
 

Tenant Application 
for a Rent Reduction 
Form T3 
 
Instructions 
 
 
 

 
Use this form to apply to the Landlord and Tenant Board for an 
order determining that the landlord: 
 
$  reduced or discontinued a service or facility 
 
$  experienced a decrease in municipal taxes and charges 
 
You can obtain this form at the Landlord and Tenant Board 
office in your area or from the Board=s website at 
www.LTB.gov.on.ca. 

 

 
 
 
 January 31, 2007 
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A. How to apply... 
 

 
Current tenants can apply for both reasons in this application.  Former tenants can only apply for 
a rent reduction due to a reduction or discontinuance in a service or facility. 
 
 
Step 1: Complete the form 
 
Read the instructions carefully before completing the form. 
 
 
Step 2: Complete the T3 Payment and Scheduling Information Form  
 
You must complete the Payment and Scheduling Information Form which is attached behind the 
last page of the application form.  Instructions for completing it are found at the end of these 
instructions. 
 
 
Step 3: File the application and the Payment and Scheduling Information Form 

with the Landlord and Tenant Board 
 
Filing your 
application 
and paying 
the fee 

You can: 
 
1. Bring the application to the nearest Board Office. 
 

If you file your application in person, you can pay by cash, certified 
cheque, money order, Visa, American Express or MasterCard.  You can 
also pay by debit card at most locations. 

 
2. Fax your application to the Board Regional Office in your area. 
 

If you fax your application, you must pay by Visa, American Express or 
MasterCard. 

 
3. Mail your application to the Board Regional Office in your area. 
 

If you mail your application, you must pay by certified cheque, money 
order, Visa, American Express or MasterCard. 

 
Certified cheques and money orders must be made payable to the Minister of 
Finance. 
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Important: 
Make sure you have provided the necessary information about how you will 
pay the fee on the Payment and Scheduling Information Form.  Your 
application will not be accepted if you do not pay the application fee at the 
time you file your application. 
 
If you owe money to the Board as a result of failing to pay a fee, or any fine or 
costs set out in an order, your application may be refused or discontinued. 
 
It is the applicant's responsibility to ensure that their application is correct and 
complete. Staff of the Landlord and Tenant Board will check applications for 
completeness; however, the Board Member who will make a decision on the 
application will ultimately determine whether or not it meets the requirements 
of the legislation. Where it does not, the application may be dismissed. 
 

Scheduling 
the Hearing 

Once you have filed the application and paid the application fee, the Board 
will schedule a hearing and give you a Notice of Hearing.  If you apply in 
person, the Board will normally schedule the hearing while you wait. 
 
Generally, the Board will schedule an oral hearing.  An oral hearing is a 
meeting between the landlord and the tenant before an adjudicator.  However, 
in some circumstances the Board may decide it is appropriate to have a 
written, telephone or video conference hearing instead.  
 
When the Board gives you a copy of the Notice of Hearing, the Board will also 
give you: 

• a copy of the application to keep for yourself,  
• a blank Certificate of Service form (see Step 5),  
• a copy of the application and the Notice of Hearing for the landlord, 

and 
• instructions for giving the application and the Notice of Hearing to the 

landlord. 
 

This is called the application package. 
 
 
Step 4: Give a copy of the application and the Notice of Hearing to your landlord 
 
You must give the landlord a copy of the application and a copy of the Notice of Hearing at least 
ten days before the hearing.  There are many ways you can do this; you can: 
 
C hand the copies directly to the landlord, 
 
C hand the copies to an employee of the landlord, like the superintendent or property manager, 
C leave the copies in the landlord=s mailbox or where mail is ordinarily delivered, 
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C send the copies by fax to a fax machine where the landlord carries on business or to a fax 

machine in their residence, 
 
C send the copies by courier (if you courier them, you must allow one business day for 

delivery), 
 
C send the copies by mail (if you mail them, you must allow five days for delivery), 
 
C if the landlord has a lawyer or an agent, you can give the landlord=s lawyer or agent the 

copies by mail, by hand delivery, courier or fax. 
 
Keep a copy of the application and the Notice of Hearing for yourself. 
 
 
Step 5: File a Certificate of Service with the Board 
 
You must file a Certificate of Service with the Board showing when and how you gave a copy of 
the application and the Notice of Hearing to the landlord.  You must file the certificate no later 
than five days after you give the landlord a copy of the application and the Notice of Hearing.  
The Certificate of Service form is included in the application package the Board will give you. 
 
 
Step 6: The Board will process the application, hold a hearing and issue a 

written decision called an order 
 
You should come to the hearing prepared to support your application.  If there are any 
documents or other information that you will be relying on, you should bring them to the 
hearing.  For example, if the landlord discontinued a service, and this service is shown in your 
lease, you should bring a copy of the lease.  You should make extra copies for the Board and the 
landlord.  You should also bring any witnesses you may need to prove your claim.  If you need 
to summon a witness, you can obtain a ARequest for the Board to Issue a Summons@ form from 
the Board. 
 
 
B.    How to complete this form... 
 
The information you fill in on the form will be read electronically, therefore it is very important 
that you follow these instructions carefully.  Print in capital letters and do not touch the edges 
of the boxes.  If there are more boxes in a line than you need, leave the extra boxes blank.  Do 
not fill in boxes that do not apply to you (for example, if you do not have a fax number, do not 
fill in boxes in the space marked AFax Number@).  If the instructions tell you to shade a box (for 
example, boxes marked AYes@ or ANo@), shade the box completely.  See the following example: 
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Part 1: General Information 
 
 
Tenant=s 
Name and 
Address 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Fill in your name.  If two tenants live in the rental unit, fill in both your names.   
Shade in the correct box to show whether you are male or female. 
 
If more than two tenants live in the rental unit, first complete Part 1 of the 
application form and then provide the names, addresses and telephone numbers 
of any additional tenants on the ASchedule of Parties@ form which is available 
from the Board. 
 
Fill in your mailing address if it is different from the address of the rental unit 
covered by this application.  If your mailing address is the same as the address 
of the rental unit covered by this application, leave the section for the tenant=s 
address blank.  Provide your daytime and evening telephone numbers, fax 
number and e-mail address. 
 

 
Rental Unit 
covered 
by this 
Application 
 

 
Fill in the address and unit number of the rental unit covered by this application.  
 
If the name of the street is, for example, AChestnut Road@, you would fill in 
AChestnut@ under AStreet Name@ and ARoad@ under AStreet Type@.  
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If the street name includes a direction (such as AChestnut Road North@), you 
would fill in “North” under “Direction”.  Where applicable, use the following 
abbreviated directions ANW@ for Northwest, ANE@ for Northeast, ASW@ for 
Southwest or ASE@ for Southeast. 

 
Landlord=s 
Name and 
Address 
 

 
Fill in the landlord=s name and mailing address, and shade the correct box to 
indicate whether the landlord is male or female.  If the landlord is a company, 
shade the box marked company and fill in the name of the company under AFirst 
Name@.  Provide the landlord=s daytime and evening telephone numbers, fax 
number and e-mail address, if you know them. 
 
If you are making a claim against more than one landlord (for example, if the 
building was sold within the last year), first complete Part 1 of the application, 
and then provide the names, addresses and telephone numbers of any additional 
landlords on the ASchedule of Parties@ form which is available from the Board. 

 
Related 
Applications 

 
If there are any other applications to the Board that relate to the same rental unit, 
fill in the file numbers of those applications. 

 
 
Part 2: Reasons for Your Application 
 
There are two reasons for making this application.  You should read these instructions carefully 
before completing the form.  Shade only the boxes that are relevant to your situation.  Choosing 
a reason that does not apply may result in delays in processing your application.   
 
The most the Board can order based on this application is $10,000.  Once the Board issues an 
order, you no longer have any claim to amounts greater than $10,000. 
 
 
1.   The landlord has reduced or discontinued a service or facility. 
 
Shade this box on the form if you are applying for a rent reduction because you believe your 
landlord has reduced or discontinued a service or facility.  
 
You can only apply if the service or facility was reduced or discontinued in the last 12 months. 
 
Complete the chart on the form by listing each service or facility that has been reduced or 
discontinued. Indicate whether the service or facility was reduced or discontinued and the date it 
happened.  If you are not sure of the exact date, indicate you are unsure and write in the 
approximate date.  Attach additional sheets if necessary. 
 
 
Note:  If you live in a care home, you cannot apply for a reduction in rent if care services or 
meals have been reduced or discontinued.  Do not list reduced or discontinued care services or 
meals on the chart on the form. 
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Rent History You must provide a rent history for the past year, or, if you have lived in the 

rental unit less than one year, you must provide a rent history from the date you 
moved into the rental unit to the present. 
 
On the form, fill in the date that you moved into the rental unit.  In the first 
column of the table, indicate the rent you paid 12 months before you filed the 
application (or the rent you paid when you moved in, if you moved in less than 
12 months ago).  Include any charges you paid separately to the landlord.  
Indicate how often you paid this rent.  In the second and third columns fill in the 
start date and end date of the period over which you paid this rent.  Repeat this 
process for each period you paid a different rent over the past 12 months. 
 
Example: 

Allen Wong is making an application on January 15, 2007 for a rent 
reduction.  He moved into the rental unit on May 1, 2005.  At that time, he 
paid a rent of $750 per month.  On January 15, 2006, he was still paying 
$750 per month.  On May 1, 2006 his rent was increased to $765.75 per 
month.  Here is how he would fill out the Rent History information: 

2. There has been a decrease in municipal taxes and charges for the complex. 
 
You can apply for a rent reduction if there has been a decrease in the municipal taxes and 
charges for the residential complex.  
 
Normally, when deciding if the landlord=s taxes have decreased, the Board will consider the 
taxes for the complex for the two calendar years before you file the application.  However, if the 
taxes for an earlier year were decreased by an appeal decision, the Board will consider the taxes 
for the calendar year which changed as a result of the appeal decision and the calendar year 
before that.  In that case, you must apply within 12 months of the date the appeal was decided. 
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Shade the box on the form if you believe that there was a decrease in the municipal taxes and 
charges for the complex.  In the space provided, indicate the base year and reference year for the 
application.  The base year is the year the decrease in taxes took effect and the reference year is 
the year immediately preceding the base year.  For example if the property taxes for the complex 
decreased in 2006 the base year would be 2006 and the reference year would be 2005. 
 
There are special rules for applying if the municipality issues the tax notice for a particular year 
late (after November 1 of the following year).  You can contact the Landlord and Tenant Board 
for further information. 
 
Fill in the total amount of municipal property taxes for the base year and reference year in the 
spaces provided.  You must attach to the application evidence of the amount of property taxes 
charged by the municipality for the base year and reference year. 
 
 
 
Signature  Sign your name and include the date you are signing this form.  If you are the 

tenant, shade the box marked ATenant@.  If you are an agent, shade the box 
marked AAgent@. 
 
If you are an agent, print your name below your signature.  Also include your 
company name (if applicable), mailing address, telephone and fax number and 
e-mail address. 
 
If an agent signs the form, the agent must have written authorization from the 
tenant.  The agent should bring the authorization to the hearing. 
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C. How to fill out the Payment and Scheduling 
     Information Form 
 
You must complete the Payment and Scheduling Information Form. 
 
Part 1: Application Fee     
 
How are you 
paying the 
application 
fee? 

On the Payment and Scheduling Information Form, shade the correct box to 
show whether you are paying by cash, debit card, certified cheque, money 
order, Visa, American Express or MasterCard (you cannot pay by cash or debit 
card if you are filing your application by fax or mail).  If you are paying by 
Visa, American Express or MasterCard, include the cardholder=s name and 
signature, the card number and expiry date.  The information you fill in on this 
part of the form is confidential.  It will be used to process your application, but 
will not be placed on the application file.  
 
Important:  
Your application will not be accepted if you do not pay the application fee at 
the time you file your application.  
 
If you owe money to the Board as a result of failing to pay a fee, or any fine or 
costs set out in an order, your application may be refused or discontinued.   
  
 

 
Part 2: Information Required to Schedule the Hearing 
 
How do you 
want the Board 
to give  
you the 
application 
package? 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you file your application in person at a Board office, in most cases the Board 
will be able to schedule a hearing and prepare the application package while 
you wait.  However, if you mail or fax your application, you must tell the 
Board whether you would like to pick up the application package at a Board or 
ServiceOntario office, or have it mailed or faxed to you.  Shade the correct box 
to show how you want to receive the application package.  
 
If you want to pick up the application package at a Board or ServiceOntario 
office, also indicate what day and at what office you would like to pick it up.  
If you are mailing your application to the Board, the earliest day you can ask to 
pick up the package is six days after you mail it.  If you are faxing your 
application, the earliest day you can ask to pick up the package is the day after 
you fax it.  Call the Board before picking up the package to make sure it is 
ready. 
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When will you 
give the 
application 
package to the 
landlord? 
 
 
 
 
How will you 
give the 
application 
package to the 
landlord?  
 

Shade the correct box to indicate whether you will give the landlord the 
application package (the landlord’s copy of the Notice of Hearing and the 
application) on the date you receive it from the Board or whether you will give 
the landlord the package on a different date. If you intend to give the 
application package to the landlord on a different date, fill in the date in the 
space provided. The Board must know this date in order to schedule the 
hearing.  
 
The Board also needs to know how you plan to give the application package to 
the landlord(s).  Shade the correct box to indicate whether you will be mailing 
the package, sending it by courier or giving it some other way.

 
Part 3: Interpretation Services Required 
 
Indicate 
whether 
you require 
interpretation 
services 

If you require French language services, shade the box for French language 
services. The Board will only provide French language services if you live in 
an area of the Province designated for French language services or if the rental 
unit or complex that is covered by the application is in an area designated for 
French language services.  If you are not sure if you live in a designated area, 
you can contact the Board for more information. 
 
If you require sign language services, shade the box for Sign language 
services. The Board will arrange for an interpreter to attend the hearing.

 
 

If you need more information... 
 
The Board has Rules of Practice that set out procedural rules which may affect the outcome of 
your application.  In addition, the Board has Interpretation Guidelines which explain how the 
Board might decide specific issues that could arise in your application.  You can purchase a copy 
of the Rules and Guidelines from the Landlord and Tenant Board office in your area or view 
them online at the Board=s website www.LTB.gov.on.ca.  
 
If you need more information or have any questions, call the Landlord and Tenant Board at  
416-645-8080 or toll-free at 1-888-332-3234.  You can also check the status of your application 
by visiting the Board=s website at www.LTB.gov.on.ca. 


