CAO Guide for Filing

Notices of Change




Contents

g0 T o [T 1 o o T 3
What Information Can D& UPAALEAT ...ttt ssssss s sss s s ss s s sassassssssssssssessassassaneas 4
SPECIAl NOLICE OFf CRANGE ...ttt ettt s s bbb s e e e e s s 5

L= T T o T8 | 6
LOG IN 1O CAQO ACCOUNT ...ttt sessse s ss s b s bbb bR bbb bbb AR bbb s B e bR nsanbanen 7
CAQD SEIVICES POITAL ...ttt sssessssssssssssessssssessssssssssssssasessssssessssssesssssesassssssssessssssessssssessnsssesanesssssnessnssnesnsssessnssnes 8
ST=1=To Y/ 11 g @701 gTo [o T @701 0T ] =1 1 o] o [0SO 9

Step 1: Filling out a Notice Of ChaNge .....ccccceeremirsmenscssscsessmssssssssssssssmssssssssssmssssnssssnsssssmssssmssssnssssnmsesnnsssnnsnss 10
1.1 SeleCt INFOrmMation 10 UPAALE.... ettt s bbb s bbb s s 11
1.2 NOTICE QUESTIONS ...ttt ettt b bbb e nn 12
1.3 Change Or COrreCt INTOrMEATION ...ttt s bbb s bbb p s 14

Step 2: Review & SUDMIL ...t ssss s s s s s s s s s s s s s s e s m s sam s e s e n e s mm s e namn e samne s mnesmnnass 15

£S3 0= o JC I B Lo 3 TT 5] [ = T N o 0 16

Date: Aug. 26, 2025

CAO Guide for Filing Notices of Change 2



Introduction

Ontario condo corporations are legally required to file a Notice of Change” with the Condominium
Authority of Ontario when certain information in a previously filed condo return or NOC changes or
needs correcting, as required under the Condo Act. Doing so allows a corporation to report these
updates, such as changes in its address for service, fiscal year start and end date, who is currently on
its board of directors and more.

Condo corporations are legally required to file an NOC with CAO within 30 days of the
change of information and must indicate:

1. What has changed
2. When the change took effect

This guide provides step-by-step instructions to help you navigate the online NOC filing process from
start to finish, ensuring that your corporation meets its legal requirements and that public information
available on CAO’s Condo Registry remains current and accurate.

* An NOC does not need to be filed if updates only relate to a director who is re-elected right after their previous term and there are no other changes to
their information.
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https://www.condoauthorityontario.ca/boards-and-governance/filing-requirements/
https://www.condoauthorityontario.ca/condo-registry-search/

What Information can be Updated?

You can update the following information listed in the table by filing an NOC, provided the condo
corporation has filed all outstanding annual returns on its CAO profile.

Corporation Information Effective Date Published on
of Change Condo Registry

Operating name of the condo corporation No No
Name of declarant No Yes
b of municipa) addresses No No
Email address for service Yes No
Address for service Yes Yes
Number of condo owners No No
:I;;Jr;c i-fo:;/ teul;nr-T(])Seertrlr?egeting has already been reported No No
Court appointed inspector or administrator Yes Yes
Fiscal year start and end dates No Yes
Date of last annual general meeting No Yes
Board of directors and non-director officers Yes Yes
Other representatives Yes No
Condo management providers and managers Yes Yes
Notice questions (Notice of termination, sale of

property or expropriation, and for Yes No

leasehold condo corporations, non-renewal of
leasehold interests)
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Special Notice of Change

Any change to a corporation’s registration date, legal name, municipal address, number of phases,
voting units or maximum number of votes must be updated through a Special Notice of Change after
the corporation files their first return. A completed form must be filled out, saved to your device and
submitted to CAO, along with supporting documentation.

OO
o’,’, d CG OCOndominium Authority of Ontario

GUIDE (Part ll.1 of Condominium Act, 1998)
& File a Special Notice of Change NOTICE OF CHANGE (NOC)

Special Notice of Change (163 1B)

Home > Special Naice of Change

Full Legal Name of the Condo Corporation
The full name of the condo corporation is the name that was assigned to the condo corporation by

To ensure the accuracy of the data on our Condo Registry and protect Did you find this resource rnzlinsir?;%:ﬁe?: L;:f;:gév&?;nﬂt‘r;ec;g:o corporation was created (i.e., when the declaration

consumers, some information requires a Special Notice of Change be helpful? What can be

submitted to and reviewed by CAQ before it can be updated. In many improved? Please enter the region and the number in the condo corporation’s legal name.

of these instances, a change may also result in changes to the Annual

Assessment Fee a condo corporation must remit to CAO. For example, if the condo corporation’s legal name is “Peel Condominium Corporation No. 9999",
Provide your feedback A select “Peel” from the Region dropdown list and enter “3999" in the Number field.

You can use this form to signal any important changes to:

« Land Registry Office registration date of the condo corporation Region: * M Number: * l:l

« Number of units or voting units of the condo corporation Download Adobe Reader A

» Unit information changes for phased condo corporations Select the Information you would like to change/correct *

= Municipal address of the condo corporation Please select what kind of information you wish to correct or change with this special notice of
change. If you wish to change the units, LRO date, and Municipal Address, please submit three
Once processed, these changes appear on the condo corporation’s separate special nofices of change.

profile in the condo registry.

 Units/Voting Units " LRO Date " Municipal Address

Save Form ‘ Print Form I ‘ Reset Form
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https://www.condoauthorityontario.ca/resource/special-notice-of-change/

Ready to File

1. Visit CAO’s website at thecao.ca.

File a Retumn Condo Calendar Tool Condo Registry Director Training Trbunal Condo Forms

Q, search site

(@ cAo Portal | FR

cao E;E;?'.‘;".}"“ Before You Buy Or Rent v Condo Living

ABOUT CAO

Engaging and empowering
Ontario's condominium
communities

v Boards & Governance

2. Click CAO Portal on the top right-hand corner of your screen.
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https://www.thecao.ca/

Log in to CAO Account

1. Enter your CAO
account credentials
and click Log in.

2. If you do not have a
CAO account, click
Create an Account
and follow instructions.

Having issues with
creating your account?

Check out our Guide for
Creating Accounts and
Managing Profiles or
Contact CAOQ.
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Welcome to the
CAO Services Portal

Log in to your account

.. You only need one account to access all CAO services and any
associated condo corporations

Username

e.g., JaneSmith12

=)

Forgot your username?

Password

Forgot your password?

Create Account @



https://www.condoauthorityontario.ca/resource/guide-for-creating-accounts-and-managing-profiles/
https://www.condoauthorityontario.ca/resource/guide-for-creating-accounts-and-managing-profiles/
https://www.condoauthorityontario.ca/resource/guide-for-creating-accounts-and-managing-profiles/
https://www.condoauthorityontario.ca/contact-us/

CAO Services Portal

You are now logged into CAO’s Services
Portal where you can file NOCs, returns,
make payments and more’.

1. Click File Returns & Notices of Change.

Here you can also do the following for all
condo corporations linked to your CAO
account:

e Review the corporation’s information
e Look at previously filed returns or
NOCs

e View invoices and payment history

SN

CAQ Services w

CAQ Services Portal

Access Director Training A

Complete director training and access your
certificate of completion.

File Returns & Notices of

Change 2

File returns and notices of change if
information filed in the return has changed.

<

Corporation Surveys A

Complete surveys and review previous
survey responses.

Guides and Resources

View Corporation
Information A

Review the contacts and details of a condo
corporation you are associated with.

View Returns History ./

View previously filed condo returns and
notices of change.

Redeem Invitation ~

Redeem the CAO code o join a new condo
corporation.

My Profile ~

ContactUs

CAO SERVICES PORTAL

Welcome to the
CAOQ Services Portal

Here you can access director training, file a CAT
case, file your returns, pay an invoice and more.

T

Access Tribunal A~

File a new case, join a case, or access an
existing case.

View Invoices & Make
Payments 7

View invoices, make a payment, or review
payment history.

* The ability to complete certain activities, like filing NOCs, will be restricted based on a contact’s access permissions.
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Select your Condo Corporation

1. Select your condo corporation

from the Ilst of those Wlth flled CADServices Guides & Resources My Profile Contact us
returns.

GAO SERVICES Portal

File a Return or Notice of Change

File returns and notices of change as mandated by the Condo Act

You can also use Search My
Condo Corporation if you are
responsible for filing returns for
several corporations.

Search My Condo Corporation

ENTER THE LEGAL NAME OF A CORPORATION OR CHOOSE FROM THE LIST

earch. search

Primary Role Permissions Returns Invoices
. Read Only 1 Filed Paid
Full Access Outstanding Unpaid
‘ Clear Apply Filter
Canao Corporation Roturma Invoics PrimaryRolo  Pormissions
ALGOMA COMMON ELEMENTS GONDOMINIUM CORPORATION NO. 2627 Manager FulAccess  *
ALGOMA COMMON ELEMENTS CONDOMINIUM CORPORATION NO. 4664 Other Full Accass
| ALSOMA LEASEHOLD CONDOMINIUM CORPORATION NO. 2 Unpaid Manager Full Accoss
ALGOMA VACANT LAND CONDOMINILUM CORPORATION NO. 9922 Outstanding Inpaid Manager Full Access
BRANT LEASEHOLD CONDOMINIUM CORPORATION NO. 16 Unpaid Other Full Access
BRANT STANDARD CONDOMINIUM CORPORATION NO. 13 Otrer Full Access
BRANT STANDARD GONDOMINIUM CORPORATION NO. 14 Outstanding Unpaid Other Ful Access v
12 » ® Page 1 o2 10 v iemsporpage 1-1001 16 ftoms
*Note: There are two types of permissions to access information
1. Read Only - User can view a condo corporation’s information and contacts, returns history, invoices, survey history and pay invoices.

2 Full Access: User has all the ‘read only’ permissions and can make changes 1o a condo corporation by filing & return or potice of chango,
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Step 1: Filling out a Notice of Change

The Getting Started page has information on how to navigate CAQO’s condo returns and NOC filing

system.

1. Click on Learn how to navigate CAO digital products to view this page in a new tab.

2. To stop this page from appearing again for the selected condo corporation’s account, select the

box next to Never show again in the bottom-left corner.

3. Click Save & Continue.

Condo Calendar Condo Registry Tribunal CAO Website @ Log Out  Frangais
P —
Cado et CAQ Services Guides & Resources My Profile ¥ Contact us
o
—
COCHRANE CONDOMINIUM YOUR ACCOUNT
CORPORATION NO. 333 H
Getting Started
Navigating through your returns can be confusing, so we're here 1o help you. Explore the following tips, tricks and examples to familiarize yourself with
DOYOU HAVE ANY QUESTIONS? tooltips, warnings and errors that you may see in your condo return process.

Check out this guide to help you with your We've put the link to the Condo Returns Guide on the left navigation bar, which will be available at all times as you go through this process.

returns.

You can also return to this page at any time by clicking on "Learn how to navigate CAO digital products” located on the left-hand side. It will open a

Learn how to navigate CAO digital products new tab, 50 you won't have to navigate back to this page.

(i) Find detailed explanations on the required information by clicking this icon.

o This is an example of an info box x
These are here to provide more context to questions and prompts in the system.

This is an example of a warning x
Warnings mean you can continue with your return, but the information may be flagged for review by the CAQ.

e This is an example of an error x
This may show up if you have issues that will not allow you to move forward with your return. You must correct this information to continue.

[0 Never show again
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1.1 Select Information to Update

1. Click on the checkboxes to
select the information that
requires changing or
correcting on your
corporation’s CAO profile.

Note: If certain information on
your corporation’s profile is non-
compliant, some checkboxes will
be pre-selected for you and
accompanied by a warning
message.

Non-Compliance Message

A warning message appears if
information on the
corporation’s CAO profile does
not comply with requirements
under the Condo Act.

CAO Guide for Filing Notices of Change

Condo Calendar Condo Registry Tribunal CAO Website

BRUCE STANDARD CONDOMINIUM
CORPORATION NO. 1003

CAO Services ™

DO YOU HAVE ANY QUESTIONS?

Check out this guide to help you with your
returns.

Learn how to navigate CAO digital products

@® LogOut F

Guides & Resources My Profile

Contact us

CONDOMINIUM RETURNS

What would you like to do today?
Before you begin filing a return or notice of change, please ensure you have all the required information.

If you have multiple outstanding returns, please note that you must file the oldest condo return first.

To start, please select a return from the list below or notice of change and click “Continue”.

b2

File Condo Return File a Notice of
Change

Board of Directors not in compliance
One of tha individuals appears to have ceased to be a director dus to failing to complets the mandatory training or training renewal by the required deadiine. The “Board of Directors” must be
updated, and it has been preselected for you

Please select the information you would like to change or correct by checking the corresponding box(es).
General and Operational Information
| Operating Name of the Condo Corporation I

Turn-Over Meeting
[ Number of Municipal Addresses [¥] Name of Declarant
[

Email Address Number of Condo Owners

[4 Address for Service Court Appointed Inspector or Administrator

Fiscal Year Information

(] Fiscal Year Start and End Dates 7] Date of last Annual General Meeting

Condo Contacts

Board of Directors and Non-Director Officers ~] Other Representatives

] Condo Management Providers and Managers

Notice Questions
] Termination, Expropriation or Sale of Property

Special Notice of Change

The following information must be changed through a Special Notice of Change which requires a separate form

* Registration Date
* Municipal Address
* Number of Phases
+ Number of Units, Voting Units or Maximum Number of Votes

1



1.2 Notice Questions

If your condo corporation’s
property status has changed,
you are legally required to
inform CAO. These changes
include:

e Termination of the
governance of the
property

e Expropriation of the
property

e Sale of property

If your condo is a leasehold
corporation, you must also
respond to specific questions
about activities that affect
leasehold interests in the
property.

To report any of these property
changes:

1. Select the checkbox under
Notice Questions.

2. Click Continue.

CAO Guide for Filing Notices of Change
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_

CAO Services ™

BRUCE STANDARD CONDOMINIUM
CORPORATION NO. 1003

DO YOU HAVE ANY QUESTIONS?

Check out this guide to help you with your
returns.

Learn how to navigate CAO digital products

Guides & Resources My Profile Contact us
CONDOMINIUM RETURNS
What would you like to do today?
Before you begin filing a return or notice of change, please ensure you have all the required information,
If you have multiple outstanding returns, please note that you must file the oldest condo return first.
To start, please select a return from the list below or notice of change and click “Continue”.
(5
J 4
File Condo Return File a Notice of
Change
Board of Directors not in compliance £

One of tha individuals appaars to have ceased to be a director dus to failing to complate the mandatory training or training renewal by the required deadliine. The *Board of Directors” must ba
updated, and it has been preselected for you
Please select the information you would like to change or correct by checking the corresponding box(es).
General and Operational Information

Operating Name of the Condo Corporation Turn-Over Meeting

Email Address

[ Number of Municipal Addresses ] Name of Declarant
Number of Condo Owners
[

[v] Address for Service Court Appointed Inspector or Administrator
Fiscal Year Information

[-] Fiscal Year Start and End Dates [] Date of last Annual General Meeting

Condo Contacts

Board of Directors and Non-Director Officers ~] Other Representatives

[©] Condo Management Providers and Managers

Motice Questions
] Termination, Expropriation or Sale of Property

Special Notice of Change

The following information must be changed through a Special Notice of Change which requires a separate form:

= Registration Date

= Municipal Address

= Number of Phases

= Number of Units, Voting Units or Maximum Number of Votes
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3. Read each question carefully
and select a response’ for all
questions that apply.

4. Click Save & Continue.

_

ALGOMA LEASEHOLD CONDOMINIUM
CORPORATION NO. 2

<29 Condo Contacts e

e Questions

Review

Exit & Finish Later

DO YOU HAVE ANY QUESTIONS?

Check out this guide to help you with your
returns.

Learn how to navigate CAQ digital products

CAO Services v

Guides & Resources My Profile v

Notice Questions

Contact us

Notice of Termination, Sale of Property, Expropriation or Non-renewal of Leasehold Interest

1. Has the condominium corporation sent for registration, a notice terminating the governance of the property by the Condo Act under sections 122 (1)

or123(7)?
® Yes
ONo
Effective Date
2025/03/25 &

YYYY-MM-DD

2. Has the condominium corporation made an application to the Superior Court of Justice for an order, or received an order from the Superior Court of
Justice, terminating the governance of the property by the Condo Act under sections 128 (1) or 128 (2) of the Condo Act?

OYes
®No

3. Has the condominium received a written notice of an application under section 128 (1) of the Condo Act or any other legal action for an order

described in section 128 (2) of the Condo Act?
OYes
®No
4. Has the condominium corporation received a notice of intention to expropriate under the Expropriation Act?
OYes
®©No
5. Has the condominium corporation sold the property and complied with section 124 (3) of the Condo Act?
®Yes
ONo
Effective Date
2025/02/12 ]

Yyn

6. Has the condominium corporation received a written notice of intention not to renew all the leasehold interests in the units in the condominium

® Yes
ONo
Effective Date
2025/03/02 &

YYYrm

7. Has the condominium corporation given notice to the lessor if the owners vote against the renewal of the leasehold interests, as described in section

174.(6) of the Condo Act?
OYes
®No

8. Has the condominium corporation received written notice of an application to the Superior Court of Justice or any other legal action for an order

terminating all of the leasehold interests, as described in sections 173 (1).and 173 (2) of the Condo Act?
OYes
®No

Itis an offence under the Condo Act to knowingly provide the CAO with false or misleading information.

| confirm that all of the above information is complete and accurate to the best of my knowledge

* If you answer Yes to a question, you must provide the date when the change took effect.

CAO Guide for Filing Notices of Change
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1.3 Change or Correct Information

After SeIeCting the Condo Calendar  Condo Registry ~ Tribunal  CAO Website @Lngbul Francais
information that you wish —— o L e+ o
to change or correct, the
NOC filing System Wi” ALGOMA COMMON ELEMENTS Condo Contacts
. CONDOMINIUM CORPORATION NO. 4554 Management Providers and Managers
display the most current
information from CAO’s o
database. This is based on

our corporation’s most
y p . Exit & Finish Later <I;aymnund testtwo " @
recently submitted condo o

Does this condo corporation have an agreement to receive condo management services?
® Yes

& Email raymmond-+testtwo@mailinator.com
2

DOYOU HAVE ANY QUESTIONS? 2 Licence No 0037900347-LL
retu rn Or N OC. Check out this guide to help you with your € License d Name Raymnond testtwo

returns. @ Address for Senvice 8 Telegram Mews, Toronto, M5V 3Z5

) Manager Start Date Feb 11,2025
Learn how to navigate CAO digital products E3 Mgmt Co. Not associated with a management company
o @

1. Enter the correct or
updated information. ——

2. Click Save & Continue
until you reach the Information Displayed

Review & Submit page. The image above shows an example of an NOC. The specific details

displayed may vary depending on the information the corporation selects
and updates during the filing process.

CAO Guide for Filing Notices of Change 14



Step 2: Review & Submit

You are almost ready to submit
your condo corporation’s NOC.

1. Read the acknowledgment
message and select the
checkbox to confirm your
understanding of the statement
and that the updated
information is complete and
accurate.

2. To make changes or corrections
to information, click the edit
button =.

3. Click Submit & Continue.

CAO Guide for Filing Notices of Change

Itis an offence under section 136.2 of the Condominium Act, 1998 to knowingly provide the Condominium
Authority of Ontario (CAO) with false or misleading information and/or omit any material facts. | confirm that |
understand this statement and that the information contained in the return is complete and accurate to the best of

my knowledge.

Submit & Continue

Note: If updates are required after submitting your NOC, your
corporation must file and submit a new NOC. Corporations can file as
many NOCs as needed throughout their fiscal year, provided there are
no outstanding condo returns that need to be filed.
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Step 3: Download PDF

Once your NOC is submitted, the system automatically redirects you to a confirmation page where you

can download a copy of the NOC for your condo corporation’s records.

1. Click Download NOC Record to save or print the document.

Cado oo CAQ Services ¥ Guides & Resources My Profile Contactus

nnnnnnn

ALGOMA COMMON
ELEMENTS CONDOMINIUM
CORPORATION NO. 4554

Review
Thank you for filing a Notice of Change!
ALGOMA COMNMON ELEMENTS CONDOMINIUNM CORPORATION NO. 4554

‘,:l| Review Details

2025-2026 Notice Of Change Stay in the know with CAO
Exit & Finish Later

Record of Change Follow us on Social Media to stay
&, Download NOC Record up to date with condo news.
Syne from CRM X H in [ > ]

DO YOU HAVE ANY QUESTIONS?

Check out this guide to help you

with your returns.

Learn how to navigate CAOQ
digital products

CAO Guide for Filing Notices of Change

Note: You can also
find copies of all NOC
records by viewing
your corporation’s
returns history at

any time.
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