How the Town of Okotoks Streamlined
Permitting

Marty Gaffney, Network Technician at the Town of Okotoks, AB, describes how the
Safety Codes Department uses Laserfiche to streamline the permit approval process.
Contributed by:Marty Gaffney, Network Technician, Town of Okotoks

The Okotoks Safety Codes Department handles 2,000 permits for infrastructure such
as plumbing, gas, electrical, building heating and ventilation annually. With the town’s
population growing rapidly, permit applications are steadily increasing. Here is how we
use Laserfiche to reduce permit processing time while complying with municipal and
national records archiving standards—despite a four-fold increase in permit applica-
tions.

Legacy Process

Before Laserfiche our whole permitting process was very manual and paper-driven.
This is what it looked like:
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Applicants had to make multiple visits to the department in order to submit materials
and pick up finalized permits. When applications for permits increased, we found it
difficult to approve them all within the two-week timeframe mandated by the province.

Current Process

Implementing Laserfiche allowed us to streamline the whole permitting process. Our
process now looks as follows:



Applicant
downloads

Applicant
submits

permit
application
by Email

permit
request from
Web site

Paper
Permit documents
approved for scanned
construction ’ into
Laserfiche

Safety

Codes

reviews
application

Documents
Emailed to
applicant

1. The permit applicant downloads the appropriate permit application (a fillable PDF
form) from the Okotoks Building and Construction Permits Website.
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After filling out the form, the applicant submits it to the Safety Codes Department as

an e-mail attachment.




TOWN OF OKOTOKS
NEW RESIDENTIAL
CONSTRUCTION APPLICATION

APPLICATION NUMBER:
APPLICATION DATE: m)

Safety Godes Servicas « Town of Okotoks « Box 20 § Elizabeth St Okotoks AB T1S 1K1 « Ph 403-968-8916 « Fax 403-938-7387 » safetycodesi@okotoks ca

CLASSIFICATION I Single Detached Dwelling
DISCIPLINE [ Building [” Plumbing | Gas
OCCUPANCY Residential Group C Part9
1. PROJECT LOCATION

SImet Nuvter Sinel Nane
MUNICIPAL ADDRESS

Let Block Plan
LEGAL DESCRIPTION
2. APPLICANT

Last Nama Coerpany First Nama
NAME

Street Number Steet Name
MAILING ADDRESS

Contact NurteoriOtice) Fac Number
CONTACT NUMBER
3. REGISTERED PROPERTY OWNER

Lagt Name Coempany
PROPERTY OWNER

St Number St Nane
MAILING ADDRESS

Contact Nurber (O180) Fax Nurber
CONTACT NUMBERS

[” Semi Detached Dwelling
[ Electrical

" HVAC

G Town Provinos
OKOTOKS AB

2oarg Aol Nurber
Oty Town Province Postal Code
Emas Adross

First Nama

CinyTown Provines Postal Cody
Emal Adsress

Any supplemental information that needs to be included with this application, such as
architectural drawings or blueprints, can be either e-mailed as an attachment or sub-

mitted in hard copy to the Safety Codes Department.

2. The Safety Codes Department reviews the application and any supplemental infor-
mation that has been submitted. If there have been changes to the project before
the permit is approved, a new application must be submitted with the changes.
During the review process, the legal information including the building address is

verified in our Microsoft Dynamics CRM.

3. After the permit for construction has been approved, the entire application and
supplemental documents (including the actual permit) are scanned into Laserfiche
using Laserfiche Scanning. These files are all stored in one records folder in the
Laserfiche repository based on the plan, block and lot number associated with the

permit.
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The appropriate records retention is then automatically applied to any document
within a particular record series.
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Different record series have different retention requirements. All of these retention

rules are specified in the Laserfiche Administration Console.
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4. The final step in the permitting process involves sending the electronic version of
the permit to the applicant as an e-mail attachment.
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rrom: AT 9

Sent:  September 24, 2007 2:18 PM
To:

Subject:

GoodAM\om-

Please find attached the approved building permit for [N

The Town of Okotoks Safety Codes Services is developing a system towards an electronic based format. Recent
uwammmc»wmnmmnmwmmwmwm
format (PDF). Our commitment for a sustainable environmentally friendly community is ongoing and we feel that
this is one more step o0 reduce paper flow.

Future development of the system will move towards electronic transfer of information with our clients. Permit

submissions are still required to be hard copy until such time. If you prefer a hard copy please send a request and
one will be prepared for your pick up at our office.
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Next steps

We are constantly improving our permitting process and in the near future anticipate
making it completely paperless from start to finish. Our future process looks like this:
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Instead of applicants filling out a PDF form and e-mailing it to the Safety Codes De-
partment, we plan on using Laserfiche Forms, a new e-forms product scheduled for
release toward the middle of 2012, to create an electronic form that applicants will be
able to fill out and submit online.



New Residential Constrution Application . °
A

Safety Codes Services, Town of Okotoks -
Box 20 5 Elzabeth St., Okotoks AB T1S 1K1 - — e ——
Ph: 403-938-8916 - Fax 403-938-7387
safetycodes@okotoks.ca

Classification 77 Single Detached Dwelling [7] Semi Detached Dwelling

Discipline Building ["] Plumbing '] Gas [] Electrical |] HVAC

1. Project Location

Municipal Address

Street Number

Street Name

City/Town Okotoks
Province AB
Legal Description

Lot

Block

Plan

Zoning

Roll Number

2. Applicant

Name

Once the form is submitted, Laserfiche Workflow will route the form and supplemental
information to the required storage area in Laserfiche where employees would review
the documents before approving the permit. Employees would also use Laserfiche Web
Access to access these files in Laserfiche without needing to have the program in-
stalled directly on their computers.

Benefits of Laserfiche

Optimizing our permitting process with Laserfiche helps the Safety Codes Department:
e Increase customer satisfaction by reducing both traffic to the front counter and
printing/copying requests.

e Consistently meet the two-week permit approval turnaround time.

e Save one week of staff time per month on information management, allowing staff
members to expand their roles.



e Improve information sharing between departments.

e Eliminate the need for third-party applications such as plan drawing software, since
the actual plans can now be easily scanned and viewed in Laserfiche.

Some of the products and services listed on the Laserfiche Solution Exchange were not developed by Laserfiche.
The recommendations and opinions expressed on the Laserfiche Solution Exchange are those of the person or
persons posting the recommendations only, and they do not necessarily represent Laserfiche's opinion or rec-
ommendation of the product or service being reviewed. Laserfiche disclaims all liability resulting from your pur-

chase or use of any non-Laserfiche software product or service listed on the site



