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CP Final Design Drawings Submission 
Guide 

This document provides step-by-step instructions on how to submit the Certified 
Professional Final Design Drawings (FDD) through your Online Permit Account.  
The process outlined in this document is intended for FULL ELECTRONIC 
SUBMISSION of all disciplines and must have the Notarius digital signatures/seals.  
 
The following items need to be done before you can submit the Final Design Drawings: 

 All permits, except for the Occupancy Permit, must be ISSUED 

 All conditional clearances must be resolved i.e. Legal Agreement, Engineering 
and Environment Holds etc. 

 All the Final Design Drawings must be submitted at the same time 

 The CP FDD Checklist must be filled out – you will have to submit this with the 
FDDs as outlined in the instructions on How do I submit the Final Design 
Drawings? 

 Read the instructions on How do I prepare the Final Design Drawings for 
submission? 

 
However, we are also currently accepting MIXED paper / electronic submissions.  

 If you are submitting a mix of paper and electronic Final Design Drawings, please 
ensure that it is fully captured in the CP FDD Checklist  

 For paper submissions, please document and submit the Transmittal incoming 
mail and drawings form – attach it to all rolled drawings that you drop-off at the 
Services Centre 

 
Intended Document Use:  

• Click on the FAQ hyperlinks below to take you to the applicable section in the 
document 

• Click on the                       button, located on each page, to come back to this 
section  

 

 

Frequently Asked Questions 

How do I prepare the Final Design Drawings for submission? ....................................... 2 

Where can I find the Final Design Drawings Checklist? ................................................. 3 

How do I submit the Final Design Drawings? ................................................................ 5 

How do I know the review status of the Final Design Drawings I submitted? ................ 8 

Where can I find the COV accepted Final Design Drawings? ...................................... 11 

Whom should I contact if I encounter any problems? .................................................. 11 

Back to FAQs 

https://vancouver.ca/files/cov/transmittal-incoming-mail-form.pdf
https://vancouver.ca/files/cov/transmittal-incoming-mail-form.pdf
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How do I prepare the Final Design Drawings for submission? 

Step 1: Split your Final Design Drawings file(s) by discipline, i.e. architectural, 
mechanical, structural etc., and name them in the following way: 

• Permit Number-Final Design-Abbreviation of the Drawing Type-Page Count  

• Example: BP-2019-05533-Final Design-Arch-1-20 

• Please use these abbreviations: 
o Architectural = Arch 
o Structural = Struct 
o Electrical = Elec 
o Sprinkler = Sprink 
o Mechanical = Mech 
o Landscape= Ldscp 
o Excavation/Shoring Drawings = Geotech 
o Plumbing = Plbg 
o Guard Rail Shop = GrdRail 
o Code Compliance =  CC 

Step 2: Add the words “Final Design Drawings”, as a watermark or in the title block, to 
each page. 

Step 3: Page number each drawing in the file by using the PDF software.  

Step 4: Convert to a PDF-A file format only. For more information, please visit the 
Notarius Support page. 

Step 5: Make sure that all drawing files have the Registered Professional of Record 
(RPR) Notarius digital “STAMP” of their professional seal on every page plus a Notarius 
digital “SIGNATURE” of their professional seal on the cover page. The CP’s digital 
“SIGNATURE” of their CP stamp must be on the cover page. For more information, 
please refer to instructions by Notarius to digitally stamp and sign a document. 

Step 6: Do not enable the “Certify” check box under “Advanced Options” in the 
signature dialog box when applying your digital signature with the ConsignO software 
suite - this will prevent the City from applying subsequent stamps or seals. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://support.notarius.com/en/help/kb/what-is-pdfa/
https://support.notarius.com/en/help/kb/stamping-a-document/
https://support.notarius.com/en/help/kb/signing-a-document/
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Where can I find the Final Design Drawings Checklist? 

Step 1: Go to www.vancouver.ca/cp-program  

Step 2: Scroll down to the Forms section and expand the 2019 Vancouver Building By-
law list. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: Click on the Final design drawings checklist link in the Building occupancy stage 
section. 
 
 
 
 
 
 
 
 
 
 

http://www.vancouver.ca/cp-program
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Step 4: Save the document to your desktop. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5: Fill-out the checklist and save it as CP FDD Checklist. 
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How do I submit the Final Design Drawings? 

Step 1: Log into your online account. Click on the My Activities tab and then click on the 
file number of the permit. 

Note: You will only be able to submit the Final Design Drawings once your permit is in 
Stage Issued or Issued status. 
 

  

 
 
 
 
 
 
 
 
 

 
Step 2: Click on the Submit Final Design Drawings button.  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

Step 3: Click on the Upload Document button. 
  

 
 
 
 
 
 
 
 
 
 
 
 

http://www.vancouver.ca/permits/apply
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Step 4: Upload all of the Final Design Drawings and the filled-out FDD Checklist. After 
selecting the files, add in a Description and then click the Start upload button. Note: the 
maximum document size is 300 MB per file. 

• Description for the Final Design Drawings: Final Design [Discipline Abbreviation] 
Pg. #  

• Description for the CP FDD Checklist: FDD Checklist 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 5: Select the document type BP- CP Program – Final Design Drawings from the 
Attachment Type drop-down menu for the Final Design Drawings. 
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Step 6: Select the document type BP-Application Details from the Attachment Type 
drop-down menu for the FDD Checklist. 
 

 
 
 
 
 
 
 
 
 

Step 7: Click the Submit Final Design Drawings button when you are done. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 8: You will receive this confirmation screen. Click on the link to go back to the 
permit information screen. 
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How do I know the review status of the Final Design Drawings I submitted? 

You will receive an auto-generated email notification if additional information is required.  
 
Step 1: Click on the Click Here link in the email and log into your account. After logging 
in, you will see the screen in Step 4 – go to Step 4. If you cannot find this email, then go 
to Step 2. 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Log into your online account. Click on the My Activities tab and then click on the 
file number of the applicable permit. 
  

 
 
 
 
 
 
 
 
 

 
Step 3: Click on the Provide Additional Information button and then continue to Step 4. 
If the Provide Additional Information button is greyed-out, then go to Step 5. 
 

 
 
 
 
 
 
 
 
 
 
 
 

http://www.vancouver.ca/permits/apply
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Step 4: Read the instructions and provide the information requested. Scroll down and 
click on the Upload Document button to upload the Final Design Drawing(s). Click on 
the Submit Additional Information button to submit the FDDs. Do not proceed to Step 5, 
because you are done and the information has been submitted. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5: Click on the Provide Plan Review Response button. DO NOT click on the 
Submit Final Design Drawings button.  
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Step 6: Read the instructions and provide the requested information. Scroll down and 
click on the Upload Document button to upload the Final Design Drawing(s). Click on 
the Submit Response button when you are done. 
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Where can I find the COV accepted Final Design Drawings? 

Step 1: Log into your online account. Click on the My Activities tab and then click on the 
file number of the permit. 

Step 2: Click on the Documents tab. 

 

 

 

 

 

 

 

 

 

 

Step 3: The accepted FDDs will be listed under DOC - Accepted Documentation. Click 
on the yellow icon to view the document. 

 
 
 
 
 
 
 
 
 
 

Whom should I contact if I encounter any problems? 

Please contact us at cp.process@vancouver.ca  

http://www.vancouver.ca/permits/apply
mailto:cp.process@vancouver.ca

