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Conversion of Suites or Accessory Dwelling Units – Process 

Prior to making an application for a building permit, homeowners are encouraged to call the 
building inspector for preliminary assessment of the proposed conversion. 

Process for Conversion  

1. Apply for a Building Permit 

Homeowner applies for a Building Permit to change or legalize a portion of an existing single 
family dwelling to a suite or an accessory building into an ADU. (Applicant discusses process 
with staff to receive initial clarification if needed). 

Application forms for a Building Permit are available at the office and online. 

The application fee (non-refundable) is based upon the estimated cost of construction and 
would typically be between $50 and $250. Plumbing Permit applications for this type of 
construction are $50 each. 

For pre-existing units these fees are waived from October 1, 2016 to March 31, 2017. 

Costs for an electrical and gas inspection, if required, are at the owner’s expense. 

2. Review of Application 

The Building Inspector receives the application and plans and discusses with the applicant what 
more may be needed. He carries out an inspection if needed in order to provide additional 
information. The Inspector provides written documentation regarding upgrades that must 
occur in order to convert the units, and reminds the owner to contact other inspection agencies 
for their input. 

Once the plans are satisfactory, the Building Inspector issues the Permit. Permit fees are based 
upon estimated cost of construction and would typically be between $50 and $250 with a $250 
damage deposit (which is refundable). 

Plumbing Permit fees are based on the number of fixtures plus $50. Typically, a suite and an 
ADU would have 5 fixtures each (at $5 per fixture) so the cost would usually be $75 each. 
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For pre-existing units these fees are waived from October 1, 2016 to March 31, 2017 (except 
for the refundable damage deposit). 

At the time of application the additional utility costs would be added to the property’s record, 
and proper billing of utility fees would be incorporated into the Village’s accounting system. 

3. Building inspection:  

Although Building Permits must have their first inspection within six months AND then expire 
after two years, suite and ADU conversions will need to be completed within the six month 
timeframe. If they are not completed, the Permit could be extended for a further six months. 
Following those time periods, if the upgrades are still not completed enforcement procedures 
to have the unit decommissioned from a dwelling unit or to place a Notation on Title per 
section 56 of the Community Charter will commence. 

Please contact the Village for more information on the conversion you’re looking to complete, 
and the type of inspections that may be required. 

The Building Inspector is usually available to answer inquiries relating to building permits, the 
British Columbia Building Code, and Village bylaws on Tuesday and Thursday mornings from 
8:30 to 9:30 a.m. Call 250-336-2291 to reach the building inspector by telephone.  

Inspections may be booked for Tuesday and Thursday mornings by calling 250-336-2291 during 
regular office hours. Please call at least 48 hours in advance to ensure that your inspection can 
be accommodated. 

For more information contact the Village of Cumberland directly at 250-336-2291 or via email 
at info@cumberland.ca.  
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