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Forestry Subdivision Inspection 
 

Submit a new Forestry Subdivision Inspection Request from Portal 
 

Sign In ‘Service Request Portal’, click on the ‘Add New Service Request’ button from 
Portal Home page. 

 

 
 

Click ‘Park and Forestry Services’ radio button in Service Type. 
 



3 | P age 

 

 

 
Click ‘Forestry Subdivision Inspection’ radio button. 
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Click one radio button to match your request in Inspection Type. 

 

Then click ‘Continue’ button. 
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In the People Details page, enter Developer, Landscape Architect and Authorized 
Contact People information. If they are same as Applicant (you), select ‘Yes’, do 
NOT need to enter Name, Address, Phone Number and Email Address, please leave 
them empty. 
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If they are different from Applicant (you), select ‘No’, enter Name, Address, Phone 
Number and Email Address. Follow the same steps in Landscape Architect and 
Authorized Contact People sections, then continue ‘Continue’ button. 
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In Application Details page, enter Application Details information, click ‘Continue’ 
button. 
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In Supporting Documents page, upload all documents for this application. Each 
supporting document type must be uploaded individually. Mandatory documents 
must be uploaded before clicking ‘Continue’. Click ‘Continue’ to go to next page. 

 

 

 
The last page is the Review page. Please review the information and then click 
‘Continue’ button. 

You have completed the submission. Click ‘Go to Home’ button to return to the 
Service Request Portal Home page. The new application will be on the top of ‘My 
Service Request’ list. 

 
 

A hardcopy of the subdivision planting maps will be required. Maps are to be 
delivered to the Tree Permitting and Plan Review Team at 2800 Rutherford Road. 

Your submission will be reviewed by the Tree Permitting and Plan Review team. 

Once the inspection has been completed, the results will be provided via email. 
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Resubmitting Corrected Deficiencies 
 

If you have corrected deficiencies to be reinspected, but have not 
submitted documentation on-line previously, a new service request 
must be submitted. (Please refer to page 2) 

 
If your submission has deficiencies that need correction, a 
resubmission will be required. Reasons for resubmission 
include: 

• High deficiencies 
• Encroachments 
• Holdback 

All deficiencies are to be corrected. 

When deficiencies have been corrected and are ready for 
inspection, a new service request must be submitted. In the service 
request portal, navigate to ‘My Service Requests’, scroll to the 
corresponding Subdivision application, and you will have the option 
to select ‘Reinspection’ on the right side. 

 

 
This selection will prompt the Tree Permitting and Plan Review team 
to revisit the site and assess any previous deficiencies. Once the 
inspection has been completed, the results will be provided via email. 

 
The first re-inspection of the subdivision is performed at no 
additional charge, however subsequent re-inspections charges 
will apply. 
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