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FIRE SUPPRESSION LICENSES

▪ A Master Fire Suppression Piping Contractor in NYC is a licensed professional approved by DOB to 

perform fire suppression piping work in one of the five boroughs.

▪ An Applicant can apply for either a Class A/B/C license or a Certificate only. 

▪ An Master Fire Suppression Piping Contractor Registration currently is valid for 3 years.

▪ There is a business address verification, Business Approval and insurance requirement as part of being 

a Class A/B/C licensed Master Fire Suppression Piping Contractor.

▪ An Applicant can apply directly for any of the license classes; there is no prerequisite license. 

▪ Licensees can only hold one license class type at a time. 
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FIRE SUPPRESSION LICENSE TYPES
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License Type Description of Work Performed

Class A Performs Suppression work that includes any standpipe system to which a sprinkler system 

exists or is now being connected; or:

▪ Up to 30 sprinkler heads off the domestic water in any one building

▪ Any dry, liquid or gaseous chemical fire containment, suppression, control or extinguishing 

system or any other device or means of control, suppression, containment or 

extinguishing of fire

Class B Performs Suppression work that includes any standpipe system to which a sprinkler system 

is or is now being connected; or up to 30 sprinkler heads off the domestic water in any 

building

Class C Performs any dry, liquid, or gaseous chemical fire containment, suppression, control or 

extinguishing system or any other device or means of control, suppression, containment or 

extinguishing of fire 



FIRE SUPPRESSION LICENSE REQUIREMENTS – PROCESS OVERVIEW

To become an NYC-licensed Master Fire Suppression Piping 

Contractor, an applicant is required to:

▪ Meet the license criteria (age, language, experience, etc.) 

▪ Pass the Written Examination

▪ Begin the application in DOB NOW: Licensing

▪ Upload all required documentation

▪ Pay any required fees 

▪ Submit the license application

▪ Complete the Business Approval Request for Class A/B/C
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FIRE SUPPRESSION LICENSES - QUALIFICATIONS

To become an NYC-licensed Master Fire Suppression Piping 

Contractor, applicants are required to meet these qualifications:

▪ Be at least 18 years old

▪ Be able to read and write the English language

▪ Be fit to perform the work authorized by the license

▪ Have good moral character

▪ For more details about becoming a Master Fire Suppression Piping 

Contractor, see the DOB Web Site. 
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https://www.nyc.gov/site/buildings/industry/master-plumbers-master-fire-suppression-piping-contractor.page


FIRE SUPPRESSION LICENSES - EXAMINATIONS

▪ Master Fire Suppression Piping Contractor 

Applicants must pass a Written Examination 

beginning their application for a new license. 

▪ The aspiring licensee must go to the DOB NOW 

Public Portal to pay for their exam. Once the 

payment is processed, the exam vendor will contact 

the Applicant to schedule the exam. 

▪ The fee for the Written Exam is $585. 
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FIRE SUPPRESSION LICENSES – BUSINESS APPROVAL

• To obtain a Class A/B/C License, the applicant is required to be an officer/partner/sole proprietor of a 

business/company and the business must have an office in New York City that complies with all Zoning 

Code Regulations. 

• If a Fire Suppression Piping Contractor submits an application with two businesses, both businesses 

must reside at the same location. 

• Business Approval Requests (BAR) and Business Address Verification will be applicable for all Class 

A/B/C licensees. 

• To obtain a Master Fire Suppression Piping Contractor Certificate only, Applicants don’t need to be 

associated with a business and there is no need for a BAR. 
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FIRE SUPPRESSION LICENSES – RECEIVING YOUR LICENSE

▪ After the License Application is approved, Licensees 

will need to sign the Executive Attestation and 

schedule an appointment to come into the DOB office 

to receive their license and Temporary Seal Letter 

(not for Certificate Only).

▪ The Seal will be ordered by DOB after you complete 

your Executive Attestation. When DOB has received 

your Seal, you will receive an email telling you to 

come into DOB to pick it up.  
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DOCUMENTS

Documents for a New License



LICENSES: REQUIRED DOCUMENTS 

▪ An overview of what documents are required for 

New License Applications, Renewals, and 

Reissues can be found in the Required 

Documents spreadsheet. 
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https://www.nyc.gov/assets/buildings/pdf/licensing_required_documents.pdf
https://www.nyc.gov/assets/buildings/pdf/licensing_required_documents.pdf


STATUSES



DOB NOW: Licensing – LICENSE REQUESTS STATUSES

▪ All statuses that can apply to License Requests can be found in the 

Licensing Statuses document. 
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https://www.nyc.gov/assets/buildings/pdf/licensing_application_statuses.pdf


FEES



DOB NOW: Licensing – LICENSE REQUESTS FEES

▪ All License Request fees can be found in the Licensing 

Fees document. 

▪ Late Fees for License Renewal apply if the Renewal 

Request is filed:

▪ 30 days or fewer before the Expiration Date of the 

License

▪ Up to one year after the Expiration Date of the 

License
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https://www.nyc.gov/assets/buildings/pdf/licensing_fees.pdf
https://www.nyc.gov/assets/buildings/pdf/licensing_fees.pdf


STEPS TO GET A LICENSE



STEPS TO GET A NEW LICENSE 

▪ These are the steps for applying for any License or Registration.

▪ Master Fire Suppression Piping Contractors are required to register/pay for and pass a Written Exam 

before the application is started. 
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APPLICANT COMPLETES 

APPLICATION, PAYS FEE,
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DOB NOW: LICENSING
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STEPS TO GET A NEW LICENSE 

▪ For Master Fire Suppression Piping Contractor Class A/B/C full licenses, the initial License Qualification 

Application must be followed by a Business Approval Request (BAR). 

▪ Once the Background Review is complete, the Applicant will be notified that their Qualification is Approved 

and that they need to submit a BAR. 

▪ The License will only be granted after the BAR is submitted and approved. 
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HOW TO REGISTER AND PAY FOR A 

LICENSE EXAM



HOW TO REGISTER AND PAY FOR AN EXAM

▪ Master Fire Suppression Piping Contractors must pass a Written Exam. 

▪ To be eligible to take the Written Exam, Applicants cannot have taken the exam in the last 14 days or 

three or more times in the past six months.
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HOW TO REGISTER AND PAY FOR AN EXAM

▪ Exams are not given by the Department of Buildings. Once an exam is paid for, it will be scheduled 

through an approved Exam Vendor. Applicants then upload their score report as part of the DOB 

Application.

▪ Applicants do not need to log in to register and pay for an exam.

▪ On the DOB NOW home page at nyc.gov/dobnow, select License Exam Application/Payment.
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HOW TO REGISTER AND PAY FOR AN EXAM

▪ Applicants can either make a New Payment or Repayment of Exam Fee (Returned Check). 
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HOW TO REGISTER AND PAY FOR AN EXAM

▪ Choosing New 

Payment will open the 

Exam Fee Details 

pop-up. 

▪ Once all fields are 

completed, select 

Create.
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HOW TO REGISTER AND PAY FOR AN EXAM

▪ A pop-up notification will state that 

the record was saved. Click OK to 

continue. 

▪ A pop-up Payment Confirmation 

notification will ask you to confirm 

you want to make the payment. Click 

Yes to continue. 
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HOW TO REGISTER AND PAY FOR AN EXAM

▪ A new Proceed to Pay button will appear. 

▪ A pop-up Payment Confirmation notification will ask you to confirm. Click Yes to continue. 

▪ You will be taken to the CityPay site (after a confirmation) to pay the Exam Fee by eCheck, credit card or 

PayPal/Venmo. Payments made by eCheck can take up to 10 business days to process.
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HOW TO REGISTER AND PAY FOR AN EXAM

▪ CityPay will provide a receipt that payment has 

been made.

▪ A notification on the DOB NOW home page will 

also confirm payment. The information will be sent 

to the exam vendor who will contact the applicant 

directly to schedule the exam. 
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HOW TO REGISTER AND PAY FOR AN EXAM

▪ Selecting Repayment of Exam Fee (Returned Check) will bring up the option to search for the payment 

by License Class, Receipt Number and Last Name. 

▪ Once it is found, users will be navigated to CityPay to complete the payment. 
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HOW TO LOG INTO DOB NOW: LICENSING



NYC.ID PROCESS OVERVIEW
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▪ One-time process for Existing DOB NOW Users:

▪ One-time process for New Users:

▪ DOB NOW integrated with NYC.ID in June 2024, requiring all returning and new users to have a NYC.ID account to log 

into DOB NOW. 



DOB NOW – USE AN NYC.ID ACCOUNT TO LOGIN

DOB NOW LOGIN

▪ If you have an eFiling Account, DOB NOW profile, or NYC.ID, 

enter the same email address associated with all your filings in 

DOB NOW. You will be redirected to the NYC.ID registration page.

▪ If you do not already have an NYC.ID you will be directed to 

create one. If you already have an NYC.ID you will be directed to 

enter the password associated with your NYC.ID.

▪ For step-by-step guides and videos, visit nyc.gov/dobnowtips.
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http://www.nyc.gov/dobnowtips
http://www.nyc.gov/dobnowtips


HOW TO APPLY FOR A NEW LICENSE

License Qualification Application Process



HOW TO APPLY FOR A NEW LICENSE

To apply for a new license or registration, log into DOB NOW, hover over the DOB NOW: Licensing module 

and select New License. From the dashboard click the + New License button to begin the application 

process.
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NEW LICENSE – LICENSE TYPES

▪ Select the radio button next to the License Type and then click Next. A License Class/Class Type will 

also need to be selected. Click the radio button and click Next. 
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NEW LICENSE – EXAM QUALIFICATION QUESTIONS

▪ Applicants must certify that they took the exam. 

▪ Enter the Pass Date for the Written Exam. 
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NEW LICENSE – SUPPLEMENTAL INVESTIGATION QUESTIONNAIRE 

▪ Click the appropriate answers to all questions asked on the Supplemental Investigation 

Questionnaire. 

▪ The questions differ depending on the License Type. 

▪ Click Submit at the bottom of the pop-up window. Once the questionnaire is submitted, the information 

provided cannot be changed.
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NEW LICENSE – GENERAL INFORMATION  

▪ Enter all the required fields on the General 

Information tab, including (if not auto 

populated):

▪ Home Telephone Number

▪ Borough

▪ Personal Information 

▪ Filing Representative or Preparer 

information if appropriate 

▪ Details on what information will be required 

varies depending on license type. 
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NEW LICENSE – GENERAL INFORMATION (NO DOB LICENSE)  

▪ If you do not have a DOB license, General Information is auto populated from your NYC.ID and DOB NOW 

Account.  

▪ To change your name or email address, select Manage/Associate Licenses from the person icon in the top 

right corner. Then select the link in update your NYC.ID account. 

▪ To change your address information, select the Edit button.
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NEW LICENSE – GENERAL INFORMATION (EXISTING DOB LICENSE)  

▪ If you have an existing DOB license, the General Information section will be auto filled from that license 

information. 

▪ To update licensee name or address information, follow the instructions in the Manage Profile section of 

this presentation. 
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NEW LICENSE – COMPLETE & SAVE APPLICATION

▪ Mark whether you are a City Employee.

 

▪ Click Save. A Notification will display 

which information cannot be changed 

after saving. To move forward, select 

Save again. 

▪ Click OK to confirm the application has 

been saved.
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NEW LICENSE – STATUS BAR 

▪ After the Application is saved, a message will appear at the top of the page: “Complete all required fields 

that have a red asterisk. Once the Save button is selected, additional sections will appear. Complete all 

required sections then select the Pay Now button. After Payment is submitted, select the Preview to File 

button to submit the application. If the status bar above indicates Pre-filing status, it has not been 

submitted to DOB for review.”

▪ The Status Bar will also appear. The details of the status bar will differ depending on the license type. 
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NEW LICENSE – LICENSE APPLICATION

▪ A License Application number will be assigned.

▪ Five more tabs will appear to be completed:

▪ Background Investigation

▪ Qualifications/Experience

▪ Child Support Certification

▪ Documents

▪ Statements & Signature
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NEW LICENSE – BACKGROUND INVESTIGATION

▪ Go to the Background Investigation tab and then click the + Add History button to enter details of any 

license, certification, or registration issued to the Applicant by any city or state.

▪ At least one License, Certification, or Registration is required in this section. 
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NEW LICENSE – BACKGROUND INVESTIGATION

▪ For each license, enter:

▪ Name

▪ Type

▪ License/Certification/Registration Number

▪ Current Status

▪ Expiration Date

▪ Then click Save.
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NEW LICENSE – BACKGROUND INVESTIGATION 

▪ If the applicant has a Driver’s License, enter the state and number of the license.

▪ If any licenses or government-granted privileges have ever been denied, rescinded, revoked, 

surrendered, suspended or disqualified, explain the details in the Comments. 

▪ Depending on the License Type, additional questions may appear. Answer all questions.
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NEW LICENSE – BACKGROUND INVESTIGATION 

▪ The Education section may appear. Click +Add Education.

▪ Fill out the pop-up window.  

▪ Click Save.  
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NEW LICENSE – BACKGROUND INVESTIGATION 

▪ In the Personal Information section, answer if you have ever been known by any other names. If yes, 

click the + Add History button to enter any prior names.

▪ Click Save when done.
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NEW LICENSE – BACKGROUND INVESTIGATION

▪ Answer the Yes/No questions about whether the Applicant has worked for a city, state or federal 

government agency and whether they are related to any DOB employee(s). 

▪ Any Yes answers, either here or above, require an explanation in the Comments field. 
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NEW LICENSE – BACKGROUND INVESTIGATION

▪ Enter the full address of all residences 

where the Applicant has lived for 3 or more 

months in the past 10 years (or since they 

left high school, whichever is less). 

1. Click the + Add Residence button. 

2. Enter the most recent address 

information and click Save.

3. Click OK to complete the process.

▪ Repeat as many times as necessary.

49

1

2

3



NEW LICENSE – QUALIFICATIONS & EXPERIENCE

▪ Click on the Qualifications/Experience tab. 

▪ Answer the Yes/No questions about Convictions and Fines. The questions asked depend on the License 

Type being requested. 

▪ If there are any Yes answers, a new tab will appear when the application is saved: Supplemental 

Affidavit. Explain the Yes answers in that new tab. 
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NEW LICENSE – QUALIFICATIONS & EXPERIENCE

▪ Enter employment history for each job the Applicant 

is using as Qualifying Experience. 

▪ Click the + Add Employment History button and enter 

work history, starting with the current job and then 

going in reverse chronological order.
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▪ Provide a valid 

Supervisor(s) Telephone 

Number for experience 

verification. 



NEW LICENSE – QUALIFICATIONS & EXPERIENCE

▪ Enter all required 

information on the 

Employment Information 

tab.  
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NEW LICENSE – QUALIFICATIONS & EXPERIENCE

▪ On the Wages Detail tab, enter 

Title, Time Period, Wages per 

Hour, Hours per Week, and 

Description of Type of Work 

Performed.

▪ Click Add.

▪ Repeat for other titles held at that 

company.

▪ Click Save to complete entry. 
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NEW LICENSE – QUALIFICATIONS & EXPERIENCE

▪ The Supplemental Investigation Questionnaire displays the answers selected when initiating the 

application.

▪ This section is read-only and cannot be edited.
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NEW LICENSE – CHILD SUPPORT CERTIFICATION 

▪ On the Child Support 

Certification tab, answer the 

Yes/No question(s).

▪ Any YES answers will open 

additional questions to answer. 
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NEW LICENSE – SUPPLEMENTAL AFFIDAVIT

▪ The Supplemental Affidavit tab 

appears only if Yes is answered to 

questions about Convictions or 

Penalties and Fines on the 

Qualifications/Experience tab. 

▪ Enter details as appropriate. 
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NEW LICENSE – SUPPLEMENTAL AFFIDAVIT 

▪ Enter data into the Conviction Details pop-up:

▪ Date of Conviction

▪ Charge or Offense

▪ Name of Court

▪ Location of Court

▪ Sentence or Disposition
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NEW LICENSE – SUPPLEMENTAL AFFIDAVIT 

▪ Enter details on the Penalty and Fine 

Details pop-up:

▪ Debtor (Self or Company)

▪ Company

▪ Amount Owed

▪ New York City Agency/Authority 

(Sanitation, Fire Department, DEP, 

NYPD, Buildings or Other)
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NEW LICENSE – DOCUMENTS

▪ All required documents 

will be listed on the 

Documents tab. 

▪ Click the Upload button 

to add a document.
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See the Licensing Required Documents for an overview of what documents are required for New License 

Applications.



NEW LICENSE – DOCUMENTS

▪ Click Choose File to navigate to the 

document on your computer.

▪ Click Upload to complete the upload 

process for the document.

▪ The +Add Document button may be 

used to add Additional Supporting 

Documents.
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NEW LICENSE - DOCUMENTS

▪ If an Additional Supporting Document is removed while the license application is in Objections or QA 

Failed status, the removed document will appear in the Documents Removed By User section.  
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NEW LICENSE – STATEMENTS & SIGNATURE

▪ On the Statements & Signature tab, the Applicant clicks the checkbox to Sign the application.
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NEW LICENSE – STATEMENTS & SIGNATURE

▪ Additional attestations appear for: 

▪ Background Investigation Questionnaire

▪ Voluntary Authorization for Service of Process by Email

▪ Supplemental Investigation Questionnaire

▪ Child Support

▪ Answer all attestations appropriately.
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NEW LICENSE – PAY FEE

▪ Click the Pay Now 

button at the bottom 

of the toolbar on the 

right to pay the fee.

▪ Pay the amount in 

full. Partial payment 

is not an option. 
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NEW LICENSE – FILE APPLICATION

▪ Click on the Preview to File button to 

submit your License Application.

▪ After the Application Preview window 

opens, review the entire application 

and page through the preview by 

clicking the Next button.

▪ Click the checkbox to sign the filing, 

and then click File.

65



NEW LICENSE – APPLICATION FILED

▪ Click OK on the Notification pop-up.

▪ The Status Bar will update to the next status (e.g. 

Pending Background Review). 
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NEW LICENSE – APPLICATION FILED

▪ You will receive an email that your license application has been submitted and is awaiting review. 
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RESPONDING TO OBJECTIONS OR 

REQUESTING RECONSIDERATION



RESPONDING TO OBJECTIONS OR REQUESTING RECONSIDERATION

▪ The Background Unit has three options for responses to License Applications:

▪ Approved: The background investigation is complete, and the License Application can move 

forward for review by the Licensing Unit.

▪ Objections: There is an issue with the License Application that must be addressed by the Applicant 

before the background investigation can be completed.

▪ Denied: The License Application cannot be approved with the information given. The Applicant 

can request to Reconsider the denial.
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RESPONDING TO OBJECTIONS

▪ If there is an Objection raised on a License Application, the Applicant will receive a notification email. 
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RESPONDING TO OBJECTIONS

▪ Log into DOB NOW: Licensing, and from the My Applications tab on your dashboard, open the application 

that is in Objections status. A new Objections tab will display the Objection(s). Click the drop-down arrow 

to see comments. 
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RESPONDING TO OBJECTIONS

▪ Add any additional Comments in 

the Comments box.  

▪ Click Resolve. 

▪ Add documents or otherwise update 

the License Application as needed. 

▪ Complete Attestations on the 

Statements and Signatures tab.  

▪ Resubmit updated License 

Application. The application will 

not be reviewed again until it is 

resubmitted.
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REQUESTING RECONSIDERATION

▪ If a License Application has been denied by the Background 

Unit, the Applicant has 60 days to request that the Application 

be Reconsidered. 
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REQUESTING RECONSIDERATION

▪ Reconsideration can only be requested once. If the reconsideration is denied, a new Application must be 

submitted. 

▪ From the My Applications tab on the dashboard, choose Reconsider from the Select Action drop-down on 

a Denied License Application.
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REQUESTING RECONSIDERATION

▪ Select Save on the Reconsider application. Then on the Documents tab, upload a Reconsideration 

Statement/Affidavit explaining the Reconsideration request. 

▪ There is no fee for submitting a Reconsideration request. The request is not submitted until Preview to 

File is selected.
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HOW TO SUBMIT A BUSINESS APPROVAL 

REQUEST



SUBMITTING A BUSINESS APPROVAL REQUEST

▪ Once a License Qualification Request is Approved for a Master Fire Suppression Piping Contractor (Class 

A, B or C) license, the Application Status will change to Qualification Approved – Business Application 

Pending. 

▪ At the top of the dashboard, click the +Business Approval button. 
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ Enter the approved License Application number from the related License Qualification Application. 

▪ Click Submit. 
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ You will be brought into the BAR form. Click Save.

▪ Click Yes in the Confirm pop-up.  
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ A Request Number will be assigned, and 

the Add Business Information button will 

become active. 

▪ Click +Add. 

80



SUBMITTING A BUSINESS APPROVAL REQUEST

▪ You will be brought into the Business Information data entry. Answer if you are creating a new business 

or joining an already approved existing business. 

▪ Enter Business Information. 
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ Business Type options are:

▪ Corporation

▪ Limited Liability Company (LLC)

▪ Partnership

▪ Sole Proprietor

▪ Individual
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ Address Type options are:

▪ Primary

▪ Secondary

▪ Partner or Officer Information must be entered for Corporation, 

LLC, or Partnership. Click Save to enable the +Add button. 
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ In the Partner or Officer Information pop-up, enter information on the first partner or officer. Click Save. 

▪ Repeat process for each partner or officer.
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ The Edit button and the Delete button can be used to edit or delete Partner or Officer information

85



SUBMITTING A BUSINESS APPROVAL REQUEST

▪ General Liability Insurance is required for all businesses. 

▪ Workers Compensation Insurance and Disability Insurance may be waived. 

▪ Enter all Insurance Information for each type of insurance the business holds:

▪ Policy Number

▪ Policy Start Date

▪ Policy Expiration Date

▪ Broker Information 
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ If Workers Compensation Insurance or Disability Insurance are waived, Applicants must enter 

Certificate Number, Received Date, End Date and Broker Information for each waived insurance type. 
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ Comments may be added at the bottom of the page. 
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ All Documents can be 

uploaded on the 

Documents tab. 

▪ The process for 

uploading documents is 

the same as discussed in 

the License Application 

section above. 

▪ Documents required will 

be based on the 

Business Type. 
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ Business Information can be edited or deleted from the General Information tab of the BAR. 

▪ Click +Add again to enter another business. A second business can be added to Master Fire Suppression 

Piping Contractor licenses. Both businesses must have the same address. 
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ An Attestation must be clicked on the Statements & Signature tab of the BAR. 

▪ Click Save and then Submit to complete the BAR. There is no fee.
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SUBMITTING A BUSINESS APPROVAL REQUEST

▪ The Business Approval tab of the Dashboard displays all BARs. 
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GETTING THE LICENSE



GETTING THE LICENSE

▪ Once the License Application is Approved, the Applicant will receive an email notification to schedule an 

appointment. 
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GETTING THE LICENSE

▪ Log into DOB NOW: Licensing and on the My Application tab, 

the Application Status will be Approval Letter Sent. 

▪ Double-click on the application to open it. Click OK on the 

popup.  
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GETTING THE LICENSE

▪ From the Statements and Signature tab, scroll down to sign the Executive Order Attestation. Then select 

Save.

96



GETTING THE LICENSE

▪ Schedule an appointment by clicking on the Appointments tab and then clicking the 

+Schedule Appointment button. 
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GETTING THE LICENSE

▪ The New Appointment window will open.

▪ Select an Appointment Date from the calendar and 

then select an Appointment Time from the drop-down 

menu. 

▪ Click Schedule.

▪ Click Yes to Confirm.
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GETTING THE LICENSE

▪ The appointment details will be listed on the tab. If there is a need to cancel the appointment, it can be done from here. 

▪ An email notification is sent confirming the appointment. The Licensing Unit is located at 280 Broadway, 1st Floor in 

Manhattan. The Applicant is required to attend the appointment; a representative cannot obtain the License Card.

▪ The License Card and Temporary Seal Letter will be issued at the appointment scheduled with DOB. If a picture is 

necessary, it will be taken during that appointment.

99



GETTING THE LICENSE

▪ DOB will order your Seal after the 

License Card and Temporary Seal 

Letter are picked up by the Applicant. 

▪ When the Seal is ready, you will be 

notified to come into DOB to pick it 

up. 
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RENEW LICENSES



RENEW LICENSE

▪ Licenses can be renewed starting 90 days before the Expiration Date and up to one year after the 

Expiration Date 

▪ To initiate a renewal, click the Renew License button on the dashboard. 
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RENEW LICENSE

▪ Select the radio button for the license to be renewed and press Proceed. 
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RENEW LICENSE

▪ Answer if it will be a Renewal with Change. 

▪ If yes, identify what information will be 

changing. The options available depend on 

the license or registration being renewed. 

▪ Click Next. 
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RENEW LICENSE

▪ The renewal form will be auto filled with the existing data from the license. 

▪ Click Save. Click Save again on the Notification pop-up. Click OK on the confirmation pop-up. 
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RENEW LICENSE

▪ Update all information that has changed. Even in a Renewal without Change, some information may be 

updated. 

▪ Upload required documents. (See Documents Spreadsheet for details)
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RENEW LICENSE

▪ Click the checkboxes for the Attestations on the Statements & Signatures tab. 

▪ Pay the Renewal Fee. Click Preview to File to submit your Renewal request. 
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RENEW LICENSE

▪ Renewal requests will go through QA review. 

▪ You can follow the progress of the renewal request on the My Applications tab on the DOB NOW: 

Licensing dashboard. 
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MANAGE LICENSE



MANAGE LICENSE REQUESTS

110

The contents of this drop-down will vary depending on licenses held.

▪ Change from Certificate Only to Class A/B/C – Update Certificate 

Only MFSPC license to Class A/B/C

▪ Change to Different Business – Licensees can switch their business 

affiliation to a different business using this function

▪ Reissue Card – A License Card can be reissued if the card was 

stolen, lost, or never received in the mail

▪ Replacement Seal – If a seal is lost, stolen or damaged, licensees 

can request a replacement 



MANAGE LICENSE REQUESTS
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▪ Retiring – When a licensee is no longer working in that capacity, and will 

not be working in that capacity again, they can Retire their license. To begin 

working again, the licensee would need to apply for a new license. 

▪ Shelving – When a Master Fire Suppression Piping Contractor is no longer 

working in that capacity, they can Shelve their license. The license will be 

converted to Certificate Only. 



MANAGE LICENSE REQUESTS
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▪ Update Business Information – Update business information for Master Fire Suppression Piping 

Contractor Class A/B/C. Transactions include:

▪ Business Address Change

▪ Business Name Change

▪ Business Telephone Change

▪ Change Partner or Officers

▪ Update/Add Insurance



MANAGE LICENSES

Change from Certificate Only to Class A/B/C



CHANGE LICENSE/REGISTRATION TYPE
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▪ This option will only appear for users holding Master Fire 

Suppression Piping Contractor Certificate Only Licenses. 

▪ Select the appropriate option from the Manage License drop-down 

menu. 



CHANGE LICENSE/REGISTRATION TYPE
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▪ Click the radio button for the license associated with the registration you are updating. 

▪ Press Proceed. 



CHANGE LICENSE/REGISTRATION TYPE
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▪ Confirm your choice by pressing Next on the 

Change pop-up window. 



CHANGE LICENSE/REGISTRATION TYPE
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▪ The General Information tab will be auto filled from the existing License/Registration information. 

▪ Click Save. 



CHANGE LICENSE/REGISTRATION TYPE
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▪ Existing information will be auto 

filled into the Background 

Investigation, 

Qualifications/Experience and 

Child Support Certification 

tabs. 

▪ The system will grey out any 

sections that cannot be updated. 

Update all tabs as required.

▪ Upload all documents and sign 

the Application. 



CHANGE LICENSE/REGISTRATION TYPE
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▪ The fee for these changes can be found in the Licensing Fees Document. 

▪ Pay the fee before submitting your request. 

▪ The approval process for this request will follow the same path as the initial Application. 

▪ These change requests will appear on the My Applications tab of the DOB NOW: Licensing dashboard. 



MANAGE LICENSES

Reissue Card



REISSUE CARD
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▪ Select Reissue Card from the Manage License drop-down menu.

▪ Click the radio button for the relevant license.  



REISSUE LICENSE – REASON FOR REISSUE

▪ The General Information tab will appear with the information auto populated from the original license 

request.  

▪ Under the Application Information section, select a Reason for Reissue. The options are:

▪ Stolen ID Card 

▪ Lost ID Card

▪ Never received ID Card (only appears if Applicant is requesting a second Reissue)
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REISSUE LICENSE – COMPLETE REQUEST

▪ Once the information on the General Information tab is saved, an Application 

Number will be generated. 

▪ The process to complete the Reissue is the same as the steps in the Renewal 

process:

▪ Fill in all new or updated information, upload any required documents and 

complete the attestation on the Statements and Signature tab. 

▪ There is a $50 fee for Reissuing a license. 

▪ Once the request is filled out and the fee has been paid, the 

applicant clicks Save and then Preview to File to submit the application.  
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REISSUE CARD

▪ The reissue application is then reviewed by the Licensing Unit. The Application Status is Pending QA Review. 

▪ Once the Licensing Unit has Approved the request, the applicant will receive an email notification and the new 

License Card will be put in the mail within 30 days. 

▪ Applicants will see the Reissue Request on the My Applications tab of DOB NOW: Licensing. 
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Replacement Seal
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▪ Select Replacement Seal from the Manage License drop-down 

menu. 
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▪ The system will only display licenses that have an associated seal. 

▪ Click the radio button for the license for which you need a replacement seal. 

▪ Press Proceed. 



REPLACEMENT SEAL
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▪ In the General Information tab, select the Reason for Replacement:

▪ Seal was Lost

▪ Seal was Stolen

▪ Seal was Damaged
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▪ If you specify that the Seal was Damaged, select the 

Description of Damage: 

▪ Imprint not visible

▪ Handle broken

▪ Seal clip is broken

▪ Seal is worn out



REPLACEMENT SEAL
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▪ Click Save. 

▪ The Background Investigation, 

Qualifications/Experience, Child Support Certification 

and Documents tab will appear. All information will be 

copied from the initial License Application. 

▪ On the Statements & Signature tab, click to attest 

to each statement. 

▪ Pay the $50 fee (if charged) and then click Preview 

to File. Follow on-screen instructions. 

▪ The request will appear on the My Applications tab 

of the dashboard. 
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Shelving/Retiring
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▪ Select Shelving or Retiring from the Manage License drop-down 

menu (the process is the same for both). 



SHELVING/RETIRING
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▪ Select the relevant license from the pop-up window and click Proceed. 



SHELVING/RETIRING
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▪ Answer the Reason for Shelving/Retiring. (Company has dissolved, Company will dissolve, No longer 

performing work in NYC, Business being sold, or Other). If you choose Other, you will need to specify the 

other reason.
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▪ Also answer the Status of Open Permits/Jobs:

▪ Open jobs transferred to another licensee

▪ Closed the open jobs
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▪ For Shelving Master Fire Suppression Piping Contractor licenses, pay the $50 fee. 

▪ Click Save. 

▪ The status bar updates showing all steps of the review process. Note that both Shelving and Retiring 

require licensees to go to the DOB office to return their ID Card and Seal. 
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137

▪ You must upload all documents listed on the Documents tab. The documents listed will differ based on the 

reason for Retiring or Shelving you chose. 



SHELVING/RETIRING
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▪ Complete the Attestations on the Statements and Signatures tab and then click Preview to File to submit 

your request. 

▪ Shelving/Retiring requests will appear on the My Applications tab of the DOB NOW: Licensing dashboard. 

▪ Once your submission has reached Approval Pending Submission of Card and Seal status, you must 

schedule an Appointment. The Appointment process is the same as seen in the New License section 

above. 
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Update Business Information



UPDATE BUSINESS INFORMATION

▪ To update Business Information, hover over the Manage License 

button and select Update Business Information. 

▪ Select the relevant License and click Next. 
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UPDATE BUSINESS INFORMATION

▪ Click the radio button to select the business you are updating and then press Proceed.

▪ Click the checkbox(es) for the information that will be updated and click Proceed again. Not all options 

may be combined; the system will adjust to make it clear what can and cannot be combined.  
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UPDATE BUSINESS INFORMATION

▪ The field(s) you are updating will allow you to input changes.

▪ Click Save once all fields are updated.  
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BUSINESS INFORMATION – COMPLETE REQUEST

▪ If documents are required, they will be 

listed on the Documents tab. Upload as 

necessary. 

▪ Check the box on the Statements & 

Signature tab to attest. 

▪ Save the request and then click Preview 

to File. 

▪ The request will appear on the 

Business Approval tab of the 

dashboard. 
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MANAGE PROFILE

Update License Holder Name or Address



MANAGE PROFILE – UPDATE LICENSE HOLDER INFORMATION

▪ To update the Licensee’s name and/or address, 

hover over the Manage My Profile button on the 

dashboard and select Manage Profile. 

▪ From there, make a selection:

▪ Change Name

▪ Change Address

▪ Change Name & Address

▪ A notification will appear to confirm the change. 

Click Yes. 
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UPDATE LICENSE HOLDER INFORMATION – NAME OR ADDRESS

▪ The Applicant will be brought into a 

new window where they will see the 

existing information as well as blank 

boxes to enter new information. 

▪ Once all information has been updated, 

click Save to generate a Request 

Number. 
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UPDATE LICENSE HOLDER INFORMATION – REQUIRED DOCUMENTS

▪ In the Documents Tab, the 

Applicant must upload Proof 

of Name Change (current 

photo ID: driver’s license, 

learner’s permit, state ID, 

green card, or passport) 

and/or Proof of Residence 

(utility bill, bank statement, 

or lease/deed).
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UPDATE LICENSE HOLDER INFORMATION – STATEMENTS & SIGNATURE

▪ The License holder then attests to the update request by clicking the checkbox. 
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UPDATE LICENSE HOLDER INFORMATION – PAY FEE

▪ Save the request.

▪ The request cannot be submitted until the fee of $50 per 

license is paid. 

▪ Click on the Pay Now button on the bottom of the right menu 

bar to make the payment. 
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UPDATE LICENSE HOLDER INFORMATION

▪ Click Preview to File to submit the Request. 

▪ If acceptable, check the box to attest on the final page.

▪ Click File to submit the request.

▪ Once the Licensing Unit has Approved the request, the applicant will receive an email notification and 

the new License Card in the mail within 30 days.
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IMPORTANT NOTES



JOB APPLICATIONS AND INSPECTIONS REPORTS

▪ The information in an approved DOB NOW: Licensing application 

creates a DOB NOW profile. When the email address associated with 

a DOB NOW profile is entered into a filing in DOB NOW: Build, DOB 

NOW: Safety or DOB NOW: BIS Options, it will auto-populate with the 

information provided.

▪ Licenses issued in DOB NOW: Licensing are automatically reflected in 

your DOB NOW profile and no longer require authentication. An 

NYC.ID account is required to access DOB NOW. An eFiling account 

is no longer needed, and updates made in eFiling will not sync with 

your DOB NOW profile. Any changes to these licenses are made 

directly in DOB NOW: Licensing. 
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