
The City of Calgary | P.O. Box 2100 Stn. M | Calgary, AB, Canada T2P 2M5 | calgary.ca  

 

 

 

 

 

 

New digital intake process  

 

There is a new digital intake process for large scale developments, land use amendment applications and outline plans. 
Please contact the Planning Services Centre at (403) 268-5343 to process your application. Allow for up to 45 minutes to 
process your application over the phone. Files will be transmitted securely via Microsoft OneDrive and reviewed during the 
call.  

 

 
Plans submitted must be to a professional drafting standard and digital submission requirements include the following:  

◻ All Documents must be named as listed on this Requirement List (in any naming convention that makes the 

document type identifiable) 

◻ All files must be in PDF format 

◻ One PDF file per requirement 

◻ Have all files organized in a folder ready for transmission prior to calling 

○ Contain a title block with information such as: 

◻ address and legal description (plan; block; lot) 

◻ uses, project name 

○ Paper size: 

◻ all plans submitted must be on the same sized paper 

◻ drawings are clear and legible 

◻ drawings must be contained on each page (one plan should not span two pages)
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❑ ❑

*You can use this sample letter of authorization template or you can provide your own letter but it must contain 
all information indicated on the sample letter

http://www.calgary.ca/PDA/pd/Documents/development/agreement-to-extend-the-time-period-for-dp-review.pdf
http://www.calgary.ca/PDA/pd/Documents/fees/planning-applications-fee-schedule.pdf
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• exterior dimensions (dimension to centre line of common walls) 

• plot location of interior and exterior openings (windows, doors, overhead doors) 

• label the purpose of spaces (eg, kitchen, living room, bathroom, interior/exterior stairways, mechanical 
rooms, meter room, corridors, washrooms, laundry facilities) 

• label existing and proposed rooms and portions of the building 

• calculate area of suite (excluding areas covered by stairs) 
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❑

Need help or have questions? Contact the Planning Services Centre.

http://www.calgary.ca/
mailto:planninghelp@calgary.ca
https://www.servicealberta.ca/foip/legislation/foip-act.cfm
https://www.calgary.ca/pda/pd/contact-planning-and-development.html
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