
POLICY AND PROCEDURE:                   TOWN OF MARTENSVILLE 
 
NAME:  BUILDING INFORMATION ABSTRACTS    NUMBER:  47/94 
 
1. PURPOSE:  Building Information Abstracts are normally requested by solicitors acting on 

behalf of purchasers and mortgagors of property, who wish to determine whether the property 
conforms with the Building and Zoning Bylaws of the Town and whether there is any other 
defect, order or non-conforming condition.  Care and diligence must be used by staff 
completing the Abstract, as failure to note non-conforming property conditions, may stop the 
Town from requiring future compliance. 

 
 
2. ISSUED TO:  List the name and address of who requested and paid for the abstract. 
 
3. PROPERTY INFORMATION:  Complete from information on computer. 
 
4. LOT INFORMATION:  This information can be found on the computer, however lot sizes 

should be double checked from the legal map.  Measurements should be shown in metres 
with imperial following in brackets - ie:  18.288 Metres (60.0 feet.)  The Zoning District 
should be written out in full.  I.E. R1 - Residential District. 

 
5. REAL PROPERTY REPORT:  List information to identify the Real Property Report on 

which the Abstract is based.  The Town will not issue an Abstract without such a Real 
Property Report prepared by a land surveyor. 

 
6. BUILDING INFORMATION:  The attached Building Information Work Sheet is to be used 

by staff in completing the Abstract to ensure all required checks are completed.  This 
completed work sheet shall be stapled to the Town copy of the Abstract and filed in the 
property legal file. 

 
a) The Legal and Civic Address Files should be searched for the following information 

as well as any other items which may be important in completing the Abstract. 
 
 

i) List the Building and Development Permits on the Abstract in chronological 
date order.  Example: 

 
Single Family Dwelling   May 18, 1978 
Detached Garage 18' X 24'  August 12, 1985 
Deck 12' X 15'     July 9, 1990 
Basement Finish    February 2, 1993 

ii) Previous Memorandum or Abstract issued. 
 

iii) Other defects or conditions. 
 

iv) The building assessment value and date last assessed should be entered from 
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the SAMA assessment field sheets.  Watch as the last field sheet may not be 
the date the building was last assessed. 

 
b) Actual Building Occupancy:  This is used to detail what the building occupancy 

actually is. 
 

Permitted/Discretionary Zoning Status:  This is used to indicate what the Zoning 
Bylaw allows as either a permitted or discretionary use: 

 
PRINCIPAL BUILDING    ACCESSORY BUILDING 

Example 
Actual Bldg.    Single Family Dwelling  Private Garage 
Occupancy 

 
Permitted/      Single Detached Dwelling     Private Garage 
Discretionary  

       Zoning Status 
 
      

c) Site Inspection:  A cursory property site and building interior inspection should be 
done by staff.  No site measurements need be taken as the information is available on 
the Real Property Report.  Staff should be looking for conditions or situations which 
could not be determined from the files and include: 

 
i)  Buildings not shown on the Real Property Report. 
ii) Buildings (sheds over 100 square feet) and decks for      which no building permit 
has been issued. 
iii)Finishing work (eg: basement) for which no               development permit has been 
issued. 
iv) Non-complying conditions including 

              - illegal basement or upstairs suites 
              - sheds with less then 2 foot side or rear yards 
              - fences exceeding 3 foot front of house and                         exceeding 6 foot side and rear 
yards 
              - other non permitted uses. 
 
 
   
 
7. OUTSTANDING ORDERS:  Any orders or directives which have been issued to the owner 

should be listed.  These would include: 
 

i) Noxious property order; 
ii) Building standards order; 
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iii) Fire inspection order; 
iv) Directive to apply for a development permit for unauthorized development; 
v) Directive to remove a non-complying condition. 

 
This information would be obtained from the appropriate office files or from the site 
inspection. 

 
8. CERTIFICATION:  The completed Work Sheet, comments and file information shall be 

submitted to the Town Administrator who will review and complete the Certification section. 
 
9. FEES:  The fee for a Building Information Abstract shall be $50.00 plus $.50 for dispersals. 
 
10. NON-CONFORMING CONDITIONS: 
 

i) Development for which no permit has been issued, should have a registered letter 
sent along with a permit application directing the owner to apply for a permit.  
NOTE:  Even for apparent illegal uses, the owner should be initially directed to apply 
for a permit.  The permit is then refused as non-conforming, but the owner has an 
appeal process available to them. 

 
ii) Development for which a permit has been refused and for which no appeal has been 

filed or for which an appeal has been unsuccessful, should be written a registered 
letter directing that the non-conforming condition (other than legal non-complying 
situations) be remedied, and failing such remedy legal action may be initiated against 
the owner as provided for by the Planning and Development Act. 

 
Council Adopting Resolution: #372/940913  Date:  Sept. 13/1994 

                                         Feb 12/02 
Statute Authority:  U.M.A. 79 (1) 

                      :  Planning and Development Act                       
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 BUILDING INFORMATION WORK SHEET 
 
Civic Address:  _________________________________________________ 
 
Date of Abstract:  ______________________  Abstract No:  ________ 
 
1.   Legal and Civic Address Files: 
 

Previous Memorandum or Abstract Issued (attach copy) 
 
          Type _____________________  Date:  ____________________ 
 

Other Defects or Conditions:  ______________________________ 
 

____________________________________________________________ 
 
     ___________________________________________________________ 
 
 

Legal Property File Checked By:  _________________________ 
 

Civic Address File Checked By:  _________________________ 
 
2. Site Calculations:  The following site calculations shall be made to 

determine compliance with the Zoning Bylaw. 
 
 
                              Principal Bldg.     Accessory Bldg. 

                           
Lot Area:           _________________   ________________ 

 
Percentage Lot  

          Occupied by 
                   Bldgs.:     _________________   ________________ 
 

Front Yard:     _________________   ________________ 
 

Rear Yard:          _________________   ________________ 
 

Side Yards:         _________________   ________________ 
 
 
     Comments:   (Example grand fathered legal non-conforming conditions:)      

                                     
_____________________________________________________________ 

 
      _____________________________________________________________ 
 

Site Calculations Completed By:  ____________________________ 
 
 
3. Site Inspection:  Comments __________________________________ 
 
     _____________________________________________________________ 
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     _____________________________________________________________ 
 

Site Inspected By:  ___________________  Date:  _____________ 


