City of Butler	Procedure for Property Condition Reporting	2025
Property Condition Reporting and Rental Occupancy Reporting Procedure (Landlords)
1. Download the Property Condition Report Form
· Visit cityofbutler.org/forms/ and select "2025 Property Condition Report Checklist."

2. Complete the Form
· Fill out all required information. Include any known code violations and planned abatement actions for the property.
· Note: While the checklist highlights priority items, all code violations should be listed. Refer to the FAQ for details on why this is important.
	C
3. Provide Tenant the Pennsylvania Tenant-Landlord Law Brochure
· Either give the tenant a printed copy or include the link to the brochure in your lease or as an addendum: Tenant-Landlord Rights Brochure.

4. Tenant Review and Signature
· Have the tenant review the completed Property Condition Report and sign it.
· If the tenant refuses to sign, write "Tenant Refuses Signature" in the tenant contact information section.

5. Submit the Report and Photos
· Email the completed form and required photos to firedepartment@cityofbutler.org
· Required photos include:
· A photo of the building with the house/building number visible.
· A photo of the main electrical box.

6. A city representative will confirm receipt of your submission.

7. Complete the Landlord Occupancy Report
· Choose one of two options:
· Online Form SubmissionComplete the form at Online Landlord Occupancy Report Form.
· Mail-In Submission
· Download the form: Landlord Occupancy Report - Mail-In Form.
· Submit the completed form to the City Treasurer:
Email: Citytreasurer@cityofbutler.org
Office of the Treasurer
Butler City Building
140 West North Street
Butler, PA 16001-5298

8. City Follow-Up
· If additional information or corrections are needed, the city will contact you.

9. Maintain Records
· If there are no issues, retain your copies of the forms and you are set for that rental until a new tenant moves in.

FAQ
Q1: Why should I include code violations on the form that are not listed on the checklist?
A1: Self-reporting issues with a date of abatement (removal of the concern/violation) provides several protections for landlords:
1. The Landlord/Tenant Ordinance allows the City to cite tenants for property damages under specific conditions. Accurate and complete condition reports are critical to implementing this provision effectively.
2. Code enforcement honors self-reporting and abatement timelines (provided they are reasonable). For example:
· If you report a broken window and indicate that repairs will be completed by October 1, code enforcement will not cite the property unless the repair is incomplete after the stated abatement date.
· You may extend the abatement date by resubmitting the form or contacting the department if delays occur.
· Self-reporting is respected during inspections unless the violation poses a severe health or safety concern (e.g., crumbling supports or broken glass with sharp edges).
Q2: Does this ordinance require me to know the entire building code?
A2: No, this ordinance does not require you to know the entire building code. The ordinance and checklist are tools to help you document the condition of your property and address key safety and maintenance issues. However, the ordinance does not override the building code. Landlords are still responsible for complying with the building code, which sets the minimum standards for property safety, maintenance, and construction.
If you are unsure about specific building code requirements, you are not expected to know every detail. Instead, focus on the items listed in the checklist and consult city officials, such as the Fire Department or Code Enforcement, for guidance on addressing specific issues. This approach ensures that you remain compliant without needing comprehensive knowledge of the entire building code.
Q3: How should I know what to self-report on the known abatement issues beyond the items on the checklist?
A3: Use your best judgment to identify and report any conditions on your property that could pose safety risks, violate building codes, or result in potential complaints from tenants or inspections by city officials. Self-reporting issues proactively helps protect you as a landlord by demonstrating your commitment to maintaining a safe and compliant property.
For example, if the checklist does not explicitly mention a damaged staircase railing, but you notice that it is loose or unstable, you should report it. While this may not be a listed item, it poses a safety hazard to tenants. You can include a brief note in your report, such as:
"Loose staircase railing identified on second floor. Repairs scheduled to be completed by [specific date]."
By documenting such issues and providing a timeline for repairs, you protect yourself from potential fines or tenant disputes. Additionally, this helps city officials understand that you are actively addressing concerns, which can result in more cooperative enforcement if other issues arise.
Q4: How many photos are required, and why?
A4: The 2025 checklist requires two photos:
1. Photo of the property with the house/building number clearly visible
· This photo is used by the Fire Department in Emergency Response software to improve response times and provide first responders with a general understanding of the structure.
2. Photo of the main electrical box
· Fire safety is the focus of the 2025 checklist. The main electrical box is one of two primary locations (along with gas lines) where catastrophic fires could start.
· The Fire Department reviews the photo for fire hazards and alerts landlords to concerns, working collaboratively on abatement.
· This photo is not used for code enforcement unless the landlord fails to address identified hazards.
Q5: I am not tech-savvy. How can I complete these forms?
A5: Physical forms are available at the City Building, located at 140 W. North Street.
Q6: What if I am unable to take or submit photos?
A6: Call the Fire Department at (724) 283-3100 to discuss and arrange support.
Q7: What should I do if I am unsure about an item on the 2025 checklist?
A7: Contact the Fire Department at (724) 283-3100 for clarification or assistance.

