1.1.1 - Issuance

Miniature Boiler - Issuance

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

Justin Bellow  Sign Out

13y HOME

Home |

NAVIGATION ~

&3 MAPS » \Z) HELP

Property Holds | People | Reports | Preferences

User Info = Record

> Justin Bellow Menu Q Search ']’ HNew “ GIS ? Help My QuickQueries --Select-- ~ Module Building «
rermit Center Md412345678910 b M
Managers
B Permit # Status Permit Type Opened Street# Street Name Street Quadrant Unit Type Unit# Created By
Type
] B1306524 Application Accepted Building/Construction/Alteration 05/06/2013 1750 PENNSYLVANIA AVE NW OCPIL
AR and Repair/NA
gt D FA1301594 Drawing Accepted Building/Shop Drawing/Fire 05/06/2013 733 10TH ST NW 3RD FL ALECOUNT
Alarm/NA
Department of Consurmer & !
Regulatory Affairs B1306530 Building/Construction/Alteration 05/06/2013 1100 4TH ST SW QCPIL

o

and Repair/NA

MyNavigat IE-Jl:_JU_“:- [ 81306525 Application Accepted k::gd;ré%fa(‘:;r&s;ruct\om'AIteratinn 05/06/2013 810 FTH ST NW ocPL
[ CLICK HERE Building/Construction/Sign/NA  05/06/2013 3222 M ST NW ocPL
= 1 Sufhmar
E Condition/Comment

Worlflow Building Permit ID: B1306524

Workflow History
Application Info
Application Tables
Pay Fees Yiew notice

Manage Fees

Related Cap's Menu T |Wew W supervisor [(hi|Taskactvation 7 |Hew
Schedule Inspections

Manage Inspections L Workflow

e
B

Condition: WHOP Severity: Notice

=~ A notice was added to this record on 2000-06-26
i)
Total conditions: 1 {Notice: 1)

o5 bl E)E)

Manage Documents
Assign Tasks

@ Workflow Tasks

eltlelel

2. Accela will now open a new “Record Type Select” window. Select “Supplemental”
from the “Type” drop down menu, select “Boiler” from the “Subtype” drop down
menu, and then select “Miniature Boiler” from the “Category” drop down menu.

T

User Info 3 -_— =
rﬂ hitps://clips.in.de.gov/portlets/ picker/capTypePickerSelector.do?fromModel=cap&modul L Government of the District of Columbia [US] | @‘

# Idi -
@) cancel 7 |Heip e
Permit Type
Group

Building ~| Supplemental

=+ Justin Bellow

Permit Center
Managers

treet Quadrant UnitType Unit# Creat
=

FT sw EWAFR

SUPPLEMENTAL SELECT STEP 3 - SELECT
i | BOILER MINIATURE BOILER

Condition/Comm|
Workflow
Workflow Histor 3 Ernesto W...
Application Info
Application Tabl 3
Pay Fees |B=
Manage Fees
Related Cap's
Schedule Inspes
Manage Inspect|
Manage Documelj| I
Assign Tasks
Contacis
RA default

fle Action By

188

ik

& §1E1 1)

2 0R088

oo W W W



3. Scroll down to the “Address” section, and input the complete address on the
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application, quadrant included, and then click the “Search” button.
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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.
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5. 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.

6. After populating the fields in the “Address” section, click “Get Parcel and Owner”
twice to populate the Parcel and Owner information
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7. 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.
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8. Scroll down to the “Professionals” section. The “Professionals” section 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.
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9. If the license information does not populate after searching by the Master’s license
1
number, search by the company name or the Master’s last name.
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10. 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.
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11. Once selected, Accela will populate the Master’s license information. Confirm that the
. . , .
populated information matches the Master’s license number.
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12. After the Master’s information has populated, delete the information in the bottom two
rows of the “Professionals” section.
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13. 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.”
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14. Scroll down to the “Miniature Boiler Permit Section” in the “App Specific Info” section and
type either “N/A” or a number in the “Q-Matic Number” field.
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15. If 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.
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16.1f 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.
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17.Examine the application to determine the type of work, select the matching type
of work from the “Type of work” drop down menu
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18. Enter number of miniature boiler devices to be installed in the “Number to be installed”
field



ome |

Property Hold:

User Info
App Specific Info

LANGUAGE PREFERENCE
Language Preference * Other

English - (Text)

= Justin Bellow

Permit Center
Managers

Street Quadrant UnitType Unit# Creal

MINIATURE BOILER PERMIT

Q-Matic Number * Payment Type * XMAC
(Text) Half -
Building permit number Detail or type of repairs A
Department of Consul (Text) (Text)
Regulatory Affairs HIAR
Detail or type of alterations Proposed use .
(Text) --Select-- -
My Navigatiol
LI (Other) Specify Proposed Use Existing use 0CPI
(Text) --Select-- -

(Other) Specify Existing Use Type of work

ENTER NUMBER OF

1= #h i E)

2
5 DEVICES TO BE INSTALLED
E Pay Fees (Text) PN =T]
@ Manage Fees Output capacity ASME Code boiler
itw  Related Cap's (Number) - Select-- -
j S US National Board Number located on boiler Heating surface
% (Number) SQFT(Number)
j Assign Tasks Location of boiler on site Equipment maker and year built
Assign Tasks
A Contacts (Text) (Text)
DCRA default Breeching exists Gas line and piping
© ves @ No --Select- - 2
< . b
Reports

[, = % NUURRIA Y SR AR A A R B L L

User Info == - — % 4 - 15
App Specific Info -

= Justin Bellow LANGUAGE PREFERENCE
Language Preference * Other
Permit Center English - (Text)

Managers

Street Quadrant UnitType Unit# Creat
MINIATURE BOILER PERMIT Lo
Q-Matic Number * Payment Type * RD  NW XMAC
(Text) Half -
Building permit number Detail or type of repairs e Y Bl
Department of Consul
" Regulatory Affairs (Text) (Text) AVE SW HIARF
Detail or type of alterations Proposed use
RREIL
(Text)
(Other) Specify Proposed Use ENTER PRESSU RE IN oCPI
(Text)
(Othen) Specity Existing Use POUNDS HERE
(Text) --Select-- »
Humber to be installed Gross rating
E (Mumber) (Number)
E Fuel type team pressure (MAWP) E
@ PayFees (Text) Psi(Number)
@ Manage Fees Qutput capacity il
s Related Cap's Numben) —-Select-- -
% US National Board Number located on boiler Heating surface
E {Number) SQFT(Number)
@ Assign Tasks Location of boiler on site Equipment maker and year built
Assign Tasks
E Contacts (Text) (Text)
DCRA default Breeching exists Gas line and piping
© Yes © No --Select-- -
o < . 3
leports

A [ PO R R [ L

20.Select “Yes” in the “ASME Code Boiler” drop down menu and then enter “1” in
the US National Board Number located on boiler.
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22.Enter location of boiler in “Location of boiler on site” field and enter boiler
equipment maker and year built in “Equipment maker and year built” field.
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23.Click the “No” radial button for the “CSD-1 Report,” “R-1 Report,” “Manufacturer
Data Report,” and “US National Board Certification Stamp” fields.
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24.Scroll down to the bottom of the window and click the “Submit” icon button.
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25. 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.
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26. Write the new permit number at the top of the permit application, and then click
the “Manage Fees” link in the “My Navigation” menu.
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27.Accela will correctly populate the fees for Miniature Boiler permits. Click the box
directly under the “Fee Calc. Factor” heading to select all payment records, and

then click the “Submit” button icon.
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28.Accela has now generated a new invoice number.
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29.Click the “Permitting” link located in the “Reports” menu.
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30.Clicking the “Permitting” link will expand the menu. Once expanded, click the
“Invoice” link.
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31.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.
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32. 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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33. 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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34.Two copies of the invoice will now print. Provide both copies to the customer and

1/1

st |STEP2-CLICKOK  EEp> | o=

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.

35.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.
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36.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: 42352017 12:30 PH
Office: DCRA Tern: OFT-CHAATTL
Batch: 20855 Batch Date: 4/23/201%

NOTE THE RECEIPT #

A
Payment Tota!: §36.90
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Thank you for your payment,
Kave & nice day!

37.0nce you have confirmed that the invoice has been paid, from the Accela home
screen, click the “Search” icon button.
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38.Enter the permit number in the “Permit Number” field then click the “Submit” icon
button.



Home | PropertvHolds | People | Reports | Preferences

User Info EIg

. JEBSTEP 2 - CLICK HERE
STEP 1 - ENTER PERMIT NUMBER HERE

T, voruursus.

Permit Center Permit Number o
Managers |

First Name Last Name
Street # Street Name Street Type Unit #
--Select-- -
Department of Consumer & 2L
Regulatory Affairs
- Owner Name
My Navigation == e
& caPnew
I8 capDetail/Summary [ License # License Type
&’ condition/Comment --Select-- -
5 Workflow License First Name License Last Hame
lj Application Info License Business Name
2 Application Tables
@ Pay Fees Type
&4 Manage Fees Group
isa Related Cap's —Select— ~
@ Schedule Inspections App Specific Info Label App Specific Info Value
3 Manage Inspections
3 Manage Documents

39.0n 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.
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Contacts
DCRA default

ite

Total Invoice Amount:  $50.60 Terminal #:
Total Payment: $0.00 Cashier ID: JBELLOW

Eleltielsl

40.0n the “Pay Fees” page, click on the “Pay” icon located at the top left hand
corner of the “Payment” section.
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User Info
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Regulatory Affairs

TR
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

Record
menu X search T)|wew @P|cls 7 [Help My QuickQueries -Select -
Hd1z Pk M
F Permit # Status Permit Type Opened Street# Street Name
0 Open Building/Supplemental/Boiler/Miniature 05/07/2013 1100 4TH
Boiler
g Y Permit Issued Building/Supplemental/Boiler/Miniature 04/03/2013 3327 PROSPECT
Boiler
A Permit Issued Building/Supplemental/Boiler/Miniature 04/01/2013 2911 Q
Boiler
| Permit Issued Building/Supplemental/Boiler/Miniature 04/01/2013 3230 WALBRIDGE
Boiler
B Permit Issued Building/Supplemental/Boiler/Miniature 05/08/2012 329 EAST CAPITOL
Boiler
« m
D: MB1300071
CLICK HERE Generate Receipt Fund Transfer f Help
Payment
Total Invoice Amount: $50.60 Terminal #:
Total Payment: $0.00 Cashier ID: JBELLOW
Total Balance: $50.60 Date: 05/07/2013

Amount Not Applied:  $0.00

Street Quadrant Unit Type

ype
ST

ST

ST

PL

ST

~ Module Building ~

SW

NW

NW

MW

SE

41.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.
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Justin Bellow

Permit Center
Managers

DCRA

Department of Consumer &

My Navigation

i)

Regulatory Affairs

2«3
CAP New
Cap Detail/Summary

& condition/Comment
b Workflow
sau  Workflow History
[@ Application Info
L‘; Application Tables
3 PayFees
¢4 Manage Fees
i Related Cap's
._:} Schedule Inspections
3 Manage Inspections
L‘; Manage Documents
3 Assign Tasks
t..: Contacts
DCRA default
Reports 2|13
» My Reports
» Abatement
» ABL
» ACA
Ao Monm s -

Record
Menu Q Search ‘D New 9 GIS 7/ |Help My QuickQueries --Select--
Hd1z Pk M
E Permit # Status Permit Type Opened Street# Street Name
Open Building/Supplemental/Boiler/Miniature 05/07/2013 1100 4TH
Boiler
Permit Issued Building/Supplemental/Boiler/Miniature 04/03/2013 3327 PROSPECT
Boiler
Permit Issued Building/Supplemental/Boiler/Miniature 04/01/2013 2911 Q
Boiler
Permit Issued Bu!l\:hng,"SuDD\ErnEnta\fBuller.fMlnlaturE 04/01/2013 3230 WALBRIDGE

Boiler

\/Supplemental/Boiler/Miniature 05/08/2012 329 EAST CAPITOL

m

$S | Pay More (_5 Reset @ Cancel 7 Help

Receipt#: *
|
=

STEP 2 - ENTER
RECEIPT NUMBER

+ GoTo Payment
Amount: Method:
50.60 Cash
Payor:

STEP 1 -
SELECT
» Workflow Task and |nspedi-PAYMENT

Menu Lo AssiglM ETHOD rries --Select-- -

Workflow Tasks ((

My Tasks

Street Quadrant Unit Type

ype
ST

ST

ST

PL

ST

~ Module Building

SW

NW

MW

NW

SE

Unit #

|z
L
10

Created

JBELLOY

PDERRI

HIARRE

SWILLL

LHACKN

||
L
O

Created
JBELLOY
PDERRI
HIARRE
SWILLL

LHACKM

2ll=/3

42.0n 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.

User Info |2il=/ICll | Record [T ]
> Justin Bellow Menu Q Search D New g GIS ? Help My QuickQueries --Select-- ~ Module Building
Permit Center Hd12p M
Managers =
| Permit # Status Permit Type Opened Street# Street Hame Street Quadrant UnitType Unit# Created
Type
W) Open Building/Supplemental/Boiler/Miniature 05/07/2013 1100 4TH ST SW JBELLOY
Boiler
0 Permit Issued Building/Supplemental/Boiler/Miniature 04/03/2013 3327 PROSPECT ST NW PDERRI
|
Department of Consumer & orer
Regulatory Affairs & Permit Issued Building/Supplemental/Boiler/Miniature 04/01/2013 2911 Q ST NW HIARRE
Boiler
Permit Issued Building/Supplemental/Boiler/Miniature 04/01/2013 3230 WALBRIDGE PL NW SWILLL
My Havigation oy O ailer PP
& CAPNew J/Supplemental/Boiler/Miniature 05/08/2012 329 EAST CAPITOL ST SE LHACKNM
1*‘ Cap Detail/Summary STEP 3 - CLICK HERE
& condition/Comment
s Workflow . s
P BuMgg Permit ID: MB1300071
7 Application Info
[ Application Tables Ly | Submit ] $ |Full Pay STEP 2 - CLICK HERE
Pay Fi
& PayFees ~TGoTo st
$& Manage Fees
= Related Cap's Amount Kot Applied: $A0.60
¥ Schedule Inspections - -
LS O STEP 1 - CLICK HERE Quantity Fee Paid Outstanding Amount
32 Manage Documents [ 1230802 Enhanced Service Fee - Baller MB 1 $4.60 $0.00 $4.60 .00
3 Assign Tasks :
L: Contacts [] 1230802 Miniature Boiler Permit Fee (Enter 1 to Calculate) 1 $46.00 $0.00 $46.00 0.00
NCRA default —
H 1 (H “ H H ”
Issuance process. Click the “Workflow” link located on the “My Navigation” menu.
User Info |2/= 2 | rRecord 12ll=0
> Justin Bellow Menu Q Search 'D Newr “ GIS ‘/ Help My QuickQueries --Select— + Module Building
Permit Center Md41z2p M
Managers =
] Permit # Status Permit Type Opened Street# Street Name Street Quadrant UnitType Unit# Created
Type
0 Open Building/Supplemental/Boiler/Miniature 05/07/2013 1100 4TH ST SW JBELLOY
Boiler
D Permit Issued Building/Supplemental/Boiler/Miniature 04/03/2013 3327 PROSPECT ST NW FDERRI
Boil
Department of Consumer & oller
Regulatory Affairs & MB1300052 Permit Issued Building/Supplemental/Boiler/Miniature 04/01/2013 2911 Q ST NW HIARRE
Boiler
- MB1300051 Permit Issued Building/Supplemental/Boiler/Miniature 04/01/2013 3230 WALBRIDGE PL NW SWILLL
My Navigation E=[=] NS Bailer - T
& CAP New ] MB1200078 Permit Issued Building/Supplemental/Boiler/Miniature 05/08/2012 329 EAST CAPITOL ST SE LHACKN
Boiler

Cap Detail/Summary

CLICK HERE [

H
J

Application Info

Application Tables Menu ‘D New |i|. Supervisor f Help

Pay Fees +/GoTo

Manage Fees

Related Cap's

e @ Workflow Tasks

Schedule Inspections H .
C-Issue Permit

Manage Inspections g Task Status Status Date Action By
{1 Inspection

Manage Documents Issue Permit

Assign Tasks

Contacts There currently are no ad hoc tasks defined.

RA default

Workflow

S g E)E)

Inspection Inspectio...

s 08088

44.0n the “Workflow” screen, click on the “Issue Permit” link, highlighted in red.
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Navigation

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

RA default

Record

Menu 3] Search g] Hew QJGIS i] Help My QuickQueries --Select--

Hd412 P H
B Permit # Status
0a MB1300071 Open
D Permit Issued
B Permit Issued
D Permit Issued
& Permit Issued

~+ Module Building

Permit Type Opened Street# Street Name Street Quadrant Unit Type
Type

Building/Supplemental/Boiler/Miniature 05/07/2013 1100 4TH ST Sw
Boiler

Building/Supplemental/Boiler/Miniature 04/03/2013 3327 PROSPECT ST NW
Boiler

Building/Supplemental/Boiler/Miniature 04/01/2013 2911 Q ST NW
Boiler

Building/Supplemental/Boiler/Miniature 04/01/2013 3230 WALBRIDGE PL W
Boiler

Building/Supplemental/Boiler/Miniature 05/08/2012 329 EAST CAPITOL ST SE

Bailer

Unit #

< |

m

Building Permit ID: MB1300071

_] Menu g] Hew M Supervisor i] Help

+ GoTo Workflow

Tnspection

There currently are no ad hoc tasks defined.

CLICK HERE

Issue Permit

Status Status Date  Action By

Inspection Inspectio.

[T (]|

Created
JBELLOY
PDERRI
HIARRE
SWILLL

LHACKM

45.0n the following page, select “Permit Issued” from the “Status” drop down menu,
and then click the “Submit” icon.

[ET =]

= Justin Bellow

Permit Center
Managers

Department of Consumer &
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Mavigation
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CAP New
Cap Detail/Summary
Condition/Comment
Workflow
Workflow History
Appli n Info
Application Tables
Pay Fees
Manage Fees
Related Cap's
Schedule Inspections
Manage Inspections
Manage Documents
Assign Tasks
Contacts

RA default

Record -1 ]
Menu Q Search D New o GIS 7 |Help My QuickQueries --Select-- ~ Module Building -
Hd41z2 P H
&) Permit # Status Permit Type Opened Street# Street Name Street Quadrant UnitType Unit# Createc
Type
[ MB1300071  Open Building/Supplemental/Boiler/Miniature 05/07/2013 1100 4TH ST sW IBELLO
Boiler
& Permit Issued Building/Supplemental/Boiler/Miniature 04/03/2013 3327 PROSPECT ST NW PDERRI
Boiler
& Permit Issued Building/Supplemental/Boiler/Miniature 04/01/2013 2911 Q ST NW HJARRE
Boiler
] Permit Issued Building/Supplemental/Boiler/Miniature 04/01/2013 3230 WALBRIDGE PL NW SWILLL
Boiler
E Permit Issued Building/Supplemental/Boiler/Miniature 05/08/2012 329 EAST CAPITOL ST SE LHACK!
Boiler
| I r
Building Permit ID: MB1300071
ISTEP 2 - CLICK HERE = 7 i
+|GoTo
@ Workflow Tasks Task Details - Issue Permit
- Issue Permit Department * Current Department Staff * CgrrentUser Status *
] tnspection ISSUANCE - Stacie Williams - | --Select-- -
Status Date * Due Date --Select--
oo Application Canceled
] 05/07/2013 [Ellosrosrzoiz | anplieation Withdrown
There currently are no ad hoc tasks defined. Comments

Payment Pending

STEP 1 - SELECT

B standard comment

e

Permit Re-Issued
Permit Revised
Permit Revoked
Ready for Issuance

PERMIT ISSUED

46.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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Permit Issued Building/Supplemental/Boiler/Miniature 04/01/2013 3230 WALBRIDGE PL NW SWILLL
Boiler
Permit Issued Building/Supplemental/Boiler/Miniature 05/08/2012 329 EAST CAPITOL ST SE LHACK!
Boiler
4 [ +
Building Permit 1D: MB1300058
= Anotice was added to this record on 2003-06-26.
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+|GoTo Workflow
& Workflow Tasks
(]-Issue Permit
Task Status Status Date  Action By
(CJ»Inspection
Issue Permit Permit Is... 04/03/2013  Patrice D...
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7 Help My QuickQueries --Select--

Task Assigned

Date

Due Date Type

0 records found.

Action By (Stz

47.Clicking on the “Permitting” link will expand the menu. Once expanded, click the
on the “Miniature Boiler” link.
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Building Permit ID: MB1300058

—,  Anotice was added to this record on 2008-D5-26.
U) Condition: CFA Severity: Notice
Total conditions: 2 (Notice: 2)
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+ GoTo Workflow

@ Workflow Tasks
31 ] Issue Permit

Task
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Issue Permit

Inspection
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Status
Permit Is...
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Status Date

04/03/2013

48. Accela will now generate a PDF of the Miniature Boiler permit

Action By

Patrice D...



& Accela Automation® - Windows Internet Explores
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T PERM_MINIATURE_BOILER

File Edit View Window Help
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B2 ||

] Suggested Sites + | Get more Add-ons ~ (&) Citrix XenApp - Logon

gg|@ﬁ3@‘@%|n“@; Tools . Sign ; Comment %iv B v @ v Pagev Safetyv Tookv @
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Department of Consumer and Regulatory Affairs . k<=
Permit Operations Divisien - G
1100 40 Strast W o
Washington DC 20024 't ~ Medule Building
Tol(207)M2-£565  Fax (202) 442 - 4882
MINIATURE BOILER PERMIT
THIS PERMIT MUST ALY weer Street# Street Name Street Quadrani UnitType Unit# Created
UNTI WORK 12 COMPLETED AUT APPROVED
Type
PERMIT NO. MB1300058 Date: 0410312013 13 1100 4TH ST SwW JBELLO'
Acdress of Froject Zipoode: |zone: | wam: [ Square: [sume Lot
13 3327 PROSPECT ST NW PDERRI
3527 PROSPECT STHW 2007 (RS |2 1220 o
Descrption of Won: 13 2911 Q ST NW HIARRE
|
13 3230 WALBRIDGE PL NW SWILLL
Permission s Hereby Granted To: CwWner Adaress:
ENCORE DEVELOPMENT
Prospact Assoctalss Lic 4814 DEL RAY AVE 12 329 EAST CAPITOL ST SE LHACK?
(Contractors Name: License Number: Confractors Address: PERMIT FEE:
Danlsl A. Foley &350 Tarminal Rd,Unit |
Dimzas orton, va 22075 $50.60 B
9 Exlsting Use: Proposad Use
& Single Family Dwslling - R-3 Single Family Dwlling -R-3
Tvoe of Work: Equipme2013nt Ma Equipment Model.
Now
Gross Ratng: Stmam Pressurs: | 0P Capachy: No. msiated
15 Pal 1
g Boler HP Rating: National Board Fuel Type: Heating Surface:
1 0
Conatins! Restctons:
[ —

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

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

5 SIS mus e — e e s e s

] suggested Sites ~ & | Get more Add-ons ~ (@) Citrix XenApp - Logon
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MB

PERMIT NO.  MB1300058

Department of Consumer and Regulatory Affairs
Permit Operations Division
1100 4ih Strest SW
Washington DC 20024
Tel[202) 4424585 Fax (202) 442 - 4862

MINIATURE BOILER PERMIT

THS PERMIT MUST ALWAYS BE CONIPICUCUSLY DISPLATED AT THE ADDRESS OF WORK.
UNTIL WOSK 18 COMPLETED AND APPROVED

Dats: pyon2013

azaress of Project:

3327 PROSPECT STNW

zZpooge: |zone: | wam: | square: | sume

20007 [Rs |2 1220

Descption of Wark

Permission 15 Hersby Granted To:

Proapact Assoclatos Lic

Owner Adgress:

ENCORE DEVELOPMENT
4314 DELRAY AVE

Contractors Name
Danlsi &. Folay

LIC2nse NUMDET | CONTScions Asaress: PERMIT FEE:

£330 TermInal Ra,Unit |

Dim3ad Lorton, va 22073

$50.60

Exising Use:
Singis Family Dwsiling - R-3

Propossa Uss
Singls Family Dwsiling - -3

Tvoe of Work:
Hew

Equipme2013nt Ma Equipment Model

Gross Rating

No. nstated:
1

‘Steam Pressure:
15 Pal

/R Capaclly:

Eoller HP Rating:

National Board #: Fuzi Type: Heatng Surtase:

1 i

Contions! Restrictions:
ASME CODE BOLER SEETION I

EZE
~ Module Building -
Street# Street Name Street Quadrant UnitType Unit# Createl
Type

1100 4TH ST SW JBELLO
3327 PROSPECT ST NW PDERR
2811 Q ST NW HIARRE
3230 WALBRIDGE PL NW SWILLI
329 EAST CAPITOL ST SE LHACK

51. 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.

v A T ==
HP Laser)et 400 M401 PCL G v” Pronerties ] I Arhvancer ] Help @

STEP 1 - CHANGE TO "3"

Comments & Forms

Printer;

Pages to Print

@ All ’Dncument and Markups -
Current page

[ Summarize Cormments I

Pages |1
» Maore Options Seale: 96%
Page Sizing & Handling [:1:1 8.5x11 Inches
l sze H H:D| Poster ” Multiple l E Booklet l
@ Fit
) Actual size

@ Shrink oversized pages

() Custom Scale;  |100 %

[7] Choase paper source by PDF page size

[7] Print on both sides of paper

Orientation:

@ Auto portrait/landscape

() Portrait

() Landscape

Pagel of 1

STEP 2 - CLICK HERE B{ (v ] cos |

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

53. 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.

54.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:

55. Signed permit printed on copy paper (on top)
*Application



Invoice

*Receipt, if no other permit was issued

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

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

57.Below is a sample copy of an issued Miniature Boiler permit.



Department of Consumer and Regulatory Affairs
Parmit Oparations Division
1100 2ih Strest SW
Washington DC 20024
Tel. [202) 442 - 4589 Fax (202) 442 - 4862

MINIATURE BOILER PERMIT

THIZ PEAMIT MUST ALWAYS BE CONSPICUOUSLY DEPLAYED AT THE ADDRESS OF WORK
USTIL WORE 12 COMPLETED AND APPROVED

PERM'T NO‘ MB1300‘]5& Date” 432013
Address of ='r:-_e:t: ZFI:.‘:IJE: Zone:; Wiand: Square: | Sumc Lot
3327 PROSPECT STHW 20007 R-3 2 1220 0103

Descriplion of ¥Work:

Permilsslon |5 Hereby Granted To: Cwner Addrass:
ENCORE DEVELOPMENT
Proepact Assoclates Lic 4814 DEL RAY AVE
Contrachors Mame: License Mumb=r: Confractors Address: PERMIT FEE:
Danlal & Foley 8330 Terminal Rd,Linit |
D84 Lorton, WA 22073 $50.60
Existing Use: Proposad Use
5ingle Family Dwelling - R-3 5Ingle Family Dwelling - R-3
Twoe of Work: Equipma2i13nt Ma Equipment Model:
Haw
Gross Rathg: Stgam Pressune: O/P Capacity: Mo. Installed:
15 = 1
Baller HP Rating: Mational Board #: Fual Typs: Heating Surface:
1 10

Conditions! Resricions:
ASME CODE BOILER SECTION IV

Thic parmit & accoolabsd with the bullding pemil numbsr B13013:6E6.
Thic parmit sxpirsc If no soncirsstion b ciarted within 1 ysar or I the lact Incpecdion lo ower 1

All ponctrsction done according to the ourrent construction ocdes and zoning reguiations;

Ac a3 oondiion precedesnt fo the lccusnos of thic permit. the owner agresc o oconform wih  all condilonc cat forth hersin, amd to  perform
the work awihortzed hersby In acoocrdance wih the approved applloation and planc on flie with the Diclriot Govemment and In  accordanos
wih all applicable laws and reguistions of the Diciriet of Columbla. The Distiot of Columbla has the rght to onbsr wpon the property ard to
Incpeot  all work authorized by thic psrm# and to requirs any ohange In  conctrusilom whish may be neosccary fo sncurs  compllancs  whh
the parmit and with all the applicabls reguistions of fhe Diciried of Columbla. Work authorized wender thic FPemnit must  cfart wibin  oneil)
yvear of the daie appearing on thic permi or the peemit k& automatically wold K work & siarbsd, any applloation for pardlal refund mest be

Directon: Pemit Clerk Expliration Date:

Michoias A Majett J.’;rbd**rff.-rf; ?3-?13

Patrice Demicott 04032014

TO REFDRT WASTE, FRAUD OR ABUEE BY ANY DC GOVERNMENT OFFICIAL, CALL THE DT INSPECTOR GENERAL AT 1-200-521-1632

FOR CONSTRUCTION INEFECTION MQUIRES CALL [302) 442-83557

TO SCHEDULE INSPECTIONS PLEASE CALL (202) 442 9557
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1.2 - New Addresses

What is the MAR?
The MAR

° Is a comprehensive address database that provides a broad range of uses in the
efficient delivery of government services in Washington, DC.

° Has more than 140,000 unique, valid full addresses assembled and researched
from more than 25 unique sources.

) Is much more than just an address database. It contains various critical
geographies for each address such as Ward and Police District, the X,Y, coordinates,
as well as attribution that links back to the District’'s Street Spatial Database (SSD))

° MAR also contains information regarding intersections, block information and
place names (aliases).

° Is the applications that give access to the data in the MAR.

° Set of standards for geographical information; most notably addresses, blocks,
intersections and place names (aliases).

What are the benefits of the MAR?

“The MAR allows the District Government to more easily compare information across
databases and agencies. The format and quality of address information varies across
government systems, making it nearly impossible for government to identify all the
activity associated with a given address. Now, addressing standards are built into the
MAR. These standards define the valid components of DC addresses (AID, Number,
Street Name, Street Type, and Quadrant), including their correct formatting and
spelling. (DC GIS Website) ”

Nearly, 80% of databases in local government contain some spatial data. Similarly, a
large percentage of DC Government databases contain spatial data. The most
common is an address. Addresses are used in all sorts of city databases including
crime incidents, student, building permits, health inspections, voter rolls, business
licenses.

An address database with reliable information is critical in easily locating addresses. It
is even more important for addresses which are located in illogical places.



How can one access the MAR?

° MAR Sample Client

) MAR Web Services w/ XML

° DCGISCENTRAL SDE

° DC GIS Data Clearinghouse / Catalog
° MAR Batch Geocoder

° Google Earth for DC

° DC Atlas

° DC Guide

Who is responsible for the MAR?

DC GIS, which is a group within OCTO (Office of the Chief Technology Officer), is
responsible for maintaining the MAR. Our website is locate

at:

http://octo.dc.gov/IDC/OCTO/Maps+and+Apps/Online+Mapping/All+Online+Maps/Maste
r+Address+Repository

DCRA is responsible for approving new addresses. The DC Department of
Transportation is responsible for maintaining certain information regarding streets

How is it maintained?

The MAR is maintained using a plethora of sources (please see the question: What are
the sources for the MAR?) to ensure a high quality. DC GIS also works closely with
DCRA employees who are responsible for approving new addresses.

Does MAR have a slogan?
Yes. Itis "Every address is important.”
Is there a glossary of terms for the MAR?

No, there is not a glossary of terms that is exclusively used in the MAR. DC GIS does
have a general GIS Glossary of Terms which includes MAR terms and is located on our
website at:
http://octo.dc.gov/DC/OCTO/Maps+and+Apps/Geospatial+Services/DC+GIS+Glossary



What are the biggest weaknesses in the MAR?
° Missing thousands of residential units

) Missing full addresses - some of the 1/2 addresses, new addresses and on the
military areas

Where can one find additional documentation regarding the MAR?

On the MAR Website there is a large amount of documentation. The website is located
at:

http://octo.dc.gov/DC/OCTO/Maps+and+Apps/Online+Mapping/All+Online+Maps/Maste
r+Address+Repository

Who can be contacted regarding MAR issues? DC GIS: dcgis@dc.gov

2. MAR Address Table
Why can't a particular address be found in the MAR?

There are multiple reasons why an address cannot be found in the MAR. Here are the
most common reasons:

° Address does not exist

° Misspelled street name

° Wrong Street Type

° Wrong Quadrant

° The address exists, but the MAR is missing it.

) Recognized as a unit in MAR and a address number suffix in submitted address

There can be multiple reasons why a submitted address is not in the MAR. It is very
unlikely that an address that exists will not be found in the MAR (does not include the
unit).

One can confirm if the address is deliverable via the United States Postal Service

at http://zip4.usps.com/zip4/welcome.jsp . [Newly approved addresses as well as
addresses for demolished buildings are unlikely to be deliverable (receiving mail
delivery).]


mailto:dcgis@dc.gov

Addresses that are not found using the MAR Web Services Sample Client and which
are located along a valid address range on a street have the option of being submitted
for review by knowledgeable address specialists.

The MAR Sample Client is located at http://dcatlas.dcgis.dc.gov/mar/ . Go to the site
and type in an address and click submit. If the address is within a valid address range,
and it is not in the MAR an option will appear entitled 'Select this link to report a New
Location or to change an existing location,’ Click on the link and fill in the form. Click
'‘Submit for Verification'. A member of the MAR Data Team will research the address
and respond within a couple of business days.

What geographies are associated with an address?

e  Ward (2002 & 2012)

° Voter Precinct

° Police District

° Police Service Area
° ZipCode

° Neighborhood Cluster

° Single Member District (SMD)

° Advisory Neighborhood Commission (ANC)
° Census Tract (2010)

° Census Block Group (2010)

° Census Block (2010)

° Focus Improvement Area

° Assessment Neighborhood

° Assessment Sub Neighborhood
° CFSA

° HotSpot

° New Community Selected 2006



° New Community Candidate
How are individual addresses verified?

Many sources are checked during the address verification process. The more sources
that recognize the candidate address, the more likely it will be added to the MAR. Below
are some sources that are being used for address verification:

° United States Postal Service (USPS) Data

° Orthophotography Imagery

° Pictometry Imagery

° Street Centerlines

° Existing Addresses

° Internet Searches

° Field Research (site visit)

° Other DC Government databases (ex: DC Employees, Voter Rolls, Driver
Liscenses)

Based on these sources the MAR Data Team will determine if an address is valid and
can thus be digitized and included in the MAR. Addresses for which there is minimal
evidence for its validity will not be added to the MAR.

Sometimes, it is determined that the address cannot be solved in the office environment
and thus field research is required. However, it is preferable to solve address issues in
the office environment rather than physically visiting the site. Field research consumes
much time, but it is often necessary as part of the address verification process.

What about addresses for buildings that have been demolished?

If the building has been demolished since about 2002 it should be contained in the MAR
as an address whose status is 'RETIRE'. However, if a new building has been
completed which has the same full address as the demolished building the address will
have a status of 'ACTIVE' and have its location reflect the current building which uses
that address.

How many addresses are there in DC?



There are about 142,000 primary addresses (does not include secondary units) in
Washington,

DC. There are estimated 204,000 to 215,000 residential units (with a secondary
address designation (condos and apartments).

Are there many cases of illogical addresses?

Yes. There are dozens of addresses that are illogical. These are illogical because
they do not follow the normal rules of Washington, DC's addressing grid system.

These illogical addresses are also referred to as address anomalies. DC GIS maintains
an address anomalies list which can be viewed and downloaded on the following
webpage:

http://octo.dc.gov/DC/OCTO/Agency+Support/IT+Standards/Geography+Standards/MA
R+Address+Anomalies

DC GIS has spent hundreds of hours tracking down these cases and ensuring that the
address database matches the reality on the street.

How does the MAR deal with illegal addresses?

An illegal address is an address that has not been authorized by the Department of
Consumer & Regulatory Affairs (DCRA). The MAR contains both legal and illegal
addresses, and does not distinguish between them. It is estimated that there are
thousands of illegal addresses in Washington, DC. It is the responsibility of DCRA to
enforce the laws regarding addresses.

What about addresses located in alleys?

Almost every address which is located in an alley is are already in the MAR. DC GIS
has spent a significant amount of time tracking down these addresses. The majority of
these addresses have been visited by DC GIS personnel. It is especially important that
these addresses are properly in the MAR as they are often difficult to locate.
Examples: Groff Court NE, Blagden Alley NW, Linden Court NE.

What is the relationship between an address and a building?

It is a many to many relationship. One building can have multiple entrances each with
its own primary address (example: office building with separate retail addresses). Also,
one address can represent multiple buildings / businesses (a main house and the
garage behind it). This relationship between an address and a building is not stored in
the MAR.

What is the relationship between an address and a SSL (property record)



It is @ many to many relationship. One SSL (Square, Suffix, Lot) can have multiple
addresses located on it. This often includes garden style apartment complexes as well
as corner addresses with separate addresses facing each adjacent street. One address
can also sit upon multiple properties. One single family residence can sit upon multiple
lots. The address records only contain one 'base' SSL (usually comes from OwnerPly).
The cross reference table contains the many to many relationship between Address ID
and SSL. Some addresses do not have an associated SSL (such as metro entrances
or many addresses on Federal property). In, the address table, each address record
will only be associated with one SSL. That SSL will be the base SSL, which is the SSL
under which the building rests upon.

What is the difference between an address number suffix and a unit?
) 1/2 designations are always be considered address number suffixes.

) 'REAR' designations which are a separate building will be considered as address
number suffixes. 'REAR' designations which are in the same building as the primary non
'REAR' address will be considered units.

° All numeric numeric designations are considered to be units

° All letter designations which are not on a separate property and also represent
one occupancy will be considered units (except for addresses on military areas).

° Address Number Suffix: 4211 A FAKE STREET NE [address number suffix
designation between address number and street name |

° Unit: 4211 FAKE STREET NE A [ unit designation after the quadrant.
Why are there addresses without address numbers?

Addresses that are lacking an address number (and thus don't have a full address)
represent place that do not have an address number, but are included because it is
important to identify their locations. These include places such as the Washington
Monument, Jefferson Memorial and Saint Elizabeth's Power House. These records will
have a value of 'PLACE' in the ‘TYPE_’ field. These records are all associated with
alias names in the alias table.

What about addresses that existed in the past and are not in the MAR?

As a general rule addresses that existed before the year 2002 and are not already in the
MAR (as STATUS ="'RETIRE") will NOT be added to the MAR in most circumstances.
Exceptions include:



° Really important historic addresses
° Addresses that appear in many DC Government Agencies' databases.
How many missing full addresses are there in Washington, DC?

It is estimated that the MAR contains more then 99.9% of all full addresses in
Washington, DC. It is estimated that is missing less then 150 addresses. Most of these
missing addresses are basement locations which have the 1/2 designation as an
address number suffix.

How are addresses reactivated?

Addresses that represent existing buildings should have a status of 'ACTIVE." If the
building containing the address is demolished the address' status will change to
'RETIRE." If a new building is built with the same address then the address will now
have a status of 'ACTIVE.' [ Also its coordinates will move to reflect the new building's
location. Additionally there may be changes in the address' property identifiers.]

How does the MAR deal with empty lots?

Usually, empty lots will not have an address record associated with it. However, if there
is a DCRA approved address for the lot, there should be an address record whose
status is 'assigned'. If there was a building, that existed on the lot between 1999 to last
year, and that building was demolished then it is highly likely that there will be an
address record whose status is 'RETIRE'. The 'RETIRE' status indicates that the
building is demolished and / or that the address is no longer in existence.

It is of low importance to the MAR Data Team to add new addresses for buildings that
were demolished many years ago. (their status would be 'RETIRE").

How spatially accurate are the Address Records?

The address records have a very high level of spatial accuracy. Address records
should be located either at or near the center of the building or near the main entrance
of the address.

It is estimated that there are less then .1% (~ 140) of addresses that are not located
within the correct building footprint. There has been a tremendous amount of time
(thousands of human hours) invested in ensuring a very high level of spatial accuracy.
This allows for excellent point in polygon analysis.

What do the different statuses in the address table mean?



° ACTIVE - addresses for buildings or structures which are currently standing. The
overwhelming majority of addresses have the 'ACTIVE' status.

° ASSIGNED - addresses which have been assigned (approved) by DCRA, but
whose buildings have not yet been constructed.

° RETIRE - addresses for buildings that have been demolished or for addresses
which represented space which has since been occupied by a different address
(example: a retail store closing and being taken over by a neighboring store which
knocks the wall down)

° TEMPORARY - addresses which will exist for a relatively short period of time.
Construction trailers, special event tents may be given this TEMPORARY designation.
Addresses which have not been assigned by DCRA, and which represent buildings that
are likely to be built might be given a TEMPORARY status.

° MISTAKE - addresses which are incorrect (these addresses never existed).
These MISTAKE addresses are automatically deleted each and every weekday
evening.

What are the sources for the Address Table?

The plethora of sources used for compiling the address table, is one of MAR's
strengths. Below is a list of most of the sources used for the MAR:

° United States Postal Service (USPS) Data
) Address Applications (from DCRA)

) Orthophotography Imagery

° Pictometry Imagery

° DC Department of Transportation (DDOT) - Street Centerline

° Internet Searches
° Field Research (site visits)
° DC Employees Database

° Military Data
° Sanborn Maps

° MiniMAR



° Building Permits

° Real Estate Databases

° ADC 2005 Maps

° Owner Points form Office of Tax & Revenue

° Mobile Video

° Vector Property Map

° Water and Sewer Authority (WASA)

) Metropolitan Police Department (MPD) —Addresses
) Department of Motor Vehicle (DMV) - Drivers License
° DMV - Registered Vehicles

° Dunn & Bradstreet Business Directory

° Mayor’s Call Center (MCC)

) OTR - Property Inventory

° Board of Elections (BOE) - Registered Voters

° Google Maps

° Blogs

How are new addresses issued by DC Government?

The Department of Consumer and Regulatory Affairs (DCRA) is responsible for issuing
new addresses. New addresses need to be approved by DCRA. DC GIS works
closely with DCRA on address issues.

For more information about obtaining a new address from DCRA:

http://dcra.dc.gov/DC/DCRA/Permits/Get+a+Permit/All+Building+Permit+Services/Get+
A+New+DC+Address

DCRA Address Application: http://dcra.dc.gov/DC/DCRA/Permits/New+Address+Form

Does the ADDRESS _ID field in the MAR contain unique values?



Yes. The ADDRESS_ID field contains unique values. Each ADDRESS_ID represents
one unique address record. Leaving aside the primary addresses which are NULL (for
places which do not have address number (Washington Monument)), a primary address
(FULLADDRESS] are also unigue and will have a one to one relationship with the
ADDRESS _ID. [ The SITE_ADDRESS_PK will always have the same value as the
ADDRESS _ID for any record].

How can one determine if an address is residential or not?

The RES_TYPE field contains values “RESIDENTIAL’, “MIXED USE’ or ‘NON
RESIDENTIAL'. All addresses are given one of these three classifications. Residential
addresses include, apartments, condos, residential row houses, detached single family
homes, and residential duplexes. Mixed use addresses include, apartment or condo
addresses which also include retail (usually stores on the first floor), row houses which
contain both apartments and offices. Non residential addresses includes, office
buildings, warehouses, statues, memorials, metro stations, parks, schools and stores.

3. Non Address Tables

What are the other key non address, tables in the MAR?

° Alias

° Intersection

° Block

° Address / SSL Cross Reference
° Residential Unit

° Street Name Alias

What types of alias (place) names are in the MAR?

The Alias table contains building names, historical sites, statues, metro station
entrances, museums, federal buildings, hospitals, embassies, hotels and more.
Examples include , White House, Washington Monument, US Capitol, as well as
Barney Circle. There are over 6,000 alias records, each of which is associated with an
address. Using the MAR Sample

Client [ http://dcatlas.dcgis.dc.gov/mar/ ] alias names can be searched. Each and
every alias record is associated with an address record. Multiple alias records can be
associated with one address record (if one address has two building names).

What is the Intersection Table?



The Intersection table contains thousands of intersections. These are locations where
streets cross each other. An example is the intersection of Benning Road SE and G
Street SE which is also referred to as G Street SE and Benning Road SE. There are
about intersection 15,000 records.

The Intersection now contains overpasses and underpasses (these are not at grade
intersections). The TYPE for these records will be 'OVERPASS' or 'UNDERPASS'.
An example of an overpass is 16TH STREET NW OVER MILITARY ROAD NW.

At grade intersections which are not ramps will have a TYPE of 'REGULAR." An
example of a "REGULAR' intersection is ALABAMA AVENUE SE AND 15TH PLACE
SE. Also, ‘RAMP’ and named ‘ALLEY intersection types are included in the intersection
table.

What is the Block Table?

The block table contains over 16,000 records which describe a block. This would be
from a street intersection to the next street intersection. An example is: 1500 BLOCK
OF R STREET NW. This block is also known as R STREET NW BETWEEN 15TH
STREET NW AND 16TH STREET NW. All blocks also have X,Y coordinates for the
center of the block (the midway point along the street between the two intersections).

The Cross Reference table stores the relationship between an address and an SSL
(property identifier). The relationship between these two items is a many to many. It
stores over 200,000 records. One SSL (Square, Suffix, Lot) can have multiple
addresses located on it. This often includes garden style apartment complexes as well
as corner addresses with separate addresses facing each adjacent street. One address
can also sit upon multiple properties. One single family residence can sit upon multiple
lots. The address records only contain one 'base’ SSL (usually comes from OwnerPly).
The cross reference table contains the many to many relationship between Address ID
and SSL. Some addresses do not have an associated SSL (such as metro entrances
or many addresses on Federal property).

How is the Address / SSL Cross Reference Table maintained?

The Address / SSL Cross Reference Table is maintained by an automated process that
is run each weekend. The table is completely repopulated each and every weekend.
The table is created based on the following sources:

° Vector Property Map (VPM)
° Address Records

° Condo Relate



° Residential Units

° OwnerPts

° Selected Building Polygons
What is the Residential Unit Table?

The residential unit table contains unit values and other related information regarding
residential units. There are an estimated 204,000 to 212,000 residential units (a
secondary address). Each residential unit is associated with an address from the
address table (via the ADDRESS _ID field). Example unit values include '101', '201', ‘A,
'910', '1','6" and 'A2.' This data includes both rental and condo units which is noted in
the 'UNIT_TYPE' field. For condo units the condo's SSL values and condo book and
page number is also stored.

What are the remaining weaknesses in the Residential Unit Table?

° Special use residential facilities (University Dorms, Group Homes, Retirement,
Nursing Home and Military Barracks)

° Multi unit row houses
° Buildings which were constructed during the last year
What are some of the challenges while creating the Residential Unit Table?

The biggest challenge is just dealing with acquiring the the huge quantity of active
residential units which is estimated at 204,000 to 212,000. Another challenge is
matching the residential unit information with condo units from Office of Tax &
Revenue's ITS Public Extractable. Unfortunately, in the ITS Public Extract table there is
a tremendous amount of incomplete and incorrect data. This is especially true when it
comes to the premise address and unit number columns.

What is the Street Name Alias Table?

The Street Name Alias table contains a list of abbreviations, former names and
misspellings for streets names. There are about a thousand records in this table.
Examples include: '"MLK" for ‘Martin Luther King JR" and ‘Conn’ for ‘Connecticut’ The
street name alias table is utilized when searching the address table.It assists in
transforming non standardized addresses into standardized address. It works as a sort
of find & replace. There are over 1,000 records in the Street Name Alias Table.






SAQAAVANYILS SSH2IIAAY

I'Sl’Z NOLLOAS

L A LAY E O







1.2.1 - Address Standards
Introduction

The government of the District of Columbia (DC) GIS’s Address Standards document
has been developed to describe the addressing standards used for the Master Address
Repository (MAR). The MAR is DC Government’s official address database and is
widely used across the City of Washington, DC. DC GIS, which is part of the Office of
the Chief Technology Officer (OCTO), is responsible for maintaining the MAR.

Purpose

The purpose of the address standards is to provide important information to those who
use the Master Address Repository. These standards provide consistency when dealing
with addresses, place names (aliases) and streets. The main benefit of having address
standards which are widely implemented is that is allows addresses to quickly be
matched to each other.

An address is the most important and widely used geographic piece of data found in DC
Government databases. When individuals call 911, addresses are the most commonly
used type of location. An address specifies a location, for example an address, in much
the same way as a geographic coordinate (X, Y coordinate) does. However, addresses
are merely

text strings containing an address number, address number suffix, street name, street
type, quadrant, etc. In order to successfully use a geocoding-based application, for
example the MAR”s web-based application (MAR Sample Client), the user must follow
the MAR”s Address Standards. Essentially, the MAR”s Address Standards provide
consistency when dealing with addresses, place names and streets across the differing
DC government agencies and databases.

Application

These addressing and data format standards are to be applied to addresses that are
within the corporate limits of Washington, DC. They are not intended for use with
mailing addresses, including post office boxes and addresses outside

of the corporate limits. The data format standards should be applied to mailing list
addresses, but it is not the purpose of this document to provide standards for non-site
addresses or addresses outside of Washington, DC, which are commonly contained in
mailing lists. The MAR’s Address Standards only apply to addresses that are within the
corporate limits of Washington, DC. They are not intended for use with mailing
addresses that are outside the corporate limits of Washington,

DC and/or United States Postal Service-issued Post Office Box Addresses. It should be
noted that DCRA also has their own Address Standards which are separate from the
Master Address Repository standard, but for the most part are consistent standards.

Addresses & Units



Components of an Address

Addresses shall be parsed into the following component parts and order:
Address Number: 4228

Address Number Suffix: 1/2

Street Name: MAIN

Street Type: STREET

Quadrant: NW

Unit Number: B

There are six components of an address which are concatenated together when
creating an address: 4228 1/2 MAIN STREET NW B

Address Number

° Address numbers are numeric.

° There shall be no address numbers that are higher than “8500.” Fractions (for
example "%2") as part of an address are sometimes present and are always considered
as address number suffixes.

Address Number Suffix

Fractions (for example “1/2) and “REAR” designations are not address numbers.
Rather, they are considered address number suffixes.

Note: Effective as of December 1, 2010, address number suffixes with an alphabetical
designation (for example “B” — 1731 “B” STREET NW) are no longer classified as an
“address number suffix,” with an exception for addresses located on military bases or
where the occupancy sits on its own property (no other addresses there) and building,;
rather address number suffixes with an alphabetical designation are now classified as a
unit.

Street Name

All street names should be spelled out fully in accordance to the MAR”s Master Street
Name list. Common aliases for street names, including common abbreviations (e.g.,
‘MLK’ for ‘MARTIN LUTHER KING JR’) are found in the MAR’s Street Name Alias table.
The street name does not include the street type for example “ROAD or “STREET.”
Street Type

Street types should be spelled out fully. Street types include, but are not limited to
“ROAD”, “STREET”, “AVENUE”", “COURT".

Quadrant



The quadrants are Northeast (NE), Northwest (NW), Southeast (SE) and Southwest
(SW) and shall be abbreviated as shown above. All addresses in Washington DC have
a quadrant attached to them (with the exception of the Capitol Hill Building, which is at
the central point of the addressing grid). These quadrant designations are critical to
location of addresses in Washington DC, and must be incorporated into every address.

Unit Number

Unit number denotes a housing occupancy which has a secondary designation. These
can be an apartment or a condo unit. Most of these units have an interior entrance to
the occupancy. Examples of unit numbers are: “A”, “1”, “101", “B1".

Unit number are stored in the MAR Residential Unit Table.

Case
All data shall be recorded and stored in all upper case characters.
Use of Prefix Directional

Prefix directional designations (for example North, South, East, West, Northeast,
Northwest, Southeast and Southwest) shall not be used when assigning new street
names.

Note: There are exceptions to this rule. DC government has “grandfathered” certain
street names containing the prefix directional designation (for example “SOUTH
CAPITOL”"). However, this prefix directional designation is considered as part of the
street name, only.

Handling of Fractions

Per MAR policy, no new fractional (example: 123 1/2 MAIN STREET NW) addresses
shall be created. If the two (or more) occupancies are co-equal in a building, each shall
have a separate address assignment or unit assignment. If one unit is subsidiary to
another (for example a basement or garage apartment), then the subsidiary unit shall be
given a unit designation and thus a unit number, for example unit ‘2. Where possible,
existing fractional addresses shall be replaced with unit numbers consisting of
alphanumeric characters (for example ‘A’ or ‘1’).

Punctuation

No punctuation shall be used within an address with the exception of the apostrophe, as
found in “L'ENFANT” or “CADY’S ALLEY.”

Address Assignment



The Department of Consumer and Regulatory Affairs (DCRA) is solely responsible for
the assignment of new addresses within the corporate limits of Washington, DC

° Address assignment is normally carried out when a new building is built on
vacant land.
° Major redevelopment of existing properties which already have existing

addresses often results in the creation of additional addresses.

It is critical that new and altered addresses (the building has been reconfigured) be
entered into the MAR as soon as they are created.

Note: When a building is razed and a new building is built in its place and if the owner
applies for a new address. Then, the old address that was associated with the razed
building is now classified as “RETIRE.” However if the address of the new building is
the same as the razed building, then the owner is not required to reapply for a new
address, and the address will be classified as ‘ACTIVE'.

Starting Point

All addresses emanate from the U.S. Capitol Building. This is the center point for the
guadrants (NW, SW, NE and SE) also. The U.S. Capitol Building is the only building
that does not have a quadrant in its address.

Even and Odd Addresses

Even address numbers are assigned on the left side in ascending order. Odd numbers
are assigned on the right side of the street in ascending order. Determining which side
of the street is left or right is based on one’s direction facing away from the U.S. Capitol
Building. There are exceptions to this rule.

Assigning of an Address Number

Generally, address numbers should be assigned along the block on an interpolated
basis. Hence, a building in the middle of a hundred block should be given an address
number whose last two digits is around “50,”(for example “150 ADAMS STREET NW”)
Also, a new building’s address number should also be logically consistent with the other
existing

addresses on the block.

Address Model and Linkages

The addressing model provides for addressing at up to three different levels: the land
parcel, the structure, and the individual occupancy within a structure. In some cases, for
example a single family residence, all three of these levels would be represented by the
same address . However in a situation where a land parcel contains several apartment
buildings and each apartment building is associated with a set number of residential



units, there shall be an assigned address for each apartment building (primary address
- 3636 16TH ST NW ) and a unit number (secondary address - 3636 16TH ST NW
A1001) for each unit.

Location of Addresses within Building Footprint

The coordinates for addresses shall generally be located in the center of the building’s
footprint. In cases where there are multiple addresses in one building, then each
address, except for the main address, shall be placed near the door of that address. An
example would be a large office building with ground floor retail which has separate
entrances and addresses. The ground floor retail addresses would be located near their
respective entrances while the main address for the office building would be located in
the center of the building.

Number of Addresses Per Structure

The number of addresses and unit numbers per structure should be the minimum
necessary in keeping with clearly identifying each individual occupancy.

Note: a building can be represented by no addresses (garages), one address, or have
multiple addresses. An example of one building having multiple addresses is 1050
17TH STREET NW (main building)

) 1020 17TH STREET NW (separate address, part of the main building - 1050
17TH STREET NW)

° 1030 17TH STREET NW (separate address, part of the main building - 1050
17TH STREET NW)

) 1040 17TH STREET NW (separate address, part of the main building - 1050
17TH STREET NW)

Differences Between an Address Number Suffix and a Unit

There is often confusion in Washington, DC regarding what is considered an address
number suffix and a unit. Listed below are examples of how the two are used differently:

Address Number Suffix (examples)

) 1/2 designations shall always be considered as an address number suffix

° ‘REAR’ designations which are a physically separate from the primary building
shall always be considered as an address number suffix. However, ‘REAR’
designations which are physically part of the primary non REAR building are considered
as non - ‘REAR’ address and shall be considered as a unit.

Units (examples)

° All numeric numeric designations ( for example “709 MAIN STREET SE 1”) are
considered to be units.



° All letter designations (for example 3312 MAIN STREET NE B) which are not on
a separate property and also represent one occupancy will be considered units (except
for addresses on military areas/installations).

Residential Units

° Residential units shall only be entered into the MAR Residential Units table. The
MAR Residential Units Table should not include commercial or industrial units.
Residential units are considered secondary postal designations.

° All occupancies within a building which have main entrances from an interior
space (for example a hallway/corridor) shall have unit designations. These occupancies
shall be stored in the MAR Residential Unit table. These unit designations can be either
alphabetic or numeric characters.

° A multi-family rowhouse with a basement apartment (for example 917 D STREET
NE) shall be assigned a Unit designation of “B”. Currently, there are hundreds of
“legacy” residential units with a “1/2” address designation in Washington, DC, which
represent basement residences in multi-family rowhouses. This method is no longer
used and/or accepted for designating a new basement apartment.

) A separate address shall not be issued unless there is a separate exterior
entrance to the building for the occupancy. Even in the case of separate exterior
entrances, a unit designation is often the preferred method.

What is Considered a Residential Unit:

° Apartment and condo units
° Dorm rooms (universities)
° Boarded up units / abandoned units

What is Not Considered a Residential Unit:

° Office Suites, office condos

° Rooms in hostels (even if people dwell there)

° Jail Cells

° Garages and unimproved land

° Horizontal condos (which are usually classified as a “townhouse”) are not
included. An example is the Brummel Court or Justice Court townhouse developments
° Loading hangars

° Warehouse numbers

Non-Residential Units

° For non-residential occupancies, individual occupancy addresses mainly consist
of floor, suite, office or unit numbers. These are associated with the main address of the
building.

° Where a building is divided into separate occupancies, each with a separate
entrance from the street, and where there is no significant internal connection between



occupancies in a building, separate street addresses may be granted to each
occupancy. In most cases there would be retail addresses.

) Non residential units (for example office suites, retail suites,, or warehouse
space) are not to be included in the MAR’s Residential Unit table.

Building Codes for New Construction or Remodeling (office and commercial)

DC'’s building codes (enforced through DCRA) for new construction or the remodeling of
existing office or commercial buildings with multiple street frontage must adhere to the
following requirements:

° The office or commercial building shall have a primary address for the main
entrance providing access to the interior of the building, elevators, and offices or
residential units on the upper floors.

° Where there are separate retail or office tenancies on the ground floor of an
office or commercial building with individual store-front entrances, each of these retail or
office occupancies shall be assigned an individual address.

Non Standard Conditions

Vacant Land

° Vacant land shall not have an address. It should have a property identifier
(Square, Suffix, and Lot - SSL). When a

new building is planned on the vacant land an address application needs to be
submitted to the DCRA. The DCRA will determine the address for the planned building.
° Vacant land, which previously had a building that was subsequently razed, will
have an address whose status is classified as ‘RETIRE’.

Multiple buildings on one land parcel

In most cases where multiple buildings, which are not garages or storage sheds, exist
on a single parcel of land, each building shall have its own address.

One building on multiple land parcels
Attempts should be made to merge the land parcels to avoid confusion.
Curved and Angled Streets

Streets that are curved and angled shall be addressed as follows:

° Streets that are at a 30-degree angle to the grid shall be addressed as east/west
streets.
° Streets at a 45-degree angle shall be determined by the Address Administrator,

with assistance from the Addressing Task Force, and shall be based upon historical
precedent.



° Streets that are at a 60-degree angle to the grid shall be addressed as
north/south streets.

) Curved streets shall be addressed by the direction of the longest portion of the
street, or according to existing addressing.
° Circles shall be addressed starting at the southernmost intersection, in a

clockwise order.

Property without Street Frontage

° New lots without street frontage cannot be created, for more information please
go to the DCRA'’s website.
° Existing vacant lots without street frontage that are be developed shall be

assigned an address based upon its point of ingress/egress (easement or other access
rights) , for more information please go to the DCRA’s website.

) Existing lots that are developed but do not have street frontage should be
reviewed (DCRA administrative review) to determine whether their addresses matches
their point of ingress/egress to a public street, for more information please go to the
DCRA'’s website.

Address Anomalies

An address anomaly is an illogical address whose location does not conform to
Washington, DC’s addressing standards and/or addressing grid system. Most of the
address anomalies have been ‘grandfathered’ into the MAR. All address anomalies
shall be documented in the Address Anomalies Report, excluding U.S. military
bases/installations.

Streets, Alleys, Freeways, etc
Streets with Multiple Names

Where multiple names are utilized for a single roadway or segment of a roadway, the
primary name shall be determined by the DDOT, and the alternative names shall be
placed in the Street Name Alias Table. This includes such designations as a Federal
Route and Interstate numbers and honorary names that have been assigned either
temporarily or permanently.

Obsolete or Previous Names

Where a street has been renamed, the previous name shall be placed in the Street
Name Alias Table and linked to the current street name.

Alleys

° Alleys with names shall be addressed as streets.
) Alleys without names shall not have addresses assigned to them.



) Alleys that are used as the primary access method to a building should be
named.

) No new address numbers shall be assigned to buildings that front on alleys that
do not have an official name.
) Alleys that have assigned names in the MAR”s Master Street Name Table shall

be classified as streets for addressing purposes.
Freeways, Ramps, Bridges, and Tunnels

Freeways, ramps, bridges, and tunnels are not assigned an address. However, bridges
are identified in the MAR database by their “alias” names (for example the FRANCIS
SCOTT KEY BRIDGE).

Street Name Duplication

° When a new street name is created, it must not be a duplicate of an existing
street name listed in the MAR Master Street Index table.

° When a new street name is created , it most not sound similar to an existing
street names listed in the MAR Master Street Index table.

° Existing cases of street names where confusion may occur should be studied by
DDOT to determine if one of the streets could be renamed.

Abbreviations for Street Types

Street type abbreviations (for example ‘ST’ or ‘CIR’), in accordance to the U.S. Postal
Service’s Standard Suffix Abbreviation list, should be spelled out to its “Primary Street
Suffix Name” (for example ‘ST’ = ‘STREET’, ‘CIR = CIRCLE’) when using the MAR.

Address Ranges

The Master Address Repository contains theoretical address ranges for roadway
segment found in the District. This information is stored in the MAR Block Table. The
theoretical address ranges represent all possible addresses on a given street segment
(as opposed to the actual addresses of existing buildings). An example is “100 - 199
BLOCK OF C STREET NE.”

Aliases

Aliases are place names which includes building names, historical sites, statues, metro
station entrances, museums, federal buildings, hospitals, embassies, hotels, etc. These
alias names are stored in the Address Alias table. All alias names are to be fully
capitalized (WHITE HOUSE"). All Alias names are linked to and address record.

Parks and Monuments



The common name of a park or monument (for example the ‘LINCOLN MEMORIAL’)
shall be stored in the Alias Table.

Building Names

Building names (for example ‘SENATE OFFICE BUILDING’, ‘CATHEDRAL
APARTMENTS’ ) shall be stored in the Alias Table.

Public Facilities

Public facilities and places of assembly, for example stadiums, police and fire stations,
hospitals, schools, embassies, metro, rail and bus stations, and major government
office buildings, should be included in Alias Name table.

Common Place Names

Common place names, such as ‘JEFFERSON MEMORIAL’ or ‘WHITE HOUSE’ shall
be stored in the Alias Table.

Vanity Addresses

Vanity addresses shall be discouraged where possible. An example of a vanity address
is ‘One Judiciary Square.’ If a vanity address exists, it shall be stored in the Alias Table.

Marinas

Along the Potomac and Anacostia Rivers, there are marinas, docks, launching ramps,
and other recreational boating facilities. Some of the facilities are in Virginia and
Maryland, although the water area is within the District of Columbia. Each marina or
dock facility shall be given a standard address. If the facility”s land area is outside of
DC, then the address assigned by the jurisdiction shall be used.
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1.2.2 - MAR Tool

Introduction

The MAR Maintenance Tool has been developed to add, modify and retire addresses
and load them into the Master Address Repository on the fly. The added addresses will
be visible on MAR web sites immediately as it makes changes to the MAR
Production Database as well. This tool will be extremely helpful in address approval
and permit process at DCRA. The MAR Maintenance Tool has the ability to:

./ Add New Addresses

./ Add New Units

./ Modify Existing Addresses (with some exceptions)
./ Retire Addresses

Accessing the MAR Tool

The MAR Maintenance Tool sits on a terminal that is located at OCTO GIS. Users
need to connect to the MAR tool through a remote login. A user name and
password will be assigned to all users. To access the MAR tool remotely, users need
to start a Remote Desktop Connection.

To start a Remote Desktop Connection go to:

Start -> Programs -> Accessories -> Communications -> Remote Desktop Connection

fﬁ ACcessories Communications

g Frograms

__-'E} Dacuments '.:-; Remote Assiskance _.35 hokepad

F settings ¥ ) Microsoft Office v | Y Paint

g Search b' AroEls b5 Caloulator
¥4 Help and Support ¥ ¥
= Run...

G shut Down,..

/4 start

It will bring up the ‘Remote Desktop Connection’ dialog box



ﬁRemute Desktop Connection

Remote Desktop
Connection

LComputer: || j

Uzer name:  Mone zpecified

The computer name field iz blank. Enter a full remote computer

hame.
Connect I Cancel Help Optionz »»

Y Type in the IP Address in the box - 10.90.183.25
Y Click ‘Connect’

It will bring up the following ‘Log On’ dialog box

Log On to Windows

... Windows*®

- Professional

User narne: |

Password: |

oK | Zancel | Opkions == |

Y Enter ‘User name’ Y Enter ‘Password’ Y Click ‘OK’

It will open the ‘Desktop Window’ of the remote terminal



109018325

295tar!

Y Double click on the ‘ArcMap’ icon to open the ‘ArcMap’ window.

Arciap

[ i - ke arcta - = 3]
Ble E8t Yew Jwert Jebcton oo Windew Heb
DEEW& [} & a0 @O N0 koA LS

Logn % Mew * Mooy ¥ Retre v

P

L}
i

Y By default ‘A New Empty Map’ will be selected.
Y Click OK to open an empty ArcMap window.

Using The MAR Maintenance Tool




When clicked OK, the MAR tool bar will be displayed on the top left side of the window.

Login
The MAR Tool bar has following options-

./ Login

./ MAR Gazetteer
./ New Address
./ Modify Address
./ Retire Address
./ Unit

User need to log in first to make tool options active. To login:
Y Clickon‘Login’.
Y ‘MAR Maintenance Login’ dialog box will appear

MAR Maintenance Login

| zernanme:

Paszword;

note: paszwiord iz caze-zensitive

| Cancel |

Y Type in the ‘Username’
Y Type in the ‘Password’

Once successfully logged in:

The MAR Tool will load the basic map layers. It may take time to load GIS layer so be
patient. Also, after logging in the MAR Tool buttons will become active and ‘Login’
inactive.

A New sddress Modify Address Retire Address  Unit

Before adding/ editing addresses, it is important to get familiar with the MAR Gazetteer.
Gazetteer helps users to find addresses in several ways.

MAR Gazetteer




MAR Gazetteer tool can be used for finding locations. This tool allows the user to find
locations by address, place name, block, intersection or SSL (property identifier). For the
MAR Tool the search by address and Square, Suffix & Lot (SSL) are very handy.

To access:
Y Click on the 4 flag to open the MAR Gazetteer dialog box

MAR Gazetteer

|lze the MAR G azetteer to find locations [address, block, place name, intersection, addresz id) OR
zguare suffis lo, After pou click "Find 1", uze the "See Image" button to view the street level
picture of the location.

Search By Location:

Location: ||
City: |Washingtu:un State: |DC
E=ample:

Street Addrezs: 447 4th Street MW

Interzection: 14th ST Nw and Pennsylvania dvenue M, or 14th 5T Nw & Pennsylvania dve
Block: 4th ST Mw! bewteen E Street M and D Street My, or 400 Block, of 4th ST Mw

Place Mame: The 'White Houze aor Dupant Circle

Address 1D 24

Search By 55L:

Square: Suffix: Lot:
Find It Clear Labels | Close |

Y The ‘Location’ box helps user find “Address, Intersection, Block, Place Name &
Address ID” by typing in the info inside the box and then click “Find It”

Y If the location is found precisely the MAR Tool will automatically zoom to the location.

Y In case on several matches; search results will appear under the Multiple Records
drop down box.



AR Gazetteer

|z the MAR Gazetteer to find locations [address, block, place name, interzection, addresz id) OR
zquare suffis lob, After you click "Find 11", uze the "See Image" buttan to view the street level
picture of the lacation,

Search By Location:

Location: |441 4th strest

City: |Washington State:  |DC

Example:
Street Address: 447 4th Street Mw
Interzection: 14th ST MW and Pennsylvania dvenue MW, or 14th ST Nw & Pennsplvania dyve
Block: 4th ST N bewteen E Street NW and D Street W, or 400 Block of 4th ST M
Flace Mame: The *White Houze or Dupont Circle
Address [D: 24

Search By 55L:

Square: l_ Suffix: l_ Lot: l_

Find It Clear Labels | Close |
Multiple Records: |P|eage pick ane... j Select

T
Done 441 4TH STREET ME -- 85
441 4TH STREET MW -85

Y Select the address you are looking for from the drop down list.
Y Click on ‘Find it’ to zoom to the selected location.

Similarly to search by Square, Suffix & Lot (SSL)-

Y Enter the info in the Square, Suffix & Lot boxes
Y Click on ‘Find it’ to zoom to the selected location.

Once an address is selected then the View Image button will be added to the MAR
Gazetteer dialog box.

Find It! Yiew Image Clear Labels Cloze
Select

Multiple R ecords:

Daone

If there is an image associated with the search outcome then click on ‘View Image’ to see
that image.

Adding A New Address




Using MAR Tool users can add new addresses to the MAR dataset on the fly.
However, before adding an address user needs to go to the location where new
address needs to be digitized. It is suggested to use the MAR Gazetteer to go to
the location. Once at the location:

Y Click on the 'New Address' Button to open the ‘Add New MAR Address’ dialog box
Add New MAR Address X

Step 1: i Select Street Segment

Step 2 Add Mew Address

k. Cancel

Y Click on the 'Select Street Segment’ (step 1)
Y Select the street segment on which the address is supposed to be digitized.

Street selection can be done by drawing a box, with the cursor, around the street. Zoom
to the location if not clear. In the following picture Jay Street NE has been selected using

DFWWW["‘WW
DFEES  B@r = - & [w Sl a0 QauiO@es Sak oM s ST

At v Modfy T Rpe v Unk




Once street is selected, the Add New Address (Step 2) option will be active.

Add New MAR Address [X]
Step 1: Select Street Segment |
Step 2 i Add Mew Address

ak. | Cancel |

Click. on map to digitize addrezs point

Y Click on the 'Add New Address' button.
Y Click on the location to digitize the new address location.

While digitizing, it is highly recommended to consider adjacent addresses, property lines
and building footprints (polygons) as well as the latest imagery. In the following image
the digitized location is displayed inside the red rectangle.

A Hew MAR Address 1]
Step 1: Select Steet Segment
ok | _conon |

Clck, on ap 1o dighit adberes pond

Once digitized on the location
Y Click on the 'OK' button to open the following dialog box. The selected street name
will be displayed in the dialog box.



Add Hew MAR Address

JAY STREET NE

Address Number SufFfix

| | =l
ssL | | |
Status |&CTIVE |
Comments

Stare ‘ Cancel |

User don’t need to enter the street name, street type and quadrant values as it gets
pulled automatically by the selection of the street segment. Enter the following
information into the respective fields

Jrormation Required/Optional Exampleforthiscase
;,,,Addrpqq Number.

i SUTTIX §
S (SHUATS, SUFIR, LGt ™ OptiHAN B4 QY
L R AT s
OB Optigy— N&WIY approved adaress "

Add New MAR Address
hh3Z2 JAY STREET HE

Addresz Number Suffix
|5532 | |
ssL |54 | |0051|
Status |ACTIVE |
Comments

Store ‘ Cancel |




Review the entered information
Y Click on 'Store’, it may take some time so be patient.

A message will pop up confirming the newly added address. The digitized address can
be seen on the map as well.

Add Fuw MAR Address
5532 JAY STREET NE

Address Humber

| —

sst e [ [mE

Status &ETI\-"E

Y Click OK.

Now the address ‘5532 Jay Street NE’ has been added to the MAR dataset and can be
viewed immediately through the MAR Web Services.

Please note that in the following scenarios a warning message will pop up:

./ In case of adding an address that already exists in the MAR. This prevents duplicate
addresses.

./ In case of entered address number is not within the selected street number range
Segment

./ In case of entered address number being out of sequence with adjacent addresses.

Recheck the entries if any of the above messages appear.

Modifying An Address

MAR Tool can be used to modify the following



./ Status of an Address

./ Address Location

./ Roadway Segment of an Address
./ SSL value

To modify attributes of an address, user needs to select the address first. The address
can be selected in different ways. To start,

Y Click on ‘Modify Address’ to open the ‘MAR Maintenance’ dialog box for address
selection.

Address Selection

User will have different options to select an address. The address selection procees is
same for Modifying , Retiring and Units. To start address selection process
Y Choose ‘select by address’ or ‘by map click’ option from the ‘I want to’ drop down list.

MAR Maintenance

Lets you zelect an address to modify either by entening address
information [ie street address, alias or S5L) or by map click.

| want ta:
zelect by address j

26
zelect by map click
Ty

» Select By Address " Select By 551

Find It!

(14 Cancel

specify address information

Select By Address
If chosen ‘select by address’, the following dialog box will open:




MAR Maintenance

Lets you select an address to madify either by entering address
information [ie street address, alias or SSL) or by map click.

| want ta:
zelect by address j

Specify Address Information

fe Select By Address " Select By S5L
2430'WISCONSIN AVEMUE Mewd Find It

]9 Cancel

specify addressz information

Y ‘Select By Address’ will be selected by default
Y Enter the address that needs to modify in the ‘Find it’ box.
Y Click ‘Find it'.

The address will appear below the ‘Find it’ box.

MAR Maintenance

Lets you select an address to modify either by entering address
information [ie street address, alias or SSL) or by map click.

| want ta:
zelect by address j

Specify Address Information
f+ Select By Address " Select By 551

2430 WISCONSIN AVENLE Mw

2430 WISCONSIN AYENUE NW --- 100

Yiew Image
oK Cancel

specify addressz information

Y Click ‘OK’ to go to the selected address location.

Select By SSL
If chosen select by SSL, boxes to enter SSL info will be added in the window.



MAR Maintenance

Lets you select an address to modify either by entering address
information [ie street address, alias or SSL) or by map click.

| want ta:
zelect by address j

Specify Address Information
" Select By Address

Fird It

]9 Cancel

specify addressz information

Y Enter the Square, Suffix & Lot info
Y Click ‘Find it’

MAR Maintenance

Lets you select an address to modify either by entering address
information (ie street address, alias or SSL) or by map click.

| want to:
select by address ﬂ

Specify Address Infarmation
" Select By Address f* Select By 551

0334 0807

1800 10TH STREET NW --- 0334 0807 -

Wiew Image
Ok Cancel

specify address information

Y The address belonging to the entered SSL will be displayed

On some occasions, there could be more than one address under one square and lot. In
that case select the address from the list that needs to be modified.

Y Click OK.



Select By Map Click
This option helps user to select an address directly on the map. To select an address

using this option:

Y Chose ‘select by map click’ from the ‘I want to’ drop down list.

The following dialog box will appear.

MAR Maintenance

Letz you zelect an address to madify either by entering address
information [ie street address, alias or S5L) or by map click.

| want to:

ok Cancel

click on map to select address

Y Select the address from the map using cursor.
Once an address is selected by using any of the above options:

Y Click OK to close the dialog box and open the following dialog box..



MAR Maintence

1901 3RD STREET NwW

SSL 3088 | 0020

Roadway Seg ID 24202 @ &

®Y Coordinate  398673.27 13865201 & &

Status ACTIVE |

Comments

Store | Cancel ‘

From the above dialog box following can be modified/changed-
./ SSL (Square, Suffix & Lot)

./ Roadway Segment of an Address

./ Address location

./ Status of an Address

Change The SSL Value
SSL changes/maodifications are required mostly when a new subdivision takes place
and/or an existing address is moved to a different lot.

To modify the SSL (Square, Suffix & Lot) values:

Y Make changes in the SSL field(s)

The tool will only allow values up to 4 characters for Square, Suffix and Lot fields.
Y Click ‘Store’

Y A message will pop up confirming the change.

MAR Maintenance

Successfully modified address 1901 3RD STREET MW

Change Roadway Seq ID
Roadway Seg ID changes/modifications are required when an address move to a
different location and or Roadway Seg ID has been changed by DDOT.




To change the Roadway Seg ID, from the following dialog box

MAR Maintence §|

2434 WISCONSIN AYENUE NW

SSL a0 | 0851

Roadway Seg ID 16846 @ &

XY Coordinate  393695.46 13933691 @) 4

Status ACTIVE ~|

Comments

Store |

./ Click on the highlight % button in front of the Roadway Seg ID
./ Itwill select the Roadway Segment associated with the address.

./ Click on the edit ‘Roadway Segment’ ﬂ button.
./ Select the new roadway segment.

.I Click ‘Store’.

./ A message will pop up confirming the change.

Moving Address

The MAR tool can be used to move addresses up to 250 feet away from its original
location. It should also have same Roadway Segment, Street Name, Street Type and
Quadrant of the existing address.

To move an address:

Y Click on the ‘Highlight Address Point’ % button.
Y It will highlight the selected address.

In the following picture 1411 Young Street SE has been selected to move.
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Y Click on the ‘Edit Address Location’ ]ﬁl button.
Y Digitize the address on the desired location.

= Unfiiled - Aroken - Arclditor

While digitizing please make sure that it belongs to the same street.

./ Click Store.

./ The address will be moved to a different location and a message will pop up

confirming the change.

MAR Maintenance

Successfully modified address 1411 YQUMG STREET SE

Change Status of an Address

The MAR tool can be used to change the status of an address as well. To change status

of an Address:

Y From the ‘Status’ drop down list, select one from the given options

Y Click ‘Store’



MAR Maintence g|

1837 YERMONT AYENUE NW

SSL 0334 | 0032

Roadway Seg ID 20082 @ &
XY Coordinate 39773065 13358259 & &

Status ACTIVE |

Comments

ASSIGMED
RECOMMENDED
TEMPORARY
MISTAKE
RETIRE

Store Cancel

Following status options are listed in the drop down list:

ACTIVE - This option is for addresses that are in use. Select this option to make an
address active.

RECOMMENDED — This option is for addresses that have been recommended,;
addresses that have been reviewed and suggested, but have not yet been approved by
DCRA. Select this option for a recommended address.

RETIRE — This option is for an address whose buildings has been demolished or
addresses which are not is use anymore.

ASSIGNED - This option is for newly approved address where construction of the
building structure has not yet begun.

MISTAKE — This option is for addresses that have been incorrectly entered into the
dataset. These addresses will automatically be deleted at 10:15pm every evening. The
MAR Tool does not allow addresses to be directly deleted. Select this option for an
incorrect address.

TEMPORARY - This option is for addresses that represent temporary structures this
would include construction trailers.

Retire Address

Retiring address is one of the most important aspects in maintaining the MAR.
Retirement of an address takes place when a building(s) has been demolished or
address (es) is not in use anymore. To retire an address,

./ Click on ‘Retire Address’ to open the ‘MAR Maintenance’ address selection dialog
box.



./ Select the address that needs to be retired. For address selection details please refer
to page number 14" to 17™.

For example, in the following window 2430 Wisconsin Avenue NW has been selected to
retire.

MAR Maintenance

Lets you select an address to modify either by entering address
information [ie street address, alias or 55L) or by map click.

| warit box:
select by address j

Specify Address Information
t* Select By Address " Select By 551

2430WISCONSIN AVENLIE Nw/

2430 WISCONSIN AVENUE NW —-- 100

WView Image
oK Cancel

specify address information

./ Click OK once the address is selected.
/It will zoom to the selected address location and the following message will appear

WAR Maintenance

‘ou are about to retire 2430 WISCOMSIN AVENUE M
Do wou wish to continue?

.I Click *Yes' to retire and ‘No’ to cancel.
./ If selected ‘Yes’ then the following message will appear confirming the retired
address.

MAR Maintenance

Successfully retired address 2430 WISCOMSIN AYERUE M

Units

The MAR tool has the capability to add, retire and update units for any existing address.
To add, retire and/or update units of an address, users need to select the address first.
The address can be searched/selected in several ways. To start,

./ Click on ‘Unit’ to open the ‘MAR Maintenance’ address selection dialog box.



./ Select the address that needs to be retired. For address selection details please refer
to page number 14" to 17™.

For example in the following window 1411 11™ Street NW has been selected to add
units.

MAR Maintenance

Lets you select an address to modify either by entering address
information (ie street address, alias or S5L) or by map click.

| want tox

Iselec:t by address LI

— Specify Address Information

* Select By Address  Select By S5L

|141‘I TITH STREET Mw/

1411 11TH STREET NW — 100

Wiew Image |
(] 4 | Cancell

specify address information

./ Click OK after selecting an address. This will open the following dialog box

1411 11TH STREET NW

Unit Number

add | update | Retre | Eat |

Add Units
To add units click on ‘Add’ to open the ‘Unit’ dialog box.



Unit [z|

Unit Number |

Unit Type |COMDO |
Status |4CTIVE |
Comments

i Store | Cancel

Y Enter the ‘Unit Number'.
Y Select the type of unit from the Unit Type drop down list.

Unit Number |

Unit Type |RENTAL ~|
ICONDCI |

Status

Comments

Stare | Cancel|

Y Select the unit status from the Status drop down list.

Y In case of any comments, enter comments.

Y Click ‘Store’.

Y This will add the unit and a message confirming that will be displayed.

In the following image a units has been added to 1411 11™ Street NW.



Address Unit |§|

1411 11TH STREET NW

it Type Statuz
| REMTAL | ACTIVE

it Mumber

MAR Maintenance |X|

Successfully added new unit: &

Add Update | Refie |  Edt |

Update Unit
To update a unit,

Y Select the unit that needs to be updated from the ‘Address Unit’ dialog box’ For
L in the following picture;

Address Unit

1411 11TH STREET NW

U rit Murnber | Urit Type | Status
& REMTAL ACTIVE

Add | Updatel . | Esi |

Y Click ‘Update’. It will open the following dialog box with the unit info.



Uit fgl

Unit Number |B|
Unit Type |REMTAL |
Status |ACTIVE |
Comments

Stare | Cancel |

Y Make changes.
Changes can be made for unit number, unit type and/or status.
Y After making changes click ‘Store’.

For example, unit ‘B’ has been changed to ‘1'in the following picture:

Unit [‘$_<|

Uit Humber |'I|
Unit Type |REMTAL |
Status |ACTIVE |
Comments

Stare | Cancel |

Y A message confirming the update will pop up.
Y Updates will be visible instantly in the ‘Address Unit’ dialog box.

In the following picture changes are displayed



Address Unit |E|

1411 11TH STREET MW

Init Mumber

it Type Status

REMTAL
MAR Maintenance

Successfully updated unit: 1

Add Update | Fietire | Exit |

Retire Unit

To retire a unit,
Y Select the unit that needs to be updated from the ‘Address Unit’ dialog box’ For

example, to retire unit ‘1’ has been selected in the following picture;

%]

Address Unit

1411 11TH STREET NW

Irit Hurmber Init Type Status
1|REMTAL AT

REMTAL ACTIVE

E st |

Y After selecting the unit, click on ‘Retire’.

Add | Update |




A message will pop confirming the decision to retire the unit
Address Unit |£|

1411 11TH STREET N

[ rit Mumber [Init Type Statuz

REMTAL ACTIVE

MAR Interactive Geocoding

You are abouk Ea retire unit 1

Do you wish ko conkinue?

Add | Llpu:latel Hele Esit |

Y Click ‘Yes' to retire ‘No’ to cancel.

When clicked ‘Yes’, a message will pop up confirming retirement of address.

MAR: Maintenance |E|

Successfully retired unit: 1

Y Click ‘OK’.

Y Update will be visible instantly in the ‘Address Unit’ dialog box
In the following picture changes are displayed



Address Unit

1411 11TH STREET HW

Statuz
RETIRE
REMTAL ALCTIVE

[dnit Murmber IInit Tupe

add | Update | [

i Esi |

Y Click ‘Exit’ to close the dialog.

Location of Laver Files

The default layers after login are located at C:/Programs/MARmaintaince/layers/.
These layers can be modified.



File Edit Wiew Favorites  Tools  Help

eﬁack - \_/'l lﬁ /.__\J Search ‘H__" Folders

T

Address |[E| ' ProgramstMaRMaintenance!layvers

Folders x Marne Size  Tvpe

(2 Desktap Strest. byr 17KE  LYR File
) My Documents Roadway . lyr 17 KE  LYR File
= i My Computer MAR_Address. by 19KE LR File
\ﬂ 31 Floppy (&) IMAGE. DR THOZO0S, Iyr ZOKE LYR File
= “e Local Disk () DiCEIS, TaxlobsPLY Iy 17KE LYR File
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I degis

I Wivek:

I Mcafes &

I oradle

|1 Program Files
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= ) MARMaintenance
I CUSTOMIZED LA
= lavers

|51 ORIG_LAYERS

The following layers are strongly recommended for a better address analysis:

./ MAR points
./ Street

./ Roadway

./ Ortho

./ DC boundary
./ Owner Poly
./ Square

./ Suffix

./ Lot

./ Building Poly

Managing Default Layers

The layers can be managed by the user if desired. To do so,
Y Click ‘Add Data’ from the Arc Map window.
Y Add the desire layer to the map.



Y Right click on the added layer. It will open the following dialog box.

= IMAGE. ORTHOZ iy | |
RiGE Copy
BFrR=d: Band_ ¥ Remove
[ creen: Band_
M Elue: Band_
Joins and Relates 4

@ Zoom To Laver

@ Zoom To Raster Resolution

Visible Scale Range 4

Data b

Properties. ..

Y Select ‘Save As Layer File'.

It will open the ‘Save Layer’ dialog box.

Save Layer,

Look in: |D layers

=l o] cals|C] [ 8

@DCGIS.E E] Catalog

(@ C:

DiZGI5.

ggcgm (L3 Programs

%DCGISIF L3 MARMaintenance
I ENEE

Pocaisg op D:[:—-l

Socais.| (g En

4P IMAGE. (g Arcweb Services

B MAR_A [ Coordinate Systems
4 Rnadg (3 Database Connectians
EB Databaze Servers

GIS Servers

ﬁ Search Resultz

Name: @ Toolboxes

Save

Save as ype: |La_l,ler files [*.Ir)

ﬂ Cancel

Y Browse to the location- C:/Programs/MARmaintaince/layers.

Y Click ‘Save’



Now the new layer will become a default layer while logging in.

Please Remember: User need to LOG OFF instead of disconnect as disconnect will lock
the session.

Development Environment

The MAR Maintenance Tool is comprised of a suite of tools, developed in Visual Basic,
that are designed to work within ESRI ArcGIS 9.2 SP 6. This tool was developed for
DCRA addressing unit by DC GIS.

Technical Assistance

The MAR Tool has been developed by DC GIS which is a part of OCTO (Office of the
Chief Technology Officer). For technical assistance regarding the MAR Tool please
contact vivek.srivastav@dc.gov and/or davidy.jackson@dc.gov_and or call 1-202-724-
5135.



mailto:vivek.srivastav@dc.gov
mailto:davidy.jackson@dc.gov
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1.2.3 - Intake

1. Below is the form for new addresses. Ensure that this form is filled out in its
entirety.



Primt Form

(EE AN NN N]

age|=glne Application for New Address(es)

|4 pplication date

[four application will not be accepted if any fields are incomplete. You can find your square, suffix, and lot at taxpaversenvicecenter.com. You

Izan find the property’'s zoning and special districts at dooz.degowv.org. Public access computers are available in the Permit Center to help you
lwith this research.

|Attach a detailed site plan, showing the lot and building locations; the public or private street adjacent to the main enfrance; 2 adjacent
laddresses, on either side of the lot; and all pertinent cross strests.

If you're applying for individual addresses for a 2-family flat, attach a Certificate of Occupancy. You don't need to attach a site plan.
plication review takes 5-10 business days — and an additional 15 days for any property that needs a site inspection.

Application is for:
EI Change of existing address D Caomection i an existing address Mew address/mew subdivision
[[] Additional address to existing property [} Address for a 2-family flat Other

Give the sireet number that you're reqguesting, if you have a preference. If you have more than 1 address, attach a sheet that lists each of them
in the format below.
"f'ou can only use existing public streets — or private streets.

Any new public street must be approved by the DC Council, under DC Code 1005 Replacement Volurme 4A, Chapter 7, § 7455, If the principal
building does not face the street, you must meet all zoning requirements in DC Municipal Regulations Title 11, Zoning Article 25, § 2516.5.

1. Complete requested address (nurmber, whole strest name, quadrant, suite/unit) . Souare 3. Suffix [ any) 4 Lot
5. Owmer of bulding or property |5. Complete mailing address (nchude zip) 7. Phone 5. Ermail. if you prefer e-notice
K. Agent for owner, f applicable 10. Complete mailing address {inchude zip) 11. Phone 12 Email, if you prefer e-notice

13. Use of building (for example, office. church, residencs)

|Anplicant's sionature Diat=

FOR OFFICE USE OMLY

| IDisapproved | | Pending

Application incomplate Strest name not approved Site inspection required

Application not signed Require additional information Subdivision approval reguired

Cerfificate of Occupancy not included Requested street numberfaddress not Office of the Surveyor approval required

Main entrance not clearly identified available andfor not approved. DC Council approval required for public
i Mo public or private street identified [[] Requested address does not front an street name

Mo site plan submitted or plan unciear street of main entrance [ Sther

Reviewer Comments

Reviewer's prnted name and sanature Ciats

2. From the Accela home screen, click the “Cap New” button.



Sign Out

(2 HELP »

Justin Bellow

1) HOME

Home

=] NnavIGATION ~ @ MaPs

Property Holds

Reporls | Preferences

People

User Info Record H[=]=T
= Justin Bellow Menu Q Search ']’ Hew . GIS ? Help My QuickQueries --Select-- - Module Building
Permit Center Md412245878910 b M
Managers
B Permit # Status Permit Type Opened Street# Street Name Streel Quadrant UnitType Unit# Created By
Type
[ Eiscesze Application Accepted  Building/Construction/Alteration 05/06/2013 1750 PENNSYLVANIA AVE  NW ocPL
and Repair/NA
] FA1301594 Drawing Accepted Building/Shop Drawing/Fire 05/06/2013 733 10TH ST NW JRD FL ALECOUNT
Al MNA
Department of Consumer & o
Regulatory Affairs [ E1306530 Building/Construction/Alteration 05/06/2013 1100 4TH ST swW OCPL
and Repair/NA
=13 (=) B1306525 Application Accepted Building/Construction/Alteration 05/06/2013 810 7TH ST NW QCPIL
My Navigation 2= and Repair/NA
u M MLICK HERE Building/Construction/Sign/NA ~ 05/06/2013 3222 M ST NW ocpI
I= FDetan/ Suffimar
& Condition/Comment
& Workflow Building Permit ID: B1306524
o istory .
piordflew [l £ior = A notice was added to this record on 2008-06-26
(3 Application Info i) Condition: WHOP Severity: Notice
- Total conditions: 1 (Notice: 1)
@ Application Tables
3 PavFees View notice
@ Manage Fees
i Belated Cap's Menu ) |New W Supervisor Task Activation 7 | Help
3 Schedule Inspections
3 Manage Inspections &) G0N Workflow
Z@ Manage Documents
@ Assian Tasks 2 Workflow Tasks

3. Accela will now open a new window. Select “Address Application” from the
“Type” drop down box.

Jp Favorites | o ning : - istrict of Columbia B naested &l Get more Add-ons ~ (@) Citrix XenApp - Logon

i - v [ g v Pagev Safety~ Tools~ @~

Sign Out

(2) HELP »

Justin Bellow

Group Type

- - SELECT ADDRESS
Addre Applicatio
. e - lodule Building -

Certificate of Occuparl Permit Type

Certificate of Use

Canstruction

EIsP Streel Quadrant Unit Type Unit # Created By

EZ Permit Type

Home Occupation

Post Card JBEMBRY

Shop Drawing

Supplemental JBEMBRY

Surveyors

Zoning Review JBEMBRY
JBEMBRY
JBEMBRY

s By

jo £

- 5 &1 €16

& Internet | Protected Mode: On

NeelE e

4. Accela will now open a new screen. Enter the scope of work including the
type of building and the new addresses in the “Description of Work” field.



g Accela Automation® - Windows

et more Add-ons + (@) Citrix XenApp - Logen

v [ v = @ v Page~ Safety~ Tools~ @

Justin Bellow  Sign Ou

(2 HELP »
Record Detail * (This section is reguired.)

ES menu g]me g]nemt @]mnoﬂ i]“ﬂl’

Permit No. Permit Type Status = ()
I == : [ 2«0
’ .
——r— ENTER THE SCOPE
== Justin Bel THE APPROVED ADDRESS FOR THIS MIXED USE BUILDINGS IS: -

1277,1299 15T STREET SE

- OF WORK HERE

:ated By
[s5.00 [0.00 [s5.00 [oeroerzo1a  [F 1ype
Applicant * (This section is required.) Search (1) | As owmer ) | As Lic. Prof JBEMBRY

Type * First Hame Middle Name Last Name JBEMBRY
Applicant BALLPARK SQUARE,LLC
Relationship Full Name JBEMBRY
—-Select— -
Primary (Organization Name JBEMBRY
Yes -

[ Address Line 1 Phone 1 {(3300) X3X-XXXX) JBEMBRY

& Address Line 2 Phone 2 {(230X)XXX-XXXX)

i 1701 PENNSYLVANIA AVE # 1050

i Address Line 3 Fax {{3000)X00K-XXXX)

3

32 city State Zip Code

) WASHINGTON oc

@ Email

=

&= Anp Specific Info X2

@ m | 3

g Done & Intemet | Protected Mode: On 43 v ®100% v

5. Enter the applicant’s information in the “Applicant” field.

& Accela Automation® - Windows |
Ed https://eclips.in.dc.gov/jetspeed/portal ~ L Government of the District of Colu... | 1 [ 44| X Google I

i Favorites | ? tranet e L b ffice of Zanin : istrict of Columbia Re aoested Sites v | Get more Add-ons ~ (&) Citrix XenApp - Lagon

i - v [ geh v Pagev Safetyv Toolsw (@

Justin Bellow  Sign Out

73y HOME Total Fee Invoicad Total Paid Balance Opanad Date * (2) Hewe »
[ss.00 [o.00 [s5.00 [osroerao1a [
Applicant * (This section is required.) search (7] |Asowmer  [{]) | as Lic. prof
r[)'|:ve 2 First Name Middle Name Last Name A
Applicant BALLPARK SQUARE,LLC B
# Justin Bel | I Relationship Full Name:
--Select-- -
Primary Organization Name 1
- APPLICANT'S
Address Line 1 Phone 1 {(2000)200¢-XXXX)
Address Line 2 Phone 2 {(200€) XXX-XXXX) I N F 0 R M ATI 0 N
1701 PENNSYLVANIA AVE # 1050
Address Line 3 Fax {(2000)X0xX-X3XX) £
City State Zip Code H E R E
WASHINGTON [zle}
Email
=] y JBEMBRY
g NEWADDRESS
- Type L4
el New Address -
@ Hote
= (Text)
¢
r App Specific Info Tables
= HEW ADDRESS ) I o R -
3 < m ] v
% Done & Internet | Protected Mode: On v ®100% -

6. Select the correct type of application as indicated on the application form



& Accela Automation® - Windows ]

5 Government of the District of Colu...

¢ Favorites | DCGIS Intranst 0C G 0 0 0 District of Columbia B L1 Sunnected Sit & Get more Add-ons ¥ () Citrix XenApp - Logon
v ]
£ Edit Record By Single - === x| ,
B Accela Autor] BESSST | T v [ o= = Pagew Safetyv Tools~ @
nbia [US] E .
DCRA E——— Justin Bellow  Sign Ou
Total Fee Invoiced Total Paid Balance Opened Date + -
3} HOME [ss.00 [0.00 |55.00 [osroerzo1z [ (2) HELP b
Sl | = | Applicant * (This section s required.) Q, | searcn  [7]) | asowner  [71] | as Lic. Pror
Userlafo Type * First Name Middle Name Last Name IEE—J@
Applicant BALLPARK SQUARE,LLC
Relationship Full Name:
*» Justin Bg —Select— - edule Building
Primary Organization Name
Permit g Yes -
Manage Address Line 1 Phone 1 {(>00¢)xax-xxxx)
DCRA Streel Quadrant UnitType  Unit#  Created By
Address Line 2 Phone 2 {(200x)300¢-X000¢) Type
1701 PENNSYLVANIA AVE # 1050 JBEMBRY
Address Line 3 Fax (300X XXX-XXXX)
JBEMBRY
Department city State Zip Code 3
Regulat WASHINGTON oc JBEMBRY
Email
[ ELECT THE CORRECT
My Navigatiol
& capn il JBEMBRY

o | TYPE OF ADDRESS

Workf] New Address

--Select--
Additional Address for Existing Property
Change of Existing Address

e — INDICATED ON THE
Relatedll NEW ADDRESS 2
Schedd||DETAILS [E)[aga 1 |petete

| ol I‘APPLICATION FORM

Done

HE1E &) &5 51 €] €] - by

Assin

7. Click add for each requested address, enter the requested address
information on the corresponding line, and indicate whether the requested
addresses are primary or secondary addresses.



£ Accela Automation® - Windows.

| https://eclips.in.de.gov/jetspesd/portal 9| X Google

<y Favorites | Jfas| NCGIR Intranet b h | DC Office.of Zonin : anerh jstrict of Colurbi et more Add-ons = (2 Citrix XenApp - Logon
Edit Record By Single - Windows Internet Explores

P Accela Auto j - v [ dm v Pagev Safetyv Tools~ @-

DCRA Justin Bellow
{3y HOME

Sign Out
(Z) HELP

Address Line 1

Phone 1 {(30€3)2x¢-X206X)

Address Line 2
1701 PENNSYLVANIA AVE # 1050

Phone 2 ((200x)300-X000¢)

User Info Address Line 3 Fax ((300¢) X306 XXXX) E=]=)]
. 5 City Zip Code —
> Justin Bel WASHINGTON oc odule Building -
Email
Permit G
Manage
DCRA App Specific Info Street Quadrant Unit Type Unit # Created By
—[If Type
NEWADDRESS
g Trr JBEMBRY
New Address -
g Note JBEMBRY
I]epﬂ;teralﬁll;t‘ (Text) JBEMBRY
B | Sonctnc i e STEP 1 - CLICK HERE TO ADD AN
My Navigatiol
o g D )G ENTRY FOR EACH ADDRESS
2 E:Id[: Primary/Seconda Street Number(Text) Auwseoe susmecs sussinyiong,  sovcs mumn iong |
g | STEP 2 - ENTER EACH
2 Prima
v
3
2 ADDRESS AND
@
i Related
o INDICATE WHETHER
@ Manag |
g :“““ @ Intemet | Protected Mode: On 'y
S5
3 — HE ADDRESS IS A
DCRA default

1277,1299 15T STREET SE

Reports EHIO Total Fee Invoiced Total Paid Balance P RI M ARY 0 R

[s5.00 0.00 55.00

SECONDARY ADDRESS

» My Reporis
» Abatement
» ABL

m

8. Click the “Submit” icon button when complete.



E Accela Automation® - Wind:

anected = et more Add-ons @ Citrix Xen4pp - Logon
e

< Favorites | x

- - - ~ Pagew Safetyv Toolsw
| FA Accels Auto . _ Bl - = dm v Page Safety~ Tools~ i@
DCRA _—,—— Justin Bellow  Sign Ou
ﬁ} HOME Address Line 1 Phone 1 ((XXX)XXX-XXXX) @ HELP
| Pror Address Line 2 Phone 2 ((3XX)XXX-XXXX)
1701 PENNSYLVANIA AVE # 1050
Address Line 3 Fax (2000300 3000) [E3[E= =)
. City State Zip Code B
= Justin Bel WASHINGTON oC lodule Building -
Email
App Specific Info Streel Quadrant Unit Type Unit # Created By
Type
NEVVADDRESS
Type JBEMBRY
New Address -
JBEMBRY
Note
- CLICK "SUBMIT"
App Specific Info Tables JBEMBRY

My Navigatio

cor LIRSS | o WHEN COMPLETE

[.:4
?é Cap O3 Primary/Secondary Street Number(Text) Address number suff
:g:: Secondary - 1277 1ST
g Primary - 1299 1T
=
@
% Sched =
@ Managfl « | m | 3
g :::. Done @ Intemet | Protected Mode: On % - A - |
9. Accela will now close the window and return you to the home screen. Take
note of the new record created in Accela.
_‘ﬂAccelaAutomat\on@ | - v [ deh v Page~v Safetyv Tools~ @

i Justin Bellow  Sign Ou

YHOME  [=| NAVIGATION ~ & maps » (Z) HELP ¢

Property Hol | People | Repors

&
L
]}

Record

menu Q| searcn 1) | wew GIs 7 |Help My QuickQueries --Select—- - Module Euilding -

Md123455678910 b M

Permit # Status Permit Type ant Unit Type Unit # Created By

= ACCELA HAS

User Info

> Justin Bellow

Permit Center
Managers

NA1400026
Application/NA/NA

=" CREATED A NEW

NA1400024 Address Issued Building/Address JBEMBRY
Application/NA/NA

0a
]
0 NAL400023 Address Issued Building/Address ADDRESS RECO RD JBEMBRY
]

Department of Consumer &
Regulatory Affairs

My Navigation

Application/NA/NA

NA1400022 Address Issued Building/Address JBEMBRY

CAP New ingy
Application/NA/NA

Cap Detail /Summary

Cond n/Comment

% Building Permit ID: NA1400026

Workflow History

Application Info Menu 7| |Mew [ui: | Downioad Infn [ | set DisplayImage () | Clear Displayimage 7 | Help

Application Tables +GoTo D =0
+ ocuments

Pay Fees

Manage Fees File Name Category Description Size Type Entity Type Inspection Modified Record Type Alter
]

Related Cap's Date Alias

Schedule Inspections g —

Manage Inspections < [} 3

1= 8020 )

B

- VNI

lel&l

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



User Info E=E0

= Justin Bellow

Permit Center
Managers

Department oannsumer &
Regulatory Affairs

My Navigation

CAP New

Cap Detail/Summary
Condition/Comment
WorkiTow HISTOrY
(2 Application Info
(2 Application Tables
(3 PayFees

@ Manage Fees

;= Related Cap's

@ Schedule Inspections
@ Manage Inspections
E Manage Documents

[E=]=] | +/GaTo

Record

!]Ilenu 3]5&[!:[1 _Djuew !]GS 7 |Help My QuickQueries --Select--
H41 P H

B Permit # Status Permit Type Opened Street #

B B1306530 Building/Construction/Alteration 05/06/2013 1100

and Repair/NA

Building Permit ID: B1306530

Menu g].‘ime g]mmet @]Summnry __.]Hﬂl)

Permit

Permit Type
—

" nstruction/Alteration and Repair/NA
CLICK HERE :ee-
. i/2013 &

Description of Work *

Street Name

4TH

Interior Renovation of Existing Office Space.

Total Fee Invoiced Total Paid
0.00 Jo.00

Balance
0.00

11.Click the “Application Acceptance” link.

¥ Module Buiding

Street Quadrant Unit Type

Type
ST sw

nit #

Created By

OCPI

e — et of colu | 5] 7| | Y G

5> Favorites | 95 | DCGISIntranet @] New Tab | DC Office of Zoning - DC.. @] DCPropertyQuest @ District of Columbia Real .. [ Suggested Sites = 2| Get more Add-ons = () Citrix XenApp - Logon

[ Accels Automation®

&G~ ~ [ @m v Pagev Safety~ Toolsw (g~

B

CAP New

Cap Detail/Summary
Condition/Comment
Wollkflow

Workflow History

1 BTl

g d

Z@ Application Info

Z7 Application Tables
(@ PayFees

@ Manage Fees

sim Related Cap's

@ Schedule Inspections
@ Manage Inspections
@ Manage Documents
(3 Assian Tasks

@@ Contacts

DCRA default

Reports IyQ@
» My Reports B
» Abatement !
» ABL 3
» ACA

» Agency Management

» Boilers

» ICA

FOPTCETOT TV T

Building/Address
Application/NA/NA

[ NA1400022 Address Issued 10/29/2013

Building Permit ID: NA1400026

Menu _ﬂ_]m h]mmmimr _‘]Hﬂ)

@ CLICK HERE

Application Acceptance

Review

There currently are no ad hoc tasks defined. ene

My Tasks

» Workflow Task and Inspection Searching

Menu L | Assign ? Help My QuickQueries --Selact--
CSV Export ()

Expand List Status Task Assianed Due Date Tvpe

Status

Status Date

Action By

12.Select “Application Accepted” from the “Status” drop down box.

JBEMBRY

Action By (Sta



¢ Favorites | 3 @] DCGISIntranet @] New Tab ] DC Office of Zoning - DC... ¢ DCPropertyQuest b District of Columbia Real ... [ Suggested Sites ] Get more Add-ons ~ (@) Citrix KenApp - Logon

P Accela Automation® i~ B v () d® v Pagev Safetyv Tooks~ @

Cap Detail/[Summary
Condition/Comment
Workflow

Workflow History
Application Info
Application Tables
Pay Fees

Manage Fees
Related Cap's

1= B

Assign Q] Reset ﬁ] Calculate Hours

Task Details - Application Acceptance
Department * Current Department Staff + Current User Status *

p— . PERMIT INTAKE - Justin Bellow —-Select-- -
Schedule Inspections
MUE UEI e EE rons : Status Date * Due Date
- -
flanage fnspechions STEP 2 CLICK HERE 10/01/2013 1170172013 )
Manage Documents -
Comments
Assign Tasks
Contacts
RA default

Cancel :/ Help

=% & €1 €)

B

LSS LULTSILY 1S U AU UL LSS LS Eu. Standard Comment

g Da0a8

Reports 123

’ - STEP 1 - SELECT
> Abstement "APPLICATION
» fponcy tanmgpement | | ESE ACCEPTED" _

» Boilers
» ICA » Workflow Task and Inspection Searching
» Inspections

» Inspections Managem:
» OCI

m

Menu Lo |Assign 7/ |Help My QuickQueries --Select-- -

13.Click the “Review” link.

Fi\ Accela Automation® X v B v ) e v Pagev Safetyr Toolsw

e

Address Issued Building/Address 10/28/2013 JBEMBRY
Application/NA/NA

Address Issued Building/Address 10/25/2013 JBEMBRY
Application/NA/NA

Department of Consumer &
Regulatory Affairs

Accepted Building/Address 10/21/2013 JBEMBRY
Application/NA/NA

Address Issued Building/Address 10/21/2013 JBEMBRY

My Navigation Ell=a Application/NA/NA

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 There currently are no ad hoc tasks defined.
RA default

o O o oo

Address Issued Building/Address 10/21/2013 JBEMBRY
Application/NANA

1= 8 )

Building Permit ID: NA1400014

Menu g]uew L]Supewisor l]Help

+/GoTo Workflow

[N ]

c LI c K H E R E Status Status Date  Action By
Applicati... 11/01/2013 Justin Be...

Review

Issue

9 &)elElelel

== 0
Reports (1] E= (=] My Tasks 2=

» My Reports
» Abatement
» ABL

> ACA Menu L Assign 7 |Help My QuickQueries --Select-- -
» Agency Management

» Roilars Workflow Tasks (0)

» Workflow Task and Inspection Searching

m

14.Select “Review Completed” from the “Status” drop down menu and then click
the “Submit” icon button.



i Favorites | 5[] DCGISIntranet | New Tab | DC Office of Zoning - DC... | DCPropertyQuest 4 District of Columbia Real .. [ ]| Suggested Sites + | Get more Add-ons ~ (&) Citrix XenApp - Logon

[ Accels Automation® 5 v B - = & - Pagev Safety v Tooks~ @

s
aen g 0
(NN AN RN EN]
g

Department of Consumer &

Address Issued Building/Address 10/28/2013 JBEMBRY
Application/NA/NA

Address Issued Building/Address 10/25/2013 JBEMBRY
Application/NA/NA

Regulatory Affairs Accepted Building/Address 10/21/2013 JBEMBRY
Application/NA/NA
L - Address Issued Building/Address 10/21/2013 JEEMBRY
My Navigation 123 Application/NA/NA
El CAP New Address Issued Building/Address 10/21/2013 JBEMBRY
= : Application/NA/NA
= Cap Detail/Summary

Condition/Comment
Workflow
Workflow History

Application Info [ assign () |Reset HO | calculate Hours

Application Tables
Pay Fees

Manage Fees
Related Cap's
Schedule Inspections

STEP 1 - SELECT
e "REVIEW
wet STEP2- “cOMPLETED" :

CRA default

. .CLICK HERE
] !

15.The review is now complete.

HEELe

Cancel ? Help

- % &1 18]

* Currengliser Status *
a - --Select-- -

£1elElelel

[=}

» My Reports
» Abatement
» ABL

£ Accela Automation® - Wind
P https://eclips.in.dc.gov/jetspeed/portal

~ - Government of the District of Colu...

o Favorites | ¢35 | DCGISIntranet @) New Tab @ | DC Office of Zoning - DC... & DCPropertyQuest & District of ColumbiaReal ... [[]] Suggested Sites v 2| Get more Add-ons v (&) Citrix XenApp - Logon

P\ Accelz Automation® Mo~ ~ [ @ ~ Page~v Safety~ Tools~ (@-

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 There currently are no ad hoc Wsks defin
CRA default

1 8

Building Permit ID: NA1400026

Menu Q]New I‘ih Supervisor ;]Help

+/GoTo Workflow

% &l €1 &)

THE REVIEW IS NOW .o

10/01/2013 Justin Be...

COMPLETE U203 st

Eletleed

[=}

== B
Reports |- ] 1y Tasks 7] (]

» My Reports
» Abatement » Workflow Task and nspection Searching

» ABL

> ACA Menu Ly Assion 7 |Help My QuickQueries --Select-- -
» Agency Management

» Boilers Workflow Tasks (0)

m

» ICA [l Permit # Status Task Assigned Due Date Type Action By (Sta
» Inspections Date

» Inspections Managem: 0 records found.

» OcI

A Permitting |

< | n 3
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1.2.4 - Issuance

1. From the Accela homepage, click the “Search” icon button.

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

Home

Property Holds

People Repors Preferences

)

]}

User Info

> Justin Bellow

* CLICK HERE ckQueries --Select-- ~ Module Building

Permit Center
Managers

] Permit # Status Permit Type Opened Street# Street Name Street Quadrant Unit Type Unit# Creal
Type
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
Requ NA.
Department of Consumer & ar=i
Regulatory Affairs [F] £01301838  Zoning Review Building/Certificate of Occupancy/MA/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
[F] SRL3S004181 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
i Related Cap's
g W’% menu T |new (f [petete &) c i ) setectRecord To Copy From | EaitFow 7 | Help
anage Inspections
[ Manage Documents L Inspections (0}
[ T,

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

Home

Property Holds

People | Reports | Preferences

User Info

. JEBSTEP 2 - CLICK HERE
ot coner o L GTEP 1 - ENTER PERMIT NUMBER HERE

DCRA [T AR PR

First Name Last Name

||l'-u=;‘||| ;
T Street # Street Name Street Type Unit #
Iy =g § --Select-- ¥

City

of C:
Regulatory Affairs
Owner Name

My Navigation Parcel #

CAP New
Cap Detail/S: y License # License Type
Condition/Comment --Select-- -
Workflow License First Name  License Last Name
Workflow History

Application Info License Business Name

1s 8 )

o

Application Tables

Pay Fees Type

Manage Fees el

Related Cap's ~Select—- »

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

15 81 E1E)

Hee

Manaqge Documents

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



Record [E1 (==

uenu _]s.mrcn g]uw g]as i]uw My QuickQueries —-Select— + Module Buildng +

User Info ==

> Justin Bellow

Permit Center Md4d1 b M
Managers
& Permit # Status Permit Type Opened Street# Street Name Street Quadrant UnitType Unit# Created By
Type
[ 81306530 Review in Process Building/Construction/Alteration 05/06/2013 1100 aTH ST sw ocP1
and Repair/NA
d /
D A mer & Building Permit ID: B1306530
: Menu ) /Mew Ifi#% Supervisor TaskActivation 7/ | Help
My Navigation EJON 4 eom0 Workflow
& cAPNew
5 copbetail/summary || 2 Workflow Tasks
= - Task Status Status Date  Action By
nasnon CLICK HERE o - .
-— - - Plan Review Coordinator Applicati... 05/08/2013 Justin Be...
- TS o
[ Application Info -] DDOT Review Elevator Review Elevator ... 05/08/2013
@ Application Tables B-[C] WASA Review DDOE Review DDOE Revi... 05/08/2013
3 PayFees ®-(] DOH Review DDOT Review DDOT Revi...
(:J‘é Manage Fees [-{Z] HPRB Review WASA Review WASA Revi...  05/08/2013
sam Related Cap's . .
Related Cap's @3 BZA Review DOH Review DOH Revie...  05/08/2013
@ Schedule Inspections
N -] EISF Review HPRE Review HPREB Revi... 05/08/2013
(3 Manage Inspections !
(Z Manage Documents -] CFA Review BZA Review BZA Revie...  05/08/2013
3 Assiagn Tasks -] White House Review EISF Review EISF Revi... 05/08/2013
[ Contacts E-{7] Chinatown Review CFA Review CFA Revie... 05/08/2013
DCRA default B3] NCPC Review White House Review White Hou...  05/08/2013

4. Ensure that “Issue” is highlighted.

i Favorites | 5 ] DCGISIntranet & New Tab ] DC Office of Zoning - DC... ] DCPropertyQuest b District of Columbia Real .. [ Suggested Sites v & Get more Add-ons v () Citrix Xenfipp - Logon

[ Aceela Automation® |_‘ Liov B v [0 @ v Pagew Safetyv Took+ @
DCRA Justin Bellow  Sign Ou
£ HOME =] NaVIGATION ~ 3 MAPS » (Z) HELP »

Home | ProperyHolds | People | Reporis | Preferences

User Info Record (E[=]=]

> Justin Bellow menu  Q [search T mew @ 6is 7 |Help My QuickQueries --Select-- + Module Building

Permit Center Md123as5678310 b M
Managers & S S - S o oo =
B Permit # Status Permit Type Opened Street#  Street Name Street Quadrant Unit Type Unit # Created By
Type
[ NA1400026 Ready to Issus Building/Address 11/01/2013 IBELLOW
Application/NA/NA
[ NAa1400025 Address Issued Building/Address 10/29/2013 JBEMBRY
Application/NA/NA
Department of Consumer &
Regulatory Affairs F laldo0024 Address Issued Building/Address 10/29/2013 JBEMBRY
N Application/NASNA
o ——T NA1400023 Address Issued Building/Address 10/29/2013 JBEMBRY
My Navigation E=]=] pa Application/NA/NA
@ caP New [ Naiso0022 Address Issued ﬁmhl:!mgt{m:,if?\lr:f&r:»h 10/29/2013 JBEMBRY
iEE Cap Detail /Summary GEAE
&’ Condition/Comment
]

Workflow Building Permit ID: NA1400026
Workflow History

Application Info _] Menu g] New ﬂ] Supervisor i] Help
Application Tables

#/GoTo Workflow
Pay Fees
Manage Fees
Related Cap's
Schedule Inspections
Manage Inspections
Manage Documents E-{Tplssue

Comase IS HIGHLIGHTED
Contacts There currently are no ad hoc tasks ¢

RA default

HY
H

-8 el €1 €]

9 Workflow Tasks
[ Application Acceg

ENSURE THAT "ISSUE" o s

10/01/2013  Justin Be...
11/01/2013  Justin Be...

g D88

5. After confirming that all reviews have been completed, 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.



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

Navigation” menu.

User Info |2/|=/|ICll B Record Bl=)E
> Justin Bellow Menu & search T New GIS 7 Help My QuickQueries —Select-- + Module Building «
Permit Center 410 M
Managers
DCRA Permit # Status Permit Type Opened Street#  Street Name Street Quadrant UnitType Unit# Created By
Type
A 1 .”.'”. B Review in Process Building/Construction/Alteration 05/06/2013 1100 4TH ST =0 OCPL
and Repair/NA
sujirnn
g mglg=
D ity Affara " & Building Permit ID: B1306530
Menu ‘D New |ih Supervisor Task Activation :/ Help
My Navigation &(=/a + GoTo Workflow
& CcAP New
{2 cap Detail/Summary 2 Workflow Tasks
) i e} < Plan Review Coordinator
5 Condition/Comment i~ 3 Task Status Status Date  Action By
& workflow @] Elevator Review - -
2 Workflow Histor #-] DDOE Review Plan Review Coordinator Applicati... 05/08/2013 Justin Be...
2 Application Info {-C DDOT Review Elevator Review Elevator ... 05/08/2013
[ Application Tables B WASA Review DDOE Review DDOE Revi...  05/08/2013
(gl PaxFee c LICK HERE DDOT Review DDOT Revi...
' | WASA Review WASA Revi...  05/08/2013
ﬁ; K '- | ab H-_] DeA Keview DOH Review DOH Revie... 05/08/2013
Schedule Inspections R .
- (7] EISF Review HPRB Review HPRB Revi... 05/08/2013
¥ Manage Inspections
3 Manage Documents -] CFA Review BEZA Review BZA Revie... 05/08/2013
(3 Assian Tasks @] White House Review EISF Review EISF Revi... 05/08/2013
@ Contacts #-] Chinatown Review CFA Review CFA Revie... 05/08/2013
DCRA default -] NCPC Review White House Review white Hou... 05/08/2013
H “ ” 5
7. Click the “Add” icon button
P Accela Automation® M v B v [ @ v Pagev Safety~ Tools+ @
5 Justin Bellow menu |search T |wew @B|eis 7 Help My QuickQueries —Select-- + Module Building
Permit Center Md412:z
Managers -
[l Permit # Permit Type Opened Street#  Street Name Street Quadrant Unit Type Unit # Created By
Type
[ laisooozs Ready to Issue Building/Address 11/01/2013 JBELLOW
Application/NA/NA
| 0B Address Issued Building/Address 10/29/2013 JBEMERY
| Application/NA/NA
Department of Consumer & | =R
Regulatory Affairs m Address Issued Building/Address 10/29/2013 JBEMBRY
Application/NA/NA
. Address Issued Building/Address 10/29/2013 JBEMBRY
Wy Navigation [EX==]} pu Application/NA/NA
E‘ CAP New &) Address Issued iu\h‘:hr'|gtmdtil\‘r'es’iA 10/29/2013 JBEMBRY
1= cap Detail/Summary =R
E 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

Building Permit 1D: NA140002&

ik

S eltlt)

Invoice # Description
) P

0 records found.

daltlelel

ICLICK HERE

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

Fee Total $0.00

Quantity Fees Status

Date
Assessed

8. Enter “1” in the “Enhanced Service Fee” field and “1” in the “New Address Fee”

field and the click submit.



[l Accela Automation® i v ] v [ dm v Pagev Safetyv Tooksv @
DC

ustin Bellow  Sign Oul

3} HOME =] navicaTion - &4 MAPS » (2) HELP »

Home | ProperyHolds | People | Reports

User Info [2ll= 2 M Record E[=]=]

> Justin Bellow Menu 3] Search g] Hew

Permit Center M 412
Managers

DCRA B Permit #

-

GIS 7 |Help My QuickQueries --Select-- ~ Module Building

I

mit Type Opened Street#  Street Name Street Quadrant Unit Type Unit # Created By

g

[ Naiso0026 Ready to Issue Building/Address 11/01/2013 JBELLOW
Application/NA/NA

Address Issued Building/Address 10/29/2013 JBEMBRY
Application/NA/NA

i mglgm
Department of Consumer &
Regulatory Affairs

Address Issued Building/Address 10/29/2013 IBEMBRY
Application/NA/NA

Address Issued Building/Address 10/29/2013 JBEMBRY
Application/NA/NA

Address Issued Building/Address 10/29/2013 JBEMBRY
Application/NA/NA

STEP 2 - CLICK HERE

My Navigation (&= 3

[

CAP New

Cap Detail/Summary
Condition/Comment
Workflow

Workflow History
Application Info i] Submit
Application Tables

Pay Fees

Manage Fees Fee Schedule:
Related Cap's Fee Calc. Factor: lob Value(Contractor)$0.00

Schedule Inspections Y Tuantty nit tes Mmaqll
Manage Inspections

ansoe ospectons 1 0L STEP 1-ENTER "1" IN
o BOTH FIELDS

= 805

als

=% 818)E)

Manage Documents
Assign Tasks
Contacts

RA default

2 08888

9. Click the box below “Fee Calc. Factor” to select both entries and then click
“Invoice.”

il Accela Automation® - v [ mm v Pagev Safetyv Toolsv @

: Justin Bellow ~+ Module Building -

Permit Center Md412z24
Managers ===
DCRA F Permit # Permit Type Opened Street#  Street Name Street Quadrant Unit Type Unit # Created By
Type
A- | NA1400026 Ready to Issue Building/Address 11/01/2013 IBELLOW

Application/NA/NA

Address Issued Building/Address 10/29/2013 IBEMBRY
| Application/NA/NA
Department of Consumer &
Regulatory Affairs Address Issued Building/Address 10/29/2013 JBEMBRY
Application/NANA
My Navigation F=] Address Issued E;gﬁ!‘agt{;\dfllj‘ﬁ;;A 10/29/2013 IBEMBRY
E‘ CAP New Address Issued Building/Address 10/29/2013 JBEMBRY
I  cap Detail/Summary PR R
E Condition/Comment
i Workflow Building Permit ID: NA1400026
saa  Workflow History
- o o[- m STEP 2 - CLICK HERE
% :agpl:;a:;nn Tables LGOTO Fee (2)
@4 Manage Fees
& Related Cap's Fee Calc. Faggor:  Job ValuelCantractnr140.00 «~  Fee Total 47750
3 Schedule Inspections =
e R T— STEP 1 - CLICK THE BOX TO
7 Manage Documents T
(% Assign Tasks =
2 “SELECT BOTH ENTRIES
DCRA default
Reports 2= | myTasks [E]=]=]

10.Accela has now generated a new invoice number. All address applications are
$27.50.



Fil Accela Automation® % v B - O = v Pagew Safetyv Tools~ @

Justin Bellow

Menu 3]Search g]uew

Permit Center Hd4123
Managers =S=
DCRA B Permit # Status Permit Type Opened Street#  Street Name Street Quadrant Unit Type
Type
‘_ ] NA1400026 Ready to Issue Building/Address 11/01/2013
Application/MA/NA

Be Address Issuad Building/Address 10/29/2013
- N Application/MA/NA
Department of Consumer & || G SN
Regulatory Affairs B Address Issued Building/Address 10/29/2013
Application/NA/NA
L - Address Issued Building/Address 10/29/2013
My Navigation E[=] N Application/NA/NA
& CAPNew & Address Issued Eui\ldingtJAdfllﬂ“r:;IiA 10/29/2013
{5 cappetail/Summary S
& Ccondition/Comment

Workflow
Workflow History

Building Permit ID: NA1400026

Menu +5|add  ( elete &) Vo 52 invoice 7 |Help

+ GoTo Fee (2)

£l

Manage Fees
Related Cap's
Schedule Inspections [ lwvoiced  Description

=B &8 8]

Fee Calc. Factor: Job Value(Contractor)$0.00 « Fee Total $27.50

ACCELA HAS GENERATED
A NEW INVOICE NUMBER

Manage Inspections
Manage Documents
Assign Tasks
Contacts

RA default

2 08888

Renorts |23 | Mv Tasks

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

i)

. Ju—
My Navigation =il + GoTo Fee ()

& CAP New

= Cap Detail/Summary Fee Calc. Factor: Job Value(Contractor)$0.00 ~  Fee Total $150.15
Condition/Comment
Workflow O
Workflow History
Application Info
Application Tables
Pay Fees

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

Contacts My Tasks
RA default

Invoice # Description Quantity Fees Status Date
Assessed

i EIL%

Enhanced Services Fee - Perm...

$6.50 INVOICED ~ 05/06/2013
Enhanced Service Fee - Filin... 1 $6.50 INVOICED  05/06/2013
Dair -... 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

Addition/Alteration,

18 & £1€]

1 s Y i |

2 €1e1E1 61 &)

= Workflow Task and Inspection Searching
Reports (=B ][] -

# Avatement p
» ABL 130508033513977

» ACA

» Agency Management An error has occurred while processing your request.
» Boilers

» ICA

» Inspections

» Inspections Managem,

For more detail Click Here or contact Agency Administrator.

CLICK HERE

» Proactive

» RePrint

» Scheduling

» Summary Abatement
> VPU

» Zoning =

12.0nce the “Permitting” menu has expanded, click the “Invoice” link.

GIS :f Help My QuickQueries --Select-- « Module Building

Created By
JBELLOW
JBEMBRY
JBEMBRY
JBEMBRY

JBEMBRY

[ET{E (=]

[E1]ES (=)
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@ cAPNew

= cap Detail/Summary
E Condition/Comment

a
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S atE)

taaeel
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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 [

13.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.
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CAP New
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Condition/Comment
Workflow

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

CRA default
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.« ] STEP 2 - CLICK HERE

%STEP 1- ENTER INVOICE NUMBER
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Action By (

14. 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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- CUCKHERE 7,1 & ® s - o 1

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

15. 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:
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Copies:

-

Page Scaling:
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Ready
HP Universal Printing PS
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Page Handling l

EE

| Collate

ﬂ Properties

Comments and Forms:

|D|:u:ument and Markups

Preview: Composite
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i’

v Auto-Rotate and Center

[ Choose paper source by POF page size

[ Print to file

16.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.

17.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%

st |STEP2-CLICKOK  EEp> | o=




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

18.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!

19.0nce 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

20.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#

21.0n 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

22.0n the "Pay Fees” page, click on

corner of the “Payment” section.

the “Pay” icon located at the top left hand
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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.

23.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

24.0n 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

26.0n the “Workflow” screen, click on the “Issue Permit” link, highlighted in red.



My Navigation (E | f=]
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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 EIEIE)

2 9008

EEa

Certificate of Use .

Reports

ermit
ermit

m

Garage Permit
Home Occupation Perm

& Permit
Misc Christmas Tree Pe
Misc Exterior Cleaning | =
4 m | +
Quicklinks [E7]ES =]

27.0n the following page, select “Permit Issued”

+ GoTo

2

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.

User Info 12T

> Justin Bellow

Permit Center
Managers

Department of Consumer &
Regulatory Affairs

My Navigation 123

&)

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

CRA default

HEHE Sy

1 &1Ee1 8l i S BIE)E)

[s}

Record

Menu 3]5&5[{:“ @]New

H41 b H

Permit # Status

Review in Process

Permit Type

GIS :)‘ Help My QuickQueries --Select--

Opened

Building/ConstructionfAlteration 05/06/2013

and Repair/NA

@ Workflow Tasks

£
[*
[*
*
*
&
£
[*
[*
[+
*
&
£
=

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

STEP 2 - CLICK HERE

Task Details - Issue Parmit

Department * Current Department

PERMIT INTAKE -
Status Date = Due Date
05/08/2013 Tellnssicianan
Comments

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 ...

Street Name

ATH

i] Help

Status Date  Action By

05/08/2013 Justin Be...
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

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

from the “Status” drop down menu,

Justin Bellow

BT
~ Module Building +
Street Quadrant UnitType Unit# Created By
Type
ST SW OCPI
Staff * Current User Status *
- | --Select-- -
--Select--

Estandarg CommenISTEP 1 = SELECT
PERMIT ISSUED

Application Canceled
Application Withdrawn
Payment Pending

) ST

Permit Not Issued
Permit Revised
Permit Revoked
Ready for Issuance

28.The address is now in “Issued” status. Once the application has been paid for,
provide the customer with a copy of the new address letter. Below is a copy of
the sample letter that is to be provided to the customer.



GOVERNMENT OF THE DISTRICT OF COLUMBIA
Department of Consumer and Regulatory Affairs

K sk K
]
R

Licensing & Permitting Division
Permit Operations

July 11, 2014

6000 New Hampshire Avenue LLC
1886 Metro Center Drive
Reston Va. 20190

Subject: Request for New Proposed Addresses for
Square # 3719 & 44 Lots (see attachment for lot numbers)

This letter is in response to your application dated July 19, 2013; requesting 44 new
addresses for Solent Place NE, Beacon Place NE, and Concord Place NE in
Square 3719. Please see the attachment for the corresponding lot numbers and
addresses in Square 3719.

The following newly proposed addresses are hereby assigned and approved.

You are hereby required to post the assigned street numbers on the new premises in
accordance with the requirements of DCMR 12, Chapter 1A, Section 118A and 124A of
the District of Columbia Construction Codes of 2008.

A copy of this letter serves as notification of the new addresses provided.

Sincerely

Keith Slade

Permit Center Manager
Permit Operations Division

Enclosures
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