Tenant Service Requests 
The Safe Apartment Buildings By-law 24-054 s. 20-25 requires apartment building owners or operators have a process for managing Tenant Service Requests and a means of maintaining a record of all Tenant Service Requests.
Note: This is a customizable template provided to demonstrate the requirements of the Safe Apartment Buildings By-law. This form can be modified as needed or existing plans, standard operating procedures, or policies can be used to comply with requirements of the Safe Apartment Buildings By-law.
Tenant Information
Name: Click or tap here to enter text.
Mailing Address: Click or tap here to enter text.
Unit Number: Click or tap here to enter text.
Email Address: Click or tap here to enter text.
Phone Number: Click or tap here to enter text.	
Preferred Contact Method:
☐ Phone Call
☐ Text Message
☐ Email
☐ In Person Visit to the Rental Unit
☐ Other: Click or tap here to enter text.	

Request Details
Date request submitted to the building owner or operator: Click or tap to enter a date.
Does the request relate to (check one):
☐ General repair or maintenance (response from building owner or operator required within 5 days)
☐ Building or unit safety or security (response from building owner or operator required within 24 hours)
☐ Loss of electricity, hot/cold water, heat, gas, etc. (response from building owner or operator required within 24 hours)
☐ Pests (inspection required within 72 hours)
☐ Other
Provide details about the request:
	Click or tap here to enter text.


Building Owner or Operator Confirmation
Date request received: Click or tap to enter a date.
Inspection Date: Click or tap to enter a date.
Describe steps required to resolve the request:
	Click or tap here to enter text.


Staff or contractor assigned: Click or tap here to enter text.
Other comments:
	Click or tap here to enter text.


Approval 
	Confirmation
	Signature

	☐  Building Owner, Operator or Property Manager confirmation that the request has been resolved
	

	☐  Tenant confirmation that the request has been resolved
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Building Owner, Operator or Property Manager
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Tenant


