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Welcome 
To your new home at Icon Tower I 

 
You will find some important information and forms in this package as it pertains to your new property.  
This package simply highlights a few of the provisions of the Bylaws and policies of the Corporation.  
Please ensure that all applicable forms are submitted to the Administrative Assistant for your property. 

Please also ensure you have read and understand your Corporation Bylaws. 
 

Please keep this package handy for contact and information purposes. 
 
 

 
 
 
 
 
 

 

 

Icon Tower I 
 

Ayre & Oxford Inc. Property Management 
Contact Information 

Suite 501, 4730 Gateway Blvd 
Edmonton AB, T6H 4P1 

 
Ph: 780.448.4984 ~ Fax: 780.448-7297 

 
PROPERTY MANAGER: 

Amanda Hrycun 
Ph: 780.448.4984 Ext. 3520 

E-mail amanda@ayreoxford.com  
 

ADMINISTRATION:  
E-mail admin1@ayreoxford.com 

780-448-4984 Ext. 3530 
 

MAINTENANCE STAFF 
Ali 

Please contact A&O 
AFTER HOURS EMERGENCIES 

780-499-8424 
 

http://www.ayreoxford.com/
mailto:amanda@ayreoxford.com


 

 
    

#501, 4730 Gateway Blvd. NW Edmonton AB T6H 4P1 
Phone (780) 448-4984 • Fax (780) 448-7297 

www.ayreoxford.com 

The Board of Directors has recently set up a Genie Pad account for Owner communication and information.  If you are 
interested in joining in, just register by following this link:  

https://iconi.geniepad.com/register/8e69f1d7-ac2f-caf4-9e40-1db3ac4fe0bc 
 
Move in’s /  Outs Etiquette: 

1. Book the elevator well in advance by contacting Ayre & Oxford Inc; seven (7) days in advance of the Move 
In/Out. 

2. Bookings are only between the hours of 8am – 4:30pm in consideration of other residents. Any move after 
4:30pm w ill be charged $25 per hour. There is a $60 charge for weekend bookings. 

3. Elevators held open without a key cause major repair issues; therefore if you are found holding open the 
door, you will be charged for the elevator company inspection and any resulting repairs required. These 
repairs have been known to be in excess of $500.00. 

4. Do not leave any doors propped open and unattended. Open doors must be attended at all times. This includes 
the elevator vestibule doors and the parkade overhead door. 

5. Any damages incurred will be the responsibility of the unit owner. 
 
Posting Notices 
Before Posting Notices on Bulletin Boards within Common Areas, please submit your request along with the notice you 
wish to post to amanda@ayreoxford.com. All notices must receive approval before posting. Notices which have not 
been previously approved may be subject to a $250.00 fine.  
 
Visitors 
All visitors are required to use the intercom system. Visitors will not have access to any residential floor unless buzzed 
in through this system. From the time a visitor is buzzed in, they have 3 minutes to access an elevator and press the 
resident's respective floor. If visitors are not buzzed in, they will not have access to any residential floor. 
Please note: the main entry door has restricted access between 11pm and 6am. No access to the intercom system 
is available from outside the main entry door. Visitors arriving between these hours should be made aware of this. 
Residents will be required to go down to the lobby and let their visitors in. 
 
Visitor Parking 
 
Icon Tower I VISITOR PARKING CITY OF EDMONTON BYLAW ENFORCEMENT PROGRAM  
Visitor parking during daytime hours (6:00am-9:00pm) is permitted for a maximum of 6 hours.  
Effective December 15, 2018: Overnight Visitors are required to fill out the Sign In book (located in the P3 
elevator vestibule) between the hours of 9:00 PM – 6:00 AM. If your Visitors fail to fill out the Sign In book 
completely, then they may be subjected to being ticketed and/or towed.  
Please note all City of Edmonton private property tickets are $100.00.  
Any stays over four nights must be approved by management.  
The Visitor Parking is for Visitors only. No staff, residents or walk-offs permitted. 
 
General  
Any vehicles found parked at any time in: (1) Emergency Access Routes (2) Building Entrances (3) Handicap Parking 
(without proper placard) (4) Garbage Bin Areas or (5) In the Loading Zone will be ticketed and towed at the Vehicle 
Owner’s expense without warning.  
Reserved Parking Stalls are all owned. If you park in a Reserved Parking stall that you do not own, the vehicle will be 
ticketed and towed at the Vehicle Owner’s expense without warning.  
Inoperable vehicles are not permitted anywhere on the property, including Reserved Stalls  
If you have questions about the Parking Rules, please contact Amanda Hrycun with Ayre & Oxford Inc. by phone at 
(780) 448-4984, ext. 352 or by email at amanda@ayeoxford.com.    
 
Utilities 
Owners are responsible for power which is contracted via Carma and their own cable/internet. 
 
Building entry  
Main entry door-The exterior main door to the building has restricted access between 11 PM until 6 AM.   
Guests arriving after hours must be made aware of this.  They should advise the person they are visiting that they are 
coming and at what time so that the person can come down to the lobby and let them in.  No access to the paging 
system is available from the outside.  This is a building security measure.  Also please do not allow anyone to follow in 

http://www.ayreoxford.com/
http://email.email.geniepad.com/c/aT01MmIzNmFlODNhNTIxXzJlMDJhOWQ4MjgyNDAxNDclNDBnZW5pZXBhZC5tYWlsJmg9OWIyMDQ2MWZhZWE2MjgxOTM4Zjg3ZDA2YzExNmRjNDgmcj1hcHJ5bCU0MGF5cmVveGZvcmQuY29tJmQ9NDA1YiZsPWh0dHAlM0ElMkYlMkZpY29uaS5nZW5pZXBhZC5jb20lMkZyZWdpc3RlciUyRjhlNjlmMWQ3LWFjMmYtY2FmNC05ZTQwLTFkYjNhYzRmZTBiYw
mailto:amanda@ayreoxford.com
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behind you when entering the building.  If you don’t know them don’t let them in.  Also please advise your guests not 
to let anyone in behind them.  Access during normal daytime hours for guests; require them to buzz you, to be let in.   
These measures are put in place to provide a safer environment for everyone. 
 
Stairwells 
All stairwells, with the exception of cross over floors, are locked from within the stairwell. The cost of stairwell keys is 
$100 and is non-refundable. If a key is lost or stolen, the owner will be responsible for all costs related to rekeying that 
stairwell floor. Residents are required to report any lost or stolen keys to property management immediately for security 
purposes. 

Note: Proof of Ownership or owner approval required for the following services 
 
Intercom & FOBs 
All tenants and owners must fill out the tenant/owner information forms before the intercom will be programmed. Please 
email or fax these forms to the property manager.  
Additional fobs can be purchased from property management for a fee; 
Key tag fob $50 
Parkade button fob $100 
**Please note that there is a 30 day exchange policy for defective FOBs.** 
For the visitor parking, please press 6 instead of 9.  
For entry from the garage please press “6” and entry from the front door please press “9”. 
 
Security Protocols 
Preventing Unauthorized Access to the Building 
There are three primary points of entry into the buildings: the front door, the rear door, and the underground parkade 
entrance. Unauthorized people gain access to the building by following a resident into the building (into the parkade 
or into the lobby), buzzed into the building, or they have possession of a stolen remote or key. 
 
In order to prevent unauthorized access to the building, everyone is expected to observe the following practices: 
1. Do not let anyone follow you into the building through the front or back door. This includes residents, visitors, 

delivery people and service people. While it can feel awkward or impolite to not hold the door open for someone, 
it’s essential to maintaining security in our home. And if someone is waiting outside the door as you’re entering or 
exiting the building, please make sure the door closes behind you so that they don’t gain entry unless buzzed-in. 

2. Do not let a car follow you into the parkade. When entering the parkade, come to a full stop inside the building 
and wait for the garage door to close behind you before proceeding. If another resident is behind you in their 
vehicle, they can open the door with their own opener after you have cleared the entryway. 

3. Never buzz anyone into the building that you do not know. If you are not expecting a visitor, or are in doubt about 
who is at the front door, please view the front door video (Channel 117 on your television if you have Shaw cable 
services) before giving them entry.  

 
 
Preventing Theft from Automobiles 
Edmonton Police Services advises that most vehicle crime is opportunistic and preventable. They recommend that all 
car owners observe the following tips in order to prevent thefts from vehicles: 
Remove all Valuables - Never leave anything on display when you leave your vehicle. Even loose change, cigarettes, 
cigarette lighters, sunglasses, CD’s, cell phones, stereos, cameras, and clothing, if they can see it they will steal it.  
Park Safely - When parking at home, always lock your vehicle and ensure all windows are closed. 
Remove Portable Accessories - Removing stereo face plates and locking them in the trunk or taking them with you, will 
deter thieves. 
Get an Alarm Installed - Alarms can deter thieves not only from stealing items from your vehicle, but also from stealing 
your vehicle. Even if you have an alarm installed never leave anything in your vehicle. Thieves can smash a window, 
reach in grab an item and be gone in seconds, before your alarm is even activated. 
Use a Steering Locking Device (The Club) · Use a steering wheel lock every time you leave your vehicle. A vehicle that 
is well secured has a tendency to deter criminals. A steering wheel lock will also deter theft of your vehicle.  
 
Garbage… Garbage: 
We strongly encourage everyone to recycle and please be reminded: 

http://www.ayreoxford.com/
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 Please DON’T put your large garbage items beside the dumpster – they will not get picked up by the garbage 
folks, and will end up being strewn across the property. If we have to hire someone to clean up garbage left 
outside the bin, or in the building, that cost gets passed on to the offending unit.  

 Please DON’T put your garbage in the hallway, lobby, mailbox area, or in stairwells. 
 
The garbage room is located to the rear of the back entrance/ loading zone hallway and requires a fob for access. Please 
ensure all garbage is tightly wrapped and tied. Recycling is encouraged but please ensure ALL cardboard boxes are 
broken down and any other large items are compressed to ensure full utilization of recycling and garbage facilities. Please 
DO NOT put your garbage outside the garbage room or beside the dumpster. Never leave garbage in hallways, stairwells, 
the lobby or the parkade. Anyone caught not bagging garbage properly and/or not disposing of garbage in the dumpsters 
located in the main floor garbage room will result in a $250 fine plus the cost of clean up being issued to the owner of 
the offending unit. 

 
 Vomiting in common area will result in a $250 fine plus cost of cleanup, issued to the unit owner. 

 
Noise 
After 11pm. In order to report noise issues, please contact The City of Edmonton at 311 anytime (24 hours). 
The below fines will be charged back to the owner of the offending unit: 

• 1st incident - warning letter from the condo 
association  

• 2nd incident - a $250 fine will be issued 
• 3rd incident - a $500 fine will be issued 
• 4th incident - eviction notice will be issued plus a $500 fine 

Balconies 
Only patio furniture and gas barbeques are allowed on balconies. No furniture, bikes, garbage or other 
flammable materials are to be stored on the balcony.  

Please note ONLY gas BBQs are allowed.  No charcoal or propane BBQs are permitted.  All balconies are 
equipped with a natural gas hook-up for your BBQ. 

Any unsuitable items (including charcoal BBQs) found on the balcony will result in a $250 fine charged to 
the unit owner. 

Anyone caught throwing garbage, cigarette butts, bottles, cans or anything else off a balcony will be fined $250 which 
will be charged to the unit owner. 

Bikes 
Bike storage is provided in the parkade on level Bl. Please ensure all bikes are locked at all times as the 
condo association is not responsible for stolen bikes. Bikes cannot be stored on balconies - as noted above, 
this will result in a $250 fine. 

Smoking 
Please be respectful of other units when smoking on balconies. Ensure smoke is not wafting into other resident's opened 
windows and doors or onto other occupied balconies. As per The City of Edmonton, no smoking is allowed within 5 
meters of public property (i.e. 5 meters from any doors on the building). A $250 fine will be charged back to any 
offending unit. 

There will be a $250 fine charged back to any offending unit for improper disposal of cigarettes. Illegal substances will 
NOT be tolerated and will result in a $250 fine to the offending unit. 

Digital Locks/  Cameras  
All digital locks and cameras require board approval- owners are required to provide the following 
information to the property manager: 

• What type of lock or camera is being installed  
• How it is being fastened  

  

http://www.ayreoxford.com/
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Pets 
All pets require board approval - residents are required to provide the following information to the property manager: 

• Height/Weight 
• Neutered/Spayed 
• Breed 
• City of Edmonton Licensing Information 

If the pet is not approved by the board prior to the pet moving into the building, the owner of the suite will be fined 
$250 for not complying and the board will require the pet be removed from the building immediately. 
Please note the cost to repair any damages to common property caused by a pet will be charged back to the unit owner 
as well as result in a $250 fine for common property vandalism. 

Window Coverings 
Only blinds, drapes and verticals are permitted. Flags, bed sheets, tin foil, blankets, cardboard, newspaper 
and any other non window coverings are not allowed and will result in a $250 fine levied against the unit 
owner. 
 
Rental of Units & Parking Stalls: 
If you intend to sublet your suite, please notify Ayre & Oxford Inc within 21 days with all the required information as 
per the forms at the end of this package. 
 
If you intend to rent out your parking stall to other residents, please note that it is your responsibility to manage this 
parking situation independently and you as the unit owner are responsible for any common area damages or bylaw 
infractions conducted by the stall renter. The posting board near the rear exit can be utilized for this use. 
 
Electricity & Gas: 
 
Understanding why Icon 1 is Sub Metered: Can I open an account with EPCOR directly: No, see below to better 
understand how the building is set up.  
 
Typically, high rises or multifamily buildings will elect to submeter their utilities as a whole meter room to house all 
the individual meters is costly - think common area janitorial, heating, servicing etc. 
 

This is avoided as Submetering is digitally recorded through significantly smaller equipment housed in the electrical 
closets on each floor.  
 
EPCOR also will not supply a high rise with individual meters as the meters themselves have an electrical draw, and a 
site like Fox Two for example would need a very large capacity of additional power just to run the meters, not 
feasible and wasteful.  
 
More often than not as well, the admin fees on the submetering is significantly less than traditional EPCOR fees, 
benefiting the owners. 
 
To understand how the power system is set up: We have a large single service into the building that then gets 
parceled out to the Units through a sub meter system. There is one sub metering system for the building which was 
set up by the developer at the onset of construction.  
We as a corporation buy our electricity in bulk through a broker and the majority of the invoice is ultimately 
reimbursed through the submetering company collections less the common area usage.  
 
Owners cannot negotiate their own fixed price as we have a bulk price for the whole building. The condo board 
negotiates and decides whether they fix the price or remain on floating given advice from our energy broker.  The 
rate charged to the building is the same rate that is passed to the owners based on their usage by the submetering 
company.  
  
Contact CarmaCorp anytime occupancy changes: 
  
Office : 705-878-0711 
Office : 1-888-298-3336  
Web : www.carmaindustries.com / www.carmabillingservices.com 

http://www.ayreoxford.com/
https://na01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.carmaindustries.com%2F&data=05%7C01%7C%7C950bb491d69648ccb09908db2f27a46e%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638155619534849398%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=vKV%2BOLY2O01olscrkagpnsZRk%2B%2BHkn9b6y%2FfeWenvRM%3D&reserved=0
https://na01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.carmabillingservices.com%2F&data=05%7C01%7C%7C950bb491d69648ccb09908db2f27a46e%7C84df9e7fe9f640afb435aaaaaaaaaaaa%7C1%7C0%7C638155619534849398%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=g3ZwJ07Kgywt%2BXX2J1Ji1I67mbeQKuVXju%2FwiL4olAI%3D&reserved=0
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Email: clientservices@carmacorp.com 
 
Attached in this document is a welcome letter and enrollment forms for Carma Corp.  
 
Dishwashers, Washing Machines & Dryers_ 
Ensure dishwashers and washing machines are checked regularly for leaks. Ensure the dryer lint trap is cleaned between 
each load. Never overload the dishwasher, washing machine or dryer or turn any of this equipment on and leave your 
suite unoccupied. Ensure you are always home when running any of this equipment.   
 
Storage of Flammable Goods in Unit 
It is illegal to store flammable liquids or propane bottles in your suite, vehicle or parking space. 

 
Maintaining Your Home 
Renovations: Renovations such as flooring upgrades require approval from the Board of Directors in advance. If you 
are planning a renovation, contact Ayre & Oxford Inc. You should also contact your insurance broker to ensure that 
the upgrade is covered as a betterment or improvement. 
 
Sprinkler Systems: All suites have sprinkler heads in them.  Please familiarize where they are so that they can be 
kept free from objects around them.  A burst sprinkler head can cause a lot of damage not only to your suite but to 
other suites and common areas.  If the sprinkler head breaks as a result of negligence on the part of the occupant, 
then they are responsible for the damage.   
 
 
For the prevention of potential freeze ups, please take precautionary measures for winter months; 

1. Check to ensure your heat is working daily. 
2. If you are going to be away for an extended absence beyond 48 hours, ensure someone is checking your 

suite. 
3. Do check your pipes and unit fixtures frequently to ensure the heat is working properly and that there are no 

leaks. 
4. To prevent window frost up:  

o Ensure your heat can fully circulate through the suite. 
o Open blinds or heavy curtains to allow air flow. 
o Move furniture away from windows and patio doors. 
o Ensure the humidity levels in your suite are not too high. 
o If you still have ice buildup, install a plastic winter kit to your windows. 

5. Keep your thermostat set at a temperature which consistently maintains over 20 degrees in your suite. 
6. In suite heating problems such as thermostats are the unit owners’ responsibility. Please ensure your 

thermostat is in working order.  
7. If you notice something is wrong call Ayre & Oxford for advice, and to report the issue. 
8. Ensure common area doors close properly when entering or exiting the building, as broken pipes, and/or heat 

loss costs everyone. 
9. If you have not already provided Ayre & Oxford with your contact information, or if you need it updated, 

please do so immediately. Having an up to date list can save you money, as in the event of an emergency, if 
we cannot reach you, or the occupant, we will contract a lock smith to provide entry. 

10. Please note: Repairs due to freeze ups and any resulting damages will be charged to the unit owner 
responsible. 

Insurance: 
It is strongly suggested that all owners have proper insurance.  A copy of the insurance documents should be presented 
to the management company for their records.  
The Condominium Corporation carries Real Property All Risk Insurance, which provides coverage to the full replacement 
value of all real common property and Directors and Officers Liability. This policy does not cover the individual unit 
owner in these important areas:  

•Insurance coverage on your personal property or contents coverage  

•Insurance coverage for personal liability  

•Sewer Back up 

http://www.ayreoxford.com/
mailto:clientservices@carmacorp.com
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•Contingent Insurance  

•Insurance on Betterments, or improvements  

•Loss Assessment (coverage for the Corporations deductible should it be assessed back to them.) 

•If the unit is rented to tenants, the Owner should carry a condo package that also covers tenant 

liability; the tenant must carry a tenants policy. 

To protect these important areas you should purchase a Condominium Unit Owners Policy. This is a package designed 
specifically for this unique type of ownership. Contact your insurance agent to ensure that your needs are adequately 
met. Provide your insurance agent with a copy of the Corporation bylaws and the current Corporation insurance 
certificate for reference. 
 
PAYMENT  
Your monthly condominium fees are due on or before the 1st of each month. You can pay your 
condominium fees on the online portal Condo Café. Please contact your Property Administrator to 
request the registration link which will prompt you to change your email address and have 
instructions on how to sign in and use Condo Cafe. 

• For Recurring payments, select the auto-pay setup and fill in your choice of payment 
options along with start and end dates. 

• For One-time payment, you can clear any odd outstanding balance including any special 
assessments, chargebacks, or fines that may be incurred. Select the payment accounts tab 
and add your choice of payment mode, Bank account, Debit card, or Credit Card. 

• Please note the payment option will be unavailable between the 28th and the 31st of 
each month for the system to upload. Payments cannot be made during these days. 

• There are additional charges for processing Debit and Credit cards, deducted directly by 
YARDI. Debit Card = 0.75% and Credit Card = 1.75% 
 

You can also pay your fess by submitting a cheque or money order made payable to: 

Icon 1  Condominiums 
C/o Ayre & Oxford Inc. 

 
Please ensure that your Unit number is noted on the memo line of your payment so that it may be 
applied to the correct account. 

 
What is Condo Café? 
Condo Café, an online portal where you can make payments with your bank card, credit card, or 
chequing account for recurring condominium fees, levies, or any other cost you may incur. You will 
have access to view your own account balance in real-time and ability to change your financial 
information. In addition to the new payment options, you will also have access to your condominium 
documents, communications from our office, and an easy-to-use maintenance request form that gets 
directly mailed to your Property Manager. 

 
**Special Note: Only one email address can be linked to each unit file. 

 
Emergency Procedures 
Fire 
The Condominium is constructed of fire resistant materials. Fire-resistant walls deter the spread of fire from one suite 
to another. However, no building is 100% fire proof.  
The building has a fire alarm system that will alert the whole building when it is activated manually. You must know 
the location of and how to operate the fire alarm "pull stations".  

• The building has fire-resistant stairways that are marked on all floors by EXIT signs. The stairway doors must 
be kept closed at all times.  

• In case of emergency or fire, DO NOT PANIC. Follow all instruction and move at a steady pace. Know what 
you should do and then do it. Keep calm. 

• Once you have left the fire area, do not return. 

http://www.ayreoxford.com/
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Evacuating - No Assistance Required  
If you hear an alarm and are able to evacuate without assistance:  
 

• Stop what you are doing.  
• Close all windows and balcony doors.  
• Before opening your suite door, lay your hand flat on the surface of the door. If it is cold, feel the door above 

the handle. If it is also cold, open the door slowly and check the hallway for smoke.  
• If you see smoke outside the door, remain in the suite. Close, but do not lock your door. Press wet towels or 

cloths around the door to seal the cracks.  
• Phone 911 and inform the dispatcher of your location and situation. Wait to be rescued in your unit.  
• If the exterior hallway is clear of smoke and fire, close your suite door (do not lock it) and proceed to the 

nearest exit stairway that leads to the main floor lobby. Do not use the elevators - Elevators will not work 
once the fire alarm is activated.  

• Feel the stairway door before you open it. If it is cool and if there is no smoke in the stairway, proceed at a 
steady, unhurried pace down the stairs.  

• If, while descending the stairs, you find you are entering a smoke area, immediately leave the stairway and 
proceed down an alternate stairway. Remember to check the door for fire first.  

• Leave the building. Assemble well away from the building, taking care not to block any of the entrances or 
impede the work of fire personnel.  

• The Fire Captain may give instructions over the communication system during an alarm if further direction is 
required. Normally, the communication system is not used.  
 

Evacuating - Assistance Required  
If you hear an alarm and require assistance to evacuate, it is the owners' responsibility to advise the fire department 
of their location.  

• Go to a room with an outside window and a telephone, closing all doors between you and the fire. 
• If you have a portable phone, keep it with you. Call the fire department to let  

them know where you are.  
• If there is no fire in your area, close all doors and stay put.  
• If there is smoke or fire in your area, go to another room with a window and wait.  
• Go to a room with an outside window and a telephone, closing all doors between you and the fire.  
• Stuff the cracks around the door and cover vents with a cloth to keep out smoke. 
• Call the fire department and tell them exactly where you are.  
• Wait at a window and signal for help with a flashlight or light colored cloth.  

 
Note: Any residents that can exit should exit. It will always be safer to remove someone from a fire scene before it 
turns into a tragedy than after.  
 
What to do in case of fire in your suite.  
Alert everyone in the suite.  

• Call 911 and inform the operator of your location and whether you need assistance to evacuate.  
• Leave your suite. Close but do not lock the door.  
• Sound the fire alarm in the hallway.  
• If you are able and do not need assistance, leave your floor via the stairway. Do not use an elevator.  
• Walk, do not run, to the main entrance.  
• Meet the fire officers at the front door, unlock the front door and inform them of the location of the fire.  
• If you need assistance, proceed to and enter the stairway shaft, close the door and wait for a fire officer to 

come and assist you.  
 
Safety Tips: 
Storage 

• It is illegal to store flammable liquids or propane bottles, in your unit, in the parkade, or in any common area, 
and it must be handled carefully on your balcony. Do not store magazines, newsprint, or any other combustible 
materials in any exclusive use area outside your suite. 

 
 Laundry and Dishwashing Equipment  

• Do not overload or "set and forget it". 
• Check the equipment regularly. 
• Keep the lint trap free in your Dryer.  

http://www.ayreoxford.com/
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• Turn taps feeding the washer off when not in use. If they are left on, pressure can build up causing your 
water line to burst. 

 
General Safety Reminders  

• Avoid careless smoking. Observe No Smoking areas. There is no smoking in any of the common areas.  
• Replace unsafe electrical appliances, frayed extension cords, octopus plugs, etc.  
• Unplug all appliances when you are vacating your suite for a prolonged period.  
• Advise Ayre & Oxford of intended lengthy absences.  
• Avoid unsafe cooking practices. Be careful when deep-frying or fondue cooking.  
• Turn off all water lines if you are vacating your suite for a prolonged period.  

 
Power Emergencies 
Every unit has a power panel located in your suite. This panel has all the normal circuit breakers covering electrical 
outlet, room lighting and appliances. Under normal conditions a malfunction of an appliance may cause a circuit breaker 
to trip and shut off the power. If there are any other problems in this area, call your electrician 
 
Thinking of sell ing? 
It happens – everyone’s needs change over time. Note though that when you are selling the real estate agent you 
work with or potential buyers are usually interested in some key documents: 

- Condo Bylaws 
- Previous AGM minutes 
- Insurance Certificate for building 
- End of year financials 
- Reserve Study 

All these documents have been provided to owners in the past. By law you only have to make these available for 
VIEWING (by appointment at Ayre & Oxford) however to speed up the sales process most sellers keep a copy of the 
documents handy. Please remember that if you need this documentation reproduced there is a fee which can be $300-
400 depending on the needs of the buyer. So be sure to have your bylaws and keep your AGM information in a handy 
spot!  
 
Unit Owner Maintenance Responsibilities: 
 
Balcony / Patio Standards: 

1. Balconies must be kept free of garbage and household items except for barbeques and appropriate outdoor 
furniture.  Gas Barbeques are allowed within patio/balcony areas.  

2. Christmas decorations must be removed by April 1st.   
3. Balconies may not be used for storage or hanging laundry. 
4. Balconies must not contain anything that is unsightly, offensive, or that reduces the general attractiveness of 

the area. 
5. For apartments on the main floor with a railing around the patio, note: any alterations to the rail including the 

addition of a gate is to be approved by the Board of Directors in advance. 
 

Parkade 
1. A maximum allowance of four tires are allowed to be stored within Parkade stalls 
2. No other debris is to be present within Parkade stalls.  
3. Parkade Entrance Max Height is 1.98m/6’6’  
4. Parkade Speed is 15 km/h  

 
Window, Patio Door, and Door Standards: 

1. Only window coverings produced specifically for covering windows shall be placed on windows. 
a. Foil, blankets, signs, sheets, flags, boards, cardboard, and window coverings containing logos, 

pictures, or words in any language are not allowed. 
b. Window coverings that, at the sole discretion of the Condo Corp Board, are unsightly are not allowed. 
c. Ornaments or objects that, at the sole discretion of the Condo Corp Board, are unsightly or offensive 

must not be placed where they are visible through windows or doors. 
d. Windows may not be painted. 
e. Christmas decorations must be removed by April 1st.  
f. Windows must be kept free of damage. 
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2. Patio Doors:  All the same standards apply to patio doors as apply to windows. 
3. Doors:     

a. Only makes and models of screen doors approved by the board may be installed on a unit. 
b. New locksets must be the same color, finish, and style as the original locksets. 
c. Doors must be kept clean and free of damage.  

4.  Locks and Door handles: Lock Sets and Door Handles Available for Purchase 
The Corporation has lock sets and matching door handles available for purchase through Ayre & Oxford for 
the convenience of Owners. 

 Lock Sets 
• Cost: $380.00 per lock set  
• Lock sets are available in left- and right-hand configurations and may be reconfigured by a 

locksmith if required.  
• All sales are final. No returns, refunds, or exchanges.  
• Owners are responsible for arranging and paying for the installation of the lock set.  

The two required pieces must be purchased together.  
Do not contact Don’t Call Dial for installation, as they do not install these lock sets.  
Owners may also purchase their own lock hardware independently.  

 Door Handles 
• Cost: $75.00 per handle  
• Matching door handles are available through Ayre & Oxford.  
• All sales are final.  

Owners may also purchase the handles independently if preferred.  
The Corporation keeps these items available for Owner convenience and cost savings and is not selling them 
for profit.For further information, including current inventory and the approved purchase policy, please refer 
to the Board meeting minutes or contact Ayre & Oxford Inc. 

Remedies:  If a unit owner fails to maintain his unit or balcony according to the above standards then the following 
will occur: 
Fines will be levied by the Condo Corporation at their discretion 

1. The condo corporation, at their discretion, will bring the unit up to the required standard and will charge the 
cost of the maintenance and repairs back to the unit owner. 
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Icon I Contact Information  

 

 
How would you like to receive your Condominium Correspondence? 

EMAIL    MAIL ONLY  

 
 

** Please ensure that your address filed with Land Titles is kept up-to-date at all times to ensure you receive 
important Legal documents pertaining to your Property, which will continue to be mailed to the Address 

registered on Land Title.  ** 
 

Suite No.:      Building (where applicable):     

OWNER INFORMATION 

Owner Name: __________________________________________________________________________ 

Property Address:           

Mailing Address (if offsite):      Prov:  Postal Code:    

Primary Phone No.:      Secondary Phone No.:     

E-mail:             

Emergency Contact/Agent:           

Emergency contact primary phone: ___________________   Secondary phone: ______________________ 

 

TENANT / RESIDENT INFORMATION, (if different from Owner): 

Name(s): _____________________________________________________________________________ 

Daytime phone: _________________________    Evening phone: _________________________________ 

Please be reminded that the Owner(s) is/are responsible to ensure the Tenant(s) receive all applicable 

correspondence. 

 

CARS OWNED OR USED BY OWNER/RESIDENTS parked on Condominium Property: 

Car #1. 

Parking stall number: ___ Make/Model: __________________ Colour: _______   License Plate Number: ______ 

Car #2. 

Parking stall number: ___ Make/Model: __________________ Colour: _______   License Plate Number: ______ 

 

Signature: ___________________________   Date:  _______________________________________ 
 

The information requested above is required as per your Bylaws and the Condominium Property Act.  Please ensure 
you submit a new form with any changes to any of the above information. Changes are accepted in writing only, to 
ensure no discrepancies. 
 
Once completed, please sign and return the form to admin1@ayreoxford.com, or via fax, regular mail, or 
drop it off to our office, contact information provided on the letter head. 
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ICON I 

PET REGISTRATION 
 

The Owners: ______________________________________________________________________ 
Unit Owner:   _______________________________________________________________________  
Unit Address: _______________________________________________________________________ 
 
I hereby request permission to keep in the aforementioned described condominium unit a pet 
of the following description (Note: Please submit a photograph with this application.): 
 
Common Name: _______________________________ 
 
Breed:   _______________________________ 
 
Approximate Size: _______________________________ 
 
Color:   _______________________________ 
 
Age:   _______________________________ 
 
Up to date immunization shots: Yes    ____________ No______________ (check one) 
 
Other Description: ________________________________________________________________ 
 
In consideration of this permission being granted I agree: 

1. That at all times when this animal is not in the Unit, or contained in the privacy area, it 
shall be kept on a leash while coming to or leaving the property. 

2. That I will pay immediately for any damage done by said animal to the common 
property or person. 

3. That I will indemnify and save you harmless from any and all claims which may be 
against the Condominium Corporation by reason of the Condominium Corporation 
permitting me to keep said animal in my Condominium Unit. 

4. That permission granted by the Board of Directors on behalf of the Condominium 
Corporation may be revoked at any time, at the Board of Director’s discretion. 

5. That I shall not permit my animal to run at large on any part of the property. 
6. Continual barking is acknowledged as disturbing the quiet enjoyment of Condominium 

Owners, and the Condominium Corporation has the right to withdraw approval of pets 
that are deemed to be a problem. 

7. Animals are not allowed to defecate and if so it is the Owners responsibility to remove 
immediately.     
 
Per Unit Owner     _____________________________________  
   Signature       
                                          
Per Pet Owner  _____________________________________ 
   Signature 

 
Permission to maintain the above described animal, subject to the Condominium Bylaws and 
aforementioned conditions, is hereby granted. 
 
Dated this ______ day of ______________, 20 __ .Per: _________________ (Property Manager)  
on behalf of The Owners: ICON Tower I 
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NOTICE OF INTENTION TO RENT/LEASE 

Icon Tower I Condominium Corporation 
 
We,__________________________________________________________________' as owner(s) of Unit 
Number _____________, intend to rent/lease the unit to: 

 
____________________________________________________________________________ 

(name and address of proposed tenant/lessee) 
  
2. A copy of the proposed rental agreement/lease showing the terms thereof, the amount of the 
rental to be paid, the circumstances under which it may be terminated prior to expiry and 
containing the proposed lessee’s signature in agreement to undertake the bylaws,  and the 
Condominium Rental Policy / Regulation is attached.  
  
3.    My/Our address for service of legal process is: 
_____________________________________________________________________________ 
  
4. I/We undertake to pay the Condominium Corporation and to indemnify it against any 
damage sustained by the Corporation or any other person as a result of the tenant's/lessee's 
breach of any Bylaw or any damages resulting from negligence or nuisance committed by the 
tenant/lessee.  
 
5. Notice of Move in and move out must be notified two weeks in advance, at which time an 
elevator key will be provided if applicable to assist with the move. 
 
6. I/We understand and agree that any unpaid charges resulting from damage sustained by 
the Corporation or any other person as a result of the tenant's/lessee's breach of any Bylaw or 
any damages resulting from negligence or nuisance committed by the tenant/lessee will be 
applied against Condominium fees paid; resulting in action taken as per the Corporation . The 
Corporation also has a charge against the estate of the defaulting owner, for any amounts that 
the Corporation has the right to recover under these by laws. The charge shall be deemed to be 
an interest in the land, and the Corporation may register a caveat in that regard against the 
title to the defaulting owners unit. The Corporation shall not be obliged to discharge the caveat 
until all arrears, including interest and enforcement costs have been paid. 
  
7. I/We have fully explained to the prospective tenant/lessee the provisions of Sections 53 to 
57 of the Condominium Property Act and we have provided the tenant with a copy of the 
Corporation's Bylaws. 
 
8. I/ We understand that the Residential Tenancies Act may affect us and our tenant. If there 
is a conflict between the Residential Tenancies Act and the Condominium Property Act, the 
Condominium Property Act applies. 
 
DATED at Edmonton this _______day of ____________________________, 20 _____. 
 
SIGNATURE OF OWNER                              SIGNATURE OF CO-OWNER 
 
______________________________  ____________________________________ 
 
Attachments: Proposed Rental Lease Agreement, Undertaking outlined per section 2. Above, 
information updates form, Tenants insurance certificate. 
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ICON I 
Confirmation of Bylaw Receipt 

 
 
To: Board of Directors: ICON TOWER I Condominiums 
 
Unit # _____________________ 
Address: ____________________ 
 
In consideration of the attached application to lease unit #_________, please be advised of the 
following: 
 
I / We__________________________________________________________ 
have received a copy of the Corporation bylaws, for review. 
 
I / We ________________________________________________________agree to undertake the bylaws. 
 
 
Date:   ____________________________ 
  
Signature:  ____________________________ 
 
Signature:  ____________________________ 
 
Witness Signature: ____________________________ 
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Cease to Rent   
 
To: Board of Directors: Icon I Condominiums  
 
Unit # _____________________ 
 
Address:_______________________________________________________________ 
 
I / We________________________________________________________ 
 
Cease to rent the aforementioned suite effective:_________________ date. 
 
Check One: 
 
Please refund security deposit              Yes  No  
Please keep security deposit on file             Yes  No  
Please apply security deposit to outstanding balance  Yes  No  
 
 
Date:   ____________________________ 
  
Signature:  ____________________________ 
 
Print Name:  ____________________________ 
 
Signature:  ____________________________ 
 
Print Name:  ____________________________ 
 
Witness Signature: ____________________________ 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

  
  
  

 OFFICE USE ONLY            Initial 
 

• Verified Outstanding fines & charges in relation to tenancy     ______ 
• Apply $__________of deposit to cover:   _____________________________ 

        
         

__________________________________ 
                                           PM Signature  
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Icon I Condominium 

 
Alberta Treasury Branch Pre-Authorized Chequing 

Authorization for Debit Transfer 
Unit #:         
 
Surname: _____________________________ First Name: ________________________ Initial: ________ 
 
Name: _______________________________________________________________________________ 

Complete if the name the account is under is different from Condominium Owner’s name 
 

Address: ______________________________________________________________________________ 
 
City: _______________________________Province:_________________ Postal Code: _______________ 
 
Telephone No :______________________________( work) _____________________________________ 
        

CIRCLE YES or NO 
1. New Pre Authorized Plan for Ayre & Oxford Inc.?    YES    NO 
2. Bank Information Change (If Applicable)?    YES    NO 

           
I, ____________________________________; Hereby authorize Alberta Treasury Branch (ATB) and: 

Ayre & Oxford Inc.  
  #501, 4730 Gateway Blvd   
  Edmonton, Alberta  T6H 4P1 Telephone: (780) 448-4984 
 
To transfer monies in the amount of the monthly condominium fees from my account at the 
following location: 
Financial Institution Name_______________________________ 
Address: ______________________________________________________________________________ 
City: ________________________________Province:_________________PostalCode:_______________ 
Telephone No.:______________________________ 
 
I authorize Ayre & Oxford Inc. and ATB to use the services of any member or affiliate of the Canadian 
Payments Association (CPA) in carrying out this authorization.  I agree to be bound by the standards, rules 
and practices of the CPA as they may exist from time to time.  I agree to give written notice of cancellation 
of this authorization to Ayre & Oxford Inc. and to be bound by this authorization until Ayre & Oxford Inc. 
has had reasonable time to act on the notice.  Ayre & Oxford Inc. and/or ATB may terminate this 
authorization by providing me with ten (ten) days notice.  I undertake to inform Ayre & Oxford Inc. within 
ten (10) days of any changes to branch, account and institution number while this authorization is in effect.   
It is the Condominium Owner’s responsibility to notify Ayre & Oxford Inc. of cancellation or changes 
to the Pre-Authorized account on or by the 23rd of the current month. 
I understand there will be a service charge of $35.00 if any withdrawal is returned. (This service 
charge is subject to change without notice.) 
 
Commencement Date:  ________________ 1, 20___   (We must receive this form by the 24th of  

  The month before the commencement date.) 
 
Witness: _________________________Signature:_______________________Date:_________________ 
 
 

Icon II – Suite Renovation/Alteration Form 
Icon II Condominium 

 
 
 
 

 
A VOID CHEQUE or BANK CONFIRMATION MUST BE ATTACHED 
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Unit Alteration/Renovation Application ~ Alteration Notice 
 

 
Date of Application: __________________ 
NAME:_______________________________________ 
ADDRESS:__________________________________________________________________________
_______________________________________ 
PHONE:______________________________________ 
Interior Enhancement:________ 
 
DESCRIPTION OF PROJECT(S) – Exterior: (Deck, Fence, Sun/Screen room, Other) 
________________________________________________________________________ 
________________________________________________________________________ 
 
Permit Required: YES______  NO______ (If yes, enclose copy for file) 
 
Material(s) to be used in construction: 
NOTE: low, minimal or maintenance free materials must be used in construction, and 
must meet with municipal and provincial codes & requirements 
_____________________________________________________________________________________
___________________________________________________________ 
 
Color(s): NOTE: If enhancement is exterior, it must coordinate to existing exteriors 
_____________________________________________________________________________________
___________________________________________________________ 
 
Dimensions, Specifications: 
(Attach a detailed sketch or drawing of the project showing dimensions, including 
proximity to adjoining properties. If interior enhancements involve structural changes, 
an engineer’s report may be required.) 
_____________________________________________________________________________________
_____________________________________________________________________________________
______________________________________________ 
 
Contractor(s) or persons responsible for construction and contact 
numbers:___________________________________________________________________________
___________________________________________________________ 
 
Estimated completion date of project(s): 
NOTE: owner(s) accepts responsibility for timely completion of construction project 
_____________________________________________________________________________________
___________________________________________________________ 
 
Units that may be affected and/or impacted by construction: _____________ 
______________________________________________________________________________ 
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Owner(s) to complete the following section:  
 
I/we, ___________________________, as homeowner(s) of Unit _______, accept all 
responsibility for construction and associated costs including permits as well as 
any/all related maintenance of these projects. I/We also accept full liability for 
any and all damages caused as a result of the failure of any electrical, plumbing 
and/or structural components changed during the course of the renovation. 
 
When these enhancements are complete, these projects will be discussed with 
my/our insurance agent. If applicable my/our insurance coverage will be 
increased to cover replacement costs associated with these items. I/We are 
aware and accept full responsibility for any additional insurance premiums 
incurred as a result of these improvements to my/our property and unit. 
 
Dated this ________ day of _________________________________________, 20_____ 
 
________________________________  ______________________________ 
Owner’s Signature     Owner’s Signature 
 

 
 

Office to complete the following section 
 
Board members concerns and/or any related conditions of approval OR denial 
and reason for denial: 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
 
Approved / Denied (Please circle and initial one)  
 
Dated this ________ day of _______________, 20_____, _________________________ 
 (Property Manager)  
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Intercom Update 
Icon I Condominiums 

 
 

 
 
Please be advised an Intercom system is installed and all entrance doors 
to the building is secured. 
 
The system works by using a 4 digit number assigned to your suite which 
has to be entered by your guest who activates your home telephone or 
your cell phone. You may then allow your guest access to the building by 
pressing “9” on your phone pad.  
 
To activate your Intercom we require the telephone or cellular number 
you wish to use along with your name or “Occupied” to be displayed. 
 
Please fill out the following information and return it to 
admin1@ayreoxford.com or to the office at:  
 

Ayre & Oxford Inc. 
Suite 501, 4730 Gateway Blvd 

Edmonton, AB T6H 4P1 
FAX: (780) 448- 7297 

 
**Can only be hooked up to one (1) local number. 
 
Unit #_________ 
Owner/Tenant Name(s)___________________________________ 
Name Displayed or “Occupied” _______________________________ 
Phone Number_________________________________ 
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 AMENITIES ROOM USE AGREEMENT 
Icon Tower I 

By executing this agreement, the undersigned hereby agrees to abide and adhere to the 
following conditions, regulations and posted signs as they may relate to the use of the 
Amenities Room. 

Name       

Address       

Address 2       Suite #       

Home Phone       
Cell 
Phone       Work Phone       

Email         
1. Conditions of Use: 

• A deposit of $250.00 is to be paid upon booking. 
• Please allow for two days processing. 
• Purpose for booking for meeting use only. 
• The management reserves the right to cancel access at any time if the undersigned is in 

violation of this agreement.  
• Dirty footwear and Smoking is not permitted in the Amenities Room.  
• Food and drink, other than bottled water are not permitted without the consent of 

management within designated areas as a part of a signed agreement.  
• Consumption of alcohol is strictly prohibited without the consent of management, within 

designated areas as a part of a signed rental agreement and a liquor license.  
• Neglect or abuse of the building and/or its equipment will not be tolerated.  
• Guests must be accompanied by a resident/tenant at all times.  
• Contravention of any or all of the above regulations by a resident/owner or their guests 

shall constitute a breach of this agreement.  
• The Board of Directors may from time to time make such other and further reasonable 

rules and regulations and the residents/owners, their families, visitors and guests shall 
adhere to such rules.  

2. A full review of the site will be conducted by     before the deposit is 
returned. Should damages be found during the walk-through above the deposit amount, it 
will be the responsibility of the unit owner. In the event the resident is a tenant, the owner 
so charged may in turn charge back the tenant as per their personal agreement not to 
incur the fees of the damages. 

Prior to Use   Further to Use 
a) Walls clear of makings/damages  LI Yes LI No    LI Yes LI No   
b) Flooring clean and clear of damage  LI Yes LI No    LI Yes LI No  
c) Nearby common areas clear of damage LI Yes LI No    LI Yes LI No   
d) Time event began    ____________ Key Provided by: ____________ 

  
e) Time event was completed____________ Key Returned by:____________  

 
Prior to Event: Signed this _________ day of _________________________, 20 ____ in the presence of   
    ..  
 
x_______________________________   x________________________________ 
       
Further to Event: Signed this _________ day of _________________________, 20 ____ and submitted to  
     . 
 
x_______________________________   x________________________________ 
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ICON Tower I Condominiums CCTV Policy 

Introduction 
ICON Tower I Condominiums uses closed circuit television (CCTV) images to provide a safe and 
secure environment for staff, visitors, and customers and to protect the Condominium 
property.   This document sets out the accepted use and management of the CCTV equipment 
and images. 

Purpose of CCTV 
ICON Tower I Condominiums has installed CCTV systems to: 

• Deter crime 
• Assist in prevention and detection of crime 
• Assist with the identification, apprehension and prosecution of offenders 
• Monitor security of the property information and assets 

Cameras 
Policy 
ICON Tower I Condominiums will make every effort to position cameras so that they only cover 
ICON Tower I Condominiums premises. 
Camera operators will receive training and on the procedures for maintaining the privacy of 
information. 
ICON Tower I Condominiums will clearly display signs so that staff, visitors, and customers are 
aware they are entering an area covered by CCTV. 

Images 
Policy 
Images produced by the equipment must be clear as possible so that they are effective for the 
purpose for which they are intended. 

Guidance 
The following standards must be adhered to: 

1.  After installation, make an initial check of the equipment to ensure it works properly. 
2. Ensure that images, where used, are of a good quality 
3. Do not continue to use media once it becomes clear that the quality of the images has 

begun to deteriorate. 
4. Where the location of the camera and time/date are recorded these should be accurate. 
5. Site the cameras so they will capture images relevant to the purpose(s) for which the 

scheme has been established. 
6. Assess whether it is necessary to carry out constant real-time recording, or only at 

certain times when suspect activity usually occurs.        
7. Cameras should be properly maintained and serviced and maintenance logs kept.    
8. Protect cameras from vandalism so that they are kept in working order. 
9. In the event that cameras break down or are damaged, these items must be recorded 

and repaired immediately to retain the security. 
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Retention 
Policy 

Images and recording logs will be held in accordance with the ICON Tower I Condominiums 
records. 
Guidance 

For digital recording systems, CCTV images held on the hard drive of a PC or server will be 
overwritten on a recycling basis once the drive is full, and in any event will not be held for more 
than 31 days.   Images stored on removable media such as CD’s will be erased or destroyed 
once the purpose of the recording is no longer relevant.  All digital recordings will be labeled to 
maintain integrity. 
Recording media no longer in use will be securely destroyed. 

Access to and disclosure of images to third parties 
Access to and disclosure of, images recorded on CCTV will be restricted and carefully 
controlled.  This will ensure that the rights of individuals are retained, and also ensure that the 
images can be used as evidence if required.   Images can only be disclosed in accordance with 
the purpose for which they were originally collected, and in accordance with the ICON Tower I 
Condominiums policy. 

Access to images 
Policy 
Access to recorded images will be restricted to those staff authorized to view them, and will not 
be made more widely available. 
Monitors displaying images from areas in which individuals would have an expectancy of 
privacy should only be seen by staff authorized to use the equipment. 
Viewing of recorded images should take place in a restricted area to which other employees will 
not have access while viewing is occurring. 
If media on which images are recorded are removed for viewing purposes, thus should be 
documented. 
Images retained for evidence should be securely stored. 

Guidance 
Document the following information when media are removed for viewing. 

1. Date and time they were removed 
2. The name of the person removing the media 
3. The name(s) of the person(s) viewing the images 
4. The reason for viewing the images 
5. The date and time the media were returned to the system or secure storage 

Disclosure of images 
Policy 
Disclosure to third parties will only be made in accordance with the purpose for which the 
system is used and will be limited to: 

• Police and law enforcement agencies, where the images recorded could assist in 
a specific criminal enquiry and/or the prevention of terrorism and disorder. 

• Prosecution agencies 
• Relevant legal representatives 
• People whose images have been recorded and retained ( unless disclosure to the 

individual would prejudice, criminal proceedings) 
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• In exception cases, to others to assist in identification of a victim, witness or 
perpetrator in relation to a criminal incident 

• Members of staff involved with Company disciplinary processes 

All requests for disclosure should be documented.  If disclosure is denied, the reason should 
also be recorded. 

Guidance 
In addition to the information required in section 6.1 above, the following should be 
documented: 

1.  If the images are being removed from the CCTV system or secure storage to another 
area, the location to which they are being transferred 

2. Any crime incident number if applicable 
3. The signature of the person to whom the images have been transferred 

Individuals access Rights 
Policy 
All requests for access to images by individuals (when they are asking for access to images of 
themselves) should be made in writing to ICON Tower I Condominiums. 

Guidance 
Requests for access to CCTV images must include: 

• The date and time with the images were recorded 
• The location of the CCTV camera 
• Further information to identify the individual, if necessary 

If the company cannot comply with the request, the reasons must be documented.  The 
requester will be advised of these in writing, where possible. 

Responsibility for CCTV systems 
For systems operated by ICON Tower I Condominiums, the overall responsibility lies with the 
Office personal on site. 
The Office personal is tasked with day to day responsibility within the facility 

Staff Training 
The Office personal will ensure that staff handling CCTV images or recordings receive training 
on the operation and administration of the CCTV systems 

Complaints 
Complaints and enquiries about the operation of ICON Tower I Condominiums, CCTV systems 
should be addressed to those have day-to-day responsibility, as listed in section 8 above. 

Monitoring Compliance 
The maintenance personal will undertake occasional reviews to ensure updating of knowledge 
and compliance with this policy and relevant legislation. 
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PROPERTY RESIDENT COMPLAINT FORM 
 

Today’s Date:     Building Name / Address:       
 
Name:      Suite:    Owner or Tenant?    
 
E-mail address:      Phone Number:      
 
Complaint Against Suite #:     Type of complaint:      
 
If the complaint is noise, describe the type of noise:        
              
  
How frequent is this occurring?           
 
How long does this occur?            
 
At what time of day?             
 
Location / source of the complaint?          
 
How is it affecting you?           
 
Is it affecting anyone else?            
 
Other relevant details:           
             
              
 
Have you discussed / communicated this with the source of the complaint if applicable? If yes 
provide details:            
             
              
 
Are you willing to attend court in the event that this issue escalates to that point:    
 
The information collected here is for legal and record keeping purposes only.  Your information will not 
be shared with the offenders unless required by law. 
 

FOR OFFICE USE ONLY: 
 

1ST COMPLAINT 2ND COMPLAINT 3RD COMPLAINT 4TH COMPLAINT 
 

NOTES:            
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