City of Grinnell
Rental Code Program

Grillll(’“ Administrative Policy

Jewel of the Prairie

The Grinnell City Council passed Ordinance Number _1469 on the 20TH  day of
MAY . 2019 thereby establishing a Rental Code Program to be in effect on the
1ST day of JULY , 2019 . The purpose of this program is to provide safe and

sanitary housing conditions for the residents of Grinnell by establishing minimum standards and
regular inspections for all rental units in Grinnell, IA.

The authorization to carry out this program is set out in the City of Grinnell Code of Ordinances
Chapter 154  which authorizes inspections of rental properties in order to enforce the
regulations within the 2015 International Property Maintenance Code.

This policy outlines the administrative guidelines to implement and organize the program. The
Rental Code Program is administered by the City of Grinnell Building and Planning Department
with direction from the Building and Planning Director.

DEFINITIONS

The following general definitions are used throughout this administrative policy:

1. DWELLING UNIT: A single unit providing complete, independent living facilities for one or
more persons, including permanent provisions for living, sleeping, eating, cooking and
sanitation.

2. RENTAL PROPERTY: Any dwelling or dwelling unit within the Corporate Limits of the City of
Grinnell that is used for habitation and is not owner-occupied. Exempt: Any dwelling or
dwelling unit(s) located as part of a building that is inspected by a representative of the State
Fire Marshal’s office.

3. RENTAL UNIT: One dwelling unit within a rental property. If a common area and facilities are
provided in a dwelling for the use of the occupants of units therein, such common area and
facilities shall constitute a part of each rental unit for the purpose of inspection and
compliance with this Rental Inspection Program.

4. RENT: Any form of payment, including but not limited to cash, services, or other valuable
considerations, provided as a condition of occupying a dwelling not owned by the occupant.

5. OWNER (Landlord): Any person, agent, operator, firm or corporation having legal or
equitable interest in the property; or recorded in the official records of the state, county, or
municipality as holding title to the property; or otherwise having control of the property,
including the guardian of the estate of any such person, and the executor or administrator of
the estate of such person if ordered to take possession of real property by a court.

6. OWNER’'S REPRESENTATIVE: An individual or designated agent whom may be an
employee of an owner that has the right to provide access to an Inspector to the owner’s
rental property. The representative must have keys for all portions of the rental property,
must be authorized to act on behalf of the owner concerning compliance with the
requirements of the Rental Inspection Program, and must be at least 18 years of age.

7. INSPECTOR: The person(s) designated by the City of Grinnell Building and Planning Director to
conduct the inspections of rental properties and units for this program. The City of Grinnell may
contract with an outside entity to conduct these inspection services if it so chooses.



8. MAJORVIOLATION: Aviolation ofthe rental code thatif left as is would constitute an immediate
threatto the life and/or safety of those living in the home (Examples could include: lack of or
damaged water heater, boiler, or furnace flue; smoke detectors which are missing, inoperable,
or are improperly placed; storage of flammable liquids in a dwelling; electrical cords, wiring, or
equipment that has begun to fail due to being overloaded or damaged).

9. TENANT: A person, corporation, partnership or group, whether or not the legal owner of
record, occupying a building or portion thereof as a unit.

10. NO SHOW: When the owner of the structure or any other responsible adult designated by the
owner does not attend the scheduled inspection.

11. INDOOR FURNITURE: Any furniture that was manufactured to be indoors, was not sold
commercially as outdoor furniture, and does not meet the general accepted term of outdoor
furniture, which comprises of furniture that is wholly aluminum, plastic/polymer/resin, steel,
wicker/rattan, wood, or wrought iron.

Registration of Rental Properties

All rental properties in the City of Grinnell shall be registered on an annual basis as outlined in
the City of Grinnell’'s Code of Ordinances Chapter_154 . Annual registration shall be required
SO as to be able to provide and ensure that the City has the most current contact and ownership
information. At registration, the owner or owner’s representative shall be required to attest that
the rental unit(s) meets building regulations identified in the 2015 International Property
Maintenance Code and the amendments provided in the adopted Ordinance__ 1467
Additionally, by filing a registration form with the City, the owner is granting consent to an
inspection of the rental property by the City for the purpose of determining compliance with this
Rental Inspection Program. Registration forms (Attached to this policy as Appendix B: Rental
Registration Form) shall be provided and records maintained by the City of Grinnell Building and
Planning Department. A one-time registration fee of $10.00 must be paid for each rental unit. For
one year after the adoption of the Rental Inspection Program, the registration fee shall be
waived.

A renewal registration period shall open up each year between April 1% and May 1%. During this
period, each property owner shall be responsible for submitting a renewal rental registration

The renewal registration form can be found in Appendix B. Properties not registered by May 2"
shall be considered non-complaint with this Rental Inspection Program, shall be subject to late-
fees, and may be subject to penalties described in the Violations section below. Registration of
new and/or converted property or properties which changes ownership shall be completed within
thirty (30) days of such activity.

Failure to pay the rental registration fee by July 1 shall result in a late-fee of $25 per day up to a
maximum of $1,500.00 per rental property. The City of Grinnell shall send a past due notice and
reminder to the property owner by June 1% by certified mail for any rental units or property(s) that
are not yet paid by that date providing notice that they are past due and payment must be
received by July 1% or they will be considered non-complaint to this rental inspection program. A
non-compliant property may have its Certificate of Occupancy revoked, have its occupancy
discontinued pursuant to City of Grinnell's Code of Ordinances Chapter 160 ,
discontinuance for violations, and/or the owner may be prosecuted for municipal infractions, as
described in City of Grinnell’s Code of Ordinances Chapter 3 and in the Violations
section below. A receipt of registration will be provided to the property owner or owner’s
representative at the time of registration.

In addition, the City of Grinnell Administrative staff or a designated agent will monitor utility billing




signups for rental units or properties and compare their known rental units and/or properties with
those registered rental properties to ensure that accurate records are maintained in both areas.
The owners of rental units and/or properties that are determined to be unregistered shall be
contacted by certified letter, which will provide them with a registration form. Property owners will
have thirty (30) calendar days to register their rental property. Failure to do so shall be
considered non-complaint with this Rental Inspection Program and may be subject to penalties
described in the Violations section below.

Transfer of Ownership

Rental property that is transferred from one owner to a different owner will require the new owner
to register the register the rental units or property(s) under the new owner’s name at the time of
transfer. No refunds shall be given to property owners for a partial year’s registration. The failure
of a new owner to register the property in their name/business at the time of transfer may result
in a violation. The new owner will be required to pay a new registration fee for each unit.

Rental Units Out of Service

Should an owner desire to take his/her rental unit or property out of service for a minimum of
sixty (60) days they may file with the City a written notice of the rental unit or property being
taken out of service. While the unit is taken out of service they shall not rent or allow anyone to
live within the rental unit or property until such time as the unit is re-registered with the City of
Grinnell.

Once the rental unit or property is re-registered with the City the owner shall pay a new rental
registration fee and the property shall be re-inspected with respective inspection fees paid.

Inspection Schedule

For the first inspection, items identified as Major Violations must begin to be remedied within 2
business days, and corrected within 90 days from the inspection date. All other violations must
be corrected by the second inspection, projected to be three (3) years from the date of the first

inspection.

Once second inspections begin the inspection schedule shall be as follows:
The baseline schedule for the inspection of all rental properties shall be dependent on the
number of violations found during the inspection.
e[For properties that are found with less than 6 violations, they shall be re-inspected once
every three (3) years. This shall be known as the standard inspection cycle.
eFor properties that are found with 6-10 violations, they shall be re-inspected once every two
(2) years.
eFor properties that are found with more than 10 violations, they shall be re-inspected one (1)
year from the date of the original inspection.

As properties mitigate violations and are found with less or no violations upon the next re-
inspection, they will then move to the standard inspection cycle.

Inspection fees are due for each inspection, and are outlined in the Inspection Fees section
below.



Beginning in Fiscal Year 2022 newly registered rental properties shall be inspected within six
(6) months of the property being registered with the City. Subsequent inspections shall be in
accordance with the standard scheduling process outlined previously.

As this Rental Inspection Program begins implementation, it will take significant time to work
through the initial inspection of all rental properties in Grinnell. Likely, it will take substantially
more time than the six (6) months after registration stated above. In order to provide a systematic
method, staff shall create a consistent approach to select properties for inspection. As staff
workloads fluctuate and as scheduling practicalities are better understood, the approach to
selecting properties may be revised. A proposed initial approach is as follows:

1. Any type of residential unit in the downtown (C-2) zoning district

2. Those properties of which are part of a multi-unit complex

3. Those properties of which are in single and two-family homes/units.

Building and Planning Department Staff and/or other designated agents will be responsible for
notifying property owners of the timeframe in which they have to schedule an inspection. Staff
shall send written (or electronic, if selected by the owner/owner’s representative) notice that it is
time to schedule an inspection for their rental properties. The owner/owner’s representative will
be given thirty (30) days from the time the notice is sent to schedule the inspection. It is the
owner/owner’s representatives responsibility to contact the Inspector to schedule the
inspection(s). Failure to schedule the inspection within thirty (30) days shall be considered a
violation of this program.

Owners (or their representatives) may elect to schedule an inspection at any time before the
City- determined time for inspection. Upon passing this elective inspection, the property will then
be placed on the appropriate inspection schedule based upon if any violations were found. The
inspector will not perform an inspection if the tenant has not been notified of the inspection by the
owner or owner’s representative, if the owner or owner’s representative does not show up for the
inspection, or if the owner’s representative is not at least eighteen (18) years of age.

Properties will not be inspected as a part of a contingency for a real estate sales transaction
except in the case of a sale of a structure or dwelling that results in a change in occupancy or
use, of which an inspection must be completed before the sale is signed by both parties or a fine
of $25 per day will be placed upon the property, up to a maximum fine of $500.00

The City shall not be responsible for late or misdirected notifications, either by US Mail or by
email.

The “Inspection Notice” shall consist of the following items:
A Letter stating the following minimum items:
e Date by which the inspection must be scheduled;
e Address of property to be inspected including number of unit(s) to be inspected; and
¢ Contact information for the Rental Inspector.
e Copy of the Rental Inspection Checklist (Appendix A) and the Rental Inspection Form
(Appendix C).

Follow up inspections, as required, shall be scheduled at the time of the initial inspection by the
inspector. The inspector shall document all inspections and provide records to the Building and
Planning Department. No-Shows for follow up inspections shall be penalized by the fees set out



in the resolution adopted by City Council

Inspection Fees

An inspection fee will be due at the time the inspection is conducted and shall be paid by the
property owner. If the inspection is conducted by a contracted entity, the owner/owner’'s
representative shall pay the inspector directly for the inspection at the time of inspection.

Inspection fees shall be $50.00 for the first unit, plus $15.00 for each additional unit at the
rental property.

There shall be no fee to complete the first re-inspection, which is to ensure a violation has been
remedied. A re-inspection fee of $50.00 will be imposed when any subsequent inspection must
be completed after the first re-inspection. Any inspection not completed because of a no show
shall be subject to the “No Show” stipulations below.

Inspections
The inspector shall conduct the inspection in-person and shall visually inspect all exterior and

interior spaces of the rental property. The inspector shall inspect all sides of the exterior
structure and the grounds of the property. The inspector shall inspect every room in the rental
property. The inspection shall be focused on building regulations identified in the in the City of
Grinnell's Code of Ordinances Chapter 160 and Appendix A: Rental Inspection
Checklist. A rental property is considered to have “passed” the inspection once the inspector
completes an inspection and signs the Rental Inspection Checklist. A rental property with
violations can receive a temporary Rental Property Certificate, and have a set amount of time to
complete the repair or abatement of any violations, but the property will still be subject to the
inspection schedule based upon the total number of violations found at the original inspection.
Upon the next inspection set by the inspection schedule, if less or no violations are found, that
property can then move to the longer inspection period.

During the Inspection, any and all animals must be confined. If an animal is not confined or
causes the inspector to not complete the inspection, the inspection will be halted and a re-
inspection fee will be required to be paid by the tenant.

Violations Which Require a Mandatory Forty-Eight (48) Hour Notice

All items identified as life-safety issues per the Inspection Checklist.

If the Building and Planning Department is not notified by the Owner or Agent that an item
identified as a life safety hazard has not begun to be remedied in some fashion within 48-hours
of the inspection the property may be considered non-compliant with this Rental Inspection
Program and may be subject to penalties described in the Violations section below. In
accordance with City of Grinnell Code of Ordinances Chapter 160, immediate vacation of the
property may also be required.

Ninety (90) Day Re-Inspection

All life-safety violations shall begin to be corrected within ninety (90) calendar days. If a violation
is not started to be remedied, the property may be considered non-compliant with this Rental
Inspection Program and may be subject to penalties described in the Violations section below.
This may include the revocation of the Certificate of Occupancy and the immediate vacation of
the rental property and/or rental units.




No Shows

The inspector shall meet the owner or the owner’s representative at the agreed upon date, time,
and location. The property owner shall be assessed a $50 “No Show” fee for each time the
owner or owner’s representative fails to be at a scheduled inspection. If the No Show penalty fee
is not paid within fourteen (14) days from the time the inspection was to occur, the owner may
be subject to a municipal infraction in addition to the No Show fee.

Consideration will be given to property owners who contact the Inspector minimum of two (2)
hours_prior to the time of the inspection to reschedule a rental inspection due to an inability to
get a contractor onsite to correct the violations. This shall not apply to violations which
require a forty-eight (48) hour follow up inspection. If a rental inspection is rescheduled
more than once, a $50.00 “No Show” fee will be assessed to the property owner for each
rescheduling.

The inspector will not perform an inspection if the tenant has not been notified of the inspection,
if the owner or owner’s representative does not show up for the inspection, or if the owner’s
representative is not at least 18 years of age. In each of these cases, a $50 “No Show” fee will
be assessed to the property owner.

If a tenant refuses entry for an inspection and permission to enter has been granted by the
owner or owner’s representative for the inspection to occur and they are present during the set
time for the inspection, the tenant will be fined $100.00 by means of a municipal infraction, and it
shall be up to the owner or owner’s representative to reschedule a time for the inspection within
the next one (1) week. Upon the circumstances, the property and its tenants may have their
information given to City of Grinnell Police, for them to provide additional information if
necessary.

Because inspections may be carried out by emergency personnel, if an inspector must leave the
inspection and is not able to complete the inspection at the scheduled time, the inspection fees
will be waived for that inspection and the re-inspection to complete the initial inspection.

Tenant Complaints

Complaints shall be made in writing using the Rental Complaint Form (Appendix D) and
delivered to the Building and Planning Department. Inspections based on a complaint will not be
conducted if the Rental Property Complaint Form is not completed.

At the time the complaint is made, city staff will ask the tenant for any other type of
documentation they may have — for example any pictures or letters (texts) they may have sent to
the property owner. The tenant shall be required to certify that they have registered a complaint
with the owner or owner’s representative at least fourteen (14) days prior to filing the complaint
with the city, unless the complaint is regarding a major violation. The tenant will be advised that
the landlord will be notified regarding the complaint and a determination will be made on the
validity and severity of the complaint and if an inspection is warranted. City staff will contact the
owner or owner’s representative by phone within two (2) business days if a complaint falls under
the purview of this Rental Inspection Program.

If a complaint is within the purview of this program, the rental inspector will conduct an
inspection within ten (10) business days of the complaint. If violations exist at the time of the
inspection, the inspector will document utilizing the same procedures as if a non-complaint



inspection was performed. The tenant will be contacted regarding the outcome of the inspection.
The inspection form shall be made available to the tenant upon request.

Complaints regarding major violations, which would require a mandatory forty-eight (48) hour re-
inspection during a normal rental inspection, will require that a re-inspection be scheduled within
forty- eight (48) hours of completion of the inspection, excluding weekends or holidays.

If the complaint is regarding an item not covered by the Rental Inspection Program, the tenant
shall be informed of such and no further action shall be taken. Any civil issue will not be
addressed by City staff.

The City of Grinnell Building and Planning Department shall maintain the record of each
complaint and the outcome of the complaint as a part of the rental program.

Any complaint that requires an onsite inspection shall have an associated $50 re-inspection fee
assessed. If the complaint is found to have merit and violations are found in the rental property,
the property owner will be responsible for paying the fee. If the complainant submits a complaint
and it is found to have no merit and violations are not found in the rental property, the tenant
filing the complaint may be responsible for paying a $100.00 inspection fee, which may double if
separate frivolous complaints are made.

Appeals
The City Manager serves as the appeals body for disputes regarding notices of violations issued

during a rental inspection. As such, the City Manager shall not take part in inspections.

An owner or owner’s representative of a property who wishes to make an appeal regarding a
notice of violation of their rental property or unit(s) shall complete an appeal form provided by
the City of Grinnell (Appendix E). This appeal must be filed with the Building and Planning
Department within sixty (60) days of the initial inspection. The City Manager shall then schedule
a hearing within thirty (30) days of receiving the appeal. City staff shall compile information
related to the inspection and identified violation. At the City Manager hearing, City staff shall
present evidence of the violation and the rental property owner will be provided an opportunity to
state his/her perspective on the need to reconsider the inspector’s decision. The City Manager
shall provide a ruling within ten (10) days after the hearing. If the owner is not satisfied with the
ruling, the owner may file a request with the City Manager’s office for a public hearing with either
the Building Code Board of Appeals, or the Public Safety Board. This request must be filed
within ten (10) days following the City Manager’s ruling.

Violations

Rental properties and/or rental units that fail to comply with the rental inspection program shall
be referred to the City Building Official and Attorney for prosecution as a municipal infraction.
Failure to comply with this program, including but not limited to failure to register a property, may
result in the revocation of a Certificate of Occupancy and/or a requirement to vacate the

property.

The penalties for a municipal infraction are:
$100.00 for 1% offense
$250.00 for 2" offense
$500.00 for 3" and each additional offense.



Annual Training Program

As a part of the annual rental registration process, the Building and Planning Department shall
provide for a minimum of two (2) separate Rental Inspection training sessions. These training
sessions will provide property owners with information about the program including, but not
limited to, common violations, changes in the rental code, and allow for feedback from the
landlords.

These annual training programs shall be offered on different dates with at least one session
during the evening hours (defined as 5:00 PM or later).

Annual Report

The City of Grinnell Building and Planning Department shall provide an annual report to the
Grinnell City Council. The report shall provide data on the number of housing units in the City
and the frequency and type of violations that have been found in the previous year. The report
shall be prepared in July of each calendar year showing the reporting period beginning July 1 of
the previous year and running through June 30 of the current year.
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Rental Inspection Program Administrative Policy Appendix A:

City of Grinnell
Rental Inspection Checklist Guidelines

Grinnell

Jewel of the Prairie

All rental properties within the City of Grinnell must be registered by May 1st, and must be
regularly inspected according to the schedule in the Administrative Policy. The checklist below is
a simplified summary of items that will be inspected during the inspection process. This
document should be understood as general guidance to the Rental Inspection Program and
should not be construed as legally binding code. More information and references to the Rental
Inspection Code can be found in Appendix C: Inspection Form.

ADMINISTRATIVE COMPLIANCE

1. Property and units registered with the City of Grinnell.
2. Ownership and contact information clearly defined on the registration form.
3. Registration fees paid.

Note: The specific code excerpt number has been placed next to each requirement from the Rental
Property Code.

Exterior Areas / Structure
ll. House Numbers no less than 4 inches in height and ¥ inch wide and individual units of
a property numbered. 304.3
2. No peeling paint on exterior. 304.6
B. structural members and foundation walls maintained in good condition. 304.4 and
304.5.
I. Sound and water tight roof. 304.7.
. Decks, stairways, porches, balconies, and handrails maintained and structurally sound.
304.10
6. Chimneys maintained and structurally sound. 304.11
7. Insect Screens provided from April — October. 304.14
. Doors and all components maintained in good working condition. 304.15
. Basement openings protected to prevent rodents from entering. 304.17
. Building security devices all in working order (windows, doors, hatchways). 304.18
11. Proper grading and drainage at site. 302.2
12. Sidewalks and Driveways kept in proper state of repair and follow Grinnell Code

regulations.
13. Property shall be free from weeds/grass in excess of 8 inches, noxious plants, and
volunteer trees. 302.4

14. Property kept free from junk as defined in Grinnell Code regulations, and Rubbish and
Garbage in section 308.
15. Property kept free from junk vehicles as defined in Grinnell Code Regulations.

8. structures and exterior property shall be kept free from rodent harborage and
infestation. 302.5

@ Property does not have unsafe storage of combustible material.



18. Sufficient off-street parking must be provided depending on the Zoning District of each
property. Two parking spaces per dwelling unit plus one additional parking stall for
each bedroom in excess of two bedrooms.

19. Exterior property areas do not contain indoor furniture.

Interior Area / Structure

ll. Interior of a structure and equipment shall be maintained in good repair and structurally
sound. 305.1
I. The interior shall be in a sanitary condition. 305.1
. Interior surfaces, including but not limited to windows, doors, walls, ceilings, and floors
shall be maintained in good, clean, and sanitary condition. 305.3
I. All stairs, handrails, and guards shall be maintained in good, sound condition. 305.5
. Occupant loads meet the requirements adopted by Ordinance

Plumbing

1. All plumbing facilities and fixtures shall be maintained in good working order. 501.2

2. Every dwelling unit shall contain its own bathtub or shower, lavatory, water closet, and
kitchen sink. 502.1

B. Toilet rooms and bathrooms shall provide privacy and shall include an interior locking
device when located in a dwelling with more than one unit. 503.1

l. Every sink, lavatory, bathtub or shower, drinking fountain, water closet, or other
plumbing fixture shall be properly connected to either a public water system or an
approved private water system. 505.1

B. Drainage of roofs and paved areas, yards and courts, and other open areas on the
premises shall not be discharged into the sanitary sewer system, and shall be
discharged in a manner that may cause a nuisance. 507.1

Electrical

ll. Dwelling Units shall be served by a three-wire 120/240 volt, single-phase service with a
minimum rating of 60 amperes. 604.2

B. All electrical equipment shall be in good working condition, and any equipment exposed
to water shall be replaced. 604.3.1.1

B. No electrical hazards shall be visible. 605.1

4. Every habitable space shall contain not less than 2 separate receptacles. 605.2

B. Laundry rooms shall contain a grounding-type receptacle or a receptacle with a ground
fault circuit interrupter. 605.2

6. Every public hall, stairway, toilet room, kitchen, bathroom, laundry room, and
boiler/furnace room shall contain at least one luminaire. 605.3

I. Flexible extension cords shall not be used for permanent wiring.

. GFCI outlets shall be installed for all outlets within 6 feet of a water source.



Mechanical

B. Dwellings shall be provided with heating facilities capable of maintaining a room temp
of 68 degrees Fahrenheit in all habitable rooms, bathrooms, and toilet rooms. Cooking
appliances and portable unvented fuel-burning space heaters shall not be used to
provide required heating. 602.2

10. Tenants must be allowed to control heating facilities unless agreement in place.

Fire Safety

ll. A dual sensor (Photoelectric and lonization) smoke alarm is required on each floor,
within each sleeping room, and immediately outside of all sleeping areas.

B. A safe, continuous, and unobstructed path of travel shall be provided from any point in

a building or structure to the public way. 702.1

B. Each dwelling unit has an appropriately sized ABC-rated fire extinguisher, properly

inspected and tagged within 75 feet from the unit’s main entrance.

. A carbon monoxide alarm detector shall be installed immediately outside each
sleeping room where carbon monoxide producing sources are provided, or the
dwelling or unit has an attached garage.

B. Fire alarm and suppression systems are properly installed, operational, and tested
where required.

B. In new construction and renovation, proper fire-resistance ratings shall be maintained
where required. 703.1



Clty Of Grinne" Rental Inspection Program Administrative Policy Appendix B:
I i i
Rental Unit Registration Form

This form is required to be completed annually and completely filled out.
One form required for each property.

Grinnell

Jewel of the Prairie

To avoid penalty, registrations are due by May 1, annually.

Rental Property Information

| Rental Property Address: |

Registration Fiscal Year: Total Number of Units in Property | |
Date of Last Inspection New registration: YES: [ | NO:| |
If not yet inspected, write "none".

Name: Address:

City: State: Zip Code:
Phone #: Cell #:

Email:

Property Manager Information
Check Box if Same: |:|

Name: Address

City: State: Zip Code:
Phone #: Cell #:

Email:

Primary Contact (Property Owner/Property Manhager):

As the property owner (or owner's representative), | understand that | am subject to the rental regulations of
the City of Grinnell, including but not limited to the right of the City to perform inspections on my property as
part of the rental requirements. | understand that it is my duty to notify my tenants of any upcoming inspections
and to either be present or have a representative that is at least 18 years age, present during the inspection.
By my signature below, | am certifying that the rental units identified in this form comply with City of Grinnell
Rental Property Code, as summarized in Attachment A: Rental Inspection Checklist.

Signature:

Printed Name: Date:

Official Use Only
Registration Fee ($10 per unit)

Date Received:

Late Registration Fee ($25 per day; max of $1,500.00)

Received By: Other Fees

Total Amount Due
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