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DPS ADMINISTRATIVE/OPERATiNG PROCEDURE

Year 2003 Policy
PUBLIC INFORMATION

StetemetiBackground of Issue: This policy defines procedures and fees for pubtic information requests,
ncluding requests made w“th reference to the Maryland Pubhc Information Ad ~MPIA~. MPIA reque~s must
~e processed in mmptiarrce with Executive Regulation ~ER~ 27-OIAM, “Requests Under the MaVland Pubhc
nformation A& (copy attached), as enacted November 20, 2001. FOR THE PURPOSES OF THIS
~ROCEDURE, ALL REQUESTS FOR INFORMATION SHOULD BE CONSIDERED MPIA REQUESTS.

)apartmental Pohcy

SELECTED DEFINITIONS FROM THE ER
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1.

2.

3.

(ER, Se@on 3.D) the DPS A=istant ~rector ~AV—William Boyajy), as the Directofs designee, is
the “~lcisl Custodian.” This means that the AD is the person Wo is legally responsible for the
maintenanm, Hre, and keeping of DPS public resords. Amrdingly, requ~s for certification by the
O~cial Custodian and final decisions about the release of documents will be made by the AD. (NOTE:
The AD is assisted by the Mministrstive Speciahst 11,Edie Wllfiameorr.)

(ER, Sediorrs 3.E & 36) Anyone in the depatiment may be a rewrds .Cuetodian~ A Custodian is
anyone ‘having pemonal custody and @ntrol of public records.” For example, if an “apphcsntn; that is,
someone requesting disclosure of a DPS remrrt; requested wpies of a file in the ~Seseion of a
Permitting Services Inspector, the inspector would be the CuSodian.

(ER, Sediorr 4) a Custodian, or someone else who is woklng Mh an appficsnt, who know that the

aPPlicsnt “is a PSW (or a@n9 on behalf of a paw) in Itiigation with either the County or a County
employee, ” must refer the apphcent to the Assistant County Attorney for DPS (Mac Spimr).

(ER, Sedion 6) A “person in inte~st” is an applicant who as the subject of a public recod or that
pemon’s designee (or parent or legal guardian if under a legal rtissbihty). As the ER states, a
Custodian may require a reques for recotis in writing to help the Custodian determine if an apphcent
is a person in interest.

PROCEDURES

ALL DPS EMPLOYEES AND MANAGERS ARE RESPONSIBLE FOR RWDING AND
UNDERSTANDING THE PROVISIONS OF THE ER.

ALL DPS EMPLOYEES AND MANAGERS ARE RESPONSIBLE FOR TAKING PROPER CARE OF
DPS RECORDS, WHETHER THEY ARE IN PAPER OR ELECTRONIC FORM, AND MAKING THEM
AVAILABLE FOR inspection/COPYING.

INFORMATION REQUESTS SHOULD BE PROCESSED NO LATER THAN 30 DAYS OF RECEIPT
WITHOUT REQUIRING THAT THE REQUESTS BE IN WRITING, UNLESS THE PROVISIONS OF
SECTION 5 OF THE ER APPLY. CUSTODIANS SHOULD USE DISCRETION IN DECIDING
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5.

6.

7.

8.

WHETHER OR NOT A=REQUEST FOR PUBLIC INFORMATION FORM IS NECESSARY. THlf
FORM lSTOBEUSED Principally WHEN Applicants REQUEST COPlES(WTHERTHAh
lNSPECTIO~ OF DPS RECORDS, WRITTEN REQUESTS MAY BE SUBMiuEDON THE FORM
BY EMAIL, BY FW, OR IN OTHER ACCEPTABLE FORMS, AS DETERMINED BY THE
CUSTODIAN. QUESTIONS IN THIS REGARD MAY BE REFERRED TO THE OFFICIAI
CUSTODIAN.

FOR THE MOST PART, REQUESTS SHOULD BE HANDLED BY CUSTODIANS OR THEIF
SUPERVISORS. THE OFFICIAL CUSTODIAN SHOULD BE INVOLVED ONLY IFANAPPLICAN1
REQUESTS CERTIFICATION OF INFORMATION OR DOCUMENTS, OR IFTHEREARE ISSUES
PERTAINING TO DISCLOSURE, OR IFTHE REQUEST IS UNUSUAL ORCOMPLICATED. IFTHE
REQUEST COMES UNDER SUBPOENA, AND THE SUBPOENA IS NOT CLEAR, OR If
PROBLEMATIC,SEE THEASSISTANTCOUNTY A~ORNEY.

QUESTIONS CONCERNING DISCLOSURE SHOULD BE DIRECTED TO THE OFFICIAL
CUSTODIAN OR TO THE ASSISTANT COUNTY A~ORNEY, ALTHOUGH VIRTUALLY ALL DP:
RECORDS ARE SUBJECT TO DISCLOSURE. IN THE CASE OF AN INFORMATION REQUES1
THAT INVOLVES A COMPLAINT, THE CUSTODIAN MAY RELEASE THE NAME OF THE
COMPLAINANT UNLESS THE COMPLAINANT RECEIVED AN IMPLIED OR ~PRESS
ASSURANCE OFCONFIDENTIALIN. INOTHERWORDS, IFAN INVESTIGATOR ORANOTHER
DPS EMPLOYEE DID NOT GUARANTEE CONFIDENTIALITY, OR, IF THE COMPLAINANT
NEVER REQUESTED IT, THE COMPLAINANT’S NAME MAY BE REL~SED. WHEN DEALING
WITH A COMPLAINT. THE CUSTODIAN SHOULD ASK THE COMPLAINANT IF HE OR SHE
WANTS HIS OR HER NAME TO REMAIN CONFIDENTIAL. IF A COMPLAINANT REQUESTS
CONFIDENTIALITY. THE CUSTODIAN SHOULD GRANT IT AND NOTE THAT FACT IN THE
COMPLAINT RECORD. INANYEVENT,ANY DECISIONTODENY ANAPPLICANTACCESS TO
DPS RECORDS, INCLUDING COMPLAINANTS’ NAMES, MUST BE REVIEWED BY THE
ASSISTANT COUNTY ATTORNEY. AN APPLICANT WHO IS DENIED ACCESSTO RECORDS
MAYAPPEALTHE DENIALTOCIRCUIT COURT.

THEFEESSPECIFIED INSECTION120F THE ERMAYBEMODIFIED ONLYBYAMENDING THE
ERBY”METHOD3?

WEWILLNOTCHARGE FORELECTRONIC TRANSMISSIONOF INFORMATION,

INTHEABSENCE OFTHEOFFICIAL CUSTODIAN,SEE THEASSISTANTCOUNTY ATTORNEY
ABOUTMPIA INTERPRETATIONS ANDTHEADMINISTRATIVE ASSISTANTIIABOUT ROUTINE
MPIAREQUESTSANDCERTIFICATION REQUESTS. THEADMINISTRATIVEASSISTANT IIWILL
PREPARETHECERTIFICATIONS ANDHAVETHEM SIGNEDBYTHEDIRECTOR ORTHE
ACTING DIRECTOR.

Date

August 1,2005

Conta*:
William Boyajy, Assistant Diredor, O~cial
CuSodian
Mac Spi@r, Assistant County Attorney, refer
litigant or subje~ of htigation, & see in ADs
absen~ (see above)
Edie Williamson, Administrative Spedalist 11,
on specific MPIA requests & in ADs abeanw
(see above)



WQWST FOR PUBLIC INFOWHON
PLEASE Pm OR TYPE AND CO~LE~ ALL APPLICABLE AREAS TO ENS~ ~LY PROCESS~G

() Shgle F-y () Totiouse () Ap~dti-Fatiy ( ) Comercid () ~er

AppEcmt’s Addess

tiw/Site Adtiss

Lot Block_ SuWtiOn_ Cress SW

1am requestig (ch~k one) ( ) A Copy of tie Foflotig: m () To Rtiwthe FoUo~

( ) Petit Nmber P-t Type

() Howe Lw.tiotiSite Ha () Co*fim M* Pat #
S@08%Xllor036x48°

() -.tion R~k () Excvtim @tio&Ca~:

WLL AND SEPTIC ( ) S~tic Taok Lwtion ( ) W.H kation

Nae of - apphwt Mm ti w- tid
&nor to lM this ~fomation is ne~ssary)

USE AND OCCUPANCY CERWCATR ( Plmse Chak Doe) () U& OC~lcationFife m OU&OFde

Si9- of AppE@ Dak

tie Da& m

() Appfiti NoW1d Da&: () Pick Up Da&

( ) Md Da&: () Faxd Da&

() MomtionNot Avdable () No Respm Retid to Fifes

Copy F= $ Automtion Fee $ Toti F&$ C&ck # &eipt #

Nme of P-it Tetictitiew.



FEES:

A.

B.

c.

D.

E.

F.

G.

H.

me Followingscheddegovernsthefees for copyingandcerti~g records. me Execudvemay
amendtime f= byregrdationsissuedundermethod3.

1. Copies. me fee for eachcopyis $.15perpage~etteror legalsize)if reproductionis madeby a
photocopyingmachinetithin the Dep~ent. Largerdocuments(up to computerpfitout
dimensions)are $1.00 per page. Large size plansare $2,00 per page. If recordsare not
susceptibleto photocopying(for example,punch cards, magnetictapes, blueprints,and
microfilm),thefeefor copiesmustbebasti ontheactmdcostof reproduction.

2. Cerdficationof Copies.Mapersonrqu~ts thatthecustodianwrd~ acopyof arecordasatrue
copy,thecustodianmaychargeanadditionrdfee of $1.00perpage,or if appropriate,$1.00per
item.

3. Wmum FeeCharged.me custodianmust notchargea fee if thetoti arnouutof thefee wotid
be$1.00or less.

Notwithstandingsubsection(A), if thefees for copies,printouts,photographs,or certifiedcopiesof
anyrecordarespecificdy prescribedby a lawotherthantheAct or tis re@ation, thecmtodiarr
mustchargetheprescribedfee.

If tie custodianis mable to copy a record withinthe Departmentthe custodimmustm&e
arrangementsfor thepromptreproductionof therecordatpublicor privatefacilitiesoutsidethe
Department.me custodianeithermustm~ect fromtie applicanta fee to coverthe+ costof
reproductionordirecttheapplicantto paythecostof reproductiondiredy totie facihty-g the
copy.

Exceptasprovidedin subsection@), theofficialcustodiaumaychargereasonablefeesfor thetime
expendedsearchingfor rquestedrecordsandpreparingthemfor inspectionandmpying. ~s fee
shodd be relatedto the custodian’sactrrdcost (for example,the cost of any outsidecontractor
employ~ ortie hourlyrateof anyemploymassignd,to dothewok) andmayincludethecostof
anyactionstierr undersection8.

me officisdcustodianmaynotchargew searchor preparationfee for thefirsttwohoursof time
thatisneededto respondto arequestforinformation.

Beforerespondingto a requ~t,thecustotiarrmayestimatetheSWC4 preparationandreproduction
costsandeitherobtaintie writtenagrwmentof theapplicantto paythecostor demandprepayment
of theestimatedfee.

Upontitten requ~ theofficialcusto~anmaywaiveor reduceanyfee chargedpursuantto this
re@ation if tie custodiandeterminesthatthewaiveror reductionis in thepubhcintere~. me
officiti custodianmustconsider,amongotherrelevantfactors,theabilityof theappIicantto paythe
costor fee.

If theappIicrmtrequeststhatcopi~ bedd ordeliverdtotheapplicantthecustodianmaycharge
tie applicrmtforthecostof postageordehve~totbeapplicent.



Page1of 2

DPS/Gned ~ormation - Mo. Requests:Procedure&Fees

● An informationrequestis arequestto review/copy/receivecopies of documents
maintainedby thedepartment.

● MontgomeryCountyExecutiveRegulation#27-O1~ “RequestsUndertheMaryland
Public~ormation Act (WW’),” prescribestheprowduresandthefees (shown
below) for iutormationrequests,

c No fee is dueif thetoti chargefor therequestis under$1.00,exclusiveof postageand
deliverycharges.

● DPS acceptsinformationrequestsverbally,by f~ by email,or by use of the“Request
ForPublicWormation”form @PS mayrequiretie formfor certainkindsof requests.)
For informationrelated to information requestsor any DPS program,please
contact us at the addresses/phonefound throughleft menu.You candso dotioad
informationreauestform.

● Processingtimefor informationrequestsvariesaccordingto wortioadthe complexi~
of therequest.Mostrequestsareprocessedinno morethantenworkdays;manycrmbe
processedon thedayof therequest.TheMPM providesatirty-day responseperiod
for informationreque~s.

NO~. Thereareno microfildfiche recordsfor permitsissuedpriorto October17, 1986

Photocopyingand Reproductions

A) Utter or legalsizeddocuments(notto exceed8%by 14
inches)andpaperfaxes

B) Largesizedocument(i.e., in excess of letteror legalsize,
butlessthanlarge-sizeplan)andMicrofilm or Microfiche
reproductions

C)Largesizeplans@lans largerthan8%x 14)

CertMedCopies

Writtenwrtificationsthatcopiesaretruecopies of DPS
records

Staff Time for Research

A) Firsttwo hoursof cnmbinedstafftime

B) Wch 15minutesor fractionin excessof two hours

$0.15perpageor side

$1.00perpageor side

$2.00perpageor side

$1.00perpageor side

No charge

$8.00($32.00perhour)

An additiondIOY.AutomationEnhancementFeeis chargedon thecows) fistedabove.

Postage
Actualcostsof mailingor delivering

http://permitdngserviws.montgomerycountymd.gov/dpstmpl.asp?url=/pertuittin~gi/filr.asp 8/1/2005



PRo~EssfNG
DIRECTIONS FOR ~ INFOWATION REQUESTS

(
When you receive an Information Request you first must examine the request to
see if we have the information.

1. C~CK LOCATION: First of dl check to make sure the address of the site is
within Montgomery County. Check to see if the hformation Request is for the
City of Gaithersburg or the City of RockvMe. If the request is in either of
these cities you must refer the Requester to that City Government since
Montgomery County does not have permits or information for these two cities.

2. C~CK CONTENT OF REQ~ST: Next check to see what information they
are asking for. The Department of Permitting Services has information on the
foUowing:
a. Site plans
b. Building Construction Plans
c. Use & Occupancies
d. Sediment Control Information andor Plans
e. Stormwater Informatiotior Plans
f. flood Plain hformation

( g. Driveway Information
h. Demolition Information
i. Well & Septic Informatiofllans
j. Vendor Information
k. Complaint and Violation kformation
1.Zoning Infomtion.
m. Sign kformation
n. Road Construction Plans

If they are asking for information other than what falls into these categories
than ask around the office to see if we have the requested information. If not,
refer the customer to the appropriate agency.

3. TA= IN REQUEST AND TELL APPLICANT T~ POSSIBLE FEES
AND T~ PROBABLE AMOUNT OF TIME TO COMPLETE REQ~ST:
If the request falls within Montgomery County territory then the Permit Technician
should take in the completed Information Request form and tell the customer that we
will get back to them in an approximate amount of time, according to the Permit
Technician’s back-log of work. Make sure to get as much information as possible on

(

.
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the Request form and if a fee may be involved—teU them what the fees are

( approximately and determine from the customer if they are witig to pay these fees.
RES:
The first 10 pages of 8 Y2 X 11 or 8 Y2 X 14 pages are free.
The fees for Microfti or Microfiche copies are $1.50 a page.
The fee for large plan size copies are $2.00 a page.
The fee for regular S Y2 X 11 copies is .15 cents per page.
You add 10% of the tot~ for the Enhancement Fee.
(COPY FEE + ENHANCEME~ mE(lO%) ) = TOTAL FEE DUE FROM
CUSTOMER
The amount of time to do a request wtil depend upon the bac~og of work and upon
the amount of material being requested. Based on this give them your best
estimate of time to completion of the hformation Request.

4. ENTEWNG, COMPLET~G AND CLOS~G THE I~ORMATION
~QUEST fN THE HANSEN SYSTEM:
Once you have taken in an Information Request you must enter it into the Hansen
Permitting Screen under CASE.
a) With Hansen open go to the menu bar at top of Hansen and chck on application.
b) Go down to “CASE’ and open.

( c) Go to the second from the left open entry space ctied “TYPE’ and left
click in the space and then right click in the space. You wi~ see a menu pop
up. Double chck on “AGENCY SERVICE REQUEST’.
d) Make sure the tab at the bottom of the Hansen CASE entry area is on
“CASE’.
e) Go down to the four check marks below and take out the check marks. These
check marks may interfere with other applications.
O Under the entry space “DESCMPTION OF CASE’ enter a brief description of
the information that is being requested.

g) Click on the tab at the bottom of Hansen window that says site propefiy.
Enter the address and then left click on the entry area where the street name
goes. Then right click on the entry area. Hopefully an address will come up.
When it does double click on the address and it will be entered into the address
entry space. If an address does not come up you will have to determine if that
address exists.
h) Cfick on the red plus sign at the top of the Hansen Case window. A CASE
number will be entered and will show up at the top where it says; CASE#. Write
this number down on the top of the hformation Request Form.
i) Next chck on the tab at the bottom of Hansen that says: “CONTACT’. On

(. the right of the Hansen screen there is a button called, “~SERT’. Click on



this button. A new window will come up called: “APPLICANT/CONTACT’. On

(’ this screen click the check box that says “PMMARY APPLICANT’. Under the
entry space, “N-’ enter the last name of tie individud. If you beheve that the
appficaut has previously applied for an Infomtion Request you can right click
in the entry space after the last name. H they are a previous applicant a menu
will pop up displaying their name. If there are several names you wi~ have to
make sure you choose the correct one. You can then double chck on this popup
name and the information will automatictiy be put in the fields. lf they are
not a previous appficaut you must fifl in the fields. After you have fi~ed in
the contact information chck on the “PHONE TAB” below and fi~ out the phone,
fax, ad email entry space. When this is completed cfick on the “RED PLUS”
symbol on the top of the “APPLICANT _OW to save and store the information
in the Hansen system.

j)Next click on the “STATUS” tab on the bottom of the CASE window. Chck
the “NEXT STAGEbutton on tie right, twice. When you do this anything that is
pending wfll show up in RED. Since the request is not done yet a RED NUMBER
wdl show up under RE~WS. When you complete the request this RED mBER
must be cleared so to indicate a completed request.

k) COMPLETING T~ REQUEST IN THE ~NSEN SYSTEM:
When you have completed the request you must show this on the Hansen screen.
Click on the NEXT STAGE tab at the bottom of the window. You might have to
click it twice or more times. A RED NUMBER should show up under REVEWS.
Click on the RED mBER area to higtiight this area. Next on the right hand side
of the screen click on the tab that says GO TO. A window should pop up that says
CASE REVEW. On this screen where it says STATUS left click on this area, and
right click on this area. A pop-up menu wfil be displayed. Double cfick on the
area that says APPROVED. Do this regardless of whether you found the
information or if you didn’t fmd the information(DO NOT PUT IN DE~D: IT
MLL PUT A STOP WORK SIGN ON CASE AND ON BUILDING
APPLICA~ON. Next left click on the area of the window that says START
DATE/~ME. Then right click. Put in the date that you started working on the
request. Below this area left click on the area that says COMP DATE~ME. Then
right click. Put in the date you finished the work. Then cfick on the RED PLUS sign
at the top of the window and close this window. See image below:
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Next put in the fees for the requested information. Click on the ~ES tab at
the bottom of tie CASE window. Then cfick on tie EDIT tab. On the right hand
side of fie CASE window click the ~SERT button. An ~SERT ~E window wfll
pop-up. At the top area of the this window left click in the space that says
~E DESC~ON. Then right click. A pop-up window wfil come up called WE
~ES. Double cfick on PWLIC I~O~A~ON REQUEST. Then click on the
RED PLUS sign above and close the pop-up screen. Again click on the button on the
left hand side of the CASE screen ca~ed ~SERT. Again a pop-up window called
INSERT ~E will pop up. See image below:
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Left cfick in the ~E DESCW~ON area, tie right click and the FEE
DESCN~ON pop-up menu wfll come up. Double click on the AUTOMA~ON
FEE and then close the pop-up menu. With the FEES tab clicked on at the bottom of
the CASE window, click on the EDIT tab. Under the DESCN~ON of Fees area
click on P~LIC ~ORMA~ON REQUEST. On the right of the screen click the
MOD~ button. A window crdled MOD~ FEE will pop-up. In the entry space
called VALUE, put in the hformation
Request Fee. In the entry area called QUANTITY put in 1.00 to represent one
item. At the top of the window click on the RED PLUS sign and then close the
window. Repeat this same process with the AUTOMA~ON FEE. Then click the
STATUS tab at the bottom of the CASE window. On the right side of the CASE
window click the button NEXT STAGE. You may have to click it twice or more
times. When you do this only the P~LIC INFORMATION REQUEST FEE and
the AUTOMATION FEE should show up in RED.

(,



1) PAYING T~ FEE D~: To pay the Information Request fee you would click

( on the ~ES tab and then chck on the PAY tab. Two fees should come up on the
window screen the PUBLIC ~ORMA~ON REQUEST FEE AND THE
AUTOMA~ON FEE. Cfick on the fees and higMight them. Then click the PAY
FEES button on the right of the window. A PAY ~ES window will pop-up. Click
on the PAYMENT tab at the bottom of window. Under the area of the window that
says INFORMA~ON, under the area that says CHECK#l type in the check number
or if cash, CASH. And then in the area AMOUNT type in the amount of the
payment. Then click on the RED PLUS SIGN at the top of the window. A SELECT
PMNTER WNDOW ~L POP-UP. Hit CANCEL. Hit the CO~RMA~ON
TAB at the bottom of the CASE Screen and higMight the fees and ~T THE
CO~RM button. A CO~ MOUNT SCREEN window WM pop-up. Hit
the GREEN CHECK MARK. A SELECT P~TER window will pop-up.
Make sure you print 3 COPES of the RECEFT. Hit the OK BU~ON and print the
3 copies of the RECEIPT. Then hit the STATUS button at the bottom of the CASE
screen. Hit the NEXT STAGE TAB on the right. You might have to hit it twice.
This WN get rid of the RED ~GHLIGHTED FEES AND IT W~L LEAVE A
DATE THAT THE CASE WAS ~SOLVED AS SEEN UNDER THE CASE TAB
AT BO~OM OF SCREEN. Give the APPLICANT ~S OR HER RQUESTED
~ORMA~ON AND THEIR COPY OF THE RECE~.

(
5. LOOHNG UP THE REQUESTED ~ORMATION:

There is a wide variety of information requests. The fo~owing are the different
types of information that is requested:

a. Site Plans: (Residential & Commercial)
b. Construction Plans: (Commercial& Residentid)
c. Use & Occupancy Certificates (Commercial Ody)
d. Building Permit Applications and Permits: (Commercial& Residentid)
e. Inspection Information: (ComrnerciN & Residential)
f. Sediment, Stormwater, Flood Zone Plans and Documents
g. Well & Septic Site Plans and Documents
h. Driveway Permit Documents
i. MontNy Listing of Building Permits: (Commercial & Resential)
j. Other Requested Information
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LOOHNG UP:
a. Site Plans:
Residential Site Plans:
To lookup a residential site plan you f~st must get the address and the Lot
and Block number. Go to Permit Center and on the left side of the column click
on ~ DOCMNTS. Click on the scroll down list and click on WALL CHECK,
Put the name of the street and dso whether its(Ave, St, La, Blv, Ctr, Ct, Hwy). DO
NOT PUT IN THE ADDRESS ~ER. Below the STREET N- put in the
LOT NUMBER Am BLOCK NU~ER. Click the SEARCH BU~ON. If there
is a SITE PLAN, a hk should come up. Click on the link and view the site plan.
You can now print the site plan or fm it to someone. Sometimes there may be au
error in the PERMIT CENTER SITE PLAN listing. If no site plans come up, try
searching again with only the LOT NUMBER. See image below:

(
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It mayor may not come up. Its possible that some of the site plans were put into the

system without BLOCK mBERS. That is why you should check it this way. You
can dso try putting the street address number and tie street name in to find a site
plan, but it seems to work better with just the name of the street, lot and block
numbers and kind of street~a, Dr., Ave., etc.) Generally, the earliest DPS
site plans go back as far as
the early 1950’s. Before the early 1950’s DPS has very few site plans.
If you search and do not find a site plan, try do a search under the address in
the Hansen system for permits. If there are any permits under the address such
as fences, air conditioners, decks, additions or other you maybe able to fmd a
site plan on the Microfd~ Microfiche or the Scanned Permit Documents.
Electrical permits with air conditioners are required to have site plans, so you
can check any electrical permit with an air conditioner for a site plan.

(



(
CommerciN Site Plans:
There are a couple of ways to look for a cormnercid site plan.
1) Go to Permit Center and under the headiug DOCMN~M which appears
hrdfway down on the column on the left side of the screen chck on ~
DOCU~NTS. A screen wdl come upon the right hand side of the screen. At
the scro~ bar at the top tie sure ALL DOCMNTS is listed. See image below:



Enter the numencd address number and the street name and street type. Chck on

(’ the SEARCH BU~ON. When you this a PASSWO~ screen may come np. If it
does, make sure the USE~ ~ T~ PASS WO~ areas are fried in and chck
on OK. Links wdl come up for a variety of documents. See fige below:
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The documents that say PLANS are what you should try.
PLAN L~KS unti you find a good commercial site plan.
plan on 81/2 by 11“ paper or a larger size paper.

You have to click on the
You can print the site

(.



2) GO to this intranet (in office site) site to look up the site plan:

( http:lldps91pcadmiti Select the category: COMMERCIfi. See image below:

IICommerciaIDoc”men*FoIders JI

(:

You can try entering just the address number and the name of the street and chck the
search button. If this comes up empty, try just putting the street name in without the
address number. If you get some search results you will have to find the
address you are looking for and then cfick on it. When you click on au address
you wfil get a number of (.T~ ~~). USUALLY, BUT NOT ALWAYS, T=
SI~ PLANS AM T~ (.~F) IMAGES ~TH T= LARGEST AMOUNT OF
BYTES MEMORY, LI~ 120,000, OR 200,000 OR 300,000 OR 400,000. Ctick on
these images first and if that doesn’t work try the images that are a little sdler.



b. Construction Plans:
To lookup Construction Plans you must fist obtain the permit number of the
plans. Go to the Hansen Permit System and on the top menu click on
APPLICA~ON and on the downward menu, cfick on B~D~G APPLICA~ON.
Then cfick on SEARCH FEATU~(symbol: binoculars). A BUfLDING
ADD~SS LOOKUP ~NDOW will open up. Cfick on the ASSOCIA~D TAB
at the bottom of window. Type in the address and cfick on the LOAD button. If
there are permits for the address, they will appear in order by DA~. The earliest
permits should startat the top. Find the permit you are looking for.



Residential Construction Plans:

( If it is a Residentid Permit you should be looking for a permit that has the
fo~owiug codes: CONST(new construction) or ADD(addition) OR
ALTER(dteration) and SFD(under the custom tab). Mso, under the CUSTOM TAB
check to see if there is a W~RBACK NMBER Ested. It would be listed under
the area-REF# under the CUSTOM TAB. If there is a ~~RBACK number you
must look up that number rather than the original number. The plans wifl be
available under the REFERBACK MBER. If there is a referback number you
must look up the TEMP COO date for the referback number.
When you fmd a permit for the construction of a NEW HOME, get the TEMP COO
date.

Commercial Construction Plain:
If it is a Commercial Permit you should be looking for the following codes:
CONST(new construction) or ADD(addition) or ALTER(dteration) under the
APPLICA~ON TAB and then

COM(commercid) or MFD (multi-family dwelfing) or ASSEMB(assembly
building) or
MERC(mercautie building) or MlSC(miscellaneous) and other codes under the

(, CUSTOM TAB.

If the date is prior to MARCH 10,2001, the plans will be on Microfihn. If the
TEMP COO date is from MARCH 10,2001 TOT= PRESENT ~~, THE
PLANS ARE ON THE SCND DOCUMENTS ~ES ON PERMIT CENTER.
The Microfti records go back as far as October 20, 1986. Before this date, DPS
does not have any Residential or Commercial Plans on Microfti or on the Scanned
Documents in Permit Center. In the Commercial Records on Permit Center or on
the Commercial Search Site at http:l~PS91pcadmid, you be able to fmd
paperwork, site plans, and rarely a Noor Plan for COMMEMCAL ONLY before
October 20, 1986.
If the plans are on Microfihn, go back to the Microfilm Center and pu~ out the
box according to the TEMP COO date and put the film on the Microfilm Machine.
On the film the plans are in order by date, from the earliest date to the latest
date. Reproduce the plaus on 11 X 17 paper. The current fee is $1.50 a page.



If the plans are on the PERMIT CENTER, open up Permit Center and chck on ~

( DOCUMENTS in the left hand column of Permit Center. A ~ DOCUMENTS
window wfll open up. h the space where you see: APNO, put in the PENT
NUMBER and click the SEARCH BUTTON. If the permit and plans are on the
Permit Center, links will come up, with DESC~ONS, such as APPLICA~ONS,
REPORTS, DRA~NGS, ~SCELLA~OUS, WALL CHECK. Click on the fink
that says DRA~GS. When the PLANS come up check to see how many pages
there are before printing. If you print at 8 Y2by 11 size, it is ~.15 a copy plus 10%.
If you print at ~L SD,
OR TYPICAL PLAN SIZE it is $2.00 a page plus 10%. Check with the customer to
see if these fees are acceptable.

When you chck on the link for the plans and the plans come up, the number of
pages of the plans wfil show up at the bottom of the screen. When you know the
number of pages you can te~ the appficant what the fees will be. When you look at
the plans and plans extend vertictiy down the page, you might have to fip the pages
so that they are horizontal. This is especially important for large size plans being
reproduced on the large printer. By doing this you WM not waste a lot of paper and
the plans wfil come out so that there is not a lot of white space surrounding the plans,
The setting that seems to work the best for large size plans is: (ARCH D US~G
~ LA~SCAPE SE~G).

Once you have printed the plans either from microfik or horn Permit Center,
you should put the (Dept. of Permitting Services) stamp on each page so thatthe DPS
inspector knows that the plans came from our office. Then enter the fees into
the CASE SC~EN.

TAWNG MICROFILM TO A PRIVATE PWNTER TO
REPRODUCE PLANS:

The customer dso has the option of having the Microfilm picked up by a BONDED
CO~R AND TAKEN TO A P~VATE P~TER in order to reproduce the
plans at PLAN SIZE. There is no fee for this procedure. The CUSTOMER would
only pay the PMVATE PMNTER for the plans, and the BONDED COU~R
would come to DPS and pickup the Microfilm. The COU~R must f~ out a
RELEASE FORM when they pick up the MICROFILM so that we keep a record of
the whereabouts of the ~CROF~M. The Printer should notify ahead of time that
they want to come in to our office to pick up the Microfilm.

(
******



MICROFICHE OR MICROFILM (For plans from October
( 1986 thru March 9, 2001)

DPS has Permits, Applications and Plans on Microfilm
and Microfiche from October 1986 thru March 9,2001.

The permits and applications are put on the ~CROHS~ AND ALSO
SOME PLANS, ESPECIALLY SMALL PLANS LI~ DECKS, SMALL

ALTERATIONS AND ADDITIONS. If you see a symbol l~e a slash mark —

at the upper right hand comer of the building permit on the MICRO~S~, this
means dl the plans are on the ~CRORS~.

If you see a symbol l~e a star:
*

this means that the plans are on the

~CRO~M.

After March 9,2001, the permits, applications and plans were scanned

( onto the Permit Center Data Bati. So that the above notations wodd not apply
to the scanned docments. For records after March 9,2001 go to the PERMIT
CENTER to obtain Permits, Applications, P1ans.



(
c. Use & Occupancy Certificates:
To find a Use & Occupancy first obtain the address of tie site. Currenfly there
are about five different ways that you can use to look Up Use & Occupancies.

1) Perfit Center. You can open up Permit Center and on the left hand
column click ~ DOCW~S. A winaow wfl open up on the fight side of
petit center. Chck the scroll bar and scroll sown to USE & OCCUP~CY
PE~IT. Then put in the street address. See below:



Then chck on the SEARCH BU~ON and You wi~ see a screen Me
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Several items may come up such as REPORTS and APPLICA~ONS and
CER~CA~S. The USE& OCCUPANC~S wfil show up under either as
CER~CATES or REPORTS. Several REPORTS or CERT~CATES may
appear. The REPORTS or CERT~CA~S T~T are numbered from [1 thru
31000] are the oldest reports that DPS has. Numbers such as 93C050066 or
995196300. DPS did USE& OCCUPANCY PE~ITS like these in the 1990’s
decade. In the later part of 1999, DPS started to do six digit USE &
OCCUPANC~S like 202682,204897. These are the most recent USE&
OCCUPANC~S. men you lookup a USE & OCCUPANCY for a space, you must
get the most recent USE & OCCUPANCY with the most current USE. For instance
if a person wmts to go into a space and have only business offices, they need a
BUSINESS USE. The USE & OCCUPANCY will list the USE on the certificate.
The USE must match what the applicaut intends to do in that space, otherwise they

(



must apply for a new USE& OCCUPANCY. If there is a code on the USE &

(“ OCCUPANCY fike the letter “E’ or “F’ or “X’ or “D”, etc..., and you don’t know
what that means, you can look up the code in a B~D~G CODE USE GROUP
MAT~ sheet that we have or you can ask one of the Commercial Plan Reviewers.

2) ORANGE CARD I~EX FILE CABINET AND GREEN USE&
OCCUPANCY BINDERS. You can look up USE& OCCUPANCIES in the
ORANGE CARD ~EX ~E CABINET. DPS has a file cabinet that has very old
orange index cards going back as far as the 1950’s. They are in order by address.
You can look up the needed USE& OCCUPANCY in the fde cabinet by the address.
The USE & OCCUPANCIES are listed on the right hand column. Sometimes the
S~TE NUMBER is listed next to the USE& OCCUPANCY number. Once you
have located the correct Use & Occupancy you can look it up in the GREEN
BINDERS which have Use & Occupancies from 1 to 31000(+). These Use&
Occupancies go back to the 1950’s and go up to 1993. Then there are BLACK
BINDERS with Use & Occupancies that go from 1993 to 1999. You can make a
copy of the needed Use & Occupancy and then return the originrd to the binder. In
1999 DPS started using six digit Use& Occupancy numbers like 212457. These Use
& Occupancies are not avtiable in the binders. You must go to Permit Center to
print these.

(
3) PEWIT CENTER. Au dtemative way of obtaining the Use& Occupancy
would be to go to PE~ CENTER and on the left column press ~
DOCUMENTS. Then in the scro~ down screen open to USE & OCCUPANCY
PEWT. mere it says APNO(AppIication Number) put the Use& Occupancy
number in the space and press the SEARCH button. If the Use & Occupancy is in
the DPS data bank, the document will come up with finks to access the Use&
Occupancy certificate. The correct link wi~ say either CERT~CATE OR
~PORT. Find the copy of the Use& Occupancy certificate and make a copy.



4) REPORTS FOLDERS: If you aheady have the number of the Use Occupancy

( you can dso go to the ICON on the Windows Desktop where you fmd dl the other
ICONS that relate to programs the employees use at DPS. Cfick on the ~PORTS
ICON and several other ICONS will be seen inside a window as seen below:



Cfick on the Use& Occupancy Icon and you will see a screen like below:

(

This will ody work for Use& Occupancies that were issued from August 1999
through today. It works with tie Use & Occupancies that were issued by the Hansen
System.
You can type in your Use& Occupancy number and then hit print and your Use&
Occupancy certificate will appear. Then you must print the Use & Occupancy
cerdficate.



5) CO~ERCIAL FILES: On the DPS intranet you can look up commercial

( fdes. Go to: http:/ /dps9 /pcADMIN/

Put the name of the Street in the Search Field. You can try putting in tie address
number Eke: 13501 Connecticut Avenue, but this will not bring up the address
because the file is saved as:

d:\commercial\c164\13501-521&13525-533Connecticut avenue 23

, soyou must just put in the word Connecticut and several files will be brought up,
See the image below:



(“

c

Commercial Document Folders

C164 1063+& 36 co”.emti A”e”ue_02

C076 13675 & 677 Co.n.&mt Avenua_32

C004 0545 & 8547 Co”.eti~AVen”e _16

C0848550 051 COnn,ti& A“,... _20

C08+ 8507-19 Connetiti A”e””, _08

C004 BWO Co”netimt Ave.”, .05

C084 8502 Connemti A”enUe _06

C004 8505 con”etiti k“.”.. .07

C084 8510 connemti A,en”e .09

C08+ 0520 Cmnetiti Avenue .10

C084E525 Con”eti& A“..”. _ll

coe4 6530 c.nnetiti A”e””e _12

C08+ 8531 C.””etiti AVe””e _13

C064 8534 ConnetitiA,en”e .14

C084 8542 Connehwt A”en”e _15

C084 6541 C.””etiti A”e””e .17

d\commetianC16+\ 10634 &36 mn.etiti aVe.U._02

d\mmmerti.4m76\13675 & 677 m“netiwt ,“,.”,.32

ti\mmmercianm84\8545 00547 m...timt ave”.e _16

d\commerdafims4\8550 El m“netiti .,.””. _20

d:\mmmsrtiafic084\S50, .19 mn”etitia”.””e _08

d:\mmmetianm84\aw mn”etiat ,“,.”, _05

d\mmmertial\me4\8502 mn”,timt .“,””. .06

&\mmm.rd.nm8+\8505 m...titi ave.”. .07

ti\mmmetia4M84\8510 mnneti~ avenue _09

b\mmmerti.Rc08*8s2D c..”etimt ave”.a _Io

d\mmmetiaom84\8525 COn”etiwt .“,””, .11

d\mmmetiaom84\8530 mnnetiti .“.””. _12

d:\mmm,ruanM8+\8531 m.neti~ ave””e .13

d\mmmeti.4m84\B534 mn.etiti a.en”e _14

d\mmmeti.4c084\s542 CO”netiti . . . . ...15

d:\mmmetiahm8+\8541 mnne~wt ,,.””. I?

From the list of files for Connecticut you have to fmd your spectilc address and click
Onit d:\commercial\c164\13501-521&13525-533conneticut avenue 23



(

(

Ana you wfil have a screen with image litis come up We this image below:

[To Par=”. Direct.,,,

2/7/01 1,:3. ,.
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2/7/01 ,,:,. Pm

2/7/01 1,:38 PH
2/7/01 ,1:3s PM

2/7/01 ,1:38 PE

,,300 00.00001. TIF

6,s,8 000.0002 .Trr

80920 0000000. .TI,

49,8, 000000.4.,1,

,Sl,t 000.000 S.TI*

,7,46 00000..,..1,

,8,,0 00000.07. TIF

39,02 00000008 .,,,

65,,, 00000.0,. TIr

69,,, 000000,0. r,,

,6208 0000.0,,. TIF

58,62 ..0000 ,2. T*F

7350, 00000013 .,,,
580$, 000000,4 .TIF

1963, 00000015.,1,

5134% 00000016.,1,



The Use & Occupancy applications generally are in the range of 40,000 bytes

( 95,000 bytes of memo~ like this one: 55164 00000005 .TIF

to

Click on this image and the foflowing Use & Occupancy Application wi~ come up:

(

dps9 - Ipcscanneddocslcon
Connecticut avenue 23/

--. -—-.:

You can get the Use & Occupancy number off the apphcation and use it to look up or
print the Use & Occupancy. Make sure the Use& Occupancy application was
checked approved and has a signature so that you know it was an issued Use &
Occupancy Certificate.

(..



(
d) BU~DING PEWTS APPLICA~ONS (Commercial & Residentid)

There are a couple of ways to obtain BUfLDING PEWTS AND
APPLICATIONS. First you can go to the Hansen system to get a listing of
PENITS for an address. From the B~D~G APPLICA~ON SCREEN click on
the binoculars) to do a search and the B~DING APPLICA~ON LOOKUP
SCREEN WLL appear. Click on the ASSOCIATED TAB and then put in your
address. See the image below:

(

Sometimes there wfll be many items listed. You might have to consult with
the applicant to get an idea of the date and the kind of permit the applicant is looking
for. Double click on the permit you want as seen in the below image:



(

(,

The TEMP COO date will be the date the PERMIT AND APPLICATION will
be found on the MICROHS~. You can pull the MCROHS~ and print a copy.
Or you might be able to go to PERMIT CEN~R to fiid a copy of the Permit and
Application.

If the TEMP COO date is after March 9,2001, you must go to the SCANNED
DOCUMENTS on the Permit Center to obtain the Permit and Application. On
PERMIT CENER click on the ~ DOCUMENTS on the Iefi hand COIUU and put
in your address as seen in the image below:



i

(.



Click search and you will see an image me this:
(

You can chck on the links that say APPLICA~ONS for the Applications and
on ~PORTS for the Permits.



You can dso print Permits that were issues unaer the Hansen system which

( startea in August, 1999 by going to the REPORTS ~E on the Computer Desktop
and ctick on tis ~PORTS image and the foflowing screen will open:

(

Click on the BUWD~G RESIDEN~AL ICON to make copies of
CO-MCAL OR RESIDEN~AL PEMTS (IT WOWS FOR BOTH). A
sdl screen as seen below wdl come up:



(

(“



Put in your budding permit number which must be issued from August 1999

( md up to the present time. ‘See tige exmple below.



,,

The tige of the petit will open on mother screen ad then you cm print it. See

( i-ge below:

(

BUILDING
PERMIT

mNmum

M



(
e) INSPEC~ONS (Commercial & Residentird)

You can look up INSPEC~ONS by the permit number or by the address in the
Hansen system. Go the ~SPEC~ON tab at the top of Hansen and ctick on it and
scro~ down to ~SPEC~ON and the following screen will appem

Click on the binoculars image to do a search. A new window opens.



..$

You caneither put in the address or the permit number to look up ~SPEC~ONS

~d then hit the LOAD button. A search under ADDMSSES will give you a
screen We this:

(

me above image screen did a search for ALL ~SPEC~ONS at 7200
Wisconsin Avenue.



In this screen image the inspections for only one permit number 205898 were
(“ searched fo~


