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Chapter 1 - Background

In March 2005, DC Stat conducted an analysis of the Department of Consumer and
Regulatory Affairs (DCRA) and identified areas requiring improvement. Using this
information, DCRA developed a “functional alignment” operations concept for DCRA.
This concept focuses on the agency’s core business functions: Inspections, Customer
Service and Education, and Operational and Support functions.

In keeping with this operational concept, the Permit Operations Division (POD) has
undertaken the task to create and maintain accurate, reliable, and consistent work
processes and standard operating procedures that follow a clear, precise methodology,
focusing on and ensuring superior service to the internal and external customers of
DCRA.

The Standard Operating Procedures presented herein describe the revised and
accepted standardized processes for the issuance of building construction permits and
zoning permits by the POD. These Standard Operating Procedures should be
considered a “living document” and any updates should be made as they become
available and approved accordingly under the following revision scheme.

Standard Revision Numbering Identifier
Original Standard Revision 001 SOP-2007-001
Current Standard Revision 001 SOP-2013-001
Future Revisions Revision ‘nnn’ sequentially | SOP-YYYY-Revision
numbered beginning with | Number
revision 002

This current revision was performed under the leadership of the Permit Center Manager
and the Deputy Division Chief for Permit Operations.













Chapter 2 - Overview

In accordance with the mission of DCRA, the POD is responsible for the issuance of all
permits regulating new construction or modification to existing structures on all non-
federal property in the District of Columbia.

The mission statement of the agency is:

DCRA protects the health, safety, economic interests, and quality of life of residents,
businesses, and visitors in the District of Columbia by issuing licenses and permits,
conducting inspections, enforcing building, housing, and safety codes, regulating land
use and development, and providing consumer education and advocacy services.

The mission of the Permit Operations Division is:

To serve the residents, businesses and visitors of the District by providing world class
zoning administration, construction code regulation, permit issuance and related land
records services that protect the public health and safety as well as enhance private
property values.

Each year, the Permit Operations Division issues a large number of permits. These
include Construction Permits, Certificates of Occupancy, Supplemental Permits, Home
Occupancy Permits, Raze Permits, among others. These Standard Operating
Procedures apply to Building Permits, Supplemental, and Home Occupation Permits as
well as Certificates of Occupancy and Use.

The duties and responsibilities of this division encompass the following activities:

Providing excellent customer service

Providing Public Information and Direction

Interpreting and Ensuring Compliance with Applicable Codes and Regulations
Offering Technical Assistance

Validating Use of Property

Maintaining Land Records

Maintaining Building Records

Issuing Construction and Supplemental Permits

Issuing Zoning Permits

The actions necessary to issue permits are centered on a common process flow that
incorporates the following functions:

Information
Intake

Plan Review
Issuance



Below is a flow chart depicting the individual steps of the permitting process:

Sent to Inspections to resolve SWO

CONSTRUCTION PERMIT APPLICATION PROCESS A etimo o, sk

return to Info. desk

Info. desk . I @
determines Inf%dﬂfgzsrz\;lgws @
if application is
Applicant ggpares |_—W| complete andimports [N RrOPery holds. Al @

- Receive Q-Matic
" : Stop Work Orders
Information applicatibn job frizncggpl to (SWO) or fines number
must be resolved
before proceeding
CofO/HOP
Intake

Applicant advised to make
revisions. After addressed,

@ customer returns to Info. desk
y

Intake A
Plans REVLEW Co_ordin_?tor PRC determines Development Ifcjsgolfnneo,?:giryge; ’
I(PR"C) vetermlnle? i ; restrictions, complexity of job, | Appiicant pays |l cover sheet and allowed Note: Complex
application Is CO;"F’ ete an and disciplines required for p?ilin feg 4 to begin review process Jobs sent to
accurate review and provides customer glee. in the Permit Center Plans File Room.
with a filing fee.

Customer obtains
A 4 outside board/sister HFC comments entered into Accela
agency approval. Applicant makes corrections,
. returns to Info desk (non-complex) or File Room
. Application reviewed Outside board or (éomplex) plex)
Plan Review by required disciplines \ sister agency
approval required. Approved?
(i.e. BZA,
Hist, CFA) Applicant is notified when
application is approved and
ready for Issuance
I 1|
»
Non-complex jobs proceed .
| to Issuance. App;oved JdOb(? are
ssuance Complex jobs are picked up P Applicant pays remaining permit fee P| Permit Issued > orwarce
From the File Room PP pay 9P Al 7] toOTRand Records
and then to Issuance. Management

Does not include: CofO, Home Occupation, Subdivision, Special Event, Supplemental, Raze, or Concept Review applications.
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Chapter 3 - Logistics
Location and Hours of Operation

The Permit Center is located on the second floor of DCRA’s building located at 1100 4"
St SW, Washington DC 20024. The Permit Center opens for business at 8:30 AM on
Monday, Tuesday, Wednesday, and Friday. The Permit Center opens at 9:30 AM on
Thursday in order to accommodate departmental meetings and trainings. The Permit
Center stops accepting new customers at 3:30 PM and closes daily at 4:30 PM.

Permit Line 8
Enters Here |8

Figure 3.1

Opening the Permit Center

The Permit Center opens daily at 8:30 AM on Monday, Tuesday, Wednesday, and
Friday and at 9:30 AM on Thursday to accommodate interdepartmental meetings and
training. Follow the below steps in order to properly facilitate the opening of the Permit
Center.

e Turn on the Q-Matic display server and login to the associated account
e Turn on all four of the Q-Matic display televisions located throughout the Permit
Center



e Ensure that all paper applications are fully stocked on the two carousels located
at the front of the Permit Center

e Ensure that the network printer and Xerox machines are stocked with a sufficient
amount of paper

e Ensure that all of the Issuance Stations are stocked with permit paper, plain
paper and printer toner

e At 8:30 AM, ensure that all stations are staffed. If a station is not staffed, contact
a supervisor

Permit Center Configuration

The Permit Center is configured in a rectangular shape, with open air stations where
each review discipline sits. As customers enter the second floor, they will encounter the
Information Desk which is located at the front of the Permit Center. On either side of the
Information Desk, are rows of stations where the Plans Review Coordinators and review
disciplines are located. The Issuance desks are located at the rear of the Permit Center,
and there is an annex beyond the Issuance stations where the Department of the
Environment and the Fire Marshal are located. Please see Figure 1.1 for diagram of
Permit Center.



Figure 1.1 - Diagram of Permit Center

Information Desk

Suluoz 2913 dBIN d414 .t:@ Suluaaidg aduenss|
CIBIT €1 PT ST 91 WLI 8T 6T 8 0¢C

Stations 1-4 5 6&7 8&9 10
Plans Review Coor. HPRB DDOT DCWATER DOH

24, 23, 22,21

Issuance




Customer Routing

Each individual station is identified with a uniqgue number that allows customers to be
orderly routed to the appropriate station via the Q-Matic system. Customers will receive
a Q-Matic ticket number based on what they are attempting to accomplish. There are
three types of Q-Matic numbers.

A — This is the general number type assigned to customers that need to see one or
more of the DCRA review disciplines, Department of Environment, Historic
Preservation, or the Fire Marshal.

E — This number type is for customers that are proceeding directly to DDOT

| — This number type is for customers that are proceeding directly to Issuance

There are four monitors positioned throughout the Permit Center, which allow
customers to track the location of their Q-Matic number for each respective station in
real time. In addition, LED boards indicate Q-Matic numbers that are currently being
called for service, and customers will receive an audible prompt.

Q-Matic Display Monitor



Permit Center Closure Policy

In order to ensure that DCRA is offering a high level of customer service and to prevent
customers receiving tickets and not being assisted due to the 4:30PM closing time, the
Permit Center does not issue tickets for new customers after 3:30PM. Please note the
following policy on Permit Center closure:

1)

2)

3)

4)

New tickets will be given out to customers requesting to see the Permit Review
Coordinators or any of the DCRA Review Disciplines until 3:30 PM. This allows
time for customers that are already in the queue to be processed. No new tickets
for review disciplines or Permit Review Coordinators will be given out after 3:30
PM.

New tickets will be given out to customers requesting to see Issuance until 4:00
PM. This allows customers who already have approved applications to secure
invoices from Issuance and pay the cashier, if needed, before the cashier closes
at 4:30 PM. No new tickets for Issuance will be given out after 4:00 PM.

Customers with tickets in the queue prior to the established 3:30 PM cutoff time
for PRC and Review Disciplines may be freely transferred between disciplines
until the Permit Center’s closing time of 4:30 PM. There are no restrictions on
transferring numbers between disciplines between 3:30 PM and 4:30 PM.

The Permit Center will close at 4:30 PM. All customers that are still waiting to be
seen at this time will be informed that the Permit Center is closing and that they
will need to return at a later date in order to complete their business.
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Chapter 4 - Roles and Responsibilities

4.1 - Permit Center Manager

The Permit Center Manager leads and manages the daily activities of the Permit Center
and has the following responsibilities:

e Providing leadership and expertise in the planning, direction, and implementation
of the Permit Center programs and functions.

e Ensuring that Permit Center operations are efficient, effective, and in compliance
with governing laws, regulations, policies, and standards.

e Resolving conflicts when and where they may surface

e Developing protocols, procedures, and guidelines for the creation and
maintenance of records

e Assuring all personnel within the Permit Center have the tools they need to
perform their duties

e Monitors and controls the overall quality of process inputs and outputs, and
ensuring a high quality of work product

e Reporting performance measures to upper management

4.2 - Program Analyst

The Permit Center Program Analyst provides support to the Permit Center Manager and
assists with the management of the daily activities of the Permit Center and has the
following responsibilities:

e Serving as the Acting Permit Center Manager in the absence of the Permit
Center Manager

e Providing administrative support to the Permit Center Manager

e Working with Permit Center Manager to facilitate smooth operation of the Permit
Center

4.3 - Plans Review Coordinator

The Plans Review Coordinator performs the intake function for submitted construction
permits and has the following responsibilities:

e Providing excellent customer service

e Aiding customers in determining application requirements

e Reviews construction permit submission materials (i.e. architectural drawings,
site plans, riser diagrams, Surveyor’s plats, etc.) to determine compliance with
the agency’s established submission protocols and compliance with the Building
Code.



Reviews Certificate of Occupancy and Home Occupation Permit applications to
determine compliance with the agency’s established submission protocols.
Identifies the applicable technical review disciplines for each construction permit
application and determines if sister agency reviews are required.

Performs data entry with regard to preparing newly submitted Zoning and
construction permit applications for review.

Coordinates the review and approval of certain specialty permits and participates
in the assignment of new addresses.

4.4 - Contact Representative - Information Desk

The Contact Representative assigned to the Information Desk works within the Permit
Center and has the following responsibilities:

Providing excellent customer service

Aiding customers in determining application requirements

Inputting application information for Electrical Permits

Reviewing application forms for accuracy and completeness

Conducting computer-aided research for address verification, outstanding
property holds, Stop Work Orders, and outstanding fines and fees

Providing feedback to customers regarding customers regarding computer-aided
research results

Identifying and validating existing uses of property

Monitoring the progress of applicants in the Permit Center

4.5 - Contact Representative - Issuance

The Contact Representative assigned to the Issuance area works within the Permit
Center and has the following responsibilities:

Providing excellent customer service

Inputting application information for Mechanical and Plumbing Permits and
Certificates of Use

Ensuring that all required sign-offs have been obtained before permit issuance
Ensuring that all required fields are populated before permit issuance

Preparing accurate payment invoices and ensuring that full payment has been
made

Providing customer with appropriate number of documents, including stamped
and signed plans

Preparing and routing approved permit applications and plan sets for Office of
Tax and Revenue and Records Management



4.6 - Review Engineer - Homeowner’s Center

The Review Engineer assigned to the Homeowner's Center works within the Permit
Center and has the following responsibilities:

e Providing expedited service to homeowners seeking permits with an acceptable
scope of work for processing through the Homeowner’s Center

e Working with other disciplines to secure approval for Homeowner’'s Center jobs

e Assisting the Issuance staff with issuance of building permits on an as needed

basis
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Chapter 5 - Systems

5.1 - Accela

Accela is the system that DCRA uses to track and approve permit applications. Accela
allows the agency to manage permit workflows online as well as manage fee payments.
Accela is the main activity hub of the agency. For the purposes of the Permit Center,
Accela is used to process and issue all DCRA permit types.

5.2 - FileNet

FileNet is a content management system that serves as a repository for all approved
Supplemental permits and Certificates of Occupancy. FileNet houses approved
applications that predate Accela, and recent applications are still scanned into FileNet.

5.3 - Online Construction Permit Intake (OCPI)

Online Construction Permit Application Intake, or OCPI, is the system that allows
customers to submit building permit applications online. OCPI assigns a tracking
number (or file job number) once a building permit application has been completed.

5.4 - Property Intake Verification System (PIVS)

Property Intake Verification System, or PIVS, is an online system that can be used in a
variety of ways — determining the zone and lot and square of a property, determining if a
property has a Stop Work Order or other compliance cases, and determining the owner
of a property. PIVS draws information from a variety of data sources such as Office of
Tax and Revenue, Accela, and FileNet.

5.5 - ProjectDox

ProjectDox is an online system used for submitting the building permit application and
plans electronically. The ProjectDox system will eliminate the need for an applicant to
submit multiple paper copies of project plans in conjunction with the building permit
application. ProjectDox also allows for simultaneous review by all disciplines, which
reduces the amount of time for project approval. This process is completely electronic
and does not generate any paper.

5.6 - Q-Matic
Q-Matic is a customer flow and gueue management system used to coordinate

customer transfers in the Permit Center. Customers are given ticket numbers at the
Information Desk and can be transferred between each station. There are several



televisions positioned around the Permit Center, which allows customers to see their
status in a particular queue.
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Chapter 6 - Detailed Construction Permit Workflow

The process by which the Permit Operations Division issues a building construction
permit is designed within a structured set of work flows comprised of four major process

areas:

Information
Intake

Plan Review
Issuance

Each step in this process is designed to create consistent outcomes. By following this
structured methodology each step within the process leads to specific outcomes and

ensures a reliable and consistent overall result. The following graphical representation
provides the overall solution set for this process.

CONSTRUCTION PERMIT APPLICATION PROCESS

Information

Applicant pggpares
application

Info. desk
determines
if application is
complete and imports
job from OCPI to
Accela

Sent to Inspections to resolve SWO

After addressed, customer will

A

Info. desk reviews
address and
property holds. All
Stop Work Orders
(SWO) or fines
must be resolved
before proceeding

<
<>

return to Info. desk
Receive Q-Matic

number

A 4

Intake

Plans Review Coordinator
(PRC) determines if
application is complete and

accurate

Plan Review

Issuance

Applicant advised to make
revisions. After addressed,
customer returns to Info. desk

<

CofO/HOP
Intake

<>

PRC determines Development

restrictions, complexity of job,
and disciplines required for
review and provides customer
with a filing fee.

Applicant pays | __—¥]
filing fee.

If job is non-complex,
customer is given a
cover sheet and allowed
to begin review process
in the Permit Center

Note: Complex
Jobs sent to
Plans File Room.

A 4

Application reviewed
by required disciplines

Outside board or
sister agency

Ny

approval required.

Customer obtains
outside board/sister
agency approval.

Approved?

HFC comments entered into Accela
Applicant makes corrections,
returns to Info desk (non-complex) or File Room
(complex)

Non-complex jobs proceed
to Issuance.
Complex jobs are picked up

(i.e. BZA,
Hist, CFA) Applicant is notified when
application is approved and
ready for Issuance
I 1|
»
Approved jobs are
. - . " f ded
P| Applicant pays remaining permit fee P| Permit Issued » to Oﬂgnam:(; I:ecords
Management

From the File Room
and then to Issuance.

Does not include: CofO, Home Occupation, Subdivision, Special Event, Supplemental, Raze, or Concept Review applications.

The following sections discuss the methodology and functionality of the Permit
Operations Division in greater detail.
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6.1 - Information

Information

application

Applicant preparss __f"'

Info. desk Info. desk reviews

p ::;g:i';‘:: . sddress and
complete and imports [l EZZ',’,EE?D ::g:ﬂ':v\-!
job from C-CPI to (SWO) or fines

Accels must be resolved
before proceeding

6.1.1 - Roles and Responsibilities

Sentto Inspections to resohe SWO
After addressed, customer wil
retum to Info. desk

Receive Q-Matic | £
number

Position

Role

Responsibility

Permit Center Manager «

Oversight of operation of
Permit Center

Ensures customer service
needs are addressed,
departmental protocols are
followed, and permit
records are maintained

Contact Representative —
Information Desk

Oversight of flow of
customers into the Permit
Center

Ensures customer
satisfaction, reviews
application for
completeness, and
provides general direction.
Monitors the flow of
customers in the Permit
Center and approaches
customers with difficulties
to address issues and
concerns

6.1.2 - Process

The Information process is comprised of eight process steps that ensure the applicant is
in the proper Center, that all fines or outstanding holds are satisfied and that the Permit

forms are in order.

These steps are described as follows:

1. Applicant prepares application and presents to the Permit Center Information
Desk. Applicant can use DCRA's online application form and electronically
submit the data or can handwrite a copy of the application. Applicant must

secure required signatures on application form(s).




2. Contact Representative determines what type of work the applicant wants to
accomplish in general and whether all the application forms are in order.

3. Contact Representative electronically verifies the property address and
researches any property holds, Stop Work Orders or fines outstanding.

4. If any property holds, Stop Work Orders or fines outstanding, directs the
applicant to the Inspection and Compliance Division to satisfy these before
proceeding.

5. If property address or lot and square cannot be validated, Contact
Representative contacts a supervisor to work with Applicant.

6. Contact Representative reviews the application form for completeness
including required signatures. Contact Representative provides guidance on
how to complete paperwork.

7. If the application has no items outstanding, a Q-Matic number is assigned.

8. Applicant might be directed to the Homeowners’ Center, Office of the
Surveyor, Records Center, Intake or Issuance.

6.1.3 - Verification Procedures

Verification within the Information process centers on the accuracy and completeness of
all inputs from the applicant and the general direction of the application and includes:

Verification of completeness of application forms

Verification of property address and ownership

Verification of any outstanding property holds, Stop Work Orders or fines
Verification of the type of permit application that is required

6.1.4 - Validation Procedures

Validation within the Information process centers on the correct property address, the
existence of any outstanding property holds, Stop Work Orders and/or fines and the
correct direction for the application.
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6.2 - Intake

<&
<

Intake

Plans Review Coordinator
{PRC) detemines if
spplication is complete and
accurate

Applicant advised to make
revisions. Afteraddressed,
customerretums to Info. desk

If job is non-complex,

PRC determines Devalopment

restrictions, complexity of job,
#ng, disciplines required for
review and provides customer
with s filing fee.

Applicant pays
filing fee.

customer is given a
coversheetand allowed |
to bagin review process
in the Pemit Center

Mote: Complex
Jobs sent to
Plans File Room.

L—w

6.2.1 - Roles and Responsibilities

Position

Role

Responsibility

Permit Center Manager
<

Oversight of operation of
Permit Center

Ensures customer service
needs are addressed,
departmental protocols are
followed, and building
records maintained

Plans Review Coordinator

Oversight of application
path, accuracy and
completeness

Ensures customer
satisfaction, application
completeness and
determines reviews
required

6.2.2 - Process

The Intake process is comprised of nine (9) process steps that ensure the application is
in order, is correct and complete and where the application needs to be reviewed.

These steps are described as follows:

1. Plans Review Coordinator reviews the application form and submittals for
completeness, accuracy, and required number of copies.

2. Plans Review Coordinator reviews any needed revisions with the applicant.

3. If revisions are needed that cannot be completed on-site, the Plans Review
Coordinator directs the applicant to make the corrections and return in the
future. Plans Review Coordinator provides applicant with copy of the PRC
Checklist identifying the specific items that need to be addressed to have a
complete application.

Plans Review Coordinator determines any development restrictions, the

complexity of the job and which disciplines must review the application plans.




5. Applicant pays the initial permit application fee, as appropriate.

6. Plans Review Coordinator enters or downloads application into electronic
permitting system, assigns disciplines, and provides a tracking number.

7. For Non-complex (Express) Jobs, the Q-Matic system is programmed for
each discipline required.

8. Complex jobs are taken in by the PRC and brought to the Plans File Room.

9. Non-complex (Express) jobs are directed to continue through the Permit
Center.

6.2.3 - Verification Procedures

Verification within the Intake process centers on the type of job, the discipline reviews
necessary, the accuracy and completeness of all inputs from the applicant and the
specific direction of the application and includes:

Verification of completeness of the application and submittals
Verification of property restrictions

Verification of any revisions or corrections required prior to intake
Verification of required disciplines and flow of the application

6.2.4 - Validation Procedures

Validation within the Intake process centers on the accuracy and completeness of the
application form(s) and any required submittals, the reviews required, and the
complexity of the job.

6.2.5 - Performance Measures

Performance measures within Intake center on the quality of customer care, quality and
guantity of applications coming in for review, the number and type of jobs, and the
specific disciplines that must review the plans. Timeliness is recorded for process times
and results.
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6.3 - Plan Review

Application reviewed
by required disciplines

Plan Review

Customer obtsins
outside bosrd/sister
agency approval

Qutside board or
sister agency
approval required.
(ie. BZA,
Hist, CFA)

Approved?

6.3.1 - Roles and Responsibilities

HFC comments entered into Accela
Applicant makes comections,
retums 1o Info desk (non-complex) or File Room
{complax)

Applicant is notified when
application is approved and
ready for lssuance

Position

Role

Responsibility

Permit Center Manager

Oversight of operation of
Permit Center

Ensures customer service
needs are addressed,
departmental protocols are
followed, and building
records maintained

Technical Plan Review

Branch Chief, Discipline
Supervisors and Zoning
Administrator

Oversight of review of
applications for compliance
with applicable codes and
regulations

Ensures staff properly
trained, code interpretations
made fairly and
consistently, and written
comments provided where
changes in application are
needed

Plan Reviewer

Oversight of review of
individual application(s).

Ensures approved
applications comply with
applicable code and
regulations.

Approves or requires
correction to the permit
application.

6.3.2 - Process

The Plan Review process is comprised of six process steps that ensure the application
is in order, is correct and complete and where the application needs to be reviewed.

These steps are described as follows:

1. Historic Preservation Plan Reviewer performs initial review, when historic
preservation or fine arts review is required.

2. If Historic Preservation Plan Reviewer determines approval by outside Board
(i.e., Historic Preservation Board, Fine Arts Commission, etc.) is required, will




communicate this requirement to the applicant and prepare applicable referral
letter. Application will be closed until outside approval is received.

3. Plan Reviewer reviews plans for compliance with applicable codes and
regulations.

4. Plan Reviewer approves or requires modifications to the proposed
application.

5. Plan Reviewer inputs written comments into electronic permitting system if
modifications are required.

6. Plan Reviewer changes status of application in the electronic permitting
system to reflect determination.

6.3.3 - Verification Procedures

Verification within the Plan Review process centers on the accuracy and correctness of
the plans as they relate to the type of work being requested and whether there are any
code restrictions that may cause disapproval and includes:

e Verification of compliance with applicable codes and regulations, and
professional practices and standards

e Verification of property restrictions

e Verification of any required revisions or corrections

e Verification that all sister agency review requirements were met

6.3.4 - Validation Procedures

Validation within the Plan Review process centers on the compliance or non-compliance
with applicable codes and regulations, and the numbers and types of jobs that are
approved or held for corrections.

6.3.5 - Performance Measures

Performance measures within Plan Review center on the quality of customer care,
number and type of jobs, the specific disciplines that must review the plans and the
determination by the disciplines. Timeliness is recorded for process times and results.
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6.4 Issuance

Non-complex jobs proceed

to Issuance.
Complex jobs are picked up /v

Applicant pays

A\ 4

Permit Issued

»| Records forwarded to OTR

remaining permit fee

at the File Room
and then customer
proceeds to Issuance.

6.4.1 - Roles and Responsibilities

"1 and Records Management

Position

Role

Responsibility

Permit Center Manager

Oversight of operation of
Permit Center

Ensures customer service
needs are addressed,
departmental protocols are
followed, fees are paid, and
building records maintained

Contact Representative -
Issuance

Oversight of customer
service, payment of
applicable fees, issuance of
permit, and distribution of
permit materials.

Ensures exceptional
customer service is
provided and that all
applicable fees are
collected and recorded.
Issues permits and
provides materials to
applicant. Forwards copies
to OTR and Records
Management .

6.4.2 - Process

The Issuance process is comprised of four process steps that ensure the application is
in order, is correct and complete and where the application needs to be reviewed.

The steps in this process

are described as follows:

1. Contact Representative receives completed approved application and plans
and reviews electronic permitting system to ensure all required disciplines
have approved. If not, returns application to discipline(s) for review and

approval.

2. Contact Representative prepares invoice and ensures applicant makes

payment.




3. When payment confirmed, Contact Representative issues the approved
permit and provides applicable number copies of materials to applicant.

4. Contact Representative forwards copies of documents to OTR and the

Record Center. Ensures Inspections and Compliance Division is informed of
permit issuance

6.4.3 - Verification Procedures

Verification within the Issuance process centers on the collection of all applicable fees,
the recording of payments, and the recording and forwarding of the completed permit
and materials to OTR and the Record Center and includes:

e Verification of invoices and receipts for fees
e Verification of filing of documents with OTR and Records Center
e Verification of required notification to Inspections and Compliance Division

6.4.4 - Validation Procedures

Validation within the Issuance process centers on the number and types of fees being
collected, records management and notification, and customer service.

6.4.5 - Performance Measures

Performance measures within Issuance center on the quality of customer service,
issuance of invoices and collection of fees, recording and records management.
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Chapter 7 - Permit Processing
The following sections provide comprehensive step-by-step instruction guides for
processing the following permit types:

1. After Hours

2. Building Civil (BCIV)

3. Building Permit

4. Certificate of Occupancy

5. Certificate of Use

6. Electrical

7. Elevator

8. Fuel Burning

9. Home Occupation

10.Mechanical

11. Miniature Boiler

12.New Addresses

13.Plumbing

14.Permit Extensions

15. ProjectDox

16.Raze

17.Special Signs

18.Unfired Pressure Vessel
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7.1 After Hours Permit

Construction is allowed Monday through Saturday from 7 am to 7 pm without any
special permits exclusive of holidays. Customers must apply for an afterhours permit to
work beyond these legal construction hours.

An After-Hours Permit cannot be issued without managerial approval if

e The property is within 500 feet of any building with sleeping quarters
e The property is in a residential zone.
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7.1.1 - Research

1. From the PropertyQuest homepage (http://propertyquest.dc.gov), input the
subject property address in the “Search” box.
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2. On the resulting screen, adjust the zoom level so that the scale is 500 ft.
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Examine the zone of the subject property and the zones that fall within a 500 foot

radius of the subject property.
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4. If the subject zone of the property is a Residential zone (R-1, R-2, R-3, R-4, R-5
zones), or if a Residential zone lies within the 500 radius of the subject property,
then do not approve the application or provide the customer with an invoice.




Instead refer the customer to the Division Chief of the Permitting Division for
further review.

5. If the property is not in a Residential zone and there are no Residential zones
that fall within the 500 foot radius of the subject property, now check to see if any
properties with sleeping quarters (i.e. single family dwellings, hotels,
dormitories, apartment & condominium buildings, etc.) exist within the 500
foot radius though Google Maps.

6. From the Google Maps homepage (maps.google.com) input the subject property
address and search.
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7. On the resulting page, zoom in using the tool on the upper left hand side of the
screen so that the scale is adjusted to 500 feet.
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8. Examine the surrounding businesses to determine if there are any buildings with
sleeping quarters within a 500 foot radius of the subject property.
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9. Once the radius has been established, zoom in to the area within the radius to
get a more detailed view of the buildings within the area. If there are buildings

with sleeping quarters within the 500 foot radius then do not approve the

application or provide the customer with an invoice. Instead refer the customer to

the Division Chief of the Permitting Division for further review. In this example,

there is an apartment building within the 500 feet radius, so the Afterhours permit

should not be approved.
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10.1f you have determined that there are no buildings with sleeping quarters within
the 500 foot radius, then provide the applicant with an invoice, direct them to pay
at the cashier.

11.When the customer returns from the cashier, apply the payment in Accela,
highlight “Management Review” in the workflow, generate a cover sheet, and
direct the customer to either the Permit Center Manager or the Permit Center
Program Analyst for further review.
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7.1.2 - Intake

1. Once you have determined that the customer’s application is complete, from the
Accela home screen, click the “Search” icon button.

DCRA Justin Bellow  Sign Out
3} HOME [=] NAVIGATION ~ & MAPS » Qrasr

Home Property Holds People Repors Preferences

User Info

> Justin Bellow ~ Module Building -

Permit Center

Managers
[l Permit # Status Permit Type Opened Street# Street Name Street Quadrant Unit Type Unit# Creal
Type
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d R: NA
Department of Consumer & ST
Regulatory Affairs ] £01301938 Zoning Review Building/Certificate of Occupancy/NA/NA  05/06/2013 1851 ADAMS ST NE AEAS
Approved
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2. Enter the permit number in the “Permit Number” field then click the “Submit” icon
button.
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3. Click the “Summary” icon button.
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4. Accela will open a new “Edit Record by Single” window.
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= 6D

] Premise Phone Number
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5. Scroll down to the “General Information” section. Select “WT” from the “Job
Classification” drop down menu.
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Job classification

File Room Bin No
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Proposed number of stories of building Proposed stories plus Propo
S 7 --Select-- - o
My Navigation
Existing number of stories of building Existing stories plus s E LECT JO B Existit
[ caAPMHew 7 --Select-- 0
%E Construction start date Completion Date of work Lot ar|

Wall Check Required Wall Check Completed Lot ar|

Size of Footings or Columns

Number of Footings or Columns

]

o] © Yes © No @ Yes © No

= Application Comments Lotar

F]

éé ManagEFEE.S

% Related Cap's DDOE SECTION

@ Method of moving construction debris (Other) Specify method

=

6. Scroll down to the “Fee Calculations” section and, if the job is classified as an

Alteration and Repair, ensure that the number “1” is entered in the “Alteration and
repair cost” field.

Userlnfo e —— ==

= Justin Bellow P it e nt of the olumbia [Us) | ding ~

No - Skip Questions (A thru E) Fr.

Permit Center

Managers (C) Width of projection (D) Width of building frontage (E) Street width .
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ADDITIONAL INFO SECTION
Water or sewer excavation Driveway construction Sheeting or shoring necessary Elevators involved
Department of Consul (@] @ ® @ ® @ o @
Teguiatory Affair ) Yes @ No © Yes @ No © Yes @ No ) Yes @ No
New or Repair elevator Plans certified by engineer
--Select-- - ) Yoo @ Na

My Navigation

FEE CALCULATIONS ENSURE “ 1” IS

& cAPNew
= cap petail/su Alteration and Repair cost i Total Number of Floors.
e | — ENTERED HERE """
isn Workflow
5 Workflo\fv Histd 5000

Ap tion In Retaining Wall construction cost I
@ Application Tal e 3

Amount  —Select-- -

(3 PayFees ) ) )
@ DOH Plan Review Square Feet Required for Plan Review Fee

Manage Fees
i« Related Cap's ? SQFT E
3 Schedule Insp
@ Manage Insped GREEM BUILDING SECTION
(3 Manage Docu Green Building Total Area for Green Building Fee LEED Certification Level Owner Type

7. Ensure that the number “1” is entered in the “Total valuation cost” field.
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S projection beyond building line A) Number and type of projection
Permit Center No - Skip Questions (AthruE)
""E':‘;‘:iars {C) Width of projection . (D) Width of building frontage i {E) Street width . adrant UnitType Unit# Created B
IIII 7: ; ADDITIONAL INFO SECTION -
=1 l_ll = Water or sewer excavation Driveway construction Sheeting or shoring necessary Elevators involved
Depﬂl?a[;zl[i'r‘t:rfyc;ﬁ“asilrl © Yes @ No © Yes @ No © Yes @ No © Yes @ Mo
New or Repair elevator Plans certified by engineer
--Select-- - ) es @ No
My Navigation
@ cAP New FEE CALCULATIONS
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8. Review the application to ensure consistency between the underlying permit and
the scope of work on the After Hours permit.
9. Once review of all material is conducted, scroll down to the bottom of the window
and click the “Submit” icon button.
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10.Accela will now return you to the home screen. Click the “Workflow” link located
in the “My Navigation” menu.
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11.Click the “Permit Review Coordinator” link.
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12.Select “Application Accepted” from the “Status” drop down menu, and then click

the “Submit” icon button.
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13.Click the “Active” box to unselect all of the review disciplines.
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14.With all disciplines now clear, select only “PRC Review”
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if you are able to

determine if the project meets the criteria to issue without management approval
(not in a residential zone, not within 500 feet of a property with sleeping

guarters).

If the application does not meet these criteria,

“Management Review.”

then select
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16.With the “Permitting”

menu now expanded, click the “Cover Sheet” link.
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17.Accela will now generate a cover sheet for the project.
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19.Click the “Print” button to print a copy of the cover sheet.
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20. If the permit does not meet the criteria, direct the applicant to secure the
approval of a manager. If the project meets the criteria, then you will now
approve the application in Accela.

21.From the Accela home screen, click the “Workflow” link located in the “My
Navigation” menu.
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Reports [T | =) [ Electrical Review Plan Review Coordinator Applicati... 11/08/2013 IJustin Be...
[ p ] Fire Review Mechanical Review Mechanica...
» My Reports T (] Elevator Review Electrical Review Electrica... 11/08/2013
» Abatement [ Structural Review Fire Review Fire Revi... 11/08/2013
> ABL (] DDOE Review Elevator Review Elevator ... 11/08/2013
» ACA
b frErey e [C] DDOT Review Structural Review Structura... 11/08/2013
e ] WASA Review DDOE Review DDOE Revi...  11/08/2013
] DOH Review DDOT Review DDOT Revi...
[Z] HPRB Review WASA Review WASA Revi...  11/08/2013
(2] BZA Review DOH Review DOH Revie...  11/08/2013
(2] EISF Review HPRB Review HPRB Revi 11/08/2013
» Permitting A
» Permitting Manageme| 21 CFA Review BZA Review BZA Revie... 11/08/2013
» Proactive n (B i (= i EISF Review EISF Revi..  11/08/2013
> EEHCE ) GRS (=D CFA Review CFA Revie 11/08/2013
» Scheduling NCPC Revi
= 2o . = evie White House Review White Hou...  11/08/2013
pummary Anateman 2] Managsment Review . .
J . , Chinatown Review Chinatown... 11/08/2013
File Room
S 2 ST NCPC Review NCPC Revi...  11/08/2013
i o[ oning Overlay; eview
Quicklinks [ | B | =] = Management Review Managemen... 11/08/2013
eview
. File Re Pending C... 11/08/2013
> 2] Fire Hydrant Verification s Reem Erns et
> (] Green Review Zoning Overlay/PUD Review Overlay/P... 11/08/2013
N £ Plumbing Review VIIIMATA Review - WMATA Rev...  11/08/2013
> [*] DDOE SE-SW Review Fire Hydrant Verification Fire Hydr...
> (] DDOE F? Review Green Review Flans Che...
> [*] DDOE AQ Review Plumbing Review Plumbing ...
> [C] DDOE EV Review DDOE SE-SW Review DDOE SE-S...
> (] DDOE WSP Review DDOE FP Review DDOE FP R...
> 2 DDOE AQ R...
; CLICK HERE
> - DDOE WSP ...
LT Teeue Parmit - L 44 inoinne o

23.Select “PRC Review Approved” from the “Status” drop down menu and then click
“Submit”



H oy )

it

- [N (]

Reports

AY Y Y Y Y Y YYYYYYYYYY

AT

CAP New
Cap Detail/Summary
Condition/Comment
Workflow
Workflow History
Application Info
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Pay Fees
Manage Fees
Related Cap's
Schedule Inspections
Manage Inspections
Manage Documents
Assign Tasks
Contacts

RA default

My Reports
Abatement

ABL

ACA

Agency Management
Boilers

ICA

Inspections
Inspections Managem:
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Permi
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RePrint
Scheduling

Summarv Ahatement
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24.The perm

Reporis [T
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-
My Reports
Abatement

ABL

ACA

Agency Management
Boilers

ICA

Inspections
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ocI
Perm
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g

Permitting Manageme)
Proactive M
RePrint
Scheduling
Summary Ahatement
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Quicklinks 2=
>
r
r
>
>
»
>
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>
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Permit Issued Building/Construction/Miscellaneous/After 10/24/2013

Hours

1733

38TH ST SE OCPI

Building Permit ID: AH1400066

A notice was added to this record on 2008-07-05.
Condition: HPRE Severity: Notice
Total conditions: 1 ({Hotice: 1)

View notice

Menu
+ GoTo

9 Workflow Tasks
[ ]- Flan Review Coordinator
B3
#-3
-3
B3
=3
=
B3
=
R |
£
[
£
[
£
&
[
£
&

ow

Task Details - PRC Review

Department * Current Department
PLAN REVIEW COORDINATOR -
Status Date * Due Date

Mechanical Review
Electrical Review
Fire Review
Elevator Review
Structural Review
DDOE Review
DDOT Review
WASA Review
DOH Review
HPRB Review
BZA Review

EISF Review

CFA Review

8-
1]
|
73
2]
|
7]
2]
|

White House Review
Chinatown Review
NCPC Review

Management Review

File Room

. E BEEE Reria Elevatar Review
(7] DDOT Review Structural Review
-] WASA Review DDOE Review
-] DOH Review DDOT Review

F D HPRB Review WASA Review
][] BZA Review DOH Review
7] EISF Review HPRB Review
53 CFA Review BZA Review
i-(C] White House Review EEE R
£.[7] Chinatown Review CFA Review

i [ NCPC Review
T |
2]
S|
T |
#(]
|
20
2]
|
20
#(]
|
2|
-3+

. White House Review
Management Review
Chinatown Review

NCPC Review

File Room

Zoning Overlay/PUD Review
WMATA Review

Fire Hydrant Verification

Management Review

File Room

Zoning Owerlay/PUD Review
WMATA Review

Green Review
Plumbing Review
DDOE SE-SW Review
DDOE FP Review
DDOE AQ Review
DDOE EV Review
DDOE WSP Review

Fire Hydrant Verification

Green Review

THE PERMIT IS
NOW APPROVED
AND READY TO
reecreireeesmeions BE ISSUED

Zaning Review
PRC Review

Issue Permit
Inspection
Wall Check Verification

@BSTEP 2 - CLICK HERE

Staff * Current User
Aaron Easterling

Status *
~ PRC Review Approved -

STEP 1 - SELECT PRC IpE——=
REVIEW APPROVED

PRC Review Rejected

it is now approved and you may now transfer the customer to Issuance.

Elevator ... 11/06/2013
Structura... 11/06/2013
11/06/2013
11/06/2013
11/06/2013
HPRB Revi... 11/06/2013
BZA Revie... 11/06/2013
EISF Revi... 11/06/2013
CFA Revie... 11/06/2013
White Hou... 11/06/2013
Chinatown... 11/06/2013
NCPC Revi.. 11/06/2013
Managemen...  11/06/2013
Pending C... 11/06/2013
Overlay/P... 11/06/2013
WMATA Rev... 11/06/2013
Fire Hydr...
Plans Che...
Jmbing ..
J0E SE-5...
J0E FP R...
JOE AQ R...
JOE EV R...
JOE WSP ...
ming Re... 11/06/2013
{C Revie... 11/06/2013 Aaren Eas...
srmit No...
spectio.
all Chec...

ED Internct | Dratected Made: On HAN0%

¥ -



HONYNSST

EITIL NOLLOAS

L XA LAY EO







7.1.3 - Issuance

1. Examine the application. Ensure that all required signatures are on the cover
sheet. If the customer does not have all of the necessary signatures, direct the
customer to secure the necessary signatures.

2. Once the plans and application have been verified, from the Accela homepage,
click the “Search” icon button.

DCRA Justin Bellow  Sign Out
3} HOME [=] NAVIGATION ~ & MAPS » —

Home | PropertyHolds | People | Reports | Preferences

User Info 3 Record EEO

3 lustin Bellow Menu ‘ CLICK HERE ckQueries —Select— + Module Building -
Permit Center Md123456z78210 kM
Managers
[l Permit # Status Permit Type Opened Street# Street Name Street Quadrant UnitType Unit# Creal
Type
[7] AHL300562  Review in Process Building/Construction/Miscellaneous/After 05/06/2013 1250 CONNECTICUT AVE  NW OCPI
Haurs
B SR135004182 Open Building/Surveyors/Customer 05/06/2013 PHOL
d Request/NA
Department of Consumer &
Regulatory Affairs £01301938 Zoning Review Building/Certificate of Occupancy/NA/NA  05/06/2013 1851 ADAMS 5T NE AEAS
O
Approved
My Navigation [[] co1301936  Application Accepted  Building/Certificate of Occupancy/NA/NA  05/06/2013 415 RHODE ISLAND AVE  NE 1BEM
. B SR135004181 Open Building/Surveyors/Customer 05/06/2013 DHIL
(& cAP New Request/NA
Cap Detail/Summary
Condition/C a7 = 3
Workflow

Workflow History Building Permit ID: AH1300562

Application Info
Application Tables
Pay Fees

Manage Fees View notice
Related Cap’s

Schedule Inspections | || )| Menn T [Hew (5 |Detete B | i )| select Record Tocopy From % | EditFiow 7 | Help

Manage Inspections
ﬂGnTo Inspections (0}

~~  Anotice was added to this record on 2008-0-26
i) Condition: HPRE Severity: Notice
Total conditions: 2 (Notice: 2)

16188 3-8 BRI €] 2= 3-8

Manage Documents

3. Enter the permit number in the “Permit Number” field then click the “Submit” icon
button.

Property Holds |

Home | People | Reports | Preferences

User Info

(= o JEBSTEP 2 - CLICK HERE
sme [ JEMSTEP 1 - ENTER PERMIT NUMBER HERE

First Name Last Name

Street# Street Name Street Type Unit#
--Select-- -
Department of Consumer & JE1
Regulatory Affairs
Owner Name

My Navigation \E-J EJ @

Ei cAPNew
{2} cap Detail/Summary [ License # License Type
Condition/Comment —-Select-- -
Workflow License First Name  License Last Name
Workflow History

Application Info License Business Name

Application Tables

Pay Fees Type

Manage Fees Group

Related Cap's —Select— ~

Schedule Inspections App Specific Info Label  App Specific Info Value
Manage Inspections

Manage Documents

Parcel #

E1818) i S LI L) &) it 2By



4. Click the “Workflow” link located in the “My Navigation” menu.

User Info [T =}

> Justin Bellow

Permit Center
Managers

DCRA

Department of Consumer &
Regulatory Affairs

Wy Navigation [ ]

& cAPNew

] Cap Detail/Summary
E) OTR HIETorY

2 Application Info

L:_.‘ Application Tables
&  PayFees

$& Manage Fees

ssu Related Cap's

La Schedule Inspections
3l Manage Inspections
L:_.‘ Manage Documents
3 Assiagn Tasks

L:_.‘ Contacts

DCRA default

o

Record [EX S (=]
menw  Q |search ) |New @lois 7 [Help My QuickQueries —Seicet-- + Module Buiding ~

41 b M

B Permit # Status Permit Type Opened Street# Street Name Street Quadrant Unit Type Unit# Created By

Type
Review in Process Building/Construction/Alteration 05/06/2013 1100 aTH ST SW ocP1
and Repair/NA
Building Permit ID: B1306530
Menu Q]New Msupewisor ngaskAcﬁvaﬁon ;]Help

+ GoTo Workflow

9@ Workflow Tasks
L - -

c I-I c K H E R E Task Status Status Date  Action By
Plan Review Coordinator Applicati... 05/08/2013 Justin Be...

-] DDOT Review Elevator Review Elevator ... 05/08/2013
F-(] WASA Review DDOE Review DDOE Revi...  05/08/2013
B-[C] DOH Review DDOT Review DDOT Revi...
-] HPRB Review WASA Review WASA Revi...  05/08/2013
E-] BZA Review DOH Review DOH Revie..  05/08/2013
B3] EISF Review HPRB Review HPRB Revi... 05/08/2013
E-{7] CFA Review BZA Review BZA Revie... 05/08/2013
E-[C] White House Review EISF Review 05/08/2013
E-(7] Chinatown Review CFA Review 05/08/2013
B3] NCPC Review White House Review White Hou...  05/08/2013

5. Ensure that “Issue Permit” is highlighted. If there are outstanding reviews, and
“Issue Permit” is not highlighted, direct the customer to secure the required
approvals.

& caP New
;E Cap Detail /Summanr
5 Condition/Comment

Workflow
Workflow History
Application Info
Application Tables
Pay Fee

£l

:

Manage Fee:

Related Cap’
Schedule Inspections
Manage Inspections
Manage Documents
Assign Tasks

15 altlt)

T

lelil &l el

Contacts
CRA default

[s}

Reports

(T

Foundation
Fuel Burning
Garage Permit

Home Occupation Perm
Invoice

Miniature Boile

ermit

2 Workflow Tasks

#-[3-Plan Review Coordinator
Task Status

-] Elevator Review

: an Review Coordinator pplicati...
#-{_] DDOE Review Bl i rgaieE
-] DDOT Review Elevator Review Elevator ...
B-C] WASA Review DDOE Review DDOE Revi...
-] DOH Review DDOT Review DDOT Revi...
-] HPRB Review WASA Review WASA Revi...
-] BZA Review DOH Review DOH Revie...
2! D EISF Review HPRB Review HPRB Revi...
#-{C] CFA Review BZA Review BZA Revie...
#-{7] White House Review EISF Review EISF Revi...
#-{] Chinatown Review CFA Review CFA Revie...
-] NCPC Review White House Review White Hou...
-] Management Review Chinatown Review
B D File Room NCPC Review
#-(3 Zoning Overlay/PUD Review Management Review
=] \'\.-'MATAdRevlew . —

- Fire Hydrant Verification
e b Zoning Overlay/PUD Review Overlay/P.
Green Review
¥ g BRC Revi WMATA Review WMATA Rev...
e eview . .
-] DDOE SE-SW R Fire Hydrant Verification Fire Hydr...
¥ - eview
G R y Pl Che...

(] DDOE FP Review resn Review ans Ene
(] DDOE AQ Review PRC Review PRC Revig...
-] DDOE EV Review DDOE SE-SW Review DDOE SE-S...
& D DDOE WSP Review DDOE FP Review DDOE FP R...
#-C3 Zoning Review DDOE AQ Review DDOE AQ R...
(7 Mechaniczl Review DDOE EV Review DDOE EV R...
513~ Electrical Review DDOE WSP Review DDOE WSP ...
@-{C]- Fire Review Zoning Review Zoning Re...
[-(23- Structural Review Mechanical Review Mechanica...
#-3- Plumbing Review n lectrica...
(] Projecibox 04 ENSURE THAT "ISSUE re Revi.
£ tructura...
£
[

PERMIT" IS HIGHLIGHTED @ -

777 Wall Check Verification

Status Date
05/08/2013
05/08/2013
05/08/2013

05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013

05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013

Action By

Justin Be...

Justin Be...
Justin Be...
Justin Be...
Justin Be...

Justin Be...

6. After confirming that all reviews have been entered in the system, open the
application to verify that the fees have been specified by either the Fire or



Structural divisions or one of the Division supervisors. If the fees are not
specified, direct the customer to have the fees indicated on the application.

7. After the fees have been verified, click the “Manage Fees” link located in the “My
Navigation” menu.

User Info <3l

Justin Bellow

Permit Center
Managers

DCRA

Department of Consumer &
Regulatory Affairs

My Navigation ==

& caPNew

] Cap Detail /Summary

&  Ccondition/Comment

saw  Workflow

= Workflow History
Application Info
Application Tables

=

2

Pav Fae

sea - REIGtEOCAp

ufa Schedule Inspections
L:} Manage Inspections
@ Manage Documents
3 Assign Tasks

L‘,j Contacts
DCRA default

Record
Menu Q Search
41 F M
Permit # Status
[ Eermit# Status
&} B1306530 Review in Process

Building Permit ID: B1306530

Menu

+ GoTo Workflow

2 Workflow Tasks

-]~ Plan Review Coordinator
®-{"] Elevator Review

@] DDOE Review

@] DDOT Review

- WASA Review

CLICK HERE

[l ] DLA Keview

-] EISF Review

-] CFA Review

®-{"] White House Review
@] Chinatown Review
®-C] NCPC Review

) new @B |ais

‘D Hew I‘i". Supervisor @o\ Task Activation

Permit Type

Building/Construction/Alteration 05/06/2013 1100

and Repair/NA

Task

Plan Review Coordinator

Elevator Review
DDOE Review
DDOT Review
WASA Review
DOH Review
HPRE Review
BZA Review
EISF Review
CFA Review

White House Review

Opened

7 | Help

:-’ Help My QuickQueries --Select--

Street# Street Name

4TH

Status
Applicati...

Elevator ...

DDOE Revi...
DDOT Revi...
WASA Revi...
DOH Revie...
HPRB Rewi...
BZA Revie...
EISF Revi...

CFA Revie...
White Hou...

+ Module Building «

Unit# Created By

Street Quadrant Unit Type

Type
ST sw

Status Date
05/08/2013
05/08/2013
05/08/2013

05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013

Action By

Justin Be...

OCPL

8. Examine the fees that are populated in the system. If the fees in the system do
not match the fees in the application, remove all fees and enter the correct fees
as specified in the application. All AFTER HOURS PERMITS ARE $36.30 ($33
Permit Fee + $3.30 Enhancement Fee). If the fees in the system match with the
fees specified in the application, click the box directly under the “Fee Calc.
Factor” header to select all fee records, and then click the “Invoice” icon button.

EI{El=]

User Info
Justin Bellow

Permit Center
Managers

DCRA
-
m e
B
L]

Department of Consumer &
Regulatory Affairs

My Navigation =i =l3

@ capnew

= cap petail/Summary
Condition/Comment
Workflow

Workflow History
Application Info
Application Tables
Pay Fees

Manage Fees
Related Cap's
Schedule Inspections

.‘5_‘&_' El‘& EL-{_‘{.- lEk En“"ﬁ

Manage Inspections

Manage Documents

-
&

9. Accela has now generated a new invoice number.

OO0 O

Record
menu L | search
H41 b H
Permit # Status
o
[ B1306530 Review in Process

Building Permit ID: B1306530

) new @ |ais

Permit Type

Building/ConstructionfAlteration 05/06/2013 1100

and Repair/NA

Opened

'f Help My QuickQueries --Select—-

Street# Street Name

4TH

Street

~ Module Building +

Quadrant Unit Type

2ll=/3

Unit # Created By

T

mn
“E
g

SW

Menu  +5 |add [ |pelete &) \roidSTEP 2 - CLICK HERE

+/GoTo Fee (6)

Fee Calc. Factor: Job value(Contractor)$0.00 «

‘STEP 1 - CLICK HERE =

Fee Total

$6.50

1 $6.50
&5 $65.00
65 $65.00
&.5 $6.50
1 £0.65

$150.15

Date
Assessed

05/06/2013
05/06/2013
05/06/2013
05/06/2013
05/06/2013
05/06/2013

OCPI



My Navigation [E[=]=]
CAP New
Cap Detail/Summary
Condition/Comment
Workflow
Workflow History
Application Info
Application Tables
Pay Fees
Manage Fees
Related Cap’s
Schedule Inspections
Manage Inspections
Manage Documents
Assign Tasks
Contacts

RA default

e By )

Eod

k& el et

NN

Reports (=B ][]
Fuel ing
Garage Permit
Home Occupation Perm
Invoice
Miniature

isc Blasting Permit i
Wise: Christrmne Trae Pel Il

\— — - e e
+ GoTo Fee (6)

Fee Calc. Factor: Job Value(Contractor)$0.00 - Fee Total $150.15

= Invoice # Description Quantity Fees Status Date

Assessed

Enhanced & CCELA HAS INVOICED  05/06/2013
”

E INVOICED 05/06/2013

IGENERATED AN INVOICED  05/06/2013

g INVOICED 05/06/2013

(INVOICE NUM BER INVOICED 05/06/2013

Enhanced Service ree - wreen... 3U.0D INVOICED 05/06/2013

My Tasks

» Workflow Task and Inspection Searching

130508033515977
An error has occurred while processing your request.

For more detail Click Here or contact Agency Administrator.

10.Click the “Permitting” link located in the “Reports” menu

My Navigation EEC

=]

| CAP New
Cap Detail/Summary

Condition/Comment
Workflow

Hk o

1

Workflow History
Application Info

Pay Fees
Manage Fees
Related Cap's
Schedule Inspections
Manage Inspections
Manage Documents
Assign Tasks
Contacts

RA default

%R

g {161€161 61

Reports [ [}
» Apatement

» ABL

» ACA

» Agency Management
» Boilers

» ICA

» Inspections

» Inspections Managem|

» Proactive

» RePrint

» Scheduling

» Summary Abatement
> VPU

» Zoning -

11.0nce the “Permitting” menu has expanded, click the “Invoice” link.

— — - e -
+/GoTo Fee (6)

Fee Calc. Factor:  Job Value(Contractor)$0.00 + Fee Total $150.15

& Invoice#  Description Quantity Fees Status Date

Assessed

= Enhanced Services Fee - Perm... i $6.50 INVOICED 05/06/2013
| Enhanced Service Fee - Filin... 1 $6.50 INVOICED 05/06/2013
= Addition/Alteration/Repair -... 65 $65.00 INVOICED  05/06/2013
O Alteration & Repair Permit Fee 65 $65.00 INVOICED 05/06/2013
[ Green Building Fee 6.5 $6.50 INVOICED 05/06/2013
= Enhanced Service Fee - Green... 1 $0.65 INVOICED ~ 05/06/2013
My Tasks

» Workflow Task and Inspection Searching

130508033515977
An error has occurred while processing vour request.

For more detail Click Here or contact Agency Administrator.

CLICK HERE

&ll= 3

12ll=0



My Navigation 12= 3
@ cAPNew

= cap Detail/Summary
E Condition/Comment

a

HiH

S atE)

taaeel

[n]

Misc Blasting Permit [
ol 1l

al

Workflow

Workflow History
Application Info
Application Tables
Pay Fees

Manage Fees
Related Cap’s
Schedule Inspections
Manage Inspections
Manage Documents
Assign Tasks
Contacts

CRA default

Mizr Chrictmas Traa

+ GoTo Fee (6)

Fee Calc. Factor: Job Value(Contracter)$0.00 v Fee Total $150.15

Fl Invoice # Description Quantity Fees
Enhanced Services Fee - Perm... 1 $6.50
Enhanced Service Fee - Filin... 1 $6.50
Addition/Alteration/Repair -... 65 $65.00
Alteration & Repair Permit Fee 65 $65.00
Green Building Fee 6.5 $6.50
Enhanced Service Fee - Green... 1 $0.65

My Tasks

» Workflow Task and Inspection Searching

130508033515977

C I.I CK H E RE hile processing your request.

For more detail Click Here or contact Agency Admmistrator.

Status

INVOICED
INVOICED
INVOICED
INVOICED
INVOICED
INVOICED

Date
Assessed

05/06/2013
05/06/2013
05/06/2013
05/06/2013
05/06/2013
05/06/2013

[T [

12.Clicking the “Invoice” link will open a new window. In the new window, enter the
invoice number generated earlier in the “Invoice Number” field and click the
“Submit” icon.

Department of Consumer &

Regulatory Affairs

My Navigation =< al

E:\

= 2l B 5

= Sel )

tleltleleld

[=}

CAP New

Cap Detail /fSummary
Condition/Comment
Workflow

Workflow History
Application Info
Application Tables
Pay Fees

Manage Fees
Related Cap's
Schedule Inspections
Manage Inspections
Manage Documents
Assign Tasks
Contacts

CRA default

Reports ==

Building Permit

Capacitv Placard

Certificate of Occupanc( ]

Certificate of Use

Cowver

Demolitiol

Electrical

Elevator Ce:
ator Permit

Excavation Permit

mn

L
fé report set Parameter - Windows Internet Explorer

-

[FE nttps://eclips.in de.gow/portiets/reports/repartshow domede=showfireportld=214&mod. L4 Government of the District of Columbia [US] | 5 |

3

.« ] STEP 2 - CLICK HERE

%STEP 1- ENTER INVOICE NUMBER

N TE 3 |
NE o
NW o}
NE o
L3
[ET e =]

Action By (

13. After clicking the “Submit” icon, Accela will generate a PDF of the invoice in a
new window. Click the printer icon located at the top left-hand corner of the

window.
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Department of Consumer and Regulatory Affairs

DCRA Biarsuin Opmracions Division Arifiancs Sourcs Cocuma
= Toi & Lwest S

e TN W DC H0a
Tel {200 43 - 4560 Fa (00) 442 - 4843

[iase: Apeil 35, 2013 INVOICE

Imvolce Humber: 1741243

Customen; USGHF WATERFRONT STATION LLC

Maling Address: USA&S REAL ESTATE COMPANY
S8 COLONKADE BLVD STE S00
SAN ANTORIO, TX TE230.720%

Adddres of Weak: 1100 4TH &T SW
WASHIMGTOMN, OC 30034

Permit: ]

Type of Permt: [N

B Cosda Faas: Dharsziiga o

s KRR R ] $489 Entaesed Sarvice Fad - Mechanizal

43014 O S48 00 Clars [E (0 - 170,000 BTLVN) Fae [Enter 1 10 Caleubate)
Invvoice Toaal: 506D

14. A Print Dialogue box will now open. Change the number of copies to “2” by either
inputting the number “2” in the “Copies” field, or by pressing the up arrow to the
right of the “Copies” field and then click on the “OK” button.
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Print

Printer

MName:
Status:
Type:

{+ Al

~

|| STEP1-CHANGETO2 e —

'
uuuuuuu

Copies:

-

Page Scaling:

HF Laserlet P2055dn URD PS

Ready
HP Universal Printing PS

Print Range

" Current view

1 —l

Page Handling l

EE

| Collate

ﬂ Properties

Comments and Forms:

|D|:u:ument and Markups

Preview: Composite

85

i’

v Auto-Rotate and Center

[ Choose paper source by POF page size

[ Print to file

15.Two copies of the invoice will now print. Provide both copies to the customer and
direct them towards the Cashier. If the applicant is going to pay the invoice
immediately, keep the application package at your desk. If the applicant is not
going to pay the invoices immediately, return the application and all supporting
documents to the applicant.

16.When the customer returns, confirm that the permit has been paid by examining
the invoice. The invoice should now have blue printing at the top right-hand

corner of the invoice.

|Shrink to Printable Area

b

nits: Inches Zoom :

1/1

95%
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Department of Consumer and HegulatmN'DTE THE PRINTING FROM THE CASHIER

D[]R_{’k - Permit Operations Division - y
1100 4th Streat SW FICE OF FIMAMCE AMD TF RY

o et TR T (W CDRPELRA & P T AT R 'ﬁ'nh.inglgnnc 0074
Tl (302) 442 - 4589 Fax [202) 442 - 4862 Office: L s b L-FE
f . t b 113

Dato: April 23, 2013 INVOICE EPARTHE
Invoice Number: 1218584 vaent Totalt . LAGE

Customen: CAPITOL HILL INVESTORS LLC "l ’f 1t $34.3
h, - el . S
Malling Address: T101 WISCONSIN AVE 5TE 1203 ‘I
MOTE THE RECEIPT #

BETHESDA, MD Z0814-4873

Address of Work: 4085 BTH 5T SE
WASHINGTOMN, DC 20003

Pormit: I
typeorrermt: [

Acct Code: Feos: Description:

3014-304-1000-2141 §3.30 Ernhanced Service Fes - Plumbing

3014-3014-1000- 2141 $33.00 Rgvision Fog (Manually Efter Amount)

Invoice Total: 53620

Eemn Hamhiag

17.Upon confirming that the invoice has been paid, retain the copy of the invoice.
The customer will also have either two or three small receipts from the Cashier —

retain one of the small receipts.



Office of Finance
and Treasury

Date: 4/23/2013 12:30 PH
Office: DCRA Term:0FT-CHBATTL
Batch: 20555 Batch Date: 4/23/201%

NOTE THE RECEIPT #
OEPRRTHENT (F CONSUMER & orzsteon

Comment /Documen

Payment Total: §3.30
Paymont Distribution:
2141 CRO {3014} 10007 -ops50 £36.30
V4 Tendered; $36,30

Thank you for your payment,
Have & nice day!

18.0nce you have confirmed that the invoice has been paid, from the Accela home
screen, click the “Search” icon button.

DCRA Justin Bellow  Sign Out
/AYHOME  [SINAVIGATION~ A MAPS )} —

Home Preferences

Property Holds People Repors

Related Cap's

Schedule Inspections Menw  T)[mew f [peete B c i )| SelactRecord To Copy From (i | EditFiow 7 | Help

Manage Inspections

User Info Record EI[= (=]
= Justin Bellow "ellll* CLICK HERE ckQueries --Selact-- ~ Module Building -
Permit Center Md123245678310 b M
Managers
] Permit # Status Permit Type Opened Street# Street Name Street Quadrant Unit Type Unit# Creal
Tvpe
0 AH1300562 Review in Process Building/Construction/Miscellaneous/After 05/06/2013 1250 CONNECTICUT AVE NW OCPI
Hours
SR135004182 Open Building/Surveyors/Customer 05/06/2013 PHOL
]
Request/NA
Department of Consumer &
Regulatory Affairs [F] CO1301938  Zoning Review Building/Certificate of Occupancy/NA/NA  05/06/2013 1851 ADAMS ST NE AEAS
Approved
My Navigatio [F] co1301936 Application Accepted Building/Certificate of Occupancy/MA/NA  05/06/2013 415 RHODE ISLAND AVE NE JEEM
ly Navigation
(] SR135004181 Open Building/Surveyors/Customer 05/06/2013 DHIL
& cAPNew Request/NA
i= cap Detail/Summary
&  condition/cC a7 = .
ios  Workflow o R AT
i5»  Workflow History LT [z e
[2  Apolication Info =, Anotice was added to this record on 2008-06-26
@ Application Tables @ Condition: HPRE Severity: Notice
Total conditions: 2 (Notice: 2)
§ PayFees
@ Manage Fees Vigw notice
=]

ﬂGuTo Inspections (0}

Manage Documents

19. Enter the permit number in the “Permit Number” field then click the “Submit” icon
button.



Home | PropertvHolds | People | Reports | Preferences

User Info

> Justin Bellow

Permit Center
Managers

First Name Last Name

Street # Street Name Street Type
--Select--
Department of Consumer & 2L
Regulatory Affairs
Owner Name
m—— |
My Navigation [E|==] e
& caPnew
I8 capDetail/Summary [ License # License Type
&’ condition/Comment --Select-- -

Workflow License First lame  License Last Name

Workflow History
Application Info
Application Tables
Pay Fees

Manage Fees
Related Cap's
Schedule Inspections

License Business Name

Type
Group

- 8 G1E)4)

--Select-
App Specific Info Label

App Specific Info Value

Manage Inspections

2eaa

Manage Documents

ISTEP 2 - CLICK HERE
STEP 1 - ENTER PERMIT NUMBER HERE

T, voruursus.

Unit#

20.0n the following screen, locate the “Pay Fees” link under the “My Navigation”
menu located on the left hand side of the Accela home screen and click the “Pay

Fees” link.

User Info [2/=3 B recora EEO
> Justin Bellow Menu Q Search jrl New “ GIS ? Help My QuickQueries --Select-- ~ Module Building ~

Permit Center Hd1 b H

Managers

DCRA Permit # Status Permit Type Opened Street# Street Name Street Quadrant UnitType Unit# Created By

Type
""" B1306530 Review in Process Building/Construction/Alteration 05/06/2013 1100 4TH ST SW QCPIL
and Repair/NA
g [

Department of Consumer & _— B

Regulatory Affairs Building Permit ID: B1306530

| E=)|menu 45 add (7 [pelete &) void 55 |mvoice 7 |Help
My Navigation [EH=y +/GoTo Fee (6)
& cAPNew
I= cap Detail/Summary Fee Calc. Factor: Job Value(Contractor)$0.00 ~  Fee Total $150.15
-

g Condition/Camment Invoice # Description Quantity Fees Status Date
san  Workflow ] Assessed
a
3 Workflow History
= S [[] 1230830  Enhanced Services Fee - Perm... 1 $6.50 INVOICED  05/06/2013
[ Application Info o

Application Tables . " Service Fee - Filin... 1 $6.50 INVOICED  05/06/2013
Tel Pay Fees CLICK HERE Iteration/Repair -... 65 $65.00 INVOICED 05/06/2013
& Manage Fees & Repair Permit Fee 65 $65.00 INVOICED  05/06/2013
s Related Cap's [[] 1230850  Green Building Fee 6.5 $6.50 INVOICED  05/06/2013

Schedule Inspections
3 schedule Inspections [F] 1230890  Enhanced Service Fee - Green... 1 $0.65 INVOICED  05/06/2013
@ Manage Inspections
[ Manage Documents

21.0n the “Pay Fees” page, click on

corner of the “Payment” section.

the “Pay” icon located at the top left hand



User Info

-

Justin Bellow

Permit Center
Managers

DCRA

[}
B

Department of Consumer &

My Navigation

e

BT

User Info

c 00980550005

Regulatory Affairs

CAP New

Cap Detail/Summary
Condition/Comment
Workflow

Workflow History
Application Info
Application Tables
Pay Fees

Manage Fees
Related Cap's

Schedule Inspections

Manage Inspections
Manage Documents
Assign Tasks
Contacis

RA default

=]

EIES =]

Record 2=
Menu Q Search ‘D Hew 9 GIS f Help My QuickQueries --Selsct-- + Module Building ~
H41 bk H
Permit # Status Permit Type Opened Street# Street Name Street Quadrant UnitType Unit# Created By
B 2
ype
] B1306530 Review in Process Building/Construction/Alteration 05/06/2013 1100 4TH ST SW OCPI

and Repair/NA

Building Permjt ID: B130A530
c LI c K H E R E a Generate Receipt Fund Transfer f Help
T

+ G0 Paymem
Total Invoice Amount: $150.15 Terminal #:
Total Payment: $0.00 Cashier ID: JBELLOW
Total Balance: $150.15 Date: 05/08/2013

Amount Not Applied:  $0.00

Invoices

Invoice # Amount Paid in Full Balance
1230890 $150.15 N $150.15
Transactions

Transaction

Code Transactions Method Receipt # Not Applied Amount Status Received Trust AccountID Date

0 records found.

22.Examine the invoice or the receipt and discern what method of payment the
customer used. Select this method of payment from the “Method” drop down
menu. Now, examine the invoice or the receipt, locate the receipt number, and
enter this number in the “Receipt #” field. Once this information is entered, click
the “Save” icon button.

Justin Bellow

Permit Center
Managers

DCRA

Department of Consumer &

Regulatory Affairs
My Navigation B == =]
CAP New

B

p—

2 100D H» DD v

Cap Detail/Summary
Condition/Comment
Workflow

Workflow History
Application Info
Application Tables
Pay Fees

Manage Fees
Related Cap's
Schedule Inspections
Manage Inspections
Manage Documents
Assign Tasks
Contacts

RA default

23.0n the

&= S

Record =ll= 13
Menu Q Search ‘D Hew g GIS ‘j Help My QuickQueries --Selsct-- ~ Module Building ~

H 41 b M
= Permit# Status Permit Type Opened Street# Street Name Street Quadrant Unit Type Unit# Created By

STEP 3 - CLICK HERE J/C?fnstructlon/Alteratmn 05/06/2013 1100 4TH ST SW OCPIL
pair/NA

+ Golo Payment

Amount:
150.15
Payor:

Lic Paper Number:

STEP 1 - STEP 2 -
Wi GELECT ENTER —
P METHOD OF - RECEIPT
1305080335]597PAYM ENT N U M BER

An error has occurred while processing vour request.

“Apply Fees” page, click on the box directly below the heading “Amount

Not Applied” in order to select all of the outstanding fee entries. Next, click on the
“Full Pay” icon in order to apply full payment for the outstanding entries. Finally,
click on the “Submit” icon in order to complete the application of fees.



User Info |2il=/CJ B Record E=8
> Justin Bellow Menu Q Search ‘D Hew “ GIS 7 |Help My QuickQueries --Select-- ~ Module Building ~
Permit Center 'EEN N |
Managers
Permit # Status Permit Type Opened Street#  Street Name Street Quadrant UnitType Unit# Created By
]
Type
- n/Alteration 05/06/2013 1100 aTH ST sw OCPI
STEP 3 - CLICK HERE
Department of Consumer & .
Regulatory Affairs B*Perm B1306530
T ‘STEP 2 - CLICK HERE
. a
My Navigation 12ll=0 = =
:| CAP New Amount Ngt Applied: $150.15
23 Cap Detail /Summary
é?‘ Condition/ Comment STEP 1 - CLICK HERE ity Fee Paid Outstanding Amount
s=u  Workflow [C]  1z3o0ms0 Addition/Alteration/Repair - Filing Fee 65 $65.00 $0.00 $65.00 .00
s=x  Workflow History
L.: Application Info ] 1230890 Alteration & Repair Permit Fee 65 $65.00 $0.00 $65.00 0.00
L:.‘ Application Tables
@ Pay Fees [F] 1230890 Green Building Fee 6.5 $6.50 $0.00 $6.50 0.00
€ Manage Fees [ 1230890 Enhanced Services Fee - Permit Fee 1 $6.50 $0.00 $6.50 0.00
saa Related Cap's
LS Schedule Inspections [ 1230890 Enhanced Service Fee - Green Building 1 $0.65 $0.00 $0.65 0.00
3 Manage Inspections
;3 Manage Documents [] 1230890 Enhanced Service Fee - Filing Fee 1 $6.50 $0.00 $6.50 0.00
3 Assian Tasks _
otal
L.: Contacts
DCRA default
H 7 (I H “ H H ”
Issuance process. Click the “Workflow” link located on the “My Navigation” menu.
User Info (2i|=/|5) M Record [EIIES =]
> Justin Bellow Menu Q Search '\:| New “ GIS :/ Help My QuickQueries --Select-- - Module Building -
Permit Center 41 kM
Managers
F Permit # Status Permit Type Opened Street# Street Name Street Quadrant UnitType Unit# Created By
Type
] B1306530 Review in Process Building/Construction/Alteration 05/06/2013 1100 4TH ST SW QCPI
and Repair/NA
Do Atar T & Building Permit ID: B1306530
Menu D New |i|‘ Supervisor @!Taskncﬁvaﬁon :/ Help
My Navigation &= 3 +/GoTo Workflow
CAP New
Cap Detail /Summary L 4 !lVorkﬂwTasks
= andiio - = T, | Task Status Status Date  Action By
s Workflow
[ wordtlow ] CLICK HERE CTT—— applcatic. 05/06/2013  Jusin e
Toi TCCTRITCU HISIOTY =
L:I\ Application Info §-C] DDOT Review Elevator Review Elevator ... 05/08/2013
[ Application Tables [ [ WASA Review DDOE Review DDOE Rewi...  05/08/2013
(3 PayFees #-[ DOH Review DDOT Review DDOT Revi...
ué Manage Fees E-("] HPRB Review WASA Review WASA Revi...  05/08/2013
Gam p'
Related Cap's B[] BZA Review DOH Review DOH Revie...  05/08/2013
La Schedule Inspections EISF R HPRE R HPRB R 05/08/2013
[¥ Manage Inspections =0 e e S
(Z7 Manage Documents -] CFA Review BZA Review BZA Revie... 05/08/2013
[ Assign Tasks -7 White House Review EISF Review EISF Revi... 05/08/2013
[ Ccontacs B+ Chinatewn Review CFA Review CFA Revie... 05/08/2013
DCRA default E-(1] NCPC Review White House Review White Hou...  05/08/2013

25.0n the “Workflow” screen, click on the “Issue Permit” link, highlighted in red.



My Navigation

(]

CAP New

1= 81

Workflow
Workflow History
Application Info
Application Tables
Pay Fees
Manage Fees
Related Cap's
Schedule Inspections
Manage Inspections
Manage Documents
Assign Tasks
Contacts

RA default

1

S &l EIE)

g £161€16161

EEa

Certificate of Use .

Reports

ermit
ermit

m

Garage Permit
Home Occupation Perm

& Permit
Misc Christmas Tree Pe
Misc Exterior Cleaning |
4 m | +
Quicklinks &l 2

[ET1ERII=TY =

2

Workflow
Workflow Tasks

(C] Elevator Review

(Z] DDOE Review

(Z] DDOT Review

(] WASA Review

] DOH Review

(2] HPRE Review

] BZA Review

(Z] EISF Review

(Z] CFA Review

(] white House Review
] Chinatown Review
] NCPC Review

[ Management Review
(] File Room

(] WMATA Review
[ Fire Hydrant Verification
] Green Review

] PRC Review

(C] DDOE SE-SW Review
(2] DDOE FP Review

(Z] DDOE AQ Review

(Z] DDOE EV Review

(Z] DDOE WSP Review

(2] Zoning Review
(C1-Mechanical Review

(2]~ Electrical Review
(Z]~Eire Review

(] Structural Review

3 Plumbing Review

3 ProjectDox QA

({1 Issue Permit

(1 Inspection

(] Plan Review Coordinator

(2] Zoning Overlay/PUD Review

Task

Plan Review Coordinator
Elevator Review

DDOE Review

DDOT Review

WASA Review

DOH Review

HPRE Review

BZA Review

EISF Review

CFA Review

White House Review
Chinatown Review
NCPC Review
Management Review
File Room

Zoning Overlay/PUD Review
WMATA Review

Fire Hydrant Verification
Green Review

PRC Review

DDOE SE-SW Review
DDOE FP Review

DDOE AQ Review
DDOE EV Review

DDOE WSP Review
Zoning Review
Mechanical Review

Electrical Review

CLICK HERE |

Plumbing Review

Status
Applicati...
Elevator ...
DDOE Revi...
DDOT Revi..
WASA Rewi...
DOH Revie...
HPRE Revi...
BZA Revie...
EISF Revi...
CFA Revie...
White Hou...
Chinatown...
MCPC Revi...

Managemen...

Pending C...
Overlay/P...

WMATA Rev...

Fire Hydr...
Plans Che...

Zoning Re...

Mechanica...
Electrica...
Fire Revi...
Structura...
Plumbing ...

Status Date
05/08/2013
05/08/2013
05/08/2013

05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013

05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013
05/08/2013

Action By

Justin Be...

Justin
Justin
Justin
Justin

Justin

26.0n the following page, select “Permit Issued” from the “Status” drop down menu,
and then click the “Submit” icon.
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1" Flan Review Coordinator
-] Elevator Review
(7] DDOE Review

i-] DDOT Review

#-(C] WASA Review

-] DOH Review

[ HPRE Review

-] BZA Review

57 EISF Review

1-] CFA Review

#-("] White House Review
#1-(C] Chinatown Review
-] NCPC Review

7. Mananement Review

Menu 3]5&5[{:“ @]New

Review in Process

Comments

Estandarg CommenISTEP 1 = SELECT
PERMIT ISSUED

Application Withdrawn
Payment Pending

o

2= 8
GIS :)‘ Help My QuickQueries --Select-- ~ Module Building +
Permit Type Opened Street# Street Name Street Quadrant UnitType Unit# Created By
Type
Building/ConstructionfAlteration 05/06/2013 1100 4TH ST SW OCPI
and Repair/NA
STEP 2 - CLICK HERE = 7 ws

Task Details - Issue Permit :
Department * Current Department Staff *+ Current User Status *
PERMIT INTAKE - Justin Bellow - | --Select-- -
Status Date * Due Date --Select--
05/08/2013 Tellnsismnia iz Application Canceled

Permit Not Issued
Permit Revised
Permit Revoked
Ready for Issuance

27.The permit is now in “Issued” status and can be printed. Click the “Permitting” link
located in the “Reports” menu on the left side of the Accela home screen.
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» Inspections
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» Scheduling
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Fee Calc. Factor:

Invoice #
a

S

e

Fee (6)

e

Job Value(Contractor)$0.00

Description

Enhanced Services Fee - Perm...

Enhanced Service Fee - Filin...

Addition/Alteration, paIr —...

Alteration & Repair Permit Fee

oOoooOoOo

Green Building Fee

Enhanced Service Fee - Green...

My Tasks

» Workflow Task and Inspection Searching

130508033515977

Fee Total $150.15

Quantity Fees

1 $6.50
1 $6.50
65 $65.00
65 $65.00
6.5 $6.50
1 $0.65

An error has occurred while processing your request.

For more detail Click Here or contact Agency Administrator.

CLICK HERE

Status

INVOICED
INVOICED
INVOICED
INVOICED
INVOICED
INVOICED

Date
Assessed

05/06/2013
05/06/2013
05/06/2013
05/06/2013
05/06/2013
05/06/2013

[E[=]=]

28.Clicking on the “Permitting” link will expand the menu. Once expanded, click the
on the “Building Permit” link.
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(1 NCPC Review

D Management Review

(23 File Room
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] WMATA Review
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Green Review

Task

Plan Review Coordinator
Mechanical Review
Electrical Review
Fire Review

Elevator Review
DDOT Review

WASA Review

DOH Rewiew

HPRE Review

BZA Review

EISF Review

CFA Review

White House Review
Chinatown Review
NCPC Review
Management Review
File Room

Zoning Overlay/PUD Review

WOODLEY

Status
Applicati...
Mechanica...
Electrica...
Fire Revi...
Elevator ...
DDOT Rewvi...
WASA Revi...
DOH Revie...
HPRB Revi...
BZA Revie...
EISF Revi...
CFA Revie...

White Hou

pPending C
Owerlay/P.

29.Accela will now generate a PDF of the After Hours permit.

Status Date

05/07/2013

05/07/2013
05/07/2013
05/07/2013

05/07/2013
05/07/2013
05/07/2013
05/07/2013
05/07/2013
05/07/2013
05/07/2013
05/07/2013
05/07/2013
05/07/2013
05/07/2013
05/07/2013

Action By

Aaron Eas...

OCPI
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I Justin Bellow

Department of Consumer and Regulatory Affairs

Pamit Operations Division
1100 410 Strest SW P
‘Washington DC 20024 n

Tol [202)442 - 4585 Fax [202] 442 - 4852

M IS MISCELLANEOUS

Justin Bellow AFTER HOURS PERMIT ~ Module Building ~
TS PERMIT UUST ALWAYS BE CONSPICUOUSLY DISFLAYED AT THE ADORESS OF WORK
UNTIL WORK 1S COMPLETED AND APPRGVET
. PERMIT NO. Date: 10282013
Permit Centel AH1400071
AdIres of Project: Zene | War:|Squars | Sumc | Lat Bet# Street Name Street Quadrant UnitType  Unit
1211 CONNECTICUT AVE NW 2 o1s3 o8 Type
Description of Work:
e ey e gk b . Yk 48248 P AT, Mo Tiearpemic K ST Nw
Extsting Permit No: | CONNECTICUT AVE NW 3
Department of Co | B130s21
Regulmown ‘Owner Add PERMIT FEE:
e Addrese
Pemisssan ks Hereby Granted To. o anatomam AvE a0 MICHIGAN AVE NE
First Potomae Managsment Lic1 20812
My Navigation Date of Operation (Fram): | Date of Operation (Ta): Hours of Operation: 500 FT from Res: Located In Res Zone: N PENNSYLVANIA AVE SE
- Tz 12012013 Fom GPM T eam
& cAP New
5] cappetail Contstions! Resrctions: B W ==
y INGIZE LEVELS SHALL NOT EXGEED G083, ANY COMPLAINTS FROM THE COMMUNITY WILL VOID THIZ PERMIT
Condition/dj| B
& Workilow A 0ONE ACCORDMNG TO cooet anD 2 mong; 2
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Application
Inspect 3l work authorized by fhs permit and to fequre any ohange In consruclion which may be necessary o ensure complance wih

Application the permit and with al the applicable reguiations of ihe Disirici of Columb@a. Work aulhorized under fhis Permil must start within one(i)
Pay Fees year of the date appearing on this pemmit or the penmil is aulomafically vold. It work ks staried, any appliation for parial refung must be
Fay Fees
Manage Feg
Related C e ; Pemm cia Expiration Date:
elated Cap
Nonose s i Phe e Plagl | o ackson —
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T3 RERORT WASTE, FRAUD OR ABUZE BY ANY DT GOVERMMENT OSFICIAL, CALL THE DS MEFECTOR GENERAL AT 1800-521-1538
FOR CONITRUCTION INZPECTION INGUIRIES CALL (202) 2623557

THIS PERMIT MUST ALWAYS BE CONSPICUOUSLY DISPLAYED AT ADDRESS OF WORK UNTIL WORK IS COMPLETED,

JE) eIl S-S €8]

30.Review the generated permit with the customer on the computer screen to
ensure that all information has been captured correctly.

31. After reviewing the permit with the customer, click the printer icon located at the
top left-hand corner of the window.
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Department of Co I B1305218
Regulatory A Cner AGd FERMIT FEE.
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32.A Print Dialogue box will now open. Change the number of copies to “2” by either
inputting the number “2” in the “Copies” field, or by pressing the up arrow to the
right of the “Copies” field once. Place one piece of DCRA permit paper, right-side
up, on printer’'s manual load tray. When done, click the “OK” button.
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33.Two copies of the permit will now print - one copy on DCRA permit paper, and
one copy on regular paper.

34.Sign both permits and provide the permit printed on DCRA permit paper and one
of the permits printed on regular paper to the customer.

35.Retain the remaining permit printed on copy paper, remove all staples from the
remaining documents, and bundle the permit application documents together,
signed permit on top. The application package should include the following
documents:



Signed permit printed on copy paper (on top)

e Application

e Invoice

e Receipt

e Base building permit (if provided)

36.Provide the customer with the copy of the permit printed on permit paper

37.Below is a sample copy of an issued After Hours Permit.



Department of Consumer and Regulatory Affairs
Pamit Operations Divislon
1100 4th Sirest SW
Washington DC 20024
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AFTER HOURS PERMIT
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PERMIT NO.  AH1400071 Date: 107252013
Address of Project: Zone: Ward: |Sguare: | Sumc | Lot
1211 CONNECTICUT AVE NW 2 [ =] 0084
Description af Wark: ]

Afler Bours work Monday Sru Thiesday nights from Bpss-Sam. Wark on B1305218 and PAIGT0ZTTT. Noiss levels Tvoe of Pemit:
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Conaitions! Restrictons:
NOISE LEVELS SHALL NOT EXCEED 60083, ANY COMPLAINTS FROM THE COMMUNITY WILL VOID THIE PERMIT

ALL CONITRUCTION DONE ACCORDING TD THE CURRENT EUILDING CODEL AND ZOMING REGULATIONS,;

A5 a condiion precedent to the lssuance of this perml, the owner agrees to confom with al conditions set forth hereln, and fo perform
the work authorzed hereby In accordance with the approved applcation and plans on flie with the Distict Govermment and In accordance
with all applicable laws and reguiations of the Distict of Colenbla. The Distict of Columbla has the nght io enter upon the property and fo
Inspact all work authortzed by this permit and io require any change In construction which may be necessary to ensure compllance with
the permlt and with al the applcable reguiations of the Disiict of Columbda. Work authordzed under this Permit must start within oneif}
year of the dale appearing on this pemmit or the permit 15 automatically wold. f work ks stared, any application for partial refund must be

Pemit clerk Expiration Date:

Director: i -
Micholas A Majet %m ﬂ?i‘ Rashad Jackson 1200172013

TO REPORT WASTE, FRAUD OR ABUEE BY ANY OO GOWVERMMENT OFFICIAL, CALL THE DC INEPECTOR GENERAL AT 1-800-521-1639
FOR CONITRUCTION INSPECTICGHN INQUIRIES CALL (202) £22-9557

THIS PERMIT MUST ALWAYS BE CONSPICUQUSELY DISPLAYED AT ADDRESS OF WORK UNTIL WORK |15 COMPLETED.

NOTIFY THE BUILDING INSPECTOR THE DAY THE WORK STARTS. PHONE [202) £442-955T at 1100 4th Street W WASHINGTON DC
20024
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