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We’re here to help
Welcome to Richmond Hill! We are thrilled that you have chosen to join our
business community and we would like to make your move to Richmond Hill
as easy as possible.
This document:
• Helps businesses understand what they should know and what they need to do BEFORE
moving into a new or existing site in Richmond Hill
• Provides resources and assistance for business owners who are looking to open or
expand their business in Richmond Hill.

Richmond Hill Economic Development
The Economic Development team is your key contact and source of
information. We will help you work through your unique requirements both
at the beginning and throughout the entire process. Our team is ready to
answer your questions. We assist local businesses to connect to resources
which can help meet corporate growth goals, as well as help attract and
support new investment to Richmond Hill.
Economic Development staff is here to help with site selection and relocation,
and also provide guidance on how to navigate municipal processes.
Our services include:
• Assistance with site selection for your new or expanding business
• Information and statistics on Richmond Hill
• Information on government programs for business, including funding programs
• Information on relevant networking and industry events
• Assistance in connecting with municipal regulatory and planning staff
• Marketing assistance/strategic introductions to existing businesses and support
organizations.

Contact Economic Development Staff
• In person: Economic Development staff will visit your place of business or you can
book an appointment to stop by our offices at 225 East Beaver Creek Road, 8th floor,
Monday to Friday from 8:30 a.m. - 4:30 p.m.
• Telephone: 905-771-5483 or 905-747-6382
• Email: ecdev@richmondhill.ca
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Finding the right site
There are various ways you can search for a site in Richmond Hill. Some companies
choose to hire a site selector or commercial realtor, while others use in-house staff to
conduct their search. Regardless of the method, be sure to also contact Richmond Hill
Economic Development staff as we work with commercial realtors and property owners
and are often aware of sites that are available or coming on the market.
Before signing a lease or buying a property, check with the Town’s Zoning staff to
ensure that the proposed use for that site is permitted (See “Remember to check
the zoning” on page 5).
You may find the following information helpful as you begin your search:
• Richmond Hill
demographic
information based
on the most recent
Canadian Census
• Various economic
development
publications and
research about
Richmond Hill
• Map of
Richmond Hill
• List of major
commercial realtors
who cover the
Richmond Hill area.
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Remember to check the zoning
Congratulations! You’ve found a site that you would like to lease or buy. Before you
commit, be sure to contact Richmond Hill’s Zoning staff to ensure that the proposed use
for that particular site is permitted.
Zoning and Building Services staff can be reached in the following ways, Monday to Friday
from 8:30 a.m. - 4:30 p.m.:
• In person, on the 4th floor of the main Municipal Offices, at 225 East Beaver Creek Road
• Telephone: 905-771-8810
• Email: building@richmondhill.ca
If Zoning recommends that you speak with
a Planner, contact Planning staff one of the
following ways:
• In person, at 225 East Beaver Creek Road,
4th floor
• Telephone: 905-771-8910
• Email: planning@richmondhill.ca
If you would like more information
about zoning in Richmond Hill,
please see our zoning by-laws.
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Do I need to speak with a Planner?
You should contact a Planner in our Planning & Regulatory Services department if:
• you are involved in any aspect of land development and construction of buildings
(such as designing and constructing a new building or an addition to an existing
building) or are submitting plans of subdivision or site plan
• you require an official plan or zoning by-law amendment, or site plan approval
• you have a question about heritage buildings or designations
• you require a minor variance at the Committee of Adjustment.
For more information about the planning approval process or contacting a planner, visit
RichmondHill.ca/DevelopmentApplications.
Planning staff can be reached in the following ways, Monday to Friday from
8:30 a.m. - 4:30 p.m.:
• In person, on the 4th floor of the main Municipal Offices, 225 East Beaver Creek Road,
• Telephone: 905-771-8910
• Email: planning@richmondhill.ca
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What is a building permit?
Do I need one?
A building permit is your formal permission from the Town of Richmond Hill to begin a
building project, such as the construction, demolition or addition of any building or addition
and alterations of signs etc. Richmond Hill Building staff must review your plans to ensure
that they comply with the Ontario Building Code, local Zoning by-laws and other applicable
regulations. The Ontario Building Code requires that you obtain a building permit before you
start work on a new building (or structure), an addition or any significant alterations to an
existing structure. Significant alterations would include additions, structural changes and
openings, changes to plumbing and heating systems and in some cases a change of use
(such as from personal business use to a restaurant use).
Permits help ensure buildings are safe with respect to public health, fire protection and
structural sufficiency.
Frequently Asked Questions about building
permits will answer your questions on how to
apply for a permit, who will review the application,
where to find information on fees, etc.
Details about when a permit is, or is not required
are found in Building Permits.
• Examples of when a permit is required include:
constructing or renovating a building, altering
the interior of a building, changing the use of the
building, remodeling plumbing systems, etc.
• Examples of when a permit is not usually required
include: painting and decorating, landscaping,
eavestroughing, minor repairs to bricks or blocks, etc.
Biz Pal is an easy and convenient online service that provides you, the entrepreneur or
business owner, a central place to find all of the permit and licence information needed
to start or grow your business. This service is a collaboration between the Town of
Richmond Hill, ServiceOntario and Industry Canada.
• Once you provide information about what activities you would like to do to start your
business, the system will generate a complete list of required permits and licences from
the municipal, regional, provincial and federal levels of government.
• You may print, save or email your results for future reference.
• Every effort is made to provide accurate and complete information regarding permits and
licences; however, making sure that all required permits and licences are obtained remains
the responsibility of the business person.
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Building Permit

Forms that you may require and information for applicants include:
• Information for all applicants
• Non-residential Permit Application Checklist
• Prezoning approvals FAQ
• Prezoning Certificate – Tenant
• Development Charges (see page 11 on Development Charges)
• Statement of Design
• Tenant Permit Application Process
- If moving any plumbing (i.e. washrooms, kitchen), a
Commercial/Industrial/Institutional Plumbing and Drain Worksheet is required.
Building permits and inspections
By-law including the permit fees
Need more information? Contact the Building Services Section at
• building@richmondhill.ca or 905-771-8810
• Monday – Friday, 8:30 a.m. – 4:30 p.m.
• Located on the 4th floor of the main Municipal Offices at 225 East Beaver Creek Road
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What is an occupancy permit?
Do I need one?
Occupancy permits are required for all businesses to ensure conformance with the
Ontario Building Code for safety reasons. An inspection must be conducted prior to use
or occupancy of the space. This ensures that any construction done to the space meets
the building code and provides first responders with relevant information in case of an
emergency and ensures that the use is permitted according to the zoning.
Documentation:
• Tenant Permit Application process is required for all businesses.
• Application for change of tenancy (for an existing building where a new tenant is moving
into an existing space previously occupied by a different tenant with the same use and
no structural changes or modification of the space are made)
• All new buildings that are larger than 6400 square feet or larger than 600 square metres
and over three stories in height (Part 3 Buildings) and buildings that are up to 6400
square feet or up to 600 square metres and up to 3 stories in height (Part 9 Buildings)
require an occupancy permit (Part 3 Permit).
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I want to put our company name on the building
or on a ground sign. Do I need a sign permit?
The Sign By-law (52-09) and/or the Ontario Building Code regulates the size, location
and number of signs that are permitted on any property, business and/or at special
events within the Town of Richmond Hill. Its intent is to regulate signs for the purpose
of improving community appearance, as well as traffic, structural and fire safety,
land use compatibility and the ease of property or premises identification and for
the purposes of carrying out the objectives of Richmond Hill’s Official Plan and the
public interest.
All businesses looking to put signage on their premises, whether for an existing
building or a new design-build space, ground signage or mobile signs will be required
to obtain a sign permit and will require permission from the owner of the property.
(This by-law does not apply to Municipal signs such as parking signs, handicapped
signs and reserved parking signs).
If you have any questions about sign permits, please contact Building Services Section
at 905-771-8810 or building@richmondhill.ca.
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What are development charges?
Do they apply to my project?

$

Development charges are a way of
recovering the net cost of capital
infrastructure expenditures attributable
to growth.
Pursuant to the legislation, the municipality
is authorized to collect Development
Charges on behalf of the Regional
Municipality of York and the York Catholic
and Public District School Boards. The rates
are subject to indexing in accordance with
the various by-laws. Each jurisdiction is
responsible for setting the rates of its own
Development Charges, indexing and for
determining any exemptions.
You may be required to pay Development
Charges for any residential or non-residential development if you are:
• erecting a new (not replacement) building(s);
• making an addition or alteration to an existing building(s) which increases the
gross floor area or number of units; and/or
• re-developing a property or properties which result in a change of use.
Contact the Town of Richmond Hill Finance staff at 905-747-6313 to confirm whether
development charges apply.
Area Specific Development Charges, if applicable, are payable at execution of Site Plan/
Subdivision Agreement/Land Severance/Building Permit issuance. For the Region of
York Development Charges, the hard service charges are paid to the Region of York directly
by the developer at the time of the registration of the agreement. The balance is collected
at the building permit stage by the area Municipality.
• All other Development Charges must be paid in full prior to the issuance of
a building permit.
Development Charges information and schedule for non-residential development are found
on RichmondHill.ca.
If you have any questions or would like to discuss your project as it relates to development
charges, please contact the Financial Services Division at 905-747-6313.
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Are there other business resources
I should know about?
There are many business resources and organizations that we can connect you with to
help you grow your business. Our Economic Development staff would be happy to meet
with you to learn more about your business and connect you with the appropriate resource.
Please contact our Economic Development staff at 905-771-5483 and 905-747-6382.
Below is a sample of some of the resources that are available:
• Richmond Hill Business Directory – Access over 4,000 businesses in Richmond Hill
• Key resources and business links
• Various economic development publications and research about Richmond Hill
• Sign up for the Richmond Hill Economic Development E-Newsletter to receive information
about Richmond Hill and learn about resources to help your business.
• Seminars and assistance available through our Small Business Enterprise Centre
• Calendar of business events in Richmond Hill and the Greater Toronto Area. The
Economic Development staff maintain a list of events that might be of interest to our local
businesses. The events range from seminars put on by our Small Business Enterprise
Centre and networking events from the Richmond Hill Chamber of Commerce, to industry
association events such as those from TechConnex or Life Sciences Ontario. Check the
calendar periodically and let us know if you would like us to research and post any other
type of events.
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Business Resources
• Other government/support organizations and information:

Canadian Trade Commissioner Services (TCS)
– will provide businesses with on-the-ground
intelligence and practical advice on foreign
markets to help you make better, more timely and
cost-effective decisions in order to achieve your
goals abroad.

Excellence in Manufacturing Consortium
(EMC) – a not-for-profit organization dedicated
to helping Canadian manufacturers grow and
become more competitive at home and around
the world.

iMiN – Interactive Manufacturing Innovation
Networks – a free online network created by EMC
to connect the manufacturing sector. Developed
in partnership with local manufacturers, academic
institutions, government, and associations, iMiN
is intended to help manufacturers become more
innovative by building awareness, improving
collaboration and knowledge sharing.
Post-Secondary Institution Programs
Connecting Industry and Education – this
document contains a partial list of programs
offered by GTA post-secondary institutions for
industry. By participating in these programs,
local businesses can find training programs,
research and commercialization assistance and
possibly future employees.

Richmond Hill Chamber of Commerce is the
voice of business in Richmond Hill. The Chamber
promotes business in the community through
leadership, innovation and participation.

Richmond Hill Demographic Profiles –
provide detailed town-wide and ward information
on population, density, age characteristics,
dwellings, language, ethnic origin, immigration,
religion, education, employment, occupation and
income as reported by Statistics Canada.

Smart Commute is a program of Metrolinx,
the Town of Richmond Hill and neighbouring
municipalities. Smart Commute works with
employers and encourage employees to
explore and try out smart travel options such
as transit, carpooling and teleworking. Their
goal is to ease gridlock while helping you save
time and money.

Statistics Canada – produces statistics that help
Canadians better understand their country –its
population, resources, economy, society and
culture. Their mission is to provide Canadians
with high-quality statistical information that
matters.

Tech Connex – an industry association entirely
focused on the growth of small and midsize tech
businesses in the Greater Toronto Area

ventureLAB – a non-profit regional innovation
centre and member of the Ontario Network
of Entrepreneurs, focused on cultivating and
supporting entrepreneurs in York Region.

Workplace Safety and Prevention
Services(WSPS) and the WSPS resource
gallery – Workplace Safety & Prevention Services
(WSPS) is a leader in providing impactful risk
management solutions that drive lasting business
success for our customers. WSPS offers
unparalleled health & safety expertise, insight and
solutions for creating healthy work environments
where employees thrive and businesses
prosper.

York Region Transit (YRT) – YRT will work
with our businesses and their employees to
conduct route planning events at your place
of employment, and consider input for future
service plans.
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