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 ROUTINE DISCLOSURE APPLICATION 
 (Residential) 

PLEASE NOTE: Requests to view or copy building records will be processed in accordance with the                
Divisional Policy for Routine Disclosure. Requests for records that are not covered under the criteria for 

Routine Disclosure must be submitted directly to the City of Greater Sudbury Clerk’s Office. 

Payment will be required for this search of records prior to viewing or arrangements being made for the 
copying of plans. 

ALL FEES ARE NON-REFUNDABLE 

SUBJECT PROPERTY (a separate application is required for each address): 

Street No.: Street Name: Suite/Unit No.: 

Building Permit No.(s) if known: 

Specific Records Requested: 

View Only    __All Permits   __House   __Garage   __Addition   __Deck   __Pool    __Weeping Tile 

Copy Plans 

Survey 

Site Plan   4 GB USB Drive __     HARD COPY __ 

Drainage Plan 

Building Permit Records (only permitted to Other Authorized Requestors as described in the Routine  
Disclosure of Building Records & Drawings Policy; see list on page 2 For Office Use Only) 

INFORMATION FOR APPLICANT 

Building records provided are copies of those on file at the City of Greater Sudbury. The City of Greater Sudbury  
disclaims any liability as to the accuracy of the contents of the building plans as provided and would recommend that  
you contact the Engineer(s), Architect(s), Surveyor(s) and/or Designer(s) noted on the building  plans to confirm 

accuracy if you  intend to rely on them for any reason. Please  note  that  plans  are  subject  to  the provisions of  the 
Copyright Act. 

Completed requests will be retained for 30 days, after which the request will be deemed abandoned and the file will 
be closed. If you wish to proceed with this request at a later date a new request and fee will be required. 

APPLICANT INFORMATION 

First Name: Last Name: 

Street No.: E-Mail:

City/Town: Province: Postal Code: Telephone No.: 

Street Name: Suite/Unit: 
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APPLICANT DECLARATION 

 
I do hereby declare the following: 
 

• That I am the owner of the property as described above 
  a director of the management company responsible for the building on behalf of a property owner 
  (proof required)*    
   a person who has the written consent of a property owner or the management company 
  (proof required)* 
  an officer of the Municipal Property Assessment Corporation (MPAC) 
  another Authorized requestor as described in the Routine Disclosure of Building Records &  
  Drawings Policy (see list below) 
  another person requesting only a survey, site plan or drainage plan. 
 

• That I have read and understand the information stated on this form. 
 

•  That the information included in this application is completed and accurate. 
 

*Attach written consent with the completed application form. Requests received without the consent will not be accepted.   
 
 
 
 

_________________________________ __________________________________ ___________________ 
Signature  Print Name Date (yyyy-mm-dd) 
 

 
 
 

FOR OFFICE USE ONLY 
 
Other Authorized Requesters (identification required): 
 

•  An officer of TARION (previously Ontario New Home Warranties Plan (ONHWP)) who requires access to carry out his/her 
duties 

•  An officer of Professional Engineers of Ontario (PEO) or Ontario Architect Association (OAA) who is investigating a complaint 
against one of its respective members.  

• City Council, Standing Committee of Council 

• A City employee who requires access and disclosure to carry out his/her duties on behalf of the City 

• City Auditor 

• In the case of a City-owned building, with authorization of the Director of Asset Services. 
  

 

Other Fees.  The following additional fees apply: 
Print or Scan per Page (8.5 x 11; 8.5 x 14; 11 x 17) - $0.25 ($0.22 + $0.03 HST) 

 

Full Property File Search – Each additional 15 minutes - $15.00 ($13.27 + $1.73 HST) 

Full Property File Search – First 30 minutes - $32.00 ($28.32 + $3.68 HST) 

Print or Scan per Page (larger than 11 x 17) - $8.00 ($7.08 + $0.92 HST) 

USB Drive – Per copy - $28.00 ($24.78 + $3.22 HST) 

 

Personal information contained on this form is collected pursuant to the Municipal Freedom of Information and Protection of Privacy 

Act and will be used for the purpose of responding to your request. Questions about this collection should be directed to the Building 

Services Department, City of Greater Sudbury, 705-674-4455, extension 4278. 

 

Application Fee $175.00 ($154.87) (5006013) + (5004598) $20.13 HST) is Non-Refundable. An application fee is to       
accompany all requests for access to building plans and drawings (viewing and copying), payable, in person, at the Building Services 
One Stop Service Counter. If mailing in the application form, please make cheque/money order payable to City of Greater Sudbury.    
Forward to the Building Services Department, 200 Brady Street, PO Box 5000, Stn. A, 3rd Floor, Sudbury, ON P3A 5P3. 

 

January 2025 
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