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  OTC-003 

 Effective Date: 09/30/2013 
 Revision Date: 

TITLE:   OVER THE COUNTER (OTC) PLAN REVIEW 
FINAL MAPS    

 
SCOPE: Final Maps (Fire Prevention signature).   
 

Although it may be accompanied by paper plans, the front sheet is a Mylar material, which is to 
be signed and dated (using permanent ink marker, i.e. Sharpie).   
 
The following is verified for the Final Map:  

□ Find NFM number in lower right hand corner. (i.e. 0052-12) 
 

□ In Naviline, open “Project Text Maintenance”.  If not one of the favorites, find by opening “SunGard 
Application Menu”, then opening “Community Service”, then opening “Planning and Engineering 
Menu”, then opening “Project Processing Menu”, then double-clicking the “Project Text 
Maintenance” icon. 
 

□ Enter the NFM number, with year first, a “5”, and then additional zeroes to add exactly five more 
numbers, ending with the NFM number  (i.e. 0052-12, turns into 12-500052.) 
 

□ Once the correct number is entered, check that the description matches the project name.  (In this 
case the name is “FORT APACHE and TOMPKINS”.)  Right click on plan and click “Select”.  Click 
“OK”. 
 

□ When menu opens, right click on “Planning Comments” and chose “View”.  When the document 
opens, locate the TM (Tentative Map) number and expiration date.  (In this case it reads TM 0052-
11 expires August 2, 2015.)  Make note of these numbers and date.  Close the document. 
 

□ Cancel the Planning Comments section to go back to “Project Text Prompt” screen. 
 

□ Enter the TM number as noted above. (i.e. 11-500052).  Again, the “Description” should match the 
plan.  Right click on the plan and click “Select”.  Click “OK”. 
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□ When menu opens locate “FIRE DEPARTMENT COMMENTS” (if any.)  If comments are 
available, right click and chose “View”.  When document opens, assure the map meets the 
comments listed.  An example may be “Provide emergency vehicle access.”  (Using the number of 
0052-12, there are no FD comments.)  
 

□ Exit the “Project Text Maintenance” and return to the “Application Master Maintenance” screen 
 

□ Whether or not comments are input under the Tentative Map, perform a quick review of the Final 
Map to ensure adequate fire apparatus access.  The most important item to ensure is that dead-
end roads do not exceed 500 feet in length unless they have oversized turnarounds per the Fire 
Prevention guideline.  Not all Final Maps show streets, some are just outlines of properties.  If the 
Final Map complies with comments, and is code compliant, the Map is signed and entries are 
made into NaviLine.  When signing Final Map, print your name under your signature. 
 

□ To enter your comments, enter the application number for the Final Map as usual.  In the 
“Approval” section, enter the NFM number, TM number, date of expiration and either meets Fire 
Prevention comments or no comments are required.  Using the format NFM xxxx-yy / TM xxxx-yy 
Expires Month, Year / (select “Meets” or “No”) Fire Prevention comments. 
 

□ All copies are returned to the customer. 
 


