Building Permit Application Guide for Homeowners

INTRODUCTION
Building and Plumbing permits are required to make
sure construction is done to a safe level as
prescribed by the Ontario Building Code
Code. This guide
will help you through the application process and
make it easier for you get a permit before you start
construction.
The Ontario Building Code says what is required for
a permit application. The following are the main
parts that are required as part of the application
application:
1) Completed application form,
2) Schedule 1 or 2,
3) Authorization
ation from the owner if you are
not the owner, and making an application
on their behalf
4) Payment of permit fees,
5) Applicable Law approvals if required,
6) Required Drawings.
A complete application will allow the building
department to review (10
10 business days for most
single family dwelling projects).
).
Complete
applications help expedite the process and
reduce the need for follow up; incomplete
applications may delay the permit issuance.
After the review is complete and the permit issued
and picked up, construction can start.
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APPLICATION FORM
The following is a short description of the sections of the application form with examples.

A. Project Information
This section is where the
applicant describes the
project/location.
It is
required that the address
be properly identified in
this section. Also it is
required to write the
construction
value
estimate.

B. Purpose of application
This section describes
the reason of the permit
application
with
a
“X” mark beside the
purpose. Also indicate
the current and proposed
use of the building and a
description of the work to
be done.

C. Applicant
This section identifies
who is applying for the
permit
and
provides
contact information so
that we may reach you
(name, address and
phone number). If an
email and fax number
are available, is to be
shown.

D. Owner (if different from applicant)
If the applicant is not the owner of the building/property, it is required to give the contact information of the owner.
This also requires the applicant to get authorization from the owner to apply for a permit. Please see the
authorization form.
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E. Builder (optional)
This section is optional for when you know who the builder will be at the time of application.

F. Tarion Warranty Corporation (Ontario New Home Warranty Program)
This section is to be filled out if the proposed construction is a new home that is defined in the Ontario New Home
Warranties Plan Act. If the project is not a new home, check “No” and move onto section G.

G. Required Schedules
This section identifies the need to provide Schedule 1 and Schedule 2, this will be explained later in the guide.

H. Completeness and compliance with applicable law
A permit cannot be issued unless all the information that is required by the Ontario government is provided as part
of the application. This section is a checklist that shows what is required. If and application is complete, the City
will review the permit within the timelines. Timelines are not applicable to incomplete applications. A “Yes”
indicates that the information that is required has been submitted.

•

H. Sub-section i)
o If a Yes is marked, it means that:
Completed application form is submitted,
Required Schedule 1 & Schedule 2 forms are submitted
Authorization form, if applicable, is submitted
Fees have been paid.

•

H. Sub-section ii)
o If a Yes is marked, it means that:
Required drawings are submitted, please see further in the guide for more information.

•

H. Sub-section iii)
o If a Yes is marked, it means that:
Enough information is provided so that the city can determine if there are any applicable
laws connected to the building/property.

•

H. Sub-section iv)
o If a Yes is marked, it means that:
The proposed work will not contravene any other laws (also known as applicable laws).
This will be further discussed later in the guide.
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SCHEDULE 1 & 2
The Ontario Building Code requires that all designs submitted as part of a permit application are done by a
qualified person but there are exemption (refer to the drawing section in the guide for more information). To
identify who did the design, the Ontario government created forms called the Schedule 1: Designer Information
and the Schedule 2: Sewage System Installer Information.

Schedule
1:
Information

Designer

A completed Schedule 1
form is required as part of a
permit application (a sewage
system requires a Schedule
2 form). If a design can and
has been done by a house
owner, the owner is the
designer and must fill out the
Schedule 1 form. The house
owner would declare that the
work
is
exempt
from
registration since he/she is
the property owner. For an
application to be complete,
the entire form must be filled
in.

Schedule 2: Sewage System
Installer Information
If work is proposed to a
Sewage System, a Schedule
2 form must be completed.
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Authorization for Application
Re: Agent for Building and/or Plumbing Permit(s)

Project:

____________________________________________________________________________

Address: ____________________________________________________________________________
Cornwall, Ontario

I (we) hereby authorize ____________________________________________________________________
as the agent for the Building and /or Plumbing Permit application(s) and permit(s) for the above referenced
project. In doing so, I (we) understand that they are my authorized agent and acting on my behalf of all matters
related to the permit application(s) and permit(s).

Registered Owner: ________________________________________________________________________

Owner’s Address: _________________________________________________________________________

Owner’s Phone #:_________________________________________________________________________

Owner’s Fax #:___________________________________________________________________________

Owner’s E-mail: __________________________________________________________________________

Date: _____________________________

Owner’s Signature:_________________________________
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BUILDING PERMIT FEES
As it is the role of the municipality to enforce the Provincial Ontario Building Code, the municipality charges a
permit fee to cover the associated cost and to avoid or reduce using tax based revenue for building code
enforcement.

Calculating Building Permit Fees
Typical building permit fees are calculated based on the estimated construction value. The current building permit
fee (for projects under 1 million dollars of construction) is $12.50 per $1000 of construction value. For example,
if construction for a project is worth $8000, the building permit fee would be equal to:
$12.50 x $8000 ÷ $1000 = $100
A minimum permit fee of $67.50 is applicable for projects that are of less than $5400 and note that at the time of
permit application the greater of 25% of the total building permit fee or the minimum permit fee of $67.50 is due.
The remainder, if applicable, would be to be paid at the time in which the permit is picked up.

Calculating Plumbing Permit Fees
Plumbing permit fees are mostly calculated during plans review and are due at time in which the permit is picked
up. All plumbing work is subject to a $25 plumbing initial fee then the remainder is based on the proposed
plumbing work (such as new plumbing fixtures, new plumbing stacks, etc).

Other Fees
Above the building/plumbing permit fees other fees and/or deposits may be added to the permit by other
departments to help ensure that the municipal owned property is maintained and not affected by the construction.
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REQUIRED DRAWINGS
One of the most crucial parts of a building permit application are the associated drawings. These allow the
department(s) to review the proposed project prior to construction. The more complete the drawings are, the
better the review can be and the more items can be identified prior to construction.
The Ontario Building Code essentially states that all designs forming part of a building permit application must be
prepared by a qualified designer; however, it allows for a few key exemptions. Some of the exemptions to
requiring the use of a qualified designer are:
•
•
•
•
•

Construction/renovations to a house by the person who is the owner (not more than 2 dwellings and with
no dwelling above another dwelling) (excluding HVAC);
Deck serving a house which is owned by the person;
2
2
Accessory building serving a house which is owned by the person, area not more than 50m (538ft );
Tents that require permits;
Construction of signs

*Note, that the above list is only a short list of examples and that the Ontario Building Code Div. C Part 3 is to be
consulted for the exemptions.
Please contact the building department if you require more information on what qualifications are needed and for
help on how to find a qualified designer. A qualified designer will have a BCIN number, or be a registered
member of the PEO or OAA.

Required Drawings
Although a home owner may be exempt from requiring a design from a qualified person, if a home owner decides
to create their own drawings it is the responsibility of the owner to ensure that the drawings contain
sufficient information and that the design is to the Ontario Building Code. For this reason, it is
recommended that if the project is more complex then one’s abilities, that the help from a designer be considered.
Below is a table that illustrates what drawings are required for smaller projects that home owner may provide the
drawings. Note that regardless of the project, drawings shall always show what is to be constructed.
Application

Site
Plan

Foundation
Plan

Cross
Section

Floor
Plan

Elevations

Carport
Deck
Detached
Garage
Shed

Yes
Yes
Yes

Yes
Yes
No

Yes
Yes
Yes

Yes
Yes
Yes

Yes
Yes
Yes

Yes

No

Yes

Yes

Yes

Siding

Yes

No

Yes

No

Yes

Ramps
Basement
Renovations

Yes
No

Yes
No

Yes
No

Yes
Yes

Yes
No

Other

Truss layout if
applicable
Truss layout if
applicable
Siding data if
applicable

City of Cornwall
form in lieu of
drawings
Carport form
Deck form
Accessory building
form
Accessory building
form
Siding form

Ventilation form
by qualified
designer

Table 1 –Required Drawings
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CONTACT INFORMATION
General Contact Information:
Planning, Parks and Recreation Department,
Building and Bylaw Division
100 Water Street East, 2nd Floor, Cornwall, ON
K6H 6G4
Tel: (613) 932-6252
Fax: (613) 932-3236

To Schedule an Inspection:
Tel: (613) 930-2787 ext 2310

For Permit Inquiries:
Tel: (613) 930-2787 ext 2323
Email: permits@cornwall.ca

For Zoning Questions:
Tel: (613) 930-2787 ext 2365
Email: kdoyle@cornwall.ca

For Permit Application and General Code
Questions:
Tel: (613) 930-2787 ext 2355
Email: lricher@cornwall.ca

FREQUENTLY ASKED QUESTIONS
1) Question: My stairs leading to my front door are broken and I want to replace them, do I need a permit?
Answer: Yes, a permit is required for work to replace stairs.
2) Question: Where can I find information on Ontario Building Code items?
Answer: The Ontario Ministry of Municipal Affairs and Housing is the governing body that administers the
Ontario Building Code. Their website, available at this link, contains not only building code information,
but also other items as training information and related publication. If a copy of the Ontario Building Code
is desired, it can also be found online through elaws.
3) Question: The permit says that it expires in 6 months, but I do not think that I can complete the project
within this time frame, what should I do?
Answer: Note that the expiry date stated on the permit is the time frame in which the project must be
substantially started. From this point, you have 1 year to complete the project. If more time is needed,
you may write to the Chief Building Official stating the reasons for requiring an extension and he may
choose to grant more time to complete the project. If construction has not started within 6 months, or if at
any point construction is stopped for a significant amount of time, the Chief Building Official may choose
to void the permit.
4) Question: What kind of construction does not typically require a permit?
Answer: The following is a list of project that generally do not require a permit; however construction
must still comply with the Ontario Building Code and associated Applicable Laws (for example, the Zoning
Bylaw):

Re-shingling of a roof

Replacing doors or windows of equal size

Kitchen or bathroom cabinets (no plumbing)

New flooring

Painting and decorating

Landscaping that does not form part of an entrance

Detached accessory building less than 10 square meters (108sq.ft.) (no plumbing)
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