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Sep t ember 28. 1995 

ELEVATOR AP PLICATION INSPECTION AND T[ST APPOI NTMENTS 

EFFE CT IVE DATE: Immed i ate ly. 

SUPERSEDES, OPPN 1/ 94 

PURPOSE , TO r evi s e the procedure for schedu l ing and track i ng i nspecti on and 
test appoi nt ment s f or all elevator applicat ions and e l evator 
bu i laing notices. The sched uling of these apP ointmen ts will be in 
additi on t o the computer generated periodic inspecti ons. 

REFE RENC E: Mem orandum dated June 28. 1995. 

APPLICANT, 

The app l icant sha l l ca ll for an appo i ntment directly t o the appropriate 
Area Chief i n t he Central Elevat or Divisi on. Appoi ntments ca n De made Monday 
t hrough Frid ay between 9:00 p.m. t o 3:30 p.m. 

AREA CH IEfS, 

The Area Chief wi ll enter the appointment in a l og and complete an 
appointment work sheet wh i ch shall be forwarded t o the schedu l ing unit f or entry 
int o the computer. 

The ear l iest an appointment can be sche dul ed by the Area Chief is the day 
f ol lowing the i nspector's sc heduled offic e vis i t for the foll owi ng week. 
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The A r~a Cni efs ~ 111 ass ign tn e apoc · ~tmen l S to t1€ field lnSJ 2c:ors Gn a 
rnat;:::n bas~s. In ad dltl::: r-. the Area Crief will a SS~ 9n 2'evator applIcatIon 
t€s: appoin tne~ : s to the fIeld superv isors or a r:ta:ion JaS1S, T~ e app lic at' on 
anG Iot crk ~~II' Je ass 'g ned to t he fie ld i nS :lecto,. and f iel d superv isor on tr.e 
cff'ce v'sit day, 

The ap pl IcatIon and ~ he aPJOintmen: work or de r is to be retur ned : 0 the 
Area : tll~f D~ tt~ lnsoector ' s next scne du : ed of f Ice vis i t, Tte Area ChIe f WIll 
rev iew t ne app 'j :atlon ard t he work order for comple teness , Tte work oraer t he n 
'l'd~ l be ret ur ned to the schedu l In g ur.i t fo,. data en t ry . If t:1e appl ic at i on is 
s igned of&, the computer wil l generate d signed off sheet, wh Ic h wi 1: be se nt to 
t he appl i ca nt . 

The fo ll owing appointmen t gu i delInes shal l be adh ered to: 

RESCHEDU LIN G APPOINTMENTS, 

a. I f an i ns pec tor cal ls i n s iC k or ca lls in for eme"gen cy 1eave, he is t o 
ca i l t he are a chief. 

b. The Area Chief 15 to not i fy t he applic an t that the i nspect i on or test i s 
can cel ed. If t he applic ant insist s upon a tes t or ins pect ion , the Area 
Chief is to ca l l the next avail ab le inspector and, by ph one . he may 
r esc hedu le the ins pection. The chi ef must notIfy the sc hedul i ng un i t 
Drl0 r to or on t he date of inspec t ion. The compute r wil l no t accep t an 
inspec tion after the date of i nspec ti on. The Area Chief i s a lso to not i fy 
t he sc hedu1i ng uni t of the ini t ial cancel la tion. The sched uli ng unit wil l 
is s ue a new work order and cancel t he i nitI al wo rk or der. The Ch ief's 
name and reas on for rescheduli ng sha l l be ent ered i n the comment sect ion 
of t he or igina l work or de r. 

c , The same i nformation exce pt for date and time shal 1 be en tered on the 
sec ond work order. 

SCHEDULING UNIT, 

The Sc hedul ing Unit enters into the computer the following inf ormation: 

1. E1evato r company name. addres s , telep ho ne number and con tact person, 
2. Loc at ion of el evat or and number of e l evat or s to be i nspected or tested, 
), Oa t e. t im e e l evat or area and bor ough num ber . 
4, App lic ati on number and type or t est or post test, 
5. An app oin tment work orde r will be generated and r eturned t o the Area Chief . 

CONT IN UING AN APPQINTMEM T, 

If an inspector is unable t o complete the appointment on the day indicated 
on the wor k order. he i s to ca l l the Area Chi ef. 

The Ar ea Ch ief may schedu l e an appo i ntment fo r t he comp let ion of the t est 
or inspec tion fo r the fo ll owing day. The Area Chie f i s t o not ify t he scheduling 
un it who wi ll make out a new order fo r the fo11 0wing day and re -en te r the data 
as noted above i n "Res chedul ing Appoi ntments." 
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EMERGE~C¥ APPO I NTMENTS: 

Emergency appointments as determlned by the Director of Central Inspections 
or the Deouty Director of the Eleva t or DlvlS10n will be scheduled as needed, and 
must be In ''tuit'ng by the Di ,'ector of Centra l lnspectlons or by the Deputy 
Dire c tor of tne El evator Division to the chlefs. The Area Chief wil l sched ul e 
the apoo i ntmen : and n:Jtlfy the sCh eduling un i t for the proper work order and data 
en~ry. 
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