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BUILDING SERVICES  

A Guide to the Permit Application Form 
 
This guide is to be read in conjunction with the Application for a Permit to Construct or Demolish 
(Permit Application Form) and is intended to assist in the completion of the form. A companion guide to 
the completion of the Schedule 1 and Schedule 2 forms are also available. These guides provide a 
description of the information that must be provided on the applicable forms. It is recommended that 
you read them carefully before making a permit application.  
 
If you require further assistance please contact Building Services via email at building@collingwood.ca ; 
via telephone at (705)-445-1030 extension 3243 or in person at our office located at 55 St. Marie Street, 
Unit 301 Collingwood. 
 

General Information 
 

The Ontario Building Code requires the following: 

 That all permit applications made for the construction or demolition of buildings be made on a 
prescribed form. The form is uniform throughout Ontario; 

 That a permit applicant must be an owner or a person authorized by the owner to act on their 
behalf; 

 That all applicable fields on the application form be completed (it is the applicant’s responsibility 
to make sure all information is complete and correct. An application may be refused where it is 
not); 

 That all required Schedules [1 and where applicable, 2] are submitted with the permit 
application; 

 That the application is accompanied by fees required under the Town of Collingwood Building 
By-law; 

 That the applicant respond to the statements about the completeness of their application; and, 

 That the applicant signs the declaration at the bottom of the application form.  

 The form is available from our website or the Ministry of Municipal Affairs website. 
 

Section A: Project Information 
 

Section A requires the permit applicant to provide details about the location of the proposed 
construction or demolition. The following information must be provided: 

 The correct municipal address (including the suite or unit number); 

 The correct legal description of the property; 

 An estimated value of the proposed construction; and 

 The area of work as defined by the Town of Collingwood Building By-law. 
 

Section B: Purpose of the Application 
 

Section B requires the applicant to indicate by checkmark, the nature of work and to provide a 
general description of the proposed work being applied for (whether the proposed work relates to 
new construction (a new building), an addition or alteration to an existing building, the demolition 
of an existing building or a conditional permit. The applicant must also declare the proposed use of 
the new building and in the case of an addition, alteration or demolition, the current or previous 
use prior to construction or demolition. This information is used to assist in the determination of 
building code and zoning requirements. Where the proposed work is for renovations or 
alterations, be as specific as possible. 

 

Section C: Applicant 
 

The Ontario Building Code requires an application for a permit to be made by the owner of the 
property or by an authorized agent of the owner. Please note that the applicant is the person 
responsible for the application and becomes the primary contact for any correspondence or inquiries 
sent or made by the Building Services Division. In Section C, the applicant must: 

 Identify themselves as either the owner or the authorized agent of the owner by checking the 

https://www.collingwood.ca/sites/default/files/uploads/documents/b301pf-permitapplication2014_0_0.pdf
mailto:building@collingwood.caI
https://goo.gl/maps/saUKMqcM6c42
https://goo.gl/maps/saUKMqcM6c42
https://www.collingwood.ca/sites/default/files/uploads/documents/b301pf-permitapplication2014_0_0.pdf
http://www.collingwood.ca/building


Page 2 of 3 
B418-20190304 

 

applicable box. Where the applicant is an authorized agent of the owner, written authorization 
from the owner may be required. 

 Provide the required contact information for the person responsible for the permit application. 

 An owner or authorized agent of the owner may be an individual or a corporation. Where the 
applicant is a corporation, the first and last name of the individual acting on behalf of the 
corporation is required. 

 

Section D: Owner 

Information about the owner must be provided in Box B where the applicant is not the owner. 
Where the applicant in Box B is the owner, this section can be left blank. The Ontario Building Code 
defines an owner as the registered owner, a lessee or a mortgagee in possession. In buildings 
containing leased space, the owner can be either the registered owner of the property or the legal 
name of the tenant who leases the building or space where the construction is proposed. 

 

Section E: Builder 

Information in Section E about the builder (or contractor) is optional. For the construction of a new 
home as defined by the Ontario New Home Warranties Plan Act, information about the registered 
builder or the general contractor must be provided on the application form.  Where the home is to 
be constructed by a builder as defined by the Ontario New Home Warranties Plan Act, the name of 
the builder as registered with Tarion shall be provided.  Where the new home is to be constructed 
by the owner or someone other than a builder as defined by the Act (such as the person named in 
Box C of the Tarion Declaration of Applicant for a Building Permit form), the name of that person 
shall be provided. For all other construction, the name of the general contractor or other person in 
charge of the construction should be provided if it is known at the time of permit application. 

 

Section F: Tarion Warranty Corporation (Ontario New Home Warranty Program) 

This section must be completed where a permit application is being made for the construction of a 
new home (as defined by the Ontario New Home Warranties Plan Act). Information about new 
home warranty can be obtained from the Tarion website . 

i. Where the application is for a new home, the applicant must check the ‘Yes’ box. Where the 
application is for the construction of a building other than a new home, the applicant must 
check the ‘No’ box and then proceed to Section G. 

ii. The Ontario New Home Warranties Plan Act requires that where a new home is being 
constructed by a vendor or builder as defined by the Act, the vendor or builder must be 
registered with Tarion. If the home is being constructed by a vendor or builder the applicant 
must check the ‘Yes’ box. Where the home is being constructed by someone other than a 
vendor or builder, such as a person acting as their own general contractor to build their own 
home to occupy, the applicant must check the ‘No’ box. In that case, the home will not be 
eligible for enrolment or coverage under the Ontario New Home Warranties Plan Act. 

iii. Where the answer to question (ii) is ‘Yes’, the registration number of the vendor or builder must be 
provided. 

Please note that for the construction of a new home by and owner-builder, the applicant must also 
submit a completed Application for Letter of Confirmation form at the time of permit application. 
The form is available from the Tarion website. 

 

Section G: Required Schedules 

Except where the building is designed by an Architect and/or professional Engineer and the 
drawings have been sealed, signed and dated by those professionals, the Ontario Building Code 
requires the Schedules cited in this Section (Schedule 1 and where applicable, Schedule 2) to 
accompany every permit application. An application may be refused where the required Schedules 
are not submitted.  

 

Section H: Completeness and Compliance with ‘Applicable Law’ 

The ability of a Chief Building Official to make a determination on the compliance of an application 
with the Ontario Building Code and other applicable law is dependent on the completeness of the 
application, the plans, specifications and documents necessary to make that determination. 

 
Effective January 1, 2011, the Ontario Building Code requires every applicant to make a declaration 
of the completeness of their application. The permit applicant must, by answering Yes or No in 

https://www.tarion.com/home/
https://www.tarion.com/sites/default/files/inline-files/LoC_Application_Form.pdf
https://www.tarion.com/sites/default/files/inline-files/LoC_Application_InfoSheet.pdf
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Section H: 
 

i. Declare that the application meets all of the requirements of clauses 1.3.1.3 (5) (a) to (d) of 
Division C of the Building Code (that the application has been properly completed; that they, as 
applicant, are the owner or a person authorized by the owner; that they have included all of the 
required Schedules with the permit application and that they have paid all permit fees that are 
required by the Town of Collingwood Building By-law to be paid when the application is made); 

ii. Declare that their application has been accompanied by all of the plans and specifications 
required to be submitted and necessary to sufficiently detail the proposed construction (such 
plans and specifications are set out in the Town of Collingwood  Building By-law); 

iii. Declare that their application has been accompanied by information or documents that 
confirm that all approvals required by an applicable law have been obtained; and, 

iv. Declare that the proposed building, construction or demolition will not contravene any 
applicable law (eg. that the building design will comply with municipal zoning and other 
applicable law standards). 

The declarations made by the applicant must be true to the best of their knowledge. Where the 
applicant responds with a ‘No’ to any of the questions cited in Section H, the application will be 
deemed to be incomplete and the Chief Building Official is not required to make a determination 
of the application within the prescribed time frame. Where the applicant responds with a ‘Yes’ to 
all of the questions cited in Section H, the Chief Building Official shall provide a full review of the 
building permit application within the prescribed time frame. In either case, the documents 
required to be submitted will be confirmed by the Chief Building Official at the time of application. 

. 

Section I: Declaration of Applicant 

Section I requires the applicant to declare that the application form, attached schedules and 
documentation submitted with the permit application is true to the best of their knowledge. 
Where the application is being made by an individual representing a corporation, that individual 
must have the authority to bind the corporation. The applicant must clearly and legibly print their 
name and sign and date the form attesting to the information provided and statements made. 


