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Roof Replacement and/or Roof Repairs Completion (Establish Phase I):  

As instructed in the Request Type Completion instructions, if the renovation project includes replacement of a roof as part of 
the scope of work, the Building Components Affected table on the Request Type tab should be completed to include “Roof” as 
a building component.  
 
Request Type: 
 

 
 

General Information: 
 

At the bottom of the General Information tab a Project Type question will be displayed.   
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Click the and select “Renovation”.  
 
 
 

 
 
 
 

Click . All changes will be saved on the Roof Renovation tab. 
 

 
 
 
 
 
 

The tab options in the header have been updated to include “Roof Renovation”.  
 

The first time clicking on this tab you will need to select  to display the questions and tables to be completed 
for the Request Type. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Page | 3 
 

Answer all questions and tables presented. Some responses will generate an additional question or a table to be completed. All 
questions and tables displayed are required and must be completed.  
 

***To add to a table, click the  sign.*** 

***To edit an existing table entry, click the .*** 
 
 

 
 
 
 

Provide a response in the fillable field.  
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Click the  sign to access the table. 
 

Click the  and select the appropriate existing roof system being replaced.  
 

 
 

 
 
 

Enter the year the roof system was installed.  

Click the and select the appropriate response to roof warranty question.  
 
 

 
 
 
 

If the answer is no, there is no further information needed. 
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If the answer is yes, additional details are required and must be completed.  
 

 
 

Select the warranty expiration month and year.   
Provide the current warranty coverage.  
 

 
 

If the answer is yes, the fillable field is displayed and must be completed.  
 

 
 

If the answer is yes, the fillable field is displayed and must be completed.  
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If the answer is no, the fillable field is displayed and must be completed. 
 

 
 
 

If the answer is yes, there is no further information needed. 
 
 

 
 

If the answer is no, there is no further information needed. 
 

 
 

Once the Roof Type table is fully completed, click  in the header.   

If multiple roof systems are being replaced, each roof system should be created in the Existing Roof table. 

After adding all roof systems being replaced to the Existing Roof table, move on to the next question. 
 

Provide a response in the fillable field.  
 

 

Click the  sign to access the table. 
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Click the and select the appropriate Roof Type option.   
 
 

 

 
 

 
 

Click  in the header.   
 

If multiple roof systems are being replaced, each Roof Type should be created in the Identify the type of new roof proposed 
table.  
 

After adding all roof systems being replaced to the Existing Roof table, move on to the next question. 
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If the answer is yes, there is no further information needed. 
 

 
 
 

If the answer is no, the fillable field is displayed and must be completed. 
 

 
 
 
 
 
 
 

Once fully complete, click . All changes will be saved on the Roof Renovation tab. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Roof Replacement and/or Roof Repairs Completion (Phase I Increase):  

Update all responses displayed as appropriate. All questions and tables displayed are required and must be completed.  
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Roof Replacement and/or Roof Repairs Completion (Establish Phase II ):  
 

Update all responses displayed as appropriate. There are new questions presented for this Request Type. Some responses will 
generate an additional question or a table to be completed. All questions and tables displayed are required and must be 
completed.  
 
 

Click the  sign to access the table. 
 

 

Click the  and select the appropriate existing roof system being replaced.  
 

 

 

 
 

Click  in the header.   

If multiple roof systems are being replaced, each Roof Type should be created in the Identify the type of new roof proposed 
table.  
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After adding all roof systems being replaced to the Existing Roof table, move on to the next question. 
 

Provide a response in the fillable field.  
 

 
Provide a response in the fillable field.  
 

 
Provide a response in the fillable field.  
 

 
Provide a response in the fillable field.  
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If the answer is yes, there is no further information needed. 
 

 
 

If the answer is no, there is no further information needed. 
 

 
 

If the answer is yes, there is no further information needed. 
 

 
 

If the answer is no, there is no further information needed. 
 

 
 
 
 

 the A&E Roof Letter.  
 

 
 
 
 

Click . All changes will be saved on the Roof Renovation tab. 
 

 
 
 
 

Roof Replacement and/or Roof Repairs Completion (Phase II Increase):  
 

Update all responses displayed as appropriate. Some responses will generate an additional question or a table to be 
completed. All questions and tables displayed are required and must be completed.  


