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Tenant Improvement Building Permit Application Guide

GUIDE OVERVIEW

This guide is intended to assist the applicant with
their drawing requirements for a building permit
application. This is only an example of the information
required for a drawing set submission and is not
intended to be reproduced for a building permit
application.

What is a Tenant Improvement and when is a
Building Permit required?

A tenant improvement is new construction or alteration
proposed to a building. Any interior or exterior
alterations or change of use to an existing commercial,
industrial and multi-residential building requires a
building permit. For example, construction of walls,
floors, stairs, installation of doors, cooking equipment,
plumbing fixtures, additional or relocated sprinkler

heads, etc.
Examp les: Photo by Lisa https://www.pexels.com/photo/coffee-bar-1995010/
e Increase floor area to an existing
building. e Alter the interior layout or exterior
e Add mezzanine or story within an of a building.
existing space. e Re-piping.
¢ Install or modify commercial e Modifications to Sprinkler and Fire
kitchen exhaust system. Alarm Systems.
e Proposed tenant improvements e Changing the use of a business.
requiring a Development Permit e Occupant load changes.
(see information later in guide). e Fire alarm panel replacement.
SUBTRADES

All plumbing permits shall be obtained by a certified trade contractor, licensed in the City of Penticton.
Please note, the City of Penticton, issues plumbing and sprinkler permits however electrical and gas
permits are applied for through Technical Safety BC. Depending on the extent of new plumbing work
proposed, information regarding size of water pipes, plumbing vent termination and sanitary tie-ins may
also be required.
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REFERRAL TO DEVELOPMENT PLANNING

Development planning approval may be required before a building permit can be obtained. The
following are some examples:

e Changing the use of a business (e.g. from an office to a school).

e Changing the floor area use (e.g. increased office area in a previous warehouse space).

e Modifying the exterior of a building.

e Increasing floor area in an existing space by adding a mezzanine or addition to the
building.

e Located in a Development Permit Area

Requirements for Development Planning approval should be confirmed with the Planning Department
prior to signing a lease or beginning building alterations. A building permit will not be issued if
Development Planning approval is required.

UNAUTHORIZED CONSTRUCTION
Unauthorized construction (un-permitted work) must be removed or the appropriate permits must be
obtained and the construction’s BC Building Code and bylaw compliance demonstrated.

EXISTING BUILDINGS

The BC Building Code applies to all buildings irrespective of the date of construction. The BC Building
Code permits some latitude in its application to existing buildings but simple rules applicable to all
situations cannot be provided. The applicant is encouraged to discuss the project particulars with a
Building Official.

ALTERNATIVE SOLUTIONS

The provisions of the BC Building Code are not intended to limit the appropriate use of materials,
appliances, systems, equipment, methods of design or construction procedures. Please refer to the
Alternative Solutions Request Form for a request to apply.

INFORMATION AT CITY HALL

Tenants require permission from the owner of the building to view any plans on file and to apply for a
building permit. We advise new tenants to check the approved plans at City Hall, if available. The plans
show construction that was allowed by previous building permits. You will need to provide an Agent
Authorization Form for File Access or to make a Permit Application. For more information, contact the
Building Division at 250-490-2571 or buildinginfo@penticton.ca.
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PERMIT APPLICATION REQUIREMENTS

Site Plan (see Example 1)
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The site plan must be drawn to a minimum scale of 1/8” to 1’0" (or equivalent metric scale).
Indicate the relationship of work to adjacent tenancies.

Show the location of the building on the property.

Show all other buildings on the property.

Show the North arrow, the property lines, label the streets and show the parking spaces.
Identify the location of the tenant space in the building.

Identify the parking spaces allocated for this tenant space (off-street parking is based on the
current Zoning bylaw).

Floor Plan (see Example 2)
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The floor plan must be drawn to a minimum scale of 1/4” to 1’0" (or equivalent metric scale).
Provide a key plan for the floor the tenant space is located on (see sample 2).

Identify the use of each tenant space on the storey the tenant space is located.

Floor plans are required for each floor, including mezzanines.

Show the overall dimensions and square footages for all floors.

Label the use of all rooms.

Show the interior dimensions and square footages of all rooms.

Show walls separating this tenant space from adjacent tenant spaces.

Show washrooms and accessible washroom dimensions (current BC building code accessibility
requirements).

Show all plumbing fixtures and equipment (i.e. water closets, lavatories, showers, staff room
sinks, custodial sinks, hot water tanks, dishwashers, glass washers, ice machines, etc.).

Confirm the water distribution system in the unit will meet the required fixture unit (FU) load
for all plumbing fixtures and equipment. (BC plumbing code small commercial method or
engineered method).

Show or list all backflow preventers (unit isolation and any fixture or equipment with a
domestic water connection)

Show equipment location (i.e. tables, chairs, shelves, appliances, roof top units, etc.).
Show all existing and new partition walls.

Indicate the construction of the walls, including wall finish material, new and existing (i.e. stud
size, spacing and thickness of interior finish).

Show all doors, hallways and stairs.

Indicate the sizes of all doors and the direction of their swings.

Show stairs and indicate width of stairs.

Indicate width and length of hallways.

Show travel distance from all floor areas to an exit door or an exit stair.

If constructing a mezzanine or a floor, the plans may require to be certified by a Structural
Engineer.
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Cross Section (see Example 5)

The cross section must be drawn to a minimum scale of 1/4” to 1'0” (or equivalent metric scale).
Show the walls separating your tenant space from adjacent tenant spaces.

Indicate the construction of the roof.

Show the mezzanine or additional floors and indicate the construction.

Indicate the height above and below the mezzanine or additional floors.

Show the stairs to the mezzanine or additional floors.

Indicate rise, run, headroom, handrail or guard height and the width of stairs.
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OTHER REQUIREMENTS

Please be aware that if you are proposing an assembly occupancy, construction requirements for the
entire building may need to be upgraded. You may be required to retain the services of a Registered
Professional to address the architectural aspects of the Building Code requirements. Assembly
occupancy means the occupancy or the use of the building, or part thereof, by a gathering of persons for
civic, political, travel, religious, social, educational or like purposes, or the consumption of food or drink.
For example, assembly halls, churches, dance schools, day care centers, schools and restaurants.

FEES

Per the City of Penticton’s Fees and Charges Bylaw, you will have to pay an application fee when you
apply. The permit fee is based on the calculated construction value within your tenant space and is
payable when the permit is ready to be picked up and issued.

INSPECTIONS

e  Buildings and/or structures requiring a building permit will also require inspections
performed by City Building Official.

e  Plumbing permits for new or renovated plumbing systems and services will require
inspections by City Plumbing Official.

e  Cross connection control inspection/survey will be required to confirm there are no cross
connections within the unit and that the main water distribution system of the building is
protected from the unit

e  Fire suppression systems (building sprinklers) will require inspections by City Plumbing
Official.

This information is provided for convenience only and is not in substitution of applicable City
Bylaws, Provincial or Federal laws and regulations. Always refer to official documents.
The City is not responsible for errors found in copies or alterations of this document.
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Site Plan (Example 1)
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Key Plan (Example 2)

A key plan is a drawing to present the overall design, show the interaction between various design disciplines
(i.e. utilities, transportation, landscape), and to check for and coordinate conflicts among the various existing
and proposed features.
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Floor Plan (Example 3)

A floor plan is a view downward from above and is drawn at a particular vertical position (commonly about 3
feet above the floor). Walls and partitions shall be shown at the appropriate width for the scale used (walls
drawn as single lines will not be accepted).

Floor Plan with Mezzanine (Example 4)
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Cross Section (Example 5)
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