GENERAL ORDER NO. 1.

To All Employees.

The undersigned announces hereby his appointe

ment as Superintendent ef the Department eof
Buildings of the City of New York, and assumes

charge of the same this date.

(8igned) Stevenson Constable

| Superintendent ef Buildings.
Dept. of Buildings,
N.Y. Mapeh 26th, 1895,

(Copy)




GENERAL ORDER NO. 2.

To the Public.

No one, except employees, shall be admitted

into the front or main office of the Department,
nor within the inclosures surrounding the desks
in the several offices, unless specially permitted
by the Superintendent of Buildings, except that
- permission may be given by the Deputy Superintendent of
Buildings for admittance to his desk,.
(signed) Stevenson Constable,
Superintendent of Buildings.
Dep't of Buildings,

N.Y.,March 28th,1895,

(Copy)




GENERAL ORDER NO. 3.

To all Employees.

One hour shall be allowed to each employee
for noon-day luncheon or dinner in such manner
as shall‘not interfere with the business of the

Department, and at least one employee shall re=

main in charge of each division of work in the

office during luncheon hours, which are hereby
fixed from 12 M, to 2 P, M, No one will be
allowed to leave the office for luncheon after
2 P, M, without permission of the Superintendqnt
of Buildings.
(signed) Stevenson Constable,

Superintendent of Buildings.

Dep't of Buildings,
N. Y, March 28th,1895,




GENERAL ORDER NO, 4,

To all Employees.

Notice is hereby given that a violation of
any rule or regulation and any order, general
or special, issued by the Superintendent of
Buildings will be deemed sufficient cause for
‘the immediate dismissal of the offender.

(Signed) Stevenson Constable,

Superintendent of Buildings,

Dep't of Buildings,

N. Y., March 28th,1895,

(Copy)




SPECIAL ORDER No. I.

To Inspectors.

You are hereby notified that on and after
this date, you will be required, while on duty,
to wear on the 1eftvside of your outer garment
and exposed to view, your badge of office.

Inspectors are expected to be on duty from

-9 A, M, to 5 P, M,, except Saturdays, when they

shall be on duty from 9 A, M. to 12 M, and ex-

cept when otherwise ordered by the Superintendent of

Buildings.

A violation of this order shall consti-
tute sufficient ground for the immediate dise
charge of the offender,

Dept. of Buildings,
N.Y,,April 1st,1895,
(signed) Stevenson Constable,

Superintendent of Buildings.




SPECIAL ORDER NO, 2.

To all Employees on 6th Floor.

No one, under any circumstances, except

employees, will be allowed to enter the of=

fice of this Department on this floor, without

the written order of the Sup’t of Buildings.
Any employee found in conversation with any one,
other than an employee, without said order, in
the offices or in the hallway on the 6th floor,
will be at once dismissed from the Department,

Dep't of Buildings,

N.Y,,April 1st,1895.

(signed) Stevenson Constable,

Superintendent of Buildings.




SPECIAL ORDER NO. 3.

Io Clerks.
No Clerk will be allowed to sign the name of the
Superéntendent of Buildings to any Notiee issued

by this Department, without his order.

(Signed) Stevenson Constable
Superintendent ef Buildinmgs.

Dept. of Buildings,

April 2nd, 1895.

(copy)




SPECIAL ORDER NO. 4.

To Inspectors.

No Imspector will be allowed to leave his
District for the purpose of obtaining his Warrant
for his monthly pay. All Warrants will be paid
to Inspectors at this office at 9 A.M. on the day that

the same are received.

(Signed) Btevenson Constable

Superintendent of Buildings.

Dept. of Buildings,

April 3, 1895.

(Copy)




SPECIAL ORDER NO. 5.

To Inspectors

You are hereby directed forthwith to make a
personal examinapioen of each gnd every buillding
in your district by the "plock system®; sald examination
to include Fire Escépes, Violations of the Building

Laws, Safety of Buildings, Strength of Floors,

. ete. At the completion of each block a report
certifying that so much of gaid examination has
been made, will be filed. This Order is to be
considered as a respromulgation of the one issued
by the Late Sup't éf Buildings en January 13th,
1894.

(Signed) Stevenson Constable
Superintendent of Buildings.

Dept. of Bﬁildinga,

April 4th, 1895,

(Copy)




SPECIAL NOTICE NO. 1.

To Architects, Buildérs, and the General Publie.

Parties having offieial business te transact
with the Superintendent ef Buildings will please
take notiee that the hours for that pumpose are
from 10 A. M. to 1. P. M.

(signed) Stevenson Constable

Superintendent of Buildings.




Department ef Buildings,

New York, April 10th, 1895,

Clerk.,

Dear Sir:e

You will please take notiee that you will be held
to a strict accountability fer the work devolving upon you, and you
are expected to co-operate with the Superintendent of Buildings
in rendering the service that the public have the right te
expect. You are therefore notified that the offiee hours of
this Department are from 9 A. M. to 4 P.M., the usual time,
in accordane with the Sepcilal Order heretofore issued by me,

being allowed for luncheon; on Saturdays the hours are from 9 A.M.
to 12 M. :

You are expected to be at your desk promptly at the beginning
of the office hours, alse Ppunctually at the expiration of the noone
day meal hour.

You must not in any manner interfere with the duties of
another employee, and are hereby prohibited from visiting other desks,
except in connection with official business.

All orders issued by the Superintendent of Buildings must
be obeyed to the lettery, and any violation thereof will result in
your immediate dismissal, :

Trusting I shall find no occasion of fault or any neglect
of duty, I remain,

b}

Respectfully,

(signed) Staevenson Constable,
Superintendent of Buildings,




SPECIAL NOTICE,

Under no circumstances will any Application
or Drawing for the erection or alteration of any
building be allowed to be taken from this Offiée;

(signed) Stevenson Constable.

Superintendent of-Buildings.
Dated, April 22,1895,

L

(Copy )




SPECIAL ORDER NO, 6.

To Inspectorse

Any Inspector found in the front room on this

floor, without permission from the Superintendent of

Buildings, will be dismissed at once.

This Order applies to the 6th Floor,
(signed) Stevenson Constable,
Superintendent of Buildingse.

Dated, April 26th,1895,

(Copy) .«




GENERAL ORDER NO, 5,

Under no circumstances will any one (except
the cleaners) be allowed to use the back elevator
or doors, for ingress or egress to 4th, 5th & sth
floors.

Use front elevator or stairs on 4th Avenue
aide,

(signed) Stevenson Constable,

Superintendent of Buildings.
Dated , April 29th,1895,

(Copy )




_GENERAL ORDER, NO. 6.

To all employees.

In case of physical or other disability

preventing your prompt attendance at this office,
at the time required, you must immediately notify
the Superintendent of Buildings in writing, and in
case you are in the Doctor's care, a Certificate
"to that effect, must be furnished.

(signed) Stevenson Constable,

Superintendent of Buildings,

Dated, May 1st,1885,

(COPyQ)




All amendments made to Plans and Specifi=
cations must be made by the Owner or Architect
in person, or their duly authorized representas=

tive,

(signed) Stevenson Constable,

Superintendent of Buildings.

Dated, May 15th, 1895.




SPECIAL NOTICE, No. 4.

To all Employees,

All Letters addressed to Employees relative

to business connected with this Department must be

referred to the Superintendent eof Buildings Dbefore

any action is taken thereon by the parties te whom
-the same are addressed,
(signed) Stevenson Constable,
Superintendent of Buildings.

May 15th,18956,

(Copy)




SPECIAL ORDER No, 5.

} &
To all Employees.

No applications for vacations will be enters
tained until after July 1st proximo.
(signed) Stevenson Constable,

Superintendent of Buildings.
June 19,1895,




SPECIAL NOTICE, No. 4.

No Architect will be allowed to receive‘

from the Plan Clerk more than one application
at a time for the purpose of conferring with
the Superintendent or Deputy Superintendents
relative thereto or for amending the same.
(signed) Stevenson Constable.
Superintendent of Buildings.
Dated, June 27,1895,

(Copy)




SPECIAL ORDER NO, 7.

To all Inspectors.

Any Inspector who shall lean his official
Badge to any person whatever will be dismissed from

the service of this Department,

(signed) Stevenson Constable,

Superintendent of Buildings.

Dated, New York, J uly 3d, 1895.

(Copy)




New York, July 9th,1895.

SPECIAL NOTICE NO, 5.

To all Employees.

ALL Car Fare Bills not handed in by the 4th day 5

of the month, at the latest, will not be forwarded

to the Finance Department for payment.
(signed) Stevenson Constable,

Superintendent of Buildings.




SPECIAL ORDER NO, 8.

Mr. Wm. H, Class, as Acting Chief Clerk in this
Department, is hereby authorized to have access to
and control over all dockets, papers, records and

clerical work in this Department, and in his position

must be implicitly obeyed. Any disregard or vioclation

of his instructions or carelessness on the part of
.employees in carrying out his instructions will
mean immediate discharge.

Dated, New York, Aug. 8,1895,

(signed) Stevenson Constable,

Superintendent of Buildings.




SPECIAL ORDER NO, 9.

To Inspectors,

On and after this date all visitations to New

Buildings and Alterations to Buildings, and all other

matters entered in Inspector8' Journals must be ene

tered with the "Sun Copying Pencil", thus making such

- entries indelible. Any entries made in any other
manner will be deemed sufficient grounds for the
immediate dismissal of the offender, Said peneils
may be obtained on application.

(signed) Stevenson Constable,

Superintendent of Buildings.




NOTICE TO ALL CLERKS,

All official communications or communications in

any manner relating to the official business of this De~

partment shall be made through the Superintendent of
Buildings, unless otherwise specially directed by him,

While in the service of this Department you
must not make use of or apply any portion of the time you
are required to devote to the performance of the duties
devolved upon you, in or for the furtherance of any
private interests or purposes whatever,

The public business transacted in and the
records of the Department shall be treated as strictly
confidential and shall not be communicated except as may
be directed by the Superintendent of Buildings.

(Signed) Stevenson Constable,

Superintendent of Buildings.
Department of Buildings,
New York, April 10th,1895.

(Copy)




DEPARTMENT OF BUILDINGS. ¥

New York, Sept. 6th, 1895.

Sir:=

: I would respectfully call your attention to the following:

Finding from careful examination that there has been a great deal
of imperfect iron and careless construstion used in many buildings in
the City of New York, 1 intend that whatever laws or authority are
placed in my hands shall be rigidly enforeced.

No cast iron shall be delivered on any work with any paint or
4coating thereon of any description, but must be exactly as it comes
from the foundry =~ merely clean.

That cast 1r6h columns must be drilled‘as required by law; that all
joints, bearings and bolt holes must be even and true and of exact and
proper size for the iron to be joined thereto or based thereon or for
the bolt to be placed therein. All bolts must fill the entire opening
or hdle in which they are placed and the thread on same must axtend at
least two threads through the nut when drawn up home.

Also,. immediately upon securing the contract for any building, of
the supplying of any iron, notification of same must be forwarded to
this Department, and before delivery of material on work notice request-
ing inspection must be sent to this office, and inspection made thereor\
before said material is placed in the building. After inspection, and

before the placing of the iron, the necessary painting can be done.




1 would call your special attention to Sections 486, 486, and 487
of Chapter 410 of the Laws of 1882, as amended by Chapter 275 of the

Laws of 1892.

Yours respectfully,
\TAEN AT ST S
Superintendent of Buildings. @




DEPARTMENT OF BUILDINGS,
New York, Sept. 19,1895,

GENERAL ORDER NO, 7.

To All Employees.

ONE Hour shall»be allowed to each employee for noon-~day
luncheon or dinner in such manner as shall not interfere with.
the business of the Department, and at least one employee shall
remain in charge of each division of work in the office during
luncheon hours, which are hereby fixed betwéen 12 M, and 2 P. M,
All employees leaving the office for luncheon at 1 P. M, or
after must return by 2 P. M.; no deviation from this order
will be allowed except by permission of the Superintendent of
Buildings.

General Order No. 3, issued Mar. 26, 1895, is hereby

countermanded.,
(signed) Stevenson Constable,

Superintendent of Buildings.




DEPARTMENT OF BUILDINGS,

New York, Sept. 20,1895,

GENERAL ORDER NO,., 8.

To All Employees.

No leave of absence from the Office will be granted

to any Employee of this Department for any time or cause,

without permission from the Superintendent of Buildings.

(signed) Stevenson Constable,

Superintendent of Buildingse.




GENERAL ORDER NO. 9.

To All Employees.

All employees of this Department not reporting

for duty at 9 A, M, promptly, unless excused by the

Superintendent of Builldings, will be either dismissed

or fined, in the discretion of the SBuperintendent.

(signed) Stevenson Constable,
Superintendent of Bulldings.




DEPARTMENT OF BU1LD1NGS.

GENERAL ORDERS 1SSUED TO 1NSPECTORS BY DEPUTY VREELAND.

i Inspectors are required to report to the iron inspectors what
iron work is to be used on any and every building in their districts,
also when the same im ready for inspection, and make violation case

when any iron work is being used before said inspection and approval.

11. Vhen an application for a permit to alter a building is re=

ferred to an inspector for examination, the report (in addition to the

printed form in the application) must state number of stories high,

how occupied on each floor, the number of families, if used in whole

or part as a dwekling, thickness of bearing and non-bearing walls in
each story, and if there has been a fire in the buiiding, where and how
much of the building was destroyed.

31%. When an inspector does not feel qualified to properly make a
report of a violation, fire escape, or unsafe building, etec. he will
recelve instructions upon application to the Deputy Superintendent, and
when desired will be instructed in his duty and how to perform it in
the most effective manner.

1v. Should an inspector find a building or buildings being erected
or altered with unlawful construction, with or without a permit, he will
80 report as soon as possible, that the Superintendent may take propsr

action to prevent the same.




DEPARTMENT OF BUILDINGS of the CITY OF MEW YORK
RULES OF THE DEPARTMENT.

The following rules in relation to the inspection of buildings
and the conducting of the business of this Department are hereby
proscribed:=

: Y.
Deputy Superintendents.

b The First and Second Deputy Superintendent of Buildings
shall be charged with the same duties as the Superintendent o&f
Buildings during his absence, and with the performance of such work
as the Superintendent may prescribe.

2. ‘The First Deputy Superintendent of Buildings shall be
directly responsible to the Superintendent for the proper conduct
and management of the Department. He is gharged with the prompt
execution and enfor¢cement of all laws, rules, regulatioms and
orders of the Superintendent, general or special, and with the keeping
of an accurate record in convenient form for reference of the publiec
business transacfged therein. ;

3. The First Deputy Superintendent of Buildings is required to
make 1mmod;ato report in writing of all matters of oxtraordinary interest
or importance requiring the attention or action of the Superintendent.

4. Vhen the Commissioners of the Fire Department, or the chief
theroét, or any comménding officer at any fire, shall report that the
walls, or any portion of the walls still standing, are unsafe or liable
to bocoﬁo unsafe, it shall be the duty of the First Deputy Superintendent
of Buildings to cause said walls to be immediately examined and to 1issue
the necessary notices and directions in regard thereto.

8 In the absence of the First Deputy Superintendent the Second

Deputy shall perform the duties above described.




II.
INSPECTORS.

The following instruetions for Inspectérs must be strictly obeyed:

1. They will report to the Superinfendont of Buildings; of, in his
absence, to the Deputy Superintendent in charge, at the office of the
Department, at nine o'eslock, A.M. each day oxcept Sundays or legal hole
idays, prepared to hand in the reports of the operations of the previoﬁs
day in their respective districts, and upoﬁ recelving such instruetions
as may be given them, will immediately proceed to the pbrrormanco'or
duty within their respective distriets, or to such special duty as may
be assigned them.

2. Unless by permission, no Inspector will leave his district
during working hours.

S. Bach Inspector is required te keep a journal, and to make a
daily'raport, in each of which will be entered a list of the papers
received and turned #n, the time of leaving the office and the buildings
visited each day, whether new buildings or buildings being altered,
unsafe buildings or buildings requiring fire éscapes Or proper means
of exit. The time of visit and condition of the work must bhe noted in
the journal and daily report, which must be sisngd by the Inkpeotor.

The daily report will be submitted to the Chief Clerk each morning for
examination. Books and blanks for the purpose will be furnished by the
Department and will be the préporty of the Department; and must be sure
rendered by the Inspector when leavimg the Department. ‘

4. Inspectors will make a report each Monday mo_yning of every
violation and umsafe building in their respective districts.

6. Inspectors are r.quifod to submit on the tirst day of each
month ; report, on thé forms providdd for thét purpose, of suech new
buildings and alterations to buildinss as have been commenced and come

Pleted, or abandoned, during the proéoding month.

6. Reports must be in writing on the form provided by the Departe

ment, and be promptly presented at 9 o'clock A.M. Except where
speclally imstructed, inspectors will not be allowed to write their
reports in the office after that hour.




7. In cases of violations, the section of the law violated must
be specified and the language of the law quoted; and, as the forms
are printed and easily understood, it is expected that there will be
no necessity for returning them to the Inspector fer correction.
No reports will be received unless properly made and written in ink.
Any inspector who does not feel qualified to properly make a reporf
of a violationm, tire éscape or umsafe building, etc., will receive ine
structions upoh application. ' :

8. The inspectors will be provided with copies of the laws ree
lating to the comstructionm of buildings im this city; and it is expected
that they will become thorohghly familiar with the provisions of the
same . : |

9. All buildings in progcess of erection or alteratiom in the
rospeétivo‘diatrtctl must be examined daily te see if they are being
altered or erected in conformity to the laws and acéordins to the terms
and conditions of the plans and specifications for said comstruction

or alteration, and also the terms and conditions of the plans and

specifications for light and ventilation and plumbing and drainage, as

submitted and approved.

10, Should the Inspector find a huilding or buildings being ;
erected or altered without pdrnlt, he will so report and prefer a com=
Plaint against the persoms so vioiating the law. Buildings in vhich‘
bad natoriais are used will be reported, and the Inspecteor will state
in his report how much, if any, of the wall or walls in which such mae
terials were used, must be taken down. ‘

11, Should the parties uaing bad materials fail to gsause the
removal of the same vithin tventy-rour houzl, thoy -ult ‘be reported
by the Inspecter ror pronocution. |

12, 'hon an apllication for a permit to put additional stories om
a building, eor otherwise alter a bnildin@, is referred to an Inépoctof
for oxamination, he will measure the height of the buildin‘, the thick—

ness of the walls in each story, the condition of the foundation

wvalls, of what built, and ascertain if the materials nr%«a good quality




and in good comditiog. The examination must include the nature of
the ground on which the foundation walls are laid, and the kind of sand

used in the mortar, and the report must state how the building is oscupid

13. All examinations of buildings, whether or'party“'alls or
buildings which it is propoéed to repaif or alter, and all oxanihations‘
of theatres or other public buildings, etc.,are to be promptly reported.

14. Inspectors are required to make diligont search for unsafe
bnildingl. When any unsafe bulldings comes under the notiee of, or is
referred to, the inspector for investigation, he will make a full report
thereon, giiing the exact location of the Bnilding, name of owner and
occupanﬁ, the purpoce‘ror which the bniidihg is us;d; und‘vhuthor pers
sons arefllving inrit. The report will also state in what partieulér
the building is unsafe, and what is nocessary.to make it safe, and if
there is danger of the bnilding falling before legal proceodinga can
be taken for its removal.

15. The inapoctors will report all buildings whieh require fire
oscap;;. When a report is made on any building reqnifing fire escapes,
with balconies, the windows which are to open on the yapd, balconies and
the area, if ahy, together vith'a diagrdm'or the building; must also be
submitted. !hey w111, within three days after the completion of a
fire escape, make report thereof,

16. All cases in which the means of escape ordered are not pro-
vided within thirty days from the date of the memorandum thereof re-
ferred to the inspector must be returmed by him for prosocntion.

17. Inspectors will give notice that all iron beams, limntels,
or girders spanning epdnin;i over dight'fdoi>and used rdr'ldpportihg a
wall, or walls, nuat-ﬁowiiapo;tid ﬁndir the nﬁpervisiohlef an inspector
duly authorized iy'thé lﬁberiﬁteﬁdoht'or ﬁnildingn bofori baing used.
All iron columns not‘caat'wiihAan qponilido or baék -nit have a three=
eighths of an inch hole drilled in the shaft to dotarmiﬂo the thickncss
of the cas t:lnss .

18. The 1nspoctor or inspectors detalled for the purpose will see
that each plece is properly markpd"an to its capéeity, iith the Departe

ment mark and date of approval. The use of any ifonnvork as above




‘ N
spegcified on any building, unless the same be marked as stated, is
prohibitod. : ot | iy

19. Inspectors are required to report what iron work is used on

any and every building in theilr districti, and the weight which each

plece is marked to sustain so that it aay*ba comparod'vith the record

in this offige.

20. All complaints referred to the imspectors must be examined
and reported on immediately om the form provided for that purpose.

21. Inspectors will make separate monthly reports of unsafe cases
and general violation cases ém the forms provided for that purpose.
They will hand to the respective clefks tho_roports; otc; propofly
under their cecharge. ‘ '

22. Making false reports, or failing to comp}y with the regulations
as above, on the part of any 1nsbector, will be deemed sufficient ground

for removal.

III.
Supervisors of passenger elevators.

1. Each elevator in the city of New York uaed ror'the eonveyance
of paésengers shall be 1nspo§§od at least once in every two months and
a report thereof made to the Supeyintondcnt of Bui;diugc on the day
following sueh inspection. The Supervisor will state in said r;port
the condition of the running gear, ropes, safety attachments, pulleys, ad
and all oéhor parts of machinery ipplied to the use af‘stid ilovntor,‘und
should any repairs be found necessary te be made, the superintendent_or
Buildings shall cause immediate motice thereef to be served, as hereime
after providod; ‘ g | ' :

2. Should any defects be found to exist with any part or parts
of any passenger elevator, which would tend to 1npd1r the_saroty or
endanger 1life by the cohtinuod use of such olivator, the Supervisor
of elevators shall inform the porsoﬁ in éhur;o'or‘tﬁe dangor of eéhtinun

A}

ing the use thoréor,'aid the suhorintondont 6f ﬁuildingi shall 1nﬁod¥
in writing \

lately cause a noticc,@o be served upOn ‘the owner or owners, lo:soo,

manager, Or any other person oOr persons hawiag the ns,,control or '

aanagomont of said elevator, 'hich notico nay contain a statement of




the repairs neecessary to be matie; and said elevater shall not again be
used until a eertificate in writing shall pe issued by the Superintende
ent of Buildings that it has been put in safe running order and is ‘
fit for use. The notice herein provided for may be served upon the
person having charge of the running of said elevator,

3. The following qualifications necessary for persons who are
Bow or shall hereafter be placed in charge of running amy passenger
elevator in this city are hereby preseribed, and no person shall be eme
pPloyed for sueh purpeses er engaged tharainhunlessAhé posses:zer such :
qualificationsse |

(a) He shéll have a knowledge of the differemt parts of the mae
chinery attached to or megcessary in running sueh elevaters and under;
stand the ppplication thereof. :

(b) "He shall have at least one month's experiemce in running an
elevator under the instruetion of a competent person.

(¢) He shall be reliable, and of industrious and sober habits.

(d) He :hali be not less than eighteen years of age.

4. Whenever the Superintondont of Buildings shall become satise
fied that the person ongagod in running any passenger elevator is 1nv‘
competent or disqualified from any ecause to continue to run the nqno;
the said Superintendent of Buildings shall forthwith notify the owner
or person managing or controlling the same, and the person 80 notified
shall thoréartor become responsible for the aets of the said employee.

6. The supervisors will report all passenger elevator shafts not

properly enclosed, and all passenger elevator cars requiring doors.
Iv. '
CLERKS.

The following instruetioms for elerks shall be strigtly observed:=

L. The office work of the Dopértmont shall be divided inte fivo‘
(5) classes, vizie o ; | :
. 1. Plans of New Buildings and Alteratioms.
2. Violations and Passenger Elevators.
3. Unsafe Buildings;
‘. Pire llonbcs.




Be Cemplaints.

: Bach class will be under the chaige of a clerk, who will be
held rosponliblo for uil books and pdpori'plaxid in his care and for
proper observange of the rﬁlos, as hereinafter providod.

2. The clerk at the head of the first class shall have charge
of all appliecatioms for erection of new buildihgs and alterations, ete.,
to buildings (imcluding plans or druwinga): reports of inspectorl_on
the condition of structures, index books of Novrnuildings and Alterations
to Bulldings; dokkets of New Buildings and Alterations to Buildgngs; and
blanks for the use of persoms applyimg for permits. He will see that
all pprlications are ready for report by the inspecters, and will report
monthly and quarterly to the chief clerk the number of épplieations of
the several kimds approvod; disapproved, amended and approiod, and pend=
ing , and of all buildings and alteratioms te buildings commenced, im
progress, and completed.

3. The c¢lerk at the head of the second class will have charge of
all viclations and passenger elevator cases, and the violation and A
passenger elevator books, and will be roquifod to hnveAtho iano written
up. He will see that all notices for serviece in violatiom and elevater
ecases are properly made, and he vill'report ionthly and qﬁartorly-to'tho
Chief Olerk the number of viclations and passenger elevator cases ree
ceived, the number im which the laws have been conpliod'vith, the nu;bor

forwvarded to the Atterndy for pro.oeniion, and the mumber pdnding. He

will alse imnclude in the -nnthly'roports the number ef the motices of

the rolpoetiio kinds bfepdfidnfor shiviho.'

4. The clerk at the head of the third class will have charge of
all unsafe building cases, and the unsafe index books, and deckets, and
will bo‘roquirod to have same 'rittoh up; ' Houiiiiuricoivo ill r.ﬁortl
oen unsafe buildinsi,'ind péebnro'ror lofvieo the nocosiafy notices, and
will report -onthlyAand qﬁartorly to the chief c¢lerk all unsafe cases |
received, the number in which the liw iaa“bion eomplied with, the num~
ber ponding, the number 1nAvh1ch ai;voys have been held, and the nn-bof

of nmotices prepared for serviee. He will also prepare for the Board




of Underwriters a list of all unsafe buildiggs reported during the month,

5. The clerk at the head of the 4th élass will have charge of
all fire eacape cases, and the fire escape books, and will be required
to have the same wrigten up. He will see that all notices for ser-
vice in fire escape cases are properly made, and he will report monthly
and quarterly te the Chief Clerk the number of fire escape cases ree
ceived, the number in which the law has b.enrconbliod with, the nunﬂor
forwarded to the Attorney for preosecution, and the number bonding. He
will alse imclude in the monthly report the number ef notices eof the
respective kinds prepared for loryiee. ' ‘

6. The clerk at the head of the rifth elass will have charge of
the complaints and complaint book, and will be requifed te have the same
written up; and te have all complaints iropnrod for 1nvoa£1;ution by
the 1nnpectorl. He will report monthly and qulrtoflj to the Chief
clerk the number received, disposed of and pending.,

e The Chief Clerk will have charge of the office work, and shall
be responsible for the preoper care of the records of the nopart-ont and
will see that applicatioms for pornit- te build or alter are copsed and
decketed; and netices of vielations, fire escapes, unsafe buildin;a, etec.
are propdrod for service. He will have charge of ihe clerks and ;oa-
sengers, and assign them to their various duties, and will keep a roeoéd
of all absences of employees and make report thoioot te the auperintoﬁd-
ent. He shall ict as Clerk to the Beard ef ltnninora; as provided by :
lawy, and shall prepare a report ef the oporations of the Department each
quurtor commencing with Jlnuary ef each year.

8. It is cxpectod that the work of the several classes will be
eompleted at the close of the office hours each day, 80 far as the same

is practicable.

9. All notices must be enterod in the mneticesbook and be delive

ered for service te the Chief Clerk bo;ora 9.15 A;l;'
10. Notices made ouﬁlbdtnro~3 P.M. each day will be of even date.
lbticoo nado out after 8 P.l.*'ill bo datcd aa of tho rolloving day.

11. All pllll, roports, eonplaintl, otc., rocaivod by the clorkc




«f

in charge must be stamped with the date of the receipt at the offige.

12. All books and pabirs muét be réturnod te fhdir proper piéces
after use. Officéal papers will in no case be rétainod by the clerks
or kept in the dosks after office hours.

13. Official papers must mot be taken from thp office without perw
missién. :

V.

Messengers.

The following imstructions for making service of notices from the
Department of Buildings must be strictly .bsoried. |

All notices of violation of law and éuch other notices as may be
necessary shall be served by the messengers or any employee of the
Department ef Buildings in a careful, exact and proper mannef, and the
proper returns of service of such notices shall be made imnmediately
thereafter.

1. Find the person addressed in the notice; inquire if he or
she is interested in the property as stated, and,'ir 80 interested,
serve the notiee upon the person by delivering it te and leaving it
with that persen.

2. Do not leave the motice with any other person than the person

addressed.

S. If there is any error as te ownership, lessee=ship, executore

ship, etc., in the notice, return it with a memorandum of the correction

required.

4. In the event of failure to find the person or persons addressed
in thé notice as owner eor owners, after making diligent ioaréh and
inquiry, pest the notice in a conspicuous Place oen the premises described
therein., - ' | "

5. Make affidavit of service of notice, stating manner, time
and pl;eo of such service, or, in the event of failure to find the pere
son or persons addressed,“the—particularsAof”tha search and inquiry ma&p,
and of the posting of the notice on the premises describod. The affile

davit must be in the foilowing rofm when the notice is served personally,




Service of Notice=«Personal Serviee.

P
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Vieclation

Unsafe Building
Record NOo. ¢« ¢« ¢ o o ¢ o o o .(1nsert)

Unsafe Elevater

"TELACEE R RN R AR R R R R R AR RAR,

L
LJ

w

L

w

Pire Escape .
w

L

L]

"

"

CITY AND COUNTY OF NEW YORK, SS:

C e 6 6 s o 6 8 oo o8 snid sity and counsy,
being duly swern, says, that he 18 . . « ¢ o ¢ ¢ o o o ¢ o o o o o oo
in the Dopartment of Bﬁildings (as the case may be), in the City ef
New York, and was duly authorigzed to serve the vithin'notieo; thaf en
ARG . T G SRR 189 G ik ey v N ATy
B e e e wew v o R loriod MPOR « ¢ ¢ o o o0 o o o o o &
therein named, by delivering to and leaving with A o 4 5 0 a0 b s
. e o« s+ s o o in person, a notice of which the within is a true and
correct copy; that he knows the persom 80 served to be the same person
described in said notice; and séid . . . . . - . s e e e e e 00 e
stated to deponent that he was . ; « « (owner, builder, or ageant, ote;,
as the case may be) . . « . of the building therein dokcribod;

Subscribed and sworn te before me, ) i

SR . v @By W s s v u e 3B )

Notary Public N.Y.Co.

6. The affidavit must be in the following form when the notice is

served by posting same on the premises,




Service of Notice=~By Pesting.
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Violation

Unsafe Building
Record No . « « « « « « « (insert)

Unsafe Elevator

w
L

w

L]

L

Fire Escape »
L

"

L

L

"

R AR R R R AR RN R

CITY AND COUNTY OF NEW YORK, 8S:

T W e ..of said city and county being
duly sworn, says, that he is an officer and employee in the Department
of Buildings of the City of New York; that on the . . « « . « « « « »
487 Of « « + « o o+ o o o o o + 189 , he Sorved UPOR « .+ « ¢ o o o o o
therein named, a true and correct copy of the within notice by posting
the same in a conspicuous place upon the building and premises therein

mentioned and described, to wit, upon the « « « « ¢ ¢ ¢ « ¢ &

thereof. That sald « « «

ecould not be found after diligent search had been ﬁade for . .

byd&ponﬂnt,asfol].o‘SS-..................o

Deponent further says, that he knows the person 80 served as aforew
said to be the same porson'mentionod and described in the said notiece, ‘
and to whom the same 1s addressed.

Sworn to boforovnd, this )

....dl.y.f.....-.)

Notary Publie, N.Y.Co.
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7. The affidavit must be in the following form when the notice
is served by posting the same upon the premises and mailing the sand,

vizie

1

Service of Notlce-~By Posting and Mailing.

V000 90 70 00 00 00 99 00 00 00 PO 00 U0 20 09 00 00 09 09 00 00 00 09 00 00 09 09

Viclation

Unsafe Building j
Record Ne. . « « « « . . (insert)

Unsafe Elevator

]
L
"
L
L]
Fire Escapes »
LJ
"
n
]
L

LR R R AR NN R R R R

CITY AND COUNTY OF NEW YORK, SS;

A g oo * ¢ o o 0 00 o000 s 0 o Of sald city and county, being
duly sworn, says, that he 1s an officer and employee in the Department
of Buildings of the City of New York; that on $he ............
GRY O o ¢ o o o o v IUD 5 00 BOPVEE WHOR o o b 4 kv v a e e mg
therein named, a true and correct copy of the within notice, by posting
the same in a comnspicuous placa upon the building and proﬁilos therein
mentioned and described, to wit, upon the, « « « + « o« « & g
thereof, and on the same day by depositing a copy of the said notice
in the post office at the said city of New York, inclosed in a sealed
wrapper addressed to sadd . ¢« ¢« ¢« ¢ ¢ ¢ o o
BN ST O Pl i s RN L S R e
being + . . . last kmown place of residence, with the postage
thereon.
o e R AR e S T RS PTG R R SR S
not reside in the state ef New York and has no known place of busie
therein, and could net be found within the sald state after dilie
search had been made for . . . « « « « by deponent as follows:e ‘




Deponent further says, that he kmows the person so served as
aforesald to be the same persom mentioned and described in the said
notice, and to whom the same is addrogsod.

Sworn to before me, this . . . .) ‘

:
dayof..........lﬂ’)

Notary Publie
New York County.

8. If the notice te be served is for the survey of an unsafe
building, service must be made in the manner heretefore prescribed at
least twénty-four hours before, but not more than three days before the
time fixed 1A said notice for such survey.

9. If a firm is addressed in a notice, personal service upon
one monbe} thereof is siufficient. In serving a firm or partnership,
ascertain the names of the persomns composing the firm, and state in
the arffidavit eof service the name of the particular person served.

10. Where the party addressed is a corperation, the noetice must
beserved upon an officer thereeof.

11. In serving cerperations be particular to insert the mame and
title of the person served in the affidavit of service.

12. All reports and returns eof service of notieés, etc.y herein
required, fhall be forwarded direct to the Superintendeht of Bulldings.

VI.
GENERAL RULES.

3 1. All efficial communications, er communications in any manner
relating to the offieclal business of the Department, whether verbal er
writtem, shall be made through the Superintendent of Buildings.

2. While in the service of this Department its officers and
subordinates shall mot make use of eor apply any portion of the time thoy
may be required to devote te the performance of the duties dewslved upon

them, or amy information they may have acquired therein, or any authority

or power with whigh they may be clothed, in or for the furtherance of

any private or corporate interests er pﬁrposou whatever.
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3. Offiee hours shall be frem 9 A. M. to 4 P; M. except Saturdays,
when they shall be from ( A. M. to 12 M. and on Sundays and legal holie
days, when the office shall be closed for business. The office hour:‘
may, however, at any time be extended for the transactiom eof publiec
business, if in the opinion of the Superintendent of Buildings the
interests of the public service require it.

4. All clerks must be at their desks and ready te begin werk of
the day promptly at the beginning of offiece hours, and puntually at
the expiratidm of the noon day meal hour, unless otherwise specially
directed or excused by competent authority, and when any work they may
have been directed to do is finished, it shall be their duty te report
that fact at onmce to their immediate superior.

6. It is made the duty of all employees, in case of physical er
other hiaibility preventing their prompt appearance for duty at the
required time, to report that fact te their immediate superior in time
to enable the substitution of amother to perform their duties if nece
essary. ‘

6. One hour shall be allowed each employee for neen=day luncheon

or dinner by his immediate superior, in such a manner as shall not intere

fere with the business eof the office. '

7. 8Smoking, sleeping, er dozing while on duty during the regular
effice hours is sfrictly prohibited, as well as the reading of mewspapers
books, ote{, by elerks unless the same is im connection with the publie
business or by special permission.

8. Interference in any manner by an employee with the duties ef
or the perférmance of the same by another, eor ungentlemanly comduet or
language, or loud, boisterous or unnecessary conversation, remarks er
noise, by employees in any of the offices at any time, is prohibited.

9. The publie business trancgttod in and the records of tho office
shall be treated as strictly confidential by the several offiers and
employees of the Department and shall not be communicated except as may
be directed by the Superintendent eof Buildings.

10. No one except persons employed therein shall be admitted

within the emclosures surrounding the desks in the several offiges




unless specially permitted by the officers imn charge of same.

11. Absence without leave, tardiness, neglect of duty, imsubore
dimate conduct, disebedience of erders or aigvpotionn, imattention to
duty, intexicatiem, ungentlemanly comduct eor language, imcompetemecy,
or violations or imfragtions of any of the rules prescribed, on the
part of either of the employees, shall ecomnstitute good and sufficiemt
ground fer charges against the offender or delinquent by his immediate
superior; and, if such charges are sustained the pemalty shall bs j
reprimand, suspension from pay and duty, or dismissal, as the Superine
tendent of Buildings may determine. ' j

12. PFailure on the part of any employee, against whom sharges may
have been preferred, to present himself upon twenty-four hours netice
thereof, shall, im the absence of physical or Othitqllfficlllt disa~
bility to attend at the time specified in such netice, and prosont.&
prior thereto, to be held equivalent $o a plea of guilty by the accused
to the charges preferred against him.

13. VNethimg contained in these rules shall preclude the Superine
tendent of Buildings from at any time requiring any er either of the ‘
employees of the Department to perform such other duties (Not hersin
specially prescribed for them) as the imterests of the Departmental

service may, in his epinion, demand or require.




CouRT.

DEPARTMENT OF BUILDINGS OF THE CITY

NEW YORK,
Plaintiff,

against

Defendant

EUGENE OTTERBOURG,
Attorney to the Department of Buildings,
No. 220 Fourth Avenue,

NEw York CITY.
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