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New Special Inspection Agency 
Registrations 

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. 
 

 
 

Helpful Links 
• DOB NOW: Licensing Resources page: Presentations, Step-by-Step Guides, Resources, and 

Videos  

• DOB NOW Training page 

• License Requirements by License Type 
 

 
  

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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Log into DOB NOW: Licensing and start a new SIA Registration 
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.  

 

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

 

 
 

Step 3: When the Licensing dashboard displays, click the +New License button.  

 

 

 

 

 

 

 

 

 

http://www.nyc.gov/dobnow
http://www.nyc.gov/dobnowtips
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Step 4: Select Special Inspection Agency and then click Next. 
 

 
 
Step 5: Fill in the License Use information and then enter the Agency Information. 
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Enter the Agency Address Information and Agency Owner Information.  

 

Click Save to continue. 

 

 
Step 6: After clicking Save, you will see a Notification that the Application Type cannot be changed after 
saving. Click Save to proceed. 
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A License Application number will be assigned, and five more tabs will 
appear below General Information: 

• Background Information 

• Qualifications/Experience 

• Child Support Certification 

• Documents 

• Statements and Signature 
 
 

 
 
Step 7: After saving, you will be able to enter information for the Primary Director. Enter the email 
address and select the applicable License Type and Title held by that person.  

 
 
To add Technical Director Information, click +Add.  

 
 



 

Page 7 of 16 

 

A pop-up window will open. Enter all information and click Save. Repeat as appropriate. Each Technical 
Director will need to log in to Attest to their information.  

 
 
Step 8: Liability Insurance is required, while Worker’s Compensation Insurance may be waived. Enter 
all insurance information.  
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Step 9: Complete Named Agent Information.  

 

How to add Special Inspections 
The Special Inspections tab is unique to SIA Applications. Click +Add Special Inspection(s). 
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A pop-up window will list all Available Special Inspections. Click the checkbox for each relevant 
inspection and then select the Inspection Class (1, 2 or 3). Press Select & Add when the list is complete. 
Note that you will need to press the arrows to see additional pages of options.  

 
 
The selected Special Inspections will appear on the main Special Inspection tab. The Inspection Class 
may be modified from there, and Inspections may be removed using the Action button. Inspections may 
only be added or removed before payment is made on the Application.  
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Background Investigation and Qualifications/Experience 
Step 1: Go to the Background Investigation tab and then click the +Add History button to enter details 
of any license, certification, or registration issued to the Primary Director by any city or state. At least 
one entry is required in this section.  

 
 
In the pop-up window, fill out the License History information. Click Save when complete.  

 
 
Step 2: Answer the three Yes/No questions. Any Yes answers will open additional questions to be 
answered.  
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Step 3: On the Qualifications/Experience tab, answer the four Yes/No questions under Convictions and 
Fines. Any Yes answer will, upon Save, open a new Supplemental Affidavit tab where you will need to 
explain your answers. Note that only the Primary Directory will be able to edit the Convictions and Fines 
section as well as the Supplemental Affidavit tab.  

 
 

Supplemental Affidavit (if applicable) 
Step 1: After completing the 
Qualifications/Experience tab, select the Save 
button at the top left of the screen for the 
Suppemental Affidavit tab to appear. Select this 
tab and then click +Add under Convictions. Enter 
Conviction Details and click Save on this window 
to proceed.  
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Step 2: Click + Add under the 
Penalties and Fines section and 
enter Penalty and Fine Details. 
Click Save on this window to 
proceed.  
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How to Upload Documents 
Step 1: All required documents for your application will be listed on the Documents tab. Click the 
upload button for each document. (See the Licensing Required Documents for an overview of the 
documents required for New License Applications.) 

 
 
Step 2: 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.  

 
 
 
 

 
 
 
 
 
 
 
Step 3: An applicant can choose to provide Additional Supporting Document(s) by selecting +Add 
Document. Additional Support Documents can be deleted by selecting the delete button under Actions. 
 

 
 

https://www.nyc.gov/assets/buildings/pdf/licensing_required_documents.pdf
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Statements & Signatures 
On the Statements & Signature tab, the Owner must click the checkbox to Sign the application.  

 
 
Additional Attestations appear for Director Statements and Signature (which must be completed by the 
Primary Director) and for the Supplemental Affidavit. Complete all Attestations appropriately.  

How to pay 
Click the Pay Now button at the bottom of the right toolbar to make the payment.  

• See the DOB NOW Payment User Manual for details about using CityPay.  

• Payment is not the last step; the application must be submitted by selecting Preview to File (see 
below).  

• 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. 

 

https://www1.nyc.gov/assets/buildings/pdf/dob_now_payment_user_manual.pdf
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How to submit the application 
Step 1: The applicant must be logged in (not the filing 
representative/preparer) and clicks on the Preview to File button to 
submit the License Application. An alert will display if any information is 
missing and needs to be provided.  
 
 
Step 2: The Application Preview opens in a new window. Review the 
entire application and page through the preview by clicking the Next 
button. 
 

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

 
 

 
If all Directors are DOB-Licensed Professionals, the application will be automatically approved. If the 
Directors are Registered Design Professionals, the application go through OTCR review.   
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Respond to QA Failed Reasons 
QA Failed Reasons: If a QA Reviewer requires you to make updates to the application, you will receive 
an email notification that the application is in QA Failed status. This is indicated on the status bar of the 
application with a red exclamation point.  

• Select the QA Fail tab to see the details provided by the QA reviewer. After you make the 
necessary changes, fill out the Comments field and then change the QA Failed Status from Open 
to Resolved under the Action column.  

• Select the Resubmit button. Your application will not be reviewed again by DOB until the 
application has been resubmitted.  

 

 
 

You have completed the New Special Inspection Agency Registrations Step-by-Step Guide  


