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What is a formal notice? 
A formal notice is a letter sent to someone to denounce a problem you are having
and is considered to be a last resort step in attempting to resolve a dispute before
resorting to legal action. If you have tried to get your landlord to fix a problem and
they refuse, or if your problem is urgent, you should send a formal notice
promptly. It is often necessary prior to opening a file at the Tribunal
administrative du logement (TAL) or requesting a municipal inspection. It can also
be an effective tool for compelling your landlord to fulfill their duties without
having to go to court. 

Does a formal notice count as proof in court?
No, a formal notice only counts as proof of notification. As soon as you are
experiencing a problem, and especially if you are considering taking legal action to
remedy it, you should collect evidence in the form of photographs and videos,
witnesses, letters, inspection reports, correspondence with your landlord, and
audio recordings. 

How do I write one?
Broadly speaking, your formal notice should describe and denounce the problem
you are having, remind your landlord of their legal and contractual obligations,
provide a reasonable timeframe for the solutions that you are seeking, and
threaten legal action should the problem remain unresolved. It must be written in
the language of your lease agreement. For an annotated example with more
detailed explanations, see pages 3 and 4 of this guide. 

What does a “reasonable timeframe” mean?
This reasonable timeframe is typically understood to be 10 days but can be
different depending on the circumstances. For example, if the aim of the letter is
to stop a certain behavior, such as harassment, the delay is immediate. Otherwise,
you can give 1 to 3 days if the problem immediately threatens your health and
safety, such as a heater not working in the winter, or threatens the integrity of the
rented unit. 

How should I send it?
In order to open a file at the TAL, you will usually need to present your formal
notice as well as a proof of notification. This is to ensure that your landlord has
been made aware of the problem and been given a chance to remedy the
situation. The best way to obtain a proof of notification is to send your letter by
Canada Post registered mail, which costs approximately $12. You will be given a
tracking number, which you can enter on the Canada Post website to obtain a
delivery confirmation and a copy of the signature of the person who accepted the
letter. 
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If your landlord refuses to accept or to pick up the registered letter, you can
attempt to deliver the notice by hand or hire a bailiff. If you deliver the notice by
hand, bring a copy for yourself for your landlord to sign and date. Hiring a bailiff
can cost between $40 to $200; if you must resort to this option, try to find a
bailiff service close to the address of your landlord so that they do not have to
travel very far. 

Can I send my formal notice by email, text, or Messenger?
This may be acceptable at the TAL, as long as you obtain a proof of receipt. For an
email or a text message, this usually entails a response from your landlord to your
message. You must also be able to establish that the email address or phone
number that you sent the notice to is, in fact, your landlord, meaning that you
have communicated with them previously via the same means. On Messenger, a
“read receipt” can be considered a proof of receipt, although the same burden of
establishing the identity of the recipient applies. 

At what point after sending it can I go to the TAL?
The timeframe that you allotted for your landlord to fix the problem begins when
they receive the letter, not when you send the letter. Thus, if you gave a
timeframe of 10 days and the letter was received 5 days after you sent it, you can
go to the TAL 15 days after you initially sent the notice. 

Are there any situations where don’t need to send One? 
In some situations, you can open a file at the TAL without sending any kind of
notice to your landlord. This includes:

Request to fix rent based on incomplete Section G 

In other situations, you must send a different kind of notice to your landlord,
models for which can be found on the TAL website:

Assignment or subletting of lease
Termination of lease under article 1974.1
Rent deposit
Non-renewal of lease
Respond to a rent increase 
Notice of abandonment

What if I receive a formal notice? 
Remember, a formal notice is just a notification of where the sender thinks you
went wrong; it is not proof of anything. Upon the reception of a formal notice, it is
important to prepare evidence in the event the matter does go to court. Do not
hesitate to call the WITAC for more information.
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 This example has been developed strictly for educational purposes. For formal notice templates, see our website. 

Example Formal Notice
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Without Prejudice
Including the term "without prejudice" means that you are not strictly
bound by what is in the letter. If it comes time to make a request with the
TAL, you can change some of the minor details and the solutions you are
requesting, but you cannot change the nature of the request. For example,
this formal notice would allow you to open a case for harassment at the TAL
but would not be adequate to open a case for repairs. 

Identification of Parties
It is important to write down the name and address of the person or
company that signed the lease with you, or your lessor; they have a
contractual and legal obligation to you and can be held responsible in court.
While it may be the case that you communicate with or pay your rent to
another individual, such as the building owner, manager, or concierge, all
formal communications must be addressed and sent to the lessor.
Otherwise, they can attempt to invalidate the letter by claiming that it was
addressed to the wrong person. When in doubt, list multiple people. 

Mention of Contractual Obligation
Briefly describe the nature of your contractual relationship and obligation
to each other, whether it be lessor and lessee, roommates, etc. 

Description of Facts
Describe the problem thoroughly and concisely. When possible, list the
date, the time, the place, and all those present during an event. You can also
describe how the problem has negatively impacted you. 

Applicable Laws and Articles
Explain why the problem being denounced means the other party is not
fulfilling their legal and contractual duties. In this section, it can be useful to
cite articles of the Civil Code of Quebec which stipulate the specific rights
and responsibilities of tenants and landlords. For more information, contact
the CALODI-WITAC or see our website. 

Formal Demand
Specify the solutions you want to see and a reasonable timeframe for the
solution you are requesting. At the end, make sure to specify that if the
problem isn't solved satisfactorily, there will be legal consequences. You can
mention the recourse you will seek at the TAL. If you believe that you have
been a victim of discrimination, you can also file a complaint with the
Commission des droits de la personne et des droits de la jeunesse.

Signature

5
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Contact us!
189 Hymus Boulevard #208

Pointe-Claire, QC

514-505-0840 ext. 8
locataires@tqsoi.org

tqsoi.org/witac

This guide has been developed exclusively for the purposes of informing and does not
constitute legal advice. Please consider your options carefully before proceeding.

Funding for this project is made possible by Centraide of Greater Montreal. 
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