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STEP T: Define the Basics

Purpose: Date & Time:

Timeline: Budget:

STEP 2: PLANNING

Create an event timeline with deadlines.

[] Confirm usage, living space, rental suite, entertainment.
[ "] Research Calgary Bylaws (R-C1, R-C2, etc).

QuICK
NOTES

[ 1 Verify eligibility for legal secondary suite with City of Calgary.

["1 Check Minimum ceiling height and egress window requirements.
["] Establish budget including design, permits, materials & contingency.

[ "] Create floorplan or consult a designer for layout optimization.

[ Determine if a separate entrance is required or desired.

[ Plan for moisture protection (sump pump, drainage, vapor barrier)

|1 Notify your insurance provider about your renovation plans.

STEP 3! Choosing a Contractor

[ ] Select a contractor experienced in secondary suites or basement renovations.

[ Confirm contractor holds a valid Prepaid Contractor License.

[ ] Verify General Liability Insurance coverage.

[ ] Request confirmation of WCB (Workers” Compensation Board) coverage.

[ ] Check for a valid Calgary Business License.

[ Ask for portfolio and references for past basement work.

[ "] Ensure the contractor will handle all required permits and inspections.

[ ] Confirm a detailed, signed contract is in place before starfing.

[ ] Review expected timelines and payment schedule.
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STEP 1 Reviewing the Quote & Design

[ ] Ensure the quote includes a detailed floor plan/layout.
[ ] Confirm mechanical requirements (electrical panel, HYAC, plumbing upgrades).
[ ] Ensure plumbing layout aligns with bathroom/kitchen locations.

NOTES

[ Clarify soundproofing and fire separation requirements are included.

[ ] Ensure smoke and CO detectors, GFCl outlets, and venting are included.

[ ] Check if the quote includes appliances, cabinets, and finishes.

[ ] Clarify GST, billing stages, and any allowance amounts.

STEP 5; During Renovation

[] Maintain regular communication with the contractor.

[ ] Track milestones: framing, rough-in, insulation, drywall, finishing.

[ "] Request documentation for permit inspections and approvals.

[ ] Ensure proper installation of egress windows and smoke/CO detectors.

[ ] Confirm clean, safe access throughout the renovation.

[ ] Review any changes or upgrades in writing (change orders).

[ Keep all invoices, receipts, and documentation organized.

STEP €: Closing the Renovation

[ ] Walk through the completed space with the contractor.

[ Create a deficiency list ("punch list") and ensure items are resolved.

[ ] Obtain occupancy permit or legal suite approval from the City of Calgary.

[ ] Get all warranty documents and product manuals.

[ ] Update your home insurance policy to reflect the finished basement.

[ ] If renting, apply for a secondary suite registration with the City.

[ Leave a review or testimonial if you're satisfied with the work.

www.lbprojects.ca




