
CP= Certified Professional responsible for the base 
building permit. See https://vancouver.ca/home-
property-development/certified-professional-
program.aspx

OC= Occupancy Permit 

TI= Tenant Improvement 

CP-3 = Confirmation of Tenant Improvement 
Compatibility. See https://vancouver.ca/files/cov/CP-
letter3.pdf 

BRB= Building Review Branch 

Has the base building (CP Project) 
received an OC for the area where the 

TI is located?

Is an OC likely to be 
issued for the area 

where the TI is 
located before the TI 

is ready for 
issuance? 

NO

No involvement by 
the base building CP 
is required. Accept & 
process the TI as for 
any other project. 

*Confirm base
buiding OC issuance 

prior to issuing TI 
permit. 

YES

YES

Does the application 
package include a CP-3 
completed by the base 

building CP?

NO

This is the extent of 
the CP’s 

involvement in the 
TI. Accept & process 

the TI as for any 
other project. 

YES 

NOTE:
The TI permit may be issued prior to base 

building OC but may not receive occupancy 
prior to the base building.

Does the application package 
include a letter from the base 

building CP indicating that;
A) S/he is aware of the TI project &

has reviewed the submission
drawings for coordination with the 

base building code concepts 
B) Is prepared to submit the CP-3

when the base building is
“essentially complete.” 

C) Give an estimated time frame
for submission of the CP-3?

NO

Ask the applicant to 
reapply with the required 

documentation. 

Is the time frame for 
submission of the CP-3 
roughly consistent with 
the issuance time line 

for the TI permit? 

Turn down the 
application & 

reschedule intake for 
time frame nearer to 

CP-3 submission. 

NO

NOTE:
As processing times vary with permit stream and 

application volumes the time frame for acceptance of an 
application before the CP-3 also varies. Applicants are 
advised to contact the Services Centre to discuss their 

project schedule.  

Accept & process the TI as 
for any other project; 
ensure that the base 
building CP submits a 

completed CP-3 prior to 
issuance. 

NOTE:
The TI permit may be issued prior to base 

building OC but may not receive occupancy 
prior to the base building.

YES

DECISION TREE FOR ACCEPTING PERMIT APPLICATIONS 
FOR NON- CP TIs IN NEW CP BASE BUILDINGS 

NO

YES

NOTE: 
CP TIs must always be processed by 
BRB. Refer to the CP Coordinator, 

(Cp.process@vancouver.ca) if a CP 
is proposed to be responsible for 

the TI application. CP permit 
application are made online. See 
https://vancouver.ca/permits/

apply/login  
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