CP Building Permit
Online Application Guide
These instructions are for Certified Professionals who want to apply for a Building
Permit using the City of Vancouver’s online permitting system.
Intended Document Use:
 Click on the FAQ hyperlinks below to take you to the applicable section in the
document
 Click on the Back to FAQs button, located on each page, to come back to this
section
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How do I create an online account?
To create a new online account, or to sign in as an existing user, go to
vancouver.ca/permits/apply.
Step 1: Select Create an Account.

Step 2: Complete all of the fields marked with a red asterisk (*). Then, click on the
Finish Registration button.
a. Create your account

b. Your Information
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c. Security Question and Finish Registration

Step 3: Activate your account. After creating your account, you will receive an email
with instructions to activate your account. Be sure to check your Junk or Spam folders if
you can’t find the email in your Inbox.
a. Select click here in the email.

b. Enter the password you used to create your account and select Activate.
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Step 4: Complete your profile. To be able to apply for permits, you’ll first have to
complete your profile. Click on the Profile link.

For more information on how to create an account, click here.

Where can I get help with logging into my account?
For login help, please click here. If you are still having issues, please email us at
permits@vancouver.ca

How do I apply online for a Building Permit?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click Apply.
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Step 2: Select CP Building Permit.

Step 3: Fill in the required information in the Application section and then click Next.
a. My Reference Number: Not a mandaroty field. Use it as a reference to organize
your applications/permits.
b. Enter any associated Development or Permit number: This is mandatory for the
acceptance of the application.
c. Enter the type of work you are doing: Select New Builiding or Addition/Alteration
d. Enter a description of the work that will be done: Enter the required information.
e. Applicant Role: Select Certified Professional.
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Step 4: Complete all of the fields marked with a red asterisk (*).

Step 5: Ensure that the correct name is displayed as the Certified Professional and then
click Next.
Note: You must have a valid Certificate of Insurance on your profile.

Step 6: In the Address field, type in a civic address and click Search. Remember to use
the format as indicated in the instructions. Add in the Specific Location as needed.
Search results will display in a new window.
If the address is not found, you can use the address applied for under the Development
Permit and then add the preferred address in the Specific Location field or email
cp.process@vancouver.ca
Note: To see the search results, please disable your popup blocker or allow popups
from this site.
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Tips:
 Use W or E instead of West or East, except for West Boulevard and East
Boulevard
 Examples:
o For West Boulevard, type West B
o For West Broadway, type W Broadway

Step 7: Select the check box next to the correct address and click Select.
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Step 8: Select the primary address from the drop-down menu.

Step 9: If you've followed the Location instructions and can't find your address, check
the Non-Addressed Location box, then type the address under Location Description.

Step 10: In the Location Details section, select Yes or No for each question.
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Step 11: Add the contractor by clicking on the Add Contractor button and then click
Next.

Step 12: Click Add additional Contact if there are additional contacts for this permit.

Step 13: Fill in the required information and click Save & Close. After you click Save &
Close, click Next.
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Step 14: Scroll down to the bottom of the screen and click on the Upload Documents
button.
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Step 15: Click on the +Add file button to select the document you want to upload.
Alternatively, you can simply drag and drop the file(s) into the Drag files here area.
Note: If your file exceeds the maximum size, 300 MB, please separate it into smaller
separate files and provide a description of how the files are divided up e.g. by discipline
or features

Step 16: If you want to upload an Excel file, you have to select the All Files option from
the drop-down list.
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Step 17: Select the corresponding Attachment Type, enter a Description of the
document and then click on the Start Upload button.

Step 18: This screen will appear once you have successfully uploaded your
document(s). Click Next.
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Step 19: If there are any errors, click Fix to correct the error.

Step 20: Review the declaration message and click Submit Application.

Step 21: Your Building Permit application has been submitted successfully. Click on the
click here link to view the details and status of your application.

Step 22: For help with the online application submission, please contact
cp.process@vancouver.ca.
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How do I check the status of my permit application?
Click on the My Activities tab, find the permit you are looking for and find the permit’s
status in the Status column.
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How do I submit additional information or documents?
If, during the initial review of your application, the City of Vancouver staff member
requires additional information or documents, they will send you an email (see Step 1
below) with the request.
Step 1: You will receive this email if City of Vancouver staff require additional
information. Click on the City of Vancouver Permits link to log into your account and
then go to Step 4.
If you can’t find this email, proceed to Step 2.
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Step 2: Log into your account at www.vancouver.ca/permits/apply and then click on the
My Activities tab.

Step 3: Click Provide Information in the Next Action column.
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Step 4: You will see instructions from the City of Vancouver staff member indicating
what you need to submit.
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Step 5: Type a response in the Reply field. Click on the Upload Document button to
submit the requested documents.

Step 6: Drag and drop the files you want to upload or click on the +Add files button.
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Step 7: Select the Attachment Type from the dropdown menu.

Step 8: Enter a Description.
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Step 9: Add additional files as needed and then click on the Start upload button.

Step 10: After uploading the document(s), click on the Send button.
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Step 11: You will see this screen when you have successfully provided the requested
information. Click on the Return to BP-xxxx-xxxxx or DB-xxxx-xxxxx link to go back to
the permit overview page.

Step 12: After you submit, you will not be able to submit any additional information
and/or documents until a City of Vancouver staff member reviews the submission.
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How do I view the Payment Notice?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click on the
Pay outstanding fees button or the Pay tab.

Step 2: Click on the Download link in the Payment Notice column.
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Step 3: You can also access the Payment Notice from the permit overview page. Scroll
down to the Fees section and click on the View Payment Notice link.
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Step 4: You can download and print the Payment Notice.

How do I pay fees online?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click on the
Pay outstanding fees button or the Pay tab.
Note: After an initial review of your application, you will be notified when to pay the fees.
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Step 2: Select the permit you want to pay and then click the Pay Selected button.

Step 3: Enter the credit card information and then click the Pay button.
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Step 4: Once the payment has been confirmed, you will be able to download your
receipt by clicking on the Click here to download your receipt link.

How do I view my receipt?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click My
Payments.
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Step 2: Click in the Payment Date field to select the date range.

Step 3: Click Search.

Step 4: Click on the receipt number.

DOC/2020/026991
Updated: 2022-10-27

27

Back to FAQs

Step 5: Alternatively, you can go to the permit overview page, scroll down to the Fees
section and click View Receipt.

Step 6: You can download and print the receipt.
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How do I request a Stage Application?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click on the
My Activities tab.

Step 2: Click on the file number of the permit in Stage Issued status.

Step 3: Click on the Stage Application button.
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Step 4: Provide a description of the next stage application document(s) and then click
Upload Document. After uploading the documents, click on the Submit Uploaded
Documents button. Click here for more information on how to upload documents.

How do I view the status of the reviews?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click on the
My Activities tab.
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Step 2: Click on the permit’s File Number to take you to the permit overview page.

Step 3: Click on the Review Summary tab.

Step 4: You can see how many reviews have been completed and the notes added by
staff members.
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How do I submit CP Documents?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click on the
My Activities tab.

Step 2: Click on file number of the applicable permit.

Step 3: Click on the Provide CP Documents button.
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Step 4: Provide a description of the CP document(s) and then click Upload Document.
After uploading the documents, click on the Submit CP Documents button. Click here for
more information on how to upload documents.

How do I submit the Final Design Drawings?
Please read the CP Final Design Drawings Online Submission Guide for step-by-step
instructions on how to submit the Final Design Drawings. If you have any questions
about the Final Design Drawings submission process, please email
cp.process@vancouver.ca
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How do I view the documents I submitted?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click on the
My Activities tab.

Step 2: Click on the permit’s File Number to take you to the permit overview page.
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Step 3: Click on the Application Documents tab.

Step 4: Here you can see the status of your documents and you can toggle between
Show only valid documents and Show all documents.
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Step 5: Click on the yellow icon to open a document.

How do I view documents from City staff?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click on the
My Activities tab.
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Step 2: Click on the permit’s File Number to take you to the permit overview page.

Step 3: Click on the Documents tab.
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Step 4: Click on the yellow icon to open a document.

How do I view the final accepted plans stamped and signed by the City?
You can find the final accepted plans in the Documents tab in the permit overview page.
Click here for instructions on how to navigate to the Documents tab.



You will need to print the issued permit and approved drawings (full-sized and to
scale), displaying the City accepted stamp.
You are required to have the issued permit and the approved set of drawings,
including any revised drawings, available on the jobsite for City inspectors.
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How do I know when my permit has been issued?
You will receive this email after your permit has been issued. Click on the City of
Vancouver Permits button to log into your account.

If you did not receive the above-mentioned email, you can check the status of your permit
to see if it has been issued. Click here for instructions on how to view the status of your
permit.
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How do I view my issued permit document?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click on the
My Activities tab.

Step 2: Click on the permit’s File Number to take you to the permit overview page.
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Step 3: Click on the Documents tab.

Step 4: Click on the yellow icon to open the Permit Document.




You will need to print the issued permit and approved drawings (full-sized and to
scale), displaying the City accepted stamp.
You are required to have the issued permit and the approved set of drawings,
including any revised drawings, available on the jobsite for City inspectors.
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How do I request a change / revision / amendment to my issued permit?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click on the
My Activities tab.

Step 2: Click on the permit’s File Number to take you to the permit overview page.

Step 3: Click on the Request Amendment button.
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Step 4: In as much detail as possible, enter the changes you want to make in the
Amendment Description field. Add any relevant documents by clicking on the Upload
Document button. Then, click on the Submit Request button.

Step 5: The Request Amendment button will remain inactive (greyed out) until your
request has been completed.

DOC/2020/026991
Updated: 2022-10-27

43

Back to FAQs

How do I request an inspection?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click on the
My Activities tab.

Step 2: Click Request Inspection in the Next Action column.
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OR
Click on the permit’s File Number to take you to the permit overview page.

Then, click on the Request Inspection button.
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Step 3: Enter a contact phone number, the date you want the inspection to occur on
and any special instructions for the inspector. You can also upload any applicable
documents by clicking on the Upload Document button.

Step 4: Check the box next to the inspection you want to request and then click on the
Request Inspection button.
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Step 5: You will see this confirmation screen after successfully submitting your
inspection request.

How do I cancel an inspection?
Step 1: Log into your account at www.vancouver.ca/permits/apply and then click on the
My Activities tab.
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Step 2: Click on the permit’s File Number to take you to the permit overview page.

Step 3: Click on the Inspections tab and then click on Cancel Inspection.

Step 4: Click on the Submit Cancellation button.
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How do I withdraw my application?
Please email the following to your Project Coordinator:
 The reason for withdrawing your application
 CP stamped letter guaranteeing that no work has taken place
 A refund request
The Project Coordinator will review the request and notify you of the next steps.
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