HAMIOTA MUNICIPALITY
Policies and Procedures

Policy Number:         100.5                                            Section: Administration
Subject: Request for Service
Passed by Resolution of Council: 2020.07.08-05


BACKGROUND
Under the Municipal Act:
Part 1 (3)

[bookmark: 3]Municipal purposes 
           The purposes of a municipality are
(a) to provide good government;
(b) to provide services, facilities or other things that, in the opinion of the council of the municipality, are necessary or desirable for all or a part of the municipality; and
(c) to develop and maintain safe and viable communities.
Therefore our ratepayers need a quick and convenient way of requesting these services or facilities. Also Hamiota Municipality staff need a quick and convenient way of responding to these requests.


POLICY/PROCEDURE

1. Requests for Service will be accepted in writing by mail, email, online or in person.
a. RFS without a name or number may be refused.

2. Once a request for service is received; an entry is made in the Teams RFS channel and copied to the appropriate department.
a. Website sends automatic replies, all others need confirmation of receipt.

3. The Department who received the request is required to acknowledge it.
 
4. Teams RFS channel should be updated to reflect RFS status, i.e. reviewed, to be completed in xx timeframe, complete, etc.



