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Special Inspections are mandated in the 2008 NYC Construction Codes. A Special Inspection 

Agency is an approved inspection agency employing one (1) or more persons who are 

special inspectors and that met all requirements of 1 RCNY §101-06. A special inspection 

agency may perform inspections in accordance with Appendix A of 1 RCNY §101-06 
The Special Inspectors and Special Inspection Agencies rule (1 RCNY §101-06) requires that 
all agencies performing special inspections must be registered with the department as a 

special inspection agency. To become a registered Special Inspection Agency, agencies 
must submit a registration application to the Department and be approved. Approval will be 
deemed an acknowledgment by the Special Inspection Agency of its obligations to perform 
special inspections.  

 
Online Special Inspection Agency registration allows professional engineers, registered 
architects, New York City-licensed trade professions (Class A and Class B Master Fire 
Suppression Piping Contractor, Electrician, Class A and Class B Oil Burner Equipment 
Installer and Master Plumber) to register online and receive their Special Inspection 
Agency number via email, creating an instantaneous approval process and eliminating 
the need to appear at the Department and wait on line. 
 

 
To register online to become a Special Inspection Agency, applicants must:  
 

 Be qualified to perform special inspections as per Appendix A of the 1 RCNY 
§101-06 
 

 Have at least one (1) director employed by the Special Inspection Agency 
 

 Be accredited by an accreditation agency within one (1) year of the effective date 
of the rule (May 13, 2013) to be a Class 1 Special Inspection Agency  

  

SECTION 1: ABOUT  

SECTION 2: QUALIFICATIONS 
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In order to become a registered Special Inspection Agency, you need to fill out the 
online Special Inspection Agency registration form. Follow the below steps to access 
the online form: 
 

 Go to the Department’s website at www.nyc.gov/buildings 
 

 Under Development click on Applications & Permits 
 

 In the Special Inspectors & Inspection Agencies section click on the Click Here to 
Register link to register 
 
Note: See Appendix Section 9.1 for an example of what the page looks like. 

 

 
Once you have verified that you meet the qualifications you will need to complete the 
following in order to become a registered Special Inspection Agency: 
 

 Fill out all of the sections of the registration form, including your email, agency 
information, director information, license use and technical director information 
 

 Select which type of inspection(s) you want to register for 
 

 Select the inspection category Class 1, 2 or 3 
 

 Answer the convictions and fines questions 
 
When you have completed all the sections, click preview to review your form. After you 
have reviewed your form, you will have the option to submit or edit the form.  
Please ensure all your information is accurate and complete before clicking submit. 
 
Once you click submit, a confirmation page will appear letting you know that you have 
successfully completed the online registration form and a confirmation email will be sent 
to your agency’s email address.  
 
Note: See Appendix A Section 9.2 for an example of what the registration form submittal confirmation 
page loos like and AppendixA9.3 for an example of what the registration form submittal confirmation 
email looks like. 

 
Once you have successfully submitted your registration form, you will need to print the 

SECTION 3:  SPECIAL INSPECTION AGENCY ONLINE REGISTRATION FORM 

SECTION 3.1: ACCESSING THE ONLINE SPECIAL INSPECTION AGENCY REGISTRATION FORM 

SECTION 3.2: Completing & Submitting the Online Special Inspection Agency Registration Form 

http://www.nyc.gov/buildings
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PDF version of your completed form, fill in your Social Security Number, date, sign and 
seal the form. Mail your completed form and Special Inspection Agency Cover Letter to 
the Department at: 
 

NYC Department of Buildings 
Licensing Unit 
280 Broadway 
6th Floor 
New York, NY 10007 
 

Note: It is important that you save your application to your computer. 

 

 
Once you have completed and submitted the online Special Inspection Agency 
registration form, your SIA1: Special Inspection Agency Registration Cover Sheet will 
automatically display in Adobe Acrobat Reader and will be populated with the following 
information based upon the information you provided in your online registration form: 
 

 The registration fee 

 The number of inspection types registered for 

 The fee per special inspection type 

 The total amount due to register 
 
Additionally, your SIA1: Special Inspection Agency Registration Form will automatically 
display in Adobe Acrobat Reader along with the cover sheet and will be populated with 
the following information based upon the information you provided in your online 
registration form. 
. 

 Application type 

 Agency information 

 Director information 

 Technical director information 

 Insurance information 

 License Use 

 Special inspections 

 Convictions and Fines 
 
Note: If the form does not automatically appear, click on the PDF- SIA1 form link. See Appendix A 
Section 9.2 for an example of where to find the link.  

 
You must print the form, fill in your Social Security Number in Section 4, date, sign, 
and seal the form in Section 11 and mail your completes application with a check or 
money order to:  

 

SECTION 4: SIA1 - SPECIAL INSPECTION AGENCY REGISTRATION COVER 
SHEET AND FORM 
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NYC Department of Buildings 
Licensing Unit 
280 Broadway 
6th Floor 
New York, NY 10007 

 
Note: These forms can also be found on the Department’s website under (paper forms are for renewals 
and changes only) 
 

 Development  

 Forms  

 Licensing  

 SIA1 Special Inspection Agency Registration  
 

 
Next, you will need to upload the necessary supporting documents by clicking the 
HERE link on the online registration confirmation page, clicking the HERE link in your 
confirmation registration email or clicking on the Development tab, the Forms sub-tab, 
then the Licensing bullet on the Forms page and then on SIA Document Upload Form. 
 
When you get here, you will need to: 
 

 Enter all information including your Temporary Reference Number. The number 
can be found on the confirmation page when you submit your registration form or 
in the confirmation email you receive after you submit your registration form, or at 
the bottom left of your SIA1 Special Inspection Agency Registration Form. 

 

 Upload your supporting documents. 
o Proof of address. Acceptable documents include utility bills, leases or 

deeds 
o Proof of New York State filing. This will be the proof of filing receipt you 

receive from the Department of State 
When all the documents have been uploaded, click submit. 
 
Note: See Appendix A Section 9.4 for a screen shot of the Special Inspection Agency registration 
documents upload form. 

 
Once you have submitted the documents, a confirmation page will appear letting you 
know that you have successfully completed the online registration form and a 
confirmation email will be sent to your agency’s email address.  
 
Note: See Appendix A Section 9.5 S for an example of what the supporting documentation submittal 
confirmation page looks like and Appendix A Section 9.6 for an example of what the supporting 
documentation submittal confirmation email looks like. 
 

 
 

SECTION 5: UPLOADING DOCUMENTS  

http://www1.nyc.gov/site/buildings/industry/special-inspection-agency-quick-tips.page
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Once the Department has received your SIA1 Special Inspection Agency Registration 
form it will be reviewed for completeness and accuracy. Upon approval or denial of the 
application an email will be sent to your agency’s email address.  
 
Note: See Appendix A Section 9.7 for an example of what the approval/denial email looks like. 

 

 
Once your registration form has been approved and you would like to change the 
information on it, you must submit a paper SIA Special Inspection Agency Registration 
form to the Licensing Unit  
 
On the form agencies must: 
 

 Indicate change in Section 1-Application Type  
 

 Type their Special Inspection Agency Number into section 2 of the form  
 

 Indicate in the relevant sections the needed changes  
 
Once you have done all of this, mail the form to the Licensing Division for processing. 
Once completes, an update email will be sent to your agency’s email address.  
 
Note: See Appendix A Section 9.8 for an example of what the registration update confirmation email looks 
like. 

 
Note: These forms can also be found on the Department’s website under (paper forms are for renewals 
and changes only) 
 

 Development  

 Forms  

 Licensing  

 SIA1 Special Inspection Agency Registration  

 
Also, if the original supporting documents change please upload the most recent 
documents by clicking on the Development Tab on the Department’s website, the 
Forms sub-tab, the Licensing bullet on the Forms page and then on  SIA Document 
Upload Form. 
 
 
 
 
 
 
 

SECTION 6: APPROVAL/DENIAL 

SECTION 7: UPDATING REGISTATION 

http://www1.nyc.gov/site/buildings/industry/special-inspection-agency-quick-tips.page
http://www1.nyc.gov/site/buildings/industry/special-inspection-agency-quick-tips.page
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You can use the Buildings Information System to verify if an agency is a registered 
Special Inspection Agency by searching by the agency’s director’s last name or by the 
agency’s business name. Follow the steps below to search for a Special Inspection 
Agency: 
 

 Go to the Department’s website at www.nyc.gov/buildings 
 

 Click on the Buildings Information tab  
 

 Click on the Buildings Information System hyperlinked text in the first paragraph. 
This will take you to the Buildings Information System homepage 
 

 On the Buildings Information System homepage, click on B, Skilled Trades 
Licensees/General Contractors/Registrant Search. This will take you to the 
search for Special Inspection Agencies 

 

Note: See Appendix B Section 10 for an example of special inspection agency search looks like 

  

SECTION 8: SPECIAL INSPECTION AGENCY LOOKUP 

http://www.nyc.gov/buildings
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SECTION 9: APPENDIX  A 

SECTION 9.1: Special Inspection Agency Online Registration Form Access 
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SECTION 9.2: Special Inspection Agency Registration Form Submittal Confirmation Page 
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9.3 Online Registration Form Submittal Confirmation Email 
 

 
  

SECTION 9.3: Online Registration Form Submittal Confirmation Email 
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SECTION 9.4: Special Inspection Agency Registration Documents Upload Form 

 The Temporary 
Reference Number is 
located at the bottom 
left of your SIA1 Form 
and in the 
confirmation email 
sent to the agency 
email address.  

 Proof of NYC address 
must be in the form of 
a utility bill (i.e. 
electric, water, gas), 
lease, deed 
 

 Proof of NYS Filing 
Provide the receipt 
received as proof of 
filing with the 
Department of State. 
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SECTION 9.5: Supporting Documentation Submittal Confirmation Page 
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9.6 Supporting Documentation Submittal Confirmation Email 
 

 
  

SECTION 9.6: Supporting Documentation Submittal Confirmation Email 
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Approval 
 

 
 
Denial  
 

 
 

  

SECTION 9.7: Registration Approval and Denial Email 



Special Inspection Agency User Guide                                                                       Updated May 2012                               
Page 15 of 17 

 

 

 
 
  

SECTION 9.8: Registration Update Confirmation Email 
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This section allows a search of registered special inspection agencies by the Primary 
Director’s Last Name or by Agency’s Business Name. 
 

 
 

 Click Skilled Trades Licensees / General Contractors / Registrant Search 
 

 
 Enter the information in sections 1, 2, or 3 

 

 In the drop down menu select Special Inspection Agency  
 

 Click Go 
 

SECTION 10: APPENDIX  B Special Inspection Agency Lookup 


