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Stage 1: Prelim. Project Enquiry Stage 2.1: Preliminary Review

10 days 25 daysStage Complete: 1 day

PER Category D Process1

40 days

Preliminary
Referral:

.docx

VFPA Comment 
Summary:

.docx

Application 
Submission
Checklist:

.docx

PPE:
.pdf, .xlsx, etc.

Project Lead:
Change

Cat. Determination

Project Lead:
Upload

all documents,
log meeting date

Project Lead:
Add Review Teams

Departments:
Add Review Leads

Project Lead:
Log Application 

Submission
Checklist

submission date

5–10 2

15
10–1510–25

1

Planning Review 
Lead:

Assign BP/OP Lead, 
BP/OP Status

Project Lead:
Indicate in 

comments that 
Preliminary 

Comment Period 
needed

Manager:
Assign Project Lead

Submit
Preliminary Project 

Enquiry (PPE)

Assign
PPE to Project Lead

Contact
Applicant, provide 

preliminary 
information

Prepare/present
Preliminary Referral

at
PER Team meeting

Accept
assignment?

Assign
standard and 

optional 
departments

Compile
comments from 

Preliminary Referral 
into VFPA Comment 

Summary

Discuss/review
VFPA Comment 
Summary with

Project Lead

Present
project to Project 
Team, Manager, 

Directors

Preliminary 
Referral 

complete?

Prepare
Application 
Submission

Checklist

Review
Application 
Submission

Checklist

Comment/confirm 
requirements on 

Application 
Submission

Checklist

Compile
comments on 

Application 
Submission

Checklist

Update
Preliminary Referral 

Confirm
category change

Change
category?

Review,
comment,

pre-consult

Review
PPE and

project location

Departments:
Self-assign

Review Leads

Review
Application, 

determine required 
resources

Stage
2.2

Discuss
Application 
Submission

Checklist with 
Project Lead
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Stage 2.2: Preliminary Comment Period

100 days Stage Complete: 120 days

2 PER Category D Process

Revised Application 
Submission
Checklist:

.docx

Project Lead:
Log Revised 
Application 
Submission

Checklist
submission date

Project Lead:
Update Application 

Status to 
Prelim Complete

10–15

10

Consultation and 
Presentation 

Materials:
.docx, .pptx, etc.

Preliminary
Comment Period

Public Engagement Plan:
.docx

VFPA 
Communications 

Roll-Out Plan:
.docx

Preliminary Comment 
Period Public Consultation 

Summary Report:
.pdf

Consideration Memo: .pdf

10

Prepare
Revised Application 

Submission
Checklist

Review
Revised Application 

Submission
Checklist

Comment, confirm 
requirements on 

Revised Application 
Submission

Checklist

Compile
comments on 

Revised Application 
Submission

Checklist

Discuss
Revised Application 

Submission
Checklist with 
Project Lead

Stage
2.1

Review
Revised Application 

Submission
Checklist

Discuss
Anticipated 
Preliminary 

Comment Period 
activities

Discuss
Anticipated 
Preliminary 

Comment Period 
activities

Project Comms,
Aboriginal Affairs:

Discuss
Anticipated Preliminary 

Comment Period activities

Review
Consultation and 

Presentation 
Materials

Prepare
Consultation and 

Presentation 
Materials

Prepare
Preliminary 

Comment Period 
Public Engagement 

Plan

Project Comms:
Prepare

Preliminary 
Comment Period 

Public Engagement 
Plan

Approve
Preliminary 

Comment Period 
Public Engagement 

Plan

Project Comms:
Prepare

VFPA Communications
Roll-Out Plan

Determine
launch dates

Assist
VFPA 

Communications 
Roll-Out Plan

Assist
VFPA 

Communications 
Roll-Out Plan

Submit
Application

Project Comms:
Upload

project materials to 
VFPA website

Approve
project description 
and materials for 

website

Conduct
public consultations

Attend/assist
public consultations

Project Comms: Review
public comments 

Planning: Review
stakeholder comments

Aboriginal Affairs: Review 
Aboriginal group comments

Review
Preliminary Comment 
Period Consultation 

Summary Report

Review
Consideration Memo

Prepare
Preliminary Comment 

Period Public Consultation 
Summary Report

Prepare
Consideration Memo
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Stage 3: Application Submission Stage 4: Completeness Check

Stage Complete: 1 day Stage Complete: 15 days

3 PER Category D Process

Application:
.pdf, .xlsx, etc.

Completeness
Referral:

.docx

Project Lead:
Update

Project Team
as required

Project Lead:
Advance

Business Process 
stage to

Application Review

Project Lead:
Update Application 

Status to
In Progress

1

10–15

Submit
Application

Review
Application, 

determine required 
resources

Review
Application, 

determine required 
resources

Inform
Applicant about 
Completeness

Check and review 
timeline

Pay
application fee

Application
fee paid?

Prepare
Completeness 

Referral

Notify
Managers

Assign/reassign 
application to 
Project Lead

Confirm
stakeholder/public/

Aboriginal 
consultation dates

Review
materials

Confirm
completeness

Application 
submission 
complete?

Notify
Applicant

Return
to Stage 2

Notify
Applicant,

Administrator,
Managers,

Directors of review start 
date and timeline
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Stage 5.1: Application Review

120 days15 days

4 PER Category D Process

Location Plan:
.dwg, .jpg, etc.

Project Lead:
Log meeting date

Project Lead:
Upload all 
documents

Application Referral:
.docx

Draft Project Description 
and Proposed Works:

.docx

Webpage Copy

Consultation and 
Presentation 

Materials:
.docx, .pptx, etc.

Review Timeline:
.xlsx

VFPA Comment 
Summary:

.docx

15 120–170

Project Lead:
Log App Ref Date

Present
Application at PER 

Team Meeting

Prepare
Application Referral

Prepare
Draft Project Description 

and Proposed Works

Review/Confirm
Draft Project 

Description and 
Proposed Works

Review/comment
on

Application 
Referral

Determine
scope of 

consultation,
draft

list of stakeholders

Project Comms:
Confirm

scope of public 
consultation, 
materials for 

Webpage Copy

Confirm
public/stakeholder/

Aboriginal 
consultation dates

Project Comms:
Finalize Webpage, 

confirm documents

Aboriginal Affairs:
Confirm documents

Review
Consultation and 

Presentation Materials

Update
VFPA Communications Roll 

Out Plan

Prepare
Review Timeline

Attend
application review

meeting

Attend
application review

meeting

Prepare
Review Timeline

Prepare
Consultation and 

Presentation 
Materials

Project Comms:
Review

Consultation and 
Presentation Materials

Update
VFPA Communications Roll 

Out Plan

Compile
VFPA Comment 

Summary

Review/comment
on Application 

Referral

Review/comment on
VFPA Comment 

Summary

Review/comment
on application

Update
Application Referral

Technical
review 

complete?

Review/discuss 
updated

Application Referral

Stage
5.2

Request
Location Plan

from
Spatial Requests

Review
Application, 

determine required 
resources

Planning:
Initiate Code 

Consultant Fee 
Proposal and 

Building Permit 
processes
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Stage 5.2: Application Review

Stage Complete: 170 days

5 PER Category D Process

Consultation Letters:
.pdf

Public Comments:
.docx

Stakeholder Comments:
.docx

Aboriginal Comments:
.docx

Project Lead:
Upload revised 
plans, studies, 

documents

Response Letters:
.docx

Project Lead:
Upload all final 

permit documents

Project Lead:
Advance

Business Process 
stage to

Project Decision

Prepare
Consultation Letters

Attend/assist
public consultations

Conduct
public consultations

Attend
Liaison Committee, 

stakeholder, and 
Aboriginal Group

meetings

Project Comms: Review
public comments 

Planning: Review
stakeholder comments

Aboriginal Affairs: Review 
Aboriginal group comments

Final Comment 
Period needed?

Approve
revised plans, 

studies, documents

Planning,
Project Comms, 

Aboriginal Affairs:
Prepare

Response Letters

Review
Response Letters

Review
Response Letters

Finalize
Response Letters

Finalize
Response Letters

Finalize
Response Letters

Review
complete?

Project Comms:
Post

updated documents 
to Webpage

Stage
5.1

Stage 5.3

Confirm
date, attendees

for PERC meeting
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Stage 5.3: Final Comment Period

Response Letters:
.docx

Referral Letters:
.docx

10
15 days

6 PER Category D Process

10 days

3

Review
Application

Referral

Stage
5.2

Attend/assist
Final Comment 

Period

Conduct
Final Comment 

Period

Project Comms: Review
public comments 

Planning: Review
stakeholder comments

Aboriginal Affairs: Review 
Aboriginal group comments

Comments 
complete?

Planning,
Project Comms,

Aboriginal Affairs:
Determine

additional comment 
review time

Approve
revised plans, 

studies, documents

Project Comms, 
Aboriginal Affairs:

Prepare
Response Letters, 
Referral Letters

Review
Response Letters,
Referral Letters

Review
Response Letters,
Referral Letters

Finalize
Response Letters,
Referral Letters

Finalize
Response Letters,
Referral Letters

Stage
5.2

Project Comms,
Aboriginal Affairs:

Determine
Final Comment 

Period start

Confirm
Final Comment 

Period
start and end

Project Comms:
Upload

Public Consultation 
Summary Report, 

Consideration Memo to 
VFPA website

Confirm
additional comment 

review time

Prepare
Final Comment 

Period materials

Review
Response Letters,
Referral Letters
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Stage 6.1: Project Decision

Stage Complete: 20 days

7 PER Category D Process

Draft PER Report:
.docx

Draft PER Permit:
.docx

Final Drawing 
Package:

.dwg, .jpg, etc.

Project Lead:
Log

Draft PP Ref. Date

Final PER Report:
.docx

Final PER Permit:
.docx

20 days

10

10

10

PER Committee Meeting 
Agenda: .docx

PER Committee Meeting 
Minutes: .docx

PER Committee 
Presentation:

.pptx

Prepare
PER Committee 

Presentation

Confirm
date, attendees

for PERC meeting

Label/stamp
Final Drawing 

Package

Review
Draft PER Report,
Draft PER Permit

Finalize
Draft PER Report,
Draft PER Permit

Approve
Draft PER Report,

Draft PER
Permit?

Incorporate
changes to

Draft PER Report,
Draft PER Permit

Finalize
Draft PER Report,
Draft PER Permit

Application
led by

Planning?

Environment:
Provide

environmental 
decision signature

Approve
Final PER Report,
Final PER Permit?

Prepare
PER Committee 

Meeting Agenda,
PER Committee

Meeting Minutes

Prepare
Draft PER Report,
Draft PER Permit

Compile
Final Drawing 

Package

Finalize
Draft PER Report,
Draft PER Permit

Planning:
Review

Final PER Report,
Final PER Permit

Prepare
Final PER Report,
Final PER Permit,

Insert
Final Drawing 

Package

Stage
6.2

Review
Draft PER Report,
Draft PER Permit
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Stage 6.2: Project Decision

Stage Complete: 20 days

8 PER Category D Process

Project Lead:
Create new issue if 

review exceeded 170 
business days

10

10 days

Prepare
Decision

Notification

Review
PER Committee 

Presentation

Prepare
PER Committee 

Presentation

Review
PER Committee 

Presentation

Send
PER Committee 
Presentation,

Final PER Permit,
Final PER Report

to PER Committee

Present
PER Committee 

Presentation
at PER Committee 

Meeting

Review
PER Committee 

Meeting Minutes

Review
PER Committee 

Meeting Minutes

Finalize
PER Committee 

Meeting Minutes

PER Committee
Approves

Application?

Finalize/stamp
Final PER Permit,

PER Committee Meeting 
Minutes

Send
to PER Committee Chair

PER Committee
Defers

Application?

PER Committee
Approves

Application
with revisions?

Revise
Final PER Permit

Review
revisions to

Final PER Permit

Review
revisions to

Final PER Permit

Stage
6.1

Schedule
new

PER Committee 
Meeting

PER Committee:
Deny

Application
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Stage 7: Decision Notification

Project Lead:
Update Application 

Status to Application 
Approved or  

Application Rejected

Project Lead:
Upload all project-
related records to 

Livelink, delete 
working folder

9 PER Category D Process

Stage Complete: 5 days

Application Denial 
Letter:

.pdf

Copy Final PER Report:
.pdf

Copy Final PER Permit:
.pdf

Decision Letters:
.pdf

1

2

5 5

Decision Package:
.pdf

Prepare
Decision

Notification

Send
Decision Package

to Applicant, appropriate 
Managers, appropriate 

Directors, PER Committee

Application
approved?

Prepare
Application Denial 

Letter

Review
Application Denial 

Letter

Review
Application Denial 

Letter

Send
Application Denial Letter to 

Applicant, appropriate 
Managers, appropriate 

Directors, PER Committee

Prepare
Copy Final PER 

Report,
Copy Final PER 

Permit

Project Comms:
Update VFPA 

Website with Copy 
Final PER Report, 

Copy Final PER 
Permit

Notify
interested parties

by mail/email

Project Comms:
Notify

interested parties
by mail/email

Prepare/send
Decision Letters to 
stakeholders and 
Aboriginal groups

Prepare/send
Decision Letters to 
stakeholders and 
Aboriginal groups

Begin
Permit

Monitoring

Send
Decision Package

to Applicant, appropriate 
Managers, appropriate 

Directors, PER Committee

Compile
Final PER Report,
Final PER Permit

into
Decision Package

Compile
Final PER Report,
Final PER Permit

into
Decision Package
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