v

ANNEXATION APPLICATION
PROCEDURE FLOWCHART

START OF PROCESS

Applicant discusses the application with Planning staff prior to
submission regarding compliance with provincial criteria and City
policies.

v

City Clerk receives application submission including $100 fee,
provides applicant with receipt and information related to Council’s
annual review of annexation applications, provides Planning staff with
copy of application and advises Province of application.

v

Counter Clerk processes $100 application fee with receipt submitted to
City Clerk.

v

March 1 each year,
Planning staff commence review and analysis process then prepares a
preliminary report to Council.

Planning staff present preliminary report to Council.

4

Council supports application being processed further.

A

City Clerk advises applicant and Planning staff of
Council’s decision.

:

Planning staff sends out referrals to OKIB, RDNO,
ALC, MOTH, MoH, RCMP and City departments.
Finance staff prepare Fiscal Impact Analysis based
upon maintenance costs provided by Operation staff.

Planning staff
prepares and presents report to Council with

Council denies application.

A

City clerk advises applicant and staff of Council's
decision.

y
Annexation File
Closed

recommendation and includes all input from referral
responses.

If supported by Council,
the City Clerk forwards the Council
resolution and Planning staff report to Province and

A 4

Council denies application.

:

City Clerk advises staff and applicant of Council
decision.

advises RDNO that the application has been
forwarded to the Province.

Province authorizes the public input and Counter
Petition ad to be published by the City.

v

Cont'd

v

Province denies application to proceed further.

v

City Clerk advises Council, staff and applicant of
Province’s decision.

y
Annexation File

Closed
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v

City Clerk advises Council, staff and applicant of Province’s
decision to proceed.

4

Planning staff to prepare all maps and materials for public
input and Counter Petition ad.

4

City Clerk coordinates the publishing of the public input and
Counter Petition ad.

City Clerk advises
Council, Province and applicant of
any public input and Counter Petition submissions.

Council Resolution to move forward is adopted
and sent to the Province.

Province approves the annexation application and provides
the City with the applicable Supplementary Letters Patent
(SLP).

City Clerk examines the SLP for any special considerations
like dates when services are transferred.

4

City Clerk provides Fire Department with legal descriptions
and mapping for annexed area.

City Clerk notifies Council of annexation approval.

City Clerk notifies IS to update the City’s GIS and website.

v

City Clerk notifies all senior and section managers of
annexation approval. Maps and legal’s are provided along
with a request they proceed with any necessary
implementation of services required by their division.

;

Cont'd

Province denies the annexation application.

City Clerk advises Council, staff and applicant of Province’s
decision.

y
Annexation File

Closed
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City Clerk advises residents within the annexation areas of the Order of Council and includes a

copy of the SLP. The letter also includes information regarding fire protection, recycling, taxes,

bylaws, business licensing, building permits, etc. It also indicates that an enumerator will be in
the area conducting a census.

4

City Clerk has an advertisement published in the local paper confirming that the annexation
has been approved by the province.

City Clerk arranges for the census to be completed for the annexed lands.

4

City Clerk sends letter to following agencies advising of annexation approval: RCMP, BC
Transit, Ambulance, Forest Services, OKIB, SD#22, GVWU, Telus, Hydro, Shaw and Terasen.

4

City Clerk sends letter to Interior Health advising of annexation and requesting septic tank
approval and any order in remediation.

City Clerk sends letter to RDNO and request they provide the following information:

Zoning Bylaw in effect as of “date of annexation”
Agreements and all financial arrangements
Property titles
List of bylaw infractions
Legal actions
Building Permits
Asbuilts of civil works
Rezoning of DP,DVP in progress
Fire inspections
Specified areas
Gifting agreements
Business licenses
Addressing scheme for area
Latecomer Bylaws
Servicing information
Zoning and OCP designations for annexed properties as of the annexation date

Cont'd
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i

City Clerk sends memo to Planning indicating that they may be required to bring
forward appropriate OCP amendment and Zoning Bylaw amendments for annexed
lands.

4

City Clerk sends letter to Ministry of Transportation requesting the following information
related to the annexed lands:

Subdivision applications in progress
Preliminary Layout Approval letters
Subdivision Agreements
Access Permits
Sign Agreements

City Clerk sends letter to BC Assessment advising of annexation approval. Letter to
include a copy of the SLP.

A
ANNEXATION FILE
CLOSED

AAPFFORM: Dec 22/09



