561766 Ontario Inc. 0/A Attaché - TMS Associates (ATTACHÉ - TMS): THE COMPANY
Since 1979 ATTACHÉ - TMS has specialized in the rental and management of single family (rental) units in the Ottawa Area. Over
35 years of progressive growth resulted in a sound professional infrastructure and development of processes, which ensure the
maximum protection of the value of the rental property to the owner/investor. Periodic Inspections provide tenant awareness that the
management company is concerned about the property and also helps to deter the tenant from treating the home in a less than
responsible manner.
ATTACHÉ - TMS: THE MANAGEMENT TEAM
Managing ATTACHÉ - TMS’S operations is a retired Residential Real Estate Appraiser who operated a successful business in the
York region of the Greater Toronto Area for a decade along with 21 years of experience in both the accounting and residential property
management services fields. This background has provided him with a basis upon which to expand his natural friendly and helpful
attitude in dealing with the public. In areas such as rent collection, home maintenance, contractors, insurance claims, municipal taxes,
water bills etc. he is able to direct a quick response, effectively, and efficiently to ensure maximum tenant satisfaction and to maintain
costs at a reasonable level. His capabilities in solving problems of varying complexities provides us with the ability to respond quickly
and effectively to any problem which could arise at you home during your absence. Accurate assessment of your property for its rental
rate and condition are also a specialty.
Consulting to ATTACHÉ - TMS’S operations is a former senior civil servant whose career has encompassed both the financial and
computer systems fields. This experience is enhanced with a combination of college studies and practical experience in most all areas of
trades associated with residential construction and maintenance.
This background has provided a professional management
perspective, which gives our company a strong direction in the delivery of service to our clients, the Home Owner. A lifetime of
interest and work as a home handyman encompassing the areas of home construction (four built), plumbing, electrical wiring and small
motors, concrete work, stone masonry, welding, roofing, cabinetry etc., provide an ability to overview and assess all types of work
required on a Home.
ATTACHÉ - TMS: EXTERNAL RESOURCES
ATTACHÉ - TMS’S successful endeavors over the past years has provided the opportunity of establishing a reliable and efficient
resource base, from which we can draw either professional or trades expertise, as may be necessary, to best service the needs of our
clients and tenants.
Our clients are as diverse as the properties we manage, ranging from private individuals (investors) to individuals being posted by
private companies or the Federal Government. The following is a small sample of various organizations and individuals we provide
services:
PRIVATE INDIVIDUALS

FOREIGN AFFAIRS (DFAIT)

ALCATAL-LUCENT

BEACONSHIRE PROPERTIES

MILITARY

ATTACHÉ - TMS’S SERVICES ARE TAX DEDUCTIBLE

5459 CANOTEK ROAD #6, UPPER FLOOR OTTAWA ONTARIO K1J 9M3 CANADA
info@attachetms.ca Phone: 613.727.1400 Fax: 613.224.7427 www.attachetms.ca

(DND)

LEASING PREFERENCE AND TIPS
Attaché-TMS’s knowledgeable and experienced staff will counsel you with respect to the options available to you as a landlord in
setting reasonable requirements for tenancy.
The selection of a management company or other individual to look after a rental property; be it an investment property or your home
during an employment posting is a process that you, needless to say, will undertake with careful scrutiny. In most cases, real estate is
the single most valuable asset you possess. In our experience we have encountered individuals who have undertaken to leave the care
of their investment property or home in the hands of friends or individuals who operate on a part time basis. With few exceptions this
has not turned out to be a very wise decision. Several of these investors/homeowners have had to return to Ottawa at their own
expense to sort out or to solve problems with the investment property or home and the tenancy.
We would suggest that you engage a professional property management firm, whether that is Attaché-TMS or another credible
property management firm. One of the easiest ways to determine the capability of the property management firm is to inquire about the
number of years the company has been in service. As well, the number of permanent full time staff and the location of the business
facilities will also indicate the firm’s level of professionalism. We at Attaché-TMS take pride in our operation and infrastructure and
would welcome a visit from you to our offices.
Finally, the management of your investment property or home is not simply the collecting of rents but a more comprehensive set of
responsibilities that require the attention of someone dedicated full time. The staff at Attaché-TMS believes that we have the team, the
experience and the infrastructure to carry out these activities in the best possible manner of any firm in this region.
Leaving your residence for even a temporary job assignment can involve many administrative details, such as notifying appropriate
utilities, maintenance companies, and other service providers, including your Mortgage Company and insurance company. AttachéTMS will provide you with notification forms which you will complete and then Attaché-TMS will notify the various service agencies
of your temporary absence instructing them that future payments and contracts will be from either Attaché-TMS or the tenant, as the
case may be. For example, utilities and services such as electricity, gas/oil for heating, water, telephone, and cable TV are usage-related
services that the tenant would normally be expected to pay. Municipal taxes, insurance premiums, service contracts on furnaces,
appliances and so on, are the responsibility of the investor/homeowner. Such things as lawn service/chemical treatment, pool opening
and closing, and chimney cleaning would be considered maintenance of the property itself and, therefore, are normally paid for by the
landlord. Specifying all of the service requirements that you currently have for your property is important to give us an idea of the
type of tenant we would like to occupy your investment property or home.

LANDLORD RESPONSIBILITIES
Renting your investment property or home especially during a temporary job assignment will entail a range of landlord responsibilities
and conditions of which you should be aware; and which Attaché-TMS will manage and address in your best interest. Some examples
are:
•
•
•
•

the possibility of experiencing a vacancy period during which time no rental income is being generated,
maintaining your investment property or home with professional assistance when required,
the need for authorization on how to proceed in the event that special repairs are required at a cost which is above a
pre-arranged dollar limit, or if insurance claims, rental delinquencies or eviction proceedings need to be undertaken,
and
anticipating “ordinary wear and tear” in your investment property or home during the term of a tenancy that might
require minor redecorating or refurbishing upon your return.

The flip side of these responsibilities is the benefit arrived through continuous ownership such as:
•
•
•
•
•

your family will return to a home and community environment that is familiar to you,
current home financing arrangements are preserved,
you can participate in continued appreciation in the value of your home or investment,
you may be able to enjoy certain tax benefits as a landlord by performing some upgrades to your investment property or
home (consult your tax advisor to confirm how you would qualify), and
a hedge against inflation - equity is preserved.
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PROGRAM ORIENTATION
Some of the things which we do for you:
•

tips on showing & leasing your investment property or home

•

market analysis

•

market strategy & professional advice

•

show your investment property or home, tenant evaluation, reference and credit checks

•

lease negotiation, preparation and leasing after departure

•

tenant move-in inspection

•

rental collection

•

monthly account status

•

repair condition and repair management

•

tenant move-out inspection

•

landlord move-in inspection and interview

•

management agreement

Attaché-TMS will establish contact with you, outline service program features, and obtain preliminary information and leasing
preferences.

1. TIPS ON SHOWING AND LEASING YOUR RENTAL UNIT
Attaché-TMS’s knowledgeable and experienced staff will counsel you with respect to the options available to you as a landlord in
setting reasonable requirements for tenancy, such as:
Renting unfurnished versus furnished: We recommend renting unfurnished, since the wear and tear on furniture cannot be recovered
through the rents received, the increased rent for a furnished property over a non-furnished property being marginal. Tenants with few
exceptions have their own furniture.
Renting to prospective tenants with pets: Covered under the Ontario Human Rights Code, refusing to rent to a prospective tenant is not
discrimination under the OHRC. It is up to each landlord to decide whether or not he wants to rent to prospective tenants who have
pets.
Renting to non-smokers versus smokers; we recommend renting to non-smokers as there is less potential interference with neighbours
as well as other tenant’s quiet enjoyment. Damage from smoking can be quite expensive.

2. MARKET ANALYSIS
A preliminary inspection will be arranged at your convenience in order to evaluate the physical condition of the property. If necessary,
we will recommend changes be made in preparation for renting and to identify conditions which may require attention.
The purpose of the preliminary inspection is to protect your interests by highlighting at an early date those conditions in and around
your investment property or home which may be significant enough to cause damage to your investment property or home in your
absence or cause injury to a tenant or visitor, and to maximize the amount of rent collected. As an example, a water heater that may be
ready to rupture, electrical wiring which could be exposed to water or which has been frayed by contact with moving parts. We believe
that problems should be corrected and repairs completed prior to your departure and before the investment property or home is
advertised for rent. We will also point out those areas which may require either complete painting or simply touching up to increase the
rentability of the property.
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Before any efforts are made to advertise and lease your investment property or home to a qualified tenant, a reference point must first
be established as to property’s comparative rental value in the current market. An Attaché-TMS representative who is knowledgeable
about local market conditions will perform a Rental Analysis, which will compare your property with recent rentals, and where possible,
competing listings. The approach taken with the Rental Analysis is quite similar to the appraisal process used to estimate a likely sales
price on an investment property or home so that appropriate marketing decisions can be made.
The following sample observation might be included in a Rental Analysis.
•

Rent could be higher if the kitchen was repainted and the floors refinished.

•

Lot size is small relative to the comparables, but the property is much closer to schools.

•

Subject property is adjacent to a large recreational area, complete with wooden playground structure. Such access could
be desirable to a family with children and would be much more desirable as a result.

RELATED QUESTION
Q: Is the Market and Rental Analysis guaranteed?
A: No. It is simply a professional opinion as to the highest possible rent for your home which we can reasonably be expected to obtain
in the current market. The Rental Analysis does, however, become a solid reference point from which the Marketing Strategy evolves.

3. MARKETING STRATEGY & PROFESSIONAL ADVICE
Using the Rental Analysis to establish a target range for the rent, a Marketing Strategy is developed to attempt to achieve this rent in as
short a time frame as reasonably possible. We will ensure that you are a participant in the development of this strategy.
Advertising and market techniques to be considered include sign posting and selected print media advertising (including daily
newspapers, local weeklies and real estate listing services). Circulars about the property might also be strategically placed at certain
locations in the area, such as hospitals or other institutions where we feel we might find quality tenants.
We will also maximize your property’s exposure by utilizing our own local contact network for developing the best leads. Often, the
tenants who might want to rent your investment property or home will be a family moving into your area on a company-supported,
temporary assignment. Attaché-TMS has contacts with many of the larger corporations within the region.
RELATED QUESTION
Q. HOW AM I INVOLVED IN THE MARKETING STRATEGY THAT ATTACHE-TMS RECOMMENDS?
A. ATTACHÉ - TMS will review the Marketing Strategy with you and encourage you to make suggestions and comments
accordingly. Your input will play an important role in shaping the Marketing Strategy, which ATTACHÉ - TMS adopts.
Q. DOES ATTACHE-TMS MAKE USE OF THE INTERNET FOR ADVERTISING?
A. ATTACHÉ - TMS has a web page site that is used to identify our services to prospective clients as well as to identify properties
for rent. We believe that we have one of the most advanced web pages on the Internet. It provides a detailed description of the
property as well as pictures. This together with other web page provides a wide-ranging coverage of your property to the most
desirable type of tenants.

4.

SHOW YOUR INVESTMENT PROPERTY OR HOME, TENANT EVALUATION, CREDIT
CHECKS & REFERENCES

Allowing strangers to live in your investment property or home while you are away can be disconcerting to some people. AttachéTMS’s competent staff will take all reasonable steps to minimize your worries and place the right tenant in your home. Each applicant
will be thoroughly screened as follows:
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•
•
•

Verification of employment. Current and previous employers will be contacted in order to verify the tenant applicant’s
stability and ability to pay the rent.
Verification of previous residence. Current and previous landlords will be contacted in order to verify the tenant
applicant’s history of timely rent payments and responsible care of the premises.
Verification of credit. The tenant applicant will disclose banking references and other credit services in order to verify
his/her outstanding financial obligations as well as credit payment history.

RELATED QUESTION
Q. WHAT SORT OF ASSURANCE DO I HAVE THAT THE TENANT IS TAKING PROPER CARE OF MY PROPERTY
WHILE I AM AWAY.
A. While no one can predict with absolute certainty how people will conduct themselves, the best assurance that can be offered is that
any tenant finally approved by ATTACHÉ - TMS has been thoroughly and professionally screened and evaluated and has been shown
to have a history of responsible behavior at their previous residences.
There are lease provisions, which will permit ATTACHÉ - TMS to examine the interior of your Home on a regular basis to ensure that
it is being cared for properly by the tenant. ATTACHÉ - TMS will negotiate a settlement should a tenant have caused conditions to
your Home that, in the opinion of ATTACHÉ - TMS’s professional judgment, exceeds “ordinary wear and tear”.
Moreover, a List of Assets and the condition of the property prior to the tenancy will be prepared and will be confirmed by the tenant at
the time of the tenant move-in. This will avoid trying to pin point the cause of a condition at a later date.

5.

LEASE NEGOTIATION, PREPARATION AND LEASING

After a tenant candidate has been identified, we prepare a lease agreement for the tenant’s execution which addresses the particular
terms of the tenancy. This lease form was developed through years of experience in dealing with many different properties, tenants and
situations. The objective of the lease form is to protect your interests within the terms of the Landlord and Tenant Act of the Ministry
of Housing for the Province of Ontario. We will customize your lease to your specific needs and requirements.
RELATED QUESTION
Q. AS A LANDLORD UNDER THE TERMS OF THE LEASE, WHAT SORT OF INSURANCE WILL I NEED?
A. As a prerequisite to ATTACHÉ - TMS’s final acceptance of your property into its Rental Management Services Program, we will
require copies of the insurance coverage, which you will need as a Landlord. In essence, you will have to obtain fire, extended
coverage, and liability insurance, generally known as “OLT”, or Owner-Landlord-Tenant liability insurance. Such insurance can be
obtained in two ways:
You can convert your current homeowner’s policy to the “OLT” comprehensive policy described above through your current company,
or;
You can contact an ATTACHÉ - TMS recommended insurance company for such insurance. We would recommend getting quotes
from both sources to obtain the best rates available at that time. Rates fluctuate widely and it may be more advantageous to you to use
our insurance broker.

6.

TENANT MOVE-IN INSPECTION

Appended to the lease will be the List of Real Assets which will be signed by the tenant, and a representative of Attaché-TMS. This
will acknowledge from the perspective of all parties the particular condition of the premises and its contents upon the beginning of the
tenancy as per the Lease. The basis of all future inspections and transfer of tenancy will be served by these documents.

7.

RENT COLLECTION

Attaché-TMS will collect rents directly from tenants and will maintain appropriate records. The lease stipulates that rents are due and
payable on the first of each month. Posting of rents and the expenses will take place up to 11th of the month followed by electronic
funds transfer (EFT) of the net income to your bank account for the 15th of the month.
Q. WHAT HAPPENS IN THE CASE WHERE THE TENANT IS LATE IN PAYING THE RENT, OR EVEN NEGLECTS
TO PAY THE RENT AT ALL? HOW AM I PROTECTED?
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A. As stipulated in the lease, rent is due as of the first day of each month. If the rent is not received by the fifth of the month an
eviction notice can be posted. This notice states that the tenant has twenty one days in which to pay the rent, failing to do so will result
in eviction process being initiated. If upon subsequent occurrences of late rental payments it is deemed necessary, eviction processes
can be initiated even though the late rent has been paid. However, before any evictions proceedings are undertaken against a tenant for
failure to pay the rent, (or for any other reason), reasonable effort will be made by ATTACHÉ - TMS to resolve the issue to prevent
its re-occurrence and any situation which would put the property at risk. If any expense is encountered we will make every effort to
collect from the tenant. (Court costs are not recoverable)
ATTACHÉ - TMS will always stand ready to pursue eviction action on your behalf, using qualified Legal Counsel should the situation
warrant doing so.

8. MONTHLY ACCOUNT STATUS
As the owner of the property, you will receive a monthly Operating Statement. These statements provide monthly expenses and year-todate totals. Should you have any difficulty or questions relating to these statements, you are encouraged to contact us.
Acting as your agent and therefore the landlord of the property, Attaché-TMS has the duty to address any routine or special
maintenance repairs for three reasons:
•
•
•

to protect the physical well-being of your investment property or home,
to guard against harm or danger to the tenant due to a problem condition in your property, and
to satisfy the requirements of the Landlord and Tenant Act which states that the property must be kept in a livable state at
all times.

In accomplishing required repairs, Attaché-TMS will, at your request, utilize those contractors with whom you have established a
positive relationship and who are already familiar with your home. In the absence of any such request Attaché-TMS will utilize its
network of supplier contacts and obtain bids from qualified suppliers before authorizing repair work, where practical.
Should a necessary repair cost be above the authorized dollar limit of the agreement between Attaché-TMS and yourself (as per the
Management Agreement), We will contact you or your representative with the problem status, our recommendation, the necessary cost
estimates if available, and request your approval to proceed or not.
RELATED QUESTION
Q:
WHAT IS THE PROCEDURE FOR THE HANDLING OF REPAIRS, AND WHAT IS THE AUTHORIZED LIMIT
UNDER WHICH TMS WILL OPERATE.
A:
Stated in the Management Agreement between ATTACHÉ - TMS and yourself is an “authorized repair limit” (e.g., $500).
Any necessary repairs which can be performed and not exceed this limit will be carried out at the discretion of ATTACHÉ - TMS.
Any work that would exceed this amount would not be carried out unless we had contacted you for your approval. The one exception
would be work, which was mandatory to protect the rental unit and the tenants’ well being, such as heating or plumbing. If such work
were not carried out immediately permanent or costly damage would occur or the well being of the tenant would be jeopardized.
Following an unsuccessful attempt to locate you we would proceed with such work.

10.

TENANT MOVE-OUT INSPECTION

When you have notified us of your intention to return or at the conclusion of a lease prior to the move-in of a new tenant, we will
arrange the inspection of the home following the vacating and cleaning of the property by the tenant. At this time we will accompany
the tenant through out the home to confirm its condition in relation to the Condition of Premises report made at the time of original
occupation

11.

COMING HOME / RETURN COUNSELING

If requested, a representative of Attaché-TMS will perform an inspection of the home at least three months prior to your return for the
purpose of advising you of work which you may wish to carry out prior to your return to take full advantage of all allowable tax
benefits.
Upon your return we will arrange a walk through of your home and will be present to identify any condition, which we consider to be
beyond “ordinary wear and tear.” We will then discuss the options available to you and strategize the best method to pursue. We
would like to point out that such a situation is extremely rare as most of the time the tenant whom we have selected leaves the home in
good condition.
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The return of the keys to your home is a pleasure that we enjoy.
Before we can formally proceed with the process of leasing your home, we will need to have an agreement executed between AttachéTMS and the legal owners of the home. The Management Agreement is designed to be consistent with most clients’ relocation
requirements. Essentially, the Management Agreement empowers Attaché-TMS to act as your agent in regard to the leasing and
comprehensive management of your home in your absence. As your agent under the Management Agreement, Attaché-TMS can
perform the following activities on your behalf:
•
•
•
•
•
•
•
•
•
•

order “FOR RENT” signage for the property
advertise the property for rent
screen potential tenants
negotiate, prepare and execute a lease or leases.
arrange for the performance of routine and/or special repairs
collect rents
control disbursements
initiate and needed action against a tenant
perform tenant Move-in and Move-out Inspections, and
issue a property condition and an accounting status report to you on a regular basis.

IN CONCLUSION
We have designed this guide to give you a general look at the Rental Management Services program provided by Attaché-TMS. You
may have additional questions about how certain aspects of the program work which we may not have addressed. If this is the case
please feel free to jot them down so that we may address them during our evaluation visit. We would like to ensure that you have a
complete understanding of all activities that we will perform on your behalf during your absence.
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Financial Advantages of Selecting
ATTACHÉ - TMS ASSOCIATES
Residential Property Management Services
Our packages include:
•

•
•
•
•
•
•
•
•
•

Knowledge of Foreign Service Directives and Landlord Tenant Legislation
Customization of leases as required and addition of extra clauses to maximize protection of your property
Thorough tenant screening
24-hour emergency service
Pre-packaged correspondence to notify your utility and other services of your departure
Electronic deposits to your bank account monthly
Payment of property taxes and insurance and utilities, when required
Monthly statements with original invoices
Maintenance and repair management
Attaché - TMS Associates uses state-of-the-art property management software

8%
Management Fee

1/2
Months Rent
Finder’s Fee
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