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*Mandatory Response Required 
Application Process: 
Building records can be released if you're the current property owner or an authorized agent. The 
Ontario Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) grants the right 
to access building records. To process your request, submit this application form along with the 
required fee to the Building Department. Requests without payment won’t be processed until 
payment is received. The City of Woodstock aims to routinely disclose documents at the time of 
request. Records available directly from departments, like the Building Department, will typically 
be provided within about 15 days. If retrieving documents requires searching through a large 
volume of records, an extension may be needed to avoid disrupting department operations. 
 
Fees 
The file search and preparation fee is $30.00. This fee is non-refundable. 
You will be prompted to submit electronic payment for the application after clicking submit. 
 
Subject Property 
Identify the municipal street address of property you need information for: * 
 
____________________________________________________________________________ 
 
 
Applicant Declaration 
I do hereby declare that: * 
o I am the current owner of the property as described above. 

o I am working with the property owner as an Authorized Third-Party Agent (a completed 
and signed Routine Disclosure Property Owner Consent Form must be submitted with this 
application) 

o I am not the current property owner and I do not have signed consent form from the 
property owner. 

 
Proof of Property Owner Consent Required 
All applicants other than the registered owner of the property must attach a completed form signed 
by the current property owner. Applications that do not meet this requirement will not be 
processed. 
 
If you do not have the consent of the current property owner, you may submit a Freedom of 
Information Request. 
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Applicant Information 
 
First Name:* __________________________________________________________________ 

 

Last Name:*__________________________________________________________________ 

 

Mailing Address:*______________________________________________________________ 

 

City/Town:*___________________________________________________________________ 

 

Province:*____________________________________________________________________ 

 

Postal Code:*_________________________________________________________________ 

 

Phone Number:*_______________________________________________________________ 

 

Email:*______________________________________________________________________ 

 
Applicant Acknowledgement 
I acknowledge that:* 

o Search results are not guaranteed. All fees paid for requests are non-refundable. 

o Surveys held by the City of Woodstock may not be up to date and are not valid unless 
certified. If you need a valid copy, please contact a local Ontario land surveyor. 

o Use and reproduction of building plans, drawings and surveys are subject to the Copyright 
Act. I am solely responsible for obtaining copyright release to use these documents. 

o The City of Woodstock will remove (redact) any personal information of individuals, other 
than the property owner, as defined by the MFIPPA. 

o The City of Woodstock does not warrant the accuracy or quality of any information found 
in the record(s). 

o I have read and understand all information and requirements on this application form, and 
that all information included in this application form is complete and accurate. 
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Records Request 
I am requesting copies of the following building records:* 

o Survey 

o Lot grading plan  

o Site plan 

o Building plans and drawings 
 
For access to the following records, please request a Legal Compliance Letter from the Building 
Department at 519-539- 2382 ext. 3103 or 3106: 

• Inspection reports, 
• Orders issued under the Building Code Act, and/or  
• Building permits and applications. 

 
I would like the records provided in the following format:* 

o Digital (emailed copy) 

o Paper (applicant must pick-up in person, additional photocopy fees may apply) 
 
 
Applicant's Signature:*_________________________________________________ 
 
 
Date of Application:*___________________________________________________ 
 
 
Collection of Personal Information 
Personal information contained in any emails, forms, or documents that you submit will be used 
for the purposes of verifying ownership of the property, verifying authorization to receive records, 
and responding to the request. 
 
Personal information, as defined by Section 2 of the Municipal Freedom of Information and 
Protection of Privacy Act (MFIPPA), is collected under the authority of the Municipal Act, 2001, 
and in accordance with the provisions of MFIPPA. If you have questions about the collection, use 
or disclosure of this personal information, please contact the Manager of Legislative 
Services/Deputy City Clerk by phone at 519-539-2382 extension 2501 or email at 
jbunn@cityofwoodstock.ca 
 
Accessible formats of this document are available by contacting the Clerks Department at 519-
539-2382 or email at clerksinfo@cityofwoodstock.ca. 


