
How to submit a Plan Review application 

1. If you have not registered for an account, please view this document and follow the instructions. 

2. Once you are logged in, please click the Fire menu and choose Create an Application 

 

3. Review the Plan Submittal Requirements and accept the terms before you Continue Application 

 

http://www.brooklinema.gov/DocumentCenter/View/12298


4. Expand the list of available record types by clicking the triangle next to Fire, select the Fire Plan 

Review option, and then click Continue Application 

 

5. On Step 1, please enter the Street No and Street Name – NOTE: for best results, only enter the name 

of the street – not the type – IE ‘Washington’ instead of ‘Washington Street’ – click the Search button 

 



6. Please scroll down and enter the Applicant information.  If you choose Select from Account, the 

system will give you the option to automatically use your login information or the property owner – click 

Continue 

 

 

 

7. Click Continue Application 

 

 



8. Enter all requested information- any item with a red asterisk (*) is required – then click Continue 

Application 

 

NOTE: Your application will not be accepted if you do not upload a copy of the appropriate document.   

If you need to pause your application, please click Save and resume later – your application will be 

available on your dashboard to continue at another time. 

 



9. Review the application for accuracy then click Continue Application.  

 

 

 

10. Enter 1 for the Plan Review Fee.  Click Continue Application 

 

 



11. Choose your payment type and click Submit Payment >> 

 

12. On our payment provider’s site, enter the appropriate information and complete the transaction. 

 

NOTE: we currently accept Visa, MasterCard and Discover for online payments. 

 

 

 


