Department of

Licenses and Inspections

CITY OF PHILADELPHIA

Electronic Commercial Licensing, Inspection, and Permit Services Enterprise

How do | file an appeal with the
Board of License and Inspection Review (LIRB) using eCLIPSE?

Background:

The Board of License and Inspection Review hears appeals of property violations issued by

the Department of Licenses and Inspections (L&l) and other City agencies. The board affirms or
alters property violation decisions issued by L&l or other City agencies. The board also hears appeals
for licenses to carry firearms and firearm license revocations

Before You Begin: The appellant must register an account to submit an appeal.

e Create your eCLIPSE account & Sign In.

e Watch the video How to reqgister an eCLIPSE account for detailed instructions.

Make an appeal to LIRB:

Step 1:  Login to your eCLIPSE account.

Step 2:  On the eCLIPSE homepage, under the ‘Other’ section click ‘Make an Appeal’.

Home

If you have an existing Activity License, please click "Associate an Activity License" to connect it to your account. If
you do not have an Activity License, please click "Register for a New Activity License.”

To associate an exizting Trade License with your account, you will need the online identification number which is
listed on your renewal invoice. IMPORTANT: Licenses are not available for renewal until 45 days prior to the
expiration date. Contact Licenses & Inspections or call 311 (215-686-8686) if you have not received an invoice. Far
assistance, please click here.
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L&l Permit and License Center
1401 John F. Kennedy Blvd., Municipal Services Building, Public Service Concourse
Open 8 a.m. to 3:30 p.m., Monday through Friday. Offices close at noon on the last Wednesday of each month.
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https://www.phila.gov/departments/department-of-licenses-and-inspections/
https://www.youtube.com/watch?v=eBFxr5tHgbg&feature=youtu.be
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Step 3: On the ‘Hearing / Appeal’ page, complete the following information:

a) Select the appropriate option for ‘What is your relationship to this application’.

—

APPLICATRIN

"What iz your relationship to this application? @0wrer

b) Select the ‘Application Type’ from the pull-down menu.
NOTE: Choose the type of application based on which department issued the violation or letter. (i.e.
choose ‘Fire Code Variance’ for Fire code related appeals)

c) Select the ‘Appeal Type’ from the pull-down menu.

NOTE: Several lists will only have one option depending on the Application Type selected in the above
step. For appeals related to L&l Application types, refer to the following descriptions for guidance:

o L&l violation — Appeal on Property Maintenance Code violations;
Administrative Code violations; retaining wall violations.

o L&l license — Appeals made by a third party on issued licenses; Appeals on a
denied or revoked license.

o L&l building code variance — Appeals made by a third party on issued
BBS/PAB variances based on administrative errors.

o L&l construction permit — Appeals made by a third party on by-right
construction permits.

d) Enter ‘Reason for Appeal’ in the text box.
NOTE: Provide one or two sentences summarizing why the appeal is being filed. More detailed reasons
can be discussed at the hearing.

e) Click on ‘Standard Appeal’.

NOTE: L&l Boards will process the appeal in the order it is received. Board hearings are held every
Tuesday afternoon (alternating between Codes and Firearms). Accelerated reviews are not available for
LIRB appeals.

f) Click ‘Next'.
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L&l Permit and License Center
1401 John F. Kennedy Blvd., Municipal Services Building, Public Service Concourse
Open 8 a.m. to 3:30 p.m., Monday through Friday. Offices close at noon on the last Wednesday of each month.
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Step 4: On the ‘Related Information’ page, enter the applicable property address. You can search an address by
clicking on the magnifying glass.

NOTE: Depending on the Appeal Type selected on the previous screen, some additional information will
be mandatory such as:

=| Hearing / Appeal Ha-2020-000158 (Drafi)

RELATED INFORMATION:

Property Address
Case File Number ;
Permit Number ADDAESS
Trade / Business License Number Address:
Another Appeal Number

o

O O O O O

Specific Location:

Step 5: On the ‘Document to attach’ page, upload the required Board Appeal Form and Supporting Documents
(i.e. Document / violation you are appealing; late appeal from).

a) Upload documents by clicking ‘Upload File’ button. In your file window, choose the document
to upload.

b) Click ‘open’.
c) Repeat Step 5 for all required documents.

NOTE: Once the required documents are uploaded, select the appropriate ‘Document Type’ from the pull-
down menu. Repeat for each uploaded document.
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L&l Permit and License Center
1401 John F. Kennedy Blvd., Municipal Services Building, Public Service Concourse
Open 8 a.m. to 3:30 p.m., Monday through Friday. Offices close at noon on the last Wednesday of each month.
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Step 6: On the ‘Manage Notifications’ page, add applicable contacts.
a) Click ‘Add Contact’ button.

b) Complete the name, contact type, primary phone #, email, mailing address and email
notification preference in the pop-up window.

c) Click ‘Save and Close’.
d) Click ‘Next'’.

NOTE: You should add all contacts that may need to be contacted by the Board regarding the
appeal/hearing.

_é3 Hearing ,I"Appeal HA-2020-D00155 |Draf)
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Step 7: On the ‘Legal Declaration’ page, select the checkbox and click ‘Next’.

Step 8: Submit your appeal by clicking ‘Submit Application’.
» The status will appear as ‘Submitted’.

» If an e-mail was provided in the ‘Manage Notification’ section (Step 6), the appeal notices will be
emailed to all listed contacts. Otherwise the notices will be delivered via postal mail.
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