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IMPORTANT INFORMATION

This guide is made available by the Fire Department City of New York (FDNY) as a courtesy to the
public. It does not represent all the filing requirements for any given FDNY application. Though
every effort is made to continuously update this guide, it in no way supersedes, or otherwise
substitutes for the legal or procedural requirements of the New York City Fire Code, Building Code,
Zoning Resolution or any other applicable rules, regulations or policies.

The online process listed below is required when requesting an inspection and/or permit for the
storage, handling and use of portable fueled equipment and other hazardous materials at a street
fair, bazaars, carnivals, concerts, festivals and other similar outdoor gatherings.

APPLICATION DATE REQUEST: Request for permit(s) and/or document review (i.e.: site-plan,
variance) must be submitted at least 14 business days prior to the event date.

VARIANCES: If issued a Letter of No Objection by the FDNY Technology Management Unit, the
Applicant must additionally request an inspection via FDNY Business.
NOTE: A letter of No Objection by itself is not a permit.

NO PERMIT: Commencing an event without a valid Street-Fair / Special-Event permit from the
FDNY may incur violations and fines from this Department and other NYC Agencies.
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INTRODUCTION
About this Guide

This User Guide is designed to assist users in submitting a Request for a District Office Unit
Inspection online via FDNY Business.

Submitting a Request for a District Office Unit Inspection can be done from any computer with
an Internet connection and using any browser. When you submit a Request for Test / Inspection, you
will be required to upload supporting documents.

Effective 06/01/2023, all Requests for District Office Unit Inspections must be submitted

online on FDNY Business. Scheduling requests will no longer be accepted via email.

Once an Inspection has been requested and has been scheduled by FDNY, if you need to
postpone your Inspection you MUST request a Cancellation. Cancellations should be requested at
least three (3) business days before your scheduled Inspection or you may be charged the
Inspection Fee.

Once you have received confirmation that your request for Cancellation has been
accepted, you will need to create a new Request for an Inspection to reschedule.

For more information about requirements for your specific Inspection type, please see the

FDNY Inspections Page.

Numbers in the images will assist you in following the instructions. For example, @ indicates
your first action, e indicates your second action, etc.

For additional assistance, dial 311 and ask for FDNY Business Support or send an email to
FDNY.BusinessSupport@FDNY.nyc.gov.
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1. Create a NYC ID for FDNY Business

You can now complete and submit a Request for a District Office Unit Inspection online through
FDNY Business. Once your request has been submitted, it will be reviewed by FDNY.

Upon review, FDNY will provide you with a date/time for your Inspection, or you will be notified
if the inspection cannot be scheduled time pending additional information and/or work that needs to
be done before the Inspection can be scheduled.

NOTE: You MUST log in to FDNY Business with your NYC ID to submit a Request

for Test/Inspection. If you do not have a NYC ID, you will need to
create a NYC ID account BEFORE you can log in to FDNY Business.

Step 1. Create Your NYC ID and/or Log In to FDNY Business

If you do not have an NYC ID, you must Register for an Account. See Figure 1.

Create Account

All fields are required.

EMAIL OR USERNAME
9 Email Address or Username: I I 70
Confirm Email Address or - I
Username
PASSWORD
9 Password: I I Passwol rd Strong
Confirm Password I I%
Select a security question and provide an answer 1o it. The answer is nol case sensitive and must be between 3 and 255 characters. If you are
on a public computer, we recommend you mask your answers by selecting Hids below.
Security Question: I |v I<—°
Answer: I |ﬂ—°
Display Answers: @& Show O Hide
o
Check the box to indicate that you
understand and agree to the
NYC ID Terms of Use, the overall
Terms of Use for NYC gov, and the
Privacy Policy for NYC.gov.
CREATE ACCOUNT

Fig. 1: NYC ID — Create Your Account
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https://www1.nyc.gov/account/register.htm

Once you have created your account — or if you already have an account — you can begin

your Application by clicking the Login button on the FDNY Business Home Page. See Figure 2.
FDNYBusiness

FDNY Dashboard Return to NYC Business

My Account
Announcements  Register for an Account

Advanced Search 6

We are pleased to offer our citizens, businesses, and visitors access to government services online, 24 hours a day, 7 days a week.

What would you like to do today?
Search Applications/Requests

Begin Application/Request

Fig. 2: Click ‘Login’

Login
Log in using your NYC account

Email Address or Username: *

Password: *

[YTIYTIYY] e L

Create Account
Forgot Password

Fig. 3: Enter Your NYC ID/Password and Log In
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https://fires.fdnycloud.org/CitizenAccess/SAML/NYCIDLogin.aspx
https://fires.fdnycloud.org/CitizenAccess/Default.aspx

2. Request an Inspection

Step 1. Start the Application

Once you have logged in to the FDNY Business Home Page, click on the Initiate Application/
Request option. See Figure 4.

My Drafts My Records

Cart (0)

Your cart is empty.

Welcome @ = B = & @
Go to My Drafts to see applications that you are currently working on.
Go to My Records to check the status of application that you have submitted.

What would you like to do today?
Search Applications/Requests
|initiate Application/Request |

Fig. 4: ‘Initiate Application/Request’

On the Select Type of Application page, click the Public Request drop-down list and select

the “Public Request for Inspections” option. Then, click Continue Application. See Figure 5.
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Announcements Logged in as:

Home

Search Applications Create an Application

Select Type of Application

Choose one of the following application types.
Meed help with FDNY Business? Please click here for more information.

What are you applying for today? | T m
» Enforcements
« Public Request ‘—o

(@ Public Request for Inspections
(C) Request for Entry or Lift Vacate

Certificate of Fitness

Emergency Planning and Preparedness
Design and Installation Application
Cancellation Request

Refund Request

Record Linking

Continue Application » ‘_e

Fig. 5: Select and Click ‘Continue Application’

W W vV Vv Vv ¥
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Step 2. Complete the ‘Building Information’ Page

On the Building Information page, complete the “Premises Address” section. You will need to
enter the address of (or closest to) the location for which you are requesting the Inspection.

To search for the Address, select “No” for the Is this a New Address.

All fields marked with an asterisk *) must be completed. Then, click the Search button. See
Figure 6.

NOTE: If the address is NOT found in the system, go back and select “Yes” for the
Is this a New Address? field to enter a new address.

Public Request for Inspections

4 Building » Contsct 5 Request 4 Supporting 5 Review and 8
Information Information Information Documents Submit

Step 1:Building Information> Address

*MNote:

1. *Indicates a required field

2. You will be able to edit the details in this application from the "Review and Submit” page prior to final submission

Premises Address

After entering all the criteria for the address, please ciick Search. If your address is already available in the system, it will display in the list. Please select the address and
click on Continue Application

If you do not find your address, thesa are your options:

1. Search with different criteria, or add more criteria for the specific address search

2 If the address is siill not found, you can add the address to our negistry by selecting “Y'es™ next to New Address and then clicking Search

3. If search result is incomect, please dick clear and search with different criteria

|MdremLan¢nark: | e

State: Zip:
[ | |
*BIN: ® Biock: Lot

| || | |
Is This a New Address?: (%)

() Yes (8 No 4

Clear

Save and Resume Later g‘g\fﬂ‘;g WW&MMmmWMm
Fig. 6: Enter/Search the Address
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The Address Search Result List window will open and display the top matches. Click to

select it and click Continue. See Figure 7.

Address Search Result List x

Addresses
Showing 1-2 of 2
City State Zip /o
: SN a8 [ | o . |

O = m
e

Fig. 7: Select the Address

The address you selected will be entered into the “Premises Address” section. Click the

Continue Application button. See Figure 8.

Public Request for Inspections
1 Building 2 Contact 3 Request 4 Supporting 5 Feview and 8
Information Information Information Documents Suberit

Step 1:Building Information> Address

*Note

1. *Indicates a required field

2. You will be able to edit the details in this application from the “"Review and Submit™ page prior to final submission.

Premises Address

After entering all the: criteria for the address, please ciick Search, If your sddress is siready svailable in the system, it will display in the list. Please select the address and
«ciick on Continue Application

If you do not find your address, these are your oplions:

1. Search with different criteria, or add maore criteria for the specific address search.

2 If the address is still not found, you can add the sddness to our registry by selecting “Yes™ naxt to New Address and then clicking Search.

3. i search result is incormect, please ciick cear and seerch with different criteria

Address Type: {d
ilding No.: Address/Landmark:
| [ e |
City / Borough: State: Zip: -
| [w | | |

“BIN: Block: Lot:

E | | | | |

Is This a New Address?: (%)

) Yes @) No

Scan:h nﬂ o\
Save and Resume Later ?ﬁmmm” aveid bosing your werk by clicking on Continue Application »

Fig. 8: Continue Application

Page 9



Step 3. Complete the Applicable Sections on the ‘Contact Information’ Page

You are taken to the Contact Information page. It contains nine (9) sections, as follows.
The contacts highlighted in red are the most frequently used for District Office Street-Fair Inspection
type. See Figures 9-10.

Licensed Professional
Permit/LOA Contact
Billing Contact
Business Owner
Building Owner
Building Representative
Authorized Agent

COF Holder

Sponsor

The “Permit/ LOA Contact”, “Billing Contact” and "Business Owner" sections MUST
BE completed for ALL Requests

This Contact is the person to whom the Permit/LOA will be emailed. If you
do not complete this section, you WILL NOT receive your Permit/LOA.

You must complete all required sections for Inspection request to be
approved.

NOTE #1: If you have questions, dial 311 and ask for the FDNY Customer
Service Center or email FDNY.BusinessSupport@FDNY.nyc.gov.

o

To ace new contacts, ok e Select om my Acorurt on A New buian

W Appiicable 0

Building Owner
ik o e your i L—

To ack newortacts, cick e Selact o my Aozt or Ak Hemw bt 1 e

e svpicaion pendiaty o i osng you vk by g on. Y

Tip Sare
Save o

Fig. 9: ‘Contact Information’ Page Fig. 10: Contact Information Page (Continued)
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Using an Existing Contact/Adding New

If a Contact already exists in your NYC ID account, you can select it by clicking on the Select

from My Account button, as highlighted below in “yellow.” See Figure 11.

NOTE: If a Contact does NOT exist in your NYC ID account, you will need to add

a new Contact.

Permit / LOA Contact s

[F—

Add New

Select from My Account

To sdd new cortacts, dick the Sedect from my Account or Add New busion. If you siresdy have sdded the contsct, dikck Edit 10 edit your contact detadls or click Remove 1o

Fig. 11: Click ‘Select from My Account’

The Select Contact from My Account window will open. If address(es) for the Permit/LOA

Contact exist in the system, they will be displayed and the Contact’s name will be shown near the top.

See Figure 12.

Select Contact from Account

|
Select contast addoeSses for this contact 1o attach to the record
Showing 1-#0f 2

-
E Address Type Recipient Address

W] Biling Address

Mailing Address

Fig. 12: Select the Desired Address(es)
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The Contact Information window will open and the Contact’s details will be provided.
Review the information and click the Continue button. See Figure 13.
NOTE: Make sure to enter the correct email address. The confirmation email for

the scheduled date and time of the Inspection will be sent to this email
address.

Contact Information b
I | |

Legal Business Name:

* Business Phone: Mobile Phone: Business Fax:
* E=mail:
S5N: ) EIN &:

w Contact Addresses

Add Comtact Address

A mailing and a billing address must be provided for Building and Business Crwners using the “Add Contact Address™ button
above. For all other contacts, only the mailing address must be provided.

Shoming 1-2 of 2

Address Type Address Action
Bdling Asdress ACliOns =
Mading Address Actions -

Continue ] "/o

Fig. 13: Review and Click the ‘Continue’ Button
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You will return to the Contact Information page. See Figure 14.

Permit | LOA Contact

To sdd revw contacts, clck the Select from my Account or Add New bulion. i you already Fave sdded the contect, ckck EdM o edil your contact detads or ook Remnces
PR

+  Contact added successtully,
-'-‘ mr
| E N =

Edit Remove

w Contact Addresses

Add Contact Address

A mailing and a billing address must be provided for Building and Business Owners using the "Add Contact Address™ bution
above. For all other contacts, only the mailing address must be provided.

Showing 1-2 of 2

Address Type Address Action
Billing Addrass Actions =
Mading Addreas Actions =

Fig. 14: ‘Permit/LOA Contact’ Information Selected and Added
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If a Contact does NOT exist in your NYC ID account, you will need to add the Contact’s
information.

To begin, click on Add New. See Figure 15.

Permit | LOA Contact

To sdd new contscts. dkck the Sedect from my Accourt or Add New buion. If you siresdy Meve sdded the contact, dick Edt o edt your contact detasds or cikck Remove fo

[ —
Add New

Select from My Account

Fig. 15: Click ‘Add New’

The Contact Information window will open. To begin, click on the Individual/Organization/

City Agency drop-down list and select the Contact type you want to add. See Figure 16.

Contact Information
A rading snd 8 billng sddress must be proweded for Buldeng snd Busress Owners utng T “ASd Addrestes” sechon below For all ol
coniscts only the madng sddress musl be provided

IndrvidualOrganizationC ity Agency ‘/o

* Last Name:

Legal Business Name

* Business Phone Maobsle Phone: Bursiness Fax

E - rmanil d

T".‘SN
w Contact Addresses

Add Contact Address
A and & address must be provided for and Business Owners wiing the “Add Contact Address™ button J

Fig. 16: Select the Contact Type

Page 14



Enter the Contact’s information. ALL sections marked with an asterisk *) must be completed.
Click on the Add Contact Address button. See Figure 17.

NOTE: Make sure to enter the correct email address. The confirmation email for

the scheduled date and time of Inspection will be sent to this email
address.

Contact Information

A mailing and & billing address must be provided for Building and Business Owners using the “Add Addresses® section below. For all other
contacts only the mailing address must be provided

IndividuallOrganization/City Agency:

I Individual - I

* First Name: Middle Name: * Last Name:
| |

Legal Business Name:

* Business Phone:

Maobile Phone: Business Fax:

* E-mail:

S5M: EIN #:

w Contact Addresses

A mailing and a billing address must be provided for Building and Business Owners using the "Add Contact Address" button
above. For all other contacts, only the mailing address must be provided.

Fig. 17: Enter Information/Click ‘Add Contact Address’
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A new window will open. First, click the Address Type drop-down list and select the “Mailing

Address” option. Complete all the required fields and then click the Save and Close button. See
Figure 18.

NOTE: The Mailing Address is the ONLY required address for the Permit/LOA
Contact. Typically, the Permit/LOA Contact’s Mailing Address is the same
as the location for which you are completing this Request for Inspection.

Billing Address

Mailling Address

* Street Name:

Floor#/Apti#t/Suite: * City/Borough: * State: *Zip:
| || [ | [ -
Country/Region:

| | United States v |

Save and Close ave d Add Ano Clear

Fig. 18: Enter the Mailing Address Information

A window will open displaying the matching result(s). In the example shown below, one (1)

matching result has been located. Click to select it and then click the Select button. See Figure 19.
Contact Information
Matching Address Resulits

w Contact Addresses

Showing 1-1of 1

City State ZIP Code

E3-—©O

Fig. 19: Chose the Address and Click ‘Select’
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You will see a notification that tells you that the address was successfully saved. Also, as

highlighted below in “yellow,” the Mailing Address has been added and is visible. Click the Continue
button. See Figure 20.

w Contact Addresses

Add Contact Address

A mailing and a billing address must be provided for Building and Business Owners using the "Add Contact Address” button
above. For all other contacts, only the mailing address must be provided.

|-¢’ Contact address added successrully.| -+

Showing 1-1 of 1
Address Type Address Action

Mailing Address - e
. © |

Fig. 20: Click ‘Continue’

4

Actions =

You are taken back to the Contact Information page and, as shown below, you will see a

notification that you have successfully added the Permit/LOA Contact’s information. See Figure 21.

Permit / LOA Contact
To add new contacts, click the Seledt from my Account or Add New button. if you already have added the contact, dick Edit 1o edit your contact detadls or click Remowe 10

remove

v Contact added successfully

H TN

== o

Edit Remove

w Contact Addresses

Add Contact Address

A mailing and a billing address must be provided for Building and Business Owners using the "Add Contact Address™ button
above. For all other contacts, only the mailing address must be provided.

Showing 1-1of 1
Address Type Address Action
Ma@ing Address Actions

Fig. 21: Contact Information Added
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Step4. Complete the Request for Inspection Details

Next, on the Request Information page, you will need to add all the details for the
Inspection you are requesting.

It contains several sections, including “Inspection Request Details,” “Requestor” and
“Additional Request Information.”

You will need to complete ALL of the information in each section. All fields marked with an

asterisk (*) must be completed. See Figure 23.

NOTE #1: You can only submit a Request for Inspection for one (1) Inspection
Unit at a time.

" a0 =" 2 Goieyont ¢

Step 3: ion > ion Request Details

* Esneegency Contact Name [
# Hame of the Contact person Bt will be the o st I.
|

LocatonFloon of Requested nspection/Test

Fig. 23: ‘Request Information’ Page
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To add your Inspection information, click the Add a Row button. See Figure 24.

Bui Contact Request Review and
i~ P ? Jrformation I“lni?rfiam |43m 5 Sibmit 8

Step 3:Request Information >Inspection Request Details

*Note

1. *Indicates a required field

2. You will be sble to edit the detsils in this applicstion from the "Review and Submit™ page prior to final submission

Inspection Request Details

Showing 0-0 of 0
i Type of Type of .
Number  Manpower Justification (
inspection Inspection System qus Requesteo = e materisls  Plate
Unit Type Type  TestDate StartTime Date Tima ! transported  Sumber(s).
Y| o andiorused  State(s) of
Deest citywide  Registration
No records found.

[ row || e s

Fig. 24: Click ‘Add a Row’

The Select Inspection Unit window will open. Choose District Office and then click Next

tab to scroll to the next page. See Figure 25.

x

Select Inspection Unit s n
(Select all that appiy) earch| | search

Select a value and Click “Mext” to select related type

Ingpection Unit
Auxiliary Radio Communications System
Bulk Fuel Safety

Construction, Demolition and Abatement (CDA) /o

Disfrict Office (Storage, Handling, Use or Sell of Hazardous Material) I

®lo oo

Explosives
Fire Alarm
Hazardous Cargo
High Rise

Laboratory

[ 0 R 0 O I O

Public Assembly

< Prev 1 2 Next >
—

Fig. 25: Locate the Inspection Unit
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Once you selected District Office, you must select the Inspection Type requested,

For this example “District Office Street Fair.” See Figure 26.

Select Inspection Type
(Select all that apply) Search | |

Digtrict Office (Storage, Handling, Use or Sell of Hazardous Material)

Ingpection Type

Disfrict Office Microturbines

Disfrict Office Motor Fuel Dispensing
Disfrict Office Motor Viehicle Repair Shop
Diztrict Office Mon-Flammable Cryogenic
Dizfrict Office Re-lnspectinn‘ﬁ

District Office Street Fair

Q0 0000

O

Di=zfrict Office Tire Rebuilding or Storage

.
o

Fig. 26: Click on Page '3’ button. Select the Inspection Type/ Click the ‘Finish’ Button.

= Prev 1 ZE Next >

The Select Inspection Type window opens and displays the Inspection types specific to
the Inspection Unit you just selected. Click on page '3' and click on 'District Office Street Fair' to
select the correct Inspection type and then click Finish. See Figure 26.
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Next, enter all the Inspection request and scheduling information. All fields marked with an
asterisk *) are mandatory and must be completed.

Click on the Calendar icon ([Z]) to choose the Requested Test Date and select the
Requested Start Time (must be the 1st day of the event). |Then, click on the Calendar icon (E1)

to complete the Alternate Date and select the Alternate Time.
The “Requested Test Date” (Inspection) must be at least 14 business days from the current

date.
You can select your permit start date and end date, permit Start time and end time, duration of

request and Information about the Event.

Complete all sections and then click Submit.

NOTE #1: Your requested date(s) and time(s) will be reviewed by the Inspection Unit.
Dependent upon availability, an alternate date and/or time will be scheduled
by FDNY.

4
* Inspection Unit: *Inspection Type: o\ *Requested Test Date:

| District Office (Storage, B | District Office Strest Fair"|

Alternate Date: Time and Justification for Off Hours | Permit Start Date:

| | Request: | |
e

Permit End Date: Permit Start Time: Permit End Time:

=
" e

Fig. 27: Enter the Inspection Details
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Next, you will need to complete the “Requestor” section. If you already have your information saved in
your NYC ID account, click Select from my Account, otherwise you must Add New.

NOTE: The Requestor is the person who is signed in to FDNY Business and who
is completing this Request for an Inspection.

To add new contacts, click the Select from my Account or Add New button. If you already have added the contact, click Edit to edit your contact details or click Remove to
remove

Select from My Account Add New

Fig. 28: Select/Add the Requestor Contact Information

Next, complete the “Additional Request Information” section. Enter the Emergency Contact’s
name and phone number.
Then, enter the name of the on-site Contact person that will be present for the Inspection and

click Continue Application. See Figure 29.

Additional Request Information

* Emergency Contact Name: | ‘

* Emergency Contact Number: | ‘ ‘_o

* Name of the Contact person that will be the on-site: | ‘

Location/Floor of Requested Inspection/Test: | ‘

Off Hour Certification: ]

Vet

Tip: Save your application periodically to avoid losing your woark by clicking - - -
Save and Resume Later e e s e Continue Application »

Fig. 29: Complete ‘Additional Request Information’ Section / Continue
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The Request Information page will refresh.

If this event is reoccurring (i.e.: same event name, location, equipment, and approximate
date), enter the previous eight (8) digit FDNY permit account # (NOT the SAPO #) in the
Inspection Record ID/Account # box located in the Inspection Information section and leave
the Inspector Name box blank. If this event is NEW, leave the Inspection Record ID/Account
# box blank. Leave the Inspector Name box blank. See Figure 30.

Inspection Information

Inspection Record ID/Account #: ‘ |

Inspector Name: ‘ |

Fig. 30 Enter the Inspection Record ID / Account #.

Next, complete the “Project Information” section. Enter the detailed description of the inspection you are
requesting including fuel and materials being used.

You must include:
The street it is on (starting from to ending at and including cross streets)
e How many blocks it will cover or if located in a park or lot, include the name of the park/lot and area it will
be in.
o Type & quantity of:
o fuel for cooking (i.e.: using propane, charcoal and/or kerosene).
power generators (i.e.: using gasoline and/or diesel).
light towers (i.e.: using gasoline and/or diesel).
heaters (i.e.: using propane and/or fuel-oil/ diesel [if applicable]).
HVAC cooling units (i.e.: using gasoline and/or diesel [if applicable]).
reserve fuel storage (i.e.: gasoline / diesel tank[s] and/or propane cylinder cage[s]).

O O O O O

See Figure 31.
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Project Information

Describe the system or equipment to be inspected or tested. For Hazardous Cargo, describe all hazardous materials transported and/or used Citywide. Ee as detailed
as possible. For LABS, describe all hazardous materials and/or occupancy to be inspected

Project Name and Description:

Fig. 31: Enter the Project Name and Description

Now, scroll to the bottom of the page and click Continue Application. See Figure 32.

Tip: Save your application periodically to avoid losing your work by clicking : ——
Save and Resume Later OIS ave adRestinG Vater Btion) —»] Continue Application »

Fig. 32: Click ‘Continue Application’
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Step 5. Upload Supporting Documents

You will be taken to the Supporting Documents page. Here, you can either select a
Supporting Document (if you already have it saved to your NYC ID account) or you can upload a new
document that you have saved on your computer.

For the District Office, the street-fair site-plan must be attached and the type must either be a
"As Built Plan" or "Supporting Document", and named 'Street Fair Site-Plan'.

In this example, we will click the Add button to upload and attach a supporting document. See
Figure 33.

Contact Request Supporting Review and
g 2 Information * Informaticn | # Documents | 5 Submit 6 Confirmation

Step 4: Supporting Documents > Supporting Documents

" Note:

1. "Indicates a required field

2. You will be able to edit the details in this application from the "Review and Submit" page prior to final submission

*Required Section

Documents can be added/uploaded by following these steps

1. Click the Add button below, then click Add again

2. Select the file(s) from your computer you want to add, then click Continue.

3. Identify the document type for each file added by selecting an option from the dropdown menus labeled “Type". These types will match the required and optional list of
supporting documents above.

4. Finally, click the Upload button to upload the documents to the application

Maximum size permitted is 25 ME per file

Name Type Size Modified Date Document Status Action

Mo records found.

|
Fig. 33: Click the ‘Add’ Button
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The File Upload window opens. Click the Add button. See Figure 34.

File Upload x

o

Fig. 34: Click ‘Add’

Your File Explorer will open. Browse and locate the file you want to upload and click on it to select it.
After clicking on it, as highlighted below in “yellow,” the selected file’s name will appear in the “File
Name” field. Next, click the Open button. See Figure 35.

/£ ChooseFileto Upload

&« v 4 ‘. » ThisPC » Desktop » v O ‘ ‘ Search Desktop ‘
Organize v MNew folder Bz v [ o
~
2~ Name Date modified Type ~
[z P e - el R M B, 2/1/2021 2:08 PM Microsoft Word D... |
]
L
[
I
|
] [
[
7]
B -_ u il
] vl <] m b4
File name: ||y moon s = Cormmimm Cmn i M e el Bms “smem V| [All Files (*.*) V]
e——" Open I I Cancel |

Fig. 35: Select the File and Click the ‘Open’ Button

Page 26



When the upload status of your selected document reads “100%” (highlighted below in “yellow”),
click Continue. See Figure 36.

File Upload %
F 100%

1
=2

Fig. 36: Click ‘Continue’

After, in the same Documents section you will see a "FILE:" section and a "Type:" drop-down selection.
Click on the drop-down and select "Supporting Document”. Below is a section for the description of the

document, skip this section and in the "Specify the document name" section type in "Street Fair Site
Plan".

File:

Sample street fair site plan. jpg

100%

———
I --Select-- Vl

--Select--

As-Built Plan Itails about this document and its contents (Optional)
| Supporting Document

m Select from My Account m Remove All File: Remove

Sample street fair site plan.jpg

100%
“Type:

Supporting Document -

Description and/or additional details about this document and its contents (Optional)

*Specify the document name

[Street Fair Site Plan| ]

Select from My Account m Remove All

Tip: Save your application periodically to avoid losing your work by clicking i PRy
Save and Resume Later on“Save and Resume Laler’ button. Continue Application »
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Now, back on the Supporting Documents page, enter into the “Description” text box any

applicable notes about the file you are uploading (a sample note is highlighted below in “yellow”).
Then, click the Upload button.

NOTE: After clicking the Upload button, you will see a notification near the top of your
screen stating that your file has been successfully uploaded. See Figure N2.

The attachment(s) has/have been successfully uploaded.
It may take a few minutes before the changes are reflected.

Fig. N2: File Successfully Uploaded

Once the file has been successfully uploaded, click Continue Application. See Figure 37.

Name Type

Mo records found

File:

No. igi-sispiiizy iH.docx

100%

[ e = S TR L) =

Description and/or additional details about this document and its contents (Optional)

Size Modified Date Document Status Action

Remove

Save and Resume Later

m Select from My Account m Remove All

Tip: Save your application periodically to avoid losing your work by clicking on
'Save and Resume Later’ button.

Continue Application » |

Fig. 37: Complete the Upload/Click ‘Continue Application’
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You will be taken to the “Digital Signature” section where you must enter your First Name
and your Last Name. Then, select your Title/Roles from the drop-down list. Select "Business
Owner".

If you select “Other,” you will have to enter your Title/Role in the “Specify Other” field. Then,
“check” the checkbox to acknowledge submission of your Application. Finally, click Continue

Application. See Figure 38.

Step 4: Supporting Documents >Digital Signature

*Note:
1. *Indicates a required field.
2. You will be able to edit the details in this application from the "Review and Submit" page prior to final submission.

Digital Signature

The On-Line Representative is the person who is logged in to the FONY Business and entering this information.

* First Name : | | |

* Last Name : | |
*Title/Roles : | Other - |
*Specify Other: | |

*By checking this box, | acknowledge submitting this request. E

Once submitted, | will not be able to make any changes.:

Tip: Save your application periodically to avoid losing your work by clicking on : PY
Save and Resume Later ‘Save and Resume Later button. Continue Application »

Fig. 38: Complete the ‘Digital Signature’ Section
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Step 6. Review and Submit

Scroll through the page to review your information. If you notice any errors or if you need to

make any changes, click the Edit button to return to that section to correct the information. See

Figure 39.
Public Request for Inspections
Contact 1 Supporti Review and
' 2 jatomation 3 P on * Documents 5 Submit & Confirmation

Step 5:Review and Submit

Record Type

Public Request for Inspections

Premises Address

Licensed Professional Edit

License Numbar License Type Contact Mame Business Name Business License Home Phone Fax Action

Permit / LOA Contact dit

—
—

Fig. 39: Review your Request for Inspection Information

Once you submit the Request for Test/ Inspection, the submission can NOT
be undone. Make sure that all the information you have entered is correct and

complete.
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When you are ready to submit your Application, scroll down to the bottom of the screen,
“check” the checkbox to agree to the certification and to digitally sign your Application. Then, click
Submit Application. See Figure 40.

Digital Signature Edit

* First Name *
* Last Name :
* Title/Roles: Other
Specify Other: Sponsor
By checking this box, | acknowledge submitting this request. Once Yes
submitted, | will not be able to make any changes.:
or impri or both. 1 that if | am found after hearing o have i or i made a false or to have k ingly or Il tly falsified or allowed to A
be falsified any certificate, form, signed statement, application, report or certification of the correction of a violation required under the provisions of the NYC Administrative Code,
including the New York City Fire Code or of a rule of any agency, | may be barred from filing further icati ord its with the Fire Dep 1 hereby cerdify that | am
authorized by the owner named herein, to file this application on their behalf. | hereby cerfify that I, or a qualified employee, or authorized agent under my direct consent, prepared or
p ey the preparation of this ication, and the plans, andfor ificati herewith submitted and to the best of my knowledge and belief, the plans and documents,
and work shown thereon comply with the isil of the NYC ini live Code, i ling the New York City Fire Code and other applicable laws, codes and rules. | acknowledge
that | have read and ied with all i ions pertaining to this lication and with Y submitied. W
[ By checking this box. | agree to the above certification and electronic signature. Date: 02/03/2022
Tip: Save your application periodically to avoid losing your work by clicking on . it
Save and Resume Later ‘Strve and Resume Latsr bution! Submit Application

Fig. 40: Digitally Acknowledge, Sign and Submit the Application
Step 7. Submission Confirmation

You will receive confirmation that your Request for Inspection has been submitted. You will
also receive a Request Record ID. This Record ID will also be available to you on your FDNY

Business Dashboard. You can use this Record ID to track the status of your Request. See Figure 41.

Step 3:Receipt/Record issuance

Receipt

@ Your application(s) has been successfully submitted.

REQUEST-

Fig. 41: Request Submission Confirmation/Record ID
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After Your Submission

You will receive an email confirmation that your Request for Inspection has been submitted.
See Figure 42.

Dear FOMNY Customer,

The Fire Department of Mew York confirms that vour Public Request for Inspection with recard 1D 2023-INSP-RECLEST- has been received,
Acidress:

DOB/SBS/FRIMS lob Application Mo: MAA

Floor Mumber{): MAa

FOr Plan Mumbear: MyA

Unit: Diistrict Cffice 3

You will receive an email notification upon confirmation of your request with the scheduled date and time.

You can check the status of your application online: httpsyfires fdnycloud.orgfoitizenaccess/ Cap/MdyRecordsCap.aspx
Thank Yo,

BUREAL OF FIRE PREVENTICON

O PMETROTECH CEMTER,. BROOKLYM, M.Y. 11201 2857

COMFIDENTIALITY MOTICE:

The contents of this amail mezcage and any attachments are intended solely for the addresces{z) and may contain confidential andfor privileged information and may be (egally
protected from disclosure, If you are not the intended redpient of this message or their agent, or if this message has been addressed to you in error, please immediately delete this
message and any attachmenits. If you are nat the intended recipient. you are hereby notified that any wse, dissemination, copying, or storage of this message or its attachments is strictly
prehibited,

Y This is an automatically generated email, please do nat rephy ***

Fig. 42: Request for Inspection — Sample Receipt Email

Once FDNY reviews your Request, you will receive another email with the date and time of
your scheduled Test/Inspection. See the sample email shown in Figure 43.

Crear FOMY Custamear

The FOMNY wants to inform you that an inspection of type District Offilce Street Fair has been scheduled on 6/30/20232 at 10:00 AR for Inspection recard 1D at
Fremises Address MY, 00001,

CHZE/SES/ERIRL Job Apploation Bos BAA
Floor Mumber{sl: Fl 3
FO Plan Mumbern MOA
Unit Districk Office 2

IT ol have Sy issues with the inspection schedubed, please inform ws at keast 3 business days Deforne the scheduled time &1 73117 or email ug at
“FDMNY, B INES s S LD OFTE TNy, rC.g o

Cormrments:

MManpower 1; Requestor Mame: Richard fciohnson: Reguestor Contact Mumber: f: Emergency Contact Mame: Richard hMclohnson: Emergency Contact Mumber:

Trhark o,

EUREAU OF FIRE PREVEMTION
9 METROTECH CENMTER
BEROOCKLY M, By 11201

COMFIDEMTIALITY MOTICE:

The contents of this emall message and any attachments are intended solely for the addresses{s) and may contaln confidentlal andysor privileged information and may be
legally protected from disclosure. If you are not the intended recipient of this message or their agent, or If this message has been addressed 1o vou Inoerrar, please
immediately delete this message and any attachments. If you are not the intended recipient. you are hereby notified that any use, dissemination, copying. or storage of this
meEssage or 115 attachments 15 Strictly pronibited.

=% This iz an automatically generated email, please do not reply *

Fig. 43: Scheduled Request for Inspection — Sample Confirmation Email
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If you did NOT submit all the required information, you will be contacted by email or by phone
to supply the missing information.

If you received a scheduled date and time for your Inspection AND FDNY needs to reschedule,
you will be contacted by email or phone with a new date and time.

If your Request for Inspection has been rejected, you will need to submit a new Request for
Inspection on FDNY Business.

NOTE: Upon completion of the Test/Inspection, an Invoice will be emailed to the Billing
Contact and/or to the person who has the requested the Test/Inspection (i.e.,
the Requestor). You will NOT receive your Permit/LOA until all fees have been
paid. For specific details, refer to Accessing and Viewing Permits & LOAs.
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3. Request an Inspection Cancellation

If an Explosives and Entertainment Unit Inspection has been scheduled by FDNY and you need
to cancel it, you MUST request the cancellation via FDNY Business (email requests are no longer
accepted).

The Request for Cancellation must be requested at least three (3) business days before your

scheduled Inspection or your request may be denied, and you may be charged the Inspection
Fee.

NOTE #1: You will NOT be able to submit a Request for Cancellation until

you receive an email confirmation with the scheduled date and time of your
Onsite Exam.

NOTE #2: Only the person who requested the Inspection (i.e., the Requestor Contact
(Scheduler) for the scheduled Onsite) can request a Cancellation.

Request a Cancellation

To request a Cancellation, login and select Initiate Application/Request.
FDNYBusiness

FDNY Dashboard Return to NYC Business

My Account
=2

My Drafts My Records

Announcements Logged in as: My Folders (0) ™ Cart (0) Account Management Logout

Cart (0)
Your cart is empty.
- -
Go to My Drafts to see applications that you are currently working on.

Go to My Records to check the status of application that you have submitted.

What would you like to do today?
Search Applications/Requests
Initiate Application/Request 4——_0

Fig 44: Click Initiate Application Request
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Once you are logged in, click on the Cancellation Request drop-down list and then click to
select “Request for Inspection Cancellation.” Next, click the Continue Application button. See Figure
45.

Home

Search Applications Create an Application

Select Type of Application

Choose one of the following application types.
Need help with FONY Business? Please click here for more information.

What are you applying for today? ‘ ? m

» Public Request
» Certificate of Fitness
» Emergency Planning and Preparedness
» Design and Installation Application
[ w Cancellation Request | #———
|(®) Request for Inspection Cancellation

» Refund Request e

» Record Linking

Continue Application » ﬂ—e

Fig. 45: Begin the ‘Request for Inspection Cancellation’
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On the Inspection Cancellation page, under the “Cancellation Information” section, select
the “Inspection Unit”. Select District Office and enter the date of the inspection you want to cancel
in the “From Date:” field. Enter a “To Date” if you want to search a range of dates or leave dates

blank to search all scheduled inspections in your account. See Figure 46. Click Continue
Application.

Request for Inspection Cancellation

Inspeclion Reaview and
1 Cancellation 2 Submit 3 Confinmation

Step 1:Inspection Cancellation>Cancellation Information

" Note:

1. *Indicates a required field

2.You will be abke 10 edit the details in this application from ihe "Review and Submil™ page prior to final submission

Cancellation Information

Enter thi "From Date” of your scheduled inspection snd'or enter a "To Date™ if you wanl to search for a range of dabes. To So¢ M schisduled nspactions, leave the dabe
Beids bland

* Inspection Uinit:

==Sebect-- -

To Date:

Save and Resume Later m “mwwmm lasing your work by clicking on Continue Application »

Fig. 46: Enter Inspection Cancellation Search Information
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Check the box to select the inspection you want to cancel from the List of Scheduled Inspections.
Then, click Edit Selected. See Figure 47.

Inspection Review and :
F Cancellation 2 Submit 3 Confirmation

Step 1:Inspection Cancellation>Cancellation information

* Note:
1. *Indicates a required field.
2. You will be able to edit the details in this application from the "Review and Submit" page prior to final submission.

List of Scheduled Inspections

Click to "Select” the inspection you want to cancel and click "Edit Selected" buiton to continue.

Enter a justification if applicable, click to "Confirm” that you want to request a cancellation for this inspection and click Submit.

Showing 1-3 of 3

Inspecti Inspecti Inspecti Inspection  Inspection
D = Requestor Comments Justification Confirm
Record Id Type Unit Date Time
@ District Office  District Office . 03/15/2022  3:00 PM Actions =
Street Fair  (storage, Handling, Use or

Sell of Hazardous Material)

O Vendor Explosives  03/M7/2022  1:00 PM Actions v
Special R

O Explosives 03202022  12:45 PM Actions v
Effects

Edit Selected

Tip: Save your application peniodically to aveoid losing your work by clicking on : g
Save and Resume Later ‘Save and Resume Later button. Continue Application »
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Your Inspection Record ID, Type, Unit, Date and Time will be displayed. To continue, enter

your “Justification” for the cancellation, click “Confirm” and click Submit. See Figure 48.

Fig. 48: The Inspection to Be Cancelled Is Shown

Click to "Select” the inspedlion you want to cancel and click "Edit Selecied” bution te conlimes.

Enter a justification if applicable, click to "Confimm® that you want to request 3 cancellzfion for this inspection and click Suamit

1 TNe ISpeCTion ¥ou Want 10 Cancel 13 Nt ESTed D20%, CONTACT TNe F LN Y LUSTIMET Senviie Genter oY Qiamng £11, or via email at
FLENY. BUsingss Suppiri@F DMY.nyc.gov.

Inspection Record Id: Inspection Type Inspechon Unit:

’ ’ District Office Street Fair District Office 3

Inspection Data: Inspaction Time: Requestor Comments:

| 07/31/2023 | £:00 AM Manpower: 1; -
Requestor Mame:
"1 i,
Requestor Contact
Mumbear: ¢ =

Emergency Contact &

Flan Record IDVSBS Mo /PW1 Justification: Premises Address.
No. /FPIMS No.. _ Street Fair Cancelled. 2B T WL A
e Y (00011
; E:
DOBSESFPIMS Job Application Mo: Floor Mumber|s): FO Plan Mumbser-
null/a F 3 null
Confirm

=3-o
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You will be returned to the “List of Scheduled Inspections”. Click Continue Application. See Figure 49.

Fig. 49: Continue Application

Inspection
Cancellation

*Note:
1. *Indicates a required field.

Showing 1-3 of 3

Edit Selected

Save and Resume Later

Inspection Inspection

5 Review and
Submit

Step 1:Inspection Cancellation>Cancellation information

Inspection  Inspection  Inspection

3 Confirmation

2. You will be able to edit the details in this application from the "Review and Submit” page prior fo final submission.

List of Scheduled Inspections

Click to "Select” the inspection you want to cancel and click "Edit Selected" button to continue.

Enter a justification if applicable, click to "Confirm" that you want o request a cancellation for this inspection and click Submit.

[] Requestor Comments Justification Confirm
Record Id Type Unit Date Time
District Office

O s Street Fair  District Office 03/15/2022  3:00 PM es  Actions v

O Vendor Explosives  03/17/2022  1:00 PM Actions =
Special 3

=] Explosives  03/20/2022  12:45 PM Actions v
Effects

Tip: Save your application periodically to avoid losing your work by clicking on

'Save and Resume Later button.

Continue Application »
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Supporting Documentation

On the “Supporting Documents” page, you can upload documentation, as applicable. See

previous steps for instructions to upload documents. Click Continue Application. See Figure 50.

Step 1:Inspection Cancellation > Supporting documents

*Note:

1. *Indicates a required field.

2. You will be able to edit the details in this application from the "Review and Submit” page prior to final submission.

Following are the optional Documents you may submit.
= Supporting Documents

List of Supporting Documents:

*Required Section

Documents can be addedfuploaded by following these steps

1. Chick the Add button below, then click Add again.

2 Select the file(s) from your computer you want to add, then click Continue.

3. Identify the document type for each file added by selecting an option from the dropdown menus lsbeled "Type®. These types will match the required and optional list of
supporting documents above.

4. Finally, click the Upload button o uplead the documents to the application.

Maximum size permitted is 25 MB per file.

Name Type Size Modified Date Document Status Action

Mo records found.

Select from My Account m
Save and Resume Later g;gm?:;:;gliﬁghﬁg?iww o avoid lesing your work by clicking an Continue Application »

Fig. 50: Click ‘Continue Application’
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Next, under the “Applicant Certification” section, enter your First Name and your Last
Name and select your Title Role from the drop-down list (Business Owner). Then, read and
affirm the certification by “checking” the checkbox. When you are ready, click Continue

Application. See Figure 51.

Request for Inspection Cancellation

Inspection Review and .
1 Canceliation 2 Submit 3 Confirmation

Step 1:Inspection Cancellation> Applicant Certification

*Note

1. "Indicates a required field.

2. You will be able to edit the details in this application from the "Review and Submit” page prior to final submission.

Applicant Certification

* First Name:

* Last Name: | ; |

*Title Role: I Building Gwner v| o

* By checking this box, | acknowledge that my intent is to submit [/
this cancellation request. Once submitted, | will not be able to make
any changes.:

Save and Resume Later m%ﬂuwmmu“ to avold lesing your work by clicking on Continue Application »

Fig. 51: Complete the ‘Applicant Certification’ Section
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Review and Submit

You will be taken to the Review and Submit page. You will see all scheduled inspections

listed including the inspection you confirmed for cancellation. You can review and edit your

information before you submit your Request for Inspection Cancellation. Scroll through the page and

review your information.

If you notice any errors or if you need to make any changes, click the Edit button to return to

that section and correct the information. See Figure 52.

Request for Inspection Cancellation

Inspection Review and .
" Cancellation 2 submit 3 Confirmation

Step 2:Review and Submit

Record Type

Request for Inspection Cancellation

Cancellation Information Edit
Inspection Unit: Di=trict Office
From Date: 03132022
To Date: 03/20/2022
List of Scheduled Inspections Edit
Inspection Record i
= " Inspection Type |l ion Unit |l ion Date Inspection Time Requestor Justification Confirm
Id Comments
District Office
Street Fair District Office  o03nsre022 3:00 PM Yes

Fig. 52: Review Your Request for Inspection Cancellation
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The following step will complete your Cancellation Request and can NOT be
undone. Make sure that all the information you have entered is correct. If you
made the request less than three (3) business days before your scheduled
Request for Inspection date and time, your Cancellation Request may be
rejected, and you may be charged the Inspection Fee.

When you are finished reviewing you Request for Inspection Cancellation, digitally sign and
affirm the “Applicant Certification” section by “checking” the checkbox. When you are ready, click the
Submit Application button. See Figure 53.

Applicant Certification Edit

First Mame:
Last Name:
Title Role: Building Owner
By checking this box, | acknowledge that my intent is to submit this Yes
cancellation request. Once submitted, | will not be able to make any
changes.:
I d thatitis | 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 orin ~

exchange for special consideration. Violation is punishable by imprisonment or fine or both. | understand that falsification of any statement is a misdemeanor and is punishable by a fine
or imprisonment, or both. | understand that if | am found after hearing to have knowingly or negligently made a false statement or to have knowingly or negligently falsified or allowed 1o
ificate, form, signed statement, application, report or certification of the correction of a viclation required under the provisions of the NYC Administrative Code,
including th York City Fire Code or of a rule of any agency, | may be barred from filing further applications or documents with the Fire Department. | hereby cerify that | am

the preparation of this application, and the plans, documents and/or specifications herewith submitted and to the best of my knowledge and belief, the plans and documents, v

SR 1N NP ST ST S S TR 1 S U S LIS R S TS S SR N PSPE S SRR S A R -

S RS P PO S R N [ S S R

@ By checking this box, | agree to the above certification and electronic signature. Date:

Tip: Save your a on i to avoid losing your work by clicking on " .
Save and Resume Later il and)hesum pemd cally ngy by clicking e__p Submit Application

Fig. 53: Complete the ‘Applicant Certification’ Section/Click ‘Submit Application’
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You will receive confirmation that your Request for Inspection Cancellation has been
successfully submitted. You will also receive an Inspection Cancellation Record ID. As highlighted in
“‘yellow” in the below example, the Inspection Cancellation Record ID contains the word “CANCEL.”

This Record ID will also be available to you on your FDNY Business Dashboard. You can use

this Record ID to track the status of your Cancellation Request. See Figure 54.

Search Applications Create an Application

i Payment ReceiptiRecord
1 Selectilemtopay 2 information 3 issuance

Step 3:Receipt/Record issuance
Receipt

@ Your application(s) has been successfully submitted.

g CANCEL-
—N 5P

Fig. 54: Cancellation Request — Submission Confirmation/Record ID

Your Request for Inspection Cancellation will be reviewed by FDNY. You will receive an email
telling you whether your Cancelation Request was “Accepted” or “Rejected.”

If your Request for Inspection Cancellation is “Accepted,” there is no further action you need to
take. If you need to submit a new Request for Test/Inspection, you can do so at any time.

If your Request for Inspection Cancellation is “Rejected,” you may be charged, as applicable,

the Inspection Fee.
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