CITY OF LANCASTER RESIDENTIAL RENTAL REGISTRATION OCCUPANCY
LICENSE POLICIES AND PROCEDURES

ADOPTED: Noy 17 . 2009
AMENDED: V.Y 4 . 2011
l. Authority and Adoption

These policies and procedures have been adopted by the Director of the
Department of Economic Development and Neighborhood Revitalization
(“Director”) this ﬁﬁ day of Eer\(.\m w;/) , 2011 under the authority of
Administrative Ordinance No. 1-2009 of the City Council of the City of Lancaster
(“Ordinance No. 1-2009”).

I. Purpose
City Council adopted Ordinance No. 1-2009 to safeguard the safety,

health and welfare of its citizens and to encourage owners, operators and
occupants of rental housing to improve and maintain the quality of such housing.
To further those ends, Ordinance No. 1-2009 established a systematic interior
inspection, registration and licensing program for residential rental properties,
their occupants and their operators. These policies and procedures are adopted
in accordance with and to further the goals of said Ordinance 1-2009.

1. Definitions
The definitions and terms set forth in Section 1 of Ordinance No. 1-2009 of

the City of Lancaster are incorporated herein by reference.

IV. Forms
The following forms, attached hereto, are established for use by the
Department of Economic Development and Neighborhood Revitalization
(“Department”) and implementation of Ordinance No. 1-2009:
A. Application for rental property registration
B. Residential property inspection checklist
C. Residential rental occupancy license



Vi

VI.

D. Such other documents and checklists as made from time to time to
be posted by the Department on the City’s website for use in conjunction
with its implementation of Ordinance No. 1-2009.

Issuance of Licenses

No licenses shall be issued until the criteria set forth in Ordinance No. 1-
2009 and in the applications for rental property registration and residential rental
occupancy license are met; and until the Department has received and/or verified
all of the documents, and the information required thereby, including proof that
the property to be registered and/or licensed is not subject to any deed
restrictions prohibiting the property from being rented.

Proof of Ownership
A property owner claiming a property is not a rental will be asked to

provide a current driver's license or official state identification displaying the
address for the property in question. If the subject property is being utilized by
the owner’s family, the owner shall provide: proof of relationship and a notarized
affidavit stating the property is not a rental property. Failure to provide all of the
foregoing forms of proof of residence or failure of the forms to display the relation
of the resident to the owner shall result in the requirement to properly register
and license the rental property.

In the event that there is lease-to-purchase agreement in place and the
lessee does live at the property, owner shall provide proof of lease-to-purchase
agreement which has been satisfactorily recorded with the Lancaster County
Recorder of Deeds. Failure to provide such recorded documentation shall result

in the requirement to properly register and license the rental property.

Rental Agreement Addendum

The Owner or, if applicable, the Responsible Agent or Manager shall
include the document attached as Ordinance 1-2009 Exhibit “A” and identified as
“Addendum to Residential Rental Agreement” in each lease taking effect on or
after March 2, 2009.

7501-43-08R
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VIl. Penalties and Fines

A. Citations and other enforcement actions concerning Ordinance No.
1-2009 may be taken or issued by officials of the Department, the Director of
Business Administration, police officers and code enforcement officials of the City
of Lancaster.

B. The officials set forth in paragraph A above with the authority to
enforce Ordinance No. 1-2009 may enforce Ordinance 1-2009 by filing civil
actions, filing summary actions, preparing and issuing citations and by utilizing

any other method proper in law or equity.

CERTIFICATION OF DIRECTOR

The undersigned by affixing his sighature below hereby issues the foregoing City

of Lancaster Residential Rental Registration Occupancy License Policies and
Procedures to be effective twenty (20) days after they have been filed with the City
Clerk.

agyre

Randy S. Patterson, Director
Department of Economic Development
and Neighborhood Revitalization

CERTIFICATION

The undersigned, City Clerk of the City of Lancaster, hereby certifies that on this

/() day of @@M%g_ 2011, the foregoing City of Lancaster Residential Rental
Registration Occupancy License Policies and Procedures were filed with the City Clerk

of the City of Lancaster.

OM ‘ ﬁg)dﬂémc

Jaflet E. Spleen, City Clerk

7501-43-08R
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Rev. 7/21/09

City of Lancaster
Application for Rental Property Registration FOR OFFICIAL USE ONLY
Bureau of Code Compliance & Inspections PROPID #
100 South Queen Street, Lancaster, PA 17603 Customer #

See Reverse Side for Numbers to Call

Please submit application, along with a check made payable to 'City of Lancaster, PA' for all applicable fees, to:
Bureau of Treasury - 39 West Chestnut Street, PO Box 1020, Lancaster PA 17608-1020
Customer Service (717) 735-3425 - Fax (717) 735-3431

Rental Property Address

Does the owner live in this building? O Yes 0 No

Property Owner Name

Owner Physical address Owner Mailing address

Property Owner Email address

Phone Cell Fax

O Management Company OR [0 Responsible Agent
See Reverse for definitions of Management Company and Responsible Agent, The Management Co. or Responsible Agent MUST be located in Lancaster County,
Responsible Agent or Management Company Name
Responsible Agent or Management Company Address

Responsible Agent or Management Co Email Address

Phone: Cell Fax

If owned by a Corporation or LLC - Please provide the name of the person responsible for accepting legal notices

Name
Mailing address
Phone Cell Fax
Please choose one of the following for which this rental registration is requested, (Check one only)
(For detailed description of the below please see reverse side)
FEE FEE

O Single Rental Unit $50.00 0  Rooming/Boarding $200.00

O Two Rental Units $100.00 House or Dormitory

O Three or More Rental Units $200.00 O  Transient Dwelling $200.00

O  Hotel $200.00

Total number of Residential Rental Units in the entire building

Total number of Qccupied Residential Rental Units
Total number of Commercial Units in building, if any

The applicant hereby certifies and agrees as follows: (1) I am the owner or the duly authorized Responsible Agent of the owner

to make this application; (2) I have read all of the information above and that same is correct; (3) The license, if issued, may be
declared void should said information be false; (4) I will comply with the Property Maintenance Code and all other Codes of the City
of Lancaster which are applicable hereto; (5) 1 agree to inspections by the Bureau of Code Compliance and the Fire Bureau of the
City of Lancaster to determine if the property is in compliance with applicable Codes of the City of Lancaster; (6) I will provide
written notice to the Bureau of Code Compliance within 10 days of any change of ownership or in the agents listed above; (7)1
certify that the property identified in this application is not subject to any deed restrictions prohibiting the property from being rented.

Owner or Management Company Signature Date:

Responsible Agent (if applicable) Date:




IMPORTANT NUMBERS

Questions Who Number
Billing, Payment, Rental License Issuance, Information Updates Customer Service 717-7358-3427 or 735-3425
Customer Service Fax 717-735-3731
Inspections of Property, Code Violation Complaints Housing 717-291-4706
Housing Fax 717-291-4827
DEFINITIONS

Residential Rental Property: Any parcel of real estate, including land and all buildings and appurtenant structures and
dwellings there on that contains therein one or more Rental Units,

Residential Rental Unit: A rooming unit; or a dwelling let for rent; or a residential unit occupied by any persons other than are
occupied solely by the Owner and members of the Owner's family. Each individual townhouse dwelling; each individual apartment
unit; each individual unit in a two-family; each individual unit is a multi-family building; and each rooming unit; shall be considered a
separate residential rental unit. A residential rental unit shall not include a hospital room utilized for medical services.

Single Rental Unit: A residential dwelling containing one rental unit,
I'wo Rental Units: A residential dwelling containing two rental units

Three or More Rental Units: A residential dwelling unit containing three or more rental units.

Rooming/Boarding House or Dormitory: A building arranged or occupied for lodging, with or without meals, For
compensations and not occupied as a one or two-family dwelling.

Transient Dwelling: A one-family, two-family or three or more family dwelling, which is not occupied exclusively by the owner
thereof and each dwelling unit therein is not occupied pursuant to the terms of a written lease or is occupied pursuant to a
written lease with a term of less than one month,

Hotel: A commercial lodging establishment that offers units for sleeping purposes to transient guests and which provides
24 hour service for receiving and assisting guests.

Responsible Agent or Manager: Any person or entity who or which aids in the rental Property or who takes responsibility
for the Property, including Responsible Agents as defined by the City of Lancaster Ordinances.

Management Company: A company or individual under contractual agreement with the property owner to act on behalf of the
property owner, to receive correspondence, billings and legal notices, and to remediate on behalf of the property owner.

Designation of a Responsible Agent: If the owner of a rental property is not a full-time resident of the County of Lancaster,
then he or she is required to designate a person to serve as Responsible Agent who does reside within the County of Lancaster.

The local Responsible Agent designated by the owner will be responsible for operating the rental property in compliance with all
provisions of the City codes and ordinances. The local Responsible Agent must be able to provide access to the property
(including each rental unit and all common areas) as requested by Lancaster City Code Officials.

A Responsible Agent may be a family member, friend or neighbor who resided in Lancaster County. Tenants, however, should
not be designated as Responsible Agents,

If the owner is a corporation, a partnership, or a limited liability company, an officer, partner or member who resides in Lancaster
County must be named to act as Responsible Agent and shall be identified as such on the Rental Registration Application for
that property.

All standard correspondence, including billings, will continue to be sent to the deeded owner of the rental property. In the event

that the City cannot contact the Property Owner or the Management Company, the Responsible Agent may be contacted in
situations that require immediate resolution.

Helpful Hints on assigning a Responsible Agent:

Does the identified Responsible Agent know he/she has been designated as your agent?

Does the identified Responsible Agent know his/her duties?

Does the identified Responsible Agent have a key to all units and common areas?

Does the identified Responsible Agent know the City has his/her information for ensuring Housing, Police, Fire have
access to get into the property?

v Do you know the identified Responsible Agent will NOT receive standard correspondence and billings but may receive

correspondence relating to disruptive conduct and property code violations?

< << <

Rev. 7/21/09
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City of Lancaster
Bureau of Code Compliance and Inspections

100 S. Queen Street, Lancaster PA, 17603
717.291.47068  FAX: 717.201.4827

RESIDENTIAL RENTAL OCCUPANCY LICENSE

This certifies that this residential rental unit located at
is properly registered and licensed, pursuant to Ordinance 1-20009 of the City of Lancaster.
As required therein, occupants shall be advised of the following:

Owner, Responsible Agent, or Property Management Company:

Phone Number(s): (Day) (Night) (Celi)
Mailing Address:.

Owner or Responsible Agent Must Reside in Lancaster County

Tenant must place recycling and trash at the curb for collection every evening,

For complaints or concerns regarding the physical condition of this unit, contact the Bureau of Code Enforcement.
Other concerns should be directed to the Owner, Responsible Agent, or Property Manager listed above. In case of
police, fire, or medical emergency contact County Dispatch at 9-1-1. For non-emergency assistance, contact County
Dispatch at 664-1180,

Owner shall be responsible for maintaining this unit in accordance with all applicable City ordinances, including
provisions related to Disruptive Tenant Conduct, Occupants shall not engage in, nor tolerate others on this Property
to engage in Disruptive Conduct or to cause damage to the Rental Unit Occupants are hereby advised that three
valld Disruptive Conduct Reports in any 12 month period will result in immediate eviction. Occupants shall use this
unit for no purpose other than as a residence for those Identified on the Rental Lease. This unit s subject to
inspection by authorized City of Lancaster Code Enforcement Officials at reasonable times and in accordance with
City Ordinance No. 1-2009.

Property Number:
Date Issued:
Valid Through:

PLEASE REMOVE THIS PORTION PRIOR TO POSTING

RESIDENTIAL RENTAL OCCUPANCY LICENSE
NOTE: A valid Residential Rental Occupancy License
must be posted in each occupied rental unit.



City of Lancaster
Affidavit of Non-Rental

BEING DULY SWORN, DEPOSES

(property owner)
AND SAYS AS FOLLOWS:

1. That 1 am the owner of certain property located at Lancaster, PA.

2. That | have owned the property since

3. That | am aware of the City of Lancaster Ordinance regulating the REGISTRATION AND INSPECTION OF RENTAL
DWELLINGS AND MAINTENANCE thereof, Chapter 128 et seq.

4. That the premises located at , Lancaster are not currently being used as a
Rental Property and will not be used as a Rental Property in the immediate future.

5. That these premises are occupied by who is my/our

6. That | will comply with the requirements of Chapter 128 before entry of an oral or written lease for tenancy of
the above captioned premises.

7. That a failure to comply is in violation of Chapter 128 and | made this Affidavit for the purpose of securing a
temporary exemption from the provisions of this Chapter.

IN WITNESS WHEREOF, under the penalties of perjury, | hereby affix my signature this day of
20

AFFIANT

STREET ADDRESS

CITY, STATE, ZIP

PHONE NUMBER

On this day of , 20 , personally appeared , affiant in the
above matter, who being first duly sworn, deposes and says that he/she has read the foregoing Affidavit of Non-Rental by
him/her subscribed, that he/she knows the contents thereof and that the same is true of his/her own knowledge, except as
those matters therein stated to be based upon information and belief and as to those matters, he/she believes same to be
true.

Notary Public, , PA
My Commission Expires:




