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HQ Tracking # ________ 

Local Assistant to the Fire Commissioner


Instructions to fill out the Electronic template:

1. Double click the appropriate square for the applicable legislation and under “default value”, select “checked”, then click OK.  There are 2 types of orders under the Fire Services Act and one under the Fire Code Administration Regulation:  FSA Section 22, FSA Section 33, and the Fire Code Administration Regulation (See OG #5.05.03 Revision #1 - Appendix A “Selecting the Applicable Reference”).  

2. Address the order to the correct person.  The Fire Services Act authorizes an order to be issued to the owner or occupier.  The Local Assistant must ensure an order is issued to the appropriate person, otherwise the process is void.  The Office of the Fire Commissioner recommends that orders be issued to the owner unless the occupier is clearly responsible for the matter named in the order or the Fire Services Act specifies the occupier.  If the owner is an incorporated and/or numbered company, see “Serving a Provincial Order” in the OG.
3. State type of occupancy or use, e.g. hotel, retail store, apartment, etc.

4. Give the legal description such as Lot, Block, Plan Number, etc.

5. Provide the correct civic address.  If a street address does not exist, use the name of the business or building name, e.g. Smith Block, Phil’s Cafe, etc.

6. The electronic template is formatted to create more than 1 page.

7. Download a copy of the applicable section of the Fire Services Act and the “Information Bulletin to Owner” to include in the order.

8. Be sure to fill in the “Confirmation of Delivery” after delivery of the Order.

9. Once an order is correctly filled out, the Local Assistant must e-mail (OFC@gov.bc.ca) or fax (250-952-4888) a copy of the order to OFC’s Victoria Office.  OFC staff will assign a tracking number to each order and send a confirmation back to the LAFC when the file is set up.  This should take no more than 1 working day.  If the order needs to be served immediately, the OFC number can be obtained after and should not hold up the process.

ORDER

Pursuant to:

 FORMCHECKBOX 
Section 22 of the Fire Services Act
 FORMCHECKBOX 
Section 33 of the Fire Services Act

 FORMCHECKBOX 
Section 3 of the Fire Code Administration Regulation
THIS ORDER IS ISSUED TO:   


     <ADDRESS OF OWNER>

FOR THE PREMISES LOCATED AT:

     <LEGAL ADDRESS>

     <CIVIC ADDRESS>

WHERE THE PREMISES IS USED AS:       <TYPE OF OCCUPANCY>

Having inspected the premises of the above address on the Day day of Month, 20Year, 

I find that:

     
THEREFORE, pursuant to the authority vested in me and under:

 FORMCHECKBOX 
Section 22 of the Fire Services Act

 FORMCHECKBOX 
Section 33 of the Fire Services Act

 FORMCHECKBOX 
Section 3 of the Fire Code Administration Regulation
YOU ARE HEREBY ORDERED TO:-

     
The work involved in this Order must be completed within ___ days after receipt of this order.

This order is written on the Day day of Month, 20Year.

	

SIGNATURE OF RECIPIENT
	     
LOCAL ASSISTANT TO THE FIRE COMMISSIONER(SIGNATURE)  BADGE NO

	NAME & TELEPHONE NO. OF RECIPIENT


	     
NAME OF LOCAL ASSISTANT

     
	     
TELEPHONE NO.

	DATE RECEIVED
	ADDRESS OF LOCAL ASSISTANT


	CONFIRMATION OF DELIVERY:

ON THE_________ DAY OF _________________ 20____  I,  __________________________________________


(month)
  (Name)

served a copy of the Order  hereof to  ________________________________________________________________
(Print Name of Recipient)

AT __________________________________,
BRITISH COLUMBIA

  

(Location)

______________________________________________
(signature)

	Recipient acknowledges the order as  FORMCHECKBOX 
 owner   FORMCHECKBOX 
 occupier   FORMCHECKBOX 
 person in charge   FORMCHECKBOX 
 representative of corporation 
 FORMCHECKBOX 
  Recipient refuses to acknowledge the order

 FORMCHECKBOX 
  Recipient was given information regarding the appeal process

	


