
Intro letters sent to 

property owners . 
• Property

owners will be
asked to

provide/verify 
owner 

information. 
• Property

information for 
each unit.

Property Owner submits 

by June 30, 2021
• administration fee, if 

applicable 
• application

• Self Certification 
Checklist

• Site Plan - Parking
• Floor Plan

Application and 

paperwork are 
reviewed for 

compliance

If compliant a provisional 

license is issued

Property Owner 

will be contacted 
for corrections.

No 

response 
from 

Property 
Owner

Reminder 

letters sent to 
the  property 

owner s.

No Response by June 

30, 2021 rental 
property is non-

compliant 

Property Owner 

submits by June 30, 
2021

• administration fee, 
if applicable 

• application
• Self Certification 

Checklist
• Site Plan

Letter of non-compliance 

sent with timeline for to 
gain compliance. Follow 

Residential Rental Fee 
Schedule:

Resolution 21-01

Initial Inspections 

scheduled randomly or 
concerns arise  and every 3 

years thereafter.  Corrective No 
Action Taken

Corrective 

Action 
complete


