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BUILDING PERMIT APPLICATION – DIGITAL PROCESS 

Minor Projects 
 
 

APPLICANT EMAILS APPLICATION 
FORM AND MINOR BP CHECKLIST 
TO  permits.inspections@ubc.ca

steven.lecocq@ubc.ca

C+CP INITIAL 
REVIEW 

EMAIL TO 
APPLICANT

INCOMPLETE?

COMPLETE

C+CP SETS UP 
MINOR BP REVIEW 

PORTAL AND 
NOTIFIES 

APPLICANT WHEN 
READY

APPLICANT UPLOADS 
REQUIRED DOCUMENTS AND 
DRAWINGS PER FILE NAMING 

AND FORMATTING REQS. 
EMAIL C+CP WHEN 

COMPELTE

C+CP ASSIGNS 
RELEVANT 

REVIEWERS AND 
BEGINS CODE 

REVIEW

APPLICANT RESPONDS TO PLAN 
REVIEW COMMENTS 

- DWG RESUBMISSION AS 
NEEDED

COMMENT

NO 
COMMENT/
REVISIONS 

REQ’D

BP ISSUANCE, 
NOTIFICATION, AND 

UPLOAD OF BP 
PORTFOLIO

APPLICANT PRINTS 
BP PORTFOLIO TO 
BE KEPT ON SITE 

FOR INSPECTIONS

CONSTRUCTION / BUILDING FINAL 
DOCUMENTATION MODULE SET UP 

BY C+CP

TRADE 
PERMTS TO BE 
APPLIED FOR 
IN CURRENT 
HC FORMAT

C+CP UPLOADS 
DOCUMENTATION 
RECEIVED DURING 

CONSTRUCTION

APPLICANT 
UPLOADS BP FINAL 
DOCUMENTATION 
WHEN REQUESTED 

TO DO SO

 
BP FINAL ISSUED AND 

UPLOADED TO PORTAL; 
PORTAL CLOSES IN 2 

WEEKS

APPLICANT 
DOWNLOADS BP 
FINAL FOR THEIR 

RECORD. 

Applicant 

C+CP

 


