
The following Step-by-Step Guide will outline the steps applicable to 

complete the Statement and Signatures in DOB NOW: Build. 

The examples shown and used in this Step-by-Step Guide are specific 

to Statement and Signatures. 
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Guidelines 

STATEMENT AND SIGNATURES 

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.  

ROLES & RESPONSIBILITIES 

1. The Applicant of Record can be a Professional Engineer or a Registered Architect  

2. The Applicant of Record must attest to the created Job Filing. 

3. The Owner must attest to the created Job Filing.  

4. The Applicant of Record and the Owner can be the same person. 
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SYSTEM GUIDELINES 

1. Fields with a red asterisk (*) are required and must be completed. 

2. Grayed-out fields are Read-Only or are auto-populated by the system. 

3. Depending on the size of your screen or browser you may have to use the scroll bar to view more 

options or full fields. 

 

 

ADDITIONAL HELP & INFORMATION 

1. Video Tutorials: DOB NOW YouTube Channel: https://www.youtube.com/user/NYCBUILDINGS 

2. Presentations & Sessions: www.nyc.gov/dobnowinfo       

https://www.youtube.com/user/NYCBUILDINGS
http://www.nyc.gov/dobnowinfo
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DOB NOW: Build – Statements & Signatures Step-
By-Step Guide 
In these Step-by-Step Guides, you will learn how to apply your electronic signature to a Job 
Filing in DOB NOW: Build. 
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DOB NOW: Build – Complete Statements 
& Signatures Step-By-Step Guide 
 

In this Step-by-Step Guide, you will learn how to complete Statements & Signatures. 

Step Action 

  Select the Statements & Signatures Tab. 
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Step Action 

 The Applicant of Record – Statements & Signatures displays with an electronic 

checkbox at the end of the section. 

 

  Click the checkbox ( ) to electronically sign the Applicant of Record – Statements & 

Signatures. 

 The Name and the Date fields’ auto-populate after the checkbox is clicked. 
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Step Action 

 Click the Owner ‘s Attestation section. 

 

  Select (1) from the drop-down for “Would you like to submit a TR Final for this work 

or would you like to have a DOB-performed final inspection at the appropriate time 

in order to close out this filing?”: 

 DOB-performed final inspection 

 Submit a TR Final 

 

  Select the applicable radio button (e.g., None) for “Expectation”.  
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Step Action 

  When the Exception button is not selected, one of the following statements must be 

chosen (e.g., Binding agreements with the department of finance are in force 

requiring payment of all covered arrears owed by the owners of the property, and 

such owners are in compliance with such agreements). 

 

  Select the applicable radio button (e.g., No) for “The building to be altered, 

constructed or demolished contains one or more dwelling units that will be occupied 

during construction”. 

 

  When Yes is chosen a Notification will display. “Tenant Protection Plan needs to be 

approved before a permit can be requested”. 

Click OK. 
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Step Action 

  Enter the Number of Dwelling Unites that will be occupied during construction. 

 

  Select the applicable radio button (e.g., No) for: “The building to be altered, 

constructed or demolished contains occupied housing accommodations subject to 

rent control under chapter 3 of title 26 of the administrative code. If yes, select one of 

the following”.  

 

 
 When Yes is selected for “The building to be altered, constructed or 

demolished contains occupied housing accommodations subject to rent 

control under chapter 3 of title 26 of the administrative code” additional 

required questions will be displayed. If yes, select one of the additional 

questions that are displayed and required to be selected.  

  Select the applicable radio button (e.g., No) for: “The owner has not notified the New 

York State Homes and Community Renewal (NYSHCR) because the nature and 

scope of the work proposed, pursuant to NYSHCR regulations, does not require 

notification.” 

 

  Select the applicable radio button (e.g., No) for:” The owner has notified the New 

York State Homes and Community Renewal (NYSHCR) that the owner has complied 

with all requirements imposed by the regulations of such agency as preconditions 

for such filing.” 
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Step Action 

  When Yes is select for: The owner has notified the New York, State Homes and 

Community Renewal (NYSHCR) that the owner has complied with all requirements 

imposed by the regulations of such agency as preconditions for such filing.”, a field 

displays for additional information.  

Click the calendar ( ) and select the date for Provide date NYSHCR notified.  

 

  Select the applicable radio button (e.g., No) for “The building to be altered, 

constructed or demolished contains housing accommodations subject to rent control 

or rent stabilization under Chapters 3 and 4 of Title 26 of the Administrative Code or 

rent regulation under Article 7-C of the Multiple Dwelling Law.” 

  

  Select the applicable radio button (e.g., No) for “The building is subject to Article 7-C 

of the Multiple Dwelling Law. The owner will notify the New York City Loft Board 

of the filing of the construction documents and will comply with all requirements 

imposed by Multiple Dwelling Law Article 7-C and the Loft Board's rules.”  
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Step Action 

  Select the applicable radio button (e.g., No) for “The building to be altered, 

constructed or demolished contains one or more occupied dwelling units.” 

 

  Select the applicable radio button (e.g., No) for “The building to be altered, 

constructed or demolished is an occupied multiple dwelling and the work will be 

limited to the interior of the dwelling unit occupied by the owner of the multiple 

dwelling with no disruption to the essential services of other units.” 

 

  Select the applicable radio button (e.g., No) for “The work will be limited to the 

interior of a dwelling unit owned by a condominium or held by a shareholder of a 

cooperative corporation under a proprietary lease and occupied by the owner(s) of 

record for the unit, with no disruption to the essential services of other units.” 

 

 
 It is optional for the Applicant or Filing Representative to complete Plans/Work 

(PW1) - Section 26. Property Owner's Statements. However, the Owner must log 

in, verify the information, and electronically sign by clicking the checkbox. 

 

By entering the Owner’s Email Address, a notification will be sent to their email 

with the job filing number and it will appear on the Owner’s DOB NOW 

Dashboard. 
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Step Action 

  Click the checkbox ( ) to electronically sign the Owner – Statements & Signatures. 

 

 The Name and the Date fields will auto-populate after the checkbox is clicked. 

  Located in the upper left-hand corner of the page, click Save. 

 

  A Notification pop-up window with the message “Job filing has been saved” displays. 

Click OK to close the notification. 

 

 
 After all associated parties to the Job Filing have completed the Statements & 

Signatures section and all associated fees are paid, the Applicant can submit the 

Job Filing to The Department of Buildings for review. 

You have completed the Statements & Signatures Step-by-Step Guide. 

 


