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• Pre-filing, Data Entry, and Various 
application/Forms

• Boilers - PW-1C Combustion Equipment 
• 2014 New York City Energy Conservation Code
• Permits

COURSE 103
Filing Representative Training 

for 
Class 1 Filing Representatives and Class 2 Code and Zoning 

Representatives

Includes:
• Home Improvement Contractors
• Builders Pavement Plan
• Limited Alteration Application and Permits Renewals
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Required Administrative Forms

• PW1 – Plan/Work Approval Application

• PW1A – Schedule A: Occupancy/Use

• PW1B – Schedule B: Plumbing/Sprinkler/Standpipe

• PW4 – Equipment Use Application/Permit

• PD1 – Plot Diagram

• ST1 – Street Tree Checklist

• AO1 – Administrative Objections Form

• PER11 – Manual Appointment Request and Drop Off 
Request
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Major Items for Input
1. Location 
2. Applicant Information (P.E., 

R.A., Sign Hanger or 
Homeowner) 

3. Filing Representative 
Information

4. Filing Status 
• Select correct Building Code 

to be used for this review
• Choose Pro-Cert or Plan 

Examination, PAA or W/D
5. Job Project Typed 
6. Work Types

PW1 Plan/Work Approval Application

4
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Major Items for Input
7. Plans/Construction 

Documents Submitted
8. Additional Information 

• Plumbing, Construction 
Costs

• Building 
Enlargement/Demolition

• Job Cost
9. Additional Considerations, 

Limitations or Restrictions
10. New York City Energy 

Conservation Code

PW1 Plan/Work Approval Application
Page 2

5



build safe | live safe

Major Items for Input
11.   Job Description
12. Zoning Characteristics 
13. Building Characteristics

• Structural system
• Structural occupancy
• Building Type
• Building Code

14. Fill for Site 
15. Construction Equipment
16. Curb Cut Description
17. Tax Lot Characteristics
18. Fire Protection Equipment

PW1 Plan/Work Approval Application
Page 3
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Major Items for Input
19.   Open Spaces
20.   Site Characteristics
21. Demolition Details 
22. Asbestos Abatement 

Compliances
• ACP5
• ACP 21 Closeout

23. Sign 
• Purpose
• Type

24. Comments
• Additional information 

related to the application. 

PW1 Plan/Work Approval Application
Page 4
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25. Applicant’s Statement and 
Signatures

26. Property Owner’s Statements 
and Signatures 

PW1 Plan/Work Approval Application
Page 5
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PW1A Schedule A: Occupancy/Use
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Common Errors

• Incorrect description on floors

• Dwelling unit count incorrect

• Wrong Zoning Use Group listed

• Number of persons listed in occupancy count differs from 
what’s listed in item 13 of the PW1

• Other entries also duplicated from PW1

A PAA is required if these items, or similar require change
However, the “Comments” section can be amended without a 
PAA being filed

PW1A Schedule A: Occupancy/Use

10
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PW1B Schedule B

• Required for all New Buildings 
and any Alterations involving 
plumbing work

• PW1-B is filed for all 
Plumbing, Sprinkler and 
Standpipe work-types.  

• For all New Building 
applications, indicate the type 
of drainage system(s) 

• Administrative approval will 
not be given if the plumbing 
work type is not signed-off 

11
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PW4 Equipment Use 
Application/Permit (EUP)

1. The EUP originated in the 
1968 Building Code

2. The 2008 Building Code  
has renamed the EUP tp
“Certificate of Compliance” 
– but the PW4 EUP form is 
still required 

3. If the information on the 
EUP card (permit) does not 
correspond with section 5, a 
Certificate of Occupancy 
(CO) and possibly a 
Temporary Certificate of 
Occupancy (TCO) will not 
be issued

12
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Equipment Use Permit

• The information on the 
EUP card (permit) must 
match the information 
provided on the PW-4 
Equipment Use Application 
form. 

13
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PD1 – Plot Diagram

Plot Diagram 
• Provides the zoning lot 

description and also identifies 
tax lots within the zoning lot  

• Provides metes and bounds of 
land and premises as obtained 
from the Tax Department 

• This form must be completed by 
a licensed professional 

• Sample shown:

 One zoning lot with two tax 
lots

14
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ST1 Street Tree Checklist
Page 1

• Required for all New Buildings, 
Alt1 and Alt2 enlargement 
applications.

3. Certification – certifies that the 
application complies with all 
street tree requirements 

• Relevant to Zoning Resolution –
Number of trees on a Zoning Lot 
(ZR), not a Tax Lot (DOF)

• Certificate of Occupancy  is 
dependent on Parks Department 
signoff and must match the 
information submitted for total 
required trees and total proposed 
trees

15
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4. Exemptions - only fill out if the 
proposed work or dominant 
use group is exempt as 
specified by the NYC Zoning 
Resolution 

5. Statements & Signature:
• Owner must sign and 

notarize the affidavit 
statement 

• Applicant must sign and 
seal the affidavit statement 

16

ST1 Street Tree Checklist
Page 2
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AO1 Administration Objection Form

• This form is used by the 
DOB borough office to 
capture the reason(s) why 
an application could not be 
processed prior to 
approval 

• This form can be viewed 
online via nyc.gov/bis. Use 
the 9 digit application 
number to access

17
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PER11 Manual Appointment Request 

The PER11 is used by the 
filing representative or 
customer to:

• Schedule appointments

• Request withdrawals and 
reassignments

• Submit document to be 
reviewed by the Deputy & 
Borough Commissioners 

18
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Thank You!
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Boilers

Robert Daly
Director, Central Inspections Boiler Division

Juan Ruiz
Operations Manager, Central Inspections

Code and Zoning Representative
Training Module 3.8
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Department of Buildings
Boiler Division

• The Department of Buildings Boiler Division oversees the 
installation and operation of New York City’s boilers

• Property owners are responsible for ensuring that their boilers:
• Operate safely; and
• Are in compliance with the Building Code and all related 

regulations
• Administrative § 28-303, was enacted in conjunction to the 

Rules and Codes of New York (RCNY 103.01 and RCNY 
103.05), requiring property owners of low pressure and high 
pressure boilers to:

• Inspect their boilers annually; and/or 
• Affirm the correction of defects by periodically filing their 

inspections with the Department  

21
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Type of Boiler Forms

• BO-9: Annual Inspection Report or Disc Filing 
• The standard filing report on annual boiler inspections 

• BO-13: Affirmation of Correction Report
• The standard filing report on corrections found during annual 

boiler inspections
• BO-13E: Affirmation of Correction Extension Request

• The standard request report on correction extension for repairs
• OP-49: Self Certification of Removal and Disconnection

• The standard filing report on boiler devices removed or 
disconnected

• Schedule C: Application for Boiler Installation/Replacement
• The application filing report for new installation or replacement 

that requires a first test inspection by the Boiler Division

22
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Annual Boiler Inspections

The following must be inspected and filed with the 
Department annually:
• Low pressure boilers in residential buildings with six or 

more families
• Low pressure boilers in mixed-used buildings
• Low pressure boilers in commercial buildings
• Low pressure boilers in properties classified as a Single 

Room Occupancy
• H-stamp domestic hot water heaters with over 350,000 

BTUs in residential, mixed-used and commercial buildings
• Mobile Boilers
• High Pressure Boilers

23
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Annual Boiler Inspection
Filing Requirements

Annual Inspection Filings
• A Boiler Inspection Report (BO-9 form or ABI Disc-Filing) must be filed within 45 

days of performing the inspection
• Reports submitted more than 45 days after the date of inspection will receive a late penalty of 

$50 per boiler for each month the report is late
• Reports submitted 12 months after the date of inspection will be deemed expired and a 

penalty of $1,000 per boiler will be imposed for non-filing or incomplete reports
• If defects are found during an inspection, defects must be corrected and an Affirmation 

of Correction (BO-13 form or ABI Disc-Filing) filed within the 180 days of performing the 
inspection. 

• Reports submitted more than 180 days after the date of inspection will receive a late penalty 
of $50 per boiler for each month the report is late

• Reports submitted 12 months after the date of inspection will be deemed expired and a 
penalty of $1,000 per boiler will be imposed for non-filing or incomplete reports

• An owner may request an extension of the filing deadline based on the criteria outlined 
in 1 RCNY 103-01/05. The request can be submitted using the Extension Request (BO-
13E form).

Self Certification of Removal or Disconnection
• An OP-49 form must be filed within 30 days of the removal or disconnection of the 

boiler

24
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Online Boiler Device Information

• Look up Boiler 
Device information 
using the Boiler 
Search feature in 
BIS at nyc.gov/bis

• Click on the 
hyperlinked boiler 
number to view 
detailed inspection 
information

25
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BO-9: DOB Boiler Inspection Report

26
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BO-13: Boiler Affirmation of 
Corrections

27
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OP-49: Self Certification of Removed, 
Disconnected, or Non-Existing Boiler

28
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New Device Installation / 
Replacement Requirements

Property Type Installation 
Type

BTU’s Requires

Schedule C

Yes or No

Requires 

LAA 

Yes or No

Requires 

First Test Insp.

Boiler Division

Requires 

Annual Insp.

Yes or No

Requires 

DEP Renewal

Yes or No

1 to 5 Family

New Installation

Or Direct 

Replacement

Up to 350,000 [Gas]

Up to 350,000 [Oil]

350,000 to 800,000 

Over 800,000 or more

No

No 

No

Yes

Yes

Yes

Yes

No

No

Yes

Yes

Yes

No

No

No

No

No

No

Yes

Yes

6 Family or More

Multi-Dwelling

Commercial/SRO

New Installation

Or Direct 

Replacement

Up to 350,000

350,000 to 800,000

800,000 or more

No

No

Yes

Yes

Yes

No

Yes

Yes

Yes

Yes

Yes

Yes

No

Yes

Yes

6 Family or More

Multi-Dwelling

Commercial/SRO

Fuel Burner

Up to 350,000

350,000 to 2.8 million

Over 2.8 million 

No

No

Yes

Yes

Yes

No

Yes

Yes

Yes

Yes

Yes

Yes

No

Yes

Yes

6 Family or More

Multi-Dwelling

Commercial/SRO

Fuel Storage

660 Gallons or less

660 Gallons or more

No

Yes

Yes

No

Yes

Yes

No

No

No

No

29
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PW1C: Schedule Heating & 
Combustion Equipment

30
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Thank You!



2014 New York City 
Energy Conservation Code

(NYCECC)

Emily Hoffman
Director of Energy Code Compliance

Code and Zoning Representative
Training Module 3.10
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2014 NYCECC

Applicability
As of January 1, 2015, all New Building and 
Alteration applications must comply

Applications filed on or before December 31, 2014, 
must comply with the codes in effect at the time of 
filing.

33
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Compliance 
Requirements

36

2014 NYCECC
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Compliance 
Requirements

37

2014 NYCECC
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Compliance 
Requirements

38

NYCECC

1 RCNY §5000-01

Tabular Analysis

COMcheck – NYS or ASHRAE 90.1

REScheck - NYS

Energy Modeling (EN1)
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Compliance 
Requirements

39

NYCECC

1 RCNY §5000-01

Tabular Analysis

REScheck - NYS 

Energy Modeling (EN1)

COMcheck – NYS or ASHRAE 90.1
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Compliance 
Requirements

40

NYCECC

1 RCNY §5000-01

Tabular Analysis

REScheck - NYS

Energy Modeling (EN1)

COMcheck – NYS or ASHRAE 90.1
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Residential vs. Commercial
Chapter 2 & Chapter C2 - Definitions

RESIDENTIAL BUILDING. The term “residential building” includes”

1. Detached one-family dwellings having not more than three stories above grade plane;

2. Detached two-family dwellings having not more than three stories above grade plane;

3. Buildings that (i) consist of three or more attached townhouse units and (ii) have not 
more than three stories above grade plane;

4. Buildings that (i) are classified in accordance with Chapter 3 of the 2010 edition of the 
Building Code of New York State in Group R-2, R-3 or R-4 and (ii) have not more than 
three stories above grade plane;

5. Factory manufactured homes (as defined in section 372(8) of Executive Law); and

6. Mobile homes (as defined in section 372(13) of the Executive Law).

For the purposes of this definition of the term “residential building,” the term “townhouse 
unit” means a single-family dwelling unit constructed in a group of three or more attached 
units in which each unit (i) extends from the foundation to roof and (ii) has open space on at 
least two sides.
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Residential vs. Commercial
Chapter 2 & Chapter C2 - Definitions

RESIDENTIAL BUILDING. The term “residential building” includes”

1. Detached one-family dwellings having not more than three stories above grade plane;

2. Detached two-family dwellings having not more than three stories above grade plane;

3. Buildings that (i) consist of three or more attached townhouse units and (ii) have not 
more than three stories above grade plane;

4. Buildings that (i) are classified in accordance with Chapter 3 of the 2010 edition of the 
Building Code of New York State in Group R-2, R-3 or R-4 and (ii) have not more than 
three stories above grade plane;

5. Factory manufactured homes (as defined in section 372(8) of Executive Law); and

6. Mobile homes (as defined in section 372(13) of the Executive Law).

For the purposes of this definition of the term “residential building,” the term “townhouse 
unit” means a single-family dwelling unit constructed in a group of three or more attached 
units in which each unit (i) extends from the foundation to roof and (ii) has open space on at 
least two sides.

COMMERCIAL BUILDING. The term “commercial building” shall include all buildings not 
included in the definition of “residential building.”
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+
Local Law 4 of 2015

NYCECC

The 2014 ECCCNYS

=
2014 NYCECC
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2 Rules & 3 Bulletins

1 RCNY §101-07
Agency & Inspector
Qualifications
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2 Rules & 3 Bulletins

1 RCNY §101-07
Agency & Inspector
Qualifications
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2 Rules & 3 Bulletins

1 RCNY §101-07
Agency & Inspector
Qualifications

1 RCNY §101-07      
Pg 4/11
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2 Rules & 3 Bulletins

1 RCNY §5000-01
Construction document 
approval requirements
including list of progress
inspections
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2 Rules & 3 Bulletins

1 RCNY §5000-01
Construction document 
approval requirements
including list of progress
inspections
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TR8
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TR8

Commissioning is required when:
• Total installed cooling capacity >480,000 BTU/h; or
• Total installed heating capacity >600,000 BTU/h; or
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BB 2010-031
BB 2010-032
BB 2011-015

2 Rules & 3 Bulletins
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BB 2010-031
BB 2010-032
BB 2011-015

2 Rules & 3 Bulletins
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BB 2010-031
BB 2010-032
BB 2011-015
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BB 2010-031
BB 2010-032
BB 2011-015
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Exemptions  
1 RCNY §5000-01 – PW1

1 RCNY §5000-01

Page 2
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Exemptions  
1 RCNY §5000-01 – PW1

1 RCNY 5000-01

Page 2
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Exemptions  
1 RCNY §5000-01 – PW1

1 RCNY §5000-01
Page 2
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Exhibit 1
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Exhibit 1
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Exhibit 1

1 RCNY §5000-01

Page 2

INCORRECT
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Exhibit 2
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Exhibit 2

1 RCNY §5000-01

Page 2

CORRECT
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Exhibit 3
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Exhibit 3
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Exhibit 3

1 RCNY §5000-01

Page 2

INCORRECT
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Sample Tabular 
Analysis

Energy Analysis
2014 NYCECC Chapter 1, 4

Climate Zone 4A

“PROPOSED A NEW FRONT PORCH TO EXISTING ONE FAMILY DWELLING AS PER PLAN. 
NO CHANGE IN USE, EGRESS OR OCCUPANCY UNDER THIS APPLICATION.”

ITEM DESCRIPTION PROPOSED DESIGN VALUE CODE PRESCRIPTIVE VALUE 
AND CITATION

SUPPORTING 
DOCUMENTATION

Construct new open stone 
porch with stone steps.

N/A N/A A-101 (Elevation, Section))

Install 15’ of wood trellis 
above 2 front windows. 
Paint.

N/A N/A A-101 (Elevations)

Replace existing stone 
walkway.

N/A N/A A-101 (Plot Plan)

Install new roof over portico. N/A 101.4.3 Exception # 3 A-101 (Floor Plans)
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Sample Tabular 
Analysis

Energy Analysis
2011 NYCECC Chapter 1, 4

Climate Zone 4A

“PROPOSED A NEW FRONT PORCH TO EXISTING ONE FAMILY DWELLING AS PER PLAN. 
NO CHANGE IN USE, EGRESS OR OCCUPANCY UNDER THIS APPLICATION.”

ITEM DESCRIPTION PROPOSED DESIGN VALUE CODE PRESCRIPTIVE VALUE 
AND CITATION

SUPPORTING 
DOCUMENTATION

Construct new open stone 
porch with stone steps.

N/A N/A A-101 (Elevation, Section))

Install 15’ of wood trellis 
above 2 front windows. 
Paint.

N/A N/A A-101 (Elevations)

Replace existing stone 
walkway.

N/A N/A A-101 (Plot Plan)

Install new roof over portico. N/A 101.4.3 Exception # 3 A-101 (Floor Plans)

LL 1/2011
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Sample Tabular 
Analysis

Energy Analysis
2011 NYCECC Chapter 1, 4

Climate Zone 4A

“PROPOSED A NEW FRONT PORCH TO EXISTING ONE FAMILY DWELLING AS PER PLAN. 
NO CHANGE IN USE, EGRESS OR OCCUPANCY UNDER THIS APPLICATION.”

ITEM DESCRIPTION PROPOSED DESIGN VALUE CODE PRESCRIPTIVE VALUE 
AND CITATION

SUPPORTING 
DOCUMENTATION

Construct new open stone 
porch with stone steps.

N/A N/A A-101 (Elevation, Section))

Install 15’ of wood trellis 
above 2 front windows. 
Paint.

N/A N/A A-101 (Elevations)

Replace existing stone 
walkway.

N/A N/A A-101 (Plot Plan)

Install new roof over portico. N/A 101.4.3 Exception # 3 A-101 (Floor Plans)
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Sample Tabular 
Analysis

Energy Analysis
2014 NYCECC Chapter 1, 4

Climate Zone 4A

“PROPOSED A NEW FRONT PORCH TO EXISTING ONE FAMILY DWELLING AS PER PLAN. 
NO CHANGE IN USE, EGRESS OR OCCUPANCY UNDER THIS APPLICATION.”

ITEM DESCRIPTION PROPOSED DESIGN VALUE CODE PRESCRIPTIVE VALUE 
AND CITATION

SUPPORTING 
DOCUMENTATION

Construct new open stone 
porch with stone steps.

N/A N/A A-101 (Elevation, Section))

Install 15’ of wood trellis 
above 2 front windows. 
Paint.

N/A N/A A-101 (Elevations)

Replace existing stone 
walkway.

N/A N/A A-101 (Plot Plan)

Install new roof over portico. N/A 101.4.3 Exception # 3 A-101 (Floor Plans)
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Exhibit 4
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Exhibit 4

1 RCNY §5000-01

Page 2
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Exhibit 5
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Exhibit 5

1 RCNY §5000-01

Page 2

INCORRECT
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Exhibit 5

1 RCNY §5000-01

Page 2

INCORRECT

101.5.2 Low energy buildings. The following buildings, or 
portions thereof, separated from the remainder of the 
building by building thermal envelope assemblies comply-
ing with this code shall be exempt from the building ther-
mal envelope provisions of this code.

1. Building spaces with a peak design rate of energy                     
usage less than 3.4 Btu/h per square foot or 1.0 watt per 
square foot (10.7 W/m2) of floor area for space 
conditioning purposes.

2. Building spaces that do not contain conditioned 
space.
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Energy Analysis
2014 NYCECC Chapters 1, 4

Climate Zone 4A

“THIS APPLICATION IS FILED TO DO A 1 CAR MASONRY GARAGE.”

ITEM DESCRIPTION PROPOSED DESIGN VALUE CODE PRESCRIPTIVE VALUE 
AND CITATION

SUPPORTING 
DOCUMENTATION

Construct foundation, walls, 
and roof of garage. Install 1 
window, 1 door, and 1 
overhead door.

N/A
1 RCNY 5000-01(e)(2)(ii)
Envelope of a low-energy

building is exempt.

A-101.00
Plan, Elevations

Install 1 permanently-
installed light fixture on 
sheetrock ceiling. 

(1) 23watt bulb 1600 lumens
70 efficacy

404.1 A minimum of 50% of the 
lamps in permanently installed 
lighting fixtures shall be high-

efficacy lamps.

A-102.00
Floor Plan

Sample Tabular Analysis
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Energy Analysis
2014 NYCECC Chapters 1, 4

Climate Zone 4A

“THIS APPLICATION IS FILED TO DO A 1 CAR MASONRY GARAGE.”

ITEM DESCRIPTION PROPOSED DESIGN VALUE CODE PRESCRIPTIVE VALUE 
AND CITATION

SUPPORTING 
DOCUMENTATION

Construct foundation, walls, 
and roof of garage. Install 1 
window, 1 door, and 1 
overhead door.

N/A
1 RCNY 5000-01(e)(2)(ii)
Envelope of a low-energy

building is exempt.

A-101.00
Plan, Elevations

Install 1 permanently-
installed light fixture on 
sheetrock ceiling. 

(1) 23watt bulb 1600 lumens
70 efficacy

404.1 A minimum of 50% of the 
lamps in permanently installed 
lighting fixtures shall be high-

efficacy lamps.

A-102.00
Floor Plan

Sample Tabular Analysis

1600 / 23 = 69.6Efficacy = Lumens/Watt
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Energy Analysis
2011 NYCECC Chapters 1, 4

Climate Zone 4A

“THIS APPLICATION IS FILED TO DO A 1 CAR MASONRY GARAGE.”

ITEM DESCRIPTION PROPOSED DESIGN VALUE CODE PRESCRIPTIVE VALUE 
AND CITATION

SUPPORTING 
DOCUMENTATION

Construct foundation, walls, 
and roof of garage. Install 1 
window, 1 door, and 1 
overhead door.

N/A
1 RCNY 5000-01(e)(2)(ii)
Envelope of a low-energy

building is exempt.

A-101.00
Plan, Elevations

Install 1 permanently-
installed light fixture on 
sheetrock ceiling. 

(1) 23watt bulb 1600 lumens
70 efficacy

404.1 A minimum of 50% of the 
lamps in permanently installed 
lighting fixtures shall be high-

efficacy lamps.

A-102.00
Floor Plan

Sample Tabular Analysis
HIGH-EFFICACY LAMPS (Sect 202 Gen Definitions)

Compact fluorescent lamps, T-8 or smaller diameter linear

fluorescent lamps, or lamps with a minimum efficacy of:

1.  60 lumens per watt for lamps over 40 watts,

2.  50 lumens per watt for lamps over 15 watts to 40 watts, and

3.  40 lumens per watt for lamps 15 watts or less.

= 69.6Efficacy = Lumens/Watt 1600 / 23
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Checklist

1. Check the PW1. Is it filled out correctly? Is the entire 
scope of work really exempt?  If it is not in the list of 
exemptions in 1 RCNY §5000-01 (or 4th exemption on 
PW1), then compliance should be checked.

1 RCNY 
5000-01

Page 2

78
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Checklist

• Energy Analysis - Agrees with scope of             
work?

1.

• Professional statement

Check the PW1. Is it filled out correctly? Is the entire 
scope of work really exempt?  If it is not in the list of 
exemptions in 1 RCNY §5000-01 (or 4th exemption on 
PW1), then compliance should be checked.

Check for Demonstration of compliance.

• Supporting documentation - Do plans match 
Analysis? TR8 items in BIS? TR8 inspections in 
required format?  Commissioning required?

2.

1 RCNY 
5000-01

Page 2

79

LL 1/2011 
Pg 9/19

1 RCNY 5000-01
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Checklist

• Energy Analysis - Agrees with scope of             
work?

1.

• Professional statement

Check the PW1. Is it filled out correctly? Is the entire 
scope of work really exempt?  If it is not in the list of 
exemptions in 1 RCNY §5000-01 (or 4th exemption on 
PW1), then compliance should be checked.

Check the submitted forms.

Check for Demonstration of compliance.

• Supporting documentation - Do plans match 
Analysis? TR8 items in BIS? TR8 inspections in 
required format? Commissioning required?

2.

3.

1 RCNY 
5000-01

Page 2

• PW1C – for boilers >350,000 Btu

80

LL 1/2011 
Pg 9/19

1 RCNY 5000-01
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Checklist

• Energy Analysis - Agrees with scope of             
work?

1.

• Professional statement

Check the PW1. Is it filled out correctly? Is the entire 
scope of work really exempt?  If it is not in the list of 
exemptions in 1 RCNY §5000-01 (or 4th exemption on 
PW1), then compliance should be checked.

Check the submitted forms.

Check for Demonstration of compliance.

• Supporting documentation - Do plans match 
Analysis? TR8 items in BIS? TR8 inspections in 
required format?

2.

3.

1 RCNY 
5000-01

Page 2

• PW1C – for boilers >350,000 Btu

81
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Checklist

• Energy Analysis - Agrees with scope of             
work?

1.

• Professional statement

Check the PW1. Is it filled out correctly? Is the entire 
scope of work really exempt?  If it is not in the list of 
exemptions in 1 RCNY §5000-01 (or 4th exemption on 
PW1), then compliance should be checked.

Check the submitted forms.

Check for Demonstration of compliance.

• Supporting documentation - Do plans match 
Analysis? TR8 items in BIS? TR8 inspections in 
required format?

2.

3.

1 RCNY 
5000-01

Page 2

• PW1C – for boilers >350,000 Btu
• EN1 – scanned on plans (for energy modeling)

82

LL 1/2011 
Pg 9/19

1 RCNY 5000-01
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Checklist

• Energy Analysis - Agrees with scope of             
work?

1.

• Professional statement

Check the PW1. Is it filled out correctly? Is the entire 
scope of work really exempt?  If it is not in the list of 
exemptions in 1 RCNY §5000-01 (or 4th exemption on 
PW1), then compliance should be checked.

Check the submitted forms.

Check for Demonstration of compliance.

• Supporting documentation - Do plans match 
Analysis? TR8 items in BIS? TR8 inspections in 
required format?

2.

3.

1 RCNY 
5000-01

Page 2

• EN1 – scanned on plans (for energy modeling)
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1 RCNY 5000-01

• TR1 – “Energy Code Progress Inspections”

• PW1C – for boilers >350,000 Btu
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Checklist

• Energy Analysis - Agrees with scope of             
work?

1.

• Professional statement

Check the PW1. Is it filled out correctly? Is the entire 
scope of work really exempt?  If it is not in the list of 
exemptions in 1 RCNY §5000-01 (or 4th exemption on 
PW1), then compliance should be checked.

Check the submitted forms.

Check for Demonstration of compliance.

• Supporting documentation - Do plans match 
Analysis? TR8 items in BIS? TR8 inspections in 
required format?

2.

3.

1 RCNY 
5000-01

Page 2

• Commissioning indicated on TR-8

• EN1 – scanned on plans (for energy modeling)

85

LL 1/2011 
Pg 9/19

1 RCNY 5000-01

• TR1 – “Energy Code Progress Inspections”
• TR8 – Inspections should match those on plans

• PW1C – for boilers >350,000 Btu
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TR8

Commissioning is required when:
• Total installed cooling capacity >480,000 BTU/h; or
• Total installed heating capacity >600,000 BTU/h; or
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One City Built to Last GOAL:

Reduce carbon emissions by 80%      
by 2050 from 2005 levels

PlaNYC
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www.nyc.gov/builttolast
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What will we look like   
in 2050?

2014 NYCECC



2014 New York City 
Energy Conservation Code

(NYCECC)

Training Module 3.10



Permits

Martin Ramos
Borough Coordinator

Code and Zoning Representative
Training Module 6.1
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Permits Overview
• Introduction to forms for different types of permits including  PW2,  

PW5 and the e-filing of permit forms
• Applicants for permits: General Contractor (GC), Fire Suppression 

Contractor (FSC), Master Plumber (MP), Oil Burner Installer (OBI), 
Sign Hanger (SH), Professional Engineer (PE), Registered Architect 
(RA), Homeowner

• Important data on form: 
• Tracking #, HIC # & License # 
• If Master Plumber also indicate if “Primary” or “Secondary”
• If filing rep, basic information 
• Insurance including expiration dates

• Project Specific Liability Insurance / General Liability (PGL1 form)
• Certain jobs also require information on: 

• Construction Superintendent (BC Chapter 33) (BC 3301.3) 
• Demolition, Concrete, Concrete Safety subcontractors
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Permit Process

START 
CONSTRUCTION
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Types of Permits

Type Form / 
Agency

Who can pull a permit Renewals

Alteration, Equipment (Shed
and more), 
Demolition,
Foundation (Earthwork),
Mechanical & New Building 

PW2 
(e-filing of 
PW-2)

Owner, GC, PE or RA YES, but Shed 
& Demolition 
applications 
need 
Borough 
Commissioner
approvalStandpipe, Sprinkler , Gas 

Boiler & all Plumbing
PW2/ e-filing Master Plumber 

Fire Protection Contractor  
(only  sprinkler & 
standpipe)

Curb Cut & No-Work PW2/ e-filing Owner, GC, PE or RA NO

Oil Fired Fuel Burning, Fuel 
Storage & Boiler

PW2/ e-filing OBI YES

Sign PW2/ e-filing Sign Hanger, PE or RA YES

Place Of Assembly PW2/ e-filing Owner, PE or RA YES
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Types of Permits

Permit Type DOB Form / 
Other Agency

Permit Applicant Renewals

After Hours PW5 / Online GC e-Filing
BPP/Fire Alarm/Fire 
Suppression

Other City 
Agencies: DOT 
& FDNY

Refer to instructions
from the agency in 
question

n/a

…and there are other types of permits and associated 
procedures for Cranes & Derricks, Elevators, & Electrical work
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PW2 Overview

• Use only latest version of 
form (12/14) or file 
electronically for some HUB 
jobs.

• Complete all required 
sections

• Before submitting the form to 
DOB, you need:

• An active approved job 
• A tracking number 

(insurance)
• License number

• Emergency Procedure also 
available
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Common Mistakes on PW-2

Common mistakes on PW-2:
• Full Demolition permits need a DEP ACP5 form submitted 

indicating no asbestos as present – ACP21 and ACP20 
forms are no longer accepted (DEP Service Notice)

• Check PGL1 expiration date of Insurance before renewing 
NB, ALT1, or DEMO permits
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Asbestos Abatement Requirement

101

• An Asbestos Assessment Report (DEP ACP5) must be 
submitted prior to permit for full demolitions



build safe | live safe

Project Specific General
Liability Insurance

102

• Project Specific General Liability Insurance (PGL1 form) is required 
on all demolition & major alteration applications

• The amount of insurance required is determined by:
• Building type / height
• Tower crane usage
• Depth of excavation
• Lot line proximity
• Height of construction
• Adjacent building size
• Type of permit pulled

Additional information can be found on the Department's website 
(RCNY 101-08) (AC §28-103.15)
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General Liability Insurance

103
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General Liability Insurance

104
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Temporary Use Permit

• A temporary use permit may be issued for no more than 
90 days (sometimes renewable) pursuant to 
Administrative Code (AC) Section 28-111.1.1 

• To apply for a temporary use permit, an Alteration Type-2 
application (non-Directive 14, inspections required) is filed 
for miscellaneous temporary uses 

• Examples of temporary uses:
• Temporary boilers
• Temporary field office trailer for home sales
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After Hour Variances

• After Hour Variance (PW5 form) dated (03/13) is required if work is to 
be performed:

• Before 7:00 AM or after 6:00 PM
• Weekends
• City Holidays

• Up to 14 consecutive calendar days are allowed on one PW5 form
• As of July 2009, the following initial filing fees are required upon 

approval,  in addition to, a daily fee  of $80.00 per day:
• $100 – up to 3 days
• $200 – 4 to 6 days
• $300 – 7 to 9 days
• $400 – 10 to 12 days
• $500 – 13 to 14 days  

• Electronic filing is available through the NYC Development Hub
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PW5 Work Permit form

107
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Thank You!



Home Improvement Contractors (HIC)
Licenses

Richard Rosen
Senior Project Advocate

Code and Zoning Representative
Training Module 9.13
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HIC Objectives

• The Department of Buildings (DOB) assists the 
Department of Consumer Affairs (DCA) in the 
enforcement of licensing for home improvement 
contractors (HIC)

• To ensure that home improvement work is done 
by HIC licensed contractors, the DOB requires 
contractors to submit their DCA HIC license 
number when obtaining a DOB work permit

• Reference DOB OPPN 3/2005 for further details.
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HIC - OPPN 3/2005
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OPPN 3/05: 
When HIC Licenses are Required

An HIC license is required by a contractor
• When performing Alteration Type 1, 2 or 3 application 

work, and 
• When the contractor’s contract involves any of the 

following:
 a 1, 2, 3 or 4 family residence, or 

 a shareholder of a co-op unit, or

 a condominium unit holder, or

 a tenant of a rented apartment unit.

112



build safe | live safe

OPPN 3/05: 
Who Needs the HIC License?

In General, the following entities need an HIC 

license:

 all types of contractors performing construction 
work, and 

 professional engineers and registered architects 
performing design/build work,

but there are exceptions…
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OPPN 3/05: 
Who Doesn’t Need the HIC License?

 A registered design professional, professional engineer (PE) or registered 
architect (RA) who does not have a Design/Build contract

 A subcontractor (to a general contractor)

 A homeowner performing his or her own work

 A contractor for a new building; a contractor for work done to fulfill a 
guarantee of completion of a new building

 An applicant (contractor or registered design professional) performing work 
in a residence that is owned or controlled by a government agency

 A contractor or registered design professional performing work in only the 
commercial portion of a building

 A contractor or design professional performing work in a Multiple Dwelling 
Unit building, when hired by the building owner or Board of Directors
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HIC – Enforcement by DOB

Affirmation of HIC Requirement
• Added as a non-technical “Required Item” that must be 

submitted “Prior to Permit” during plan examination. 
• Applicant must produce their HIC ID at the borough office 

permit window

Proactive enforcement
• DOB performs random audits that include 

 reviews of plans and applications
 site inspections 

• DCA performs inspections of the site
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Work Permits

When submitting a request for a work permit, 

• the contractor must 
 present a valid HIC license, or 
 if qualified for one of the exemptions previously discussed, an 

affidavit in lieu of the HIC license may be presented. 
• The form is available in the Forms section of the Department of 

Buildings website.

• This requirement also applies to permit renewal requests 
for jobs filed on or after November 15, 2005. 
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HIC:
PW-2 Permit
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Required items Checklist for 
Professional Certification (PC-1) 
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OPPN 3/05 - HIC Affidavit (HIC-1) 

• The applicant submits 
the HIC-1 if the HIC 
License requirement 
does not apply. If 
submitted, the Affidavit 
should be retained in 
the job folder.
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Home Improvement Contractors Licenses (HIC)

Thank You!



Builders Pavement Plan (BPP)

Frank Marchiano
Deputy Borough Commissioner

Code and Zoning Representative
Training Module 9.8
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• General Overview
• Filing Procedure and Fees
• Required Items
• Forms Required
• Waivers
• DOT Rules and Regulations
• Inspection
• Sign-off Requirements
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Agenda
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• Required by Section 36 of the General City Law
• The Builders Pavement Plan (BPP) is an Engineering 

Drawing that depicts the Public Right of Way area abutting 
the property.

• Plan is designed to show curbs, curb cuts, trees, utility 
locations, sidewalks and roadway improvements in 
accordance w/ DOT standards and specifications

• Article 108 of the 2014 NYC Administrative Code (AC) 
establishes exceptions on filing a BPP application for 
Alterations 

• Required for the issuance of a Certificate of Occupancy per 
AC 28-118.7

• All Public infrastructure work shall be designed in accordance 
w/ DOT Rules and Regulations. 
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The Builders Pavement Plan was also established 
to avoid the following undesirable conditions:

• Ponding and Icing – inadequate drainage
• Vehicular Skidding – inadequate roadway crown
• Slipping and Sliding – overly steep roadways or 

sidewalks
• Tripping and Falling – resulting from abrupt changes of 

grade
• Hazards for persons with disabilities – provide Code 

compliant accessibility
• Vehicular Hazards – obstructions & non-complying 

clearances
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General Overview
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Undesirable Conditions

Ponding and Icing –
inadequate drainage

125

Vehicular Skidding –
inadequate roadway crown
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Undesirable Conditions

Slipping and Sliding –
overly steep roadway or sidewalk

126

Tripping and Falling – resulting 
from abrupt changes of grade
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Undesirable Conditions

Hazards for persons with 
disabilities – provide Code 
compliant accessibility
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Vehicular Hazards – obstructions 
& non-complying clearances
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• Application must be filed as an Alteration Type-3 
• A Professional Engineer or a Registered Architect must sign 

and stamp the submitted applications
• A BPP cannot be filed as a Directive 14
• Alteration to be processed through Application Processing 

and Plan Exam through Approval
• Filing Fee is $8 per linear foot of property frontage, with a 

minimum of:
• $130 for 1- & 2-family dwelling; and 
• $195 for all other buildings, plus management fees
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Filing Procedure
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Filing Procedure
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• Buildings Bulletin 2009-016

130

Filing Procedure
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• Engineering Drawings
• Must show existing conditions and proposed design
• DOT format and size (24x36)

• Topographical Survey of existing conditions
• Required for all BPP jobs
• Must be within 12 months of initial filing

• Photos - Signed, Sealed and Dated
• Required for all BPP Jobs
• Site plan to indicate location and direction
• Free of debris, snow, leaves and/or any other obstruction
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Required Submissions with Application
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Unacceptable Photos - Examples 
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Acceptable Photos - Examples 
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Look Here

Online Form Access
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Look Here

Adobe 
Acrobat 
Format 

Online Form Access



build safe | live safe

Forms Required

• BPP1 - Checklist for Alt-3 in 
lieu of plans

• Filed only for small jobs that were 
previously built up

• BPP5 – Authorization to DOT 
to Issue permit

• Required for all BPP jobs
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Forms Required

• BPP8 – Required Items for 
Signoff

• Required for all BPP jobs

• BPP9 – Request for Field 
Inspection

• Required for all BPP jobs
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Forms Required

• BPP11 – Affidavit as to Roadway 
Pavement and/or Sidewalk & 
Curb Construction

• Certification by Engineer

• BPP15 – Application for Waiver of 
Requirements

• Permissible on applications for upper floor 
additions, small backyard additions, garages 
or similar structures 
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• BPP16 – Application for waiver of Curb Alignment and/or 
Sidewalk and Curb

• Required on Jobs where DOT waiver is warranted, based on width of 
mapped street

139
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Waiver of Legal Grade
• Required when existing adjacent curb at the lot line is 

three (3) inches or greater above or below legal grade
• Filed and Recorded with the County Clerk’s Office

Waiver of Improvements
• Property owner or Applicant may request a waiver of 

Sidewalks, Curbs, Pavement and/or Curb Alignment
• Supplementary materials to accompany submittal to 

support waiver request
• Form must be approved by DOT and DOB Borough 

Commissioners

140

Waivers
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Waiver of Improvements
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http://www.nyc.gov/html/dot/html/motorist/traffic_rules.shtml
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Look Here

DOT Highway Rules
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http://www.nyc.gov/html/dot/html/permits/permits.shtml
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Look Here

DOT Guidelines for Design of 
Sidewalks, Curbs & Roadways
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DOT Curb Cut Details
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NYC Zoning Resolution 
• Governs the widths, distances between curbs cuts & 

allowable number of curbs cuts along a property frontage 
in a particular zoning district 

Building Code (BC 406.7.6, pertaining to open parking lots)
• Regulates the location, size of curb cuts and distance 

from lot lines

145

NYC Building Code &
Zoning Resolution
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• All BPP inspections are to be performed by the 
Department’s Construction Division, standard process in 
all Boroughs

• Applicant must submit BPP9 form with a Final BPP 
Survey (sealed by licensed surveyor) to the Borough 
Construction Division

• Upon receipt of completed form and necessary 
documentation, the Construction Unit will schedule an 
Inspection
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Inspections
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• BPP8
• Engineer’s Affidavit 
Verifies work performed by contractor

• Final Survey 
Verifies that as-built conditions comply with approved 

plans
• DOT Work Permit 
Required prior to any BPP construction work

• Roadway/Pavement and/or Sidewalk Concrete Cores 
Required for street frontages equal to or in excess of 

100 feet
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Signoff Requirements
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The following requirements must be fulfilled as dictated by 
the BPP project:

• Department of Parks permit to remove and/or plant trees
• Waiver of Legal Grade
• Utility Companies approval to relocate utility pole(s)
• DOT approval to relocate bus stop(s)
• DEP approval to relocate and/or install catch or seepage 

basins and the relocation of fire hydrants

148

Signoff Requirements
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Builders Pavement Plan (BPP)

Thank You!



Limited Alteration Application
and 

Permit Renewals 

Gathfeny Sanders
Director, LAA/Permit Renewals
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Overview
• The Limited Alteration Application (LAA1) form is utilized for 

plumbing work, fire suppression piping replacement and repairs, and 
oil burner installations which does not include construction work. 
With the implementation of the 2014 Code Revision the LAA1 now 
includes: 

a) Category 1 which is limited to an estimated cost of $35,000  
per licensee within a 12 month period. 

b) Category 2 No estimated cost limitation or time period 
restriction.

• Generally, the work is restricted to repairs and/or replacements of 
existing equipment and does not require a Registered Architect or 
Professional Engineer. 

Initial Filing Requirements
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Plumbing Repair/Replacement 

Category 1

• Rearrange up to 20 sprinkler 
heads.

• Add up to 5 sprinkler heads.
• Installing gas fired appliances. 
• Installation of up to five new 

fixtures.

Category 2

• Perform oil to gas conversions.
• Re-route existing plumbing or 

gas piping.
• Install back flow preventers.
• Replace up to 30 sprinkler 

heads.
• In kind replacement of gas fired 

appliances. 

Licensed Master Plumbers can utilize the LAA1 form to perform 
minor plumbing work consisting of replacement or repair work, and 
in some cases add items which should be filed as the following:
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Oil Burning Appliance 

Category 1

• Install replacement oil tanks

• Perform fuel grade conversions 

Category 2

• May replace oil boilers up to 1 
million BTU’s

• Install Oil burners up to 2.8 
million BTU’s

• Installation of temporary oil fired 
mobile boilers.

Oil Burner Installers can use the LAA1 form to file for the following work 
utilizing the appropriate category:
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Fire Suppression Work

Category 1
• Install up to 5 new sprinkler heads 

• Rearrange up to 20 sprinkler 

heads 

• Replacement of parts of a  

combined standpipe. 

• Replace hose cabinets 

Category 2
• Replace Sprinkler heads 

Please be aware that any time a fire suppression system will be turned 
off for more than 8 hours, a Fire Department variance letter is required 

Fire Suppression Contractors may make the following changes to an 
existing system:
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LAA1 Form

Please Note:

• Any outstanding items for jobs submitted manually will 
be noted on a checklist. 

• The job status of a given LAA may be found on the 
Buildings website with the latest updates and may be 
tracked by address or the BIS job number.

• In the event that a change is required on an approved 
LAA due to the addition of equipment, error in filing or a 
response to an objection, an Amendment may be filed. 
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LAA1 Form continued

Please Note:

• On occasions when a licensee cannot file a LAA, but 
has to respond to an emergency or hazardous 
condition, the contractor may file and Emergency Work 
Notification (EWN). 

• A Superseding LAA may be filed to replace a contractor 
or business that is currently on record.
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Limited Alteration Application 
Electronic Filings 

• Licensed Contractors can enroll in the Departments Electronic filing 
program. The licensee will need to go to the Department of Buildings 
website www.nyc.gov/buildings in order to enroll.

• Once an accurate and completed Authentication form has been  
approved by our office. The licensee can electronically file Limited 
Alteration Applications 

• There are some restrictions on which type of Limited Alteration 
Application work can be filed electronically. Please visit our website 
for some examples of work that cannot be filed electronically.
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Authentication Form
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Audit Banner

Resolving Open 
Issues

LAA Audits
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John Doe
John Doe Plumbing & Heating
280 Broadway, New York, NY 10007
Master Plumber
000000
Borough Insurance

718-555-5555
718-555-5555

Premises:  1300 MOCKINGBIRD LANE MANHATTAN
BIN:  0000000   Block: 0000   Lot 00                                                                                         
LAA #:  120000000                                       

1300
MANHATTAN

MOCKINGBIRD 
LANE
0000

0000000

Adding an AO Smith Hot Water Heater, 75 Gallon, 68,000 BTUS and a Weil McClain Boiler, 
295 BTU’s. Test existing gas line to stoves in cellar and on 1st floor.
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Open Issues Banner

 Contact the LAA Unit to 
resolve “open issues” 

 LAA-AUDITS@BUILDINGS.NYC.GOV
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John Doe
John Doe Plumbing & Heating
280 Broadway, New York, NY 10007
Master Plumber
000000
Borough Insurance

718-555-5555

1300
MANHATTAN

MOCKINGBIRD LANE
0000 0000000 000

Premises:  1300 MOCKINGBIRD LANE MANHATTAN
BIN:  0000000   Block: 0000   Lot 00                                                                                         LAA #:  120000000 
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Filing Representative Training 
Curriculum:

Permit Renewals 
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Permit Renewals

Which Form is Required?

• To renew a permit, a completed PW2 work permit 
application is required with a standard $100.00 filing fee. 
Applications may be mailed into our central processing 
unit, submitted at our customer service window or 
dropped off in the 5th floor waiting area drop off box. 

• Similar to the LAA’s, a permit checklist will be attached to 
the PW2 indicating any outstanding items that must be 
resolved, prior to approval of the work permit application 
for manual submissions. 
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Permit Renewals

Is Electronic Filing Available?

• General contractors, licensed contractors and licensed 
professionals may enroll in the Department of Buildings 
electronic filing program. 

• Once the Authentication form has been mailed or dropped 
off to our unit, it is reviewed for activation. Upon activation, 
a confirmation email is sent and the enrollee may now file 
and make payments online to obtain electronic approval 
from their home or office. 
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Permit Renewals

Insurance?

• In cases where a new construction project requires General Liability 
Insurance, a signed, notarized and updated PGL1 form: Project 
Specific General Liability Insurance tool sheet with the associated 
Accord insurance form must be submitted.

Controlled Inspections?
• Prior to issuing a permit renewal on jobs that require concrete testing 

a TR2 : Concrete Sampling and Testing Technical Report and TR3: 
Concrete Design Mix Technical Report must be submitted with the 
appropriate signature and seal. 
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Permit Renewals

Site Safety? 
• To ensure construction sites are managed by proper 

individuals, a Site Safety Coordinator or Site Safety 
Manager is required on all initial construction jobs that are 
over 10 stories.

Sidewalk shed permits are different? 
• If you are renewing a permit for Shed equipment, a signed 

and sealed letter is required from a Registered Architect 
or Professional Engineer.  
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L2 Civil Penalty Form 

• The L2 form is used to request an override, reduction or waiver of a 
Work Without Permit violation.

• A L2 form must be submitted along with your Permit Renewal 
Application or Limited Alteration Application if there is an open Work 
Without Permit violation(s) on the premises accompanied by copies of 
all of the open work without permit violations.

• The completed signed and notarized form should be accompanied by 
documentation that supports the request along with the application. 
Applicants must submit separate L2 forms for each Work Without 
Permit violation. However, if you have the same L2 violation request 
for several violations then the applicant may use one L2 form for all 
applicable violations. Just be sure to list each violation number in the 
designated area. 
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Contact Information 
Limited Alteration Application / Permit Renewal Unit
http://www1.nyc.gov/site/buildings/business/laa.page
 

New York City Department of Buildings
280 Broadway, 5th Floor
New York, NY 10007
9am - 4pm (M - F)
Telephone: 212-393-2406 
Fax: 212-566-5823

Laa-pr@buildings.nyc.gov
Laa-audits@buildings.nyc.gov
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