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OBTAINING A BUILDING PERMIT in BC 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

2.  TRAVELERS CANADA DOCUMENTS 

 
Builder must complete all Sections & all Pages of the 
applicable Travelers Canada “Application for Home 
Warranty Coverage” document: 
 

 Single Detached Dwelling Unit (Schedule C-1) 

 Duplex or Triplex (Schedule C-2) 

 Multi-Unit Building (Schedule C-3) 
 

Questions?  Helpful instructions and sample documents are 
contained within this section of your Travelers Canada 
binder. 
 
Need Additional Assistance?  A Travelers Canada Housing 
Registration staff member will be pleased to help you. 

1. BC HOUSING DOCUMENT 

 
Builder must obtain the “BC Housing New Home Registration Form” directly from Licensing and 
Consumer Services (formerly the HPO) prior to submitting a housing registration to Travelers 
Insurance Company of Canada.  

 

PLEASE NOTE: 

 

The BC Housing New Home Registration Form is only available once Travelers Canada has registered 
the residential unit for warranty coverage and electronically sealed the form. Refer to the HPO Builder 
Bulletin dated March 5, 2009 – Online Registration of New Homes.  
 

Please refer to www.bchousing.org/licensing-consumer-service to request a BC Housing New Home 

Registration Form for your current project(s). You will require the civic address and legal description for 
the project. If you have any questions or problems with the system please contact Licensing and Consumer 
Services (formerly the HPO) at (604) 646-7050 or toll free: 1-800-407-7757 or contact Travelers Canada.  
 
If you require your Account Name and Password, please contact BC Housing directly. 
 

 

All Travelers Schedule C's can be emailed to housingregistrations@travelers.com

file://TSBVANM2/WARRANTY/Underwriting/Builder%20Agreement/Travelers%20Guarantee%20Company%20of%20Canada%20Documents/New%20Warranty%20Templates/Templates/BC/Renewal%20Letters/www.bchousing.org/licensing-consumer-service


 
 

3.3 

 

 

 

 

OBTAINING A BUILDING PERMIT in BC 
 

 

 
 
 

 
 

 

 

 

 

 

3.  SUBMIT TO TRAVELERS CANADA 
 
Once completed, submit ALL of the following 
documents to Travelers Canada: 

 
  

 Travelers Canada Application for Home 
Warranty Coverage and Project Information 
Sheet(s). 

 Travelers Canada List of Units (if multi- 
family units). 

 Additional documentation requested on the 
Travelers Canada Application.  

 Cheque for Travelers Canada premiums or 
Credit Card Authorization Form. 

 

 Incomplete documents will cause delays in 
obtaining your Building Permit. 

 Courier, mail, email or drop off to Travelers 
Canada. 

 In person: You are always welcome to visit 
our office, but please call in advance to 
schedule a meeting if you specifically wish to 
speak with a Home Registration Staff 
Member or Tech Rep. 

 
Travelers Canada will: 
 

 Review your application & any additional 
information required as quickly as possible. 

 Assign a home registration # upon 
acceptance. 

 Apply our electronic corporate seal to the 
Licensing and Consumer Services (formerly 
the HPO) Registration Form indicating 
warranty acceptance. 

 Licensing and Consumer Services (formerly 
the HPO) will then have the BC Housing 
New Home Registration Form available via 
the Builder Portal. In the Enrollments 
section, the form status will state that it is 
“Ready for Download”. 

 
PAYMENT OPTIONS: 

 
By Cheque – please make all cheques payable to 

“Travelers Insurance Company of 
Canada”. 

 
By Credit Card – please complete the Credit Card 

Authorization Form  
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OBTAINING A BUILDING PERMIT in BC 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.  BUILDING PERMIT 
 
Once the BC Housing New Home 
Registration Form has been sealed & 
you are able to download it and print it 
from the Licensing and Consumer 
Services Builder Portal, take it to your 
city, municipality or regional district. 
They will then process your application 
for a building permit. 
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SINGLE DETACHED 
DWELLING UNIT 
(Page 1 of 2) 

 

 
  

 

 

 

 

 

Travelers Canada Warranty Premium 

 Refer to your Terms & Conditions of 
Acceptance letter for your confidential & 
unique warranty premium.   

 NO GST required. 

 Cheque payable: “Travelers Canada ” 

 Cheque must be submitted in the name 

of the Travelers Canada Builder.  

 Payment can be made by Credit Card. 
Complete the Credit Card Authorization 
Form and submit it by mail, email or fax.  

 

New Home Information 

Provide as much information as 
possible (i.e. indicate full civic and 

legal description of new home).  If 
there is only a legal description 
available & the municipality has not 
assigned a full civic address, provide 
legal description and street name (if 
available). 

Applicant Info: Insertion of all info 

helps to speed processing for 
Travelers Canada staff.   

BC Housing Fees (See Section 2 of this binder for fee information) 
1) Licensing Fee............................... $ 40.00 per residential unit. 

 NO GST required on either fee. 
 
BC Housing - Licensing and Consumer Services (formerly the HPO) will collect the 
$40.00/Residential Unit Licensing Fee and $750.00 per unit Reconstruction Levy 
directly. This must be done in connection with their issuance of a BC Housing New 
Home Registration Form for each new residential unit that will be required to be 
registered for Home Warranty. This must be done prior to submitting this form 
to Travelers Canada. Please contact Licensing and Consumer Services at 
www.bchousing.org/licensing-consumer-services or 
 1-800-407-7757. 

 

Construction Cost: Provide the 

estimated construction costs not 
including land and soft costs.    

http://www.bchousing.org/licensing-consumer-services
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SINGLE DETACHED 
DWELLING UNIT 
(Page 2 of 2) 

 

 

 

 
 

MISSING INFORMATION? 

For Items 1 to 4: 
If an item is not applicable or info is not 
available yet, please indicate “not 
applicable”, “n/a” or “to follow”. 

 

Owner Exclusions 

 As per HPA Regs, Sec 11 re: 
“permitted exclusions”- (Owner 
supplied or installed materials, 
labour and design) – Travelers 
Insurance Company of Canada will 
require a copy of the construction 
contract if the Builder intends to 
build anything less than a complete 
project (i.e.: the homeowner 
requests to do their own finishing or 
a builder is hired to construct a 
home to lock up only – foundation, 
framing, roof on, windows and doors 
in and all cladding) 

 

Applicant Info: Insertion of all 

information helps to speed processing for 
Travelers Canada staff.   

Geotechnical Review Required: 

If any one of these three conditions apply 
to the detached dwelling being 
registered, a Geotechnical Report will be 
required. In addition, Travelers Canada 
Technical Representative may request 
additional information on the project – 
please see the Soils and Foundation 
Details Addendum on Pg 3.7 
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SINGLE DETACHED 
DWELLING UNIT 
(Addendum to the Schedule C-1 for Soils & Foundations Details) 

 

 
 
       

 

 

 

 

 

 

 

 

As Per Page 2, Section 2 of the 
Schedule C-1 (on Page 3.6): 

 
Travelers Insurance Company of Canada 
may require the following information be 
submitted upon request of the Technical 
Representative for the Questionable 
Soils or Conditions, Foundations 
Systems and Locations identified in this 
section. 
 

Any questions should be directed to the 
Technical Representative for your area 
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   DUPLEX OR TRIPLEX                  
           (Page 1 of 2) 

 

 

 
 
 

 

 

BC Housing No: Refer to your Licensing 

and Consumer Services (formerly the 
HPO) Binder, the Residential Builder 
License (wallet card) or 
www.bchousing.org/licensing-consumer-
services 
 
 

BC Housing Fees (See Section 2 of this binder for fee information) 
2) Licensing Fee............................... $ 40.00 x # of units (2 or 3). 
3) Reconstruction Fee....................... $750.00 x # of units (2 or 3). 

 NO GST required on either fee. 
 
BC Housing - Licensing and Consumer Services (formerly the HPO) will collect the 
$40.00/Residential Unit Licensing Fee and $750.00 per unit Reconstruction Levy 
directly. This must be done in connection with their issuance of a BC Housing New Home 
Registration Form for each new residential unit that will be required to be registered for 
Home Warranty. This must be done prior to submitting this form to Travelers 
Canada. Please contact Licensing and Consumer Services at 
www.bchousing.org/licensing-consumer-services or 
1-800-407-7757. 
 

 

Builder Name: Insert name of company 

registered with Travelers Canada. 

 

Builder No: Refer to your Terms & 
Conditions of Acceptance letter. 

 

TIME SAVER re: Blocks/Subdivisions 
New Home Information  
1) Insert all generic information.                

(i.e. Applicant Info, Unit Ownership 
Type, Unit Type, Fees) 

2) Photocopy Application Forms. 
3) Write in specific details re: each 

dwelling unit (e.g. unit #’s, strata 
lots, estimated date of completion, 
estimated range of unit purchase $). 

Construction Requirements: 

 Ensure your technical personnel are 
familiar with these construction 
requirements.  For questions or 
clarification, contact a Travelers Canada 
Technical Representative before 
proceeding. 

 

Travelers Canada Warranty Premium: 
1) Refer to your confidential Terms & 

Conditions of Acceptance letter for 
your unique warranty premium. 

2) Complete “List of Units” documents 
on next page, calculate total 
Warranty premium & insert on both 
pages. 

 NO GST required. 

 Cheque payable: “Travelers 
Canada”. 

 Cheque must be submitted in the 

name of the Travelers Canada 
Builder.  

 Payment can be made by Credit 
Card. Complete the Credit Card 
Authorization Form and submit it by 
mail, email or fax.  

 

http://www.bchousing.org/licensing-consumer-services
http://www.bchousing.org/licensing-consumer-services
http://www.bchousing.org/licensing-consumer-services
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DUPLEX OR TRIPLEX  
(Page 2 of 2) 
 

 
 

 
                

 

 

 

 

 

 

 

 

 

 

 

  

Table 

Complete all columns to ensure the 
correct information is established upon 
registration.  

Applicant Info: Insertion of all info 

helps to speed processing for 
Travelers Canada staff.  Thank you. 

Construction Requirements: 

Ensure your technical personnel are 
familiar with these construction 
requirements.  For questions or 
clarification, contact a Travelers Canada 
Technical Representative before 
proceeding. 

 

Owner Exclusions 

 Reference: HPA Regs, Sec 11 re: 
“permitted exclusions” - (Owner 
supplied or installed materials, 
labour and design) – Travelers 
Insurance Company of Canada 
will require a copy of the 
construction contract if the Builder 
intends to build anything less than 
a complete project (i.e.: the 
homeowner requests to do their 
own finishing or a builder is hired 
to construct a home to lock up 
only – foundation, framing, roof 
on, windows and doors in and all 
cladding) 

 

 

“Proof of Insurance” 
Refers to E & O Insurance/ Professional 
Liability Insurance carried by Architect 
or Engineer.  (This includes Schedules 
B’s & C’s signed off by an Engineer). 
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MULTI-UNIT BUILDING 
(Page 1 of 2) 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BC Housing No: Refer to your Licensing 

and Consumer Services (formerly the 
HPO) Binder, the Residential Builder 
License (wallet card) or 
www.bchousing.org/licensing-consumer-
services 
 

Builder No: Insert name of company 
registered with Travelers Canada. 

Project Information: 

 Provide as much information as 
possible (i.e. indicate full civic and 
legal description of project).   

 If there is only a legal description 
available and the municipality has 
assigned no full civic address yet, 
provide legal description and street 
name (if available). 

BC Housing Fees (See Section 2 of this binder for fee information) 
4) Licensing Fee............................... $ 40.00 x # of units (2 or 3). 
5) Reconstruction Fee....................... $750.00 x # of units (2 or 3). 

 NO GST required on either fee. 
 
BC Housing - Licensing and Consumer Services (formerly the HPO) will collect 
the $40.00/Residential Unit Licensing Fee and $750.00 per unit Reconstruction 
Levy directly. This must be done in connection with their issuance of a BC 
Housing New Home Registration Form for each new residential unit that will be 
required to be registered for Home Warranty. This must be done prior to 
submitting this form to Travelers Canada. Please contact Licensing and 
Consumer Services at www.bchousing.org/licensing-consumer-services or 1-
800-407-7757. 
 

 

Travelers Canada Warranty Premium 

 
1) Refer to your confidential Terms & 

Conditions of Acceptance letter for 

your unique warranty premium. 
2) Complete “List of Units” documents 

on next page, calculate total 
Warranty premium & insert on both 
pages. 

 NO GST required. 

 Cheque payable: “Travelers 
Canada”. 

 Cheque must be submitted in the 

name of the Travelers Canada 
Builder.  

 Payment can be made by Credit 
Card. Complete the Credit Card 
Authorization Form and submit it by 
mail, email or fax.  

 

http://www.bchousing.org/licensing-consumer-services
http://www.bchousing.org/licensing-consumer-services
http://www.bchousing.org/licensing-consumer-services
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MULTI-UNIT BUILDING 
 
(Page 2 of 2) 

 

 

 

 

 
 

 

 

 

 

 
 
 
 

 

 

 

Time Saver Tip 

Travelers Canada prefers that you use 
our “List of Units” document.  However, 
for your convenience, you may wish to 
create a List of Units on your own 
company spreadsheet provided the 
format remains the same as the 
original Travelers Canada document. 
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Preliminary Project Information for Multi-Unit 
Buildings 
This application is to be submitted along with the Builder Application for Project Specific Entity or prior 
to Travelers Canada quoting terms and conditions for warranty coverage on any multi- unit 
development project. 
   

(Page 1 of 3) 
 

 
 
 
 

Required Certification / On-Site 
Testing 

 
Ensure your technical personnel are 
familiar with these construction 
requirements.  For clarification or 
questions, contact a Travelers 
Canada Technical Representative 
before proceeding. 

 
Window testing is mandatory for low-
rise and high-rise multi-unit buildings. 

Project Information: 

 
- Provide as much information as 

possible (i.e. indicate full civic and 
legal description of project).   

 
-  If there is only a legal description 

available and the municipality has 
assigned no full civic address yet, 
provide legal description and street 
name (if available). 

MISSING INFORMATION? 
 

If an item is not applicable or info is 
not available yet, indicate “not 
applicable”, “n/a”, or “to follow”. 
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Preliminary Project Information for Multi-Unit Buildings 
(Page 2 of 3) 
 

 
 
 
 

 

 

 

 

 

 
Item 3: Project Professional  

 
Ensure your technical personnel are 
familiar with these construction 
requirements.  For clarification or 
questions, contact a Travelers Canada 
Tech Rep before proceeding. 
 

Minimum Levels of Insurance 

 
Think in advance! Ensure you hire 
professionals who carry the required 
levels of insurance noted & who are 
acceptable to Travelers Canada. 

 

Item 4 - Required Documents 

 

 Plan in advance!  

 Submit as much info as possible. 

 These documents enable Travelers 
Canada to fully assess technical & 
financial risk. 

 Travelers Canada Tech Reps will 
consult with the builder & consultants 
prior to acceptance of the project. 
(Thus, allow some extra time.) 
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Preliminary Project Information for Multi-Unit Buildings 
(Page 3 of 3) 
 
 

 
 

Project Construction Requirements: 

 Ensure that you read and understand 
all of the information listed on this 
page. Any questions should be 
directed to the Technical 
Representative for your area. 



Homeowner Protection Office 
Branch of BC Housing 
www.hpo.bc.ca 

650 – 4789 Kingsway
Burnaby BC V5H 0A3 

604 646 7050  phone                                 11/11
604 646 7051  fax 
1 800 407 7757  toll‐free 
licensinginfo@hpo.bc.ca  email 

 

 
 
 
Ordering HPO New Home Registration Forms is now 
quicker and easier. Using the new system you will be able 
to register new homes with the HPO and pay the related 
HPO fees online at any time, with wait times eliminated as 
the new home information is electronically transferred to 
your warranty provider. 

Once your project has been enrolled and electronically 
sealed by your warranty provider, you will be able to 
download and print the form for the building department 
in order to obtain a permit. Your online HPO account also 
contains a record of your construction activity, as well as 
electronic copies of your approved forms and is accessible 
at any time. 

Follow the step‐by‐step guide contained in this bulletin to 
register a new home.  

See an animated Online Registration of New Homes 
demonstration. 

 
Login and Password Protection 

 
Log in with your account name and password at https://lims.hpo.bc.ca/LIMSPortal/LRBPortal/. 

If you have forgotten your password, simply click on 
“Forgot your password?” A new password will be 
generated for you and sent to the email address you have 
provided to the HPO. When you receive your new 
password, we encourage you to change it to one of your 
own choosing as soon as possible. Once you have decided 
on a password, keep it for further use and, for your own 
security, only share it with authorized individuals. 

To change your password, choose the “My account” tab 
and enter the new password of your choice into the “New 
password” data field. Re‐enter the new password in the 
data field below. In the final data field “Enter your 
password to confirm changes”, enter your old password. 
Finally, click “Save Changes”. Next time you log in you will 
use your new chosen password. 
 
 
 
 
 
 

Online Registration of New Homes 
Information for Licensed Residential Builders 

http://www.hpo.bc.ca/files/download/video/LRBEnglish/index.htm
http://www.hpo.bc.ca/files/download/video/LRBEnglish/index.htm
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Requesting an HPO New Home Registration Form 
A step‐by‐step guide to registering new homes online 

 
1. Review your home page 

Once you log in, the first page you will see is your home 
page. Your home page informs you of your licence status. If 
you are “Approved” you can request forms. If your licence is 
“Expired”, or if specific conditions are placed on your licence 
preventing the registration of new homes, you cannot. 

You must also have current acceptance with one or 
more warranty providers. 

 

2. Open the New Home Registration tab 

When you open your home page, the 
“Home” tab will be in the upper left side. 
To order forms, click once on the “New 
Home Registration” tab. 

The screen shows your record of New 
Home Registration. If you have never 
registered a home under this licence, 
you will have no records. Click on “Request new form”. 

 

3. Start a new request 

You will see an information screen of details that 
you will be required to provide, such as 
construction and payment information. 

When you are ready, click “Start”. This will take 
you to the first of five pages that you must 
complete in order to successfully submit your HPO 
New Home Registration request to your Warranty 
Provider. 
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4. Provide new home and warranty information 

“Type of home” can be a single family home, a duplex or a 
multiple unit dwelling. If you choose multiunit, it will ask you 
how many units the project will include. 

If you have more than one warranty provider you will need to 
choose the provider to which you will submit this request. 

Enter the civic and legal addresses including the PID (Parcel 
Identifier). The PID always has 9 digits. You will find the PID on 
your property tax receipt or on your BC Assessment Notice. 

Click on “Next”. 

 

 

5. Complete property owner information 

You will be asked if your company currently owns the land upon which you want to build. If you answer “No” 
the system will ask you to identify the property owner as well as list a contact number for the property 
owner. 

6. Provide construction details 

You will be asked to give the estimated selling price and 
also the start, completion and possession date. You will 
also be asked for details of the proposed construction 
such as how many stories the dwelling will have, what 
kind of foundation and framing will be used, etc. 

 

7. Confirm your request 

Page 4 summarizes the data you have just entered, asks you to review it for accuracy, lets you know what 
your HPO fee will be, and asks you to confirm your request for new home registration. If you see errors, click 
on “Edit” and make your changes. Once your changes are complete, click on “Confirm request now”. If you 
choose “Cancel” all your details will be erased. 

On the next page, you can make another request or go directly to the payment screen. 

8. Payment options 

A. You can pay online with a credit card. 
B. You can mail or courier a cheque, or you can visit the HPO office and pay by cash. 
C. If you wish to defer payment you can click on “Pay Later”. Doing this will add the form request to your 

list of pending payments. You can then return later to complete the payment. 

Once you complete the payment section, you will be given a confirmation number that will include the form 
number. This number is important for you to keep in your records. 

9. Enrollment of new homes 

Once your payment is made, the system automatically submits your form request to your warranty provider. 
After obtaining additional required information and warranty fees from you, they will assess your request to 
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enroll the property and if they approve the enrollment, they will seal the form electronically. Once they do 
this, the system automatically changes the status of the registration on your online account. The status for 
that property will now read “Ready for download”. 
 

Review Your Records 
 

If you have enrolled homes in the past, your previous 
construction history will show under the “New Home 
Registration” tab. These entries represent only those 
properties you have already enrolled. The form status of 
homes enrolled before April 1, 2009 will read “Manual form 
only.” 

Projects registered using the online system will be listed and 
show you whether the enrollment is pending or ready for download once the enrollment is approved. You can 
open any of your new registrations and review the information or print a receipt for the registration. 
 
How to Obtain Your Building Permit 

 
Once the property has been enrolled and your form has been sealed by your Warranty Provider, you will be 
notified by email. You can also check your “New Home Registration” page and look to see if the “Enrollment 
pending” status has changed to “Ready for download”. 

Printing the form 

To print the form in order to obtain your permit from the building department, click on “Open” next to the 
property address in which you want the permit. Then click on “Download form”. Click once on “Click to 
download form.” This will generate a one‐page .PDF form that you can print on a plain white 81⁄2 '' x 11'' piece 
of paper. You may print a copy for yourself if you wish or simply access your online account at any time to 
download and reprint the form. You will not need to sign the New Home Registration Form because the 
electronically‐applied seal of the warranty provider is sufficient proof of enrolment. If you do not have access to 
a printer please contact the HPO or your warranty provider for assistance. 

Submitting electronically 

Building departments will also be given access to an online database of New Home Registration forms and may 
not require a paper copy of your form. Check with your building department to see if they need a paper copy of 
the form. If they are using the online database and do not need a paper copy, make sure you arrive with the 
New Home Registration Form number. 

Building areas with no building permits 

In areas where building permits are not required, you will need to ensure that the project is enrolled and the 
form is sealed by your warranty provider prior to beginning construction. 
 
For More Information Contact 

 
Homeowner Protection Office 
Branch of BC Housing      phone: 604‐646‐7050      email: licensinginfo@hpo.bc.ca 
650 – 4789 Kingsway      toll‐free: 1‐800‐407‐7757    website: www.hpo.bc.ca 
Burnaby, BC  V5H 0A3 




