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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 Tests/Inspections Requests and Cancellations User Guide is designed to assist users in
submitting a Request for Test/Inspection online via FDNY Business.

Submitting a Request for Test/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 09/07/2021, all Requests for Tests/Inspections must be submitted online on FDNY

Business. Scheduling requests will no longer be accepted via email.

You should submit a Request for Test/Inspection under the following circumstances:

¢ You have received the Project Authorization on a Plan record

e You have a Plan from outside of FDNY and you need an Inspection done by
FDNY in order to receive your Permit

e Your current Permit is expiring soon and you need to schedule a Test/Inspection

¢ You were issued Violations during an Inspection and need to request a Re-
Inspection

Once a Test/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 Test/Inspection or you may be charged the
Test/Inspection Fee.

Once you have received confirmation that your request for Cancellation has been
accepted, you will need to create a new Request for Test/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, 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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1. Request a Test/Inspection

You can now complete and submit a Request for Test/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 Test/Inspection, or you will be
notified if the test cannot be scheduled time pending additional information and/or work that needs to
be done before the Test/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 Account and/or Log In to FDNY Business

If you do not have an NYC ID, go to Register 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

Al fields are required.

EMAIL OR USERNAME

© Emai Address or Username: | u I 70
Confirm Email Address or I N E u I

w
Username:

o Password: I I Passwol rd Strong

Confirm Password: I I%

Selsct a security question and provids an ansvier to it. The answer is not case sensitive and must be betwaen 3 and 255 characters. If you are
on a public computer, we recommend you mask your answers by selecting Hide below.

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

Display Answers: @ Show O Hide |

0
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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Once you have created your account — or if you already have an account — 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
=2

Announcements  Register for an Account

yd

Advanced Search

o

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

Initiate Application/Request

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

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: *

Create Account
Forgot Password

Fig. 3: Enter Your NYC ID/Password and Log In
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Step 2. Start the Application

To begin, from your computer browse to the FDNY Business Home Page and click on the

Initiate Application/Request option. See Figure 4.

My Drafts My Records

Cart (0)

Your cart is empty.

Welcome = '8 = w
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.

Select Type of Application

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

What are you applying for today? | ? m
I" Public Reguest I<_°

(") FDNY Summons Cerlificate of Correction Request

@ Public Request for Inspections k—e

I
» Certificate of Fitness

» Emergency Planning and Preparedness
» Design and Installation Application
>
>
»
»

Cancellation Request
Enforcements
Refund Request
Record Linking

Continue Application » <_°

Fig. 5: Select and Click ‘Continue Application’
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Step 3. Complete the ‘Building Information’ Page

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

Most addresses already exist in the system. To search for the Address, select “No” for the
Is this a New Address? field and enter the address information. 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

1 Building 2 Contact 5 Request 4 Supperting 5 Review and 8
Information Information Infiormation Documents Submit

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 click Search. If your address is already svailable 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, these are your options:

1. SEearch with different criteria, or add mare crileria for the specific address search.

2 If the address is siill not found, you can add the address to our registry by seleching “Yes"™ next io Mew Address and then dicking Search

3. if search result is incomect, please dick dear and search with different criteria.

Address Type: - o

| Building/Address -J -

*Building No.: Address/Landmark:

| || —©

City / Borough: State: Zip:

E | [ | | |
"BIN: Block: Lot:

I || || |
Is This a New Address?: (7 o
() Yes () No

Save and Resume Later ng%% %ﬁ“ﬁlwﬁ.wmwmmwmm
Fig. 6: Enter/Search the Address
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The Address Search Result List window will open and display the top matches. Here, the
system has returned two (2) addresses. One is the correct address. Click to select it and click

Continue. See Figure 7.

Address Search Result List x

Addresses
Showing 1-2 of 2

City State Zip 1)
I SN a8 [ | o . |

QO = u
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
BT Jw=  mx oamm oemn
Information Information Infcemation Documents Submit

Step 1:Building Information> Address

*Hote

1. *Indicates a required field

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

Premises Address

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

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

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

2 If the address is s8ill not found, you can add the address to our registry by selecting “Yes™ naxt to New Address and then diicking Search.

3. If search result is incormect, please dick diear and seerch with different criteria

Address Type: 0]
"Building No.: Address/Landmark:
| | [ |
City / Borough: State: Zip:
| | [ | | |
BIN: Block: Lot
E | | |
Is This a New Address?: )
) Yes @ Mo
=3
Save and Resume Later L e R TS ing your work by clicking on Continue Application »

Fig. 8: Continue Application
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Step 4. Complete the Applicable Sections on the ‘Contact Information’ Page

You are taken to the Contact Information page. It contains eight (8) sections, as follows. See

Figures 9-10.

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

COF Holder

NOTE # 1: The “Permit/LOA Contact” section MUST BE completed for ALL Requests
for Tests/Inspections. This Contact is the person whose name will appear
on the permit, and to whom the Permit/LOA will be emailed. If you
do not complete this section, you WILL NOT receive your Permit/LOA.

NOTE #2: If you have questions about the sections you may need to complete for your
Request for Test/Inspection type, dial 311 and ask for the FDNY Customer
Service Center or email EDNY.BusinessSupport@FDNY.nyc.gov.

To add new contacts, click fhe Select from my Account or Add New busion. If you akresdy have addsd the cantact, click Edit to edit your contact defails or click Remove fo

If Applicable o

Buile Contact Request
! dcmrton 2 information 2 Informaten

'5'::: 2:Contact ion>Contact i Building Owner

1. *Indicates a required field.
2. You will be able o edi the details in this apphication from the "Review and Submit” page prior to final submission To 2dd new contacts, click the Salect from my Acosunt or Add New button_  you already have added the cantact, clisk Editin edit your contsot datails of click Remova 1o

Licensed Professional

To add a State Licensed Professional contact, click the Add a State License button. To 2dd a DOB Licensed Professional contact, ciick the Look Up
DOB License button. f you have already added a Licensed Professional contact to this section, click the Edit link to edit the contact or click the Remove

link o remove the contact.
[OR] Building Representative
Add a State License Look Up DOB License I Applicable o

Supporting Review and
# Documents 5 Submit g

If Applicable e

To add new contacts, dlick fhe Select from my Account or Add New bulion. If you akesdy have added the cantact, click Edit tn edit your contact defails or click Remove fo

Shawing 0-00f 0

License Number  License Type  Contact Name Business Name BusinessLicense # HomePhone  Fax Action

If Applicable o

Authorized Agent

To add new contacts, dlick fhe Select from my Account or Add New bulion. If you akesdy have added the cantact, click Edit tn edit your contact defails or click Remove fo

No reconds found

Permit / LOA Contact

remove.

To sdd new contacts. click the Select from my Account or Add New button. I you siresdy have sdded the contsct, dick Edit fo edit your confsct detsils or dlick Remove fo
If Applicable o

Add New
‘COF Holder
Billing Contact To add new contacts, cick he Select from my Acoount or Add New button. Ff you already have added the contact, click Edit to edit your contaot details or dlick Remove fo

To add new contacts, dick the Select from my Account or Add New bution. If you siresdy have added the contact, dick Edit o edit your contact details or click Remove fo.
If Applicable e

Select from My Account

o s
Fig. 9: ‘Contact Information’ Page Fig. 10: Contact Information Page (Continued)
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Scenario #1: Using an Existing Contact

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.” In this example, we will select a Contact

for the “Permit/LOA Contact” section. See Figure 11.

NOTE: If a Contact does NOT exist in your NYC ID account, you will need to add
a new Contact. See Scenario #2 for instructions.

Permit / LOA Contact s

To sdd new contacts. ckck the Select from my Account or Add Mew buion. If you slready heve sdded the contsct, diick Edit fo et your contect detalls or click Remove 1o

—

Select from My Account Add New

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.

In the below example, the Billing Address and the Mailing Address exist. To simultaneously
select both of them, “check” the checkbox located in the header — this will select all listed addresses.
To confirm your selection(s), click the Continue button. See Figure 12.

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 requesting the Test/Inspection.

Select Contact from Account X

I
Select contact addpeSsaes for this contact to attach to the record
Showing 1-270f 2

»
@ Address Type Recipient Address

] Biling Address

W] 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. As
indicated in the lower half of the window, the address(es) you just selected will be present.
Review the information and when you are ready to attach this Contact’s information to your

Application, 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 Test/Inspection will be sent to this email
address.

Additionally, depending on whether the Test/Inspection passes, the LOA
and/or Permit (as applicable) will be sent to this email address.

Contact Information ]
| | |

Legal Business Name:

* Business Phone: Mobile Phone: Business Fax:
* E-mal:
S5M: ) EIM &:

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
abovwe. For all other contacts, only the mailing address must be provided.

Showing 1-2 of 2
Addiess Type Address Acton
Billing Address Actions -
Mading Address AClions =

Continue

O

"
k.

Fig. 13: Review and Click the ‘Continue’ Button
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You will return to the Contact Information page. As indicated below, the Contact you just
selected (in this example, the Permit/LOA Contact) and their address information is now added to
your Application. See Figure 14.

To edd new contacts, cck e Select from my Account or Add New buion. I you siresdy Farve added The contect, clsclc Edd 10 ecll your contact detads or ool Remowe
L oo - ]

+  Contact added successfully.
_'-_. -
| & N 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
Biling Address Actions =
Mading Address Actions =

Fig. 14: ‘Permit/LOA Contact’ Information Selected and Added
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Scenario #2: Adding a New Contact

If a Contact does NOT exist in your NYC ID account, you will need to manually add the
Contact’s information. In this example, we will add a Contact to the “Permit/LOA Contact” section.

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

Permit / LOA Contact

To 8dd new contacts, dhck the Select from my Account or Add New buion. i you already have sdded the contact, cdhck Edt 1o edt your contact detals o chck Remove 1o

————

Select from My Account Add New

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. In this example, since we

are adding a person, we will select “Individual.” See Figure 16.

Contact Information

A madng snd 8 Bling sddress must be proweded for Buldng and Business Ownars using e "ASd Addresses” sachon below For sl othar
coniacty ondy B madeng eddress munl b proroced
indrvidusbOr ganirationC ity Agency )

RN

g anization _‘lﬂ“ NHame:
Legal Busness Name:
* Business Phone Mobsle Phone: Business Fax

w Contact Addresses

Add Contact Address

A and a address musl be provided for ard Business Owners using the “Add Contact Address” bution Y

Fig. 16: Select the Contact Type
[C
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Next, enter the Contact’s information. ALL sections marked with an asterisk ) must be
completed. When you are ready, 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 Test/Inspection will be sent to this email
address.

Additionally, depending on whether the Test/Inspection passes, the LOA
and/or Permit (as applicable) will be sent to this email address.

Contact Information

A mailing and a biling address must be provided for Building and Business Owners using the "Add Addresses® section below. For all other

contacts only the maling adoress must be provided

IndividualiOrganization/City Agency:

Individual v

* First Name: Middle Name: * Last Mame:

Legal Business Name:

* Business Phone: Mohile Phone: Business Fax:
| | |
* E-mail; B
J
55N: EIM #: |
| |
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.

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 Test/Inspection.

Billing Address

Mailing Address

*Street Name:

Floor#/Apt#t/Suite#: * City/Borough: * State: *Zip:

| [ ] [ | [ ]
Country/Region:

| United States ‘|

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 Results b

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.

|'é°' Contact address added successfutly.| -+

Showing 1-1of1

Address Type Address Action

Mailing Address N EE
-—'/o Y

Fig. 20: Click ‘Continue’

A

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 Select from my Account or Add New button. if you siready have added the contact, dick Edit to edit your contact detadls or click Remowve to

remove

v Contact added successiully.

H Tl
! 'usﬂ-:l:

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
Mading Address Actions =

Fig. 21: Contact Information Added
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In this example, we are completing a Request for Rangehood Inspection — Rangehood

Inspections require that the “Business Owner” section to be completed.

Complete the “Business Owner” section by selecting an existing Contact (see Scenario #1

above) or by adding a new Contact (see Scenario #2 above). See Figure 22.

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

Fig. 22: Complete the ‘Business Owner’ Section

REMEMBER: The “Business Owner” section requires that you provide a Mailing Address AND
a Billing Address — You will need to enter both addresses.

After you have completed all applicable sections on the Contact Information page, scroll

down to the bottom of the page and click Continue Application. See Figure 23.

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 1o

remove.

Select from My Account Add New
Tip: Save your application periedically to avoid losing your werk by clicking on : . -
Save and Resume Later e e e e Continue Application »

Fig. 23: Click ‘Continue Application’

Page 17



Step 5. Complete the Request for Test/Inspection Details

Next, on the Request Information page, you will need to add all the details for the
Test/Inspection you are requesting (in this example, a Rangehood Inspection).

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 24.

NOTE #1: You can only submit a Request for Test/Inspection for one (1) Inspection
Unit at a time. For example, if you need to request a Rooftop Inspection and
a Rangehood Inspection, you need to submit two (2) different Request for
Test/Inspection Applications.

However, if you have more than one (1) Request for Test/Inspection, and
they are all for the same Inspection Unit [e.g., three (3) Requests for
Rangehood Inspections], you can use the same Request for Test/Inspection
Application for all three (3) [Rangehood] Inspections.

NOTE #2: ARCS Electrical tests AND ARCS Operational tests must be scheduled at
the same time — use the same Request for Test/Inspection Application.

= ? B hm s Sy s

ion Request Details

E" D it 1 Bl SUbREON

Ui . ] Beerusa St o
R ompwics  Regisiraton
s eced found
ST IR TR
Requesior
T et cirelacts, chck B Sankoct Frm oy A e A Ko St 1y vy B kit e srtact. ok E-51 b ac your oot cetinl i ek pcienns 3
Additional Request Information

* Ermengency Contact Name [
* Evar ey Coniact Numbser [
*Harme ol B Contact peraon Tt will be the oo Lte |
Locaton oo of Requested impectoniTest [

O our Certification |

EaERR IR

Fig. 24: ‘Request Information’ Page
]
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To add your Test/Inspection information to the “Inspection Request Details” section, click the
Add a Row button. See Figure 25.

TR e I 3 flormaton | 4 Bepotng 5 Bty and 8

Step 3:Request Information >Inspection Request Details

*Note

1. *Indicates a required field

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

Inspection Request Details

Showing 0-0 of 0
Tawe and Type of Type of .
Justification {
inspection Inspection System Requested Requested Altemate Alternate :-" Mo = materials  Plate
Unit Type Typs  TestDate StartTime Date Tims ! transportsd  Sumbar(s).
" " andior used  State(s) of

No records found.

[ row || e s

Fig. 25: Click ‘Add a Row’

The Select Inspection Unit window will open. Choose the appropriate Inspection Unit for your
Request.

In this example, we are going to request a Rangehood Inspection. If you don’t see the
Inspection Unit you are looking for, click the Next tab (where indicated below) to scroll to the next
page. See Figure 26.

x
Select Inspection Unit

Select a value and Click "Next” to select related type
Inspection Unit
() Auxiiary Redio Communicafions Systam
() BulkFuel
() Gonstruction. Demolition and Abatement (CDA)
(C)  District Office {Storage, Handiing, Use or Sell of Hazardous Material)
() Fire Alarm
") Hazardous Cargo
() HighRise
O Laboratory
) Public Assembly

() Public Buildings

[543
Cancel

Fig. 26: Locate the Inspection Unit
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Once you have found the Inspection Unit you are looking for, click to select it. Then, click the

Next button (located in the bottom-left corner of the window). See Figure 27.

Select Inspection Unit
(Select only one)

Select & value and Click "Mexi

(@ Rangehood

() Fooftop Access

() Wacate Requests

select related type

':::] Suppression System — Mechanical Sprinkler’5tandpipe

< Prev

Search |

=3

2 Mext =

Fig. 27: Select the Inspection Unit/Click the ‘Next’ Button

The Select Inspection Type window opens and displays the Inspection types specific to the

Inspection Unit you just selected. Click to select the correct Inspection type and then click Finish.

See Figure 28.

Select Inspection Type
{Select only one)

Rangehood
Inspection Type

'::) Microswitch Test

{i} Rangehood Annual

i =
i) Re-Inspection

\J Rangehood Re-Test

'\_:) Rangehood Acceptance Test

—0

ancel

Search

x

=

Fig. 28: Select the Inspection Unit/Click ‘Finish’
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Next, enter all the applicable system and scheduling information. All fields marked with an

asterisk *) are mandatory and must be completed.

Click on the Calendar icon ([£]) to choose the Requested Test Date and select the
Requested Start Time. Then, click on the Calendar icon ([ZJ) to complete the Alternate Date and
select the Alternate Time.

You can select your preferred start time. If you are requesting an Inspection outside of normal
business hours (i.e., an Inspection that will be billiable as an Overtime Inspection), select “Off Hour
Testing” from the Requested Start Time and Alternate Time drop-down lists. See Figure 29.

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.

NOTE #2: If, in the Requested Start Time/Alternate Time field(s), you select
“Off Hour Testing,” you MUST enter the details for your Overtime request
(e.g., “Need to start at 10:00a.m. Saturday,” in the Time and Justification
for Off Hours Request text box. If you are NOT requesting “Off Hours
Testing,” leave this section blank.

* Inspection Unit: * Inspection Type: *System Type:

‘ Rangehood v ‘ ‘ Rangehood Annual v| ‘ Dry Chemical vJ

O

Requested Test Date: Requested Start Time: ) Alternate Date:
8:00 AM SuMo Tu We Th Fr Sa
10:30 Al

12 3
2:30 PM ‘45678910

Off Hour Testing | +———— 11 12 13 14 15 16 17|

Time and Justification for Off Hours
Request:

o

Fig. 29: Enter the Test/Inspection Details — 1

Next, complete all remaining required sections and then click Submit. See Figure 30.

*

* Inspection Unit: * Inspection Type: “System Type:

Rangehood - | | Rangeheod Annual v‘ Dry Chemical -
Requested Test Date: Requested Start Time: ) Alternate Date:

07/24/2021 | 12:30 PM v‘ 07/23/2021
Alternate Time: “Number of Cylinders: Manpower (minimum 1):

I (B |

Time and Justification for Off Hours
Request:

Fig. 30: Enter the Test/Inspection Details — 2
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In the “Inspection Request Details” section, you will now see a line item for the Test/Inspection
you just entered. If you need to add another Test/Inspection for the same Inspection Unit, click the

Add a Row button and repeat the above instructions. See figure 31.

Inspection Request Details

Showing 1-1 of 1
of
Type ]
Time and hazardous v ),
Iplcﬁnnlnm:ﬁonsyshmmmquﬂhdmmmm"mmm , IsFlah
L H
[ ] of (minimum  for Off transported
Unit Type Type TestDate  Start Time Date Time Sumber(s),
Cylinders 1) Hours andlor
e State(s) of
Reg Registration
citywide
Rangehood D
Iy
[l Rangehood Acceplance ) 07232021 800 AM 07/2612021 1030 AM 2 1 Act
Chemical
Test
< >
Add a Row Edit Selected Delete Selected

Fig. 31: ‘Inspection Request Details’ Section — Completed

If you need to edit or remove an Inspection, “check” the checkbox at the beginning of the row
and use the Edit Selected or Delete Selected buttons. The Edit Selected button will allow you to

update the Inspection and the Delete Selected button will delete the Inspection. See Figure 32.

Inspection Request Details

Showing 1-1 of 1

Type of
Time and hazardous
Vehicle(s),
Number Manpower Justification materials
pectit pecti y Req Req Alternate  Alternate Plate
] of (minimum  for Off transported
Unit Type Type TestDate  Start Time Date Time Sumber(s),
Cylinders 1) Hours andior
State(s) of
Request used ) .
Registration
citywide
/ Rangehood
y
@ Rangehood Acceptance P 07/23/2021  8:00 AM 07/26/2021 10:30 AM 2 1 Act
emica

Test

<
Add a Row | Edit Selected || Delete Selected |

Fig. 32: Edit/Delete the Information (as Applicable)
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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 and follow the directions in Step 4,

Scenario #1.
Otherwise, click Add New and follow the instructions in Step 4, Scenario #2. See Figure 33.

NOTE: The Requestor is the person who is signed in to FDNY Business and who
is completing this Request for Test/Inspection (i.e., you).

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. 33: 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.
When you are ready, click Continue Application. See Figure 34.
NOTE: If you requested “Off Hours Testing” when completing the “Inspection Request
Details” section (refer to Figure 29), you MUST “check” the Off Hour

Certification checkbox (bordered below in “red”) to confirm that you accept any
additional fee(s) associated with the Off Hour Request for Test/Inspection.

Additional Request Information

" Emergency Contact Name:

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

* Emergency Contact Number: [
Location/Floor of Requested Inspection/Test: |

| Off Hour Certification: O |

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

Fig. 34: Complete ‘Additional Request Information’ Section/Continue
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The Request Information page will refresh. Next, you will need to complete the “Inspection
Information,” Project Information,” “Plan Information” and, if applicable, the “Violation Information”
sections.

For the “Inspection Information” section, enter the Inspection Record ID/Account #. This is
the 8-digit number you received when the Project Authorization was issued and your Plan Application
was approved. See Figure 35.

NOTE: Below is a sample email that contains this 8-digit number (as highlighted in

“green”). As highlighted in “blue,” the Title shows that this email provides the
confirmation of an approved Plan Application. See Figure N1.

Impontance Sent Status Event
Normal Sent BFP_PLAN_REVIEW_INSPECTION_}

Fram
FONY Business [noreplyididny. nyc gov]

To
Ce
Bee

Title
Plan Rewéw Apglicaton TMRGHD PLAN Approved

Attachment(s)

Content

Dear FOMY Customer,

FDNY has approved the plan record TMRGHD BESCPLAN. Your Inspaecton record 1D |s%hm5a use this ID to request a test upon installation of th
aven't added a Licensad Master Fire Supprassion Contractor to your record, you may do so by using tha "Edit’ button besides your Inspection record in My Records

Fig. N1: Sample Email — Approved Plan Application

Public Request for Inspections

4 Building > Contact 3 Request 4 Supporting 5 Review and
Information Information Information Documents Submit

Step 3:Request Information >Inspection Info

*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

Inspection Information

Inspection Record ID/Account #: [ " ‘

a

Fig. 35: Enter the Inspection Record ID/Account #
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Next, complete the “Project Information” section by following the listed directions (bordered in
“red” in the below example). Click inside the text box and enter the Project name, and a detailed

description of the Test / Inspection you are requesting. See Figure 36.

Project Information

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

Project Name and Description: Enter your Project Information here.

Fig. 36: Enter the Project Name and Description

Finally, complete the “Plan Information” section. Enter your Approved Plan Application’s
Record ID (highlighted in “yellow” in the sample email shown above in Figure N1) and DOB Job #, if
applicable, into the respective fields. See Figure 37.

NOTE: Not all Inspection Units require the DOB Job #. You only need to enter this
if you have previously received this number on your Plan Record.

Plan Information

Record ID: [ l

DOB Jobi#: l ]

Fig. 37: Enter ‘Record ID’ and (if Applicable) the ‘DOB Job#

Now, scroll to the bottom of the page and click Continue Application. See Figure 38.

Tip: Save your application periodically to avoid losing your work by clicking - —_—
Save and Resume Later e Save R e Dt oo — Continue Application »

Fig. 38: Click ‘Continue Application’
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Step 6. 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 and

attach a new document that you have saved on your computer, as applicable.
In this example, we will click the Add button to upload and attach a supporting document that

is saved on your computer. See Figure 39.

| 4 Supporting | 5 55:‘:1& and 6 Confirmation

Contact 5 Request
Documents

!
1 - o
2 Information Information

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. Finalty, 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

No records found.

Select from My Account 1

Fig. 39: Click the ‘Add’ Button

The File Upload window opens. Click the Add button. See Figure 40.

File Upload x

Add

o

Fig. 40: Click ‘Add’
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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 41.

£ Choose File to Upload

& v 4 ‘- » ThisPC » Desktop » v O ‘ ‘ Search Desktop
Organize v Mew folder Bz v [ o
-
L2 Name Date modified Type L
e P e - el R M B, 2/1/2021 2:08 PM Microsoft Word D... |
(]
]
= B -
O
I
[
] i
[
[
]
B - _— il
] vl <] m >
File name: |[Fon mwen loes = Ly win Cmmcy i Vi i ol ims “omem V| [All Files (*.*) Vl
°—v|| Open I | Cancel |

Fig. 41: Select the File and Click the ‘Open’ Button

When the upload status of your selected document reads “100%” (highlighted below in

“yellow”), click Continue. See Figure 42.

File Upload

Continue m Remove All

x

Fig. 42: Click ‘Continue’
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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 43.

Name

File:

Mo records found

Type

[ [, SRy QRS- R vy ) o
No. iiji-=ispEii= 1).docx
100%

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

Size Modified Date Document Status Action

Remove

pt

m Select from My Account m Remove All
Save and Resume Later

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

Continue Application » |

Fig. 43: Complete the Upload/Click ‘Continue Application’
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You will be taken to the “Digital Signature” section. Here, you will provide your digital signature
to acknowledge that you are submitting a Request for Test/Inspection.

Enter your First Name and your Last Name. Then, make your selection from Title/Roles
drop-down list. In this example, we will select “Building Owner.”

Then, “check” the checkbox to acknowledge submission of your Application. Finally, click
Continue Application. See Figure 44.

Public Request for Inspections

Contact Request 4 Supporting 5 Review and

Information ® Information Documents Submit § Confirmation

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 FDNY Business and entering this information.

* First Name : [ = l

* Last Name : o [ ‘

* Title/Roles : | Building Owner v ‘
* By checking this box, | acknowledge submitting this request.

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

Tip: Save your application periodically to avoid losi our work b cliddne—p
Save and Resume Later bl P de® oo buﬂon.“y ngy Y Continue Application »

Fig. 44: Complete the ‘Digital Signature’ Section
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Step 7. Review and Submit

You will be taken to the Review and Submit page. Here, you will be able to review and edit

your information before you submit your Request for Test/Inspection.

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 45.
Public Request for Inspections
Contact Request Supportin Review and
' 2 Information 3 information + Documen 5 Submit § Confirmation

Step 5:Review and Submit

Record Type

Public Request for Inspections

Premises Address Edit

Licensed Professional =

License Number License Type Contact Name Business Name Business License # Home Phone Fax Action

Permit / LOA Contact Edit

Fig. 45: Review your Request for Test/Inspection Information

complete.

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
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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 46.

Digital Signature Edit

* First Name

* Last Name :

* Title/Roles: Building Owner
By checking this box, | acknowledge submitting this request. Once Yog

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

| understand that it is unlawful to give to a city employee, or for a city employee to accept. any benefit, monetary or otherwise, either as a gratuity for propery performing the job or in
bya

exchange for special consideration. Viclation is puni by imprisonment or fine or both. | undersland that falsification of any stal tis a mi: anor and is p
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 o be falsified any cerificale, form, signed statement, application, report or certification of the tion of a violati quired under the provisions of the NY'C Administrative
Code, including the New “ork City Fire Code or of a rule of any agency, | may be barred from filing further applications or documents with the Fire Department. | hereby certify that |
am authorized by the owner named herein, to file this application on their behalf | hereby certify that |, or a qualified employee, or authorized agent under my direct consent, prepared
of supervised the preparation of this application, and the plans, and/ar specification: ith submitted and to the best of my knowledge and belief, the plans and

L T T

- Tip: Save your application periodically to avoid losing your work by clickin
Save and Resume Later onp‘Sawe bt Repsﬂme Later hm"_"" 9y Y 9 Submit Application

Fig. 46: Digitally Acknowledge, Sign and Submit the Application

B e T T T P e T A PP R TP

By checking this box, | agree to the above certification and electronic signature. Date: 06/09/2021

Step 8. Submission Confirmation

You will receive confirmation that your Request for Test/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 47.

Step 3:Receipt/Record issuance

Receipt

@ Your application(s) has been successfully submitted.

REQUEST-

Fig. 47: Request Submission Confirmation/Record ID

|
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After Your Submission

You will receive an email confirmation that your Request for Test/Inspection has been
submitted. See Figure 48.

Dear FONY Customer,
The Fire Department of New York confirms that your request of a Rangehood Acceptance Test for record 1D BSINSEL has been received.
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: https://fires-stg-apps.fdnycloud.org/citizenaccess/Cap/MyRecordsCap.aspx

Thank You,

BUREAU OF FIRE PREVENTION

3 METROTECH CENTER, BROOKLYN, N.Y. 11201 3857

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 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 to you in error, 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 message or its attachmenits is stric
prohibited.

*** This is an automatically generated email, please do not reply ***

Fig. 48: Request for Test/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 49.

Dear FDNY Customer,
The FDNY wants to inform you that an inspection has been scheduled on 7/7/2021 at 2:01 PM for 87 9

If you have any issues with the inspection scheduled, please inform us at least 48 hours before the scheduled time at "311" or email us at "FDNY.BusinessSupport@fdny.nyc.gov".

Comments:
Thank You,

BUREAU OF FIRE PREVENTION
9 METROTECH CENTER

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 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 to you in error, 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 message or its attachments is strictly
prohibited.

*** Thic is an automaticallv senserated email_nleace do not renly ***

Fig. 49: Scheduled Request for Test/Inspection — Sample Confirmation Email

Page 32



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 Test/Inspection has been rejected (e.g., the Project Authorization has not
yet been submitted), you will need to submit a new Request for Test/Inspection on FDNY Business

once all prerequisites are complete.

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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2. Request an Inspection Cancellation

Once a Test/Inspection has been requested and scheduled by FDNY, if you need to cancel it
you MUST request the cancellation via FDNY Business. The Request for Inspection Cancellation
should be requested at least three (3) business days before your scheduled Test/Inspection or you

may be charged the Test/Inspection Fee.

NOTE #1: You will NOT be able to submit a Request for Inspection Cancellation until
you receive an email confirmation with the scheduled date and time of your
Test/Inspection (refer to the sample email shown in Figure 49).

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

If you are NOT the Requestor and your company needs to request a
Cancellation, contact FDNY Business Support for assistance.

To begin your Request for Inspection Cancellation, you will need to Login to your NYC ID

account from the FDNY Business Home Page. 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 50.

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.

' What are you applying for today? ‘ ? m

» Public Request
» Certificate of Fitness
» Emergency Planning and Preparedness
» Design and Installation Application
| w Cancellation Request | #———

quest for Inspection Cancellation

» Refund Request
» Record Linking

Continue Application » q—e

Fig. 50: Begin the ‘Request for Inspection Cancellation’
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On the Inspection Cancellation page, under the “Cancellation Information” section, select the
“Inspection Unit” 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 51. Click Continue Application.

Request for Inspection Cancellation

Inspaction Revagw and
1 Cancellation 2 Submit 3 Confirmation

Step 1:Inspection Cancellation>Cancellation Information

*Mote:

1. *Indicates a required field

2. You will be able 1o edit the details in this application from the "Review and Submit” page prior to final submission

Cancellation Information

Enter thie "From Date” of your scheduled inspection and'or enter a “To Date”™ if you want to search for a range of dates. To soe ol schduled nspactions, leave thi: dabe
felds blank

* Inspection Lnit: . e o v]

(1] | 5
To Date: D

TSRS e e

Fig. 51: Enter Inspection Cancellation Search Information
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Next, check the box to select the inspection you want to cancel from the List of Scheduled
Inspections. Then, click Edit Selected. See Figure 52.

Inspection Review and -
1 Cancellation 2 cubmit 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" button 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

Inspection Inspection  Inspection Inspection Inspection
] =3 = Requestor Comments Justification Confirm
Record Id Type Unit Date Time

@ Annual Hi-Rise 031572022 3:00 PM Actions v
O Vendor Explosives  03M7/2022  1:00 PM Actions
Special n
| Explosives  03/20/2022  12:45 PM Actions v
Efiects

Edit Selected

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

Fig. 52: Select Inspection to Cancel
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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 53.

4
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 to request a cancellation for this inspection and click Submit.

Inspection Record Id: Inspection Type: Inspection Unit:

‘ ‘ ‘ Annual | ‘ Hi Rise

Inspection Date: Inspection Time: Requestor Comments:

‘ 03/15/2022 ‘E ‘ 3:00 PM | A

(1

Justification: l

)
B €

3o

Fig. 53: The Test/Inspection to Be Cancelled Is Shown
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You will be returned to the List of Scheduled Inspections. Click “Continue Application”. See

Figure 54.
Inspection Review and :
1 Canceliafion 2 oy ibmit 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” button to continue.

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

Showing 1-3 of 3

Ingpection Ingpection  Inspection Ingpection Inspection

] Requestor Comments Justification Confirm
Record Id Type Unit Date Time
D Annual Hi-Rise 0311572022  3:00 PM ves  Actions v
O Vendor Explosives  03/17/2022  1:00 PM Actions =
Special B
O Explosives  03/20/2022  12:45PM Actions =
Effects

Edit Selected

ue Application »

Tip: Save your application periedically to avoid losing your work by clicking on
Save and Resume Later ‘Save and Resume Later button. Co

Fig. 54: 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. Then, read and affirm the certification by

“checking” the checkbox. When you are ready, click Continue Application. See Figure 55.

Request for Inspection Cancellation

Inspection Review and
1 Canceliation 2 Submit SACommmation

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: | Building Owner v ‘ o

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

Tip: Save your application periodically 1o avoid losing your work by dicldngi.\

Save and Resume Later Save and Resume Later button. Continue Application »

Fig. 57: Complete the ‘Applicant Certification’ Section

any changes.:
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Next, upload and attach any Supporting Documents, as applicable. For instructions on how to
upload and attach documents, refer to Step 6 (Figures 39-43) in the Request a Test/Inspection
section.

When you are ready, click Continue Application. See Figure 56.

Request for Inspection Cancellation

|.||ruou:hm | s Review and 3 Confiemartion

Step 1:Inspection Cancellation > Supporting documents

= Habe
1. "Indicates & reguired fakd

2 You will be able io edit the details in this application from the *Review and Submit® page prior to final submissson

Supporting Documents

Following are the optional Documents you may submit.

List of Supporting Decuments:

*Requred Secion

Documieents can be addediuplcaded by followng these sleps

1. Clk the Add bumen balow. then chck Add agan

2. Salaet s Blads) fom your computid you wiket 15 add, than chck Contrs

3, ldrly T zcurnand Sype for aach Sa added by salecting B option from tha dropdown manus abeied Typs™ Thedse types will maich the required and aptenal kst of
spportng docamgnty b

4. Finally, cick he Liplcad buiion io upload the documents io #w applcation

Mapomum sioe pemmtied i 25 MB per s

T Sive your appication pesioSealy 1 v s your work by chckng on Contiawa Applicatics »

Fig. 56: Click ‘Continue Application’
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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 57.

Request for Inspection Cancellation

Inspection Review and .
" Canceliation 2 submit 3 Confirmation

Step 2:Review and Submit

Record Type

Request for Inspection Cancellation

Cancellation Information Edit
Inspection Unit; Hi-Rise
From Date: 031312022
To Date: 03/20/2022

List of Scheduled Inspections Edit

Inspection Record Requestor

Inspection Type Inspection Unit Inspection Date Inspection Time Justification Confirm
Id Comments
Annual Hi-Rise 03M5/2022 3:00 PM Yes

Fig. 57: 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 Test/Inspection date and time, your Cancellation Request may
be rejected and you may be charged the Test/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 58.

Applicant Certification Edit

First Name:

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 understand that it is unlawful 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 o have knowingly or negligently made a false statement or to have knowingly or negligently falsified or allowed to

ificate, form, signed statement, application, report or certification of the correction of a violation required under the provisions of the NYC Administrative Code,

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 certify that | am

by the owner named herein, to file this application on their behalf. | hereby cerify that I, or a qualified employee, or authorized agent under my direct consent, prepared or

supe 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

T T T P [ R S

S e p

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

Tip: Save your a tion i to avoid losing your work by clicking on : jaatd
Save and Resume Later nge anu‘hesunil.g“gter' penod cally ngy oy na e——b Submit Application

Fig. 58: 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 59.

Search Applications Create an Application
1 Selectitemtopay 2 hayment 3 RecelbiRecord

Step 3:Receipt/Record issuance
Receipt

@ Your application(s) has been successfully submitted.

CANCEL-
NS

Fig. 59: 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 Test/Inspection Fee.
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