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Requesting a Project Authorization on FDNY Business
After an Application has been accepted, Project Authorization is required before the Applicant can
implement the approved plan.

Once you receive a Letter of Acceptance with a stamped plan, it is your responsibility to submit a
Project Authorization Request.

From the homepage, click the Login button. See Figure 1.

FDNYBusiness

FDNY Dashboard Return to NYC Business

My Account

Announcements Register for an Account
= ‘

Advanced Search

We are pleased to offer our citizens, businesses, and visitors access to government services online, 24 hours a day, 7 days a week.

What would you like to do today?
Search Applications/Requests

Initiate Application/Request

Fig.1: FDNY Business — Applicant Login 1

Enter your Email Address (your NYC ID) and Password and click the Log In button. See Figure 2.

Login
Log in using your NYC account.

Email Address or Username: *

fdnyunitadmin °

Password: *

Il.llldl‘ e L

Create Account
Forgot Password

Fig.2: FDNY Business — Applicant Login 2
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Once logged in, click Initiate Application/Request. See Figure 3.

FDNY Dashboard Return to NYC Business

My Account
=

Walcomae Vinoth Damodharan
Go to My Drafis to see apphcations thal you are currently working on

Go to My Records to check the status of apphcation that you have submitied

What would you like to do today?
Search Applications/iRequests

Ilmlna{e Application/Request I

Fig. 3: Initiate Application/Request

You are directed to the Select Type of Application page. Click the Design and Installation
Application drop-down list and select the “Project Authorization Request” option. Then, click

Continue Application. See Figure 4.

Create an Application Search Applications

Select Type of Application

Choose one of the following application types.
Need help with FDNY Business? Please click here for more information.

What are you applying for today? | Y

» Plan Review Application
» Fire Code Administration and Design Code
» Emergency Planning and Preparedness
w Design and Installation lication
(® Project Authorization Request
Request for Inspection Cancellation
Technology Management Application
() Technology Management Withdrawal Request

» Public Request for Inspections
» Cancellation Request

» Record Linking

» BFP

Continue Application » 4—6

Fig.4: Choose ‘Project Authorization Request’




A new screen opens. As indicated in the example in Figure 5, enter the Record ID of the Application

for which the Letter of Acceptance was issued. Then, click Continue Application.

Home

Create an Application Search Applications

Project Authorization Request

ication Supportini Review and Confirmation and
1 mmhn < Docpﬂ?nsn{gs 3 Submit 4 Payment

Step 1: Application Information>JAccepted Plan Info |

*Note:
1. *Indicates a required field
2. You will be able to edit the details in this application from the "Review and Submit” page prior to final submission

Accepted Plan Details

I * Record ID or FPIMS account number: I o—_H 2020—TMRGHD—000072-PLAN| X ‘

Save and Resume Later %%mﬁf:&?mﬁw to avoid losing your work by clicking on Continue Application »

Fig.5: Enterthe Record ID

To proceed, you must add a Licensed Professional contact in the “Contractor Information” section.
This is done using the Add a State License button or the Look Up DOB License button.

In the example in Figure 6, the Add a State License option will be chosen to add a Licensed

Professional/Contractor.

Project Authorization Request

4 Application 2 Supporting 3 Rewew and
Information Documents Submit
Step 1:Application Information >Contact Information
*Nole

N

ble 1o edit the delails in this application from the "Review and Submit” page pnor to final submiss

Contractor Information

To add a State Licensed Professional contact, click the Add a State License button. To add a DOB Licensed Profeq
DOB License button. If you have already added a Licensed Professional contact to this section, click the Edit link toj
link to remove the contact

Add a State License Look Up DOB License

Building Owner

Fig.6: Click ‘Add State License’
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The Licensed Professional Information page opens. Click the License Type drop-down list and

select the appropriate value. In the example in Figure 7, we will select “Professional Engineer”.

Licensed Professional Information

Professional License Number

License Type

fdle Name Last Name:

Name of Business:

Email Address:

Building No: “ Street Name Floor#/Apti#/Suite:
City: State: Zip:
NY
Business Phone Mobile Phone: Business Fax

Fig.7: SelectaValue for‘License Type’

As indicated by asterisk marks, populate all mandatory fields. Once completed, click the

Save and Close button. See the example depicted in Figure 8.

Licensed Professional Information

License Type: Professional License Number
Professional Engineer v 1234512 .:'I

First Name: Middle Name: Last Name:
vinoth damodharan

Name of Business:

fdny test

Email Address: o

vinoth.damodharan@gcomsoft.com

Building No Street Name Floor#/Apt#/Suite:

10 park avenue

City: State: Zip

newyork NY 10016-
Mobile Phone: Business Phone Business Fax

(398) 429-3482

Save and Close Clear Cancel

Fig. 8: Populate/Click ‘Save and Close’
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The page refreshes. As indicated in Figure 9, the “Contractor Information” section displays a notice

that the State Licensed Professional has been successfully added.

Contractor Information

To add a State Licensed Professional contact, click the Add a State License button. To add a DOB Licensed Professional contact, click the Look Up
DOB License button. If you have already added a Licensed Professional contact to this section, click the Edit link to edit the contact or click the Remove
link to remove the contact

¥ Licensed professional added successfully. ~————
vinoth damodharan
fdny test

License Type:Prof

Edit'View Remove

Fig.9: Licensed Professional Successfully Added

Scroll down the page and complete the remaining section(s) (e.g., the “Building Owner” and/or
“Business Owner” sections), as applicable. See Figure 10.
NOTE: Depending on the application type, “Owner” can refer to two (2) different owner types.

Each owner type MAY OR MAY NOT be the same individual /entity. You MUST ensure
that you associate the correct “Owner” in your Project Authorization Request.

e For Rangehood Plans: “Owner” is defined as the Business Owner
e For All Other Plans: “Owner” is defined as the Building Owner

Building Owner k

To add new contacts, chick the Select from my Account or Add New button. If you already have added the contact, click Edit to edit your contact details or click Remove to

remove

Select from My Account m \

Business Owner

To add new contacts, chck the Select from my Account or Add New button. If you already have added the contact, chick Edit o edit your contact details or chickrRemove to

remove

Select from My Account Add New

Fig.10: Providethe Applicable Owner Information




Next, click the Select Applicant drop-down list. For the purposes of this example, as shown

in Figure 11, you will identify yourself as the “Contractor (Licensed Professional).” Then, click

Continue Application.

Applicant

The Applicant will be the point of contact for all communications related to this application. Choose a contact from the list below to designate them as the Applicant or

choose “Other” to manually enter the Applicant's information on the next page

I Select Applicant:

Save and Resume Later

Building Owner ! ! )

Business Owner
Contractor(Licensed Professional) |
Other

Tip: Save your application periodically to avoid losing your work by clicking on : =
‘Save and Resume Later' button e/ Continue Application »

Fig.11: Applicantldentification/Continuethe Application

Enter all applicable insurance-related information. Completion of the uppermost “Insurance

Information” section is mandatory for ALL plan types. Then, click Continue Application. See

Figure 12.

NOTE #1: The Insurance Expiration Date value MUST be a future date.

NOTE #2: The lowermost “Insurance Information” section is mandatory for ALL

Fire Alarm Applications. If you are submitting the Project Authorization
Request for an accepted Fire Alarm plan, the S97 Certificate of Fitness
Number information MUST be provided, as highlighted below in “yellow.”

Insurance Information

* Insurance Type:

Policy:

* Insurance Company Name:

Insurance Expiration Date:

Insurance Information

§97 Certificate of Fitness Number:

Company Name:

I | -—O
| |

Save and Resume Later

Tip: Save your application periodically to avoid losing your work by clicking on ; icati
‘Save and Resume Later button 3 Continue Application »

Fig.12: ApplicantInsuranceInformation



You will be directed to a new page and must complete the “Digital Signature” section. After populating

the name fields, you must select the appropriate value from the Title Role drop-down list. Then, click

Continue Application. See Figure 13.

NOTE: “Digital Signature” section fields MUST match the user who currently is logged
in to FDNY Business and who is entering this information.

Project Authorization Request
Application 2 Supporting 3 Review and 4 Confirmation and
Information Documents Submit Payment

Step 2:Supporting Documents > Digital Signature
Note

1. "Indicates a required field
You will be able to edit the details in this application from the "Review and Submit” page prior to final submission

Digital Signature
Prowvide the information of the person filling out and submitting this application
*First Name: : Vinoth
_ T—0
" Last Name: | Damodharan
* Title Role: Contractor(Licensed Professional) |Z| - e

- Tip: Save your application periodically to avoid losing your work by clicking on | - T
Save and Resume Later Shve and Restine | ater b?.rrteran 9 by ng e—> Continue Application »

Fig. 13: Digitally Sign the Application

After digitally signing the Project Authorization Request, you are brought to the Supporting

Documents page.

NOTE: Regardless of application type, the Certificate of Insurance MUST be
uploaded and attached to the Project Authorization Request.

You are responsible for uploading and attaching this document prior to
submitting the Project Authorization Request.

For instructions on uploading and attaching documents, see FDNY Business
Technology Management Training page.

You are taken to the “Review and Submit” section. This section displays a summary of all the

information entered for this Project Authorization Request.


https://www1.nyc.gov/site/fdny/business/all-certifications/plan-tm-training.page
https://www1.nyc.gov/site/fdny/business/all-certifications/plan-tm-training.page
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Scroll down the page to review the accuracy of all entered data. If necessary, click the corresponding

Edit button to make any corrections before you continue. See Figure 14.

Application Supporting Review and Confirmation and
Information 2 Documents 3 Submit 4 Payment

1

Step 3:Review and Submit

Record Type

Project Authorization Request

Accepted Plan Details Edit

Record ID or FPIMS account number 2020-TMRGHD-000272-PLAN

Contractor Information

usiness
NY Professiona
vinoth.damodharan@

vinoth damodharan
fdny test

10

park avenue
newyork, NY, 10016

Building Owner

Business Owner

Fig. 14: Review Project Authorization Request Entries/Attachments

When you are ready to continue, click the checkbox to acknowledge terms and conditions and click

Submit Application. See Figure 15.

exchange for special consideration. Violation is punishable by imprisonment or fine or bath. | understand that falsification of any statement is a misdemeanor and is punishable by a fine ~
or impri , or both. 1 L d that if | am found after hearing to have knowingly or negligently made a false statement or to have knowingly or negligently falsified or allowed 1o

be falsified any cerlificate, form, signed statement, application, report or certification of the comection of a violation required under the provisions of the NYC Administrative Code,

including the New York City Fire Code or of a rule of any agency, | may be barred from filing further applications or documents with the Fire Department. | hereby certify that | am

authorized by the owner named herein, to file this application on their behalf. | hereby certify that |, or a qualified employee, or authorized agent under my direct consent, prepared or

supervised the preparation of this application, and the plans, documents and/or specifications herewith submitted and to the best of my knowledge and belief, the plans and documents,

and work shown thereon comply with the provisions of the NYC Administrative Code, including the New York City Fire Code and other applicable laws, codes and rules. | acknowledge W
that | have read and comnlied with all insiructions nertainina fo this annlication and with supnlementary sehedules submitted v
By checking this box, | agree to the above certification and electronic signature. Date: 07/30/2020

d Tip: Save your application periodically to avoid losing your work by clicking on " :
Save and Resume Later emend e . Submit Application >

g

Fig. 15: Confirm Agreement/Click ‘Submit Application’

The screen refreshes and indicates the Project Authorization Request has been successfully

submitted.
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As highlighted below in “yellow”, your Record ID for this Project Authorization Request is displayed.

You will also receive an email confirming your request. See Figure 16.

Home

Create an Application Search Applications

Project Authorization Request

Application » Supporting Review and 4 Confirmation and

! Information Documents 3 Submit Payment

Step 4: Confirmation and Payment

Your Request has been successfully submitted. |«——

Thank you for using our online services.

Your Record Number is‘202D—PROATH—DBI]065—REQU. ‘47

Fig.16: Request Submitted/Record ID Provided

Your request will be reviewed by FDNY. During FDNY Review process the Project Authorization
request can be sent back to you for additional information. The request status will change to “Additional

Info Requested” until you provide the additional information/documents and re-submit.

Upon completion of FDNY review, the application status will be updated to “Project Authorization
Issued”, “Not Required”, “Denied”, “Revoked”, “Cancelled”, or “Expired” as applicable, and an emalil

notification will be sent to you.

If the Project Authorization Request is approved, a Project Authorization Letter will be issued which is
valid for two years. A renewal reminder will be sent 30 days prior to Project Authorization Letter

expiration. Renewals must be requested prior to expiration of the current Project Authorization.

NOTE: Project Authorization Requests/Renewals can only be submitted for Applications

previously filed on FDNY Business.

For questions regarding Project Authorization Request or for assistance with FDNY Business, dial 311

and ask forthe FDNY Customer Service Center, or email FDNY.BusinessSupport@FDNY.nyc.gov.


mailto:FDNY.BusinessSupport@fdny.nyc.gov?Subject=FDNY%20Business
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