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CHECKLIST
This checklist outlines the mandatory requirements for a complete submission. Please ensure you have included all required 
documentation and drawings. One Window Service Centre staff (2nd floor City Hall) are available to provide assistance and 
information. Incomplete applications are not accepted. Please note further submission materials may be required during
application processing.

This checklist applies to:
� Development Permit � Heritage Revitalization Agreement
� Development Variance Permit
� Rezoning
� OCP Amendment

� Heritage Alteration Permit
� Text Amendment 

                                          NOTE: ALL MEASUREMENTS TO BE PROVIDED IN METRIC. Items submitted Office 
Use

Application Form � �
State of Title - including copies of all relevant registered easements, right-of-ways, Section 219 
Covenant(s) must be printed within the last 90 days (available at a BC Land Titles Office or refer to Land 
Title searches in the Yellow Pages)

� �

Owner’s Authorization (If the applicant is not the registered land owner) � �
Site Profile or Site Profile Waiver (available at City Hall or kelowna.ca/landuse) � �
Zoning Analysis Table - showing how the proposal meets the requirements of the proposed and current zone � �
Design Rationale explaining the project’s conformity with relevant guidelines with respect to form, 
materials, context, objectives, design philosophy, relationship to adjacent development, etc.

� �

Photographs of the site and surrounding context i.e. neighbouring properties, on site structures � �
Sustainability Checklist - for Commercial, Mixed-use, Multi-unit residential and Institutional 
applications only

� �

Design Guidelines - Adhering to CPTED (Crime Prevention Through Environmental Design) and 
“Guidelines for Accessibility in Outdoor spaces” criteria (where applicable)

� �

Pre-application meeting form (if applicable) � �

TYPES OF DRAWINGS TO SUBMIT
Ensure each drawing is labeled with the scale, address and north arrow.  

NOTE: For Commercial, Industrial, Institutional, and Multiple Unit Residential applications, all plans 
must be completed by a registered professional architect/engineer/landscape architect.

Items submitted Office 
Use

Site Plan (1:200 scale recommended) in metric units including:

� Municipal and legal address
� Property line and setbacks (dimensioned)
� Easements, right-of-way, covenant areas
� Outline of existing and proposed building(s) (dimensioned)
� Parking layout (dimensioned setbacks to property line, depth and width of stalls and driving aisles)
� Site lighting
� Location & area of private open space (could be labeled on corresponding landscape plan)

For Commercial, Industrial, Institutional and Multi-family applications also include:

� Location and number of bicycle parking stalls and disabled parking stalls
� Provision for universal access 
� Location of any existing/proposed freestanding signage
� Location of recycling/garbage enclosures

� �

Floor Plans for each floor including basement (1:200 scale recommended) in metric units including:

� Layout of all exterior and interior walls (dimensioned)
� Location of doors and windows
� Use of each room (e.g. bedroom, bathroom, etc.)
� Dimensions of each room

� �
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Items submitted Office 
Use

Elevation Drawings (1:200 scale recommended) in metric units including:

� Exterior of subject building(s) (all elevations – direction labeled)
� Dimensioned height from grade on all elevations
� Materials and proposed colour details ( e.g. roof, trim, façade)

For Commercial, Industrial, Institutional and Multi-family applications also include:

� Drawings of street elevation with relationship to buildings on adjacent properties
� Any proposed signage (location and size)
� Daylight standards
� Coloured rendering (complete building elevations & landscape plan)

� �

Colour Board (submitted in a form that can be replicated, therefore not physical samples) including:  

� Roofing material and colour
� Main exterior material and colour
� Window/Door/Trim colour and material
� Additional material, accent colour and colour details of balconies, railings, etc.

For Commercial, Industrial, Institutional and Multi-family applications also include:

� One (1) board with samples of actual materials used (including signage details)

� �

Landscape Plan (1:200 scale recommended) in metric units detailing:

� Outline of existing and proposed building(s) with existing trees or treed areas 
� Parking layout and surface treatment
� Soft landscaping (trees, hedges, planting beds, vines, lawn etc.), including vegetation within public

road right-of-way
� Hard landscaping (precast pavers, brick, concrete, etc.) including materials within public 

road right-of-way
� Landscape structures (fences, trellis, arbours, retaining walls, lighting etc.)
� Water conservation and irrigation plan prepared by a qualified professional
� Location and size of amenity areas, play areas, and private open space (if applicable)

For Commercial, Industrial, Institutional and Multi-family applications the landscape plan must be prepared 

by a Landscape Architect (BCLA) and include:

� A preliminary plant list of trees, shrubs, perennials and ground covers including quantities,
botanical and common names, planting sizes, and on center spacing

� Location, material and height of garbage enclosure (detailed elevation drawings required)
� Landscape cost estimate indicating topsoil, mulches, vegetative materials, hard and soft structures, 

fencing, play equipment, site furniture, etc. 
� A preliminary grading information sufficient to determine special treatment or provisions to

retaining elements.
� Location and species of boulevard trees (if proposed); and preliminary construction drawings.

�

�

�

�

�

�

ADDITIONAL INFORMATION
Additional information may be requested for Commercial, Industrial, mixed-use and Multi-family 
residential applications:

Items submitted Office 
Use

Three dimensional drawings (Axonometric), shadow analysis, view analysis, massing model � �
Green Buildings - note inclusion of LEED or green building/design principles � �
Utilities Concept Drawings detailing routing for sewer, drainage, and water � �

NUMBER OF COPIES REQUIRED
If submitting more than one type of application for a development (i.e. Rezoning and Development Permit), submit only one set of the 
maximum number of copies.

Full Sized Office Use 11”x17”            Office Use 81/2”x11” Office Use

Please provide 12 copies 1 � � 10 � � 1      � �
APPLICANT CONFIRMATION
I acknowledge that Development Cost Charges (DCCs) will apply and be payable at time of Building Permit application. Information on 
applicable DCC rates can be referenced within the Development Cost Charges Bylaw No. 10515 (kelowna.ca/bylaws).

Applicant Signature: _____________________________________                  Dated:  ______________________________________


