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S u bj ect: Sc heduling Appo i ntmen ts with th e Plumb i ng Di vis ion 

Effective: March 2, 1992 

Purpose: 

To e s ta b l i s h a uni fo("m me th o d o f s c hedu l i ng app ointme nt s .., j t h th e 
plumb ing division in all borou g hs. 

specifics: 

This pr-oc edut:"e app lie s t o all appo i n t men t s s ched uled foc field 
in s p e ctors , supe rvi s ors or assi s tan t chi e f s in the p lumbing divi s i o n. 

Appl icant: 

Ap plicant appeaL s in per-son in the borou g h offi c e or c alls d irec t l y 
to a cl ez:i c al pez: son assi g n e d b y the Bo z: ou g h Managez: to sched ule a n 
appoi ntm e nt. This clerical perSon i s designated as the "Appo in t ment 
Cl e rk" . 

Appointment Cleek: 

Th e Appoi ntme nt 
The oz:ig inal is 
[" e ma in s .... ith th e 

Cl e z:k f i l Is o ut an appo intment c ard 
given to the supe r v is i n g ins p e c tor and 
Appn intme nt Cl ez: k. 

in du p li c a t e. 
the d upli ca te 

The ( 0 110 .... in9 infocma tion i s fil led out on the appointme n t ca cd : 

Addre s s o f premi ses 
Ap p l icati o n I , Vi ol ation , . o r Comp laint I , ... '"" ':C ."'···; .. -"'''' ;"'I-._ e 
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The ear 1 ie8t appointment that can b9 .scheduled by the Appointment 
Cler~ is for the day after the inspector's next scheduled office cay. 
Appoi ntments c an be made for inspect ion s between 8:30 a.m. and 3 :30 
p.m. Each borough can specify 8cheduling guidelines based on vari o us 
neede ( Le., ma ximum numb er of apPoi ntmen ts pee day, travel time, job 
co mplex i ty) _ 

Th e Appoi ntme nt Cleek al so pr e pace s a week l y log s heet for each 
inspect o r's appo intments , li sting the time of the appo i ntment an d the 
addC"es s and ph o n e num be r of the applicant. The log shee t also 
indicates schedu led l ea ve time foe each inspec t or. 

Pri o r t o schedUling a 
inspec tor ' s log sheet 
a vail a ble. 

Cancelling Appointments: 

t i me , the 
to ve r i fy 

Appoi ntment Cl erk checks t he 
t hat t he appointment t ime is 

If th e inspector or supervis0 c is o ut o n sick lea ve o r unanti cipated 
annual leave , he / she mus t call the o ffice t o notify his / her 
supervisor o f hiS / her absence by 8 : 30 a.m . Aft e r receiving notice of 
a subo rdinate's absence, the superviso r noti fies the Appointment 
Clerk that the subordinate ' s appo intments shoul d be cance l led. The 
Appo i n t ment C l e rk then cal l s the a pplica n t to cancel a nd reschedule 
t he appointme n ts. 
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