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Instructions to Obtain Strata Documents
1. Please Complete the attached form “Request for Information”.
· Check off all of the documents that you require on the list and check off the time frame in which you require them. 

· Please attach a copy of the Listing Agreement
· Please refer to the attached “Strata Document Price Schedule” for costs. 
· The costs vary depending how quickly you require the documents- 

Please note that the Rush fees are in addition to copy charges and GST
· The Deadline for “Request for Information” application is Noon on business days.
2. Once your request has been received, Dorset Realty Group will process the request and prepare an ‘Undertaking for Payment” and fax it back to you with the fax number you provided. 
3. The Undertaking for payment must be signed and faxed back to Dorset Realty Group as soon as possible.  The documents cannot be released until a signed undertaking has been received. 
(See information box below for more information regarding the 

“UNDERTAKING FOR PAYMENT AND CHECK OFF LIST”)

Note- Important Directions!!!

Documents will not be prepared or released until a signed “Undertaking for Payment” has been received
· RECORDS - When you order records (Minutes, Financial Statement, Strata Plan, Engineering Report, Warranty Certificates or Completion Certificates) The processing time is 14 Days.  If you require the documents sooner than 14 days, please indicate on your “Request for Information”. 
· FORMS - When you order forms (Form B and Bylaws), The Processing time is 7 Business Days. If you require the Forms sooner than 7 days, please indicate on your “Request For Information”.
Please Note- Calculation of processing time is taken from when the signed “Undertaking for Payment” has been received by Dorset Realty Group,

 NOT when you sent in your “Request for Information”.
Dorset Realty Group will provide you with a faxed “Undertaking for Payment” as soon as possible after the request has been received. This is usually within 1 business day.  
Important
You must provide Dorset Realty with contact numbers as well as a fax number or e-mail address so that Dorset Realty Group can send you the “Undertaking for Payment” as well as notification as to when your documents are available for pick up.   Both a Fax number and an e-mail address is most preferred.
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