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Building and Inspection Services 

1 Centennial Square 

Victoria, BC V8W 1P6 

 
 
 

 
T 250.361.0344 

E permits@victoria.ca 

victoria.ca 

COMPLEX BUILDING 
eAPPLICATION CHECKLIST 

Interior Alterations, Change of Use 

 

All of the following information is necessary to facilitate a thorough evaluation and timely decision on your application. To expedite 

the evaluation, all materials submitted must be clear, legible and precise. To achieve this level of customer service, only complete 

applications that include plans prepared to professional drafting standards will be accepted. Plans/drawings stamped with “not for 

permit”, “not for permit application”, or similarly identified as not being suitable for the purpose of Building Permit application are not 

acceptable. 

Digital Application must adhere to the following file naming and submission standards. 

• Separate Files Required: Each applicable document marked (pdf) must be a separate file. 

• Permit applications for Complex Interior Alteration Only Building Permits are applied for online. 

• For application assistance, please contact Permits Services Representatives at 250-361-0344 or permits@victoria. 

Applications are screened for completeness prior to acceptance for review. Permits Services Representatives will provide 

instruction if an incomplete application is submitted. Once an application is complete, you will be provided with a link to pay the 

 $100 application fee. Once payment is received, the targeted review time for this application type is seven business days. 
 
  

APPLICATION REQUIREMENTS 

□ 
 

ANY APPLICABLE DEVELOPMENT PERMITS MUST BE ISSUED BEFORE APPLYING FOR BUILDING PERMITS 

□ 

 
PLEASE NOTE THAT NAME, ADDRESS, COST OF CONSTRUCTION, AND OTHER DETAILS WILL BE COLLECTED 
THROUGH THE ONLINE APPLICATION 

 
DOCUMENTS REQUIRED PRIOR TO PERMIT ISSUANCE 

□ 

 
(pdf) COPY OF CRD DESIGN LEVEL CROSS CONNECTION SURVEY FORM SUBMITTED TO 

CRD. (WHERE APPLICABLE) 

□ 
(pdf) PROPOSAL RESPONSE/APPROVAL LETTER FROM THE CRD REGARDING THE 

 GENERAL WASTE DISCHARGE ASSESSMENT FORM AND/OR WASTE DISCHARGE ASSESS- 

 MENT FORM FOR FOOD SERVICE OPERATIONS. (WHERE APPLICABLE) 

□ 
 

(pdf) ISLAND HEALTH AUTHORITY APPROVAL (WHERE APPLICABLE) 

 

□ 
 

(pdf) HOMEOWNERS PROTECTION OFFICE DOCUMENTATION (IF APPLICABLE) 

mailto:permits@victoria.ca
https://tender.victoria.ca/WebApps/eApply/Prospero/Dashboard/Template/Welcome.aspx?TemplateName=INTERIOR%20ONLY%20BUILDING%20PERMIT
mailto:permits@victoria.ca
https://www.victoria.ca/media/file/permits-and-inspections-fees-and-deposits
https://tender.victoria.ca/WebApps/eApply/Prospero/Dashboard/Template/Welcome.aspx?TemplateName=INTERIOR%20ONLY%20BUILDING%20PERMIT
https://www.crd.ca/media/file/design-surveyform2013e2e46b52e7e16533860dff00001065ab
https://www.crd.ca/media/file/wastedischargeassessmentformgeneralpdf
https://www.crd.ca/media/file/wastedischargeassessmentformfoodservicescrdpdf
https://www.crd.ca/media/file/wastedischargeassessmentformfoodservicescrdpdf
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 APPLICATION REQUIREMENTS - CONTINUED 

ITEMS MARKED (pdf) MUST BE SUBMITTED AS A DIGITAL FILE 

 

DOCUMENTS REQUIRED AT TIME OF APPLICATION SUBMISSION 

□ 
 

(pdf) SCHEDULE A FROM COORDINATING REGISTERED PROFESSIONAL 

□ 
 
(pdf) SCHEDULE B – AS APPLICABLE 

□ ARCH □ STRUC □ MECH □ PLUMB □ FIRE SUP. □ ELEC 

Please ensure each schedule is its own file. 

□ 
    

TENANT ASSISTANCE PLAN COMPENSATION REPORT – DO NOT SUBMIT WITH BUILDING PERMIT APPLICATION, 
MUST BE SUBMITTED TO HOUSING@VICTORIA.CA 

 

For projects subject to the Tenant Protection During Development Bylaw with delegated development permit / development 
permit / delegated development variance permit / development variance permit issued after October 2, 2025. 

□ 
 

TENANT ASSISTANCE PLAN – DO NOT SUBMIT WITH BUILDING PERMIT APPLICATION, MUST BE SUBMITTED TO 
HOUSING@VICTORIA.CA 

 

For projects subject to the Tenant Protection During Development Bylaw with a delegated development permit / development 
permit / delegated development variance permit / development variance permit issued prior to October 2, 2025. 

 

□ 
 

DEVELOPMENT PERMIT ISSUANCE 

 

For projects with direct building permit applications resulting in the loss of a rental unit. 

□ 
 

COPIES OF NOTICES TO END TENANCY – DO NOT SUBMIT WITH BUILDING PERMIT APPLICATION, MUST BE 
SUBMITTED TO HOUSING@VICTORIA.CA 

 

For projects subject to the Tenant Protection During Development Bylaw with tenants residing on the property to be 
redeveloped in the last six months. 

 

□ 
 
   (pdf) NOTICE OF DEDICATION ISSUED BY THE SERVICING OFFICER – (AS APPLICABLE) 

If your development project requires a Rezoning application or a Development Permit, the Servicing Officer will provide a 
Notice of Dedication to you of any dedication requirement to be met. This will be provided through the review process, prior to 
bylaw adoption (in the case of Rezoning) or Development Permit issuance.   

 

If your development project does not require a Rezoning or Development Permit, and your project will create new residential 
units or increase the density onsite, you are required to engage the Servicing Officer prior to building permit application to 
determine if a road dedication will be required for your project. The Servicing Officer can be reached 250.361.0300 or 
eng@victoria.ca.  

□ 
 

(pdf) SITE PLAN: METRIC 1:100 or 1:200 

□ 
 

INCLUDING BUT NOT LIMITED TO, FULL DIMENSIONS OF THE LOT, NORTH ARROW, SCALE, ADJACENT STREETS 
AND LANES, INDICATE ALL EXISTING AND PROPOSED BUILDINGS WITH LOCATIONS AND SETBACKS 
DIMENSIONED 

□ 
 

STREET ADDRESS AND LEGAL DESCRIPTION 

https://www2.gov.bc.ca/assets/gov/farming-natural-resources-and-industry/construction-industry/building-codes-and-standards/revisions-and-mo/bcbc_2024.pdf
https://www2.gov.bc.ca/assets/gov/farming-natural-resources-and-industry/construction-industry/building-codes-and-standards/revisions-and-mo/bcbc_2024.pdf
mailto:HOUSING@VICTORIA.CA?subject=Tenant%20Assistance%20Plan%20Compensation%20Report%20-%20ADDRESS
mailto:HOUSING@VICTORIA.CA?subject=Tenant%20Assistance%20Plan%20Compensation%20Report%20-%20ADDRESS
https://www.victoria.ca/media/file/tenant-protection-during-redevelopment-bylaw-no-25-044
mailto:HOUSING@VICTORIA.CA?subject=Tenant%20Assistance%20Plan%20-%20ADDRESS
mailto:HOUSING@VICTORIA.CA?subject=Tenant%20Assistance%20Plan%20-%20ADDRESS
https://www.victoria.ca/media/file/tenant-protection-during-redevelopment-bylaw-no-25-044
mailto:HOUSING@VICTORIA.CA?subject=Notices%20to%20End%20Tenancy%20-%20ADDRESS
mailto:HOUSING@VICTORIA.CA?subject=Notices%20to%20End%20Tenancy%20-%20ADDRESS
https://www.victoria.ca/media/file/tenant-protection-during-redevelopment-bylaw-no-25-044
mailto:eng@victoria.ca
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APPLICATION REQUIREMENTS - CONTINUED 
 
ITEMS MARKED (pdf) MUST BE SUBMITTED AS A DIGITAL FILE 

□ 
 

PARKING AREA, INCLUDING DIMENSIONED DEPTH AND WIDTH IF NO GARAGE 

□ 
 

SURFACE TREATMENT OF PARKING AREA 

□ 
PROJECT DATA TABLE (INCLUDING HEIGHT, SETBACKS, FLOOR AREA, NUMBER OF STOREYS, SITE 
COVERAGE AND OTHER RELEVANT DATA) 

□ 
 

(pdf) KEY PLAN 

□ 
SHOW THE EXACT LOCATION OF THE TENANT SPACE WITHIN THE BUIDING AND THE TENANT UNIT 

NUMBER 

□ 
 

(pdf) FLOOR PLANS 

□ 
INTERIOR DIMENSIONS, MEASURED FROM THE INTERIOR FACE OF EXTERIOR WALLS AND 

INCLUDE TOTAL FLOOR AREA OF EACH FLOOR 

□ 
LOCATION AND DIMENSIONS OF DOORS AND WINDOWS; ROOMS LABELLED WITH INTENDED USE 

□ 
 

SHOW FOUNDATION AND CRAWLSPACE AREAS 

□ 
SEATING PLAN SHOWING NUMBER OF SEATS FOR RESTAURANTS AND OTHER SIMILAR ASSEMBLY 

OCCUPANCIES. 

□ 
 

(pdf) ELEVATIONS 

□ 
 

LABELLED ELEVATION DRAWINGS OF ALL SIDES OF THE BUILDING 

□ 
LOCATION AND DIMENSIONS OF ALL WINDOWS, DOORS, OPENINGS, ENTRY STAIRS AND DECKS 

□ 
 

(pdf) CROSS SECTION 

□ 
CROSS SECTION DIMENSIONED AND INDICATING TYPICAL CONSTRUCTION ASSEMBLIES, 

CEILING HEIGHTS AND REFERENCED TO GRADE 

□ 
 

STAIR DIMENSIONS 

□ 
 

(pdf) MECHANICAL DRAWINGS 

□ 
 

KITCHEN EXHAUST, HVAC, PLUMBING, SPRINKLER SYSTEMS, ELECTRICAL, etc. 
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