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TECHNICAL 
 

ISSUER: 

PURPOSE: 

SUBJECT(S): 

Keith L. Wen, R.A.  
Assistant Commissioner 
Code & Zoning Interpretation 

This Bulletin rescinds 1 Directive and 19 Memoranda which 
were issued by the Department but are no longer applicable 
under current Codes and Local Laws. 

Rescinding a Directive and Memoranda 

James S. Oddo, Commissioner  nyc.gov/buildings 
 

 

 

 
 
 
 
 
 
 
 
 
 

BACKGROUND  
 
The Department of Buildings periodically reviews published Buildings Bulletins (BB), Policy and 
Procedure Notices (Technical, Operational, Legal, Administrative, OTCR) and the various 

Directives, Executive Orders, Memoranda and Letters issued in the past to ensure their continued 
consistency with current Departmental practice and to verify that new laws and regulations are 
incorporated into these documents. 

 
The above listed Directives, Policy and Procedure Notices and Letters are rescinded effective 

immediately and are attached therein. 
 
The rescinded documents will appear on the Department’s website with the watermark 

RESCINDED. Because this review is ongoing, documents not specifically listed in this Bulletin may 
be addressed in future bulletins. Watermarked Memoranda, Directives, Executive Orders and 

Letters may be accessed through the online version of this Bulletin at 
www.nyc.gov/site/buildings/codes/building-bulletins.page.    

RESCINDED DOCUMENTS   

Directive 2 of 1979 

Memo 7/17/70, Memo 11/7/73, Memo 6/2/77, Memo 3/5/79, Memo 6/15/79, 

Memo 9/24/73, Memo 11/18/76, Memo 2/11/76, Memo 8/25/72, Memo 12/6/73, 

Memo 2/27/78, Memo 12/15/77, Memo 12/8/77, Memo 5/12/78, Memo 6/21/78, 

Memo 7/26/79, Memo 8/26/77, Memo 7/31/72, Memo 10/10/84 
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THE CITY OF NEW YORK 

DEPARTMENT OF B.UILDINGS 
DIRECTIVE NO. 2 o:f 1979 

DEPARTMENTAL MEMORANDUM DATE: May 1, 1979 
Borough Superintendents, Director-Material & Equipment Acceptance, 

TO: Director-Cranes & Derricks, Supervisor-Central Billing Section, 
Chief Inspector- Boiler Division. , 

FROM: Cornelius F. Dennis, P.E., Assistant Commissioner-Operations 

SUBJECT: FREEDOM OF INP'ORMATION LAW 

Directive No. 14 of 1974 dated October 1, 1974, is 
superseded by the following: 

"Uniform Rules and Regulations for All City Agencies 
Pertaining to the Administration of the Freedom of Information 
Law" was promulgated to comply with the Freedom of Ini'ormation 
Law (Public 0:fficers Law, Art.6) by the Of:fice of the Mayor. 
A copy of these rules are attached hereto. They are ef:fective 
April 16, 1979. 

The "Procedure for the Public Inspection of Records 
Pursuant to the Freedeom of Information Law" for the Department 
of Buildings was promulgated to comply with the above noted 
Rules & Regulations. They are ef:fective immediately .. A copy 
o:f this procedure is attached hereto. An additional copy, 
in clear plastic, is enclosed, and is to ·be- posted in a con
spicuous place in each o:f the offices of this department. 

The. :following records are to be considered as public 
records in ·con:formance with the law and are to be made avail
able to the public in a manner that will not interfere with 
the normal operation of the borough offices. All applications, 
plans, violation orders and complaints shall be made available 
to the public upon request, subject to the following con
ditions which are required to prevent interference with the 
procedures and operations of the department and to provide for 
-orderly inspection and security o:f the records: 

1. Plan Desk Files 

Applications which are on file in the plan record room 
may be examined upon presentation of a request on the prescribed 
form of the department. Such records may not be taken from 
the public area of the plan record room. Records will be avail
able at the plan record room only during normal operating hours. 
Consents of owners shall not be required. 

2. Plan Examination Files 

Applications which have not Leen approved or which are 
not in the plan record room because of amendment or other reason, 
may be examined upon request made to the :Borough Chief Engineer. 
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Consent of an owner or architect shall not be required. The 
Borough Chief Engineer shall require that the inspection of 
records be made under the supervision of a person designated 
by him, and that inspection be made at such time and place 
as not to interfere with .plan examination or other :f'unctions 
o:f the department. 

3. Block and Lot Files 

Block and lot records may be examined upon request in 
writing, on department forms, during normal operating hours 
of the plan record room. Records may not be taken out of the 
public area in the plan record room. Consent of the owners 
or other persons shall not be required. 

4. Records in Litigation 

Reports or other records made in association with a 
claim against the city or for use in any investigations author-

.ized by the Charter, are not public records and are not to be 
released to the public, unless authorized by the General 
Counsel of this Department or the Corporation. Counsel's office. 
Reports relating to injuries or deaths shall be considered 
to be in this category. 

5. Viola~ion Orders 

Violation orders may be viewed by the public at any time 
of the day, provided there is no interference with the normal 
operation o:f the department, as determined by -the person in 
charge of the Violation Section. Records may not be taken out 
of the section. 

6. Receipts for Records 

A receipt shall be required for every record. Whenever 
·a-record has not been returned by closing time for the day, 
the Deputy Borough Superintendent shall be notified. 

7. Complaints 

Complaints relating to buildings, or premises, including 
names of complainants, shall be released to the public upon 
request. 

8. Copies of Records 

Copies o:f records may be issued upon requests in writing 
and upon payment of applicable fees. Persons may be permitted 
to look at record~ and to make notes and sketches without pay
ment of fees. This shall not be construed to permit the tracing 
or complete reproduction of plans. 
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9. Directives and Memorandums 

Copies of directives and memorandums issued to Borough 
Superintendents, relating to procedures or interpretations 
of law, and minutes of meetings relating to procedures and 
interpretations, shall be made public upon request. 

10. Other Memorandums and Reports 

Other memorandums, reports and communications between 
Borough Superintendents and Commissioners, or other officials 
of the department, shall not be considered as public records 
and shall not be made available to the public unless there 
is a court order directing that this be done. 

·11. Board of Inquiry Minutes 

The minutes of Boards of Inquiry or reporta of personnel 
of the d~artment concerning incidents or persona, shall not 
be released to the public without permission of the Commissioner. 

12. Inspectors• Reports - Other Than Item 4 
Reports of inspectors concerning violations, complaints 

and applications shall be considered public records and shall 
be made available at the convenience of the department. Reports 
of inspections, which were requested by the Commissioner, 
Borough Superintendent, or a member of the executive staff, 
shall not be released to the public without the approval of 
the person who requested the report. 

13. Telephone Information 

Where in:f'ormation is requested by telephone, the inform
ation may be given over the telephone when it is readily avail
able, otherwise the caller shall be advised to obtain the in
formation in person. 

14. Press Information 

When information is requeated by representatives of the 
press, television or other news agencies, the person maktng 
the request shall be referred to the Director of Public Affairs 
of the department. 

Attachments 

CFD:WCK:ah 

cc: Executive Stai"f 
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THC c11·y or- r.r:w YORK 

Hou ,.,., ... •·10 r.r••~1 "·•rnr•1 ... ··0··1•11c-r~·-101·1 .:1 i, l• ,u, ,};: \ ,: ... t;:'11:l°.1, I , .. 11: I\ ..., ,.:.1 I • 

DEP/'.l~i·r.1r.rff OF DIJil.UINGS 

DATE: 

TO: Bo1:ough Suj::er in ten.den ts 

FRO:,·,: Thom:.s V. B\1rkc, Director of Ope:~.:1tions 

July 17, 1970 

It is required by the· nc1,-,, univ0n:a.l st11:1:-,1ons form that t.h2 signc.1.ture 
and rcml-:. of tho complainant <!rn~ the ta:; registry .number b2 placed 
ill the desis.ncitcd sp~cc~s at the bottorn of the fo,;.:m. 

The CO!':'lp1ainu.nt, for those su;-x~10nses j ssucd by this d2pc:rtmcr.t, wi 11 
be the inspector. The "'l'ax R•.,:ristry No. 11 is the cr,1ployc~ registry 
nurnb(:;r, whi c.:h appeo.rs _on e~ch p2ycheck of the depcrtr:icn t. 

Please instruct all ir'!spectorE". to note in their ~~cc.crds, the nur:ibc:c 
which appears in the fifth colu~~ of the p2ych2ck, desig~~~2C as 
"Soci.:.l Seci.~ri ty or :C::::plcyec Reg i.s try No. 11 'l'hi.s .i .s t!ic (;J.:~l oyee 
reg is t.ry nu:r.bcr for t.he person v:hose n;:.r,c ap;>ec1r!, on the s!-::1!:ck. rl'hc 
nota ti.on should be m,:de on the next puy clc1y so th~t the ins rectors 
\'lill have st~ch n-:.unbcr avaiJ.able uhcn issui.ng a su::n."T\ons. 

• .J 

The e~ployec registry number remains th0 s~ms fo~ the entire time an 
---rimployce-wor1;.s-for--thc--c-i ty-,--tmless-he- changes-his·-pens·:i on-plan--;------

TVB/df 

CC: Co:nm. O'Neill 
Dcp. Comm. Ferr~ 
Asst. Comm. Pada an 
I·;~ss:s. ~chnei&,,...:r ~ \·lulsh, 
J-.1.nk1.n, J.upf er, Lin}~er, Loudon 
Kehoe, GolGstein; Nelson, Beck, 
Garrison, Lutenbcrg, Grill 

,,:? . 
·O,.,,,..,,., .. ,. ~· /✓,/:.~\ / .,· ./.(',.. 

ThOIT!~G -V. Bur}~e 
Director of Opcrc1tions 

pethernandez
Text Box
RESCINDED BY BUILDINGS BULLETIN 2023-019



THE CITY OF NEW YORK 

uoust"l"' A'ID "'l~,,-lol)··-··.,. n":"1~·1··1s---:r.110'1 n ,. ~ h,~ U'- Ii~ 1 iii~,., r .. Jl,t ;. 1 i,~ ,, 
DEPARTMENT OF BUILDINGS 

DATE: Novecber 7, 1973 

TO: Boro·~gh Sl:.perintenden~s &. Director, Cranes and Derricks 

FROM: ~homas V. Burke, Director of Operations 

SUBJECT: Ccrnplic.~Ce ~-nth Section 170.10(2) of the Criminal 
Procedilro k\1 \-1~1ich reGuircs the defendi:.nt to be 
furnished \'1ith a copy of the accusatory instrument 
(court complaint). 

Section 170.10(2) of the Crlrnin~l Procedure Law requires • 
t1at a tl~foudan~, u~on ~rr~ig~.me~t, be f~-nizhcd by th~ 
Curt with a copy of ~he acc~za~ory instr-wucnt. In or,er to 
c ,ply with t',his legul requirement, the follo.-zing steps 
sr .ll be Ulken im:.iediately: 

1. An addit.io~l copy of the court co:plz.int 
s;. 1.1 ba prepared ar.ci furnished to t.~e Cr-:mi.~1 Court. 

2. A Rubber St::.:=? ~-ti. t:1 c.:.pi t.al let~crs one-h~ll" 
i'.. hig:-t recd in;; 11DEFZ~D.t .. ii'i' 7$ C0?7a uill be Ton·:=.rdcci t.o 
c~ borough office. This ace:'1.:t~or:.~l copy of court - •• • 
c 1; .aint sho-.ilcl b~ stc.r.1pac1 as t.:7.c 1:nzFElIDf .. ~'"? 'S CO?Yn :.nd 
fi with ·(.he Cou:-t for the defcr:lr.nt -:s use. 

3. Prior to the receipt of the~e sui~ps by the 
bo:..--0· .. ,:;:1 o!'fic.?s, the "itlor~s "D~FE~1)A~~T'S COPY" shall be 
t·rc1cd or \1:-i!,:te:i ma.i.JZ.lly on this additional copy 0! the 
court (omplaint. 

It cannot bd over-emphasized that the =.bove steps 
be folJ. )"t·1eC.: i:i all c~~es ~d shall be· the TOutine 
procee~ ·e oft.he Department. 

TVB/LE/~c 

A TT AC!".".'.::NT: 
cc: E..~ccutive Staff 

Louis Bec!c 
Joseph Halpern,Chief-Penalty Division,Law Dept.27th noc~, 

Municipal Building 
Jerome Campbell, Attorney -in Charge 

Criminal Cou.-~ 
Part 6 Prosecutions 
Roo:i 3000 
Municipal Building 10007 
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THE CITY 0 1• NEW YORK 

IIOUSltiG AND DEYELOf .AEHT ADMUUSTRATIOt4 
0EP#,RTMENT OF BUILDINGS 

DlPARTMENJAl ME~ANDUM 0/\JE: . h 111t 

flOM: l ,1 r «H .. I or of OpcrullC11 ,~. I rv1n,_1 l. . 1'/\trik.111 

SUIJf:CT: CUUl<?T I >l~OSL Gt.JI' luhl 

Her-E'\-.;·•, forwarded is a copy of an cxµlnn.1tic111 fron-i 
' . 

' General ;unset Beck of a court dcci~ion rcl.:iti,-19 lo turtlwr 

courL prosecution of a continuing viol~tion r or which ti it •n: 

has been dismissal of a prior :prosecution, for your itdvicc· 

,, 
and guidance. 

-IEM/df 
I 

Att. 

CC: Exec. Staff 

/ -- .,• 
,,·/ ...... -~--· .,.. .,. //. ,4~. 

I ,. / 
lr-viC'l6 E. f'vHnkin 

Director of Qpvr.iltons 
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THE CITY or- NEW YORK 

DEPARTMENT OF B.UILDINGS 

DEPARTMENTAL ME MORAN DU M DATE:· March 5, 1979 

TO: 

FROM: 

SUBJECT: 

Borough Superintendents 

Cornelius F. Dennis, P.E., Assistant Commissioner-Operations 

Court Attendance by Field Inspectors 

Whenever an inspector receives a f1rst notice that there 
has been a "Not Guilty" plea on a summons previously issued, 
there will be no routine appearance in court by the inspector. 

However, should he receive a notice marked 'Second Notice' 
in which--a trial date is set, the following procedure will 
be followed: 

The inspector will report to the Borough Office or field as 
originally scheduled and call the Court at 346 Broadway in 
Manhattan, tele hone 566-3967 between 10:00 and 10:30 A.M. 
and inquire if is presence is nee e at t e Court. Te 
department's court representative will, as circumstances 
dictate, 

a) instruct him either to report immediately 
to the Court at 346 Broadway, 

b) to call the Court back at a later time or, 

c) to continue his regularly scheduled work 
as his presence is not necessary. 

This procedure will be implemented immediately. 

Cornelius F. Dennis, P.E. 
Assistant Commissioner-Operations 

CFD:JJI:rmr 
Executive Staff 
All Chief Inspectors: Construction, Plumbing, Elevator_ 
All Inspectors 
Corporation Counsel 
Court Attendant 
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otrl\H I MtN I Ut BUILDINGS 

DEPARTMENTAL MEMOIAN0U~ DATE: June 15, 1979 

TO: F.XECUTIVE STAFF 

FROM: Irwin Fruchtman, P.E., Commissioner 

SUBJ.ECT: Assignment of Criminal Court Staff to Office of 
General Counsel 

This is to advise that effective May 22, 1979, the below listed per
s~nnel were assigned to the Office or the General Counsel 1n the in
dicated capacities. As of the date of assignment these staff members 
report to and are supervised by Mr. A. Louis Munoz, the General Counsel. 
Further administrative arrangements shall be made to insure that,the 
personnel matters and administrative concerns of this unit are fully 
within the purview of the General Counsel. 

The aforementioned personnel are as follows: 

1. Mr. Dennis Scanlon. Assistant to the General Counsel 
in charge or Criminal Court matters. 

2. Mr. Frank Lesser, Clerk 

3. Hr. Richard Cline, Clerk 

!my inquiries concerning the above are to be directed, cto the General 
~ounsel. 

r would also like to take this opportunity ·to advise you that any 
matters, issues or problems concerning submissions of legal papers to 
the Criminal Court, appearances before said court ·and any ot-her com
munications to the court are under the jurisdiction of the General 
r.ounsel and his Assistant-in-Charge of Criminal Court matters. 

H'//\LM/res 
~i Pruchtman, P.E. 

Commissioner 

pethernandez
Text Box
RESCINDED BY BUILDINGS BULLETIN 2023-019



•llt. ...,.,,1 Wt' "C.ff IVMI\ 

HOU s1:: S A~ D D E'JELOP:.~rra ,.or.1rn:STRA TIO:l 
Dt:PASHMENT OP BUIL01NGS 

Revision #1 
August 6, 1970 

: September 24, 1973 

TO: Borough Supcrin~cndents 

FROM: Thomas V. Burkc,P.E., Director of Operations 

SUBJECT: Local L:n-r No. 30/70 - Section C26-1O8.5 and C26-ll3.2 Admin.Code -
Signed Statorncn~ of Notice to DepL1rtmcnt of Rent and Housing 
Maintenance of lntention to file Plans. 

A local law, nuruber 30 or 1970, was approved by the ?J'.ayor on July 10, 
1970, and bcca~e effective immediately upon certi£ication that the law 
was properly enacted. 

A new subdivision (b) or section C26-lOS.5 Administrative Code requires 
that "an applic~tion for approval of plans for the alteration or an. 
exi!:jt:.nz building or the construction of' a new building shall be accom
panied by a signed ~ta~c~cnt of·the applicant certifying either (~) that 
the building to -be al~crcd, or the site of·the new buildinc, as the c~=e 
may be, contain$ no occupied houzine; accomr,1odations subject to con~rol 
under tit.le Y of chapter fifty-one of·thc Administrative Code, or (2) 
that the o(mcr ha~ no~ificd the city rent agency or his intention to 
file ~uch pl.zln:1 and ha3 complied with all requirements imposed by the 
rcr;ula tions of such agency as preconditions i'or such !ilin&." 

Subdivi~iori (b) of section C26-ll).2 oi the Administr~tive Code, w~s 
added by the sn.mc local law and contains a. requirement that an arplica
tion for a pcr~i~ for domolition or removal of nn existinG multiple 
dt1cllinf; be acco1:ipanic<l by a siz;ned stcltemcnt. of the applicant. certify
ing either of the two conditi0~3 set for~h in the previously quoted 
subdivision (b) of section C26-l08.5 Adminiotrative Code. Such si~ned 
state~cn~s shall be required at the ti.mo a new building or alteration 
application , c::- a demolition application, is filed. 

For.,1 19 "Occupied Ho1.,zing Accommoda ti-ons Statement• shall be filed in 
quadrilplicate. The fourth copies s~ll be sent to the following person 
at the end of each week: 

Assistant Commissioner 
Departmcn~ of Rent & Housing Maintenance 
100 Gold 5'.;r~et 
New York, N.Y. 10038 

This procedure shall be effective immediately. 

TVB/PEO/sc 

~/.,, ~ ~ ~ 
'/.,. L, -:;...,-; ~,,,,, /,. --~~-4' ~ . /§/4:~,,,.. :G,, 

~horr.a.s V. Burke, P.E. 
Director of Operations 

cc: Executive star~· .. • 7.91 
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THC CITY <'F NCW YORK 

HOUSIH G AND DEVELOPMENT ADM l M1S1 R:1.il(H! 
DEPARTMENT OF BUl~CING~ 

DEP,1d:fMENTAL MEMORANDUM DAT[: Novemocr l t;, 1 7 .·:. 

FROM: Blaise f. Parascandola, Assistant Commissioner 

SUlUECT, Violation Search Request BForm 208 

Effective immediately the following procedure shall be adhered to by all Sorcugh 
C1ffices in proceuing violation 1aarch request 0-Form 208. 

1) Applic~nt5 shall prepare violation 1earch request B-f-orm 208 in _triplicate . 

2) Department of ·Buildings cashier shall assign o docket number to the request and 
immediately ·forward on, copy with docket number imprinted thereon to the Office 
of Code Enforcement, Deportment of Rent and Housing Mointenance. The two 
remaining copies shall then be forwarded to the ~i9lation clerk of the Department_ 
of Buildings. 

3) The violation clerk shall conduct the search in the ordinary manner and forward 
one completed copy of 8-Form 208 with the docket number imprinted thereon 
including any copies of violations (B•Form 35 copies ),and retain one copy for tht: 
Department of Building5• reeords . . 

BFP/mb 
cc:: Comm. Walsh 

Deputy Com,. Jenkins 
I. Minkin ✓ 
H. Glont% 
B. Grauman 
Borough Offi c:e Mgrs. 
Comm. Joy - Dept. of RHM 
Deputy Comm. Oell 'Aira 
C. Poidomani 

. /.1,,, ,,,.. , .,,,..1> I 
Parascondo a 

/237 
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Mr. Frank A. Luzl 
800 Thlrd Ave. 
~ew York, N. Y. 10022 

Oear Mr. Luzi: 

February 11, 1978 

B Form 23; Olrectlve No. 14/75 

JJ;( .... L ·.•-
I. 7~--:- . t-,.,- !-' 

Thls ls in response to your ,letter or February 6, 1976, regarding 
modlflcatlon or the ~ctual relatlonshtp between owners and • 
architects or engineers utlllzed to perform tnspections tn conjunction 
wtth Bulldlng Nottces processed ln accordance wtth Directive No. 14/75. 

• There was no tnt:entlon to impose any requirement not set forth in law. 
Accordingly, the modlf lcatlon to B Form 23 proposed by you tn regard 
to the inspection request by owners, and certlftcatlon by lnspecttng 
architect or engineer, ls satlsfactory, and our new forms wtll be 
modlfled accordtngly. In the interim, owner-s and architects or engineers 
·wishing to note that the professional has been "retained" or "authorized," 
rather than employed, should simply make a pen and tnk correction .to 
the e>clatin~{ form, and ·tnttlal same at the same""ttme they'algn tt. 

Ji • ~ •• ·.,/ . • ' 

Further, such notices of pr-ofesstonal tnspectlon need not be appl"OVed, 
but alt coptes should be stamped "received," and pr-omptly routed to 
the dlstrlct inspector, as well as betng flled wtth the appllcntlon. 

Insofar as your request for slmllar latitude on ':-! For-m F, re~arcttng 
certlflcatlon or Ucensed pr-ofesstona.ls for controlled tnspectlon, I concur
wtth your suggesttons, as well, based on c\ppltc:"'ble bws, and all of 
the above shalt be applicable to [3 Form 10F, as well. 

I trust the above lnfol"fflatton will be of asslst:u,ce to you. 

JTW/IEM/df 
CC: Oep. Comm. Jenkins 

Asst. Comm. Parascando\a 
Bol""O. Supts; Exec. Staff 
Industry; BCAC 

Very truly yours, 

r 
--> 

Jercml;•h T. w~l~h, P.E. 
Cor, lmlcs toner 

//57 
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-
The City of New York ~ 

HOUSING AND DEVELOPMENT ADMINISTRATION 
Department of auildings 

Modification Date: August 25, 1972 

Modification #1 to Directive No. 40 of 1970' 

To: Borough Superintendents 

From: Philip E. Olin, P.E., Acting Director of Ope~ations 

Subject: MODIFICATION TO PROCEDURE FOR DAILY USE OF "INSPECTOR'S 
ROUTE SHEET" - FORM 59A; •• 

Directive No. 40 of 1970, dated September 28, 1970, regarding Pro
cedure for Daily Use of "Inspector's Route Sheet" - Form 59A, is 
modified only as to the·· number of copies required. 

Directive 40 requires the form to be filled out in duplicate, using 
a carbon to make the second sheet. 

It is now required that form 59A be filled out in triplicate, using 
carbons to make the second and third sheets. The third copy shall be 
given to the field supervisor before leaving the office each day. 

All construction and plumbing inspectors, including field supervisory 
inspectors, shall, commencing on the effective date of this memorandum, 
submit the original and one carbon copy of their completed route sheets. 
The completed route sheets shall be processed as indicated on page 3 
of Directive 40 of 1970. 

The Asst. Chief Insp. shall check route sheets of inspectors and super
visors ana, on the last working day of each week, he shall forward the 
-entire week's route sheets directly to: 

Maurice Sieradzki, Inspector Genera·1·, ·2 Lafayette St., Room 800 

A copy of the ·transmittal letter shall be forwarded to the Director of 
Operations. 

Except for the third copy of the route sheet, there is no change in the 
procedures outlined:in Directive 40 of 1970. 

Effective-date of this modification: 'l'uesday, September S, 1972. 

Commencement date for transmittal·of the route sheets to Inspector 
General Sieradzki shall be Friday, September 8, 1972. 

PEO/df 
CC: Executive Staff 

All Construction Inspectors 
All Plumbing Inspectors 

.. ~nspector General Sieradzki ,,, 

~I:.~ KE 
P ip E. Olin, P.E. 

Acting Director of Operations·· 
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T H F. C.: I "T V O F N ~ \".' Y ::, f~ K 

H r, tr ~ ,· .: .' ~ ,. ' I D [i "." ,, :- '. 11 r - • ".' •• ·,. ,· p I • ( r ~ I I'.: • ·: ~ T I C q 
U - .... /,,, "-·--· .. ; ..... ~ •. .., •• JI , • ..,61.r1J1 ,, 

kep"'v c!t the 

scre~ned fer fc•llc:·:-up: 
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, E,r.0:nn::~ .\C~ :):~ continued 

2. Applicant:.; r..ay not re:'!1ove applic.:ition folders or other 

De:;>::1rt::ient. P.ece;r·dz from t'he buildinr;. 

3. D:ar.iincrs c:.1i other departments.l staff rrsy re?:'lovo records !.l'"C"~ 

the files for a:~~imtion at the Plan De:sk, but. they ~ fi_ll 

out a requisition slip and lea~:e sane t-rith the Plan De·sk cler!: 

if the:, 1-:ish to rc::=r1e the records frc:, the Plan Desk. 

4. Architects, e~"6incors and applic~nts pr~perly icentifyin~ theu;

selvcs and su~:.iitt!.::,.:; the prop~r requi~ition slips my pe:-sok.1-1;~

transport a cu!'ra~r~- r-n-:,lic~~t:1.::-;i to th~ eT..atinor or other authc:--

ize:d parser: to tr~r.s~ct val:~ d depart.mental busir.~ss. . . 
5. No per::on ( except dc2:>c::.rtment:.l st~.!'f) sr~ll be p~rmittetl to ta:::.

block and lot folde:-s or pl~ns or nn:r p~.:-t -th'lreor, out c:t ;;h~ 

CJ:.i:GEL; .::::! C•: ! CF PTII O?.. P~0c:n:~_:ss: -------
I;>ep~:--".::-~cnt. Procccli.ll"e no. S-1967 d~ted .April 24, 1967 is hero::it~ 
canc~lie:J. 

1. Fcn.1 6QA Cnrd 

2. Forr.1 69 slip 

Not~: Supplies of For.r. 69A Card~ have been sent separately. 

TVB/PEO/r:c 

DlZ~'~!~'.!':'IC:::: 
Execu-c.:i.~-c S~ff 
Indus~:--y 
BC/:.C 
CICI 825 
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• THE CITY OF NEW YORK 

DEPARTMENT OF BUILDINGS 

DUAITMENTAL MEMORANDUM DATE: February 27, 1978 

TO: 1,Borough Superintendents & Executive Staff 

•. FROM: 

·. , 

. . 
:i. 

SUBJECT: 

• •I 

, ".· :: ' 
I ... , 

Act~ng Director of Operations, William C. Kupfer, P.E. 

MOTOR VEHICLE USE REPORTS • S Forw1 MV·~ (7},g) 

The enclosed Motor Vehicle Pool Control Forms 

supersede prior forms and are to be filled commencing 

March 1, 1978. 

In ad.(\ition to printing of driver's name, his 

signat~Ee must also be written on same line . 

These forms are to be returned to the Building 

Department Operations after completing each week. 

WCK:JJI:rmr 
enclosures 

Acting Direct 
.E. 
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THE CITY Of NEW YORK 

DEPARTMENT OF BUILDINGS 

DEPARTMENTAL MEMORANDUM DATE: Dec,..mber 15, 197"7 

TO: Sta!!, Central O!!ice 

Tlohr.rt P. Diomond, Director of Pcr::;onncl 

SU BJ E CT: Application for Leave 

.,.. 

Effective im'nediately, the form requcstinc lcnvc of nbcenccs 

'• used tor leas than three (3) days is discontinued • 

New "Application for Lco.ve" forms have been distributed to 

all divisions. These forms are to be used for o.11 le:ives, 

regardless of the amount of time requested. 
'· 
' \ 

\ 

All signed requests should be foxwnrdcd to Dill Gross, Time-

keepicg and Payroll Division. 

Robert P. Diamond 

RPD:MW/kel 
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The City of New York 

DEPARTMENT OF BUILDINGS 

APPLICATION FOR L·EAVE 
(Prepart for ANY abmnce) 

• TO BE FILLED IN BY EMPLOYEE: 

, 

Responsibility Center: 

• (N1me of Emplc,yee) 

From:·-··· 
(Month, 

□ A.M. -------~ year) □ day. P.M. 

Inclusive. for: 

(Check appropriate box below) 

Section:-----····-··-

0 with pay 

hereby apply for leave Cl without pay 

□ A.M. To: _______ _ 
day. y;,.;f-□ p .M. (Month, 

Number 
of Days 

□ 

0 ILLNESS: (bpl1in nature of illness) __ _ -· .. __ .. _____ . --···· -- ··--·------

--······---- ·---- ·--------·--··----·-----

-·-·---·--------------

0 VACATION 

rJ TIME ~GAINST OVERTIME 

0- OTHER REASONS (Explain) _ --·-·-

... - ______________________ __. ___ _ --------. -·-

S,qnature of Employee __ -··- ______ _ ________ Date 

NO TE· If leave is fur illness of mom than thrt!e days, a physician's certificate must be submitted. 

::CECOMMENDATION OF IMMEDIATE SUPERVISOR: (Check appropriate box) 

• n APPROVE 0 DISAPPROVE 0 RECEIVED MEDICAL DOCUMENTATION 

Whr.re the leave of absence is without pay for an extended period of time, I realize that my recommendation 
to approve it may result in• budget reduction equal lo the dollar amount of this employep's annual salary. 

S,qnature _ Dete ___ __ _p/_£).£ ' __ 
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THE CITY OF NEW YOIK 

DEPARTMENT OF BUILDINGS 

0IPAUMENTAL MIMOIANDUM DATE: December e, 1977 

ro: Borough Chief Construction Inspe~tors 
' FROM: Direct~r of Operations, Irving E: Minkin, P.E. 

SUBJECT: ILLUMINATED SIGN SURVEY -REPORTING FORMS 

Enclosed is a supply of the new Sign Survey reporting 
forms. The form haa been designed for your convenience 
in accumulating the data on a daily basis and generally 
represent• the information currently being furnished 
this office. Please note that we have expanded the 
form to include the number of applications filed, the 
number ot applications approved, the annual billing 
value of the approved aigns and the dollar value of the 
filing f•••• 

The Borough Office Manager is requested to make appro
priate arrangements for the collection of these items on 
a weekly basis and including these items on the report. 
(Please rtote that the Wall Street Office only requires 
the weekly totals and, as indicated above, the report 
was structured on a daily basis for your convenience in 
accumulating the data.) 

In order for us to establish a base point for our controls, 
you are requested to fill out one form summarizing all the 
activity from the date you-siganthe sign survey project 
to the end of the current week. Frpm this point on the 
weekly report will suffice. 

The weekly reports ahould be sent to Ms. Dania Bonar at 
120 Wall Street who will maintain the department's controls. 

IEM:VS:rmr 

I ving E. Minkin, P.E. 
irector of Operations 

cc: Deputy Comrni~jioner, A.J.Jenkins 
Chief Project Services Spec., A. Lubin 
Borough Superintendents 
Borough Office Managers 
Ms. Dania Bonar 
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THE CITY OF NEW YORK 

DEPARTMENT OF BUILDINGS 

DEPARTMENTAL MEMORANDUM DATE: May 12, 1978 

TO: Borough Superintendents 

FROM: Philip E. Olin, P. E. 
Acting Director of Operations 

SU BJ E CT: TAX ABATEMEMT CERTIFICATIONS 
SECTION J51-25 OF THE ADMINISTRATIVE CODE 
FORM TA-3 (Rev. 5/78) 

The memorandum dated January 29, 1974 from Thomas E. Burke, 
P.E., former Director of Operations, concerning the above 
subject matter is still in effect. Only the form associated 
with the memorandum has been revised to update the heading of 
the form and to better reflect commencement and completion 
dates as requested by the Department of Housing Preservation 
and Development. 

In addition to\ the date work commenced, as noted on the 
commencement slip completed by the construction inspector, the 
date of the issuance of the Permit should be included. 

--- The date work was completed has been modified. It should 
indicate the date the Certificate of Occupancy was issued, or, 
when none was required, the date of the sign-off by the inspector. 

All information should be completed. When infonnation is 
not available or not applicable, the letters "N.A. 11 (Not Avail
able or Not Applicable) should be used. 

\ . 

A copy of the revised form TA-3 (~ev. 5/78) is attached. 
An additional supply will be sent under separate cover. Super
seded forms are not to be used effective immediately. 

PEO:WCK:ah 

cc: Executive Staff 
Professional Societies 
Real Estate Boards 
Comm. Nat Leventhal,HPD 
James Eennett, HPD 

ions 

l4(o2 
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THE CITY OF NEW YORK 

DEPARTMENT OF BUILDINGS 

. ' 

DEPARTMENTAL MEMORANDUM DATE: June 21, 1978 

ro: Borough Superintendents 

FROM: Philip E. Olin, P. E. 
Actin~ Director of Operations 

SUBJECT: TAX ABATEMENT CERTIFICATIONS 
SEC'.I.1ION J51-25 OF ·rirn ADMINISTRATIVE CODE 

______ FO___,;ru __ ,1 TA-3 (Rev. 6/78) 

The memorandum dated.May 12, 1978 on the above subject 

is amended only to the extent that Form TA-3 has been further 

revised to reflect the basis of the date "Work Commenced". 

A copy of the revised Form TA-3 (Rev. 6/78) is attached. 

A supply will be sent under separate cover. Form TA-3 (Rev.5/78) 

may be used until the supply is exhausted. 

PEO:WCK:ah 

cc: Executive Staff 
Professional Societies 
Real Estate Boards 
Co:nm. Nat ~venthal, HPD 
James Bennett, HPD 
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THE CITY OF NEW YOIK 

DEPARTMENT OF BUILDINGS 

DEPAITMENTAL MEMOIAN DU M DATE~ July 2f 1979 

TO: Borough Super..intenden·ts and 
l3orough Managers 

FROM: C. F. Dennis, P. B. 
Asst. Comm. - Operations 

SUBJECT: MOHTHLY PERFORMANCE ACTIVITY REPOH~' 
• FOPJ-1 ~!P-lA (Rev. 12/69) 

Commencing immediately on the "Monthly Performance 
-Activity Report" Form \·/P-lA (Rev. 12/69) add Item No. 2 
as follows: 

2. PLAN DESK - Total number of file requests for 
records 

. 1'his additional activity is to be added, giving 
the number of file requests for records. 1his ac~ivity 
should indicate the total request3 for application 
folders as well as :tor block and lot- :folders. See the 
attached copy of Form \:IP-lA (Rev. 12/69). 

V 
CFD:\'ICK:ah 

Cornelius F. Dennis , I>. B. 
'Asst. Commissioner-Operatior.s 
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lllr t:lf'i fll ltr W ,. I 

HOUSING AND DEVELOrr,tENT ADMINISl RA I ION 
• DE~AATMENT C)F' BUILDINGS 

ur,ARJMfNTAL MEMORANDUM DATE: • A1Jgu\l 26, 1977 - -----
10, Dorough Superintendent,, Borough Office Monugcr\ 

HOM, Joe Lazar, Director of General Services 

SUIJECT: Requisition Procedures - Guide-•Generol Service Rule~ 

The Deportment of Buildings is an agency employing some 600 people. Being o City agency, 
we must comply with rigirl r~gulations and restrictions set Forth by the Office of the Mayor, 
Office of Management and Budget, Department of Purchase, and the Office of the Comptroller. 

In order for this office to comply with th'!!se regulations, it is essential tho! all or the requisitioning 
cost center supervisors be made aware of the procedures which they must fol low in order to obtoin 
goods and services. 

If the following procedures are strictly adhered to, you will be assisting us in improving our 
service, to you as well as Improving the City's record of payments to vendors. 

I. Requisition Initiation 

o. Purchase or Goods or Services (estimated co\t of $100, or less): 
- The person requesting the service or supplies must submit a GS-I (sample nltnchcd) 
to his supervisor for signature. The request should be mode as clcnrly as possible, giving 

us as complete a description of the desired goods and services O$ possible. 
- It is the duty of the svpervisor to scrutinize carefully every request sen! for his opp,ovol. 
- After the supervisor signs the GS-1, he must forward it to his respective Borough Monoger. 

b. Purchase of Goods or Services (estimated cost of $100 to $1,000): 
- The some procedure as followed above must be adhered to. However, for p\;rchc1scs 
in excess of $100 but less than SI, 000, the Borough Superintendent must submit a I etter 
of justification which clearly spells out the need for his request. This letter should be 
attoched to the GS- I when ~ent to the Borough Monoger. 
- All requests in excess of $1,000 must be forwarded with a letter of justification clear I y 
spell in~ out the need for the request to the Commissioner for approval: 
- In al I the coses mentioned above, you ore en=:ouroged lo su:igest !he nome oncJ oddr cH 

of any Vendor or number of Vendors who ore capable of meeting your needs. This 
practice may expedite the processing of your request. 

l l . Expeditious Hondl ing of Emergency Requests 

This office hos fodlities for dealing with emergency situolinns oncl will assist ynu in 
dealing with coses of this nature. Your request should be scrutinized 'for vol idity and the G5-1 

} 
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--

·,.,,,·.t I.,, ,., . f'''"''' stating the iustificotion for the special handling and should he marked 
"t)(nOII l:." In red. 

'iuch request\ will not h~ h•Jnored unless ncc.rlmpnr\ir.d by n letter of nccr:!'..Sity asking 
for expeditious handling, and signed by our Borough Superintendent. 

All letters of justification must be addressed to Joseph Lazor, Director/General Services 
120 Wol I St., Room 1526 - 482-7763. 

111 . Transmittal of Requests 

Upon receipt of a completed GS-1 the Borough Manager is to complete either a 
Purchase Requisition qr Purchase Order. (samples attached) 

a. Purchase Requisition -

1) to be completed for all purchases of supplies or equipment in exces\ of S 1,000 

2) for ALL equipment rentals 

3) for ALL w.rvice requests in excess of $5,000 

b. Purchase Order -

to be used in all cases except for those listed in ''A'' above 

IV. Delivery of Goods or Completion of Services 

a. Upon delivery of goods or completion of services, you ore requirr.cl to sign oll pocking 

slips, receiving reports and invoices, and forward them immediately to Joseph Lazor, 
120 Wall St., Room 1526. 

This procedure is necessary in order to expedite payments to Vendors, thus inducing 
their providing us with more efficient s-ervices. 

b. Should the goods delivered or the services rendered not meet with your satisfaction, you 
ore tc contact us Immediately. 

c. Incomplete shipments or incomplete services should be so noted on pocking slips, 
receiving reports and invoices. This will al low us to make payment adjustments thus 
reflecting in ,ovings to the City. 

V. Confirmatory Orders 
• 

IN NO CASE Will THIS OFFICE HONOR CONFIRMATORY ORDERS WITHOUT PRIOR 
APPROVAL. SUCH INVOICES WILL BE RETURNED TO THE INDIVIDUAL FOR PAYME~ 

·• 

_; 
j 
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Each Borough will receive a $50 petty r:ash account. Thr. Borough Offic:e Monog~rs 
will be responsible for o) disbursement of petty cash ·b) occountobility fo, petty co~h. 

Authorization for petty cash 
0

expenditur~s may be grnnted -in on amount not to exceed 
S20 per purchase. Should you require anything beyond thoJ amount, authorization may be 
U' nnterJ fr,,,n ml! by phone. 
Rciml, 1,r~eml!nt Procedure - As funds begin to run sho, t the Boro,,gh Office Manager will 
-5ub"1it all bllls on o GS-1 labelled ''Petty Cash ReimbursP.ment" and forward it to tl,is 

office. You will receive a check for the amount of invoices to replenish your petty 
co~h fund. IN NO CASE WILL THERE BE REIMBURSEMENT FOR TAXES PAID ON 
PURCHASES.· Enclosed you will find a letter to be given to vendors in lieu of taxes. 

V 11 . Personal Expenses 

Personal expE"mcs will be handled os they were in the post except for the following: 
1) you wil I be responsible for verification of time records 

2) due to procedural changes in processing personal expenses payments should be mode 
more rapidly 

V 111 • Storehouse Requisitions ··:,. 

Effective immediately, Borough Offices will no longer be suhmitting their stock request 
to the NYC Division of Stores. All stock requests ore to be directed to Kc,, Levine, Roon, 
1521, 120 Woll St., 482-6205. He will prepare your order which should be picked-11r wh~" 

you are notified that it h ready. Continue to use the Storehouse Requi;itions as you hove in 
the past. • 

CONClUSION: 

I hove tried to cover every situation which might arise in the course of your doy-to-doy 
work. A~ in all manuals, there are always unanswered questions ond unexpected situations. 

cc: Comm. Walsh 
Deputy Comm. Jonkins 
Asst. Comm. Poroscandola 
I. Minkin 
H. Glantz 

/ .. · .,.-

( ./ / ' / , .. ..---
1 • 

Joe L<\zor 
. irector/ G\n~ral Service~ 

j 
j 
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HOUSING AND DEVELOPMENT ADMINISTRATION 
ALBERT A. W Al.SH, Administrator 

Department of Buildings 
100 GOLD STREET N.EW YORK, N. Y. 10Q38 

JOSEPH STEIN, Coi:vniui...,. 
RA,Clt •ADAYAN, Depu-:,, eo-v-;oner 

Mr. Hugh McLaren,. Jr., 
Executive Director 
Office of School Buildings 
Board of Education • 

July 31, 1!•72 

28-11 Bridge Plaza Horth 
Long Island City,·· N. Y. 11101 

. Dear Mr. McLaren: 

Open Corridor Furniture 

It was requested in your letter of July 25, 1972, that 
the use of furniture with tubular steel frames and.legs 
and with the seats and backs of chairs and tops o: tables 
made of hardwood plywood, be permitted in corridors of 
s~hools used for the Open Corridor Program. ~he furniture 
would be that shown on the accompanying page 34 from the 
•Furniture Catalogue, Standard Items,·Boarcl of Bclucation, 
Bureau of Supplies (Revised 1969).• 

The furniture described may be used in school corridors 
under the conditions previously &pecifiecl, which are the 
following: • 

l. Clear-, unobstructed width of corridors, as required 
by section C26-604.2 of the Building Co4e, shall be 
maintained. • 

2. No doors s.hall be obstructed. 

3. Chairs, tables and other equipment shall be con
structed of non-combustible material, or shall be 
constructed with steel frames and legs and with hard
wood plywood for seats and backs of chairs and tops 
of tables, not exceeding three-quarters of an inch 
in thickness. 

4. All furniture shall be fastenecl in place so that ft 
cannot obstruct required width of corridors. ~• 
shall include chairs. 
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-
Hr. Hugh Mclaren, Jr. 
Executin J>uectar 
Ottice ot Schoal ·Bo1ld1np 

Juq 31, 1972 

s. Chain -ahal.1 be. placed ao that tbe7 will not. Pl"O~ct into 
carridGN fm-tJlar tlml·tbe table• at vJ:d.ch_ tbe7 are placed • 

• 
6. Pamitve amll. be placed •p1n;,t- oarridar wlla, llliue 

poesible. 

? • !be nmber ot ptNCDa cm a floor ..U not. uceed tlla 
llllllber .pptowed b7 tbe Bu1]Mng De~. • 

e. A &rD d1ng Rotice appl1.catJ.cn ahall. be tiled ld.tb t.
l>epartamt, ot Mld1np tor •ch achool,. ebr¥1ng a tloar 
plan of •ch floor, Id.th t.be locatiaD ad aznna-nt, of 
furnit\11'9 ~- oarridoz'II, and a pumlt, allall. be ~ 
.before &111' tllrm.tuN ill 1Datall.ed. • . • 

In additian, it. w1ll. be J'9qll1ftd tlat ~ p-1nc1Ja]. of tM acbool lie 
•de nue d the cCIDditiaaa 1mder llb1.ch tbe 0J,ml Car'J'idal' Proa:r•· 
1187 be ccmducted at~ and that be be Napllt B1ble tw o z Ueme 
witb tbe taregcd.Dg ~-

JS/ffl/U 
cc: Dep. 0--. Jladaftll 

.A,u•t,. ea.. Wal.ab 

Joeqb .stesn, p .L 
Ocww9 •sheer 
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THE CITY Of NEW YORK 

DEPARTMENT OF BUI LDI_NGS 

DEPARTMENTAL MEMORANDUM DATE:October 10,1984 

TO: Borough Superintendents 

FROM: Joseph M. White, Assistant Commissioner-Operations 

SUBJECT Housing Authority Senior Citizen Centers 

In response to the Housing Authority's request, 
based on the irregular use and staffing of their 
Senior Citizen Centers, we will allow off site 
maintenance and display of required Public Assembly 
Plans and Permits. 

In all cases, such documents will be kept at the 
management office governing the particular Senior 
Citizen Center. 

Enclosed is a list designating the Projects, Senior 
Center addresses and corresponding management offices 
for your respective boroughs. 

Please advise appropriate personnel and take the 
necessary steps to implement this policy. 

This new policy is effective immediately. 
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