
 

SAMPLE LETTER TO TENANTS 

 

Disclaimer: This sample letter is meant to be used as a guide, feel free to model your own notice after it. 
It is suggested that you communicate with your tenants in response to the COVID-19 pandemic.  This 
sample is intended as information, it is not legal advice.  If you have a specific issue or situation, please 
contact a legal service provider. 

 

(Insert date here:) _________________________ 

 

 

 

Dear ________ (tenant name): 

In response to the novel coronavirus (COVID-19) pandemic, I am reaching out to connect and to let you 

know that I understand this difficult time.  

For up to date information about COVID-19 you can visit the World Health Organization’s website at 

https://www.who.int/health-topics/coronavirus#tab=tab_1 or the Government of Canada’s website at 

https://www.canada.ca/en/public-health/services/diseases/coronavirus-disease-covid-19.html  

Please let me know as soon as possible if you or a member of your household has been exposed to the 

virus and are in quarantine so steps may be taken to reduce the further spread. 

If you have been financially affected as a result of the COVID-19 pandemic, such as lay off from work or 

had your work hours reduced, please let me know so that we can discuss options for rent deferral and 

put together a payment plan agreement. I would like to work with you to make a plan that is agreeable 

and will benefit both of us.  

If I don’t hear from you and the rent is not paid in full on the due date, I may be serving you with the N4-

Notice to End your Tenancy for Non-payment of Rent and continue with filing an application with the 

Landlord and Tenant Board. 

In the best interest of everyone’s health, I will be taking the Government’s advice and practicing social 

distancing. If any minor maintenance issues arise in your rental unit during the COVID-19 outbreak, 

please document the issues and communicate them to me.  I will be sure to address them once the 

COVID-19 pandemic has been resolved and it is safe to do so. 

However, if a major repair or emergency arises during this time, please inform me as soon as possible 

and I will do my utmost to have the issues addressed appropriately and in a timely manner.  

If a major repair is needed, a written entry notice as required by the Residential Tenancies Act, 2006 will 

be provided. However, please keep in mind that when contractors or I enter your unit to assess and 

complete the repair, social distancing practices may be contravened.  

https://www.who.int/health-topics/coronavirus#tab=tab_1
https://www.canada.ca/en/public-health/services/diseases/coronavirus-disease-covid-19.html


 

If an emergency arises such as a power outage, a fire or a flood in your unit, an entry notice is not 

required. To protect everyone’s health and safety, we can implement the following procedure: having 

one person entering your unit at a time depending on whether is a major repair or an emergency, and 

anyone entering would sanitize their hands, wear latex /vinyl gloves, and a mask. Proper distance will be 

maintained as directed by the health department.  

(Sample paragraph for shared areas in rental units) 

There are shared areas within the rental property such as the laundry room, back yard and entrance 

door. We insist that you practice physical distancing and do not use the facilities at the same time as 

other tenants. It may be necessary for tenants to use the laundry facilities and/or back yard at different 

times or days. Also, please be mindful of all the surfaces you touch that others may be touching as well. 

It is strongly suggested to wipe them down after contact to prevent the spread of COVID-19.  

I would like to continue to communicate with you about these issues as the situation evolves. Please 

stay in touch, I can be reached at xxx-xxx-xxxx or by email at @ . 

Regards, 

_____________ (Landlord’s name) 
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