
Engineering - Development - Subdivision (2 of 2)
Applicant

Receive Letter

Address Comments

Provide
Additional Info

Public Portal

Store Final Certificate for
Printing

Store Underground
Certificate of Substantial
Completion for Printing

Store All Works Certificate
for Printing

Receive Notification of
Additional Info Request

Store Update

Staff Portal

Status 
Update

Comments &
Attachments can
be added

67. Generate Memo of Assumption

58. Generate All Works Certificate

80. Update Monies 

82. Generate Assumptions Street List

81. Generate Final Certificate

63. Generate Notice of Deficiencies

79. Generate LC Reduction Letter

42. Generate Underground Certificate of
Substantial Completion

84. Lock Case

44. Generate LC Reduction Letter

73c. Generate Additional Info Memo
Notification

Manager

45. Provide Endorsement

79. Review Request to Release
Monies

Execute 
Release

Checklist to include
outcome of agenda
review (senior
management meeting)

Agenda Review
Done on External
System

61. Provide Endorsement

68. Review Staff Report + 
Final Subdivision Agreement

(Checklist)

Director

Forward?

Can use same system
for recording test
results

41a. Co-Sign Underground Certificate

2

No Forward for
Approval?

Review Design Change
(Checklist)

Yes <Notify> No <Notify>

Yes <Notify>

Review Design Change
For Approval

Approve

69. Review Staff Report + Final
Subdivision Agreement 

(Checklist)

1

Approve

3-4 week target
due date

Additional Info 
Memo Req?

72. COW Meeting (Notes)

71. Agenda Review (COW)

75. Agenda Review
(COUNCIL)

yes <Notify>

Agenda Review
Done on External
System

yes <Notify>

Checklist to include
outcome of agenda
review (senior
management meeting)

Approve

73b. Review Additional Info
Memo

Forward?

73a. Review Additional Info
Memo

58a. Co-Sign Underground Certificate

Yes

<Notify>

<Notify>

Yes

<Notify><Notify>

<Notify>

<Notify>

Notify

no (request changes) <Notify>

no (request changes) <Notify>

yes <Notify>

<Notify>

<Notify

<Notify>

Int Dep Reps

On-going

No

Can be a notification instead if 
BP has access to file/system

On-going Daily Site
Inspections. Added by
Site/Field PM 

41b. Co-Sign Underground
Certificate

Approved?

38. PUBLIC WORKS Water Main
Testing 

MOBILE (checklist)

Can be a notification instead if 
BP has access to file/system

Can be Multiple,
tasks added on
needs basis.

58b. Co-Sign Underground
Certificate

<Notify>

<Notify>

<Notify> <Notify>

<Notify> <Notify>

Site / Field - PM / Inspector (ENG)

35a.Log Complaint 
(Checklist)

39a. Verify Letter of Deficiencies
(From Consultant)

44. Prepare L/C Reduction
(Checklist)

Major

Minor

None

No

Yes

No

84. Close Case
(Checklist)

82. Send Assumption Street List 

73. Prepare Additional Info
Memo

74. Confirm Package Ready for Agenda
Review (Clerk)

55. Intake Certificates 

Obligations 
Fulfilled for Securities

Reduction?

42. Issue Underground Certificate of
Substantial Completion

70. Confirm Readiness for Agenda Review  (Clerk)

60. Prepare L/C Reduction (Checklist)

58. Prepare "All Works Certificate"
(Checklist)

59. Issue "All Works" Certificate

65. Confirm Land & Easement
Transfer

66. Final "Assumption" Inspection
MOBILE (checklist)

76. COUNCIL Decision (notes

77. Request to Release
Monies (Checklist)

49a. Confirm Notice of
Outstanding Requirements

No Obligations
Fulfilled?

51. Send Recommendation Memo for Release of 1st
Stage Occupancy Permits to Building DEP

NoYes

49. Verify Fulfilment of Obligations for 1st
stage Occupancy Request

(Checklist)

56a. Confirm Notice of
Deficiencies

No YesAcceptable?

73c. Notify Applicant of Additional Info
Memo Request

56. Record Final "All Works" Inspection Results
MOBILE (checklist)

Memo,
Assumption
Bylaw

57. Verify Obligations Fulfilled for 'All
Works" Certificate (Checklist)

Acceptable?

52. Verify Fulfilment of Obligations
for 2nd stage

Occupancy Request (Checklist)

No Yes

52a. Confirm Notice of
Outstanding Requirements

Obligations
Fulfilled?

54. Send Recommendation Memo for Release of
2nd Stage Occupancy Permits to Building DEP

NoYes Acceptable?

83. Confirm Public Works Transfer
(Checklist)

53a. Confirm Notice of
Deficiencies

53. Site Visit for Compliance
MOBILE (checklist)

50. Site Visit for Compliance
MOBILE (checklist)

50a. Confirm Notice of
Deficiencies

Decision

81. Send Final Certificate / Assumption
Bylaw (Checklist) to Developer

78. Prepare Final Certificate /
Assumption Bylaw (Checklist)

41. Prepare Under Ground Certificate

35. Confirm Notice sent to Residents
of Start of Construction Meeting

34. Pre-Construction Meeting 
MOBILE (checklist)

43. Intake Request Endorsement for L/C
Reduction (Checklist)

ENG
SUBDIVISION

(Office)

UNDERGROUND
CONSTRUCTION

36. Site Inspections 
MOBILE (checklist)

Obligations
Fulfilled?

40. Verify All Underground Construction
Obligations Fulfilled (Checklist)

39. Record Witness Testing Results
MOBILE (checklist)

NoReady for Testing
/ Inspections?

Deficiencies?

Yes

ABOVE GROUND
CONSTRUCTION

63. Intake Resident Complaints/Concerns
(Checklist)

No
Resolved?

64.Verify Resolution (Checklist)

66a. Confirm Notice of
Deficiencies

No

Deficiencies?Yes

67. Prepare Delegated Authority Assumption Staff Report 
(Checklist)

63.Send Notice of Deficiencies

Yes

37. Intake Design Change
Request / Need

<Notify>

<Notify>

<Notify>

Yes <Notify>
No <Notify>

no (request changes) <Notify>

<Notify>

no (request changes) <Notify>

<Notify>

<Notify>

Finance

Meeting Minutes Added
Verify Documents &
Applicable Permits

Task(s) added on a
needs basis

46. Verify & Update Monies

1

2

80. Document / Update Release of
Monies

62. Verify & Update Monies

No
Yes

Yes <Notify>

Legend
End

Decision
Fork

Note

Activity / Task /
Action

Object message
on-page 
reference

Checklist includes Verify
Land & easement Transfer
with Legal

Status Update - 2
year Maintenance
Period starts

- Copy of insurance policy
- Statutory declaration of the
Developer
- Calculation of the LC's
- Memo. 

= 85 %
Occupancy
Achieved

Checklist: Grading, Sodding,
Lot, OLS, CIvil, LA, Acoustical ,
Tree Planting

On-going Daily Site
Inspections. Added by
Site/Field PM 

47. Site Inspections 
MOBILE (checklist)

48. Intake Design Change
Request / Need

<Notify>

<Notify>

1

2

Task(s) added on a
needs basis

< 85%
Occupancy

Can be multiple types,
categories include:
1. Water
2. Storm & Sanitary
3. Road

Optional /Ad-hoc Tasks that can be added
on a needs basis


