Alleged Violator: ___________________ 

Case Number:      ___________________

Rental Registration Process

The following are general steps for the Rental Registration process.  The entire process must be completed by no later than October 1, 2019 to avoid potential Code Enforcement action.
Initial Application

· Submit an application for Rental Registration Housing with accompanying processing fee of $100.00 (one application for all rental units). 
· Submit initial inspection fee of $65.00 for each rental residence to be inspected. 

· Submit a Business Tax Receipt (BTR) application for rental units/houses.
· The City will provide final notice to all Non-Homesteaded property owners by July 1, 2019 of the requirements to obtain a BTR and Rental Registration Certificate of Compliance.

Initial Inspection

· The City will coordinate with Applicant to arrange a mutually agreeable inspection date and time.  

· Applicant shall notify tenants of inspection date and time using a City provided standard notification form.

· Applicant shall provide access to all areas of the property/structure for inspection.

Failed Inspection Actions

· Deficiencies identified by the inspection shall be repaired within 30 days of the inspection date.  Please note, certain repairs may require a building permit and associated fees prior to commencing work.  
· Health and safety issues need to be addressed immediately to avoid property from being posted “NO OCCUPANCY”.  A list of inspection items and those deemed Health & Safety are available from the Community Development Department and will be provided to all Applicants.  See below for further details.
· Upon completion of the repairs (and proper closeout of permit, if permit is required), contact City for re-inspection.  If a permit was required to complete the repairs, no additional fee is required for the re-inspection.  If no permit was required to make repairs, a $40 re-inspection fee will be required.
Passed Inspection Actions

· Once all repairs and permits have been completed, the City will notify the property owner of the completion of the Certificate of Compliance and Business Tax Receipt (BTR) and the amount of the BTR.

· Within ten days of notice, the Applicant shall pay for and pick up the BTR and Certificate of Compliance for Rental Registration.

· Within ten days of receipt, the Applicant shall post the Certificate of Compliance in a location easily visible to tenants.

Code Enforcement

· Code Enforcement action will commence if:

· No application for a BTR or Rental Registration is received by October 1, 2019.
· Deficient findings are not repaired within 3, 10 or 30 days based upon nature of violation.  
· Property is not vacated upon an order of the Building Official declaring the structure as “NO OCCUPANCY.”
· Failure to pick up or post the BTR/Certificate of Compliance within the required timeframes.

Health & Safety Findings
· Any property found to contain violations that are deemed Health & Safety shall be posted as “No Occupancy” and any residents shall vacate property unless repairs are made within designated timeframes.
· Power and water service to such properties shall be cut after deadline to vacate unless repairs are done.
· A building permit shall be obtained to make required repairs or demolish the structure.  If structure is repaired, the Applicant may apply for a BTR and Rental Registration.

· No one may reside in the structure until the BTR is issued.

· Health & Safety issues will be identified as 3-day or 10-day correction period depending upon the violation.
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