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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.
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INTRODUCTION
About this Guide

The Submitting a Certificate of Correction Request for an FDNY Summons User Guide is
designed to assist users in applying for and submitting a Certificate of Correction Request (CCR) for
an FDNY Summons online via FDNY Business.

The FDNY Summons Certificate of Correction Request can be used to submit a correction
request for any Violation Category (VC) listed on an FDNY Summons and can be completed from any
computer with an Internet connection. (Requests cannot currently be completed using a mobile
device).

Applicants also may continue to submit their requests in person at FDNY Headquarters or via
U.S. Mail.

To complete the online Request, you must have the following:

e A NYC ID (instructions on creating a NYC ID are below)

e Your FDNY Summons Record ID (this can be found on your FDNY
Summons).

e Any relevant Supporting Documents (minimally, you MUST provide a
copy of the Certificate of Correction.
Throughout this User Guide, numbers in the images will assist you in following the instructions.
For example,o 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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You can now apply for and submit an FDNY Summons Certificate of Correction Request
(CCR) online through FDNY Business. Once your CCR Request has been submitted, it will be

reviewed by FDNY.
During the application process, you will be required to provide a copy of your Certificate of

Correction Defects (CCR). Additionally, you should also provide any other supporting document(s)
necessary for FDNY to review with your CCR.
After submitting your Request, you will receive an email notification with the title “Certificate of

Correction Request Submitted Successfully.”
Once FDNY has reviewed your CCR Request and has made a determination, you will receive

another email notifying you of one of the following determinations:

e Cure Letter (Issued)

e |Issued for first-time offenders when the Certificate of Correction
Request is submitted by the compliance date. The Compliance
Date is located on your FDNY summons. All Violation Categories
must be deemed corrected by FDNY. If you receive a Cure Letter,
you are not required to attend the hearing at OATH.

e Correction Letter (Issued)

Issued when the CCR Request is approved.

A Correction Letter is issued to a City Agency or certain Applicants
when the CCR Request is submitted and approved. If you are a
repeat offender, as noted on your FDNY summons, you must attend
the hearing at OATH.

e Letter of Disapproval (Issued)

Issued when the CCR Request is NOT approved (e.g., if there are
outstanding VCs that have not yet been corrected). You must
resubmit in order to receive a Cure or Correction Letter.

e False Certification (Issued)

Issued if FDNY determines that your CCR is falsely certified. You
must attend your hearing at OATH on the hearing date.
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1. Submitting a Certificate of Correction (CCR) Request

Step 1: Create your NYC ID Account

If you do not have an NYC ID, go to Reqister for an Account to create your account. On the

Create Account page, enter the required information. Then, click to “check” the checkbox to accept

the NYC ID Terms of Use and click the Create Account button. See Figure 1.

Create Account

All fields are required.

EMAIL OR USERNAME

e Email Address or Username: I | I
Confirm Email Address or I =i ) . - I
Username:
PASSWORD
9 Password: I I Password Strong
Confirm Password: I I

Select a security question and provide an answeer to it. The answer is not case sensitive and must be beh 3 and 255 ch ters. If you are
on a public computer, we recommend you mask your answers by selecting Hids below.

Security Question: | Iv I<—°
Answer: | |<—°

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: FNYC ID — Create Your Account
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Once you have created your account — or if you already have an account — begin your
Application by clicking the Login button on the EDNY Business Home Page. See Figure 2.

FDNYBusiness

FDNY Dashboard Return to NYC Business

My Account
Anncuncements  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

Initiate Application/Request

Fig. 2: Click ‘Login’

Enter your Email Address (your NYC ID) and Password. Then, click the Log In button. See
Figure 3.

Login

Log in using your NYC account.

Email Address or Username: *

Password: *

ooooooool e LN

Create Account
Forgot Password

Fig. 3: Enter Your NYC ID / Password and Log In
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Once logged in, click on Initiate Application/Request. See Figure 4.

My Account
=

My Drafts My Records

Announcements Logged in as

Cart (0)

Your cart is empty.

Welcome Bwmm u pusssses
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 Id—a

Fig. 4: Initiate Application/Request

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

‘FDNY Summons Certificate of Correction Request.” Next, click Continue Application. See Figure 5.

Home

Search Applications Create an Application

Select Type of Application

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

l What are you appfy.f“for today? l A

|@ FDNY Summons Certificate of Correction Request |*—e

» Public Request

» Certificate of Fitness

» Emergency Planning and Preparedness
» Design and Installation Application

» Cancellation Request

» Refund Request

» Record Linking

‘ Continue Application » -d—e

Fig. 5: Select/Click ‘Continue Application’
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Step 2: Enter the FDNY Summons Information

On the Correction Information page. Complete the “FDNY Summons Information” section by
entering the FDNY Summons Record ID for which you are submitting this CCR (the FDNY
Summons Record ID can be found on your FDNY Summons (also known as the Violation or
Summons number).

The Violation / Summons number must be 10 digits. If you need to enter a 9-digit number,
enter a leading “0”, e.g. 123456789 should be entered as “0123456789”. Next, click to select either
“Yes” or “No,” as applicable, to answer the | have corrected all said violations as ordered by the
Commissioner statement. Then, click Continue Application. See Figures 6 - 7.

NOTE: For instructions when selecting “No” [i.e., all Violation Categories (VCs) have

NOT been corrected), see Scenario 1 below. For instructions when selecting
“Yes” (i.e., all VCs HAVE BEEN corrected), see Scenario 2 below.]

Correction S i Review and Review and
1 information I 2 Bochments 3 Submittal 4 Submit SACommon

Step 1:Correction Information>FDNY Summons Details

* 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

FDNY Summons Information

Respondent : B & i "mew =n
Premise Address of the Record: | BRI [ S
*FDNY Summons Record ID:

| have corrected all said violations as ordered by the
Commissioner.:

Save and Resume Later o et Yo ek DY oy o o—' Continue Application » |

Fig. 6: Enter FDNY Summons Record ID/Select ‘Yes’ or ‘No’

o IHEIIBID D

FDNY SUMMONS FOR CIVIL PENALTIES ONLY
ENFORCEMENT AGENCY NAME:
NEW YORK CITY FIRE DEPARTMENT

DIVISION: FP UNIT: Rangehood ADMIN COMPANY:
AGENCY: 9 MetroTech Center, 1st Fir, Brooklyn, NY 11201, (718)999-2392

NAME/ENTITY NAME
RESPONDENT rm Bar
MAILING NUMBER & ADDRESS CITY STATE ZIPCODE
ADDRESS r'mﬂ' ™ C T T TEIEI1)

Fig. 7: FDNY Summons — FDNY Summons Record ID Located
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NOTE: Be certain to enter the correct FDNY Summons Record ID. If the Record ID
you entered is NOT correct, you will receive an error message (shown below
in “red”).

Check the Record ID you entered and try again. See Figure N1.

If you continue to receive this error message and you are entering the correct
Record ID, contact FDNY Customer Service Center by dialing 311, or email
FDNY.BusinessSupport@FDNY.nyc.gov.

1 Correction 2 Supporting 3 Review and 4 Review and
Submit

Information Documents Submittal 5/ Confirmation

Step 1:Correction Information>FDNY Summons Details

*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

FDNY Summons Information

Error: FONY Summons 014001886Z already has an active Correction Request.
If you require contact the FONY Customer Service Center by dialing 311, or via email at FONY.
*FDNY Summons Record ID: " T

-
Support@FDNY.nyc.gov. |

1 have corrected all said violations as ordered by the O Yes O No
Commissioner.:

Tip: Save your application periodically to avoid losing your work by cli on
Save and Resume Later e e L horeC 9 icking Continue Application »

Fig. N1: Error Message — Incorrect Record ID

Scenario 1: Answering ‘No’ (ALL Violations Have NOT Been Corrected)
You may have only one (1) Violation or you may have several Violations on the FDNY
Summons. When selecting the answer for | have corrected all said violations as ordered by the
Commissioner, answer “No” if:

e One or more — but not all — Violations on the FDNY Summons have been corrected.

If you select “No,” additional statements will be displayed. You will need to answer these
statements. In this example, we will select “No.”

The next statement will then be displayed. When selecting the answer for “I have only
corrected the following violations and will attend hearing on the scheduled date:”,

e Answer “Yes” if one or more — but not all — Violations on the FDNY Summons have
been corrected AND that you WILL attend the hearing.

e Answer “No” if one or more — but not all — Violations on the FDNY Summons have been
corrected AND that you will NOT attend the hearing.

In this example, we will select “Yes” for this statement.
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Next, in the Violations Corrected text box, enter the VCs (as listed on the FDNY Summons)
that you HAVE corrected. Make sure to separate multiple VCs with a comma (e.g.: VC1, VC13, etc.).
When you are ready, click Continue Application. See Figure 8.

3 Review a0d

Step 1:C i FONY Details

g

red ek
able 1o ed the detals in this apphcation from the "Review and SUBMIT" Page Prior 10

inal submission

FONY Summons Information

Preare acter s Record ©

CTRSY Setansern Nedad @ ]
v cometed o s otons 5 crderd by 0 2

Commision

oo oty coteted e fowing vilations s wil tnd <_°
g o e sebocied do

Vlabons Comeced

SR IR e e ey s \|
Fig. 8: Complete / Click ‘Continue Application’

Scenario 2: Answering ‘Yes’ (ALL Violations HAVE BEEN Corrected)

You may have only one (1) Violation or you may have several Violations on the FDNY

Summons. When selecting the answer for “I| have corrected all said violations as ordered by the
Commissioner:”, answer “Yes” if:

e ALL Violations Categories (VCs) on the FDNY Summons HAVE BEEN corrected.
In this example, we will select “Yes.” Next, click Continue Application. See Figure 9.

NOTE: If you have answered “Yes,” you will NOT need to answer any additional
statements.

Correction Supporti Review and Review and
2 imert ? Submital * Suomi # Confrmaten

Step 1:Correction Information>FDNY Summons Details
*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

FDNY Summons Information

Respondent : % & . - n
Premise Address of the Record: | NS BT (00, & e
*FDNY Summons Record ID: l

| have corected all said violations as ordered by the @) Yes () No ‘—e
Commissioner.:

Fig. 9: Complete/Click ‘Continue Application’
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Step 3: Set Violations that Have Been ‘Corrected’

In this example, we have entered our details as described in Scenario 1 (i.e., all Violations
have NOT been corrected), and have clicked on Continue Application.
The screen refreshes to the “Violations Section.” This section shows whether the Violations are
Corrected, and the Violation Category, Violation Category Description and the Remedy.
NOTE: All status information shown is based on whether Scenario 1 or Scenario 2
applies to your FDNY Summons, and on the responses selected for either
scenario, as applicable, as described above.
In this example, we have two (2) Violations on the FDNY Summons, and we have only
corrected one (1) of the Violations — the “VC11” Violation Category.
To adjust the Corrected status to “Yes,” click on the Actions drop-down list, and then click on
Edit/View. See Figure 10.
NOTE: If the Violation Category values do NOT match the ones listed on the FDNY

Summons, make sure you have entered the correct FDNY Summons Record ID
in Step 1.

Search Applications Create an Application

FDNY Summons Certificate of Correction Request

Correction 2 Supporting Review and 4 Review and

1 Information Documents Submittal Submit

5 Confirmation

Step 1:Correction Information>Violations

*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

Violations
Showing 1-2 of 2 /

Violation
(] Corrected ion Category Descript Remedy

Failed to provide and/or maintain Provide the required number of portable fire extinguishers with a minimum rating

vCi11 2 Actions »
required portable fire extinguishers as set forth in the comment, in accordance with FC 9061

EdtView
Failed 10 provide and/or maintain Have portable fire extinguishers serviced and restore 1o fully charged and
No vC1 S o 2 Actions «

required portable fir extinguishers operable condition, in accordance with FC 906 2 and NFPA 10-07 Section 6.1.2

Save and Resume Later maﬂm“?mw” 10 avoid losing your work by clicking on Continue Application »

Fig. 10: Update the ‘Corrected’ Field(s)

Page 11



A new window will open. To indicate that the “VC11” category has been corrected, click “Yes”

in the Corrected section. Then, click Submit. See Figure 11.

Corrected:
@) Yes () No

Remedy:

[ Provide the required

extinguishers with a

accordance with FC

number of portable fire

minimum rating as set
forth in the comment, in

906.1.

=-o

Violation Category Description:

Violation Category:
[ VC11

I [ Failed to provide and/crrr*

Fig. 11: Select ‘Yes’ and Click ‘Submit’

As shown in the below example and highlighted in “yellow,” the Corrected column’s status is

now marked “Yes” for the Violation Category “VC11.”

Repeat this process to adjust any other Corrected column’s statuses, as applicable. When

you are ready, click Continue Application. See Figure 12.

1 Cofrection
Information

" Nole
1. "Indicates a required

Showing 1-2 of 2
(] Comected
Yos
i

held

VC11

vl

Save and Resume Later

7 Support
Documents

Step 1:Correction Information>Violations

3 Review and 4 Review and
Submattal Submit

2. You will be able to edit the dalails in this applicabon from the "Rewvew and Submif™ page pnor 10 final submission

Violations

Viclation Category Description Remedy

Faded to provide and/or mainiain

required poriable fre extinguishers a3 i forth in the comment, in accordance with FC 506 1

Faded to provide and/or mainia

required portable fiee u_-rlun-_:u—'.lu-l'.

Tip: Save your
Bave

o Have portable fire extinguithers serviced and restore 1o fully charged and

petiodically 1o avold 105ing YOUr worK by chcking on

apphcation
and Resume Laler' button.

Provide the requised numbser of portable fire edinguishers with a minimuem rating

operable condilion, in accordance with FC 906 2 and NFPA 10-07 Section &.1.2

5 Confemation

Actions =

Actions

Continue Application »

Fig. 12: ‘Corrected’ Column Status Adjusted/Click ‘Continue Application’
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Step 4: Upload Supporting Documents

On the Supporting Documents page, you can upload supporting documents (e.g., a

Certificate of Correction, Bill, Permit, etc.).
The “List of Supporting Documents” section shows the mandatory documents that you must

provide: You MUST upload a completed and notarized copy of your Certificate of Correction.
Click the Add button to begin uploading and attaching a document. See Figure 13.

NOTE #1: FDNY may periodically audit submitted and/or approved Certificate of
Corrections. If your Summons is audited and the same Violation exists, you

may receive a Summons for False Certification, you must attend the new
Hearing.

NOTE #2: For details on uploading and attaching documents, refer to the Document
Upload video on the FDNY Technology Management Training page.

i and & Confirmation

Cormection , Stmporting o Review and
i Dacuments Submittal

1
Infonmation umen|

Step 2: Supporting Documents > Supporting Documents

*Mote:

1. *Indicates a required fisld.
2. ou will be able to edit the detsils in this applcstion from the "Review and Submit" page prior to final submission.

List of Supporting Documents
Documents

Following are the required documents:

Attachment

Raqred Secton
Documents can be added/upioaded by following these steps

1. Chok the Add busion below, then click Add agan

2 Salect S fle(1) from your computer you want 15 add, then cick Continue

1. identify the document type for each fle added by selecting an oplion from the dropdown menas abeled Type™. These types will match the required and optonal st of
SuppOring documents. abowe

4 Finally, itk e Upload bufton 1o upkoad the documents 1o the applicaton

Madrmum see permitted i 25 MB per file

Thes appicaton typé requines. you 1o subimt B followang fypees of documants. Subyect 10 the collected informatcn. you may ba requened 1o submit addisonal documants

ros 0 approval
Certaficate of Correcton

"Save and Resiume Later Bt

Eave ard Resume Later Tip: Save your applicason periodically o avoid ksing youe wark By clicking on Continue Application »
n

Fig. 13: Click the ‘Add’ Button
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The File Upload window opens. Click the Add button. See Figure 14.

File Upload x

Add

o

Fig. 14: 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 15.

£ Choose File to Upload

“ v [- > ThisPC > Desktop > v O [ ’ Search Desktop ‘
Organize ¥ New folder = M O
2 Name Date modified Type -
[5:) o e - RN R S .. 2/1/2021 2:08 PM Microsoft Word D... ||
|
i
B [ -
=
_ =
[ [
]
O
m
- - = = i
m v <] " >
File name: |[Fon son ot = Comins Cas o St s sooll fme smm V] IA" Files (*.*) V]
H Open I [ Cancel |

Fig. 15: Select the File and Click the ‘Open’ Button
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When the upload status of your selected document reads “100%,” (highlighted below in

“yellow”), click Continue. See Figure 16.

File Upload x

F 1 100%

Fig. 16: Click ‘Continue’

Now, back on the Supporting Documents page, click the Type field drop-down list and select

“Certificate of Correction” and then enter a description of the document you are uploading and

attaching to your CCR Request. In this example, as highlighted below in “blue,” we have entered

“Certificate of Correction document.” Next, click Upload. See Figure 17.

Certificate of Correction = |4—°

Description and/or additional details about this document and its contents (Optional)
Certificate of Correction document]

Upload | Select from My Account Remove All
. . Tip: Save your application penodically to avoid losing your work by clicking on
Save and Resume Later ‘Save and B Later buttor.

Hame Type Size Modified Date Document Status Action
Mo records fownd
File:
Violation-Certificate-of-Correction. pdf
100%:
=Typia:

Continue Application »

Fig. 17: Select ‘Type,” Add Description, Click ‘Upload’
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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, it will be listed in the “Attachment” section.

When you are ready, click Continue Application. See Figure 18.

List of Supporting Documents |

Documents:

Following are the required documents:
» Certificate of Correction

Attachment

*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. ldentify 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 MB per file

This application type requires you to submit the following types of documents. Subject to the collected information, you may be required to submit additional documents

prior to approval
Certificate of Correction

Name: Type Sire Modified Date Document Status Action

Violation-Certificate-  Certificate of
Uploaded Actions
of-Comection pat Commecton *

Select from My Account m
Save and Resume Later L o e o—bl Continue Application »

Fig. 18: Attachment(s) Uploaded Confirmation Message/Click ‘Continue Application’
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You are taken the Review and Submittal page. Complete the “Applicant Certification” section
by entering your First Name and your Last Name. Then, click the Titles/Roles drop-down list and
make your selection. In this example, we will select “Individual Respondent.” When you are ready,

click Continue Application. See Figure 19.

NOTE: If you select “Other,” enter a description of your Title/Role in the Specify
Other text box that will appear after you select “Other.”

FDNY Summons Certificate of Correction Request

1 Correction 2 Supporting Review and Review and

Information Documents Submittsl Submit D BT ER

Step 3:Review and Submittal > Applicant Certification

*Mote:
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 Namie: ‘ |

** | ast Name: ‘ |

* Title/Roles -

Corporate Respondent
IIndiuidual Respondent | ""——e
Other

Partnership Respondent

Tip: Sawe your application pericdically to avoid lesing your work by clicking on
Save and Resume Later “Save and Resume Later' button.

Fig. 19: Complete the ‘Applicant Certification’ Section

Continue Application »
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You will be taken to the Review and Submit page. Here, you can review/edit all the

information you have entered in your Application.

When you are ready, “check” the checkbox to digitally affirm/sign your Application and then

click Submit Application. See Figure 20.

. Comecten 2 Brpatg 5 Peview and I_‘er-w Ismmm

Step 4:Review and Submit

Record Type

IFDNY Summons Certificate of Correction Request I —-—

FDNY Summons Information

FONY Surmons Record I

| e comecked al| saed volaons as asderned by the Commi ssoner Yes
Hossons =3
Carrectes Vistanon Cunegery Vealatioe Cunepey Sewingran Iewady
Irstalioapeer astormun: s of Goeace, wih e
v e, for ek s | sepny of T
comrrar e cocking apEkanc i
accortesce wih FC O04 11 Aerge for s
reme b e e oo
List of Supporting Documents
Documents

Attachment

“Rqured Saction

Decuments can be addediupibaded by foliowing hese steps

1 Ok the Add bufion Beiow:. Than dick Add again

2. Select the Mals) bom your comguier you want 10 add, fhen dick Connue

3. idanify the dooument fype for each fie added by sekacing an opion from e dopdown monus. bbeled “Type”. These iypes will malch e requined and ooional i of
sgpotng docurents abovwe

4. Fraly, chek the Upioad bution 1o upload he doasrernts i e appllcation.

Masdrum sire permitied s 25 MB per fie

This appication ype souires you i sutmd the foliowing types of doouments. Subject i the collecied infiormation, you may be requised 1o submit addtional documents pree io
aproval

Ceritficate of Carreclion
e Typm T Mouhe Uste Uovurrmet Stutew Aczon
Cantbestn of ~
Canmcte — -

Applicant Certification

!

* First Name

" Last Name:
* TeFowes

1 andurstand Tul 0wy

g o ey PGy 6 8 Sy BTSATAE 1D STt sy DOre, TICrety 0F IPareee, @tee w6 Doty 0 pOpaty ST rg e Bk o n -~

anchuangn bor ageced retnn Vickhon o pareetaiie by rpesonment o b or bof | srdorsiend e = arsd o parvsbudsie bry @ b
o mprreserree o urdamwsared it § 1 are bard ahoe hesneg b San hisoes rgly of segigerily mads & hase Maksrren or 10 bares Recenngly of segigertly babebed or wiwed 1o
24 Labrnad T, g stdervest, apbcslon spon of e o of the oeecion of & voene g wrda ihe grameons of e KYC Adnreereiee Code,

roiating i York Ciy Fios Conde or of @ ra of sy gency. | g e 8 brae fiirg hushar or dnzar tha Fiss 1 heraiy an

Ewm:mnmlmmmmxmmmm

ESTRRLE e ety o
Fig. 20: Review/Edit/Sign/Submit Your Application
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Step 5: Confirmation

After your Request has been submitted, you will be taken to the Receipt/Record Issuance
page.

Highlighted in “yellow” in the below example, your CCR Request Record ID is displayed (note
that the middle portion of the Record ID reads “CCR”). If you want to view its details, click the Record
ID. See Figure 21.

; Payment Receipt/Record
F it T —-—
1 Selectitemtopay 2 joe o chon | 3 fssuance |

Step 3:Receipt/Record issuance

Receipt

@ Your application(s) has been successfully submitted.

Fig. 21: Click on the ‘Record ID’

Your screen will refresh and your Record ID (highlighted below in “yellow”) is displayed.
Additionally, the Record Status (highlighted below in “green”) now reads “Correction Request
Submitted.”

To see additional details, click on the More Details drop-down list and click on the desired

option. See Figure 22.

Record “5 CCR.mmmsm Add to cart
Add to collection

FDNY Summeons Certificate of Correction Request

Record Status: Correction Request Submitted

Record Info w Payments

To Upload Documents : Please click on "Record Info” and select "Supporting Documents”.

Record Details
- 1

@ Related Contacts
@ Application Inf ion - e
@ Application Information Table

Fig. 22: Record Details — ‘More Details’
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Step 6: Review the Status of Your CCR Request

After you have submitted your CCR Request, you will receive an automated email with the
Subject Line: Certificate of Correction Request Submitted Successfully. It will contain the CCR
Record ID, as highlighted in “yellow” in the below example.

The email will confirm that your CCR Request has been successfully submitted and will include
a link that you can use to check the status of your CCR Request (highlighted below in “blue”). See the

sample email in Figure 23.

From
FONY Business [noreply@fany.nyc.gov]

To

Ce

Titte
[Ceruncate of Comection Request Submitted Sucoessfully for IIN-CCR Sl |

Attachment(s)

Content
Dear FONY RespondentRepresentative,

The FONY confirms that your Correction Request request Il -CCR-IIN, has been successiully submitted.
You can check the status of your application oniine here: hitps./Mres-dev-apps. tanycloud.org/cltizenacosss Cap/MyRecordeCap. 3spx

Thank You,
LEGAL ENFORCEMENT
9 METROTECH CENTER, BROOKLYN, N.Y. 11201 33§

CONFIDENTIALITY NOTICE:

The contents of this emall meesage and any attachments are intended solely for the addressee(s) and may contain confidential and/or privilieged iInformation an|
3oaressed to you In emor, piease immediately delete this message and any attachments. if you are not the intended recipient, you are hereby notified that any ¢
“* This Is an automatically generated emall, piease do not reply ===

Fig. 23: CCR Successfully Submitted
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To view the status of your CCR Request while logged in to FDNY Business, click the
My Records button from your FDNY Business Home Page. See Figure 24.

= y

Cart (0)

Your cart is empty.

Welcome
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. 24: Click ‘My Records’

Your My Records page will open and will display your current records. In this example, the
CCR Record Number is displayed at the top (highlighted in “yellow” in the below example) and the
Status is “Correction Request Submitted.” See Figure 25.

My Drafts My Records

Add to My Foldefs: Check the box next to one or several records, then click Add to My Folders along the top of the records
list to add those re¢cords to a new or existing folder.

Edit: In some casgs, typically before payment is made, a record that has been submitted may still be edited. When "Edit”
appears in the Action column, clicking this link will open the submittal details and allow you to edit the information.

- Services

Showing 1-10 of 27 | Dojwnload results | Add to My Folders | Add to cart

|:| Date Re¢cord Number Record Type Status Address Action
Y FDNY Summons =
] o7z2mo21 Cerfificate of Comection  Comection Request Submifted  MSSwmwmm o s
Request -
n u
|
] =
| |

Fig. 25: CCR ‘Record Number’ and ‘Status’
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e Additional Information Requested

FDNY will review your CCR. If additional information is needed, you will receive and email to
request that you provide the information needed. with a link you can use to Edit / Upload the
additional documents. See Figure 26. The status of your CCR Request will be updated to “Additional
Information Requested.”

You will need to log in to FDNY Business and upload any necessary supporting documents to
your CCR Record, as applicable, to continue your Application (see Step 4 for upload instructions).

NOTE: Supporting Documents must be uploaded to the CCR Record, not to your NYC ID

account.

- m mo.
To ® 1

Cc

Subject: Additional Information Requested for 2021-CCR-000014

Dear FDNY Customer,
Please see following important notice from the FDNY regarding your application.
Comments: You must upload a permit that is not expired.

You can check the status of your application online: https://fires-tfx-apps.fdnycloud org/citizenaccess/Cap/MyRecordsCap.aspx

Thank You,

BUREAU OF FIRE PREVENTION
9 METROTECH CENTER
BROOKLYN, NY 11201

CONFIDENTIALITY NOTICE:

The contents of this email message and any attachments are intended solely for the addressee(s) and may contain confidential and/or privileged information and nf
the intended recipient of this message or their agent, or if this message has been addressed to you in error, please immediately delete this message and any attacl
ereby notified that anv use. dissemination. copvina. or storage of this messaae or its attachments is strictly prohibited.

Fig. 26: Sample ‘Additional Information Requested’ Email

After FDNY reviews your request and it is found to be complete, you will receive one of the
following determinations, as applicable: Cure Letter, Correction Letter, Letter of Disapproval;
Additional Information Requested or False Certification.

e Cure Letter - Issued to Respondents who are first time offenders when the CCR
Request is approved. Certificate of Correction Request must be submitted
before the compliance date.

Figure 27 shows a sample of the automated email that is sent when your CCR Request is
approved. It will contain the FDNY Summons Record Number (highlighted below in “green”), and will

include the Cure Letter as an attachment (bordered below in “blue”).
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From
FDNY Business [noreply@fany nyc.gov]

To
| S

Cec

Bee

Title
Cure Request for FONY Summons NO. I "has baen reviewed

Attachment(s)
cureletter [ 41 pafEcelKE) | 4¥—m—m—m—

Content
Dear RespondentRepresentative,

FDNY has reviewed your correction request for FONY Summons No. INSERRIEN. Piease find attached to this email FONY's determination re|

Thank You,
BUREAU OF LEGAL AFFAIRS
ADMINISTRATIVE ENFORCEMENT UNIT

Fig. 27: ‘Cure Letter’ Issued — Sample Email

Figure 28 shows a sample Cure Letter. The associated FDNY Summons Number (highlighted

below in “yellow”) will be indicated on your Cure Letter.

FIRE DEPARTMENT

9 METROTECH CENTER BROOKLYM, NY 11201-3857

BUREAU OF LEGAL AFFAIRS
ADMINISTRATIVE ENFORCEMENT UNIT

CURE LETTER

Date: 24/07/2021

You are hereby notified that your Certificate of Correction for FDNY

Summons No. PSR issued on 07/24/2021 against the premises situated
at I" J"0 0 P BROOKLYN, NY, 1 /W& &8 has been approved on
the records of this Department. No fines or penalties will be imposed and you are
excused from appearing at the scheduled hearing at the OATH hearing center.

BY ORDER OF BUREAU OF LEGAL AFFAIRS

BY:

VOID IF ALTERED
OR DUPLICATED

Fig. 28: Sample ‘Cure Letter’
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e Correction Letter - Issued to certain Applicants, and to all City Agencies, when
the CCR Request is approved.
Figure 29 shows a sample of the automated email that is sent when your CCR Request is
approved. It will contain the FDNY Summons Record Number (highlighted below in “green”),and will

include the Correction Letter as an attachment (bordered below in “blue”).

From
FONY Business [noreply @iany.nyc.go]

To
-]

Ce

Bee

Title
Carrection request has been reviswed by legal unit |

Attachment(s)

[correctionistter_= )_THERE.ntmi(E 21 KB) | -—

Content
Dear Respondent/Representative,
FDNY has reviewed your correction request fof EDINY SUMMERS N0, MBI Lnd Place of Occurrence: 0 METROTECH CENTER, BROOKLYN, N

Thank You,

BUREAU OF LEGAL AFFAIRS
ADMINISTRATIVE ENFORCEMENT UNIT

Fig. 29: ‘Correction Letter’ Issued — Sample Email

Figure 30 shows a sample Correction Letter. Your VC(s) and your FDNY Summons number

(highlighted below in “yellow”) will be indicated on your Correction Letter.

FIRE DEPARTMENT
9 METROTECH CENTER, BROOKLYN, N.Y. 11201-38567

BUREAU OF LEGAL AFFAIRS
ADMINISTRATIVE ENFORCEMENT UNIT

CORRECTION LETTER

Date: 08/02/21

You are hereby notified that Violation Categories (VCs) VC19 of FDNY Summons

Number B S 08 SR issued on 07/30/2021 regarding the premises situated at 9
Metrotech Center, Brooklyn, Ny, 112015431 in the Borough of BROOKLYN have
been corrected according to the records of this Department. Please be advised that while
the underlying condition(s) may have been corrected, an unresolved FDNYSummons
may still exist at the OATH Hearing Center located at 9 bond Street, 7th Floor, Brooklyn,

NY 11201

VOID IF ALTERED BY ORDER OF BUREAU OF LEGAL AFFAIRS
BY: -

Fig. 30: Sample ‘Correction Letter’
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e Letter of Disapproval - Issued when the CCR Request is NOT approved due to
outstanding VCs on the FDNY Summons and that have not yet been corrected.
Figure 31 shows a sample of the automated email that is sent when your CCR Request is NOT
approved and a Letter of Disapproval is issued. It will contain the FDNY Summons Record Number
(highlighted below in “green”), and will include the Letter of Disapproval as an attachment (bordered

below in “blue”).

From
FDNY Buelnzes [noraply@fany_nye.gov]

To
R R NS R EE

Cec

Bce

Title
Correction raquest for = B has Deen Disapproved by legal unit

Attachment{s)
| 1etteroratsapproval_jsssssi _ 1.par(33 81 kB)| +————

Content
Dear Respondent/Representative,

FDNY has reviewed your correction request for FDNY Summons No. BRI . Please find attached to this email FDNY's determination regarding

Thank You,
BUREAU OF LEGAL AFFAIRS
ADMINISTRATIVE ENFORCEMENT UNIT

Fig. 31: ‘Letter of Disapproval’ Issued — Sample Email

Page 25



Figure 32 shows a sample Letter of Disapproval. The associated FDNY Summons will be
shown on your Letter of Disapproval.
Instructions that you need to follow (bordered below in “blue”) will also be indicated on your

Letter of Disapproval.

FIRE DEPARTMENT

9 METROTECH CENTER BROOKLYN. N.Y.11201-3857
BUREAU OF LEGAL AFFAIRS Tel:(718)999-2392
Administrative Enforcement Unit ‘

CERTIFICATE OF CORRECTION DISAPPROVAL LETTER

Violation No: 0 #&e =M Date: 08/20/2021
City-of New York vs.: lmsioni A el
Place of Occurrence; !5 j AT §| sTEEET . B0 BT, 0oL

Borough: BROOKLYN
Notice to Respondent:

The following VC(s) have béen corrected
SNO VC(S)

Your Certificate of Correction was received by the Fire Department's Enforcement
Unit and disapproved for the following reason(s)

Are you sure you want to issue this result? Yes

Item 2- You failed to have a notary sign the
Certificate of Correction :

INSTRUCTIONS
1. You must correct the indicated error(s) and return the document(s) to the Bureau of Legal Affairs, Administrative
Enforcement Unit, by using our online public portal: Login into FDNY BUSINESS
(https-//fires fdnycloud.org/CitizenAccess), Select Initiate Application'Request and Select FDNY Summons
Certificate of Correct Request under the Enforcement section. Alternatively, you may send it to
cure.desk@fdny. nyc.gov or return it to 9 MetroTech Center, 1st Floor. Brooklyn, NY 11201-3857. In order to
avoid a hearing and penalty, all submissions must be received and approved on or before the Compliance date
indicated on the FDNY Summons; or attend the scheduled OATH hearing.
2. Repeat offenders must attend the scheduled OATH hearing. Your hearing is schedule for 9/21/2021 at 08:30 AM. |

OTHER HEARING OFFICES
Manhattan: 66 John Street. 10th Floor Brooklyn: 9 Bond Street, 7th Floor
(1) 844-628-4692 Bronx: 3030 3rd Avenue (1)844-628-4692

Fig. 32: Sample ‘Letter of Disapproval’
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e False Certification -Issued if you received a Summons for False Certification
due to FDNY determination that your CCR is falsely certified.

Figure 33 shows a sample of the automated email that is sent when your CCR Request’s

status is False Certification.

From
FDNY Businges [noraply@any.nyc.gov]

To

Bce

Title
2021-CCR-EN.. False Certincation

Attachment(s)

Content
Dear Respondent,

RESPONDENT IS CHARGED WITH FALSE CERTIFICATION PURSUANT TO NEW YORK CITY ADMINISTRATIVE CODE SECTION 15-220.1.
RESPONDENT MUST APPEAR AT HEARING

Thank You,

BUREAU OF LEGAL AFFAIRS
ADMINISTRATIVE ENFORCEMENT UNIT
@ METROTECH CENTER. BROOKLYN, N.Y. 11201 385

CONFIDENTIALITY NOTICE:
The contents of this email message and any attachments are intended solely for the addressee(s) and may contain confidential and/or privileged in

Fig. 33: ‘False Certification’ — Sample Email
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