 



DOB NOW: Build – INITIAL JOB FILING – SCOPE OF WORK
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 The questions asked under Scope of 

Work will depend on the Work Type 

being submitted.



DOB NOW: Build – INITIAL JOB FILING – COST AFFIDAVIT (PW3)
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 For each Category of Work in the Job 

Filing, the user must enter the 

Area/Units, Unit Cost, and Description 

of Work. 

 The Total Cost must be the same as the 

estimated cost listed in the PW1. If it is 

not the same, you will not be able to 

submit your Job Filing.  



DOB NOW: Build – INITIAL JOB FILING – TR1 UPDATE MULTIPLE 
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 For Special Inspection 

Categories and Progress 

Inspection Categories, the User 

can select Multiple Technical 

Reports to be updated.

 For each additional Inspection 

requirement, the relevant DPL-1 

must uploaded. 



 Prior to the Permit being issued, the Special and/or Progress Inspector must log in, electronically sign 

the Identification of Responsibilities, and upload their DPL-1 Form.

DOB NOW: Build – INITIAL JOB FILING – SPECIAL/PROGRESS INSPECTOR –
STATEMENT OF RESPONSIBILITY

99



REQUIRED AND ADDITIONAL SUPPORTING 
DOCUMENTS



DOB NOW: Build – INITIAL JOB FILING – ADDITIONAL 
SUPPORTING/REQUIRED DOCUMENTS SUBMISSION
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 Documents will be uploaded to the 

Documents tab (1).

 Additional Supporting Documents can 

be uploaded here (2).

 All Required Documents will be listed 

here (3).

 Acceptable document formats:

 PDF

 JPEG

 File names cannot contain special 

characters.

 Files cannot be larger than 250 MBs



DOB NOW: Build – INITIAL JOB FILING – DOCUMENTS
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 On the Documents tab, Applicants 

can upload Additional Supporting 

Documents by clicking on +Add 

New Document. This will open the 

Document Uploader.

 The Required Documents will be 

listed and each must be uploaded by 

clicking on the Upload button. 



STATEMENTS & SIGNATURES

NO PAPER. NO LINES.

 Applicant of Record Attestation
 Owner Attestation



DOB NOW: Build – INITIAL JOB FILING – STATEMENTS & SIGNATURES 
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 In the Statement & Signatures section, 

the Owner and the Applicant of Record are 

required  to acknowledge that by checking 

the check box, they Attest that the 

information entered, document uploaded, 

and the payments are correct on the Job 

Filing.

 If the Owner says that there will be 

residential units occupied during work, a 

Tenant Protection Plan must be filed.



DOB NOW: Build – OWNER’S RESPONSIBILITY – DOB FINAL INSPECTION 
OR TR FINAL

105

 For GC Work Type only, in the Owner’s Attestation, the Owner will select one of the following :

 DOB-performed final inspection 

 Submit a TR Final (if this is chosen, the details must be filled out in the Technical Reports tab)



FEES



DOB NOW: BUILD - FEES

 Fee must be paid before Job Filing can 

be submitted. 

 A payment confirmation is displayed to 

continue with paying the fee. 
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DOB NOW: Build – PAYMENT CONFIRMATION
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 Confirmation of  payment is sent by email to the payee.



CONCRETE



DOB NOW: Build – CONCRETE OVERVIEW
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 Concrete can be a part of the following Work Types:

 Structural (ST)

 Foundation (FO)

 Earthwork (EA)

 Support of Excavation (SOE)

 Each of these Work Types will appear as a tab under Scope of 

Work if they are part of the Job Filing. 

 Applicants will be asked to identify what materials will be used. 

Concrete is one of the options.

 For SOE Job Filings, Concrete only applies when 
Tangent/Secant Piles is selected in subcategory.



DOB NOW: Build – CONCRETE OVERVIEW
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 If Concrete is identified as a material being used, a Concrete tab 

will appear under Scope of Work with questions regarding 

Concrete use.

 The responses to the questions on the Concrete tab determine if 

the Concrete technical reports should be submitted.

 Two technical reports may be required when using Concrete on 

these Job Filings:

 TR2: Concrete Sampling and Testing

 TR3: Concrete Design Mix



DOB NOW: Build – CONCRETE CURRENT STATE
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 Users can currently use DOB NOW: 

Build to file Concrete technical reports 

(TR2 and TR3) for Structural (ST) Job 

Filings. 

 TR2 can be waived, but not TR3.

 Job Filings for Foundations (FO), 

Earthwork (EA) and Support of 

Excavation (SOE) Work Types are 

currently filed in paper format at the 

borough offices of DOB. 

 The Technical Reports for Concrete are 

also in paper for those Job Filings.



DOB NOW: Build – CONCRETE FUTURE STATE
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 Foundations (FO), Earthwork (EA) and Support of 

Excavation (SOE) Job Filings will be able to be filed 

(including Concrete) in DOB NOW: Build.

 Once Concrete is chosen as a material in the Scope of 

Work for those Work Types, a Concrete tab will show 

up in the Scope of Work. 

 Users will be able to waive filing of both the TR2 and 

TR3 or only the TR2 on the Concrete Scope of Work 

tab. 

 ST Job Filings will also trigger the Concrete Scope of 

Work and will have the same ability to waive TR2 or 

TR2 and TR3.



DOB NOW: Build – CONCRETE STAKEHOLDERS

To complete the Technical Reports related to Concrete (TR2/TR3), the following roles will need to be 

registered for eFiling:

 Director of Licensed Concrete Testing Lab

 Concrete Producer 

 Concrete Quality Manager (not a DOB licensed role)

The Concrete Producer and Quality Manager will be set up in eFiling as Preparers.

Each time a record is added or edited in the Concrete Design Mix (TR3), 

all associated stakeholders to the Job Filing will receive an email 

notification that the content of the table has been updated.
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DOB NOW: Build – CONCRETE – ROLES & RESPONSIBILITIES 
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DIRECTOR OF LICENSED TESTING LAB OF TR2/TR3:

 Complete Statements & Signatures

 Upload Required Documents

 The Concrete Lab that takes 
ownership of the TR2 MUST be 
different from the Concrete Lab on 
the TR3



DOB NOW: Build – CONCRETE – ROLES & RESPONSIBILITIES 
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CONCRETE PRODUCER

 Complete Concrete Design Mix (TR3)

 Complete Statements & Signatures: 

 TR2, TR3

QUALITY MANAGER 

 Add Mixes in TR3, Upload Required Documents

 Complete Statements & Signatures: 

 Concrete Design Mix (TR3) 

 The Concrete Producer 
MUST register in eFiling as 
a Preparer

 The Quality Manager MUST 
register in eFiling as a 
Preparer



 The above process flow displays the roles involved in 

the TR2 and TR3/P process and the various stages 

where data entry is required. 

DOB NOW: Build – TR2 & TR3 ROLES AND DATA ENTRY STAGES
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2nd 3rd 7th5th 8th 9th6th4th

Prior to 
Plan Approval

Prior to 
Permit

Prior to 
Sign Off

Applicant 
of Record

(TR2)

Owner
(TR2)

Licensed 
Concrete 

Testing Lab A 
(TR2)

Concrete 
Producer

(TR3)

Licensed 
Concrete 

Testing Lab B
(TR3)

Applicant 
of Record

(TR3)

Licensed 
Concrete 

Testing Lab A 
(TR2)

Concrete 
Producer 

(TR2)

Applicant 
of Record

(TR2)

1st

START END

Lab A

Lab B/Concrete Producer

Applicant of Record and Owner 



DOB NOW: Build – LIFECYCLE CONCRETE FILINGS

 Now that the roles and responsibilities are clear, let’s look in detail about how Concrete is handled in DOB 

NOW: Build. 

 This section will only look at the differences from basic Job Filing and processing when Concrete is chosen 

as a building material. 
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DOB NOW: Build – TRIGGERING CONCRETE REQUIREMENTS 
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 In the Scope of Work tab in the main Job Filing, there is a question about the materials being 

included. This question is the same for FO, EA, and SOE Job Filings.

 In Foundation Job Filings, if Concrete is selected, an additional question appears.

 In SOE Job Filings, the Concrete tab will only appear if Tangent/Secant Piles were chosen as a 

sub-category in the PW1.



DOB NOW: Build – TRIGGERING CONCRETE REQUIREMENTS 
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 In Structural Job Filings the question is worded slightly differently.

 Once Concrete is selected as a material, a Concrete tab appears in Scope of Work.



DOB NOW: Build –CONCRETE – SCOPE OF WORK TAB

121

 The system then asks “Is the proposed total Concrete placement on a given project (including 

associated filings) less than 50 cubic yards?” If the answer is No, no further questions are asked. 

 If the answer is yes, two further questions appear.

 If the answer to the middle question is No, the User is asked “Would you like to waive the 

requirement for testing of fresh Concrete sampling (TR2)?” If the answer is Yes, the TR2 will not 

appear in Technical Reports.

 “Are you proportioning your concrete without field 

experience or trial mixtures?” If the answer is Yes, no 

more questions are asked. (The last question 

disappears.) This response will remove both the 

TR2 and the TR3 requirements.



DOB NOW: Build – CONCRETE – SCOPE OF WORK TAB

122

 Two additional questions appear if all of the following are true:

 Concrete is selected as a material

 The Proposed Occupancy Classification in the Zoning tab is R3

 The Job Filing includes the FO Work Type

 The answers to these questions will not affect the Technical Reports required.



DOB NOW: Build – CONCRETE – TR2 & TR3 LOCATION

 If not waived, Concrete 

Design Mix (TR3) will be 

available under the 

Technical Report tab 

AFTER the Job Filing is 

approved by DOB.

 If not waived, Concrete 

Sampling & Testing (TR2) 

will appear under the 

Technical Report tab.
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DOB NOW: Build – CONCRETE – TR2 BEFORE JOB FILING SUBMITTED

 The TR2 appears under Technical Reports once the questions in the Concrete tab are filled out.

 The Applicant of Record and the Owner must attest to the TR2. 
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DOB NOW: Build – CONCRETE – FEES

 When Concrete is used on a Foundation Work 

Type, there is a Concrete Fee that is added to the 

cost. This applies whether or not other Work Types 

are used in the Job Filing. 

 The Fee is a flat fee of $390, and must be paid 

before the Job Filing is submitted. 

 The Fee is waived for Fee Exempt Owners.
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DOB NOW: Build – CONCRETE – TR2 PRIOR TO PLAN APPROVAL PROCESS FLOW

Submit

Plans/Work PW1
Job Filing

Log In Select
Appropriate Work Type 

(on PW1) 

Generate
Concrete Sampling & 

Testing (TR2) if 
appropriate

Enter
Other Job Filing

Details

Lab A

Lab B

Applicant of Record and Owner 
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Complete
Statements & 

Signatures

Complete 
Concrete tab in Scope 

of Work



DOB NOW: Build – CONCRETE – TR2 BEFORE PERMIT SUBMITTED

 The Concrete Testing 

Lab representative 

must attest to their role.

 The Concrete Testing Lab for the TR2 must be identified prior to Permit submission
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DOB NOW: Build – CONCRETE – TR2 TRACKING
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 Users can track progress on the TR2. Some of these stages will take place after the Permit is granted.



DOB NOW: Build – CONCRETE – TR3 BEFORE PERMIT REQUEST
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 A TR3 tab will appear under Technical Reports for approved Job Filings 

using Concrete. 

 The Applicant will need to fill out at least one Concrete Design Mix. No 

more than 20 mixes can be added. 



DOB NOW: Build – CONCRETE – TR3 BEFORE PERMIT REQUEST
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 For each mix the Applicant will need to identify the Concrete Testing Lab Director  (a different Concrete 

Testing Lab Director than the one in the TR2) and the Concrete Producer. 

 The Concrete Testing Lab Director or Quality Manager will need to enter Strength Requirements and 

Design of each mix being tested. 



DOB NOW: Build – CONCRETE – TR3 BEFORE PERMIT REQUEST
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 The Strength Requirements and Design 

include details on:

 Cementitious 

 Fine Aggregate

 Coarse Aggregates

 Amount of Water

 Admixtures

 Water-Cement Ratio

 Slump/Spread

 Air Content

 Unit Weight (lbs./ft3)

 A Mix document must also be uploaded.

 The Concrete Lab representative must complete the 

Statement and Signature. 



DOB NOW: Build – CONCRETE – TR3 BEFORE PERMIT REQUEST
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 The Concrete Producer must enter their NRMCA Certification expiration date and attest that they will be 

using the mixes specified in the TR3. 



DOB NOW: Build – CONCRETE – TR3 TRACKING
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 The Concrete Design mixes can be tracked in the TR3.



DOB NOW: Build – CONCRETE IN THE PERMIT REQUEST
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 When requesting the Work Permit, the system asks about the amount of Concrete being used. 

 The additional contractor must 

then log on and sign the Permit 

Request.

 If the answer is No, no further questions are asked. 

 If the Answer is Yes, DOB NOW: Build asks if the Applicant of Record for the Work Permit is also 

performing the concrete work. If a different contractor is performing the work, that contractor must be 

identified on the Permit Request. 



DOB NOW: Build – CONCRETE IN THE PERMIT REQUEST
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 If the amount of concrete being 

used is 2000 cubic yards or 

more, a Concrete Safety 

Manager must be identified. 

That Concrete Safety Manager 

must log in to DOB NOW: Build

to attest to their duties before 

the Permit can be requested. 



DOB NOW: Build – CONCRETE – TR2 & TR3 PRIOR TO PERMIT PROCESS FLOW

Takes Ownership
TR2: Licensed Concrete 

Testing Lab A

TR2  TAB

Sign
TR3: Concrete 

Producer Statements 
& Signatures

TR3: Applicant of 
Record Statements & 

Signatures

Complete Submit
Work Permit (PW2) 

Request

Lab A

Lab B/Concrete Producer

Applicant of 
Record/Owner/Contractor 
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Add
TR3: Max. of 20 

Mixes

Takes Ownership
TR3: Director of Licensed 
Concrete Testing Lab B

Complete
TR3/3P: Concrete Testing 

Lab Director/Quality 
Manager Statements 

& Signatures 



DOB NOW: Build – CONCRETE – TR3 PRIOR TO LOC REQUEST
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 The Concrete Lab Director identified in the TR3 can add mixes after the Work Permit is granted. They do so 

using the same process as listed for adding mixes prior to Work Permit request.  

 Although only 20 mixes are allowed initially, if the Borough Commissioner/Deputy Borough Commissioner 

sends the filing back to the Applicant because of Objections, another 20 mixes can be added. Objections 

will be discussed in the TR2 section below. 



DOB NOW: Build – CONCRETE – TR2 PRIOR TO LOC REQUEST
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 Before the Letter of Completion can be requested, all Technical Reports must be filled out fully.

 First, the Concrete Testing Lab specified in the TR2 uploads a test report for each concrete mix. 

 Then the Lab certifies their work.



DOB NOW: Build – CONCRETE – TR2 PRIOR TO LOC REQUEST
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 For each Test Report submitted, the Concrete Producer needs to log into DOB NOW: Build and attest that 

concrete was delivered according to the specifications. 



DOB NOW: Build – CONCRETE – TR2 PRIOR TO LOC REQUEST
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 The Design Applicant must certify that either:

 The test results are in compliance with the approved documents, or

 The test results are in compliance EXCEPT as noted in an attached report 



DOB NOW: Build – CONCRETE – TR2 PRIOR TO LOC REQUEST –
EXCEPTIONS 
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 If there is an exception in a Test Result, the Design Applicant must upload the Exception Report on the 

Documents tab. 

 The Applicant must then Resubmit the filing, which will change the status to Permit Entire – BC/DBC 

Review.



DOB NOW: Build – CONCRETE – TR2 PRIOR TO LOC REQUEST –
EXCEPTIONS 
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 The Borough Commissioner or Deputy Borough Commissioner then needs to examine the exception report 

to determine if the Applicant can request the LOC or if some or all of the Concrete Technical Reports need 

to be changed. 

 Two responses are possible:

 Approved – The Filing Status changes to Permit Entire. The Final TR inspection can now be certified 

followed by the Sign Off process. The TR2 and TR3 cannot be edited from this point. 

 Objections – The Filing Status changes to Permit Entire – BC/DBC Review Objections. The 

Applicant’s TR2 attestations will be cleared. The Applicant may need to:

 Upload new Exception Report and re-certify

 Upload new Mixes in the TR3 and new Test Results in the TR2 and re-certify

 Once the TR2 is certified without exceptions or the Exception Report is approved, the LOC can be 

requested.



DOB NOW: Build – CONCRETE – TR2 & TR3 PRIOR TO LOC PROCESS FLOW

Complete
TR2: Concrete Producer 

Statements & 
Signatures

Review & Certify
TR2: Test ResultsLab A Submits Results

Test Mixes
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CERTIFY TR2 WITH 
NO EXCEPTIONS

Request

Sign-off/ LOC

Verify
Final TR1 Inspection(s) 

Certified

Certify
With NO Exceptions

Lab A

Concrete Producer

Applicant of Record and Owner 



APPROVAL OR OBJECTIONS AND 
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DOB NOW: Build – APPROVAL
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 When a Job Filing is approved, it is visible:

 In the main Job Filings Dashboard

 On the Status Bar in the Job Filing



DOB NOW: Build – APPROVAL
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 The Applicant of Record and the Owner should also receive an email notifying them that the Job Filing 

has been Approved. 

 However, if a Job Filing is not Approved, the Objection process starts. 
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147

CURRENT STATE

 Applicants can currently view and resolve Objections in DOB NOW: Build.

 Appointments can be scheduled in the system only if the Applicant chooses to schedule one.  

 An Applicant can resolve any Objections and resubmit the Job Filing, resulting in automatic closure of 

the Appointment, up to midnight the day before the Appointment. 

 If another Appointment is needed because the Objections are not resolved during the initial Appointment, 

the Plan Examiner must close the Appointment and the Job Filing must be resubmitted. The Plan 

Examiner then must send the Job Filing back as Objections before another Appointment can be scheduled.
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FUTURE STATE

 If the Objections are not resolved during the Appointment time, the Plan Examiner can Allow 

Continuation of Appointment. This will allow another appointment to be scheduled without requiring 

resubmission of the Job Filing.

 Plan Examiners will be able to mandate Applicants to schedule an Appointment.

 If an Appointment is mandatory, the Applicant will not be able to resubmit the Job Filing before the 

Appointment, even if the Objection status is set to resolved. 

 The Applicant can resolve the Objection and resubmit the Job Filing during the scheduled time. 
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 Applicants and Owners will also 

receive an email about the 

Objection(s).  

 If a Plan Examiner or Chief Plan Examiner has Objections about a job filing, it will appear in the main Job 

Filings dashboard Filing Status column. 
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 Applicants can view the objection(s) and schedule appointments. 

 A new tab appears in the Job Filing: Objections/Appointments. 

1
2

3
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151

 Clicking the Edit button allows the Applicant to see the details of the Objection. The Applicant can enter 

Comments and change the Objection status from Open to Closed. 
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 To schedule an Appointment, click +Appointment.

152

 The New Appointment pop-up window will 

appear where Applicants can enter:

 Required Attendees

 Appointment Date

 Appointment Time

 Meeting Intent

 Click Schedule.

2

3 1



DOB NOW: Build – OBJECTIONS AND APPOINTMENTS

 Confirm the Appointment date and time.
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 Click OK on Notification.

 Make sure to Save the updates to your Job Filing.

 Once the Objection is resolved and the Appointment (if 

any) is closed, the Applicant can re-sign and Resubmit 

the Job Filing.

 Any attempt to resubmit the Job Filing before a required 

Appointment date and time will be denied.



DOB NOW: Build – SSP – OBJECTIONS & SCHEDULING APPOINTMENT 
PROCESS FLOW
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Locate 
The Job Filing

Open
The Job Filing

Click
The Edit button

Update
Objection Status and 

add Comments

Click
The Update 

button

Select 
Attendees, Date and 

Time and click Schedule
(If Applicable)

Upload
Documents

(If applicable)

Review
Filing and make any 
necessary revisions

Complete
Applicant Statement 

and Signature

Click 
Resubmit

Select
The 

Objection/Appointments 
tab

Click 
+Appointment
(If Applicable)



CORRECTIONS



DOB NOW: Build – CORRECTION GUIDELINES

Once the Job Filing has been submitted, the Job Filing must be in one of the following statuses in order to

make a Correction:

 Pending Plan Examiner Assignment

 Pending Prof Cert QA Review

 If corrections result in additional fees, those fees must be paid before the Job Filing can be resubmitted.
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DOB NOW: Build – CORRECTION PROCESS

 To file a correction, click on the Select 

Action drop-down in the main Job Filings 

Dashboard and select Correction.

 Confirm by clicking Yes.

157

 The screen will note that a Correction is in 

Progress.

 Make the changes/corrections. 

2

3

1



DOB NOW: Build – CORRECTION PROCESS

 Once the application has been filed, changes can be made except for the following fields, which will be 

greyed out and are not editable:

 Location Information

 Applicant Information

 Job Filing Review Type

 Building Type

 Property Owner’s Information

 The Applicant (but not the Owner) must re-sign the Job Filing. 

 Click Save and then Resubmit to complete your Correction.
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DOB NOW: Build – MAKE CORRECTIONS PROCESS FLOW

Locate
The Job Filing

on the Dashboard

Select
Filing Actions

Select
Corrections

Make
Corrections

Select 
Save

Complete
Statements & 

Signatures

ClickClick Click
Re-SubmitPay Now

(if applicable)
File

REMINDER:

In order to make corrections to a Job 

Filing, the status must be in one of 

the following: 

- Pending PE Assignment

- Pending Prof Cert QA Assignment



POST APPROVAL AMENDMENT (PAA)



The Applicant of Record can file a Post Approval 

Amendment (PAA) when the approved Scope of Work 

needs to be updated.

The following rules apply to filing a PAA:

 Only one PAA can be in progress at a time. 

 A PAA can only be filed by an Applicant of 

Record.

 A PAA must be filed by the same Applicant of 

Record as the original filing.

 The description of the changes must be entered 

in Plans/Work (PW1) tab – Comments.

DOB NOW: Build – PAA GUIDELINES

INITIAL 
JOB FILING: 
M0001234-I1

1 
SUBSEQUENT
JOB FILING:
M0001234-S1

2 
SUBSEQUENT
JOB FILING:
M0001234-S2

PAA:
M0001234-P1

PAA:
M0001234-P2

PAA:
M0001234-P3

PAA:
M0001234-P4
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DOB NOW: Build – PAA – CURRENT VS. FUTURE STATE

CURRENT STATE

 Documents that have been Accepted are unable to be changed. 

 Therefore, when a PAA is filed, all Accepted documents are erased and must be re-uploaded for approval.

FUTURE STATE

 Accepted documents are not erased. 

 Applicants can upload new documents in place of the Accepted documents. The status of those 

documents changes to Pending. 

 Any document not replaced will remain on the Job Filing. 

 Once PAA is filed, documents in Accepted state are again unable to be changed, unless they are rejected 

by DOB.
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 To file a Post Approval Amendment, click on the Select Action 

drop-down in the main Job Filings Dashboard and select PAA.

 Click Yes to confirm.

 Make changes as appropriate. 

(See next slide for what cannot be changed)

 Upload any required documents.

 Both the Applicant of Record and the Owner must re-attest.

 Save and then click Preview to File to submit. 

DOB NOW: Build – POST APPROVAL AMENDMENT PROCESS

2

3

1
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When a PAA is filed, the following fields are NOT editable:

 Filing Review Type (e.g. Standard Plan Examination to Professional Certification)

 Application/Location Address

 Work on Floors (e.g. Location details)

 Applicant of Record Information

 Owner Information

 Building Type (e.g. Mixed Use to 1 to 3 Family)

DOB NOW: Build – POST APPROVAL AMENDMENT GUIDELINES
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DOB NOW: Build – POST APPROVAL AMENDMENT FEES

 A flat, one-time fee of $100 is charged when a new PAA is filed.

 An increase or decrease in the estimated job cost results in a recalculation of fees which enables the  

Pay Now button, allowing the Applicant to pay the price difference using the CityPay portal.

 For increases in the job cost, the Applicant must pay the price difference (from the initial fee on the 

initial Job Filing). 
 For decreases in the job cost, an adjustment is made (from the initial fee on the initial Job Filing).

 Refund Information:  https://www1.nyc.gov/assets/buildings/pdf/refund_requests.pdf

 RF1 Form  and Instructions:  https://www1.nyc.gov/assets/buildings/pdf/refund_request_appl_instr.pdf
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DOB NOW: Build – CREATE A POST APPROVAL AMENDMENT (PAA) PROCESS FLOW

Locate
The Job Filing

on the Dashboard

Initiate 
PAA

Amend
Scope

Complete Submit 
PAAStatements and Signatures 

& Payment (if applicable)
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CIVIL PENALTIES REVIEW REQUEST 
(L2) 



The L2 is used in instances where an applicant is requesting an override, reduction, or waiver of civil penalties 
resulting from a work without a Permit violation.

If there is a Work Without Permit violation on the BIN associated to the PW2  then:

 The PW2 cannot be submitted for both initial and renewal of Permits. 

 The Professional Certification Job Filing with PW2 cannot be submitted.

 A L2 Request must be submitted and approved in DOB NOW: Build in order to obtain a Permit.

L2 can be initiated and submitted by any of the following stakeholders:

 Owner specified on the associated filing

 The Applicant of Record of the associated PW1

 Any Licensed PE/RA

 Any DOB licensee

 A Class II Filing Representative

DOB NOW: Build – L2 REQUEST GUIDELINES
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1. If an Applicant attempts to request a Permit 

on a BIN that has previous Work Without 

Permit violations, they will see this warning. 

2. To file an L2 Request, click on the Select 

Action drop-down in the main Job Filings 

Dashboard and select Request L2.

3. Click Yes to confirm.

DOB NOW: Build – L2 REQUEST PROCESS

2

3

1
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 There are three tabs in an L2 Request: 

 General Information

 Documents

 Statements and Signatures

DOB NOW: Build – L2 REQUEST PROCESS

 Under General Information, the 

Applicant must identify their 

Applicant Type, License Type, 

and Business name.
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 Each active or open violation at the BIN will be listed in the Violations section of the General Information 

tab. Click the Edit button to open the Violation. 

DOB NOW: Build – L2 REQUEST PROCESS

 Applicants can request an Override, a 

Reduction, or Waiver for the Violation.
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 Clicking on a code will display the 

description of what each code 

means. 

DOB NOW: Build – L2 REQUEST PROCESS

 The code may require entering 

additional information, which 

displays in the same window.  

 A reason code must be entered for 

each Violation. 
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 In the Documents tab, Applicants will add any required and additional supporting documentation by 

clicking Upload.

DOB NOW: Build – L2 REQUEST PROCESS

 Only the Applicant attests in the Statements and Signatures tab. 
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 The L2 Request can now be Saved and Submitted.

 A Work Permit Request cannot be filed until the L2 Request has been approved.

 If L2 Request is denied, a new Request will need to be submitted. 

 Waiver requests in connection with violations of Stop Work Orders (SWO) will continue to be handled 

via the current paper process.

 L2 request for the following L2 codes cannot be submitted in DOB NOW: Build:

 LEG - Work performed without a Permit and an applicant is seeking a Permit before notice of 

violation is issued.

 SWBC - Where the Commissioner had determined that the violation should not have been issued 

for working against the SWO.

 SWOE - Where the ECB violation issued for violating the SWO was dismissed for any reason.

DOB NOW: Build – L2 REQUEST PROCESS AND EXCLUSIONS
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DOB NOW: Build – SUBMIT A CIVIL PENALTIES REVIEW REQUEST (L2) 
PROCESS FLOW

Locate 
The Approved Job 

Filing on the 
Dashboard

Initiate 
L2

Enter
Required data

Upload
Supporting 
Documents

Complete
Statements and 

Signatures

Preview
Before Filing

Submit
L2

Review 
And Approval by 

DOB

Submit
Permit Request 

(PW2) for Approval
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SUBSEQUENT JOB FILINGS
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DOB NOW: Build – SUBSEQUENT FILING – CURRENT VS. FUTURE STATE

 CURRENT STATE

 Subsequent Filings can only be initiated after the initial Job Filing is Approved.

 Location information is populated from the initial Job Filing. All other tabs and fields must be filled 

by the stakeholders.

 FUTURE STATE

 Subsequent Filings can be initiated and submitted after the initial Job Filing is submitted. 

Users do not have to wait until Approval.

 Location Information AND all Zoning Information (except Parking and Loading data) is populated 

from the initial Job Filing. 
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DOB NOW: Build – SUBSEQUENT FILING GUIDELINES

 A Subsequent Filing can be added to an Initial Job 

Filing after the initial Job Filing has been submitted 

to DOB.

 A Subsequent Filing can be added before a Letter of 

Completion (LOC) is issued.

 Initiate Subsequent Filings in the Action drop-down 

on the main Job Filings Dashboard.

 From there, the process is the same as an initial Job 

Filing, but the Location & Zoning information will 

be already filled out. 
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LETTER OF COMPLETION (LOC) (PW7)

NO PAPER. NO LINES.



 A Letter of Completion (LOC) can be requested 

by Applicant or Property Owner.

 In order to request a Letter of Completion 

(LOC), all Inspections and applicable Technical 

Report  certifications must be completed on 

all Work Permits associated with the Job 

Filing.

DOB NOW: Build – LETTER OF COMPLETION (PW7) GUIDELINES
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 For example, Concrete Technical Reports (TR2 and TR3) must be fully completed before requesting LOC. 

If any of them is incomplete, the LOC cannot be requested. This includes:

 All Concrete mixes identified in the TR3 must be filled out fully.

 A test report must be completed in the TR2 for each mix identified in the TR3. 

 All Concrete stakeholders must attest to their work. 

 If any exceptions are found in the TR2 test reports, the Design Applicant must upload an 

Exception Report. 

 The Borough Commissioner or Deputy Borough Commissioner must approve the Exception 

Report.

DOB NOW: Build – LETTER OF COMPLETION (PW7) GUIDELINES
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 LOCs can be requested two ways:

1. Hover over +Requests and choose 

Letter of Completion. Fill in the Job 

Number. 

2. Use the Filing Action drop-down on 

the main Job Filings screen and 

choose Request LOC.

DOB NOW: Build – LETTER OF COMPLETION (PW7) GUIDELINES
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 The Applicant fills out the 

Letter of Completion, 

including providing 

comments and signing. 

DOB NOW: Build – LETTER OF COMPLETION (PW7) GUIDELINES
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 Once the LOC is issued the job filing status will update to LOC Issued.

 Click on Print Letter Of Completion on the job filing screen to download a PDF of the LOC.

DOB NOW: LETTER OF COMPLETION (PW7) GUIDELINES
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DOB NOW: REQUEST A LETTER OF COMPLETION (PW7) PROCESS FLOW

Locate 
The Job Filing

on the Dashboard

Verify

Technical Reports 
Certified & Attested

Select 

Request LOC

Enter
Comments 

Complete
Statements and 

Signatures

Submit
LOC Request

Review 
And Approval by 

DOB

Print

Letter of Completion
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You are now able to:

 Understand the modules, features, and benefits 

included in DOB NOW

 Access and navigate the DOB NOW: Build –

Industry Portal

 Correctly choose appropriate Work Type(s) for 

your Job Filings

 Identify key roles and responsibilities

 Submit Initial Job Filings

 Complete all required Concrete documentation 

and Technical Reports

LEARNING OBJECTIVES MET
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 File Corrections, Post Approval Amendments, 

and Civil Penalties Review Request (L2)

 Submit Subsequent Job Filings

 Request Letters of Completion



PUBLIC PORTAL & HELPFUL RESOURCES
Process & Overview
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PUBLIC PORTAL OVERVIEW

189

 The Public Portal is accessible through 

the Buildings website on nyc.gov and 

no User ID or Password is required.

 Anyone can view: 

 Status of Job Filing

 Property Profile Details

 View/Print Work Permits

 Search Licensees



DOB NOW: HELPFUL RESOURCES
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www.nyc.gov/dobnowinfo
Here you will find helpful links to:

• Log-in and Register for DOB NOW 

• Take advantage of Training Tools & Classes

• Find FAQs and Tip Sheets for DOB NOW: Build

www.nyc.gov/dobnowhelp
Here you will:

• Submit DOB NOW inquires
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QUESTIONS?
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THANK YOU!


