
CODE ENFORCEMENT



Objective
1: Inform the Council and the public 
on Procedures for achieving 
Compliance

2: Provide Guidance on How to 
respond to Notices of Violation
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Complaint to verify 

violation

Unfounded
Close the 

Case
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1: Process & 
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Compliance Procedures
Complaint Received

Confirm Complaint 
Receipt



Compliance Procedures

Voluntary Compliance is always the Goal!

Send First NoticeOpen Code Case



Compliance Procedures
3 Types of First Notices depending on the Violation 

Courtesy Letter
Zoning Code 

Violations

CBC 105 Letter
California Building Code

Unpermitted 
Construction

CBC 116 Letter
California Building Code

Unsafe Structures & 
Equipment



The Courtesy Letter
AKA – City Manager Letter or First Letter
It is used to address all Non-Building Related Violations 

addressed by our Department.



Compliance Procedures
Courtesy Letter (City Manager Letter)
This letter has been set by the Council 

• Letter is mailed to Owner, Agent, and copied to Tenants

• Location & Type of Violation

• Pertinent Ordinance

• Messaging communicating the City’s empathy with the owner, its 

commitment to neighborhood preservation, and encouragement 

towards voluntary compliance.

• Offer to provide assistance and clarification through communication

• Supporting documents and Photos are attached

• Signed by the City Manager



The 116 Letter
Used to Address Unsafe conditions and structures

What Constitutes an Unsafe Condition or Structure?
[A]116.1Unsafe conditions (2022 California Building Code, CBC)

Structures or existing equipment that are or hereafter become unsafe, insanitary, or deficient because of inadequate 
means of egress facilities, inadequate light and ventilation, or that constitute a fire hazard, or are otherwise 
dangerous to human life or the public welfare, or that involve illegal or improper occupancy or inadequate 

maintenance, shall be deemed an unsafe condition. Unsafe structures shall be taken down and removed or made 
safe, as the building official deems necessary and as provided for in this section. A vacant structure that is 

not secured against unauthorized entry shall be deemed unsafe.



Compliance Procedures
C.B.C. 116 Letter – Unsafe Structure

• Letter is structured and mailed pursuant to CBC 116

• Letter is mailed to Owner, Agent, and copied to Tenants

• Location & Violation

• Description of Unsafe conditions and corrections for abatement

• Deadline for action

• Language requiring acceptance or rejection to the findings of the 

Building Official

• Warning that failure to comply may result in further legal action

• Mailed via 1st Class Certified Mail

• Supporting Documents and Photos attached

• Signed by the Building Official

California Building Code 116.3 has requirements for noticing



The 105 Letter
Used to Address Unpermitted work & Structures

Defining Unpermitted Work or Construction

105.1 Required (2022 California Building Code, CBC)
Where any owner or authorized agent intends to construct, enlarge, alter, repair, move, demolish or change the 
occupancy of a building or structure, or to erect, install, enlarge, alter, repair, remove, convert, or replace any 

electrical, gas, mechanical, or plumbing system, the regulation of which is governed by this code, or to cause any 
such work to be done, shall first make application to the building official and obtain the required permit. The applicant 
shall obtain the required building permit(s) from the building department prior to any construction or placement of any 
building, structure, or equipment on the property. The applicant shall obtain an approved final building inspection and 

certificate of occupancy from the building department prior to any use or occupancy of the building, or structure.



Compliance Procedures
C.B.C. 105 Letter – Unpermitted Structure

• Letter is Created & Mail pursuant to CBC 105

• Letter is mailed to Owner, Agent, and copied to Tenants

• Location & Violation

• Corrective Instruction

• Cautionary advisement that failure to comply may result in 

further legal action 

• Supporting documents & photographs attached

• Mailed via 1st Class Certified Mail

• Letter is signed by the Building Official

An Unpermitted structure is a CBC Violation



Response to the Letters
Communication
• Call or Visit the Office

Collaboration
• Discuss & Determine Direction

Compliance
• Follow through w/ Direction

Voluntary Compliance is always the Goal!



Progress & 
CommunicationCompliance No Progress & 

Communication

First Notice Sent

Close Case & 
Send thank you letter Grant Extension 2nd & 3rd Letter

Compliance Procedures

Follow-up Inspection - Up to 30 days
The time limit is determined by risk to life safety



Compliance Procedures
THE SECOND NOTICE

Usually mailed after assigned response time has passed

• Letter is mailed to Owner, Agent, and copied to Tenants

• Location & Type of Violation

• Pertinent Ordinance

• Cautionary advisement that Failure to remediate the violation(s) may 

result in further legal action.

•  Instructions to begin communication & and a deadline to do so.

• Supporting documents & Photos are attached from last inspection

• Mailed via 1st Class Certified Mail

if there is no progress, communication, or compliance 
after the second notice, the third notice will be sent.



Compliance Procedures
THE THIRD NOTICE

Usually mailed after the assigned response time has passed

• Letter is mailed to Owner, Agent, and copied to Tenants

• Location & Type of Violation

• Pertinent Ordinance

• Cautionary advisement  - Failure to remediate the violation(s) may result 

in the case being forwarded to the City Prosecutor for further legal action.

• Instructions to begin communication

• Deadline for communication or abatement

• Supporting documents & Photos are attached from last inspection

• Mailed via 1st Class Certified Mail



Cases without progress or 

cooperation beyond the third letter 

and its deadline will be referred to 

the City Prosecutor's office for legal 

action.

Compliance Procedures



A letter is sent to confirm the 

abatement of violations and to 

express our gratitude for doing so.

Compliance Achieved



Questions
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