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FOREWORD

The project documented in this case study
received funding assistance under the
Affordability and Choice Today (A¥C¥T)
Program.  A¥C¥T is a joint initiative,
managed by the Federation of Canadian
Municipalities, the Canadian Home
BuildersÕ Association, and the Canadian
Housing and Renewal Association,
together with the funding agency Canada
Mortgage and Housing Corporation.  The
A¥C¥T Program is administered by the
Federation of Canadian Municipalities.

A¥C¥T, which was launched in January
1990, was designed to foster changes to
planning and building regulations and
residential development approval
procedures in order to improve housing
affordability, choice and quality.  

Through A¥C¥T, grants are awarded to
municipalities, private and non-profit
builders and developers, planners and
architects to undertake innovative
regulatory reform initiatives i n
municipalities across Canada.  Three types
of projects are awarded grants under the
A¥C¥T Program: Demonstration Projects,
Streamlined Approval Process Projects,
and Case Studies (of existing initiatives).  

¥ Demonstration Projects involve the
construction of innovative housing
that demonstrates how modifications
to planning and construction
regulations can improve affordability,
choice and quality.

¥ Streamlined Approval Process Projects
involve the development of a method
or an approach that reduces the time
and effort needed to obtain approvals
for housing projects.

¥ Case Study grants are awarded for the
documentation of existing regulatory
reform initiatives.

Change and innovation require the
participation of all the players in the
housing sector.  A¥C¥T provides a unique
opportunity for groups at the local level
to work together to identify housing
concerns, reach consensus on potential
solutions, and implement action.
Consequently, a key component of
A¥C¥T-sponsored projects is the
participation and cooperation of various
players in the housing sector in all phases
of each project, from development to
realization.

All projects awarded a grant under the
A¥C¥T Program are documented as case
studies in order to share information on
the initiatives and the benefits of
regulatory reform with other Canadian
communities.  Each case study discusses
the regulatory reform initiative, its goals
and the lessons learned.  Where
appropriate, the cost savings resulting
from modifications in various planning,
development, and construction
regulations are calculated and reported.  
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Applicants who are unfamiliar with the
information, forms and approvals
required for a building permit often find
the application process cumbersome and
frustrating.  Repeat visits to a municipal
department, or several departments, can
result in annoying delays for
the applicant.  

The City of Windsor found that many
applicants for building permits and
development approvals were unclear
about the information they needed to
provide.  This occurred despite the fact
that the municipality gave applicants a
checklist of the information needed.  The
problem, in part, was that the list covered
all types of permits.  Even for relatively
simple applications, the process proved
unnecessarily confusing for many.

Windsor was awarded an A¥C¥T grant i n
1993 to develop a property description
printout and a customized application
checklist.  The checklist would be tailored
to each applicantÕs needs.  The CityÕs
computerized Property Record Organiza-
tion Program (PROP) could be modified to
generate both the property description
and the customized checklist.  

The A¥C¥T project focused on single-
family, small-scale residences and
involved the following steps:

¥ Make specific recommendations
for improvement based on an
assessment of the existing system and
problems encountered

¥ Modify PROP to generate property
description and customized checklist
printouts for each permit applicant

¥ Conduct a pilot study to test the
customized checklists with members
of the public and the homebuilding
industry

¥ Make final revisions

Initial adjustment to the new system took
some time.  StaffÕs resistance to the
computerized system during the pilot
phase, and for a few months afterwards,
was largely due to the slow response rate
of the computer mainframe being used.
Staff found it easier and faster to use the
printed, all-inclusive form, rather than to
take the time to enter data into the
computer system.  This problem was
rectified after the City installed a
new computer network and staff
became familiar with the new system
and procedures.

The customized, computerized checklists
offer a distinct advantage over the former
checklist.  The new checklists have
proved to reduce significantly disputes
about the documentation applicants have
been asked to provide.  With the
customized checklist, all items requested
can be easily recorded and verified.  

The computerized system has
streamlined the approval process for
homeowners and others unfamiliar with
building permit application procedures.
This means that staff resources can be
appropriately and efficiently directed
toward applications for projects that are
especially complicated or innovative,
contributing to an administrative
environment that promotes housing
affordability, choice and quality.





1.0 PROJECT DESCRIPTION

Affordability and Choice Today 1

1.1 Project Objectives

Members of the general public applying to
the City of Windsor for building permits
typically were unaware of the various
approvals required to obtain a permit.  
As a result, they found the process
confusing and frustrating.  Also, they
were not clear about the information they
needed to provide in order to obtain
approvals.  Municipal staff found that
property details were frequently either
missing or inaccurate.  The municipality
had an information checklist for
applicants, but the list pertained to all
types of permits.  Those who were
making relatively simple applications
found this all-inclusive list particularly
confusing.  The City determined it could
streamline its approval process using an
existing computerized database to provide
applicants with accurate property
descriptions and customized application
checklists.

WindsorÕs computerized Property Record
Organization Program (PROP) offered a
ready solution.  PROP is accessible
throughout City Hall, and municipal staff
use it constantly to maintain an
inventory of each property, capturing
information on various aspects:

¥ Lot dimensions

¥ Zoning

¥ Structures on the property

¥ History of any previous applications

¥ Whether or not the property is under
site plan control or is a heritage
building

The City of Windsor was awarded an
A¥C¥T grant in 1993 to program PROP to
generate printouts for building and
development permit applicants.  The
project focused on single-family, small-
scale residences.  The goal was to produce
a printout for any given property that
would contain the information already
being captured (outlined above), along
with a checklist of the specific applications
and documents or other information that
would need to be submitted.  In this way,
the checklist would be tailored to the
individual applicant, containing
information pertinent only to the
property and the application(s) to be
made.  The printout would give
applicants the appropriate property
information to include on their
application(s), and the checklist would
include the name, address and telephone
number of each authority to be contacted
to obtain approval.

1.2 Project Methodology

Representatives from three of the CityÕs
departmentsÑBuilding, Planning, and
Information ServicesÑand the Greater
Windsor Home BuildersÕ Association
comprised the project team.  The project
entailed the following steps:

¥ Make specific recommendations
for improvement based on an
assessment of the existing system and
problems encountered

¥ Modify PROP to generate property
description and customized checklist
printouts for each permit applicant
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¥ Conduct a pilot study to test the
customized checklists with residents
and members of the homebuilding
industry

¥ Make final revisions

The project team made several
recommendations that would streamline
the approval process, and the City
proceeded to use PROP in producing
customized checklists.

The results of the project are described i n
the following section.
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2.1 Recommendations to Improve the
Approval Process

The project team set the following criteria
to streamline WindsorÕs approval process:

¥ A brief description of the work to
be done will be printed on the
customized checklist.  This will
facilitate an applicantÕs dealings with
departments or agencies and eliminate
any dispute with the applicant about
the nature of the work discussed with
a permit clerk.

¥ The complete address, assessment
roll number and property description
will be printed on the checklist as
stored in PROP.  This will eliminate
confusion about which property is
being discussed.  It will also help
departments access PROP for any
additional information specific to
an application.

¥ Permit clerks will be able to select
from a computer screen menu the
items pertinent to a particular
application in order to generate a
customized checklist.

¥ The computer program will capture
information for internal useÑsuch as
noting missing information, status of
development application, exceptional
circumstancesÑas well as provide an
area for comments or special
instructions on the checklist for use by
the applicant.

¥ Checklists will be printed on a printer
accessible to all permit clerks, and
whichever clerk is issuing a checklist,
that person will sign the list before
giving it to the applicant.

¥ A ÒMinimum Standards of Required
DrawingsÓ handout (see Appendix)
will be prepared and made available to
applicants when given their checklists.

¥ This system will be linked to the CityÕs
Permit Application System.

The checklist can be extended to
provide information for inspectors, or to
accommodate input from several
municipal departments.

2.2 Customized Checklist

A clerk selects one of three application
types from a computer screen: residential,
commercial or industrial.  On the next
screens, the clerk enters property
information (address, roll number), the
applicantÕs name and a description of the
work to be done.  The clerk then selects
those items required to approve a specific
application and prints the customized
checklist.1

The general format and all items
that could appear in a printout are
shown in figure 1 on the following pages.   

                                                
1 Individual computer screen layouts are

presented in the City of WindsorÕs project
report Guiding Applicants Through t h e
Building Permit and Development Approval
Process, Appendix G.
A copy of the report may be obtained
from the Building Commissioner, City of
Windsor, City Hall, P.O. Box 1607, Windsor,
Ontario, N9A 6S1, Tel: (519) 255-6267,
Fax:Ê(519)Ê255-7170.  A copy may also be
obtained on loan from the Canadian Housing
Information Centre, 700 Montreal Road,
Ottawa, Ontario, K1A 0P7, Tel: (613) 748-2367,
Fax: (613) 748-4069, TTY: (613) 748-2143.
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Figure 1.  Property Description and Checklist Information

The content shown here reflects all items that could be included in the City of WindsorÕs
customized printout.  The checklist must be signed by a clerk to be valid.

DATE:   ________________________________

PRELIMINARY CHECKLIST FOR:   ____________________________________________
(ApplicantÕs Name)

TYPE OF DEVELOPMENT:    __________________________________________________
         (Brief Description of Work)

LOCATION OF WORK:
  Address:
   Roll #:
   Property Description:

THE FOLLOWING ITEM(S) MUST BE PROVIDED IN ORDER FOR THE BUILDING
DEPARTMENT TO PROCESS YOUR APPLICATION FOR A PERMIT.

COMMENTS

COMPLETED CONSTRUCTION PERMIT APPLICATION

SUBMISSION OF 2 SETS OF PLANS
(See attached Schedule ______ )

MUNICIPAL ADDRESSING LETTER
FROM: Windsor Utilities Commission

[address and phone number are inserted here]
NOTE: Survey required to be submitted

CLEARANCE FROM PUBLIC WORKS DEPARTMENT
[address and phone number]
(For construction in proposed Development Areas)

GRAND MARAIS DRAIN

TECUMSEH ROAD GRADE SEPARATION

SEWER TAP PERMIT
FROM: Public Works Department

[address and phone number]
(If not available see Health Unit below)
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PRIVATE SEWAGE DISPOSAL PROGRAMME APPROVED
FROM: Health Unit

[address and phone number]

PROOF OF OWNERSHIP (I.E. TRANSFER/DEED OF LAND)

SURVEY AND/OR METES & BOUNDS DESCRIPTION

RESIDENTIAL MECHANICAL VENTILATION DESIGN FORM
(To be completed by Heating Contractor)

ONTARIO NEW HOME WARRANTY PROGRAM FORM
(To be completed by Property Owner or Contractor)

CLEARANCE FROM ESSEX REGION CONSERVATION
AUTHORITY
(for construction in a flood plain)
[address and phone number]

CLEARANCE FROM COMMITTEE OF ADJUSTMENT
(for variance/severance)
City Clerks Department
[address and phone number]

PERMIT FEE
(To be submitted at time of Permit application)

INDEMNITY FEE
(To be submitted at time of issuance of Permit)

DEVELOPMENT CHARGES
(To be submitted at time of issuance of Permit)

PARK LEVY
(To be submitted at time of issuance of Permit)

HEATING PERMITÑISSUED BY THIS DEPARTMENT
(To be obtained by Licensed Mechanical Contractor)

PLUMBING PERMITÑISSUED BY THIS DEPARTMENT
(To be obtained by Licensed Plumbing Contractor)

SEWER PERMITÑISSUED BY THIS DEPARTMENT
(If work not performed by homeowner, Drain Layer must be licensed)

PLEASE DIRECT ANY FURTHER INQUIRIES TO CUSTOMER SERVICE REPRESENTATIVE:
Name:  ______________________________Phone No: 

Signature of CSR:  ______________________________

Source: City of Windsor, Guiding Applicants Through the Building Permit and Development Approval Process,
Appendix E.
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A printout for an actual application
would include only those items
selected by a permit clerk and exclude all
other content.

2.3 Pilot Study and Implementation

The customized checklist proved a
distinct advantage by providing a record
of the documentation requested by permit
clerks.  Previously, disputes regularly
occurred with applicants over missing
information and the documentation that
had been requested  After clerks started
using the computer system, they reported
very few disputes of this nature.

At the outset, the municipalityÕs clerks
preferred using the manual checklist
forms due to the speed limitations of the
DepartmentÕs existing computer system.
The additional time spent with a permit
clerk was not found to be a concern,
however, for applicants from the general
public.  

While the Building Department could
receive applications by mail or fax, the
checklist was found to be most effective
when applications were made in person.
Again, this was because an applicant
could spend time with a clerk and have
any questions about the list readily
answered.  The Department also found it
is advantageous to have the same clerk
deal with an applicant throughout the
process, as there is less opportunity
for misunderstanding.

ÒThe network installation has greatly
improved the response time for the system.Ó

ÑEdward J. Link, P. Eng.
Building Commissioner

It became apparent that experienced
builders and designers automatically
submitted the appropriate documentation
as they were quite familiar with the
process. Producing checklists for these
applicants proved unnecessary.

As a result of the pilot study,
the project team made the following
recommendations:

¥ The computerized system should
be put into full operation
immediately, and the Customer
Service Representatives (clerks)
should be instructed to use this system
when checklists are required.

¥ Additional information for
commercial and industrial
applications should be incorporated
into the checklist as soon as possible.

¥ The Building Department and
Information Services should seek
ways to improve the response time for
the computer system.  

The new computer network system
installed shortly after completion of the
A¥C¥T project dramatically reduced
input time.
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In the City of Windsor, as in many other
urban municipalities, a development
application can require several approvals.
These can involve the Department of
Planning, an Official Plan amendment,
site plan controls, heritage designation, a
subdivision or condominium plan, or
approval from the Committee of
Adjustment.  

An applicant would visit the Building
Department to initiate an application.
After explaining the project to one of the
clerks, the applicant would be referred to
either the Department of Planning or the
Committee of Adjustment.  The
individual would then need to explain
yet again the purpose of their application.
In each instance, staff would be required
to repeat the process of confirming
property information from the applicant
before being able to advise on options.

Representatives from WindsorÕs Building
and Planning departments and the local
office of the Canada Mortgage and
Housing Corporation held a number of
meetings to discuss the problems that

were being encountered.  They noted that
members of the homebuilding industry
also had concerns about the approval
process, and that perhaps WindsorÕs
computerized database (PROP) offered an
appropriate solution.

The PROP system was developed in 1981
to provide increased functionality and
better service, reduce costs, eliminate
many separate manual systems and
make use of on-line capability available
with the acquisition of a new
mainframe computer.

The system provides a single database that
can be used by several departments:
Finance, Public Works, Building,
Planning, and Parks and Recreation.  It
integrates all information related to a
piece of property which can be accessed by
address or roll number.  The system
allows for future use of geocodes
related to a geographic information
system (GIS) that would connect property
map information to the property attribute
information in PROP.
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The A¥C¥T project enabled Windsor to
make greater use of its PROP database,
and more efficient and appropriate use of
staff resources.

The computerized system has
streamlined the approval process for
homeowners and others unfamiliar with
building permit application procedures.
This means that staff resources can be
directed toward applications for projects
that are especially complicated or
innovative, contributing to an
administrative environment that
promotes housing affordability, choice
and quality.

For More Information . . .

Other A¥C¥T case studies regarding automated
and Òone-stopÓ permitting approaches a r e
available from Canada Mortgage and Housing
Corporation:

¥ Single Permit Application Process (Calgary,
1996)

¥ Automated Permitting System (Fredericton,
1995)

¥ Expert Systems: The Future of Plan-
Checking (Vancouver, 1992)

¥ One-Stop Development Information and
Applications Centre (Ottawa, 1995)

Copies may be obtained from the Canadian
Housing Information Centre, 700 Montreal
Road, Ottawa, Ontario, K1A 0P7,
Tel: (613) 748-2367, Fax: (613) 748-4069,
TTY: (613) 748-2143.
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The project team recommended that the following handout be prepared and made
available to applicants when given their checklists (see section 2.1).

MINIMUM STANDARDS OF REQUIRED DRAWINGS

All drawings shall be to scale and legible.

All drawings      must be in ink   ; pencil and red ink are not acceptable.

Minimum size paper acceptable shall be 8 1/2 x 14 in.

Tracing paper, onionskin and paper of similar calibre shall not be acceptable.

If using minimum-size paper, each plan shall be on a separate sheet.

Types of Construction Drawings Required
(Two sets to be submitted)

Site Plan
Foundation Plan
Floor Plan
Cross-Section
Truss drawings (if applicable, obtained from designer)
Elevation
Lot Grading Plan

Site Plan

This drawing shows the location of the proposed dwelling and other structures in relation
to the property lines.

The site plan should include the following information:
Ñ title, scale and page number;
Ñ street name;
Ñ North arrow;
Ñ property lines and dimensions;
Ñ proposed dwelling and structures;
Ñ setbacks of dwelling and structures from all property lines;
Ñ parking space(s);
Ñ front yard setbacks of dwellings on adjoining properties (if adjoining properties 

are developed;
Ñ all structures shall be fully dimensioned;
Ñ location of rear yard drainage.
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Foundation Plan

This drawing shows the layout of the foundation.

The foundation plan should include the following information:
Ñ title, scale and page number;
Ñ details of the foundation;
Ñ details of the sub-grade;
Ñ underpinning details (if applicable);
Ñ shoring details (if applicable).

Floor Plan

This drawing shows the layout of all floors and identifies the location of all rooms.

The floor plan should include the following information:
Ñ title, scale and page number;
Ñ room names;
Ñ interior and exterior dimensions of rooms, including window and door sizes;
Ñ structural members including lintel sizes;
Ñ all exterior dimensions of the new construction;
Ñ cross-section symbol.

Cross-Section

This drawing shows a section through the proposed structure(s) to indicate all building
materials and how they relate to each other.

The location of the section is shown by the cross-section symbol on the floor plan.

The cross-section plan should include:
Ñ title, scale and page number;
Ñ room names;
Ñ heights of rooms, doors and windows;
Ñ finished floor levels and grades;
Ñ top of flooring elevation;
Ñ finished grade elevation;
Ñ size and types of materials and finishes.
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Elevation Plan

This drawing shows all views of the proposed dwelling.

The elevation plan should include:
Ñ title, scale and page number;
Ñ heights of floor levels, doors and windows;
Ñ exterior finishes and materials;
Ñ finished floor levels and grades;
Ñ roof slope.

Lot Grading Plan

This drawing shows the proposed land elevations of the property to be developed in
relation to existing adjoining properties.

The lot grading plan shall be prepared by an Ontario Land Surveyor, Professional Engineer
or a landscape architect.  In the case of infill lots, the lot grading plan may also be prepared
by a Certified Engineering Technician or a Survey Technician.

The lot grading plan should include the following:
Ñ title, scale and page number;
Ñ location of elevation at crown of the road;
Ñ elevation of side lot lines of adjoining properties;
Ñ location of elevation at top of proposed footing;
Ñ location of elevation at final grade at building wall;
Ñ location of rear yard drainage.

Source: City of Windsor, Guiding Applicants Through the Building Permit and Development Approval Process,
Appendix F.


