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1. Building Code Compliance (BCC)

5

• DOB’s “6th Borough” Office for school construction

• All DOB Services including: Plan Approval, Permits, Inspections, 

Close-out

• Processing is done in two systems

Use online filing DOB NOW: Build for:

Plan Examination, Permits, and Close-out 

Use BCC 2.0: SCA Regulatory System for: 

Checking application Status, Objections checklist, 

Permit checklist, Reviewing IFA Reports, Track Close-out 

Submissions, Access Edocs Drawings and Documents,

Sends auto-emails with regulatory milestones



1. Building Code Compliance (BCC)
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• BCC 2.0 Access

• Use Microsoft OneDrive for collaboration

o Email planreview@nycsca.org to request for OneDrive folder 

access and link

o If you require access to OneDrive remember to include DOB 

Number, Plan Examiner and list all of the people on the team 

who require access (name and email address is required)

o Fill out an ITF-1B confidentiality and non-disclosure 

agreement and email planreview@nycsca.org to create a 

BCC System account. The same Citrix account can be used 

with other SCA systems for collaboration. Citrix accounts are 

sometimes called “CON” accounts.

mailto:planreview@nycsca.org
https://dnnhh5cc1.blob.core.windows.net/portals/0/Resources/NDA-Non_Disclosure_Agreement/ITF-1b.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=XACVJ6IsDv9p3i4zrWzPszWf6RrIBpnPyAST2YdUArI%3D
mailto:planreview@nycsca.org


2. BCC Website
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http://www.nycsca.org/Doing-Business/SCA-Plan-Examination

1

2

http://www.nycsca.org/Doing-Business/SCA-Plan-Examination


2.1. Calendly Appointment
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http://www.nycsca.org/Doing-Business/SCA-Plan-Examination

1

2

3



2.2. BCC Guides, Procedures & Resources

9

1

2

3

4
5

http://www.nycsca.org/Doing-Business/Environment-Regulatory-

Compliance#Building-Code-Compliance-13

http://www.nycsca.org/Doing-Business/Environment-Regulatory-Compliance#Building-Code-Compliance-13
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http://www.nycsca.org/Doing-Business/Environment-Regulatory-

Compliance#Building-Code-Compliance-13

1

2

3

45

2.2. BCC Guides, Procedures & Resources

http://www.nycsca.org/Doing-Business/Environment-Regulatory-Compliance#Building-Code-Compliance-13
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http://www.nycsca.org/Doing-Business/Environment-Regulatory-

Compliance#Building-Code-Compliance-13

1

2

3

45

2.2. BCC Guides, Procedures & Resources

http://www.nycsca.org/Doing-Business/Environment-Regulatory-Compliance#Building-Code-Compliance-13


3. Submission Requirements
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• Applicant will submit the project in DOB NOW

• Some projects are still BIS applications: BPP, Alt-1 No-Work.

• Jobs filed through BCC must be Standard Plan Exam Review. 

NO Directive 14.

• Always choose Fee Exempt

• Leasing projects (the owner is NOT SCA) should be filed/ 

reviewed by DOB directly, not BCC.



3.1. BCC Plan Exam Transmittal
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• BCC Plan Exam Transmittal is required

• List name, email and phone number for all 

people who will need access to the 

OneDrive folder

• If a BCC# was previously assigned, make 

sure to add it to the transmittal

https://dnnhh5cc1.blob.core.windows.net/portals/0/General/Environmental_Regulatory_Compliance/ResolvingIssues/BCCTransmittalForm%20ELECTRONIC.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=1Zw%2B89TUJSgxsVD1HnUSRHdLFBnvQiMIYYGaOQazf28%3D


3.2. SCA Owner Info
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• Building Owner is the Borough CPO

First Last Chief Project Officer Official Email Address for DOB NOW

Robert Murphy Staten Island SCAOWNER-S@NYCSCA.ORG

Dean Johanson Manhattan SCAOWNER-M@NYCSCA.ORG

Colin Albert Brooklyn SCAOWNER-B@NYCSCA.ORG

Gordon Tung Bronx SCAOWNER-X@NYCSCA.ORG

Joseph Scalisi Queens SCAOWNER-Q@NYCSCA.ORG

25-01 Jackson Avenue

mailto:SCAOWNER-S@NYCSCA.ORG
mailto:SCAOWNER-M@NYCSCA.ORG
mailto:SCAOWNER-B@NYCSCA.ORG
mailto:SCAOWNER-X@NYCSCA.ORG
mailto:SCAOWNER-Q@NYCSCA.ORG
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3.3. Property Ownership Certification

• Property ownership certification is NOT required when owner type 

is SCA

• Applicant should upload the Service Notice dated 8/10/2021 into 

DOBNOW: Document

https://www.nyc.gov/assets/buildings/pdf/LL160-SN.pdf
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3.4. Fee Exempt Document

• Upload latest DOF ACRIS Report

• https://a836-acris.nyc.gov/CP/

https://a836-acris.nyc.gov/CP/


3.5. Public Design Commission/ Landmarks
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• Do NOT request waivers/or 

deferrals for Design Commission 

Approval City Owned (Exterior 

Work) OR Landmark

• Upload the Memorandum Letter

for both items

• Enter the word  “School” for 

Landmark approval #

https://dnnhh5cc1.blob.core.windows.net/portals/0/General/Environmental_Regulatory_Compliance/ResolvingIssues/DOB%20NOW%20Build%20Landmarks%20Exemption%20Memo.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=N5zhE9DbtwwTPGHyC8gS91jLoeWu8%2BrH1sdMS8OX3eA%3D


• Soil report and TR4 are required prior to approval for all SCA jobs (NB, Alt-CO, 

Alt) required boring.

• Applicant of boring drawings must be matched with applicant on TR4

• TR4 section 3 must show the borings and the test pits to match the report

• TR4 must be flattened. Editable version (with blue fills) would be rejected 

because it would crash examiners’ computer.

• TR4 & TR1 (Initial & final) for “Boring/test pits” must be submitted by the same 

applicant.

3.6. TR4/ Soil Report

18

X O



3.7. Asbestos
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• Always select DEP Variance (V5) Letter for all filings unless 

• If any changes are required on the asbestos submission, A 

PAA is required for the I1 application and ALL other 

subsequent filings/ work types

• No PAA is required for PW1 change from V5 to ACP20/21. 

Applicant can simply upload ACP21 as required documents 

of V5 prior to permit and ACP20/21 prior to LOC.*

o ACP5 has been submitted or

o Exempt from asbestos requirements

*Update: December 2024



3.8. Artwork on EQ’s
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• Applicant (not owner) to select “Yes” on question 11

• Select “Capital funding” on question 12

• Refer to LL 163 of 2021

• https://www.nyc.gov/assets/buildings/pdf/ll163artwork-sn.pdf

https://www.nyc.gov/assets/buildings/pdf/ll163artwork-sn.pdf


3.9. DHCR
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• DHCR Document Waiver or deferral is NOT permitted in DOB NOW.

• Applicant to upload AI1 with a statement “Scope of work is only in school 

portion. DHCR is not applicable for SCA project portion”

• AI1 with the statement will satisfy DHCR Document requirement.

• DHCR flag “Yes” indicates the 

building contains at least one rent-

regulated unit identified by NYS 

Homes and Community Renewal 

(HCR)

• DHCR Document is required when 

DHCR flag “Yes” and the applicant 

answers “No” on PW1 section 26.
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3.10. HPD-2
• HPD2: Clinton Special District Anti-Harassment checklist

• Section 3: Select “ Other area within Clinton Special District”

• Complete section 1, 2, 3, 7 and upload the form into DOB NOW: 

Document

• This form must be flattened before it is submitted.

https://www.nyc.gov/assets/buildings/pdf/hpd2.pdf


4. Submission Process
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• Application Processing Unit (APU) – Reviews that all 

information is accurate on documents & plans and all subsequent 

applications are submitted. (PW1, plans, energy drawings, 

transmittal, etc.).

• BCC job number will NOT be created until initial and all 

subsequent filings and completed plan sets are submitted in 

DOB NOW. 

• Partial submissions will NOT receive a BCC# or Examiner and will 

be marked incomplete in DOB NOW and returned to the applicant 

for resubmission. The exception is NB and Addition (Alt-CO) 

applications requesting partial examination for Zoning & Egress 

Review Only.

• All plans must include DOB NOW job# with the extension (I1, S1, 

S2…)
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DOB NOW

• Once your DOBNOW submission is accepted, a BCC# & Examiner will be 

assigned and an email notification is sent to all stakeholders on the PW1 

(AOR/filing rep). A OneDrive link is sent to all stakeholders listed on the 

transmittal.

• Application Processing Unit will upload DOBNOW documents (drawings, 

Transmittal and the PW-1) into the OneDrive folder.

BIS

• BIS applications (Builders paving plan, ALT1 no work)

• Applicant submits in BIS and sends email to Planreview with one forms PDF 

and one drawings PDF.  

• Once your BIS submission is accepted, a BCC# & Examiner will be assigned 

and an email notification is sent to all stakeholders on the PW1 (AOR/filing rep). 

A OneDrive link is sent to all stakeholders listed on the transmittal.

• Planreview will upload The two PDF documents (drawings and the forms) into 

the OneDrive folder.

4. Submission Process
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Once complete submission is accepted, you will receive:

• Confirmation from BccNotification@nycsca.org

• OneDrive Link

4. Submission Process



4.1. OneDrive Folder Structure
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4.1.1. DOB NOW/ BIS: Initial Submission

• Application Process Unit to create Initial folders and to upload the documents

• Folder naming structure: BCC job# + Bldg ID + FIling type (No change on 

current folder naming structure)



4.1. OneDrive Folder Structure
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4.1.2. DOB NOW/ BIS: Plan Review

• Examiner to save Markups in the folders



4.1. OneDrive Folder Structure
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4.1.3. DOB NOW/ BIS: 1st Resubmission

• Applicant/ Expeditor to create "Archive" folder and to relocate the outdated files 

to the Archive folder

• It is recommended Applicant/ Expeditor to create sub-folders in the Archive folder

• If examiner is unable to find plans/ documents for this resubmission, s/he will 

disapprove the job in BCC 2.0 without review.

!

!



4.1. OneDrive Folder Structure
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4.1.4. DOB NOW/ BIS: Plan Review for 1st Resubmission

• Examiner to save Markups in the folders (if applicable)



4.1. OneDrive Folder Structure
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4.1.4. DOB NOW/ BIS: 2nd Resubmission

• Applicant/ Expeditor to relocate the outdated files to the Archive folder

• It is recommended Applicant/ Expeditor to create sub-folders in the Archive folder

• If examiner is unable to find plans/ documents for this resubmission, they will 

disapprove the job in BCC 2.0 without review.

!



4.1. OneDrive Folder Structure
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4.1.5. DOB NOW: PAA

• Same rules above apply to DOB NOW PAA



4.1. OneDrive Folder Structure
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4.1.6. BIS: PAA

• Same rules apply to BIS PAA

• The only difference is the folder naming structure 



5. Plan Review
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• When the submission is accepted by the Application Processing Unit 

or Plan Review Unit, the project is assigned to a BCC Plan Examiner.

• The project will be reviewed for compliance with the 2022 NYC 

Construction  Codes, Zoning Resolutions and all applicable Rules and 

Procedures.

• When the work is to be done in phases the temporary egress plans 

must include all of the work phases. Refer to BCC Temp Egress Plan 

Procedure.

• After the objections are issued and red marks have been added to the 

drawings and forms in the OneDrive folder the Plan Examiner will 

process the application in both the BCC system and the DOB NOW 

system. Applications filed in BIS will only be processed in the BCC 

system. All of the other checklists on the status report will also be 

populated at this time. 

https://dnnhh5cc1.blob.core.windows.net/portals/0/General/Environmental_Regulatory_Compliance/ResolvingIssues/BCC-Temp%20Egress%20Plan%20Procedure-External%2005.15.24.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=S0kWzLTMeuT%2BKlYXKyiRxAqNkdxqnKJGW5j4mDKOZQA%3D


5. Plan Review

34

• Applicant must refer to the BCC Report:

1

2

o Plan Approval Checklist for comments

o Objection Checklist for objections

• For NB and Alt-1 applications, the applicant must also refer to the BCC Report: 

Approval Checklist

1



6. Resubmission
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• OneDrive folder is used to resubmit revised drawings PDF, 

revised PW-1 PDF with response to objections (AI-1) PDF 

and or back/forth communications with the examiner.

• All forms/documentations and plans submitted on OneDrive 

must be flattened to process in Bluebeam.

• When uploading new documents to the OneDrive folder 

Organize the latest documentations in the current folder. 

Move outdated documentations into an archive folder to 

distinguish the new documents from the previous documents.

• See 4.1 OneDrive Folder Structure.



6. Resubmission
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• During resubmission, the plans should be re-submitted by 

the applicant in the OneDrive ONLY. NO plans should be 

uploaded in DOB NOW regardless of any plan changes.

• If the PW-1 is revised in DOBNOW, a PDF must be added to 

the OneDrive folder for the second review.

• An AI-1 must be provided responding to the objections and 

clearly indicating detail, note number or drawing number, 

(e.g., See sheet A101, General Note, item 5 for the note.) 

No plan review can be performed without the completed AI-1 

responses.

• Applicant must click the SUBMIT button in DOB NOW for 

resubmission.
!



6. Resubmission
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• When the application is resubmitted in the DOB NOW the 

Applications Processing Unit (APU) will add the application to 

the Plan examiners dashboard under resubmission in review.

• The Plan Examiner will review the documents, update the 

BCC report and either approve or disapprove the application 

in BCC and DOB NOW.

• If the application is disapproved the applicant will repeat the 

resubmission process.



6. Resubmission
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• Frequent issues during resubmission:

o Applicant must click the SUBMIT button in DOB NOW for resubmission

o Applicant must upload the latest Drawings, PW1, and AI1 in the OneDrive 

for review

o Special Inspections on drawings do not match with PW1

o PW1-Schedule A and B do not match with the drawings

o Do NOT wait for PW1 revision at the last minute

o DOB job# is missing/ or incorrect on drawings/ AI1

o Request archive drawings/ background information from A&E

o PW1 Mechanical Scope of Work is not complete and does not match the 

drawing.
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o Any additional supporting documents, should be combined as one PDF 

file and upload with transmittal, e.g., AI1

o When uploading Required Documents, always select DOB NOW 

designated document name

o Do NOT select “Other Documents” and create new document name

o Do NOT upload Plan/Sketch under “Other Documents”

!

6. Resubmission

• Frequent issues during resubmission:

X O



7. Appointment
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• This is a fully electronic process and typically resubmissions do NOT

require an appointment.

• Applicants who would like to make an appointment can schedule online 

with Calendly. All appointments are conducted over Microsoft Teams

• Appointments can be canceled by an examiner if they determine an 

appointment is not required.

• Applicants are responsible for changing or canceling appointments by 

using “Calendly.” Please be considerate of the Examiners time.

• Applicants must resubmit revised drawings, PW-1 and other documents 

with a detailed AI-1 listing drawing numbers and objections response to 

the OneDrive folder at least one day prior to the appointment.

• Requests for expedited appointments should be made by an SCA 

Design Manager (DM), SCA Design Project Manager (DPM), or by 

working with BCC management.

!



8. Approval

41

• Plans - When the application is ready to approve, submit separate 

plan set PDF for each filing (I1, S1, S2, etc.) in order for the 

examiner to approve accordingly. The EN drawings must be filed as 

a separate plan set PDF for each associated applicable application.

• Supporting Documents - When the application is ready to 

approve, submit ONE PDF file including all supporting 

documentations (if applicable).

• The Plan examiner will approve the drawings and upload them into 

the DOB NOW. The drawings and the supporting documents will 

also be sent to the Application Processing Unit (APU) for uploading 

to Edocs.

• The Project Officer can download the approved documents from 

Edocs as needed.

• The applicant can download the approved documents from DOB 

NOW.



9. Post Approval Amendment (PAA)

42

BIS jobs: Email PLANREVIEW@nycsca.org for BIS filed Post 

Approval Amendments

• Any BIS PAA should include a BCC transmittal, drawings, PW1, AI1 and/or 

additional required forms. Documents will be uploaded to the OneDrive by 

Planreview. A OneDrive link is sent to all stakeholders listed on the transmittal.

• When adding or deleting a Special Inspection, provide a PW1 and indicate the 

Special Inspection change in the section 24 comment box. A revised TR1 is 

not required.

• When BIS PAA is Disapproved the plan examiner will issue comments in the 

BCC system: Plan Approval Checklist.

• The BCC system will send an automatic email to the applicant of record 

regarding approval and/or disapproval.

• If PAA is disapproved, the applicant shall resolve issues and upload the 

corrected forms and drawings to the OneDrive folder.

• All resubmissions must be sent to the PlanReview mailbox. Do NOT email 

Examiner directly. 



9. Post Approval Amendment (PAA)
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DOB NOW jobs: Must use DOB NOW for PAAs

• Once your DOBNOW PAA is submitted the application Processing 

unit will add the application to the examiner’s dashboard.

• The applicant must upload DOB NOW documents (drawings and the 

PW-1) into the OneDrive folder.

• One PDF for the Drawings & one PDF for the PW1 and AI1 form. AI1 

to list all detailed changes.

• Job# for PAA shall be recorded as B00000000-P1, not B00000000-I1

• The BCC system will send an automatic email to the applicant of 

record regarding approval and/or disapproval.

Question: For a PAA, if I am only revising one sheet, do I need to upload a complete 

set or just the one sheet?

Only revised sheet(s).BCC will keep the process the same for BIS and DOB NOW at the 

SCA and accept only amended drawings for PAA’s. (this DOB FAQ is not applicable for 

SCA jobs) The previously approved drawings that are unaltered remain in force.



10. Withdrawal: Filing & PAA
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When the project (with DOB NOW#) has been filed with BCC:

• Email PERMITS@NYCSCA.ORG with copy of the withdrawal 

form including AI1 with the reason to withdraw

• The Application Processing Unit (APU) will send the form to 

the examiner and add it to their dashboard

• Only Owner’s signature needs to be provided to withdraw filing

• The examiner will review and process the approval/disapproval 

in the Plan Approval Checklist in BCC system

• An auto email will be sent to the applicant of record

• All resubmittals must be sent to PERMITS@NYCSCA.ORG

mailto:PERMITS@NYCSCA.ORG
mailto:PERMITS@NYCSCA.ORG


10. Withdrawal: Filing & PAA

45

• It is not permitted to withdraw work type individually in DOB NOW. It 

must withdraw filing. E.g., S1 has GC and MS work types; it is not 

permitted to withdraw MS individually. In order to withdraw MS, S1 

filing must be withdrawal entirely.

1

2

• It is permitted to withdraw applicant or 

lab in DOB NOW without the form when 

the application is filed after 7/1/2019.
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When a permit has been issued to a project:

• The PO must call for an inspection. The inspector will open 

an Inspection Report and verify that no work was done.

• The open Inspection Report must be closed by the 

inspector to confirm no work was performed.

• BIS application: Withdrawal is still done with a PW1 with 

owner and applicant's signature. Email to Planreview mailbox.

Refer to DOB Supersede & Withdrawal Guide for more details

10. Withdrawal: Filing & PAA

https://www.nyc.gov/assets/buildings/pdf/supersede_and_withdrawal_guide.pdf


Submitted herewith for Approval is (Name#1); to supersede 

(Name#2) as the applicant of record for the (DOB job#). I (Name#1) 

takes responsibility for this filing as per AC 28-104.2.1.5 and ensure 

compliance with the NYC Construction Codes and applicable laws 

and rules. No drawings being submitted at this time. 

Option 1: No amended plans to be submitted 

Or 

Option 2: Revise drawings will be submitted as a post approval 

amendment.

11. Supersede

47

• Submit supersede request in DOB NOW: Build

• Supersede request is a 2-step process:

o Step 1 – Supersede Request for Approved Jobs:

When submitted, applicant 

must delete the option that 

does not apply.

 AI1:  In lieu of plans, applicants must submit AI1 with a statement:

 When supersede request is approved, follow step 2 below.



11. Supersede
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• Supersede (cont’d)

o Step 1 – Supersede Request for Permitted Jobs:

 Applicants must submit AI1 for all supersede requests 

and follow the screenshot:

 See statement above for AI1 statements. 

 When supersede request is approved, follow step 2 

below.



11. Supersede

49

o Step 2 – PAA is required if amended plans are to be 

submitted (applicable for approved and permitted jobs)

 If amended plans to be submitted, applicant must 

file PAA

• Supersede (cont’d)



• Two ways to submit CCD1 request:

• Do NOT use DOB NOW to submit SCA CCD1 request unless it is directed by 

the SCA

• Any attachments (drawings or other documents) must be formatted on 11" x 

17" paper or smaller

• CCD1 form

12. CCD1 Request

50

o CCD1 can be entered directly into BCC 2.0 by the applicant if they have access

o Submit ONE flattened PDF to CCD1@nycsca.org

https://www.nyc.gov/assets/buildings/pdf/ccd1.pdf
mailto:CCD1@nycsca.org


Required Submissions:

12. CCD1 Request

51

• Explain the reason for CCD1 - State in detail the practical difficulty that is

• Provide the analysis as to equally safe alternative

• Drawings plans sections details signed and sealed with dimensions and notes to explain 

(if needed)

• If existing condition or completed work explain that no problem have been seen 

• Photos of the location when available

• Special inspection sign off TR1 when applicable

• Submit any supporting documents, e.g. sign offs, agency approvals, inspection reports

o Describe proposed work and locations causing the issue

o Provide details and circumstances of the request

o Give full description of request with code sections

o Stipulations and special additional measures to be taken

o Demonstrate equivalence to the code requirements 



1. Applicant to submit  BCC Transmittal, zoning and egress plan set to 

PLANREVIEW@nycsca.org

2. BCC# and Examiner will be assigned

3. OneDrive folder will be created

4. Examiner to raise objections in BCC system

5. Examiner to record status in BCC system. Auto email will be sent to the applicant 

of record.

6. When a job in “Z/E disapproved” status without DOB NOW job#, applicant to upload 

zoning and egress plan set to OneDrive and email PLANREVIEW@nycsca.org 

13. Zoning & Egress Review Request

52



14. Certificate of Compliance (COC)
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How many devices can be added on a MS filing?

A max. of (50) devices can be filed/ added to the same job filing. Additional devices can 

be added on a subsequent filing.

One item per row



14. Certificate of Compliance (COC)

54

• Equipment Specification Table must be completed



14. Certificate of Compliance (COC)
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• The school has around (400) mechanical units that will require COCs. DOB NOW 

only allows for (50) units per filing. I can submit additional 7 filings for the 

mechanical equipment, but how should the total SUM BTUs input to DOB NOW? 

Should I only include the BTU units for the equipment on each filing or should the 

all the info for the entire Mechanical scope be on the I1 filing?

• Should the same set of dwgs be uploaded for all I1 and S1-S7 filings?

• Is PAA required to update COC (e.g. serial #)?

All the info for the mechanical should be on the I1 filing, so the requirement for 

commissioning can be determined.

No. One set of dwgs uploaded for I1 is acceptable. AI1 to clarify the purpose of S1-S7 is 

sufficient. No duplicated set is required to be uploaded for S1-S7 filings.

No. COC can be updated without a PAA. 

The equipment spec table can be modified up until TR Final certification is completed 

– this includes adding new items. The equipment spec table can be modified by all 

Stakeholders. 

Before the job is ready for signoff, COC must match with the approved plans. Applicant 

must submit PAA for I1 to match the drawings with the final COC. 



15. Boiler Equipment (BE)
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• Can I add additional boiler equipment to an approved filing with a PAA?

A maximum of 10 devices can be filed/added to the same Job Filing. Ten new 

Boilers can be installed, along with 10 new associated Fuel Burners and 10 new 

associated Fuel Storage tanks. All Boiler devices on the same Job Filing must 

have the same Proposed Information.

No, once the filing is submitted, additional boiler equipment cannot be added. 

o If the job is in disapproved/ plan review status, withdraw and refile.

o If the job is in approved/ permit status, file subsequent filing.

!

• How many devices can be added on a Boiler Equipment filing?

• Boiler Equipment (BE) Work Type consists of three components: Boiler (BL), 

Fuel Burner (FB), and Fuel Storage (FS).
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• Formerly Schedule A

• Existing BIS NB/Alt1 jobs that need a CO must obtain COs via DOB NOW

• Prior to CO request, BIS jobs must file a Schedule of Occupancy Filing in DOB NOW 

reviewed by DOB Plan Examiners

• Keep the record as generic as possible in order to avoid filing an Alt-CO applications 

for minor changes in occupancy. E.g., list “mechanical/ electrical rooms” for 

telecommunication rooms, boiler rooms, electrical closets, HW rooms, gas meter room, 

etc.; list “classrooms” for laboratoires, dance studio, exercise room, etc. 

• Refer to DR 1.3.2.1 for Occupancy Classifications

16. Schedule of Occupancy
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• For a cafeteria, PA sign occupant total is only for 

dining area. Do NOT include servery and kitchen.

• For an Auditorium, PA sign should list max occupants 

for the seating area and the platform/ stage area.*

Note: Occupant load analysis on plans is for egress

calculation, not for PA sign. 

• Name of establishment on PACO should NOT include 

school name, only space name. E.g., cafeteria is 

acceptable; PS196 cafeteria is unacceptable.

17. Place of Assembly: Sign

*Update: December 2024
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Cafeteria

17. Place of Assembly: Schedule of Occupancy

2022 BC 

(BC 508.1 exception 5)

o Dinning and Servery

are listed under A-3 = 

(672) occ. load

o Kitchen is listed under 

F-2 = (10) occ. load

• Each PA room on every floor must be listed separately on 

Schedule of Occupancy. E.g., cafeteria and auditorium are 

on 1st floor. One row (A-3) for cafeteria; one row (A-3) for 

auditorium.

• When Schedule of Occupancy is amended, PA’s name of 

establishment and occupancy load on PA filing to match with 

Schedule of Occupancy and plans.
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• When one space that is used as both an auditorium (A-3) and a gymnasium 

with seating (A-4), create a single floor/use record and select the Occupancy 

Group of the most intensive use (highest hazard/most people). In the 

Description of Use comments enter text about all uses.

• Do NOT use Gymatoriums and Cafetoriums because the terms are used in 

the SCA Program of Requirements but are not recognized in the DOB 

system/ Building Code. List “Multipurpose Room” on Name of Establishment 

on PA application.

• Provide all proposed primary/ alternate layouts on PA application -

Typically furniture and aisle layout must be shown

• To match / clarify the occupant load shown on PA application, Schedule of 

Occupancy should include detailed descriptions

• DOB NOW: PA application – Alternate plans can be added up to 25

17. Place of Assembly: Schedule of Occupancy

Multipurpose Room



61

17. Place of Assembly: Schedule of Occupancy

Multipurpose Room

*Update: December 2024
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17. Place of Assembly: PACO
Multipurpose Room

*Update: December 2024



18. FDNY filings – FA/ FPP/ FS
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• As per Local Law 195 of 2018, effective June 2, 2019, all Fire 

Alarm (FA), Fire Suppression (FS), and Fire Protection Plan 

(FPP) must be filed and approved by FDNY. 

• Applicant must submit the approved documents to BCC for 

record only.

• More details on BCC Website:

o Applicant must obtain FDNY approval first

o Once FDNY is approved, submit FDNY Approved 

Documents / Drawing to BCC by email 

planreview@nycsca.org

o Fire Alarm Guide

o Fire Suppression Guide

o Fire Protection Plan Guide

https://dnnhh5cc1.blob.core.windows.net/portals/0/General/Environmental_Regulatory_Compliance/ResolvingIssues/Fire%20Alarm%20Guide.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=VUmRXnTOZQy8bPP9ZuoHR0vQgbrvMGLnZ9ZUyBFls5o%3D
https://dnnhh5cc1.blob.core.windows.net/portals/0/General/Environmental_Regulatory_Compliance/ResolvingIssues/Fire%20Suppression%20System%20Guide.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=rPcjANLovkQVvMCE3w5MOuEtUQoGzn42jEBZgjdXqSg%3D
https://dnnhh5cc1.blob.core.windows.net/portals/0/General/Environmental_Regulatory_Compliance/ResolvingIssues/Fire%20Protection%20Plan%20Guide.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=OtBeCqy14ZXSeH6nvpp%2F9czhSWIw3db6X3HuFXy8coQ%3D


19. Non-file/ Permit Exempt Projects
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1

2

3

4

5

• Some work may be exempt from permit per AC 28-105.4 and 

1RCNY 101-14 but CID inspection is still required.



20. BCC Mailbox
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planreview@nycsca.org BIS filings & PAA

BPP filings

Zoning & Egress Review Request

FDNY filings – FA, FS, FPP

Alt I – No Work filing

OneDrive folder Access

BCC 2.0 System Access

Citrix access

Permit Exempt Submission Questions

General Questions

permits@nycsca.org Permit Requests for BIS and DOBNOW 

Application Processing Unit email 

Questions regarding DOB NOW

foldersdrawings@nycsca.org Request Approval/ Accepted 

plans, forms and documentations

Send your request to Request

mailto:planreview@nycsca.org
mailto:permits@nycsca.org
mailto:foldersdrawings@nycsca.org


21. FAQs
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Q.1. The scope includes underground pre-cast concrete structures and currently 

is filed under GC work type. DOB NOW system does not allow me to add TR2 

and TR3. What to do?

TR2 or TR3 can only be added under EA, ST, FO, or SOE work type. File a 

subsequent filing to add TR2/TR3 requirements.

For site civil work, recommend to have GC+EA work type when TR2/ TR3 is required.

Note: Same concept applies to exterior ramp: There is footing and foundation 

proposed for exterior ramp. Recommend to file GC+FO work type in order to add 

proper Special Inspections and Progress Inspections.

Refer to https://www.nyc.gov/assets/buildings/pdf/dob_now_technical_reports.pdf

https://www.nyc.gov/assets/buildings/pdf/dob_now_technical_reports.pdf


21. FAQs
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Q.2. How to request reinstatement?

BCC does not require reinstatement once approval is obtained

Q.3. When can I create subsequent filings? 

A subsequent filing can be created in DOB NOW: Build when an initial filing is in pre-filing 

status as well as permit status.

Q.4. How do I know the scope of work needs a permit or not?

Refer to 1RCNY 101-14: Categories of work that may or may not require a permit

https://www.nyc.gov/assets/buildings/rules/1_RCNY_101-14.pdf

Q.5. Can I waive the TR2 and TR3?

On the Concrete Scope of Work section, the following question must first be answered as Yes.

Is the proposed total concrete placement less than 50 cubic yards? Yes

Then, to waive the TR2 and TR3, answer the following question as Yes:

Are you proportioning your concrete without field experience or trial mixtures? Yes

The below selections will waive the TR2 only:

Are you proportioning your concrete without field experience or trial mixtures? No

Would you like to waive the requirement for testing of fresh concrete sampling (TR2)? Yes

There is no option to waive only the TR3.

!

https://www.nyc.gov/assets/buildings/rules/1_RCNY_101-14.pdf


21. FAQs
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Q.6. How to file generator work?

Oil-fired generator: MS for the generator(s); BE for the fuel storage; EL for the electrical 

Gas-fired generator: MS for the generator(s); PL for the gas; EL for the electrical



22.1. DOB Resources – Login to DOB NOW
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• On June 3, 2024, DOB NOW integrated with NYC.ID, requiring all 

returning and new users to have an NYC.ID account to login to DOB 

NOW.

• See DOB Step-By-Step guides for more details

https://www.nyc.gov/site/buildings/industry/dob-now-registration-tips.page

!

https://www.nyc.gov/site/buildings/industry/dob-now-registration-tips.page


22.2. DOB Resources
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Special & Progress Inspections  vs. Work Types

https://www.nyc.gov/assets/buildings/pdf/dob_now_technical_reports.pdf

https://www.nyc.gov/assets/buildings/pdf/dob_now_technical_reports.pdf


22.3. DOB Resources
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Waiver and Deferral Document Request List

https://www.nyc.gov/assets/buildings/pdf/dob_now_build_waiver_and_deferr

al_doc_request_list.pdf

https://www.nyc.gov/assets/buildings/pdf/dob_now_build_waiver_and_deferral_doc_request_list.pdf


22.4. DOB Resources
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DOB NOW: Build - Filings Resources

https://www.nyc.gov/site/buildings/industry/dob-now-build.page

https://www.nyc.gov/site/buildings/industry/dob-now-build.page
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DOB NOW Trainings

https://www.nyc.gov/site/buildings/industry/dob-now-training.page

22.5. DOB Resources

https://www.nyc.gov/site/buildings/industry/dob-now-training.page


22.6. DOB Resources
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DOB NOW: Build Frequently Asked Questions

https://www.nyc.gov/site/buildings/industry/dob-now-build-faqs.page

https://www.nyc.gov/site/buildings/industry/dob-now-build-faqs.page

