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Applicant Controls 
(including timing to seek other required approvals/permits

 that are necessary for application)

 Building Department targets that the submission review be completed 
during initial Front Counter whenever possible

If Incomplete

If Incomplete

If “Questionable”

If Complete

Application 

taken in

Applicant can 
voluntarily take 

back package to 
complete as 
instructed 

Sample 
drawings 
may be 
provided

Permit Application 
is brought to the 

Building Dept 
Front Counter

Applicant can 
insist that 

submission be 
considered 

Includes taking 
deposit (or full 
payment)  in 
with Application

Confirmation of 
requirements for a 

Complete Application 
and Ontario Building 

Code Permit Application 
form provided

Permit Coordinator 
undertakes 

preliminary  review 
of application at 

Front Counter for 
completeness

Applicant may be 
advised to contact 
Septic Inspector 

for feasibility 
review if related

Application form 
completed and 

assembled with other 
requirements to form a 
Complete Application

A

Applicant undertakes 
preliminary research 

on the Town’s website 
regarding Building 
Permit Application 

instructions

Subject to turnaround 
time, it may be 
possible to meet 
mandatory permit 
issuance timeframe Waiver signed 

noting that 

mandatory permit 

issuance 

timeframes do not 

apply 

Additional 

time required 

to review 

Permit 

package  

Contact is made 
with the Permit 

Coordinator 
(informal pre 
consultation

Other 
requirements 
include seeking 
approvals and/
or permits from 
other 
Departments or 
Agencies

Depending on 
location within 
EG, additional 
approvals may 
be required

“Complete Application” means:
Approvals from ALL other internal and 

external authorities accompany completed 
application form(s), deposit fees, and all plans 
in compliance with the Ontario Building Code 

Act and regulations.
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Working within the Mandatory Permit Issuance Timeframe of 15 - 30 Days

Acceptable Package proceeds for review

Refer to next page for connect

Admin Assistant 
enters Permit 

information into 
Cityview noting 

due dates

Forwarded to Plans 
Examiner to review and 

sign off in Cityview

Applicant 
contacted 
regarding 

outstanding 
information
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Permit Coordinator does 
comprehensive review 

for completeness, 
zoning, fee calculation 
and enters data into 

Cityview  

Note: Mandatory 
Permit Issuance 
timeframes still 
do not apply

Package 
amendments 

required 

Repeated as often as required

Note: Within this cycle 
an application can be 
cancelled.  Fees are 
adjusted for collection 
or refund by Finance

Revisions 
completed and 

submitted 

Package 
Acceptable 
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Target 2 Days in advance of Mandatory Timeframe Limit

Permit Application 
is reviewed with 
respect to OBC 

requirements and 
sign off in Cityview 

by all inspector 
disciplines

Full Package 
forwarded to the 

CBO 

C

It is possible that a 
Denial letter may be 

issued by CBO at this 
point in the review if 
issues identified by 

Plans Examiner

Note: Mandatory 
Permit Issuance 
timeframes no 
longer apply

CBO does final 
check, signs 

package and signs 
off in Cityview to 
issue permits in 
accordance with 

B.C.A

Admin 
Assistant 

prepares the 
Permit 

Applicant is 
contacted that 

Permit is available 
for Payment and 

Pickup

Applicant comes to 
Building Front 

Counter to pick up 
Permit

Applicant is directed 
to Customer Service 

to have payment 
received and receipt 

issued

Applicant returns 
and provides 

Building Dept with 
receipt from 

Finance

Applicable 
Permit  issued

Day 15 

- 30

If concern raised during check 
package returned to Plans Examiner

Permit, with 
approved plans, 

provided to 
Applicant

Construction 
Commences 

under 
applicable 

Permit

Admin 
Assistant 
updates 

Cityview to 
document 
fees paid

Plans Examiners 
assigned to EG 
geographic areas 
and review 
applications within 
their Districts

Outline of 
Inspection 
requirements 
provided at this 
time as well

Admin 

Assistant scans 

Bldg Permit 

package to Roll 

# file and 

attaches to  

Cityview file

A Pre Construction 
Meeting may be 
required
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Inspector 
prepares 

Inspection 
results and 
inputs into 
database

D

Call/Fax/Email/ 
online booking 

to Building Dept 
requesting 
Inspections

Site 
Inspection 

Inspection 
Time 

Booked in 
Cityview

Steps Repeated to cover all Required

 Inspections and Re-inspections  in accordance with the O.B.C.

Call/Fax/
Email/ online 
booking to 

Building Dept 
requesting 
Inspections

Inspector 
prepares 

Inspection 
results and 
inputs into 
database

Inspection 
Time 

Booked in 
Cityview

Site 
Inspection 

Occupancy Inspection 

Move In

Target Within 24 hours
(mandated within 7 days)

Verbal report 
provided 

(mailing/

emailing o f 

Inspection 

Report  may 

occur)

Verbal report 
provided 

(mailing/emailing 

of Inspection 

Report  may 

occur)

Ongoing Reports required 
for ICI projects are 

prepared and submitted 
as required for each 

Inspection
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Inspector 
prepares 

Inspection 
results and 
inputs into 
database

Verbal report 
provided 

(mailing/

emailing of 

Inspection 

Report  may 

occur)

Final Inspection 

Inspection 
Time 

Booked in 
Cityview

Site 
Inspection 

Call/Fax/
Email/ online 
booking to 

Building Dept 
requesting 
Inspections

Cityview auto 
finalized 
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