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INTRODUCTION 
In order to serve you, the transferee, in a more efficient and effective manner, Brookfield Global 
Relocation Services (Brookfield GRS) has developed the online self-registration process.  This tool is 
available 24 hours a day, 7 days a week.  

There are four basic steps to registering online with the IRP.  They are: 

1. Pre-Register at www.irp-pri.com to verify that Brookfield GRS has received your relocation 
authorization from your employer.   

2. Receive a confirmation email containing your Personal ID AND a separate email containing your 
secret password 

3. Login to the Secure Website at www.irp-pri.com and login with your new credentials.  You will be 
required to change your password. 

4. Fill in your personal information profile to register. 

Once you have completed both your pre-registration and your registration through your on-line 
profile, your Advisor will contact you within two (2) business days to book your 1st Relocation 
Planning Session. Your Advisor will notify you of the documents and required reading for a 
successful first planning session. 

PRE‐REGISTRATION 
Transferees who have received their posting message or relocation authorization must register online.  It 
is important to note that Brookfield GRS must have received your authorization before you can 
successfully register online. It is advisable to wait five business days before contacting your department if 
an initial attempt to register is unsuccessful. 

Transferees can self-register at www.irp-pri.com by clicking on the Pre-Registration button at the top of 
every page.  

Figure 1 depicts the pre-registration form.  Please make a special note of the three key fields: 

1.Last Name; 

2. E-mail address; and, 

3. COS or Transfer date.  
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These fields must match your posting message or authorization exactly. If there are differences, errors or 
typos, the system may not match your file and your pre-registration will be incomplete. No spaces are 
permitted in the service number/employee ID field and the date field must be in the format mm/dd/yyyy. 

If you would prefer to use a different e-mail address, or correct the spelling of your name, you may do so 
during the registration process, and Brookfield will use this new information going forward. 

PRE‐REGISTRATION FORM 

 

These fields must match your 
posting message or 
authorization exactly. 
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UNSUCCESSFUL PRE‐REGISTRATION 
If you receive an email stating that your registration was unsuccessful, it either means that Brookfield 
GRS does not yet have your relocation authorization, or that information you submitted in the three key 
fields does not match our electronic records as submitted by your employer.  

Please note that it can sometimes take a few days to affect the exchange of information from your 
employer, any intermediaries, and finally Brookfield GRS. This is normal. Brookfield GRS suggests that 
you verify your information in the three key fields and if correct, wait five business days to allow time for 
Brookfield GRS to receive your relocation information. The Brookfield GRS registration system will 
continue to automatically check for your authorization at regular intervals and will automatically contact 
you if the authorization is received. 

SUCCESSFUL REGISTRATION 
If the system is successful in matching your information with a pending relocation authorization, you will 
receive two emails: 

1.  Confirmation Email containing your Personal ID  (Figure 2) 

2.  Password Email containing your temporary secret password  (Figure 3) 

CONFIRMATION EMAIL WITH PERSONAL ID 
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TEMPORARY PASSWORD EMAIL 

 

INITIAL LOGIN & CHANGE PASSWORD SCREEN 
Now that you have received your Personal ID and temporary password, it is time to login to the secure 
website for the first time.  Go to www.irp-pri.com and click on Secure Website Login. 

SECURE WEBSITE LOGIN 

 

Please remember that the initial 
and subsequent passwords are 
case sensitive, and must have a 
minimum of eight characters with 
at least one numeric character.  
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CHANGE PASSWORD SCREEN 
Figure 4 shows the Change Password Screen.  Once you have filled out all your appropriate information, 
click ‘Save’ and the system will record your new password. Your secret question and answer will be used 
to automatically validate your identity for password administration. 

 

 

 

Please remember that the initial and 
subsequent passwords are case sensitive, 
and must have a minimum of eight characters 
with at least one numeric character.   
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ACKNOWLEDGEMENT & CONSENT TO COLLECT INFORMATION 
Upon an initial successful password change, the first step in completing your personal information profile 
is agreeing to the collection of personal information. This is required by the Government of Canada’s 
Privacy Legislation and PIPEDA. More information on Brookfield GRS’ privacy policy may be found on 
our website by clicking the ‘Privacy Policy’ link on the top left corner of the page. Figure 4 depicts the 
electronic consent form. Please pay particular attention to part 1 of the form, Acknowledgement; it 
outlines your responsibilities under the IRP and the requirements you will need to be aware of and agree 
to. You may also give Brookfield GRS the authority to disclose information to your spouse. 

  

ACKNOWLEDGEMENT & CONSENT TO COLLECT INFORMATION AGREEMENT 
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REQUIRED INFORMATION 

After accepting the acknowledgement and information collection agreement, you will be presented with a 
series of screens (depicted on ensuing pages) in which you are asked to fill out information pertaining to 
your relocation. This information can be entered all at once, or partially saved and entered in stages (click 
‘Save and Logout’ button). It is also important to note that some screens will not be displayed if they are 
not relevant to your particular circumstances. 

If at any time you encounter a red star, you must enter the information in the appropriate manner as this 
is a required field. 

PERSONAL INFORMATION 

 

If  you  answer  yes  to  this  field,  you  will  be 

required  to  fill  out  the  Dependant  Information 

Screen 

If  you  answer  Rented  on  this  screen,  you  will  be 

required to complete the rental screen. If you answer 

Owned, you will be required to fill in the Homeowner 

screen(s) 

Your SIN number MUST be valid and contain no 

spaces.
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DEPENDANT INFORMATION 
Please note that if you have indicated that you have dependents on the Personal Information Screen, you 
will be brought to a ‘Dependent Details’ area. If you instead select ‘No’, you will not be asked to fill out any 
‘Dependent Details’. Enter each dependant and then click save. You will be given the option to add 
additional dependants if required. You may also edit and delete after saving. 
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 VEHICLES , PETS AND LONG TERM STORAGE 
You will be asked to enter information on vehicles, pets and long term storage on this screen. If you do not have 

any vehicles or pets to ship, leave this information blank. 
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PROPERTY DETAILS 
If you selected Renter on the Personal Information Screen, your screen will look like below: 

 

If you selected Owner on the Personal Information Screen, your screen will look like below: 
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If you selected Owner, you will also have the following 2 screens to complete: 

 

When you are selecting the qualifying rooms in your home, don’t forget to use the pull-down menu to 
select the number of bedrooms that are in your home. You’ll note that when you make a selection, the 
total number of qualifying rooms is adjusted. 
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Please note that transferees are free to select any appraiser, regardless of whether or not they appear on 
the Directory, provided they are at arms’ length. 

Clicking ‘Select’ will bring up a directory of 
participating suppliers in a separate pop-up 
window. 
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Clicking ‘Select’ in the row that corresponds with your choice will automatically copy relevant supplier 
information to the system. 

  

Enter just the city if you wish to see all the 
participating appraisers in that city. If your 
location does not bring up any suppliers, check 
the spelling. 



 

 

 

 

March 2011  Page 16 

Pre-registration and Registration 

 

 

 

FINAL STEP 
You are able to make special requests to your Advisor on the final screen. Click if you would like to go back and 
modify any of your personal information prior to submission. When you have finished entering in all 
information, click ‘Submit’ to complete your registration. You have successfully completed your pre-
registration. 

 

Once you hit the submit button, the  information  is sent to your Advisor and within two  (2) days, he or she will 

contact you to set up your first relocation planning session. 

 


