1.1.1 - Issuance

1. Confirm that the applicant has the following documents
e Completed Certificate of Use application
e Copy of Public Liability Insurance with DC Government as the rider
e Copy of the Public Space Permit
e Copy of the previous year’s Certificate of Use

2. You must also verify that the customer does not owe any Public Space fees from
previous years. To initiate this process, from the DCRA Intranet homepage, click
the “Real Property Database” link.

3. Enter the lot and square in the “Property ID” fields, or enter the complete address
in the “Premise Address” field, and then click the “Search Now” icon button.



4. The address record will now be displayed. Click the “Square/Suffix/Lot” link.

5. Click the “View Tax Information” link at the bottom of the page.



6. Click on the “Public Space” tab.

7. The account balances for each year should be zero. If there are any outstanding
balances, the customer must pay these fees and show proof that the fees are
paid in order to proceed further.



8. Once the Public Space fees have been confirmed, you may now begin to
process the application in Accela

9. From the Accela home screen, click the “CAP New” link in the “My Navigation”
menu.

10. Accela will now open a new “Record Type Select” window. Select “Certificate of
Use” from the “Type” drop down menu



11. Accela will now open a “New Record by Single” window. Enter the description of
work in the “Description of Work” field.

12.Scroll down to the “Address” section, and input the complete address on the
application, quadrant included, and then click the “Search” button.



13.1f the address is valid and recognized by Accela, then Accela will display that the
record was found in red at the top of the address field. Ensure that the “Primary”
drop down menu is set to “Yes”



14.1f Accela does not recognize the address, refer the customer to the agency’s
coordinator for addresses, the Permit Center Manager or his/her designee for
address verification.

15. After populating the fields in the “Address” section, click “Get Parcel and Owner”
twice to populate the Parcel and Owner information

16.Ensure that the information in the “Parcel” and “Owner” sections populates. If the
customer has provided a deed which does not match the information the “Owner”
section, change the information in the “Owner” section to reflect the ownership
information on the deed. If a deed was not provided, then do not alter the
populated fields in the “Owner” section.



17.Scroll down to the “Business Owner” section and enter the business ownership
entity’s name in the “Full Name” field and ensure that “English” is selected in the
“Language Preferences” drop down menu.



18. Scroll down to the “General Information Section” within the “App Specific Info”
section and enter either a number or “N/A” in the “Q-Matic Number” field.

19. Scroll down to the “Certificate of Use Specific Section.” Determine if the
application is a new or renewal sidewalk café and select the correct type from the
drop down menu.



20.Enter the Public Space permit number in the “Public Space Permit Number” field
and enter the date the Public Space permit was originally issued in the “Date
Originally Issued” field.

21.Certificates of Use (Sidewalk Cafes) are good only for the calendar year in which
they are issued, so the expiration date must be manually entered in as
12/31/20xx, where 20xx is the year in which the application was filed.



22.Enter the name of the restaurant in the “Name of Restaurant” field and enter the
Sidewalk Café permit number (which is the Public Space permit number without
the letter that proceeds the numbers) in the “Sidewalk café permit number,” field
field

23.Enter the approved square feet of use in either the “Enclosed Sidewalk Café” or
“Unenclosed Sidewalk Café” field, depending on what type of sidewalk café is
indicated on the application.



24.Enter the hours and days of operation as specified on the Public Space permit in
these fields. Leave these fields blank if no specific information is provided on the
Public Space permit.

25.Scroll down to the bottom of the window and click the “Submit” button icon.



26.Accela will now return to the home page. Note that Accela has created a new
permit number.

27.Click the “Manage Fees” link located in the “My Navigation” menu.



28.All Certificates of Use are $286.00 unless fees from previous years were not
paid. In this case, the customer will be assessed $286.00 per year of non-
payment.
Accela will properly apply these fees. Click the box directly under the “Fee Calc.
Factor” heading to select all fee records, and then click the “Invoice” icon button.
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29.Accela has now generated an invoice number.



30. Navigate to the “Reports” menu located at the left hand side of the Accela home
screen and click the “Permitting” link.

31.Clicking on the “Permitting” link will expand the menu. Once expanded, click the
“Invoice” link.
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32.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.

33. 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.



34.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.



35.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.

36.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.



37.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.



38.0nce you have confirmed that the invoice has been paid, from the Accela home
screen, click the “Search” icon button.

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



40.Click the “Pay Fees” icon button

41.Click the “Pay” icon button



42.Select the correct method of payment as indicated on the paid invoice, enter the
receipt number as indicated on the paid invoice in the “Receipt #” field, and then
click the “Save” icon button.

43.Click the box directly below the “Amount Not Applied” header to select all
payment records, and the click the “Full Pay” icon button.



44.Note that the fees are now paid in full.
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45.Now the fees have been applied, you may begin the final steps of the Issuance
process. Click on the “Workflow” link which is located on the “My Navigation”
menu on the left hand side of the Accela screen.



46.0n the “Workflow” screen, click on the “Application Review” link, highlighted in
red.

47.Select “Application Accepted” from the “Status” drop down menu, and then click
the “Submit” icon button.
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48.Click the “Issue Permit” link, highlighted in red.

49. Select “Permit Issued” from the “Status” drop down menu, and then click the
“Submit” icon button.
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50.The permit is now in Issued status. Click the “Permitting” link in the “Reports”

menu.
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An error has occurred while processing your request.

For more detail Click Here or contact Agency Administrator

51. Clicking on the “Permitting” link will expand the menu. Once expanded, click the
on the “Certificate of Use” link



52.Upon clicking the “Certificate of Occupancy” link, Accela will generate a copy of
the permit.

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

54. After reviewing the permit with the customer, click the printer icon located at the
top left-hand corner of the window.



55. A Print Dialogue box will now open. Change the number of copies to “3” by either
inputting the number “3” in the “Copies” field, or by pressing the up arrow to the
right of the “Copies” field twice. Place one piece of DCRA permit paper, right-side
up, on printer’'s manual load tray. When done, click the “OK” button.



56. Three copies of the permit will now print - one copy on DCRA permit paper, and
two copies on regular paper.

57.Sign all three permits and provide the permit printed on DCRA permit paper and
one of the permits printed on regular paper to the customer.

58. 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, with a paper clip. The application package should include
the following documents:

Signed permit printed on copy paper (on top)
Application

Invoice

Receipt (only if customer paid for one permit only)



e Public space permit
e Certificate of Insurance
e Previous year’s Public Space Permit

59.Place the completed application package in the designated storage area.

60.Below is a sample copy of an issued Certificate of Use.
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1.2 - Electrical

This section provides a comprehensive step-by-step instruction guide for processing
supplemental Electrical permits from Intake to Issuance.

As per 12A DCMR 105.1:

A permit shall be obtained from the code official before any of the
construction activities or regulated actions specified in Sections 105.1.1
through 105.1.13 shall begin. Depending on the scope of work, as
specified in Sections 105.1.1 through 105.1.13, a construction project shall
require one or more of the following types of permit:

1. Building permit.

2. Interior demolition permit.
3. Partial demolition permit.
4. Raze permit.

5. Sign permit.

6. Special sign permit

7. Projection permit.

8. Public space permit.

9. Specialty permit.

10. Miscellaneous permit.

11. Supplemental permit.

Further, as per 12A DCMR 105.1.14, Electrical permits are required for the following
work processes:

1. Power Limited Wiring. Electrical permit is required for the installation
of fire alarm and detection systems and other power limited wiring, such
as burglar alarms, telephone data cables, and security, installed by other
than public utility companies.

2. Electrical Signs. Electrical permit shall be required for the erection of a
sign on or in which lights of any description are to be used, or which will
be illuminated by artificial means.



3. Preventive Maintenance. Electrical permits are required to perform
preventive maintenance in switchboards, as required in Article E-408-23 of
the Electrical Code.

4. Temporary Wiring. Electrical permit shall be required for the
installation of electric wiring of a temporary nature for light, heat, or power
purposes, and is issued contingent upon the removal of said wiring and
apparatus upon expiration of the permit.

5. Barricade Lamps. Electrical permit shall be required for temporary
obstruction barricade lamps on or over an authorized temporary enclosing
fence or barricade on public property and for other temporary lighting in
public space back of the inner edge of a public sidewalk; such temporary
permits shall be approved by the District of Columbia Department of
Transportation (DDOT).

6. Construction Hoists. Electrical permit shall be required for the
installation of building material hoists used in building construction.

7. Electrical Current Use During Building Construction. Electrical
permit shall be required for the temporary use of electric current for light,
heat, or power purposes on any permanent system of wiring, pending
completion and final approval thereof.

8. Electrical Work in Connection with the Installation of Mechanical
Equipment. Electrical permit shall be required for electrical work in
connection with the installation of mechanical equipment, including
elevators and escalators.
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1.2.1 - Intake

Electrical Permit — Intake

1.

3.

4.

Before proceeding in Accela, ensure that the customer is a Master Electrician
by verifying the Master’s license. If the Master is not in possession of his/her
license, direct the Master to the Office of Business and Professional Licensing
on the 5" floor. This office can provide the Master with a letter confirming the
status of the Master’s license, which can be accepted as verification.

If the customer is not a Master Electrician, then the customer seeking the
permit must be designated by the Master to secure permits on his/her behalf.
In order for the designee to pull permits, the customer must have a letter, on
company letterhead, authorizing the customer to pull permits on the Master’s
behalf, in addition to a copy of the Master’s license.

Verify that the designee has a copy of the Master’s license and a letter of
authorization in hand or that copies of both documents are on file digitally.

e To determine if copies of the Master’s license and authorization letter are
on file digitally, navigate to “My Computer.”

e Locate the “Network Connection” section and double-click on the “I” drive,
which is labeled “Authorization Letters.” (See Figure 1.1)

e Locate the appropriate set of documents for the customer in the
“Authorization Letters” folder. The documents are organized alphabetically
by company name.

If a Master’s designee provides new documents, place them in the provided
bin for scanning after confirmation.



5. Once the customer has been confirmed, ensure that the application is filled
out completely. The fields marked “Required” must be filled out on the
Electrical application to be considered complete:



6. If the “Type of Work” is identified as “New” or “Remodeling” on the permit
application, then a base Building Permit is required. Ensure that

e The address of the base Building Permit matches the address on the
Plumbing Permit application.

e The customer provides a copy of the base Building Permit.

e The customer indicates the Building Permit number on the application.

7. If the “Type of Work” is identified as “Replacement” or “Repair” on the permit
application, then a base Building Permit is not required. Direct the customer
to write the letter “B” in the “Building Permit #” space on the application.

8. Ensure that all required fields are completely filled out on the application and
all necessary supporting documents have been provided. If the application is
not complete, direct the customer to complete the application and return when
complete.

9. Once the application has been verified as complete, you may begin
processing the application in Accela.

10.From the home screen in Accela, locate and click on the “New” button in the
grey toolbar at the top of the home screen. (see Figure 2.1)

Figure 2.1

11.Accela will open a new window with three drop down menus. The first drop
down menu, “Group” is pre-populated with “Building.”

e Select “Supplemental” from the “Type” drop down menu
e Select “Electrical” from the “Subtype” drop down menu



12. After selecting “Electrical” from the “Subtype” drop down menu, Accela will
automatically open a new window where the permit information will be
entered.

13.Input the complete address on the application, quadrant included, and then
click the “Search” button.
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14.1f the address is valid and recognized by Accela, then Accela will display that
the record was found in red at the top of the address field. Ensure that the
“ANC” field populates, because if this field is not populated, the applicant will
not be able to schedule inspections via the Automated Inspection Request
and Permit Information System, also known as IVR.

15.Ensure that the “Primary” drop down menu is set to “Yes”

16.1f Accela does not recognize the address, refer the customer to agency’s

coordinator for addresses, the Permit Center Manager or his/her designee for
address verification.

17. After populating the fields in the “Address” section, click “Get Parcel and
Owner” twice to populate the Parcel and Owner information



Figure 2.6

18.Ensure that the information in the “Parcel” and “Owner” sections populates.
Do not change any of the populated ownership information unless the
customer provides a copy of a deed.
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Figure 2.7

19. After populating the fields in the “Parcel” and “Owner” section, you may begin
populating the information in the “Professionals” field.

20.The “Professionals” field is where the Master’s information is displayed. To
populate the Master’s information, first search by the license number that is
indicated on the application. To search by the Master’s license number, type
the “%” sign in the “License #” field, directly followed by the license numbers.
Then click the “Search” button. (see Figure 2.8)
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21.1f the license information does not populate after searching by the Master’s
license number, search by the company name or the Master’s last name. (see

Figure 2.9)
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Figure 2.9

22.The search may yield multiple license records. Select the record that matches
the Master’s license information on the application and ensure that the
populated license information in Accela matches the information on the
application. In the case of multiple entries for the same license, selected the
record in Accela that is the most recent record and ensure that the record is
not expired. (see Figure 2.10)



23.0nce selected, Accela will populate the Master’s license information. Confirm
that the populated information matches the Master’s license number.
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Business Address Business City Business State
2107 LEWISDALE DRIVE HYATTSVILLE MD
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24. After the Master’s information has populated, delete the information in the
bottom two rows of the “Professionals” section. (see Figure 2.12)
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25. After deleting the information in the last two rows of the “Professionals”
section, scroll down to the “Agent for Owner” section. Populate the fields in
this section by clicking “As Lic. Prof.” (see Figure 2.13)
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Figure 2.13

26.Now scroll down to the “General Information” section, type either “N/A” or a
number in the “Q-Matic Number” field. (see Figure 2.14)
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27.Now scroll down to the “Electrical Specific Section.”

ELECTRICAL SPECIFIC SECTION
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28.1f a Building Permit number was provided, input the Building Permit number in
the “Building permit number” field. If no Building Permit was provided, type
the letter “B” in the “Building permit number” field. (see Figure 2.15)
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--Select-- WAS PROVIDED, TYPE THE LETTER "B" -
Type of work Number of floors Number of Floors Plus

--Select-- - --Select-- - Number of Floors Penthou

Estimated cost of work

29.1f the applicant is seeking an extension to an already issued permit, manually
enter the appropriate expiration date in the “Expiration Date” field. If the
application is not for an extension, then leave this field blank.

**MPORTANT***

All permit extensions must be approved by the Code Official or one his designees,
currently the Permit Operations Division Chief or the Fire Division Chief. If one of these
individuals has not approved the permit extension, direct the customer to secure the
necessary approval.



ELECTRICAL SPECIFIC SECTION

Building permit number Equipment model Equipment manufacturer Eéxpiration Date ]

i
Proposed use Existing use
--Select-- - --Select--
Type of work Number of floors Number of FIotIF THE CUSTOMER IS SEEKING A
~Select - —select—-  PERMIT EXTENSION, TYPE IN THE
Fetimated costorwork CORRECT EXPIRATION DATE

30. If a Building Permit was provided, capture the proposed and existing uses
from the Building Permit. If no Building permit was provided, capture the
proposed and existing uses from the application. (see Figure 2.16)

ELECTRICAL SPECIFIC SECTION

Building permit number Equipment model Equipment manufacturer Expiration Date

3]
Proposed use Existing use
--Select-- - --Select-- -
TrT—- P ML g o
--Select--

IF A BUILDING PERMIT WAS PROVIDED, CAPTURE THE """
EXISTING AND PROPOSED USES FROM THE BUILDING

ot e PERMIT. IF NO BUILDING PERMIT WAS PROVIDED,

was the suCAPTURE THE USES FROM THE APPLICATION

Estimated co

31. Examine the application to determine the type of work, select the matching
type of work from the “Type of work” drop down menu, and enter the correct
number of floors in the “Number of Floors” field. (See Figure 2.19)

ELECTRICAL SPECIFIC SECTION
Buildino permit number Eauioment model Equipment manufacturer Expiration Date

CAPTURE THE TYPE OF WORK N -
AND NUMBER OF FLOORS i E-Klstlng use

-Select-- -

Type of work Number of floors Humber of Floors Plus
--Select-- --Select-- - Number of Floors Penthou

32.0nce the information in the “Electrical Specific Section” is captured, scroll to
the bottom of the window and click the “Submit” button.




App Specific Info Tables

ELECTRICAL =
SUPPLEMENTAL TYPE Add U Delete
Type Number(Number) CLICK HERE

[ Submit l [ Cancel l

33. After clicking “Submit”, Accela will close the “New Record” window and return
to the home screen. The newly created record will now display in the Record

Menu. (see Figure 2.23)

|ma

Record

Menu Q Search ‘D New g GIS ‘j‘ Help My QuickQueries --Select-- « Module Building

THIS IS THE NEWLY CREATED

LIPERM|T NUMBER Type Opened Street# Street Name Street Quadrant Unit Type Unit# Cre
Type

Building/Supplemental/Electrical/NA 04/26/2013 1100 4TH ST SW JBE

5T SW JBE

Building/Supplemental/Mechanical/NA  04/25/2013 1100 4TH

34.Initial and write the newly created permit number on the top of the application
and provide the customer a ticket to the Electrical engineer.
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1.2.2 - Issuance

Electrical Permit — Issuance

Although the Electrical Division is currently responsible for capturing the devices
requested on Supplemental Electrical Permit Application in Accela, this process will be

detailed in full in the following section.

Below is a sample Electrical Permit with all required fields identified



1. Locate the permit number on the top of the application, and enter the permit
number in the “Permit Number” field and then click “Enter”

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

3. On the resulting screen, locate the “My Navigation” menu on the left-hand
side of the screen, and click on the “Cap Detail/Summary” link.



4. On the resulting screen, click the “Summary” icon.

5. Accela will open a new “Edit Record by Single” window.

6. Scroll down to the “App Specific Info Tables” section

App Specific Info Tables

ELECTRICAL =
SUPPLEMENTAL TYPE Add ] | Delete

Type Number(Number)




7. Click the “Add” icon to create an individual entry for each requested device
type on the application

App Specific Info Tables

[ 0
Tvpe Numbeier ek HERE TO CREATE A

NEW ENTRY FOR EACH
DEVICE TYPE | Submit | | Cancel |

8. Once an individual record has been created, select the requested device type
from the “Type” drop down menu, and enter the requested number of the
device type from the “Number” drop down menu.



9. Repeat Steps 6 and 7 for each requested device type until all requested
devices have been entered.

10.1f you need to delete an item, click the box directly to the left of the entry to
select the entry, and then click the “Delete” icon. This will remove the entry.

STE P 1 - Tables

cuck = STEP 2 - CLICK HERE
THIS BOX

Number(Number]
..... J Group 01 - Wiring Only (Receptacle & Switch Outlets) * 40
Group 05 - Appliance 1 - 8 kW range * 5

| Submit | | Cancel |

11.0nce all requested device types have been entered, click the “Submit” button.

App Specific Info Tables

ELECTRICAL a
SUPPLEMENTAL TYPE Add  [J |Delete
Type Number(Number]
J ..... Group 01 - Wiring Only (Receptacle & Switch Outlets) * 40
Group 05 - Appliance 1 - 8 kW range * 5

CLICK HERE | Submit | | Cancel |

12. Accela will now close the “Edit Record by Single” window, and return you to
the home screen.

13.Examine the application, and determine if the customer has requested
additional information to be displayed on the permit in the “Other” box. If the
customer has requested additional information or devices, click the
“Conditions/Comments” link located in the “My Navigation” panel on the left
side of the Accela home screen. If the applicant has not requested any
additional information in the “Other” box, proceed to Step

14.1f the customer has requested additional information in the “Other” box,
located the “Conditions/Comments” link in the “My Navigation” menu. Click
the “Conditions/Comments” link.



15.Click the “New” icon button to create a new Conditions and Comments field.

16. Enter the information or devices that the applicant has requested in the newly
created Conditions and Comments field and click “Submit” when complete.

STEP 2 - CLICK HERE

(5 | Reset @ Cancel 7/ |Help
OO

Comments (0)

Comment *B:Standard Comment

STEP 1-ENTER THE REQUESTED INFORMATION IN THIS FIELD

17.Now that all of the permit information has been entered, you may begin
preparing the invoice for the customer.

18.Click the “Manage Fees” link located in the “My Navigation” panel on the left
side of the Accela home screen.



19. Accela will automatically populate the correct fees, based on the type and
number of devices entered during the Intake process.

Fee Calc. Factor: Job Value{Contractor)$0.00 - Fee Total $187.00

I Invoice # Description Quantity Fees Status Date
Assessed

[ Enhanced Service Fee - Elect... 1 $17.00 MEW 04/26/2013

o Group 1 - Wiring Only (Rece... 40 $80.00 NEW 04/26/2013

[ Commercial Heating & Cooking... 5 £90.00 MEW 04/26/2013

20.When all fees have been added, click the box next to “Invoice #" to select all
of the permit fee entries, and then click the “Invoice” button to generate an

invoice.
I

1 |
Building Permit ID: E1304844 STEP 2 - CLICK HERE

ES)|menu  +$ Add  (j |Deete @]\mm 7 |Help

+ GoTo Fee (3)

STEP 1 - CLICK HERE :ccnso.00 ~  Fee Total $187.00

Invoice # Description CQluantity Fees Status Date
Assessed
Enhanced Service Fee - Elect... 1 $£17.00 NEW 04/26/2013
Group 1 - Wiring Only (Rece... 40 %£80.00 MNEW 04/26/2013
Commercial Heating & Cooking... 5 £90.00 NEW 04/26/2013

21.Accela has now generated an invoice number.



Building Permit 1D: E13043844
menu +S Add  (J |Delete &) void 53) invoice 7 | Help

+ GoTo Fee (3)

ACCELA HAS GENERATED , | recota $187.00

A NEW INVDICE NUMBER Guantity Fees Status Date

— Assessed
220780 Enhanced Service Fee - Elect... 1 $17.00 INVOICED 04/26/2013
1220780 Group 1 - Wiring Only (Rece... 40 $80.00 INVOICED 04/26/2013
1220780 Commercial Heating & Cooking... 5 $90.00 INVOICED 04/26/2013

22.Navigate to the “Reports” menu located at the left hand side of the Accela
home screen and click the “Permitting” link.

Figure 2.34

23.Clicking on the “Permitting” link will expand the menu. Once expanded, locate
the “Invoice” link and click the “Invoice” link.



Reporis =)= (2 B

Bulding Fermit i
Capacity Placard
Certificate of Occupanc 4
Certificate of Use

Cover Sheet

Demolition Permit
Electrical Permit
Elevator Certificate =
Elewvator Permit
Ewcavation Permit

Fence Permit

Foundation Permit

Fuel Burning

Garage Permit

(] CLCK HERE

24.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.

25. 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.



26. 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. (see
Figure 2.38)



Figure 2.38

27. 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.

28.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. (see Figure 2.39)



29.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.



30.0nce you have confirmed that the invoice has been paid, bring up the permit
record by typing the permit number in the “Permit Number” field in the
“Record” section. Then click the “Submit” icon.”

31.0n 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.



32.0n the “Pay Fees” page, click on the “Pay” icon located at the top left hand
corner of the “Payment” section.

Building Permit 1D: E1304844

£ Apply D‘ Refund @' Void Generate Receipt Fund Transfer *’ Help

- Hisarhe "ayment
Total Invoice Amount: $187.00 Terminal #:
Total Payment: £0.00 Cashier ID: 1BELLOW
Total Balance: £187.00 Date; 04/26/2013

Amount Not Applied:  $0.00

33.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 on the “Save” icon.



34.0n the “Apply Fees” page, click on the box directly below the phrase “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.

STEP3- STEP2-
CLICK HERE CLICK HERE

LALIN T PP U PRI PSS I VS PO TR U £ 00 L Liu o AN

IR IEF. B NwrwTwTT

[l—p Subm][s Full Pay| () |Reset @' Cancel / Help

+ Lo 1o Payment
Amount Not Applied: $187.00

y 7 |STEP 1 - CLICK HERE Quantity Fee
7 1220780 Enhanced Service Fee - Electrical 1 £17.00
| 1220780 Group 1 - Wiring Only (Receptacle & Switch Qutlets) Enter # of Qutlets 40 £30.00
¥ 1220730 Commercial Heating & Cooking (1-8 kW range) Fee 5 $90.00

35.0nce the fees have been applied, you may begin the finalization of the
Issuance process. Click on the “Workflow” link which is located on the “My
Navigation” menu on the left hand side of the Accela screen.



36.0n the “Workflow” screen, click on the “Issue Permit” link, highlighted in red.

37.0n the following page, select “Permit Issued” from the “Status” drop down
menu, and then click the “Submit” icon.



38.The permit is now in “Issued” status and can be printed. Navigate to the
“Reports” menu located at the left hand side of the Accela home screen and
click the “Permitting” link. (see Figure 2.49)

Figure 2.49

39. Clicking on the “Permitting” link will expand the menu. Once expanded, click
the on the “Electrical Permit” link.

Reports (= = O
» OCI &
A Permitting |

AC mechanical Permit
Address Issuance | ette —

Awning Permit

Building Permit E
Capacity Placard
Certificate of Occupancl &
Certificate of Use

Cover Sheet

B

CLICK HERE

Fence Permit
Foundation Permit
Fuel Burning

T o Py

1| 1] [ 3

40.Upon clicking the “Plumbing Permit” link, Accela will generate a copy of the
permit.



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

42. After reviewing the permit with the customer, click the printer icon located at
the top left-hand corner of the window.

43. A Print Dialogue box will now open. Change the number of copies to “3” by
either inputting the number “3” in the “Copies” field, or by pressing the up
arrow to the right of the “Copies” field twice. Place one piece of DCRA permit
paper, right-side up, on printer’'s manual load tray. When done, click the “OK”
button.



44.Three copies of the permit will now print - one copy on DCRA permit paper,
and two copies on regular paper.

45. Sign all three permits and provide the permit printed on DCRA permit paper
and one of the permits printed on regular paper to the customer.

46.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, with a paper clip. The application package
should include the following documents:

Signed permit printed on copy paper (on top)
Application

Invoice

Receipt



e Building Permit (for jobs with “New” or “Remodel” as the “Type of Work,”
or if the customer provided a Building Permit otherwise

47.Place the completed application package in the designated storage area.

48.Below is a sample copy of an issued Electrical Permit.
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1.3 - Elevator
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1.3.1 - Intake

1. From the Accela home screen, click the “CAP New” link in the “My Navigation”
menu.

2. Accela will now open a new “Record Type Select” window.

3. Enter the description of work including the cost of construction in the “Description
of Work” field.



4. Scroll down to the “Address” section, and input the complete address on the
application, quadrant included, and then click the “Search” button.

5. If the address is valid and recognized by Accela, then Accela will display that the
record was found in red at the top of the address field. Ensure that the “ANC”
field populates, because if this field is not populated, the applicant will not be able



to schedule inspections via the Automated Inspection Request and Permit
Information System, also known as IVR.

6. If Accela does not recognize the address, refer the customer to the agency’s
coordinator for addresses, the Permit Center Manager or his/her designee for

address verification.

7. After populating the fields in the “Address” section, click “Get Parcel and Owner”
twice to populate the Parcel and Owner information



8. Ensure that the information in the “Parcel” and “Owner” sections populates. If the
customer has provided a deed which does not match the information the “Owner”
section, change the information in the “Owner” section to reflect the ownership
information on the deed. If a deed was not provided, then do not alter the
populated fields in the “Owner” section.



9. Scroll down the “Professionals” field and enter the BBL number in the “License #”
field. Enter the business name, address, and phone number in the corresponding
fields.

10. Select “Elevator” from the “License Type” drop down menu.



11.Click the “As Lic. Professional” icon button and then select “Licensed
Professional” from the “Relationship” drop down menu.



12.Scroll down and enter a “0” in the “Q-Matic Number” field and fill out the
corresponding information in the following fields:
e Elevator Company

Electrical contractor license number

Elevator contractor basic business license number

Number of Cabs

Cost of installations



13. Scroll down and click the “Submit” icon button.
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1.3.2 - Issuance
1. Examine the application. Ensure that the fire reviewer has signed off on the

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

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

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



4. 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/Summary | | 2/ Workilow Tasks
&  Condition/Comment -(3-Plen Review Coordinator Task Status Status Date Action By
isw  Workflow -] Elevator Review — -
= Workflow Histor 4] DDOE Review Plan Review Coordinator Applicati... 05/08/2013  Justin Be...
[ Application Info -] DDOT Review Elevator Review Elevator ... 05/08/2013
(3 Application Tables [ WASA Review DDOE Review DDOE Revi...  05/08/2013
[ PayFees #-C DOH Review DDOT Review DDOT Revi...
,:é Manage Fees -3 HPRE Review WASA Review WASA Revi...  05/08/2013
i Related Cap's 50 BZA Review DOH Review DOH Revie...  05/08/2013
g m -] EISF Review HPRB Review HPRB Revi...  05/08/2013
T Manage Documents -] CFA Review BZA Review BZA Revie...  05/08/2013
@ Assign Tasks -] White House Review EISF Review EISF Revi... 05/08/2013
@@ Contacts [#-{7] Chinatown Review CFA Review CFA Revie... 05/08/2013
DCRA default (1] NCPC Review White House Review White Hou...  05/08/2013
-] Management Review Chinatown Review Chinatown...  05/08/2013
Reports [ET[E-=] -3 Fils Room NCPC Review NCPC Revi...  05/08/2013
Certificate of Use " BRHE) Fhs iz FLe e Management Review Managemen...  05/08/2013
(] WMATA Review File Room Pending C...  05/08/2013
Electrical Permit BHE) (T (i s iz 2o Zoning Overlay/PUD Review Overlay/P... 05/08/2013
w E-3 Green RE_WEW WMATA Review WMATA Rev...  05/08/2013
i g g EEZ;:E;W fevien Fire Hydrant Verffication Fire Hydr...
L 4.07) DDOE FP Review Green Review Plans Che...
-] DDOE AQ Review PRC Review PRC Revie...
—S:nlec;ung:m. . -0 DDOE EV Review DDOE SE-SW Review DDOE SE-5...
—one SOCin SN L arm (] DDOE WSP Review DDOE FP Review DDOE FP R...
#-C3 Zoning Review DDOE AQ Review DDOE AQ R...
-3 Mechanical Review DDOE EV Review DDOE EV R...
[]"I:I‘ Electrical Review DDOE WSP Review DDOE WSP ...
@-{C]- Fire Review Zoning Review Zoning Re... 05/08/2013
w— 2 - Structural Review Mechanical Review Mechanica... 05/08/2013  Justin Be...
gy i d #-(- Plumbing Review lectrica... 05/08/2013  Justin Be...
i p——— ENSURE THAT "ISSUE e —
Quicklinks 2l=E []-- tructura... 05/08/2013  Justin Be...
B1-{_] Inspection PE RM IT" Is H I G H LI G HTED lumbing ... 05/08/2013 Justin Be...
@-{7] wall Check Verification ™~

5. 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 division.
If the fees are not specified, direct the customer to have the fees indicated on the
application.



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

7. 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. 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.

8. Accela has now generated a new invoice number.
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10.Once the “Permitting” menu has expanded, click the “Invoice” link.

o — f s — m e
+ GoTo Fee (6)

Fee Calc. Factor:  Job Value{Contractor)$0.00 = Fee Total $150.15
B Invoice # Description Quantity Fees

El:l‘al‘ced 5 CCELA HAS

E

=== |NVOICE NUMBER

Enhanced Service ree - wreen... PU.0D

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.

— — o — s e
+ GoTo Fee (6)
Fee Calc. Factor:  Job Value(Contractor)$0.00 ~ Fee Total $150.15
B Invoice # Description Quantity Fees
[F] 1230890 Enhanced Services Fee - Perm... 1 $6.50
[F] 1230890 Enhanced Service Fee - Filin... 1 $6.50
[F] 1230890  Addition/Alteration/Repair -... 65 $65.00
[F] 1230830 Alteration & Repair Permit Fee 65 $65.00
[F] 1230890 Green Building Fee 6.5 $6.50
[E] 1230820 Enhanced Service Fee - Green... 1 $0.65
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.

CLICK HERE

Status

INVOICED
INVOICED
INVOICED
INVOICED
INVOICED
INVOICED

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

Date
Assessed

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

&=

EHEO



My Navigation [EHES] (=) +|GoTo Fee (6)
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CAP New

Cap Detail /fSummary Fee Calc. Factor: Job Value(Contractor)$0.00 v Fee Total $150.15

————— Invoice # Description Quantity Fees Status Date
Workflow =] Assessed
Workflow History
Application Info
Application Tables
Pay Fees

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

Enhanced Services Fee - Perm... 1 $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
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
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11.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.

12. 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.



13. 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.



14.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.

15.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.



16.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.



17.0nce you have confirmed that the invoice has been paid, from the Accela home
screen, click the “Search” icon button.

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



19.0n 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.

20.0n the “Pay Fees” page, click on the “Pay” icon located at the top left hand
corner of the “Payment” section.



21.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.

22.0n the “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.
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My Navigation =il 3 «STEP 2 = CI-ICK HERE

CAP New Amount Ngt Applied: $150.15

Jéf Conditon STEP 1 - CLICK HERE T

ConditionfComment
1230890 Addition/Alteration/Repair - Filing Fee 65 $65.00 $0.00 $65.00 .00

W=
ol
5

sSw OCPI

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

H
Hi

1230890 Alteration & Repair Permit Fee 65 $65.00 $0.00 $65.00 0.00
1230890 Green Building Fee 6.5 $6.50 $0.00 $6.50 0.00

1230890 Enhanced Services Fee - Permit Fee 1 $6.50 $0.00 $6.50 0.00

J“&&J{J{J

1230890 Enhanced Service Fee - Green Building 1 $0.65 $0.00 $0.65 0.00

O OO oo o

1230890 Enhanced Service Fee - Filing Fee 1 $6.50 $0.00 $6.50 0.00

s 0988

23.The fees have now been applied and you may begin the finalization of the
Issuance process. Click the “Workflow” link located on the “My Navigation” menu.

24.0n the “Workflow” screen, click on the “Issue Permit” link, highlighted in red.



My Navigation (E | f=]
& cAP New
]

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
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Certificate of Use .
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Garage Permit
Home Occupation Perm

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

25.0n the following page, select “Permit Issued” from the “Status” drop down menu,

+ GoTo Workflow

& Workflow Tasks

[23-Plan Review Coordinator
(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

(2] Zoning Overlay/PUD Review
(] WMATA Review

[ Fire Hydrant Verification
] Green Review

] PRC Review

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

(Z] DDOE AQ Review

D DDOE EV Review

D 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

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

and then click the “Submit” icon.

26.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.

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

Justin
Justin
Justin
Justin

Justin

Be...



My Navigation [E (=]
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2!  cap Detail/Summar

&’ condition/Comment

Workflow
Workflow History
Application Info

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

RA default

% 41611

g £18)€1616]

El=E
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Reports

F Aparement
» ABL

» ACA

» Agency Management [
»> Boilers

> ICA

» Inspections

» Inspections Managem|

» Proactive

» RePrint

» Scheduling

» Summary Abatement
» VPU

» Zoning <

e—
+ GoTo

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[=]=]

27.Clicking on the “Permitting” link will expand the menu. Once expanded, click the
on the “Building Permit” link.

My Navigation 7 [ ]=]
& caAP New

{2 capDetail/Summary
5 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
H

% §1411)

g f1e€1618)

Demolition

ical
ator Certificate

8

and Repair/NA

Rewiew in Process

Building Permit ID: B1306606

+|GoTo

Menu g]llew li. Supervisor

Building/Construction/Addition 05/07/2013 3846
Alteration Repair/NA
Task Activation 7 | Help

Workflow

$ Workflow Tasks

i |
i
i |
i
(] Elevator Review
s
i
i
i
i |

- Plan Review Coordinator
Mechanical Review
Electrical Review

Fire Review

DDOT Review
WASA Review
DOH Review
HPRB Review
BZA Review

CLICK HERE

] v e mownd
] Chinatewn Review

(1 NCPC Review

D Management Review

(23 File Room

(23 Zoning Qverlay/PUD Review
] WMATA Review

(] Fire Hydrant Verification

3

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

28.Accela will now generate a PDF of the permit.

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.

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



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

30. After reviewing the permit with the customer, click the printer icon located at the
top left-hand corner of the window.



31.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 twice. Place one piece of DCRA permit paper, right-side
up, on printer’'s manual load tray. When done, click the “OK” button.



32.Two copies of the permit will now print - one copy on DCRA permit paper, and
one copy on regular paper.

33.Sign both permits and provide the permit printed on DCRA permit paper to the
customer.

34.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, with a paper clip. The application package should include
the following documents:

35. Signed permit printed on copy paper (on top)
e Application
e Invoice
e Receipt



36.Provide the customer with the copy of the permit printed on permit paper and one
of the copies printed on regular paper as well as the official sets of plans.

37.Below is a sample copy of an issued Elevator Permit.
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1.4 - Fuel Burning

The following chapter will provide a step-by-step progression for processing Fuel
Burning permits.

As per 12A DCMR 120.1.3:

Owner's Permits. The owner, or the owner's agent, of premises where
mechanical equipment listed in items 1 through 3 below is to be installed,
shall be authorized to apply for and obtain a permit for the installation of
such equipment in said premises:

1. Fuel burning equipment, excluding gas fired hot water boilers with a
gas input rating of less than 525,000 Btu/h (154 kW) and gas fired
appliances in single-family dwellings.
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1.4.1 - Intake
As per 12A DCMR 120.1:

Each application for mechanical permit shall be filed by the contractor
responsible for the work to be done. Each application shall show the name
and signature of the master mechanic employed to actually supervise the
work. Said mechanical contractor and master mechanic shall be licensed
and bonded in accordance with the applicable District of Columbia
licensing and bonding regulations.

Below is a blank copy of the Fuel Burning permit, with all required fields
identified.






1.

3.

4.

Before proceeding in Accela, ensure that the customer is a Master
Electrician by verifying the Master's Plumber or Gas Fitter. If the
Master is not in possession of his/her license, direct the Master to the
Office of Business and Professional Licensing on the 5™ floor. This
office can provide the Master with a letter confirming the status of the
Master’s license, which can be accepted as verification.

If the customer is not a Master, then the customer seeking the permit
must be designated by the Master to secure permits on his/her behalf.
In order for the designee to pull permits, the customer must have a
letter, on company letterhead, authorizing the customer to pull permits
on the Master’s behalf, in addition to a copy of the Master’s license.

Verify that the designee has a copy of the Master’s license and a letter
of authorization in hand or that copies of both documents are on file
digitally.

e To determine if copies of the Master’s license and authorization
letter are on file digitally, navigate to “My Computer.”

e Locate the “Network Connection” section and double-click on the
drive, which is labeled “Authorization Letters.”

e Locate the appropriate set of documents for the customer in the
“Authorization Letters” folder. The documents are organized
alphabetically by company name.

If a Master's designee provides new documents, place them in the
provided bin for scanning after confirmation.



. Once the customer has been confirmed, ensure that the application is
filled out completely. The fields marked “Required” must be filled out
on the Electrical application to be considered complete:

. If the “Type of Work” is identified as “New” or “Remodeling” on the
permit application, then a base Building Permit is required. Ensure that

e The address of the base Building Permit matches the address on
the application.

e The customer provides a copy of the base Building Permit.

e The customer indicates the Building Permit number on the
application.

. If the “Type of Work” is identified as “Replacement” or “Repair” on the
permit application, then a base Building Permit is not required. Direct
the customer to write the letter “B” in the “Building Permit #” space on
the application.

. Ensure that all required fields are completely filled out on the
application and all necessary supporting documents have been
provided. If the application is not complete, direct the customer to
complete the application and return when complete.

. Once the application has been verified as complete, you may provide
an Issuance Q-Matic number to the customer.
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