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How to use
ePermit
ePermit is an online application system that is free for everyone to use. You can apply 
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Creating an ePermit Account 
The first-time users access ePermit, they are required to register an account. This will be the login 
that is used to access permit and business license information going forward.  

On the ePermit homepage, click Register. 

Create an account using a valid email address and select a password. 

If the account is for an existing Contractor or Business License, select “Yes” on the appropriate 
type. You will be prompted to enter your license number.  

If the email used for registration is already associated with an existing license, the following steps 
will happen automatically.  

o Contractor License – Required for pulling Safety Codes permits as part of their
work, license numbers start with LCC. 

https://epermit.medicinehat.ca
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o Business License – All other Businesses doing work in the city limits, license
number starts with LCB.

If you are unsure of your license number or whether this step is required, select “No”. If needed an 
account can be linked to a license later. 

If your license number that is entered is valid, select “Register as this Business”. The account will 
be created using the existing information provided on the license. 

If you do not have your business license number, or if you are registering as a personal user, you 
will be prompted to enter your contact information.  

https://epermit.medicinehat.ca
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When complete, enter the captcha image and select “Complete Registration” 

A confirmation email will be sent to the provided email address. If you do not receive the email, 
please check your junk mail and spam folders before contacting Planning & Development Services 
for assistance.  
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Paying Fees in ePermit 
All active permit and license applications can be found by clicking on “My Items” and then 
selecting on the appropriate application type. 

Applications with pending fees will have a Pay Fees button available. 

Clicking on Pay Fees will display a breakdown of the fees on the permit or license. Please note that 
all fees must be paid in full before a permit or license will be issued. 

Selecting “Make Payment” will take the user to a 3rd Party Payment Processor to complete the 
payment. 

Fill out payment information as required. Accepted payment methods include Visa, Mastercard, 
Visa Debit, Mastercard Debit. 

If for any reason you need to navigate away from the payment page, please use the Back button at 
the bottom of the screen. DO NOT use the back arrow on your browser, as it may leave the fee 
unable to be paid for a period of a time.  

When ready to proceed, please press Checkout. 
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Requesting an Inspection 
Finding the permit to request an inspection on ePermit can be done in one of two ways: 

Request an Inspection from the Home Page (if you know the permit number) 

Click Request an Inspection under Safety Codes Services 

Enter the Permit number into the Search Bar and click Go! 

This will take you directly to the inspection scheduling page. 

Request an Inspection from My Items 

Click “My Items” from the list under the header. 

Click the arrow next to “My Permit Applications”. 

A full list of active permits will be shown, click the “Schedule Inspection” button on the permit in 
question. 
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Scheduling an Inspection 

A full list of inspections on the permit will be shown, select the required inspection to proceed. 

Date and Time 

Available dates for inspections can be chosen under the Select a Date field. Inspections may be 
booked for the next day if the inspection request is made prior to 1:00pm. Holidays and weekends 
are not available for inspection booking.  
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Select a Time Frame – Planning and Development Services does not allow for time specific 
inspections but will attempt to accommodate requests based on either Morning (AM) or Afternoon 
(PM) inspections. 

Notes – Any additional requests or details for the inspector must be included in the Notes field. 
These could include details like telephone numbers, on-site contacts, or lockbox codes. 

Enter the Captcha and hit “Next Step: Complete” 

https://epermit.medicinehat.ca
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Scheduling Complete 

You will see a confirmation page that your request has been received. This is not confirmation that 
the inspection has been scheduled, as it still needs to be reviewed and assigned by Planning & 
Development staff. An email will be sent to the email addresses on file when the booking has been 
confirmed.  

If for any reason, the inspection request needs to be cancelled, changed, or additional instructions 
need to be provided, please call Planning & Development Services at 403-529-8374 or email 
pbe@medicinehat.ca  

Viewing Inspection Results 

Inspection results and Site Inspection Reports are visible in ePermit under the permit details. 
Navigate to the permit by selecting “My Items” and then “My Permit Applications”. Click on the 
Reference Number of the permit in question.  

Scroll down to the section of the page labelled Inspections. The inspection outcome will be visible, 
as well as any required corrections or comments. For an inspection outcome where a re-inspection 
is required, a new version of the inspection showing the outstanding corrections should be present 
on the list.  

mailto:pbe@medicinehat.ca
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PLEASE NOTE 

Due to inspections being conducted in the field and the difficulties in maintain a reliable 
connection, there may sometimes be a short delay between when an inspection is completed at 
the site and when the result is available on ePermit.  

Site Inspection Reports and Permit Services Reports 

Site Inspection Reports and Permit Services Reports are available in PDF format through the Permit 
Application Status page. Available files are located under the Documents and Images section and 
can be accessed at any time. 

https://epermit.medicinehat.ca


ePermit Application – User Guide 12 

Applying for a Development Permit 

Project Description 

Give the project a name and a description (Project Name should include the address and what is 
being done; Comments can include a longer description of the work being completed) 

If you are the property owner of the proposed development, contact information provided in your 
ePermit registration will be used for the project. If you are an Agent (Contractor, Architect, etc.) 
applying on behalf of the owner, you will be asked to provide property owner information.  

https://epermit.medicinehat.ca
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Permit Types 

Select the Type of development that best fits your proposed project. If you are unsure about the 
type of application you should be applying for, please click the ? for more information, or contact 
the office to speak to a Planner. 

Permit Type Settings 

Depending on the type of Development Permit being applied for, you may be asked to provide 
additional information about the project. 

https://epermit.medicinehat.ca
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Location 

You will be prompted to identify the address of the project. Addresses can be searched for using 
the following format: Street Number Street Name, Unit Number, City.  

If you are unable to locate or are unsure about the address of the project, or if the project contains 
multiple addresses, please contact Planning & Development Services at 403-529-8374 for 
assistance.  

Contacts 

Contact information on the permit is generated automatically, and nothing is required to be 
entered by the applicant at this time. 

Upload Files 

Required supporting documents are determined based on the type of Development Permit being 
applied for. For additional information regarding each submittal type, click the ? icon next to the 
relevant item.  

Submittal Documents must be: 

- broken out by type and uploaded to the corresponding submittal type.
- uploaded a single time only (do not upload the same document to each submittal)
- legible and contain the required information.
- in an accepted file format (PDF, DOCX, JPG).

https://epermit.medicinehat.ca
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Use the Browse button to select the document to be uploaded from your computer. If required, 
multiple documents can be uploaded for each submittal type.  

Note: The application will allow you to proceed without all documents being uploaded, however 
failure to submit a complete application will result in the rejection of the application and will delay 
review of the permit.  

Review & Submit 

A summary of submitted permit information will be displayed for your review; look this over 
carefully and return to the relevant step to fix any errors at this time.  

You will be presented with several Declarations and Waivers; read these over and indicate whether 
you agree. These declarations take the place of a written signature on the application, and failure 
to abide by any of the conditions may result in the permit being cancelled.  

https://epermit.medicinehat.ca
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Complete the captcha and click Submit Application 

Submitted 

Once the application has been submitted, you will receive a Project Number (PLDP20XXXXXX). 
Please refer to this project number in any further correspondence you have with Planning & 
Development Services staff.  

https://epermit.medicinehat.ca
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Reviewing Status and Uploading Additional Information 

To review the status of your application, to upload additional submittals, or to pay fees, 
applications can be found by clicking on My Items – My Development Permit Applications. (Fees 
will not be available for payment until the permit review has been completed. You will be 
contacted when this is the case) 
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Applying for a Building Permit 
Permit Description and Type 

Select “Building” as the application type and indicate the nature of the work being done. Describe 
the work being done, being sure to include all relevant details.  

Commercial Permits 

Commercial permit applications will request information regarding: 

• Area of Construction
• Building Use/Occupancy Classification
• Sprinklers
• Fire Alarm
• Energy Code details

If this information is not relevant to the current application, leave the fields blank. If you have 
access to any of this information, please enter it now as this will assist in the application review 
process. 
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Owner Information 

If you are applying on behalf of the property owner or a lessee, enter their information in the 
provided fields. If you are a property owner applying on your own behalf, contact information will 
be pulled from your ePermit registration.  

Contractor Information 

If the applicant will not be completing the work themselves, they are required to indicate the 
contractor responsible for overseeing the project. In order to do work in Medicine Hat, any 
Contractor must have a valid Contractor’s License.  

Work Items 

Select all work items that are relevant to the work being completed under the permit. If you are 
unsure about the work items you should be applying for, please click the ? for more information or 
contact the office to speak to a Safety Codes Officer. 
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Description of Work 

You will be asked to provide additional details about each work item selected. This will typically 
include the quantity, either in square footage or construction value, and a space for an additional 
description. Include relevant details, such as a list of rooms being added or other features being 
installed, in the work item description. 

Location 

You will be prompted to identify the address of the project. Addresses can be searched for using 
the following format: Street Number Street Name, Unit Number, City.  

If you are unable to locate or are unsure about the address of the project, or if the project contains 
multiple addresses, please contact Planning & Development Services at 403-529-8374 for 
assistance.  

https://epermit.medicinehat.ca
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Contacts 

Contact information on the permit is generated automatically, and nothing is required to be 
entered by the applicant at this time. 

Upload Documents 

Required supporting documents are determined based on the type of Building Permit and the Work 
Items being applied for. For additional information regarding each submittal type, click the ? icon 
next to the relevant item.  

Submittal Documents must be: 

- broken out by type and uploaded to the corresponding submittal type.
- uploaded a single time only (do not upload the same document to each submittal)
- legible and contain the required information.
- in an accepted file format (PDF, DOCX, JPG).

Use the Browse button to select the document to be uploaded from your computer. If required, 
multiple documents can be uploaded for each submittal type.  
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Note: The application will allow you to proceed without all documents being uploaded, however 
failure to submit a complete application will result in the rejection of the application and will delay 
review of the permit. 

Review & Submit 

A summary of submitted permit information will be displayed for your review; look this over 
carefully and return to the relevant step to fix any errors at this time.  

You will be presented with several Declarations and Waivers; read these over and indicate that you 
agree. These declarations take the place of a written signature, and failure to abide by any of the 
conditions may result in the permit being cancelled.  

Complete the captcha and click Submit Application 

https://epermit.medicinehat.ca
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Submitted 

Once the application has been submitted, you will receive a Project Number (PRBD20XXXXXX). 
Please refer to this project number in any further correspondence you have with Planning & 
Development Services staff.  

Reviewing Status and Uploading Additional Information 

To review the status of your application, to upload additional submittals, or to pay fees, 
applications can be found by clicking on My Items – My Permit Applications. (Fees will not be 
available for payment until the permit review has been completed. You will be contacted when this 
is the case) 
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Applying for an Electrical Permit 
Permit Description and Type 

Select “Electrical” as the application type, and indicate the nature of the work being done. Describe the 
work being done, being sure to include all relevant details.  

Owner & Contractor Information 

If you are applying on behalf of the property owner or a lessee, enter their information in the provided 
fields. If you are a property owner applying on your own behalf, contact information will be pulled from 
your ePermit registration.  

https://epermit.medicinehat.ca
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Work Items 

Please enter information relating to the electrical work being performed. If applicable, this will also 
include the Master Electrician name and certificate number. Please enter all information to the best of 
your ability, as incomplete information may delay permit issuance. 

Select all work items that are relevant to the work being completed under the permit. If you are unsure 
about the work items you should be applying for, please click the ? or contact the office to speak to a 
Safety Codes Officer. 
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Description of Work 

You will be asked to provide additional details about each work item selected. This will typically include 
the quantity, either in square footage or construction value, and a space for an additional description. 
Include relevant details, such as a list of rooms being added or other features, in the work item 
description. 

Location 

You will be prompted to identify the address of the project. Addresses can be searched for using the 
following format: Street Number Street Name, Unit Number, City.  

If you are unable to locate or are unsure about the address of the project, or if the project contains 
multiple addresses, please contact Planning & Development Services at 403-529-8374 for assistance. 
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Contacts 

Contact information on the permit is generated automatically, and nothing is required to be entered by 
the applicant at this time. 

Upload Documents 

Electrical Permits require an Electrical Load Calculation in order to ensure sufficient capacity exists for 
the work being performed. A copy of the Calculation form can be found by clicking the ? icon next to the 
relevant item.  

Use the Browse button to select the document to be uploaded from your computer. If required, multiple 
documents can be uploaded for each submittal type.  

Note: The application will allow you to proceed without all documents being uploaded, however failure 
to submit a complete application will result in the rejection of the application and will delay review of 
the permit. 
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Review & Submit 

A summary of submitted permit information will be displayed for your review; look this over carefully 
and return to the relevant step to fix any errors at this time.  

You will be presented with several Declarations and Waivers; read these over and indicate that you 
agree. These declarations take the place of a written signature, and failure to abide by any of the 
conditions may result in the permit being cancelled.  

Complete the Captcha and click Submit Application 
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Note for Homeowners 

Homeowners may apply for electrical permits on properties they own and reside in, provided they agree 
to abide by additional conditions. Please read and understand the conditions before applying. 

Submitted 

Once the application has been submitted, you will receive a Project Number (PREL20XXXXXX). Please 
refer to this project number in any further correspondence you have with Planning & Development 
Services staff.  

Reviewing Status and Uploading Additional Information 

To review the status of your application, to upload additional submittals, or to pay fees, applications can 
be found by clicking on My Items – My Permit Applications. (Fees will not be available for payment until 
the permit review has been completed. You will be contacted when this is the case) 
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Applying for a Plumbing/Gas/Water & Sewer Permit 
Permit Description and Type 

Select the required permit type, and indicate the nature of the work being done. Describe the work 
being done, being sure to include all relevant details.  

Owner & Contractor Information 

If you are applying on behalf of the property owner or a lessee, enter their information in the 
provided fields. If you are a property owner applying on your own behalf, contact information will 
be pulled from your ePermit registration.  

Work Items 

Please enter information relating to the work being performed. If applicable, this will also include 
the permit holder name and certificate number. Please enter all information to the best of your 
ability, as incomplete information may delay permit issuance.  
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Select all work items that are relevant to the work being completed under the permit. If you are 
unsure about the work items you should be applying for, please click the ? or contact the office to 
speak to a Safety Codes Officer. 

Description of Work 

You will be asked to provide additional details about each work item selected. This will typically 
include the quantity, amount of BTUs or construction value, and a space for an additional 
description.  
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Location 

You will be prompted to identify the address of the project. Addresses can be searched for using 
the following format: Street Number Street Name, Unit Number, City.  

If you are unable to locate or are unsure about the address of the project, or if the project contains 
multiple addresses, please contact Planning & Development Services at 403-529-8374 for 
assistance.  

Contacts 

Contact information on the permit is generated automatically, and nothing is required to be 
entered by the applicant at this time. 

Upload Documents 

Most mechanical permits do not require additional documents to be submitted. Applicants are able 
to submit documents related to their project by selecting Browse under the Upload Additional 
Documents section. 
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Note: The application will allow you to proceed without all documents being uploaded, however 
failure to submit a complete application will result in the rejection of the application and will delay 
review of the permit. 

Review & Submit 

A summary of submitted permit information will be displayed for your review; look this over 
carefully and return to the relevant step to fix any errors at this time.  
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You will be presented with several Declarations and Waivers; read these over and indicate that you 
agree. These declarations take the place of a written signature, and failure to abide by any of the 
conditions may result in the permit being cancelled.  

Complete the Captcha and click Submit Application 

Submitted 

Once the application has been submitted, you will receive a Project Number (PRGS20XXXXXX). 
Please refer to this project number in any further correspondence you have with Planning & 
Development Services staff.  

Reviewing Status and Uploading Additional Information 

To review the status of your application, to upload additional submittals, or to pay fees, 
applications can be found by clicking on My Items – My Permit Applications. (Fees will not be 
available for payment until the permit review has been completed. You will be contacted when this 
is the case) 
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Applying for a Business/Contractor License 

Business License vs Contractor License 

Licenses in Medicine Hat are classified either as Business Licenses or Contractor Licenses: 

• Contractor Licensing – Required for business classifications involved in the construction
field that pull Safety Codes permits. (Construction, Electricians, Plumbing, etc.)

• Business Licensing – All other classifications. (Retail, Services, Restaurants, etc.)

If you are unable to find a classification that describes your business under one of the categories, 
please try the other option. For any questions regarding whether an application should be for a 
Business or Contractor license, please contact businesslicensing@medicinehat.ca or call 403-529-
8374. 

Applying for a License 

Enter a Business Name and a detailed description of what your business does. The Business Name 
is what will be printed on your license and is what will be used in correspondence with Planning & 
Development Services.  

mailto:businesslicensing@medicinehat.ca
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License Details 

Select a Business Category for your license. This is determined by the location where your 
business will be operating. Choices include: 

• Commercial – Occupying a non-residential space within Medicine Hat City limits.
• Home Based – Business operating out of a residential address (a mobile business without a

permanent commercial location will typically be considered a Home Based business)
• Non-Resident – Businesses doing work within city limits, whose permanent location is

further than 35km away.
• Outside City Limits – Businesses doing work within city limits, whose permanent location is

within 35 kms (Redcliff, Dunmore, Cypress County, etc.)

Commercial Property Information 

You will be asked to provide some basic details regarding the commercial space the business will 
be occupying. This includes the property owner information, details regarding previous tenants in 
the space, whether the space is being shared with another business, or whether a renovation or 
new signage is required. These details are required to help determine whether the space is 
suitable for the business who will be occupying it, and whether further permits might be required. 

https://epermit.medicinehat.ca


ePermit Application – User Guide 37 

Home Based 

Home Based businesses require a development permit for approval to be granted. Business 
Licensing staff will create a development permit application for the business based on the type of 
business being proposed, the number of employees or customers attending the residence, the 
number and type of commercial vehicles involved, and space required for storage.  

Classifications 

Select the Classification that best describes the type of work your business is engaged in; you 
may search for classification types using the search bar at the top of the list. If you are unable to 
find a classification that describes your business, please leave the section blank and one will be 
assigned to you during the license review process. 

Business Owner 

Enter contact information for the owner of the business; if the ePermit applicant is the business 
owner, you can use the information provided during registration. Otherwise, enter details in the 
fields below.  
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Contact Information 

This is the contact information for the business itself. If this information is the same as the 
Business Owner, it can be copied from the previous step. Otherwise, enter the contact information 
as requested.  

Additional Contacts 

Select “Add New Contact” only if you’d like to have an additional person associated with the 
business license. This could be a Co-owner, Partner, or Manager who has authority to make 
decisions on behalf of the business.  

Location of Business 

You will be prompted to identify the address of the project. Addresses can be searched for using 
the following format: Street Number Street Name, Unit Number, City.  

If you are unable to the find the address, select the “Can’t find address?” button to enter details 
manually, and it will be reviewed by business licensing staff. 

If the business is an Outside City Limits or Non-Resident business, please leave this section blank, 
as the contact information provided previously will be used for the location. 
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Upload Documents 

Required supporting documents are determined based on the type of License classification 
selected. These could be items such as Alberta Health Services Approval, AGLC licenses, Police 
Checks, or professional certifications. For additional information regarding each submittal type, 
click the ? icon next to the relevant item.  

Submittal Documents must be: 

- broken out by type and uploaded to the corresponding submittal type.
- uploaded a single time only (do not upload the same document to each submittal)
- legible and contain the required information.
- in an accepted file format (PDF, DOCX, JPG).

Use the Browse button to select the document to be uploaded from your computer. If required, 
multiple documents can be uploaded for each submittal type. 

If you do not have the required document available at this time, it can be uploaded later. Please 
provide these documents as soon as possible, as they must be received prior to the license being 
issued.  
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Review & Submit 

A summary of the information provided in the application will be listed; please review this to 
ensure details are correct.  

You will be presented with several Declarations and Waivers; read these over and indicate that you 
agree. These declarations take the place of a written signature, and failure to abide by any of the 
conditions may result in the license being cancelled. 
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Submitted 

Once the application has been submitted, you will receive a License Number (LCB or 
LCC20XXXXXXX). Please refer to this project number in any further correspondence you have with 
Planning & Development Services staff. 

Reviewing Status and Uploading Additional Information 

To review the status of your application, to upload additional submittals, or to pay fees, 
applications can be found by clicking on My Items – My Business Licenses Applications. (Fees will 
not be available for payment until the permit review has been completed. You will be contacted 
when this is the case) 
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Applying for a Compliance Certificate 
The application for a Property Compliance can be found under Planning Department Applications. 
Select apply for a Planning Permit. 

Project Description 

Select Property Compliance as the project type. 

Enter a descriptive name (typically the address and compliance) and provide any additional 
comments. 

If applicable, enter your file number than can be referenced in future correspondence. 

Planning Types 

Select the type of compliance request that is being applied for. 
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Location 

You will be prompted to identify the address of the project. Addresses can be searched for using 
the following format: Street Number Street Name, Unit Number, City.  

If you are unable to locate or are unsure about the address of the project, or if the project contains 
multiple addresses, please contact Planning & Development Services at 403-529-8374 for 
assistance.  

Contacts 

Contact information on the permit is generated automatically, and nothing is required to be 
entered by the applicant at this time. 

Upload Documents 

Compliance requests require a current copy of a Real Property Report (RPR) and a Certificate of 
Title in order to be processed. If the request includes a letter including any additional information, 
it can also be uploaded at this time. 
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Use the Browse button to select the document to be uploaded from your computer. If required, 
multiple documents can be uploaded for each submittal type.  

Note: The application will allow you to proceed without all documents being uploaded, however 
failure to submit a complete application will result in the rejection of the application and will delay 
review of the permit. 

Review and Submit 

A summary of submitted permit information will be displayed for your review; look this over 
carefully and return to the relevant step to fix any errors at this time. 

You will be presented with several Declarations and Waivers; read these over and indicate that you 
agree. These declarations take the place of a written signature, and failure to abide by any of the 
conditions may result in the permit being cancelled.  
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Complete the Captcha and click Submit Application. 

Submitted 

Once the application has been submitted, you will receive an Application Number 
(PLPCM20XXXXXXX). Please refer to this project number in any further correspondence you have 
with Planning & Development Services staff. 

Reviewing Status and Uploading Additional Information 

To review the status of your application, to upload additional submittals, or to pay fees, 
applications can be found by clicking on My Items – My Planning Applications.  
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