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OPERATIONS 
POLICY AND PROCEDURE NOTICE , 10/90 

To: Dis trib~n 

Ba~y G~~ 
April 1 2 , 1990 Date: 

Subjec t : Scheduled Appointments Construction 

'I 1 Effective: April 30, 1990 

) 

Purpose: 

To establish a uniform method of scheduling appointments in the 
construction division in all boroughs. 

Specifics: 

This procedure applies to all appointments scheduled for field 
inspectors and supervisors in the construction division. These 
appointments include, but are not limited to, applications for C of 
O's, Violation Reinspection, SN's, Alterations, and Pre-Demolitions. 

Applicant! 

Applicant appears or calls directly to a clerical pe~son assigned by 
the Borough Manager to schedule appointments. This clerical person 
is designated a s "the Appointment Clerk". 

Appointment Clerk: 

The Appointment Clerk fills out an appointment card 
The original i s gl.ven to the supervising inspector and 
remains with t he Appointment Clerk. 

in duplicate. 
the duplicate 
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The fol l owing i n formation 1 S f il led out o n t h e appointment card : 

Address ot pre mises 
Appl i cation " Violati o n " or Complaint # 
Name and t elephone number ot appli cant 
District numbe r, da te and time ot appointment 

The earliest appointment that can be schedul ed is for the day af t e r 
t h e inspector's next schedul ed office day. Appointmen ts can be made 
fo r inspectio ns bet .... een 8 :30 a. m. and 3:30 p.m_ Each bo roug h can 
specify scheduling guidelines based on various needs (i.e., maximum 
number of appointments per dayl travel time. job eomple~ity). 

The Appointment Clerk also pre pares a ...,eekly log s heet for each 
inspector's appointments, lis t in g the time o f the appointment and the 
address and phone number of the applicant. The log sheet also 
indicates scheduled leave time for each inspector. 

Prior to sc hedul ing a 
inspector 's log sheet 
available. 

Cancelling Appointments: 

time, the 
to v er ity 

Appointment Clerk checks t h e 
t hat th e appoi ntme n t time i s 

If th e inspec tor or supervisor is o ut on s ick l ea v e or unanticipated 
a nnua l leave, when h e cal l s the offic e to notify hi s s uperv isor of 
h is absence (appr oximately 8:30 a.m.>. Aft er r ece iving no ti c e of his 
s ubordinate' s absence, t he s up erv i s or notifies th e Appo intm e nt Clerk 

/~~at hi s or h e r s ubordi nate' s appointmen t s should be cancelled . Th e 
. ointment Cle rk then calls the applicant to cancel and reschedule 

th e a ppoin t me nts. 
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