INDUSTRY PORTAL
STEP-BY-STEP GUIDE

Print and Renew Work Permit
FOR ALL WORK TYPES

The following Step-by-Step Guide will outline the steps applicable to
complete the Print and Renew Work Permit Job Filing in DOB NOW:
Build.

The examples shown and used in this Step-by-Step Guide are specific
to Print and Renew Work Permit.

HELPFUL LINKS

YouTube.com/DOBNOW

NYC.gov/DOBNOWINFO

Facebook.com/NYCE

NYC.gov/DOBNOWHELP
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Guidelines

PRINT AND RENEW WORK PERMIT

1.

2.
3
4.
5
6

A permit that has expired can be renewed if the respective work type is not signed off.

Permit can be renewed by the same Applicant or different applicant.

If any of the contacts on the PW2 are changing, it will be classified as Renewal with changes.

The renewal of a permit is same as Initial Permit.

Site Safety applicability not checked at the time of renewal.

There is also a renewal filing fee of $100 required to be submitted prior to submitting the renewal
request.

While renewing a composite permit, existing work types cannot be removed from the permit or if
the composite permit was issued for two work types (GC and MS) then a third work type
(ST)/(FO)(EA) cannot be added to the permit.

Composite permits will also be auto extended within 1 year from the date of permit issuance just as

the non-composite permit auto-extension logic.

ROLES & RESPONSIBILITIES

1.

The Applicant of Record can be a Professional Engineer or a Registered Architect, Contractor or

owner based on the worktype for which Permit is being requested.

For FILING REPRESENTATIVES only

1.

2.

Filing Representatives cannot be Applicants of Record (i.e. they cannot submit the Requests).
However, they can perform data-entry functions to provide information and upload documents.

Filing Representative cannot attest.
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DOB NOW: Build - Print and Renew Work
Permit Step-By-Step Guide

In this Step-by-Step Guide, you will learn how to print and renew Work Permit Requests in
DOB NOW: Build.

Print a Permit from the Work Permit Dashboard 3
Print a Work Permit from the Job Filing 9
14

Renew a Work Permit Step-by-Step Guide
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Print a Permit from the Work Permit Dashboard

Complete the following steps to print a work permit from the Filing Action column:

Step | Action

Note There are two ways to print a Work Permit. The following steps will outline
each process.

On the Naviagationa Panel, Click the Menu Bars ().

o DOB NOW
q Submit Filings, Payments, and Requests t
BUILD

o ——

tits

2. The Navigational Panel displays . Click Work Permit.

# Dashboard
=== Job Filings

Occupancy
BIS Schedule of Occupancy
Certificate of Occupancy

Permits

Work Permits
After Hours Variance (AHV)
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Step | Action

3. On the Work permit dashboard Locate the Job Number for the filing that you would
like to print.

=
— Work Permits

View Filing Action Job# Filing# Work Permit# Sequence# Work Type(s) ‘Work Permit Status
G Select Action: | QO03E2966 1 Q00382986-11-GC 1 General Construction | Permit Iseued
G Select Action: | MOO0383008 1 M00383008-11-GC 1 General Construction Permit Issued
G Select Action: v BO00382967 [ B00382967-11-GC 1 General Construction | Permit Issued
G Select Action:  ~ | X00382967 [} X00382967-11-GC 1 General Construction | On Hold - Pending Supersede of Ap. ..
G Select Action: W | X00382009 i X00382999.11-GC 1 General Construction | Permit Iszued
G Select Action: | M00382951 1 100382951-11-GC 1 General Construction | Permit Issued
4. Locate the Filing Action column.

-

— Work Permits

View Filing Action Job# Filing# Work Permit# Sequence# Work Type(s) Work Permit Status
G Select Action: | PO0382986 s | Q00382966-11-GC 1 General Construction | Permit Issusd
G Select Action: | MI00383008 [} M00383008-11-GC 1 General Construction Permit Izsued
G Select Achion: W | B00382967 11 B00382967-11-GC 1 General Construction | Permit Issued
G Select Action:  w | X00382967 [} X00382967-11-GC 1 General Construction | On Hold - Pending Supersede of Ap...
G Select Action: | X00382099 [} X00382999.11-GC 1 General Construction | Permit Issued
G Select Action:  w | MO00382931 11 M00382951-11-GC 1 General Construction | Permit Izsued
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Step | Action

5. From the Filing Action drop-down list, select Select Action.

Select Print Work Permit from the Filing Action drop-down list.

N
i Lt | e e ]
Work Permits
View Filing Action Job# Filing# Work Permit# Sequence# Work Type(s) ‘Work Permit Status
G | Select Action V|Q00362966 I Q00382966-11-GC 1 General Construction | Permut Issued
c M00383008 1] M00383008-11-GC 1 General Construction Permit Issued
G B0382967 il B00382967-11-GC 1 General Construction | Permit Issued
| Pt Work Permit
c = e 0382067 1 X00382967-11-GC 1 General Construction | On Hold - Pending Supersede of Ap..
G Request Withdraw | 00382999 [} X00382999-11-GC 1 General Construction | Permit Issued
(=3 Select Action: | M00382951 I M00382951-11-GC 1 General Construction | Permit Izsued
. . . " . .
6. A Confirm pop-up window with the message “Confirm you want to print the work

permit” displays.

Click Yes to continue.

Confirm

Confirm you want to print the work permit.

= )
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Step | Action

(- The Work Permit displays.

7. Click Print to PDF.

Buildings

k Permit Department Of Buildings

Permtt Mumber  MD03BINE-T1-GC Tssmed:  11/10/2020

Permit Classification:  ALTERATION Expires:  08/19/2021

Addrasz: MANHATTAN £35 MANHATTAN AVENUE lsued To:  BUILD 139
Werk on Floor(z):  GROUND FLOOR, Buzinezz:  DOB

Total mumber of dwelling wnits at location: 1 Licemse Wo:  PE-99%310

Thonber of dwalling units occupied during construction: 1

Dizeription BUILDING AN INTEENAL WALL TO DIVIDE AROOAL

For detailed minrmation resarding this parmut, pleasa Tog on to DOS NOW at wanwvmye gov buldmss.
Call' 311 with any gueztions or complaints,

Borough Commizsioner: Commizzioner of Buildingz: 1; cE {%

Tampering with or knowinsly makine a false anfry in or falsely altering this permit is 2 exime that 15 punishable by a fine. impriserment or both.

Prnt To PDF
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Step

Action

A Save As window displays.

(5w s =]
(I [ » Computer » Local Disk (C:) » Users » jlyoung b Desktop » =% e P
Organize »  New folder =« 8

(W] Microsoft Werd
Templates B et

Favorites

B Deshop

8 Downloads
Change Manage:
RecentPlaces |z

4 Libraries

& Computer
& Local Disk (C)
2 shr_ha3$ (\imsd
5% Shi_hqf\DATALE

File name: Print

Saveas type: [PDF

= Hide Folders Took ~ [ save Concel

Click Save.

W] Save As (===

)| v Computer + LocalDisk () » Users » jlyoung » Desitop » -[ 4

i

e
Organize ¥  New folder =+ @

] MicroscftWord [ Meme

Templates -
Favorites
B Desitop
# Downloads
Change Manage]

Recent Places |

&5 She_haf\DATALS |

File name: Print
Saveastype [PDF

= Hide Folders

A PDF link displays in the bottom left corner of your screen (e.g., WorkPermit.pdf).

10.

Click WorkPermit.pdf.

™ IkaPermit.pde &
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Step | Action

11. Click Print.

Print

Total: 1 sheet of paper

Cancel
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Print a Work Permit from the Job Filing

Complete the following steps to print a work permit from the Job Number:

Step | Action

L Locate the Job Filing associated with the permit you would like to print.

Job Filings
Filter My Jobs »
View  Filing Action Jobi# Filing# Job Type Filing Type Filing Status
permit iss x
G Select Action: Alteration New Job Filing Permit Issued
G Select Action: Alteration Subsequent Filing  Permit Issued
G Select Action: Alteration New Job Filing Permit Issued
2. | Click the View Icon.
Job Filings
Filter My Jobs «
View  Filing Action Job# Filing# Job Type Filing Type Filing Status
permit iss x
Select Action: v | M00382520 11 Alteration New Job Filing Permit Issued
G Select Action: v | X00382510 S1 Alteration Subsequent Filing | Permit Issued
9 Select Action: v~ M00381930

11 Alteration New Job Filing Permit Issued

A Job Info pop-up window displays.
Click OK to display the filing.

Job Info

Job Number: M00382520
Filing Number: |11
Address: 233 BROADWAY
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Step | Action

4. Select the Work Permit (PW2) tab.

M00382509-11
Plans/Work (PW1)

Zoning Information

Scope of Work ~
Support of Excavation
Cost Affidavit (PW3)
Technical Report v

Technical Report
(TR1/4/5/5H)

Documents

Work Permit (PW2)

Statements & Signatures

5. Locate the Actions column.

Work Permit (PW2)

Wark Permit: 4+ Add

Actions ~ Tracking # ~ Permit # ~ Sequence # v Permit Status -~ Permit Type ~ Initial Permit ~ No Work P
| Actions | 9 q VP

B c 360739760 M00382520-1... |1 Permit Issued General Constructio Yes No
6. Select the Printer icon from the Actions column.

Actions i

. ~a
<

DOB NOW: Build B Print and Renew a Work Permit (PW2) B December 2020

10



DOB NOW: Build - PRINT, RENEW WORK PERMIT STEP-BY-STEP GUIDE

Step | Action

Click Print To PDF.

Buildings

Permit Mumber

MDOIBINE-T1-GC

Tzzned:

11102020

Permit Classification: ALTERATION Expres: 081972021
Addresz:  MANHATTAN 535 MANHATTAN AVENUE Iszued To:  BUILD 132
Work on Floor(s):  GROUND FLOOR, Business:  DOB

Total number of dwelling wits at location: 1 Licenze Mo PE-298310

Mumnber of dwelling units occupied during construction: 1

Dezcription BUILDING AN INTERNAL WALL TO DIVIDE A ROOM.

For detailed mformation reparding fhis parmit, pleasa log on to DOG WOW at nwcmye. go bldings.
Call 311 with any questions or complaint=,

Commizzioner of Buildingsz: 12 QE {\%‘

Tamperine with or knewinely makine a false anfry in or faksely altering this permit = a crime that is pimishable by a fine, impmiserment or both.

Borough Commizsioner:

Print To PDF
8. | A Save As window displays.
W] Save s =]
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Step | Action

9. Click Save.

W] Sovets

&9 | » Computer » Locsl Disk(C) » Users » jlyoung » Desktop » y o
rgar 2 @

Favertes

W Computer
& Local Disk (C:)
3 she_had$ Nmsd
5 Shi_hqRDATAM

& Hid Fodee Took Canca

Bl | A PDF link displays in the bottom left corner of your screen (e.g., WorkPermit.pdf).

10. | Click WorkPermit.pdf.

2 fworkPermit.pdf =

11. | Click Print.

Print

Total: 1 sheet of paper

Cancel

12. | A Permit can be printed with the status Sign Off Request Intiated.
In the Filing Aciton Column, click the dropdown.
Click Print Work Permit.

Job Filings

View Jobi# Filing# Job Type Filing Type Filing Status Address Borough Applicant ¢ =
sign off x
@ [ selecthction: ~|MOSI4H 11 Alteration New Filing Pending Sign Off Review 990 3 AVENUE MANHATTAN | ELV DIRECTOR
G M00299830 |11 Alteration New Filing [Far o Requestintiatea ] 2oz east 76 steer MANHATTAN | ELV CODIREC
Print Work Permit
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Step | Action

13. | A Confirmation window states “ Confirm you want to print the work permit.”

Click Yes.

Confirm

Confirm you want to print the work permit.

=

You have completed the Print a Work Permit from the Job Number Step-by-Step Guide.
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Renew a Work Permit Step-by-Step Guide

The Applicant or Contractor can complete the following steps to renew a Work Permit:

Step | Action

1.
On the Naviagationa Panel, Click the Menu Bars ().

os DOB NOW

Submit Filings, Payments, and Requests
BUILD

tts

2. The Navigational Panel displays . Click Work Permit.

Dashboard
Job Filings

Occupancy
BIS Schedule of Occupancy
Certificate of Occupancy

Permits

Work Permits
After Hours Variance (AHV)

3. The Work Permit page is displayed.

—l Work Permits

View Filing Action Job# Filing# Work Permit# Sequence... Work Type(s)
G Select Action: | M00381519 n Permit is not yet issued General Construction
G Selact Action: v M00380106 1 Permit is not yet issued Structural
G Select Action:  w | <00380107 1 Permit is not yet issued Mechanical Systems, Structural, Gen
G Select Actiom: v | M00379713 n M00379713-11-GC-CX 1 Structural, General Construction
G Select Action: | M00378958 51 Permit is not yet issued Mechanical Systems, Structural, Gen
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Step | Action
4. Locate the Job Filing. From the Filing Action drop-down list, Select Action.
Work Permits
View Job# Filing# Work Permit# Sequence... Work Type(s) Work Permit Status Issued Date
G Select Action: | M00381519 1 Permit is not yet issued General Construction Pre-filing
G Select Action: | M00380106 11 Permit is not yet issued Structural Pre-filing
G Select Action:  + | X00380107 1 Permit is not yet issued Mechanical Systems, Structural, Gens Pending QA Assignment
(£ Select Action: v M00379713 11 M00379713-11-GC-CX 1 Structural, General Construction On Held - Pending Supersede of ... | 09/30/2020
G Select Action: | M00378958 S1 Permit is not yet issued Mechanical Systems. Structural Gent Pre-filing
(£ Select Action: v MQ00379597 11 MO00379597-11-GC-CX 1 Mechanical Systems, Structural. Gent Signed-off 09/22/2020
G Select Action: | Q00379364 1 Permit is not yet issued Mechanical Systems, Structural, Geni Pre-filing
G MOOS?S‘BEB s1 M00378958-51-GC-CX 1 Mechanical Systems, Structural, Gent Permit lssued 09/14/2020
G Select Actiom: | M00374698 11 Permit is not yet issued Supported Scaffold Pre-filing
5. | Select Renew Work Permit from the Filing Action drop-down list.
Select Action: ¥
Select Action:
Create AHV
Print Work Parmit
Renew Work Permit
6. A Confirmation windows is displayed with a message: “Confirm you want to proceed with
renewing the work permit.”
Confirm
Confirm you want to proceed with renewing the work
permit.
B
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Step | Action

7. | The Renew page is displayed.

Penmit

General Information

Applicant information

Fing Repeesertatoe

Appecant’s Insursrce Indoamaton

8. Under the General Information, Reason for Filing, Select the option that is applicable:
O Renew Permit with changes
0 Renew Permit without changes

When Renew with changes is selected, please select the stakeholder that’s changing with the
renewal.

General Information

Reason far Filing

@ Renew Permit with rhanges O Renew Permit without changes

Select the Stakeholder(s) that you would like to change®

D Contractar/Permit Applicant D Conerete Subeontractar D Conerete Safety Manager
[] pemalition Sub-Contractar [ Filing Representative [] site satety Personnel
Expected Wark Start Date* Wiork on Floor]s]*

107232070 & Concourse
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Step | Action

9. A Confirmation window is displayed with the message: “Confirm that you want to Renew
Permit without changes. Once this selection is saved it cannot be changed.”

Click Yes.

Confirmation

Confirm that you want to Renew Permit without changes. Once this
selection is saved it cannot be changed.

B

10. | Click Documents, under Required Documents upload the updated Certificate of Insurance

Document.
Tracking # Documents
627955270 -
Required Documents v
General Informaticn
Uplead ~ § CreatedOn Document Name = Document Status - PriorTo =~ Action -
4 11/05/2020 Certificate of Insurance Document Required Permit Issued Select Action: w
Statements & Signatures
Total ltems: 1
|4 “ 1 1 » Ll 25w | ltems Per Page 1-1loflitems
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Step | Action

11.

Click Statement & Signature. Click the checkbox to auto populate signature.

General Infarmation

Documents

Statements & Signatures

Statements & Signatures

Applicant/Contractor Statement

Does the Work authorized by this permit require adjacent property insurance?”

Yes (@ No

n The information in this application is correct and complete to the best of my knowledge and | assume responsibility for all statements in such application. | understand
that if | am found after hearing o have knowingly or negligently made a false statement on this or any other document submitted to the Department, | may be subject to
fine, imprisonment, and/or barred from filing further documents with the Department. | also understand it is unlawful to give to a city emplayee, or for 2 city emplayee to
accept, any benefit, monetary or athenwise, either as a gratuity for properly performing the job or in exchange for special consideration
I 'will comply with all applicable laws, rules and regulations including all insurance requirements, and, in addition:

| hereby state if @ Construction Superintendent, Site Safety Coordinator, Site Safety Manager, Demalition Subcontractor, Concrete Subcontractor, or Concrete Safety

Manager is required for this application | have hereby advised the individual listed herein he or she is designated as such and hereby certify he or she is registered and in

good standing with the NYC Department of Buildings. | hereby state that all construction and demalition workers employed or otherwise engaged at the site and working

under this permit have received site safety training (n accordance with BC 3321

| hereby state this renewal application with no change to Applicant, Filing Representative, Construction Superintendent, Site Safety Coordinator, Site Safety Manager,
Subcontractors, Concrete Safety Manager or insurance is for the work as originally filed or as officially amended

In accordance with $28-104.8 of the Administrative Code, | hereby declare | am authorized by the owner of the premises to which this application pertains to make this
application for a permit to perform the work described herein. In accordance with Rule 101-16, | will post the permit in a conspicuous and visible location.

| understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my agreement with the Statements and
Signatures terms above. | understand that this electronic signature shall have the same validity and effect as a signature affixed by hand, and | further intend that the
electronic image of my signature and professional seal uploaded as part of this application is hereby applied to this signed statement as if | had personally signed and
sealed this statement by hand.

Mame Date

12.

Click Save.

13.

Woaork permit has

A Notification window is displayed with the message: “Work permit has been saved.”

been saved.

14.

A Tracking Number is displayed.

Tracking #
627955270

General Information

Documents

Statements & Signatures

General Information

Reason for Filing

Renew Permit with changes (@) Renew Permit without changes

Expected Work Start Date* Werk on Floor(s)*

09/25/2020 Attic-123, Attic-123, Attic-123, Bridge
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Step

Action

15.

A permit renewal fee of $100 is to be paid

Payment Confirmation
===
16. | Once payment is done Click Submit
17. | A Confirmation window displays with the message: “Are you sure you want to submit the
work permit?”
Click Yes.
Confirm
Are you sure you want to submit the work permit?
oo
18. | A Notification window is displayed with the message: “Work permit has been saved.”
Click Yes.
Notification
Work permit has been saved.
19. | Refer to the Add Work Permit (PW2) Step-by-Step Guide for instructions on adding a Work
Permit.
)
A7

Note Upon Permit Renewal, the Permit Expiration Date is updated. The Permit Number
does not change, but the sequence number increases by 1 (e.g. 1, 2, 3...).

DOB NOW: Build B Print and Renew a Work Permit (PW2) M December 2020 19




DOB NOW: Build - PRINT, RENEW WORK PERMIT STEP-BY-STEP GUIDE

Step | Action

You have completed the Renew a Work Permit Step-by-Step Guide.
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