
 

nyc.gov/buildings    12/13/2021 

DOB NOW: INSPECTIONS GUIDE: 
Construction Inspection Sign off Prior to Occupancy Request 

for DOB NOW: Build Job Filings 

 
 

 
 
For BIS New Building (NB) or Alteration 1 (ALT1) Job filings, the applicant of record requests a construction 
inspection in DOB NOW: Inspections using the permit record. During the inspection for the floor(s) inspected, 
the Construction Unit provides the inspection results and CO Recommendation.  
 
For DOB NOW: Build New Building (NB) or Major Alterations (ALT-CO) Job filings, the applicant of record 
requests Construction Inspection Sign Off Prior to Occupancy in DOB NOW: Inspections using the job 
record. The requestor selects the floor/floor uses ready for inspection from the Schedule A (Schedule of 
Occupancy). The Construction Unit will conduct the construction inspection and at the same time provide the 
CO recommendation for the requested floor/floor uses. Once the inspection results are finalized, the CO 
recommendations provided by the Construction Unit will be made available in the Schedule of Occupancy in  
DOB NOW: Build.  
 
Follow the directions below to request a Construction Inspection Sign Off Prior to Occupancy in DOB 
NOW: Inspections for DOB NOW: Build NB or ALT-CO jobs. 
 
 

Step 1. Job in Permit-Entire Status  
 

The DOB NOW: Build job must be in Permit-Entire status for a Construction Inspection Sign Off Prior to 
Occupancy to be requested. A job will be in Permit-Partial status if a permit has not been issued for each work 
type. For example, if the job has work types General Construction (GC) and Structural (ST), a permit needs to 
be issued in DOB NOW: Build for both GC and ST work types for the status to be Permit-Entire. 

 

Step 2. Search for the Job Record in DOB NOW: Inspections  
 

In DOB NOW: Inspections, search for the DOB NOW: Build job number and from the Job Record (not the 
Permit record) select the Action link.  
 
 

 
 
 
 
 
If the Action link does not appear on the Job Record, check to see if the person logged in is delegated to the 
job.  See the Delegating Responsibilities guide for more information.  
 
Step 3. Select Construction Inspection Sign Off Prior to Occupancy 

 
After selecting on the Action link on the job number, select Construction Inspection Sign Off Prior to 
Occupancy and then Continue Application. 

 

 
 

 

 

https://www1.nyc.gov/assets/buildings/pdf/delegating_responsibility.pdf
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Step 4. Select the Floors for Inspection  
The Schedule A (Schedule of Occupancy) for the job will be listed. Select the floor(s) that is ready for a 
Construction Inspection and CO recommendations and click Edit Selected. 
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In the Schedule A pop up box, select Request and enter any comments including any exclusions in the 
Requestor Comments box. Click on the Submit button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5. Display Objections  
If a CND-Occupancy Inspection(s) has already been conducted on the requested floor/floor use(s) with 
outstanding objections, they will be displayed on the Display Objections tab. If all objections have been 
resolved or if there are no objections select Continue Application. 
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Step 6. Upload Documents (optional)  
If there are any supporting documents associated to the sign-off request, from the Upload Documents tab 
select Upload Attachment and select the document(s) stored on your computer.  
 
Once all supporting documents are uploaded or if there are no supporting documents necessary to be 
reviewed by the Department select Continue Application. 
 

 
 
Step 7. Inspection Information  
On the Inspection Information tab, the Primary Contact field will be auto populated with the information of the 
person making the request. If there needs to be an alternate contact, complete the Alternate Contact fields. 
Additional information can also be added in the Request Comments text box. Select Continue Application to 
proceed. 
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Step 8. Affirmations 
Select the checkbox on the Affirmations tab and then Continue Application.  

 

 
 

Step 9. Review  
Review the floor/floor use(s) selected, open certifiable objections, documents uploaded, inspection information 
and affirmations before submitting a Construction Inspection Sign Off Occupancy Request. On the Review tab, 
select Continue Application when you are ready to submit your request.    

 

 
 

Step 10. Record Issuance 
Once your request is submitted, a Record Number is provided on the Record Issuance tab.  A construction 
inspection will be scheduled upon review of the request by the Construction Unit. At the inspection, the 
inspector will conduct the inspection on the floor/floor use(s) selected and determine CO recommendations. 
Once approved by the Construction Unit, the results will be made available in the Schedule of Occupancy in 
DOB NOW: Build.  
 

 


