Official Plan and Bylaw Amendment Steps
Official Plan and Bylaw Amendments Checklist

	Confirming Proposed Amendments
	Date Completed

	☐	Confirm application is complete, all required fees have been paid
	     

	☐	Site visit if appropriate, meeting with applicant, confirming owner approval of application
	     

	☐	Assess against bylaw criteria for amendments – suitability, appropriateness, etc.
	     

	☐	Consult with subject matter experts – planner, engineering, Transportation, Environment, legal, etc.
	     

	☐	Confirm whether a concurrent Official Plan amendment is required – consistency with policies, Future Land Use Map
	     

	☐	Clarify exact details of amendment – Future Land Use Map changes, Zoning Map changes, exact text amendments
	     

	☐	Prepare Preliminary Report & Planning Board Resolution  In report, summarize application, assessment, matters to be weighed and considered
	     

	☐	Planning Board Meeting & Recommendation to Council to proceed to public meeting / denial 
	     

	☐	Council meeting & scheduling of public meeting if proceeding. 
☐ Confirm time, date and location for public meeting – book facility. Meeting details        Identify deadline for comments:      
	     

	☐	Prepare draft amending bylaw and OP amendment if applicable
	     

	☐	Notify applicant, update electronic records
	     

	Planning Public Meeting
	Date Completed

	☐	Check Planning Act and Bylaw for notice requirements and content requirements – if both Official Plan and Bylaw are being amended, both need to be referenced in the notice. Ensure notice is clear on the nature of the amendments.
	     

	☐	Newspaper: Determine last possible date for (first) notice in paper (= Public Meeting date (-) 9 days (7 days + date of meeting + date of notice)), and for letters and sign where required in the Bylaw or OP. Date for first notice        Date for second notice if applicable        (note: requirements are different for OP & bylaw notices – PA s.11 & s.18 ) and Bylaw may require more than the PA.
☐ Contact the paper to confirm content deadline for (first) notice in paper: deadline       
☐ Draft ad content – 1 to 2 ads required depending on documents being amended, Act, and Bylaw requirements (Act requirements are the baseline).Ad could include deadline for comments in notice & note that all comments are part of public record
☐ Confirm posted in paper as required. Save originals of each newspaper notice with date shown.
	     

	☐	Municipal website and social media: Proposed amendment on municipal website, with application details, date of public meeting. Be consistent.
	     

	☐	Letter to adjacent property owners: Draft and mail letter to owners as required under bylaw/OP.  Distance requirement for letters        m/ft
	     

	☐	Sign on subject property if specified/required under Bylaw
	     

	☐	Prepare presentation for public meeting, sign-in sheet, comment form if using, confirm who will be taking minutes
☐ Check/update procedural bylaw for procedures for public meeting, including time limits for speakers, disclosure of names of those providing comments, etc.
	     

	Public Meeting
	Date Completed

	☐	Prepare presentation for public meeting, sign-in sheet, comment form if using, confirm who will be taking minutes
☐ Check procedural bylaw for procedures for public meeting, including time limits for speakers, disclosure of names of those providing comments, etc.




	     

	Post Meeting
	Date Completed

	☐	Prepare summary of meeting, collect public comments, and summarize 
☐ After public comment deadline, update planning report
	     

	☐	Finalize Bylaw to amend the Bylaw (and the Official Plan Amendment where applicable)
	     

	☐	Prepare resolutions for 
Planning Board recommendation to Council: Meeting Date       
Council Meeting 1: Meeting Date:      
Council approval of Official Plan amendment if applicable, 
Council first reading and approval (recommend separate resolutions) 
Council Meeting 2 – must be on a different day: Meeting Date:      
Council second reading and approval (recommend separate resolutions)
	     

	☐	Notice: Update planning decisions listing (municipal website or PEI Planning Decisions) w/in 7 days of Council’s decision, written notice to applicant
	     

	☐	Prepare all final minutes, sign and seal amending bylaw and OP amendment, assemble package for Minister – confirm Province’s package requirements
	     

	☐	After receiving ministerial approval, notify applicant 
	     

	☐	Update Official Plan and Bylaw (consolidated versions) and update online documents, update maps if applicable 
	     

	☐	Clean up and close file, update electronic records
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Application Review

+ Ensure application is complete
+ Full application review
+ Checkfor requirement for concurrent OP amendment
« Consult with subject matter experts
+ Prepare initial plonning report
+ Confirm proposed dates
« Date of meeting (- date of notice in paper ()
deadline for content to the paper
+ Planning Board / Council review and approval to go
to public meeting on proposed date
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Prepping Public Meeting

+ Advise applicant of meeting date
+ Reconfirm required dates for notices based on date of
meeting:

+ 1t required notice must appear 7 days before
the meeting, not counting date of meeting and
dote of notice/ad (9 days total)

+ Confirm deadline for newspaper content

+ Confirm notice content requirements in Planning Act
and OP/Bylaw

innotice

« Confirm properties to receive letter and gather
property owner mailing information

+ Prepare content - paper, web, letter

« Confirm comment deadline

« Publish/distribute notice, mail letter, install sign

« all documents being amended must be referenced
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Public Meeting
« Confirm minute-taker
« Prepare presentation
« Prepare sign-in sheet and comment forms
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Post Meeting

+ Collect all comments, prepare minutes,

+ Prepare final planning review and final
recommendation

+ Finalize Plon amendment and amending Bylaw
+ Planning Board recommendation to Council
+ Council decisions
+ Council Meeting 1: approval of OF omendment,
Istreading and approval of amending bylow
+ Council Meeting 2: 2nd reading and approval of
amending bylaw, adoption of amending bylaw

+ Update PEI Planning Decisions or website (be
consistent)

+ Submission for Minister's approval
Update consolidated version of OP and Bylaw

Consult your official plan and bylaw for full details - in case of conflict, the Planning Act prevails.
The OP and Bylaw may add additional requirements

Not a substitute of professional planning or legal advice
OP = Official Plan | Bylaw = Development/Zoning/Land Use Bylaw | Amending Bylaw is the bylaw to amend the Development/Zoning/Land Use Bylaw





