How to Apply for a Building Permit Online:

1. After registering for an account, log in to https://aca3.accela.com/brookline.

m Building Board Of Health Licenses Fire Planning Clerk Office more v

Advanced Search +

Welcome to the Town of Brookline Citizen Access Portal Login
for Permitting and Licensing. We are pleased to offer our citizens, businesses, and .
User Name or E-mail:

visitors access to government services online, 24 hours a day. 7 days a week. |

Online Payment Information

The Town of Brookline offers residents an easy and convenient method to view and
pay their real estate, motor vehicle excise, personal property. water, and refuse bills, as |
well as permits and vital records online. This is a fee based service. The convenience
fee for the online bill payment is assessed by the 3rd party merchant. The fee to use

a credit / debit card is 2.95% of the transaction with a $ 1.00 minimum fee. We accept
Visa, MasterCard, and Discover. To use an E- Check the fee is 5§ 0.40. Two separate
charges will appear on your credit card or checking account statement. One charge
will represent your bill payment and the other charge will represent your transaction
fee. Due to banking regulations, we can only accept U. 5. credit cards, debit cards and
checking accounts excluding Puerto Rico and the Virgin Islands.

Password:

|_| Remember me on this computer

I've forgotten my password
MNew Users: Register for an Account

In order to avoid interest or penalties, please process your payment prior to the close
of business on the due date.

2. Click the Building tab. Click Create an Application. Check the box next to | have Read and Accepted the above terms.
Click Continue Application.
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Online Application

Welcome to the Town of Brookline’s Online Permitting System. Using this system you
can submit and update information, pay fees, track the status of your application, and
print your final record all from the convenience of your home or office, 24 hours a
day. This portal will allow access to the services below without registering for an
account. In order to apply and pay for a permit online, you must register as a licensed
contractor.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the
General Disclaimer below before beginning your application.

PLEASE NOTE: When an application is submitted online, a number is automatically
assigned. You may NOT start work until the permit has been jssued.

General Disclaimer

While the Agency attempts to keep its Web information accurate and timely, the
Agency neither warrants nor makes reprasentations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the Agency as a result of updates and corrections.

|« | have read and accepted the above terms.

Continue Application »
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3. Click the Building category and select the appropriate permit type — then click Continue Application
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Create an Application Search Applications

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.

"
¥ Building
meml Application

() Certificate of Occupancy
() Commercial Building

() Commercial Electrical
() Commercial Gas

() Commercial Mechanical
() Commercial Plumbing

') Resigential Electrica
() Residential Gas

() Residential Mechanical
() Residential Plumbing
() Sign/Facade Permit - Permanent
(L) Bign/Facade Permit - Temporary
() Sprinkler

Continue Application »

4. Type in a street name (name only — no “way type”) and or street number then click Search. Once the valid address is
found, parcel ID and owner info will be automatically filled in. Click Continue Application.
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Create an Application Search Applications

Residential Building

1 Location 2 Contacts 3 Permit Details 4 Attachments 5 Review 6 7

Step 1:Location > Location & Owner

Physical Address

*indicates a required field.

To search for a valid address in the system, please do NOT type in City, State and Zip. Just type in Street No. and Street Name without suffix (i.e.
Washington). Then click the blue Search button. If you are not sure about the street number, just type in the street name without suffix, click the
Search button and you will be prompted with a list of available addresses which match that name to choose from. If you know the suffix, please spell
it out (i.e. Washington Street) in the street name field.

*Street No.: * Street Name:
i1 pierce
City: State: Zip:
--Select-—- -

seren | cir
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5. You can fill in the Applicant section by either Select from Account, Add New or Lookup in the System. If you are the
applicant, use Select from Account.

Logged in as:FY Brookline Collections (0) Account Management Logout
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Residential Electrical
1 Location 2 Contacts 3 Permit Details 4 Attachments 5 Review 6 7

Step 2: Contacts > People

*indicates a required field

Applicant

To add a new contact. click the Add Contact link. To edit a contact. click the link next to a contact name.

Licensed Professional

Please lookup the licensed professional that will be performing the work by selecting the Look Up button. If your are unable to find one please add a
new licensed professional by selecting the Add New button. If you are the licensed professional please choose Select from Account.

= T

6. Licensed Professional is a required field. You can look up a Licensed Profession using the Lookup button or Click Add

New.
Look Up Screen Add New Screen

Lock Up License

Licerne Tres:

p Licensed Professional Information
*Skate Licenss Number.  *License Type

“Firse it *Lant

Mame of Business Husiness Liceene

Herre Phane Mezdp Prors Fax

7. After the Applicant and Licensed Professional sections are completed, click Continue Application. You will be
prompted to enter Permit Details. All fields with a red asterisk * are required.




Application Information

TYPE OF IMPROVEMENT

*Type of Improvement: o elect- -
USE GROUP & CONSTRUCTION TYPE

Construction Type: —Celoct-- -
Use Classification: o Zelect- -

COSTS (MATERIAL & LABOR)

* Building:

Electrical:

Plumbing:

Mechanical:

Gas:

*Total Job Cost:

8. After completing Permit Details, you will be prompted to attach documents if any applies. If you do not have any
attachments, or you completed uploading documents, click Continue Applications.
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File Upload

Create an Application  Search Applications

Residential Electrical

1 2 Comacts s Permit Details 4 Attachments 5 Review 6 Pay Fees 7

Step 4:Attachments >Documents
*indicates  required field

Attachment

The maximum file size allowed is 50 MB. Please send PDF file type. No ZIP files.

Name Type Size Latest Update  Action

No records found
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9. Review what you have entered so far. Click Edit if you need to modify previous sections. If all set, check the box
next to “By checking this box, | agree to the above certification”
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Create an Application Search Applications

Residential Electrical

1 2 3 Permit Details 4 Attachments 5 Review & Pay Fees 7 Record Issuance

Step 5:Review

Please review 3ll information below. Click the "Edit” buttons to make changes to sections or "Continue Application” to mowe on.

Record Type

Residential Electrical

Physical Address m

205 TAPPAN STREET
EROOKLINE MA 02445

Parcel E3

Parcel Number: 222-22-00
Lot: 00

Block: 22

Book:9730

Page: 548

Parcel Area: 7995

| centify that | have read and understand the instructions that accompany this application and that all the information and
statements made as part of this application are true and accurate and that no material information has been omitted. By
checking the box below, | understand and agree that | am electronically signing and filing this application. By electronically
signing this application | hereby cartify that | am the owner or authorized agent. Further, | am authonzed to submit this
application on behalf of the owner of the subject property and vo act on the owner's behalf, in all matters relative to work
authorized by this application.

As required by MGL c 152 s 25A this Establishment is in compliance with the Massachusetts Worker Compensation Coverage

# By checking this box, | agres to the above certification. Dawe: 05/24/2017




10. Click Continue Application. Fees and Payments are required. Please type in the job value and other applicable fees,
click Recalculate. After the Total Fee is calculated, click Continue Application.

Residential Electrical

1 2 3 Permit Details 4 Attachments 5 Review 6 Pay Fees 7 Record Issuance

Step 6:Pay Fees

Listed below are preliminary fees based upon the information you've entered. Some fees are based on the quantity of work items installed
or repaired. Enter quantities where applicable. The following screen will display your total fees.

Application Fees

Fees __I' Gty. | Amount

Residential Electrical Permit (enter job value) 1000 $50.00
Fire Alarm System (enter job value) 0 $0.00
Smoke Detectors (enter job value) 0 50.00
Electrical Water Heater 0 50.00
ADDITIOMAL ELECTRIC FEE 0 50.00
CELL PHONE TOWER 0 $0.00
Commercial Electrical Permit (enter job value) 0 50.00

Recalculate

TOTAL FEES: $50.00
Note: This does not include additional inspection fees which may be assessed later.

Continue Application » Continue Shopping »

11. You will be prompted to pay online. See a snapshot below.

Payment Oplions.
How would you like to pay? Payrimot Surwriary

Ivoice & Amount
How much would you like to pay? SRANDIOIALSS 330,00
+ Pay Full Invaice $50.00 : .




12. After the payment is completed online. You are done with the application submission. You can log back in later to
check the status of your application.
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Create an Application Search Applications

Residential Electrical
1 2 3 Permit Details 4 Attachments 5 Review & Pay Fees 7 Record |ssuance
Step 7: Record Issuance

‘Your application has been successfully submitted.
Please print your record and retain a copy for your records.

Thank you for using our online services.

Your Record Number is EP-2017-000008.

Condition: Zoning  Severity: Notice

A notice was added to this record on 02/28/2017.
@ Total Conditions: 1 (Notice: 1)

View additional details

Yo will need this number to check the status of your application or to schedule/check results of inspactions. Please print a copy of your
record and post it in the work area.

Prin View Recip




