Sample Letter to Tenants

(DATE)
Dear Tenant,

The property located at (SITE ADDRESS) is owned by (OWNER). On behalf of the owner, (COMPANY NAME) is coordinating a development application for the property that if approved, would require the relocation of current tenants. Our goal is to provide support to existing tenants by providing assistance in finding new housing and the moving process.

In keeping with the City of Victoria’s Tenant Assistance Policy, if the development application (APPLICATION NUMBER) for the site is approved, tenants will receive:

1. at least four months’ notice prior to eviction, to be initiated after the development application has been approved and all permits are in place;
2. rental compensation based on length of tenancy;
3. compensation for moving expenses; 
4. a tenant relocation coordinator to provide assistance in finding appropriate housing, including identifying a minimum of three comparable units as similar as the current accommodation as possible. At least one prospective unit will be sought in the same neighbourhood; and
5. [bookmark: _GoBack]a right of first refusal back offer back into the new building at a discounted rate (if applicable).

Tenant Assistance Plan

We will go above British Columbia’s Residential Tenancy Act requirements for ending a tenancy
to ensure that this process is as stress-free as possible. When assisting tenants in finding appropriate housing, factors pertaining to individual tenants such as ability to pay, household size, and presence of pets will be taken into consideration to help find the most appropriate housing available.

Please respond to the Tenant Request for Assistance form (attached) stating any household needs that should be included on the Tenant Assistance Plan. Specifically, existing tenants may
require additional assistance that would make the potential impacts of this move felt more acutely. Tenants requiring additional assistance may include (but not limited to):

· Long-term tenants who may be paying significantly below market-rent, and for whom entering the current market may present financial challenges
· Tenants with specific housing needs due to a disability (physical and/or mental health issues)
· Seniors, who may be long-term tenants and living on a fixed income
· Families with young children, who may have difficulty finding appropriate units
· Newcomers (recent immigrants and refugees)
· Households with very low (<$19,999) to low ($20,000 - $34,999) income
· Self-reporting of additional assistance required by tenants (disclosure to the applicant on the reason for requiring assistance is NOT required)

Once the information regarding needs and additional assistance is received from tenants, it will
be integrated into the Tenant Assistance Plan that will be submitted to the City of Victoria with the development application. If you chose to provide your personal information, the City of Victoria and the application’s tenant relocation coordinator will manage it in accordance with the Freedom of Information and Protection of Privacy Act and it will not be used for any other purposes.

Communication Plan

We will provide you with project updates that will help give you unofficial notice in advance of the four months of official notice. This includes a copy of the draft and final Tenant Assistance Plan that will be submitted to the City of Victoria as part of the development application.

All current tenants will be provided with the contact information for the designated tenant relocation coordinator.

Sincerely,
(NAME)
(CONTACT INFORMATION)

____________________________________________________________________________

The collection of your personal information is for the purpose of assisting you in finding new housing that matches your needs. Providing this information is voluntary, and opting out will not prevent you from being included in the Tenant Assistance Plan, but your participation can make it easier for your landlord and for City staff to assess your specific needs. The legislated authority to collect your personal information is section 26(c) of the Freedom of Information and Protection of Privacy Act. If you require additional information about the collection of your personal information please contact the Housing Planner with Community Planning at 250.361.0382 or housing@victoria.ca. 
