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Purpose of the Manual 

This Urban Development Online (UDO) Reference Guide is to be used by Developers and/or their Consulting 

Engineers and will document the steps to complete the actions on the Building Permit Clearance (BPC) Tab of the 

Urban Development online Development Application. 

 

NOTE: 

The building of this training material required the use of existing Subdivision Application and Construction Drawing 

information provided to the City of Calgary. You may notice slight inconsistencies throughout the training material. 

The information used is for demonstration purposes only. These variances are not to deter from the intended 

content. 
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Building Permit Clearance Tab Overview 
 

Section Available Actions 

Request List 
and Add 
Clearance 
Request 

• Review any existing Building Permit Clearance (BPC) jobs, including status 

• Add a new Clearance Request  

Clearance 
Letters  

• View a clearance letter after the BPC has been approved 

Covenants 
and Caveats 
and Add 
Covenant 
Clause 

• Add any Covenants and Caveats applicable to the Development Agreement 

• Review the list of existing Covenants and Caveats 

Addressing 
Requests 

• View the status of DSR addressing requests related to the parcels within this Development 
Agreement 
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Building Permit Clearance Tab Quick Reference 

Sheet 
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REQUEST LIST AND ADD CLEARANCE REQUEST 

This section allows the user to Add a new Building Permit Clearance Request or review existing requests. 

The Building Permit Clearance (BPC) sub jobs are built from an existing Development Agreement. 

To add a new BPC, click the ADD CLEARANCE REQUEST button, and a new window will open to allow 

you to add all the required details and attachments and then submit the request. 

 

If an existing BPC job exists, it will show in this section: 

Details   allows you to open the BPC and review it or edit it 

File Number  the job number assigned to the BPC request 

Created Date  when the BPC was first created 

Submit Date  when the BPC was completed and the submit button was activated 

Status   shows the status of the BPC, including which team the BPC is currently      

   with 

Type of Request shows 1 of the 4 options (Show homes, Partial, Remainder, Whole) 

Issue Date  when the BPC was approved 

 

 

 

CLEARANCE LETTERS 

This section shows all issued Building Permit Clearance letters. These PDF files will appear for each BPC 

request after the BPC is completed. 

 

COVENANTS AND CAVEATS AND ADD COVENANT CLAUSE 

This section shows any Covenants and Caveats that have been set up for the Development Agreement.  

The Add Covenant Clause tool allows users to add all Covenant and Caveats that are applicable to the 

Tentative Plan (SB job) for the Development Agreement.  

 

ADDRESSING REQUESTS 

This section shows all addressing Data Service Requests (DSR) per Subdivision job and their status. Prior 

to processing a BPC, these DSR jobs must show that addressing for the Subdivision is Complete. 
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Covenants and Caveats 
Prior to creating and submitting any BPC requests, the user must add all applicable Covenants and Caveats 

for the Development Agreement. 

All existing Covenants and Caveats will be shown on the main BP Clearance tab. 

Click the ADD COVENANT CLAUSE to create a new Covenant and Caveat. 

 

Add a new Covenant Clause 

When the ADD COVENANT CLAUSE button is clicked, a new Special Clause of type BPC Covenant and Caveats can be 

created. This tool is similar to the existing Special Clause tool, although the list of applicable placeholders to be used 

in the clause is smaller. 
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Steps to create a Covenants and Caveats Special Clause 

Task Steps 

View Outstanding 

Special Clause 

Issues 

 

Resolve any Outstanding Special Clause Issues. 

 

Build a BPC 

Special Clause 

1. Add the Clause Category and Clause Type if not already added. 

 

 

The available Covenants and Caveats at this time are as follows: 

 

Note: that if no Covenants and Caveats are applicable to the DA then please select – NONE 

 

Click SAVE and the new clause will show in section 2 below the placeholders 

 

Update Special 

Clause details 

2. Fill in all required fields highlighted within the clause noted using { }   

 

example: 
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Add Comment or 

attach other 

Supporting 

Documentation 

3. Add any required comments or additional details related to the BPC Special 
Clause. 

 

4. Attach supporting documentation using the Attach File button.  

 

Click Upload to attach the file. Acceptable file extensions are pdf, dwg, doc, docx, xls, xlsx, 

jpg, jpeg, msg and text. 

 

Save Updates to 

BPC Special 

Clauses Section 

5. The Save and Close button will update the Covenants and Caveats section on 
the BP Clearance tab. 
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Building Permit Clearance Request Overview 
 

Section Available Actions 

Header • Reference job number 

• Applicable Development Agreement and Subdivision name 

Request 
Details  

• Select the type of request 

• Provide a total number of lots applicable to this request 

• Confirm GBP detail 

Existing job 
references 
and list of 
Covenants 
and Caveats 

• After the BPC is first saved then items will show in this area for reference only: 

o list of related jobs (DSR addressing, SB subdivision, LP legal plan) 

o any Covenants and Caveats applicable to the Development Agreement 

Required 
Documents 

• A list of the various required documents to allow submission 

• Note that almost all require a “Minimum 1” doc / PDF / image be attached 

Additional 
Documents 

• Allows the user to attach any additional documents that may help with the BPC review 

• Not mandatory 

Submit  
Request 

• When all the required documents are attached then the Submit button will be available to 
submit the request to the City 
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Building Permit Clearance Request Quick 

Reference Sheet 
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Add a BP Clearance Request 
The process to create a new Building Permit Clearance request can be started when the Addressing jobs (DSR) are 

“Completed” and after Covenants and Caveats are added for the DA. 

Note: if no Covenants and Caveats are required then please create one that is of type  

“ —None ”  

to help with clarification that this section has been reviewed and none are required. 

Steps to create a BPC Request 

Task Steps 

Reference 
Information 

This section will show your new BPC job number (after it has been saved). This section also 
shows the Development Agreement and Subdivision name that this BPC job is related to. 

 

 

Type of Request 1. Select the Type of request from the menu 
Showhomes or Partial or Remainder or Whole 

 

Number of Lots 2. Add the total number of lots applicable to this BPC request 

 

 

 

Confirm GBP 3. Confirm Yes or No for the BGP question 
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Existing items 
reference 

 

After filling in the 3 items (type, lot number, BGP question), press SAVE and the BGP job 
number will be created. Additional reference information related to this Development 
Agreement will now show 

 

 

Attach Required 

BPC Documents 
4. Attach all required documents to the BPC job 

Each document type has: 
o its own button for adding a document for that type 
o a note saying “Minimum 1” for all those this applies to 

 
 

 

 

As the documents are added they will show at the top of this section 
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Attach additional 
documentation  

5. Add any additional documents that may help with the review of the BPC request 

 

Note: If the BPC is submitted and an additional document is requested by the Development 
Commitments team during their review, you may add them here. 

 

 

 

Submit 6. When all the required documents for the BPC are attached then the Submit button 
will be visible and the user can click it to submit the request to the City 
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BPC Status of Requests and Clearance Letters 

Status of BPC job 

After you submit a BPC request, the main Building Permit Clearance tab will display the status of your submission, 

including which team is currently reviewing it. 

 

Not yet submitted: 

 

 

Submitted including status: 

 

 

 

Clearance Letter Available 

When the BPC request circulation is complete (see Issue Date), the Clearance Letter will appear on the BP Clearance 

tab as an attachment. 

 

 


