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How to create a SSIP Application in the SSIP Portal

Log in to the SSIP Portal https://www.bchousing.org/ssip

For details on how to log in using your BC Services card,
please refer to: User Guide: How to login to the SSIP
Portal

Start a new SSIP Application

Click on New SSIP Application

The SSIP application process consists of two parts:
1. Part 1 - Enter Application
2. Part 2 - Upload supporting documents and submit

PART 1 — Enter Application
Step 1: Building Permit

Let us know if you have a Building Permit for
the secondary suite. Click Next

Secondary Suite Incentive Program Portal

Welcome to the Secondary Suite
Incentive Program Portal!

Dashboard
Actions Required
My Applications

Delegated Applications

Collection Notice

S vachom 26 (1) g 26 bel of e Trondom of information wnd

Building Permit

Before starting the application, please review the application checklist to make sure that you have all the documents and information available.

Building Permit

Do you have a building permit for the secondary suite?
T No, not yet
==

Note: You will not be able to proceed if there is no Building Permit.
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PART 1 — Enter Application
Step 2: Applicant Information

1. Tell us if you are the homeowner or an Authorized
Delegate

2. Confirm the contact information is correct

3. Confirm the statement at the bottom of the page

4. Hit Next

Note: Save at any stage of the application process
by clicking Save. Information will be securely stored.
You can start entry from the dashboard.

Step 3: Property
Fill out the Property form

« Isthisyour current address (select yes or no)
« Enter # of Mortgages on Title

« Enter # of Homeowners on Title

« Enterthe assessment value of property

Click Next

Note: The latest assessment value of the property
is on your BC Assessment document or at
www.bcassessment.ca

Step 4: Homeowner(s)
Homeowner status will show as Incomplete.

Click the action Edit

How to create a SSIP Application in the SSIP Portal

Applicant

Primary Applicant
KUZMA, LINDSAY

Are you a Homeowner of the property where the secondary suite is/will be located, or are you an Authorized Delegate representing the
applicant/homeowner who is applying for SSIP?

am: *
® A Homeowner of this property
D An Authorized Delegate for this property

Please review the contact information below, if updates are required please update in your account Profile.

Date Of Birth Primary Applicant Email
19/03/1944 rylee@bchousing.org
Mobile Phone Other Phone
604-306-9574 111-111-1111

onfirm that the applicant(s) stated above, as either a homeowner of the property or an authorized delegate for the property, is accurate. *
ote:

1. Once you click Next below, you will not be able to change your status as a Homeowner or Authorized Delegate
2.1f changes are required, you will need to cancel this application and start again.

=

Note: The address is from BC Services Card. To change the address,
you need to update with BC Services Card first. Then log in to the
SSIP portal again.

Property

Address information is collected from your BC Services Card. If you wish to update any of the information below, please update the address in
your BC Services card and then log into this SSIP portal again.

Street city
4243 SANDERS AVENUE Wells
Province Postal Code
BC VOK 2R0

Is this your current address? *

Yes v

Number of Mortgages * Number of Homeowners on Title *

1 2 |

What was the latest assessment value of the property? *

985,700.00 ‘

Homeowner(s)

Add a homeowner
Homeowner 4 Date of Birth Status

Action
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PART 1 — Enter Application

Step 4: Homeowner(s)

This will take you to the homeowner details form. You need
to complete the following fields from a dropdown menu or by
typing the figures:

« Principal residence

« Statusin Canada

« Annual Income

« Non-Taxable Income

Click Submit at the bottom of the form.

Note: Homeowner applicants, you will not be able to
update your name or date of birth as this comes from
BC Services Card.

If there are more homeowners on title of the Property
(entered on Step 3), click Add a Homeowner.

Complete forms for all other homeowners:
+ Legal Name

« Date of Birth

« Principal residence

«+ Statusin Canada

+ Annual Income

+ Non- Taxable Income

« Contact Information (email/phone)

Then click Submit.
Please repeat for all people on title.

Enter all homeowners and make sure their Status shows
Complete. Scroll down to the bottom of the screen to see
Homeowner(s) Declaration.

Confirm you agree with each of the statements. Click on the
checkbox beside each statement. Once you have agreed with
the terms, click Next.

Step 5: Construction
Enter

« Building Permit Issue Date

« Building Permit Expiry Date

+ Select the Municipality or Regional District that issued the
building permit

« Let us know if construction was completed (yes or no)

« Estimated construction costs

How to create a SSIP Application in the SSIP Portal

Legal Last Name *
KUZMA

Legal Given Names (First Middlc) *

LINDS&Y
Alias/Nickname

Date of Birth *

19/03/1544 H

Is this the homeswner's principal residence? *

What is the homeowner's status in Canadal *

Please provide the homeowner's income from their previous year's CRA Motice of Assessment

on fine 15000 *
Does the receive any ble income?
-
Homeowner(s)
Homeowner 4 Date of Birth Status Action
KUZMA, LINDSAY 19/03/1944 Complete Edit

Note: If any homeowners have a Status of Incomplete, click the
Action, then Edit button to go back to the Homeowner form.

Homeowner(s) Declaration
Homeowner(s) ent to all of the following is required to proceed.
ige and understand that, if this application is approved:

efoan will be secured by 2 mortgage in favor of BC Housing which will be registered against the title of the property for a 5 year term.
n and any interest that has accrued will be forgiven 1/5th every yearif all of the following are true:

continue to live in the home as my/our primary residence.

e unit is rented, for a minimum of 10 months in a 12-month period, under a tenancy agreement that complies with the Residential Tenancy Act (RTA). The
enancy agreement must be either a month-to-month tenancy or 2 fixed term tenancy of not less than one (1) year.

« The rent for the unit is at or below the Rent Affordability, Limit published by BC Housing.

« The tenant(s) is not an immediate family member (spouse, sibling, parent, or child),

% m

Construction

Building Permit Issue Date * Building Permit Expiry Date *

‘ 03/01/2024 B 12/09/2024

What Municipality or Regional District issued the building permit? *
Gibsons v

*If your Municipality cannot be found, please select "Other

Has construction completed? * Estimated Construction Cost *

No v 60,000.00
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PART 1 — Enter Application

Step 5: Construction

Enter the Secondary Suite details. Secondary Suite Details

+ Size of suite Uniesize Uit Type-

Bachelor or 1 bedroom v Basement Suite v

. Type of unit Number of Bathrooms *
« Number of bathrooms ! e

Accessibility Feature *

Are you planning to include any accessibility features? *
ONo ®ves

[ Betectorsescn options |

If the unit will have any accessibility features, select Yes. Use

Select all 32 items

the Accessibility Features field to search and select one or more g N

features. prer 0

Once you have completed entry, click Next.

Step 6: Warnings

Warnings
If you had a warning on any of the previous pages, this will be
Warnings
your chance to give more information. Sttty Tyne £ borta Mssage Comment acion
Number of Mortgages As there are 3 or more existing

. . mortgages on title the ¥

If there are no warnings, click Next appication can ot be approved :;>
unless one or more of the

existing mortgages will be

charged rore th S funds

If there are warnings, click Update Comment canbeisied

On the Warning details screen Warning

« Add a Comment Eligibility Type

Number of Mortgages
« Submit
Portal Message
. . As there are 3 or more existing mortgages on title the application can not be approved unless one
Re peat for each warnin g then click Next. or more of the existing mortgages will be discharged before the SSIP funds can be issued
Comment *

Ste p 7: S u m m a ry Homeowner(s) Declaration

Homeowner(s) agreement to all of the following s required to proceed.

The Summary Page shows all information entered.

|/we acknowledge and understand that, if this application is approved:

X . It will be my/our responsibility to notify all lenders who have a mortgage registered on title to the property so that all lenders are aware of and approve the BC
Carefully review and confirm Fouchg SNty

The SSIP funds will be released only after completion of the Secondary Unit and issuance of an Occupancy Permit by the municipality

. TO co rrect ‘ nfo m at| on. C l ‘ Ck on P revious to go ba Ck an d ‘The loan will be secured by a mortgage in favour of BC Housing which will be registered against the title of the property for a 5 year term.

‘The loan and any interest that has accrued will be forgiven 1/5th every year f al of the following are true:

u pd ate « |/we continue to live in the home as my/our primary residence.

« The unitis rented, for a minimum of 10 months in a 12-month period, under a tenancy agrezment that complies with the Residential Tenancy Act (RTA)
The tenancy agreement must be either 3 month-to-month tenancy or a fixed term tenancy of not less than one (1) year
The rent for the unit s at or below the Rent Affordability Limit published by BC Housing.

. Ifthe information is correct. Click the checkbox at the < 4 e o oS ot (L, B, G

bottom to confirm correct information

«+ Click Confirm Complete N

Back to Dashboard

Step 8: PART 1 Completion —

One more confirmation is requested. This is the final chance to ot
go back and Cha nge any info rmat]on provided in Part 1 You are now completing Part 1 of your SSIP Application. Once you move forward to Part 2, you will no longer be able to edit Part 1

When you are ready to proceed, click Complete Part 1
s p (=)

Back to Dashboard
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PART 2 — Upload supporting documents and submit

Step 1: Supporting documents
After Part 1 is completed, you get moved to the Supporting

Documents page. Supporting Documents l

This page outlines needed documents and type. Document Category £ s status acion

DOC umen t Proof of Building Permit Incomplete Attach Document(s)
Proof of Construction Cost Incomplete Attach Docum 5)
types are general to the file or to a specific homeowner. entifcton of Homeonner w2 UNoSaY Not Reqired
Proof of Income KUZMA, LINDSAY Incomplete Attach Document(s)
For Document Categories, where the Status column prcfof Princpa Resdence Kuzhn LNDSAY ot Recuired

Proof of Status in Canada KUZMA, LINDSAY Incomplete

Attach Document(s)

shows Incomplete click Attach Document(s).

Previous

Is document needed,
or has it already been
uploaded??

You will go to the upload screen. Proof of Status in Canada

Homeowner: KUZMA, LINDSAY

The Document Category shows at the top. If this
document is for a specific homeowner, their name — ‘@
shows under the category.

To upload multiple files, hold the CTRL key and click on each filename that you want to
upload. Once you have selected your files, click “Open” and then click *Submit",

Note: Depending on the category, the Document Type may
be filled.

Supported File Types: PDF, TIF, TIFF, JPG, PNG, JPEG

If Document Type is blank. Click the magnifying glass.
Select the Document Type you are providing. Click Select.

Click Choose Files. Select the saved file from your Proof of Status in Canada
computer or mobile device. Homeouner: KUZMA, LINDSAY
Document Type *

Note: If you want to upload many files. Hold the CTRL
key down as you select each file you wish to upload.
Then C“Ck Open_ To upload multiple files, hold the CTRL key and click on each filename that you want to

upload. Once you have selected your files, click "Open” and then click “Submit".

Canagian Passport | % l 2 |

Supported File Types: PDF, TIF, TIFF, JPG, PNG, JPEG

Click Upload Maximum File Size: 10 MB
Attach file() Name of file uploaded. If many files were
Choose Files | Sample SSIP docpdf uploaded, will show # of files.

If you had a warning in Step 6. You will see Document

. o Document Category T Homeowner t Status
Category Supporting Documents for Warning(s). -
This is optional. You can upload documents to support e o
. [Suppomng Documents for Warning(s) Provided ]
the comment you entered for the warning. However, you
. . . Identification of Homeowner VOLKER, AMY Not Required Attach Document(s)
can continue without uploading a document. Pe— voukER e P g

SSIP Portal Guide: How to create a SSIP Application | 2024-04 5



SSIP User Guide
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PART 2 — Upload supporting documents and submit

The status for the Category where a document(s) was
uploaded now shows as Provided.

If you need to re-upload documents, or you selected the
wrong document. Deleting is easy. Use the Attach
Documents button again to delete.

Once all required documents are uploaded, click Next.

Step 2: Submit

Read the statements page with care.
Confirm agreement. Click the checkbox.

Then click Confirm & Submit Application.

Once the application submitted, you see a confirmation
screen.

You have completed the application for the Secondary
Suite Incentive Program.

Click Back to Dashboard where you see your file number.

Supporting Documents

Document Category $ Homeowner 4 Status Action

Proof of Building Permit Provided

Proof of Construction Cost Provided

Identification of Homeowner KUZMA, LINDSAY Not Required

Proof of Income KUZMA LINDSAY Provided

Proof of Principal Residence KUZMA, LINDSAY Not Required

Proof of Status in Canada KUZMA, LINDSAY Provided Attach Document(s)

%

Previous Next

Back to Dashboard

Part 1 Completion v | Supporting Documents

Please read the and consent

Your agreement is required for submission.

1/we declare:
 This is my/our application and all the information in it is true, correct and complete in every respect and represents my/our current living circumstances; and fully
discloses my/our income.

1/we permit:
+ BC Housing to verify any of the information I/we have provided in this application in order to assess my/our eligibility for the Secondary Suite Incentive Program.

1/we consent:
+ To BC Housing obtaining additional information necessary for processing the Secondary Suite Incentive Program application.

1/we and that if this ion is approved:
« Itis my/our responsibility to promptly provide, or cause to be provided, all information and documentation that is reasonably requested by BC Housing to
determine my/our eligibility for the Secondary Suite Incentive Program and/or for audit purposes,
« I/we are responsible for immediately informing BC Housing of any changes that may affect the terms of the Secondary Suite Incentive Program.
+ The Secondary Suite Incentive Program loan becomes due and payable upon any of the following:

- default on the 1st or Affordable Home Ownership Program loan;

- sale of the home or other change of ownership;

- the home ceasing to be my principal residence during the first 5 years; or

- the end of the 25-year mortgage term.

<]
@

y ghecking this box, I/we agree to ALL statements as stated above. *

Previous Confirm & Submit Application

" BC HOUSING  Secondary Suite Incentive Program Dashboard | Mailbox | AMY VOLKER -

Confirmation

Your application has been successfully submitted.

You will receive email notifications to check the SSIP portal for messages when there are updates to your file.

if you still have questions, please contact

We are open Monday to Fri pm (excluding holidays)

Secondary Suite Incentive Program

Back to Dashboard
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