
All matters submitted for prosecution should include the following:

 FORMCHECKBOX 

1.
A legal description of the subject property so that it can be accurately located.  (S/L)

 FORMCHECKBOX 

2.
A recitation of the specific law or ordinance provision(s) violated, including all provisions violated.  (E)

 FORMCHECKBOX 

3.
Full name, including first, middle, and last names, date of birth, mailing address, and telephone number of the person responsible for the violation, which will be the person to be charged.  (Vehicle license plate numbers are also useful.)  (E/S/L)

 FORMCHECKBOX 

4.
Proof that the responsible person(s) are the owner(s) of the subject land as demonstrated through the County Recorder's records.  A copy of a deed or other legal document of ownership must be attached.  (S/L/E)

 FORMCHECKBOX 

5.
A narrative report describing the complaint and detailing the number of items involved in the offense, the condition and location of them on the property, the apparent length of time such items have been on the property, and any risk or hazard such items pose to children or other individuals.  (S/L)

 FORMCHECKBOX 

6.a.
Dated photographs to show the property and offending items or conditions, including: (S/L/E)

[  ]
photographs from a distance showing a panoramic view;

[  ]
closer photographs showing relative positions and location of the property;

[  ]
close-ups of the offending items, conditions or equipment;

[  ]
historical photographs.

 FORMCHECKBOX 

6.b.
The photographs should be conducted at the following intervals:  upon the initial investigation and complaint and each time a clean-up directive or request deadline occurs, to demonstrate any change or lack of change in the situation.  (S/L/E)

 FORMCHECKBOX 

7.
Each investigation must involve at least two written requests to remedy or abate the situation and at least two visits including photographs, and a full narrative report regarding the results of each return visit and investigation.  (S/LE)

 FORMCHECKBOX 

8.
An interview must be documented with a narrative report of the offending or responsible person with either an in-person or telephone interview upon the initial investigation, and at each subsequent investigation.  If such person(s) cannot be located, the attempts to do so must be

documented.  (E)

 FORMCHECKBOX 

9.
An interview and narrative report of the complaining party and any witnesses that the complaining party or others may suggest (e.g. a contractor).  The interviews should include at least one neighbor of the offending person(s).  As part of the interview process, the interviewer should get the full name, address, and telephone number of the witness.  The witnesses should also be questioned regarding knowledge of any other potential witnesses, the length of time that the problem has existed, any available details regarding the problem, any changes in the situation.  The witnesses should also be questioned whether they have communicated with the offending person(s) reading the problem.  (E)

 FORMCHECKBOX 

10.
Each complaint should include a chronology of all events that occurred as part of the violation.  (S/LE)  

 FORMCHECKBOX 

11.
If the violation includes a lack of a permit, the reports must document what county, state, or federal agency issues such permits, must document that no permit/approval exists, and must give the name, address, and telephone number of a witness from the appropriate agency that can testify that such permit has not been issued to the offending party.  (S/L)

 FORMCHECKBOX 

12.
Once the investigation has been completed, all reports should be copied and taken to the prosecuting attorney's attention with a request for prosecution.  (E)

 FORMCHECKBOX 

13.
Note any previous documented violations by landowner/contractor.  (S/L/E)

 FORMCHECKBOX 

14.
Ensure prosecuting attorney includes restoration in the complaint.  (E/S/L)
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