
 
 
POLICY AND PROCEDURE                                                                                   CITY OF MARTENSVILLE 
NAME:   Public Requests/Inquiries                                                                   NUMBER: 44/94 

 
1) POLICY STATEMENT: 

Public requests, inquiries and complaints are important concerns of residents which should be 
thoughtfully considered by City staff and addressed or resolved whenever possible. 

 
2) PURPOSE OF POLICY: 

a) to provide a means to track public requests/inquiries so as to provide a perspective 
of what issue(s) are of concern to residents of Martensville. 

 
b) to provide a method of tracking what actions and responses were taken by the appropriate 

City department. 
 
3) PROCEDURES: 

a) Any resident of Martensville who wishes to make a request, inquiry, complaint or 
suggestion regarding City operations, may do so in person by completing a 
Request/Inquiry form as attached.  Staff should assist the resident in completion of 
the form as necessary, rather than just handing it to them.  The form should also be 
filled out by staff who receive telephone calls from the public regarding City 
operations. 

 
b) The employee who takes the inquiry should indicate which department the request/inquiry 

is directed to and what action is requested to be taken. 
 

c) The pink copy of the form is to be remitted to the City Hall where it is filed by the 
receptionist as a control copy to ensure the inquiry is not lost. 

 
d) The other copies of this form are then distributed to the appropriate Department.  The 

department director takes the appropriate action in response to the inquiry.  Any action, or 
non-action taken, is noted on the bottom of the form along with the date and signature.  The 
Department director retains the yellow copy of this form for future reference. 

 
e) The white copy is then returned to City Hall where it is reviewed by the City 

Manager and then filed by the receptionist by chronological date.  The pink copy is 
then discarded. 

  
f) At the end of the year a general report is prepared by the receptionist for Council, 

noting the number and types of requests/inquiries made by the public over the past 
year. 
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