
  
 

  
 

 

 

 

 

User Guide: How to Apply for Tenancy Change 
If a Tenancy Change application is required, you can apply for it at the same time as a new 
business licence application or building permit, apply online or in person at the Planning 
Services Centre. For more information, please review the Tenancy change requirements list. 

1. Access the Website 
 Visit apply.calgary.ca 
 Select the “Start New Business Licence and/or Land Use Approval” tile 
 This launches both new-licence and land-use workflows. 

 

 

 

 

 

 

 

2. Log in or Register 
 Sign in with your myID, or click “Register New Business Account” to create one. 

 
 
 
 
 
 

 



  
 

  
 

3. Initiate the “Approvals Required”  
 Start “Approvals Required” workflow by filling out the application until you reach step 7 
 On the approvals summary page, click Yes – apply now. 

 

 
 

4. Enter Applicant and Business Details 
 Applicant’s name, contact info and role 
 Business legal name, address, operating hours 

 

 
 

5. Provide a Description of the Proposed Use 
 Short narrative of activities and occupancy 

 



  
 

  
 

 

 

6. Upload Required Attachments.  
Note: Not all listed document types are required for all applications 

 Signed lease or letter of intent 
 Site plan (unit location) 
 Interior floor plan (if changed) 
 Specialist reports (fire safety, accessibility, etc.) 
 Use Questionnaire 

 

 
 

7. Review and Accept Declarations 
 Read the City’s standard applicant declaration 

 

 
 
 

8. Pay All Applicable Fees 
 Portal auto-calculates licence and land-use fees 

 Pay by credit card and download your receipt 

9. Submit the Application 
 Click Submit to send for review 


