LICENSING Buildings

Manage Special Inspection Agency
DOB NOW: Licensing Step-by-Step User Guide

System Guidelines
Chrome is the recommended browser for optimal DOB NOW performance.
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.

Email* Applicant Type* Last Name
Enter emaill/username... Select: A
Filing Representative Information
First Name Last Name Email Business Name Business Telephone Action
ADAM JOE2 AJOETESTZ@GMAILCOM | AJ2 (201) 222-3333

L |

Total Iltems: 1
4 4 |1 /e e 5 " ltems Per Page 1-1of1items

Helpful Links
o DOB NOW: Licensing Resources page: Presentations, Step-by-Step Guides, Resources, and
Videos
e DOB NOW Training page
e License Requirements by License Type
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https://www.nyc.gov/site/buildings/industry/dob-now-licensing.page
http://www.nyc.gov/dobnowtraining
https://www.nyc.gov/site/buildings/industry/license-types.page
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LICENSING

Overview

Buildings

For all options under the Manage Special Inspection
Agency button, the process is generally the same:

1.

vk wn

No

Select an Option from the drop-down menu
Choose the Agency from the list

When the request opens, click Save

Make the necessary changes to the request
If needed, upload Documents related to your
change.

Complete Attestations

Submit the request

B Manage Special Inspection Agency

Agency Name Change
Agency Address Change

Change Endorsements

Update Agency Information

Named Agent

Inactivate SIA Registration

Owner Name Change
Replace Primary Director

Renew Agency

Technical Director Change

Update/Add Insurance

Clag

actg

B
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LICENSING Buildings

Log into DOB NOW: Licensing and select your request

Step 1: Navigate to the DOB NOW login page at nyc.gov/dobnow, Enter your NYC.ID email address in
the Email field, and select Login. If you need to create an NYC.ID account, select Create Account or visit
nyc.gov/dobnowtips for resources and step-by-step instructions.

Log into DOB NOW to view, sign and

DOB .
F F Fﬁ BIS - submit jobs, filings, and applications.
BUILD I SAFETY I LICENSING OPTIONS Contact DOB )
Enter your NYC.ID email address:

About DOB NOW FAQS | RESOURCES FAQS | RESOURCES FAQS | RESOURCES Help Form

. Email
Search the Public Portal
FAQS | USER MANUAL I l

% & % & ™ :
- ;
ke £
%, o ol

Address Borough, Block, Lot J1i BIN J i Job Number ) If you need an NYC.ID:

- Create Account
Includes BIS Records
. — E‘ Mew login process as of June 3, 2024. Visit
E 0\ Y www.nyc gov/dobnowtips for more information

Application Search If you are a returning DOB NOW user who does

Device Licensee Violation

_/ \ _/ \ v not have a NYC.ID, select Create Account above
and use the same email address as your eFiling
account or DOB NOW profile to access your DOB

.ee NOW records.

Additional Tools
Need more help? Contact us.
Building Energy Efficiency Rating Building on My Block / License Exam
Label Zoning Challenge Application/Payment

Step 2: After logging into DOB NOW, the Welcome page
displays. Hover over DOB NOW: Licensing and select
Manage License.

New License

Manage License

Manage Profile
LICENSING

=

Business Approval

Step 3: When the Licensing dashboard displays, click the Manage Special Inspection Agency button.

n 2 Manage My Profile | BlManage License | Ml Manage Special Inspection Agency | G Renew License
My Applications My Requests Business Approval SSM Trainee Enrollment
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LICENSING Buildings

. mw™ Special Inspecti
Step 4: Select an option from the drop-down menu, for example anage Special Inspection Agency

Agency Name Change. | Agency Name Change |

Agency Address Change
Change Endorsements
Update Agency Information Clas
Named Agent

Inactivate SIA Registration

Owner Name Change

Replace Primary Director icto

Renew Agency

Technical Director Change

Update/Add Insurance
. Qua|

Step 5: Select the relevant agency and click Proceed.

Agency Name Change

Select Agency Number Agency Name License Number Expiration Date Status

@ 58405 Special Inspections Group A - 015807 Not Available Active

s | e

Step 6: Click Confirm to save the changes and proceed.

Agency Name Change

Change with:
Agency Name Change

=
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LICENSING Buildings

NOTE: When Change Endorsements or Technical Director is selected from the drop-down menu, users
will need to choose the type of change (add, remove, or change) to proceed.

Change Endorsements

Change with:
D Add Endorsements D Change Endorsement Class D Remove Endorsements

Technical Director Change

Change with:
D Add Technical Director D Remove Technical Director

Complete your request

Step 1: Update the General Information tab with the selected change or new information (Agency
Name in this example).

. Agency Information
General Information
Agency Name* EIN® Telephone*

Special Inspections Group 123456 (212) 555-5555

ax Agency Email Address”

hmolicense01 @gmail.com

Click Save. Click Save again on the Notification pop up.

Notification
Please note that the below information cannot be changed after saving:

Application Type: Change
License Type: Special Inspection Agency

| Li Class/Class Type: N/A
o i
Email: HMOLICENSEO1@GMAILCOM
General Information E
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LICENSING Buildings

NOTE: If you are adding Technical Director(s), that person must log into DOB NOW and Attest to their
role on the General Information tab.

L00055903
A Change Request number will be assigned, and six more tabs will
appear below General Information: Special Inspections

e Special Inspections

e Background Investigation

e Qualifications/Experience

Child Support Certification
Documents Statements and Signatures

Background Investigation
Qualifications/Experience

Documents
)
)

e Statements and Signatures

Step 2: Update any information that needs to be changed on the remaining tabs. For example, if you
select Agency Name Change, the Agency Name field will be editable. The rest of the information on all
other tabs will be auto populated and will not be editable.

. Agency Information
General Information
gency Name* EIN® Telephone*

A
Special Inspections Group 123456 (212) 555-5555
= Agency Email Address”

hmolicense01 @gmail.com

The system will display any required documents to upload on the Documents tab. For example, Proof of
business address must be uploaded for Agency address change. See DOB NOW: Licensing Required
Documents for a list of required documents for each license/registration and change requests.

= Add Document

Actions Document Type Document Status
= £ 3 Proof of business address Required

Step 3: Click Choose File to navigate to the document on your computer. Click Upload to complete the
upload process for the document. If you want to change the document that was uploaded, select the
Upload button again to Reupload it.

Upload a Document

Document Type*

Experience Verification Forms v

Document
| Choose File | No file chosen
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https://www.nyc.gov/assets/buildings/pdf/licensing_required_documents.pdf
https://www.nyc.gov/assets/buildings/pdf/licensing_required_documents.pdf

LICENSING Buildings

Step 4: Complete all Attestations on the Statements and Signatures tab.

Licensee - Statements & Signatures

Owner Statements and Signatures*

|_|~tion of being granted a License from the Department of Buildings, | agree to comply with, and | agree that the Special
" In pection Agency | own will comply with all of the provisions of the New York City Construction Codes, the Rules of the City of New
York, and Department Rules, Regulations, and Directives relevant to Special Inspection Agency conduct. Failure by me or by my Special
Inspection Agency to comply with the aforementioned Codes, Rules, Regulations and/or Directives may result in disciplinary action
against the Special Inspection Agency's License, | understand that falsification of any statement is a misdemeaneor and is punishable by
a fine or imprisonment or both. | also understand that it is unlawful to give to a City employee, or for a City employee to accept, any
benefit, monetary or otherwise, either as a gratuity for properly performing the job or in exchange for special consideration. Such action
is punishable by imprisonment or fine or both.

Mame Date

Director(s) Statements and Signatures*

|_| an and submitting the NYC Special Inspection Agency Registration form, | certify that | am the principal of the agency
T se king registration hereunder and that | have the authority to register and make this certification on behalf of the agency. | further
certify that | have read the applicable sections of the New York City Construction Codes in connection with this application as well as 1
RCNY 101-06 which specifies the gualifications required for each inspection and that this agency meets those qualifications for each
and every special inspection for which registration is sought. | agree to comply and that the agency will comply with all provisions of
the New York City Construction Codes and the Rule. | further certify that | am currently pursuing any and all further requirements,
anticipated to become qualified, set forth in the Rule in connection with each and every special inspection for which registration is
sought. | understand that application for accreditation by International Accreditation Service, Inc. or an equivalent accreditation agency
approved by the Department, will entail review of the applicant’s satisfaction of legal requirements and any statements made in
connection with its application. Furthermore, | hereby agree to furnish and authorize any entity to furnish documents and information in
connection with my qualifications pursuant to this Rule to the Department of Buildings upon request. | further certify that | will notify
the Department in writing of any information that changes on this application in additien to submitting a new form indicating such
changes. | hereby state that the above information is correct and complete to the best of my knowledge.

Mame Date
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LICENSING Buildings

How to pay

Payment is only required for the Change Endorsements transaction. The fee is $30 per Special
Inspection added. Click the Pay Now button at the bottom of the right toolbar to make the payment.
e See the DOB NOW Payment User Manual for details about using CityPay.
e Payment is not the last step; the application must be submitted by selecting Preview to File (see
below).
e Payments made by eCheck can take up to 10 days to process and your application will not be
submitted to DOB until the payment status is updated. The submitted date is the date the
application was submitted, not the date the payment cleared.

Pre-filing

(i [ o

Complete all required fields that have a red asterisk. Once the Save button is selected, additional sections will appear. Complete all required sections then select
the Pay Now button. After payment is submitted, select the Preview to File button to submit the application. If the status bar above indicates Pre-filing status, it

Pending OTCR Review Pending Background Review Approval Letter Sent - SIA Number Gy /n‘

has not been submitted to DOB for review.
ew Filing
L00031037 . ) o)
Licensee - Statements & Signatures =

General Information Histor

Special Inspections Dwneér Statements snd Sgnistures

As a condition of being granted a License from the Department of Buildings, | agree to comply with, and | agree that the Special Inspection Agency |

Background Investigation own will comply with all of the provisions of the New York City Construction Codes, the Rules of the City of New York, and Department Rules,
T 3 Regulations, and Directives relevant to Special Inspection Agency conduct. Failure by me or by my Special Inspection Agency to comply with the
Qualifications/Experience aforementioned Codes, Rules, Regulations and/or Directives may result in disciplinary action against the Special Inspection Agency's License.
understand that falsification of any statement is a misdemeanor and is punishable by a fine or imprisonment or both. I also unders . E
Documents unlawful to give to a City employee, or for a City employee to accept, any benefit, monetary or otherwise, either as a gratuity for proper| 0

> the job or in exchange for special consideration. Such action is punishable by imprisonment or fine or both.
Statements and Signatures

How to submit the request

Step 1: Only the Primary Director may submit any SIA transaction. Click
Preview to File.

Pre-filing

B Preview to File

Step 2: The Application Preview opens in a new window. Review the
entire application and page through the preview by clicking the Next
button.

Application Preview « Previous @ Zoom @ Zoom @ 100% W

Page 9 of 10


https://www1.nyc.gov/assets/buildings/pdf/dob_now_payment_user_manual.pdf

LICENSING

Buildings

Step 3: Click the checkbox to sign the filing and then click File. A notification will appear that the
application has been submitted.

I understand and agree that by personally clicking on the box at left I am electronically signing this application and expressing

my agreement with all of its terms. I understand that this electronic signature shall have the same validity and effect as a
signature affixed by hand.

| HMO License

Name [ Date I ;
| 04/02/2024

!(Electromcall}-‘ Signed)

— 77 E——

o 0 X
Notification

Application has been submitted to DOB for review. You will
receive status notifications by email. The application status will
also be updated in DOB NOW.

BEE

Manage Special Inspection Agency requests will appear on the My Applications tab of the DOB NOW:
Licensing dashboard.

‘I My Applications I My Requests Business Approval SSM Trainee Enrollment

Actio«. Filing Action v Application Number ~  Application Type ~ License Type bt License Class/Class Type =
I = Select Action: ~ L00056804 Change Special Inspection Agency Not Applicable I

= Select Action: ~ L00042376 New License Special Inspection Agency Not Applicable

= Select Action: ~ L00042297 New License Electrician Master
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