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[bookmark: _Hlk22199183]This order is issued to: [Name of Individual or Corporation]

On [DATE (long format: January 1, 2026)], I, [Inspector Name], an Assistant to the Fire Marshal under section 11 of the Fire Protection and Prevention Act, 1997, identified a contravention of a Fire Code provision prescribed under O. Reg. 260/25 at the following property [indicate 'owned' or 'occupied' or 'owned and occupied'] by you:
[bookmark: _Hlk22199168]
Property Location: 	[Street Address]
	[Municipality / City / Town / etc.]

Based on this finding: 
You are ordered to pay an administrative penalty in the amount of $  .
Details of the Fire Code contravention(s) and penalty amount(s) are set out on the following pages.
Payment of this administrative penalty must be made by:  [DATE (long format: January 1, 2026) and TIME as applicable]
Other information, including information on how payment of the penalty may be made as well as information on your right to request a review of this order, is also provided.
Signed,
[Inspector Name], [Inspector Title (eg: Fire Prevention Officer)] 
Assistant to the Fire Marshal under section 11 of the Fire Protection and Prevention Act, 1997

fire Code* contravention details: 
* O. Reg. 213/07, current to January 1, 2026.
	Item
	Fire Code Provision Subject to Administrative Penalty Under O. Reg. 260/25
	Observed Contravention
	Penalty Amount

	Item: 
[#]
	Enter the Fire Code Provision Number as identified in Schedule 1 of O.Reg. 260/25
	Describe the observed contravention.
	First contravention $200
Second contravention $400
Third or subsequent contravention $600

	Item: 
[#]
	
	
	


payment Instructions: 

Payment of the administrative penalty may be made as follows:  
Municipality to insert instructions on how to make payment.

Other Important Payment Information:  
Municipality to insert additional payment information as applicable, for example, additional administrative fees/late fees, etc.

Compliance with Order: 
The person named on page 1 who has received this order is responsible for compliance with the order by paying the administrative penalty by the date and time set out on page 1.
If the penalty is not paid by the applicable deadline, this order may be filed in the Superior Court of Justice and then may be enforced as if it were an order of that court. 
If the person who is responsible for compliance with this order is a person who owns lands or premises in a municipality and the penalty is not paid within 15 days after the applicable deadline, the treasurer of the municipality may add the administrative penalty to the tax roll for any property in the municipality for which the owner is responsible, and may collect the penalty in the same manner as municipal taxes.

Service Information:

Served by:  [Name of person serving the Order] 	Signature: _________________________

This order is served to the person named on page 1 of this order. 
	Service to Person Named in Order: 
[Name] 	Date: [	 ]
☐ Owner 	☐ Occupant 
Manner of service: 
☐ Personal 	☐ Regular letter mail 	☐ Email 	☐ Fax 	☐ Other 	



[bookmark: _Hlk24633919]
administrative penalty ORDER
Made under section 30.2 of the Fire Protection and Prevention Act, 1997
[Fire Department Name] 	Administrative Penalty Order Number: [Number]
[bookmark: _Hlk22199016]
Right to Request a Review of This Order:
The person named on page 1, who has received this order and is responsible for compliance with the order, may submit a request for a review of the order by a screening officer, as outlined in the Instructions section below.
Important Information:
· A request for review must be submitted within 30 days after the order is served. 
· If this deadline is missed and if a screening officer considers it fair and appropriate in the circumstances, the officer may extend the 30-day period to commence a review, and the extension may be made even after the 30-day period has expired. 
· [bookmark: _Hlk24550557]A review of this order operates as a stay of the order and no payment is required until a final decision is issued.   
· Following a review of this order, the screening officer may rescind, affirm, or amend the order, or may make a new order concerning the administrative penalty.   
Instructions:
Municipality to provide detailed instructions for initiating the first stage of an order review, which involves submitting the request to a screening officer. 
Examples of instructions to include: 
· How to make a request for review (e.g., by email, phone, FAX, etc.).
· Information to be included with the review request (e.g., contact information, copy of the Administrative Penalty Order, etc.)
· Where to find additional information on the screening officer review process, e.g.:
· Review format (i.e., orally, electronically, in writing)
· How to make submissions (i.e., photographs, drawings, statements, documents, etc.)
· When decision will be issued
· How decision will be issued (e.g., by mail, courier, electronic means)
· Details that will be included in the decision (e.g., new penalty amount if applicable, new payment due date, how to commence the second stage of a review by a hearing officer, etc.) 


