Termination Notice Process
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Program Administrator receives termination notices and inquiries from
landlord or tenant (Phone, email, mail, fax, no walk-ins): .
Inquiries from landlord or
. . - tenant.
1. Verify forms are in compliance .
2. Explain ordinance. — No further action. No
3. Answer questions/ concerns/ mediation attempts follow-upforB, C,D & E
4. General information on program (i.e. for cause termination questions) (500 units)
TIME: Estimated 1,700 units per year x 2 Hrs = 3,400 Hrs (10% of all units)
¢”” VALID notice ~> ¢ _INVALID notice _ >
Program Administrator reviews Program Administrator contacts:
valid notice. Provides response to | |1. Landlord to update that notice is invalid
tenant & landlord. 2. Tenant to update that landlord submitted incorrect
Notice is filed & data recorded. notice and therefore notice is invalid.
. . _ 3. Staff files & records data.
TIME: O00 unfox 1 Ay - oo 'ﬂrs TIME: 300 units x 2 Hrs = 600 Hrs
_______ voo L ¥ _
_-- Exceptions -~ Landlorql issues new and valid
C - Program Administrator takes action when: PRl notice or withdraws.
A 4 l
Capital Improvement Plan - H | | F.G 1&]J No Cause - A
| l v
o . Program Administrator reviews Program Administrator reviews documents,
Program Admlnlstratqr reviews _and documents, including relocation assistance including relocation assistance affidavit & new
approves CIP, including relocation affidavit. Limited follow up on complaints tenant rent affidavit. Limited follow up on
assistance affidavit. received. complaints received.
TIME: 50 units x 5 Hrs = 250 Hrs TIME: 200 units x 3 Hrs = 600 Hrs

TIME: 100 units x 2 Hr = 200 Hrs

\

|

v

v

Landlord is in compliance.
Relocation verification.
TIME: 300 units x 2 Hrs = 600 Hrs

Landlord did NOT comply.
Program Administrator does limited follow up &
refers noncompliance to City.
City serves & processes penalties.

TIME: 50 units x 2 = 100 Hrs

Total Annual Estimated Hours:
6,350 Hrs**

Assumptions:

** Assumes no "for cause™ notices are required to be filed with Program Administrator for exceptions B, C, D or E.

** All penalties and all enforcement is done by City Attorney's Office.
** Data entry and annual reporting are included in estimated hours.

** Does not include unit registration, fee collection or hearing officers hours.

** Does not include program setup or community outreach on ordinance.
** Assumes inclusion of single family homes.
** Does not include staff training, supervision or vacation/sick.



Rent

RRAC Review
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Increase Noticing

- Program Administrator
OPTIONAL ~ ~~

.- =~ - responds to inquiries & reviews
e MANDATORY RN 7" TenantfilesRIC forrent p a
( Landlord files rent increase OVER 5% \ ( increase UNDER 5% ;
N with Program Administrator /l S . . e
S (750 units estimated) _- = ~(1.00 units estlmateiciL -

Landlord files for review and approval

for change in utility billing if in

1. Review RIC

1. Verify forms are in compliance

2. Explains RRAC process

3. Answers questions/ concerns/ mediation

Private agreement
reached.
Written statement
filed with RRAC
Administrative
Staff.

5. Determine eligibility for RRAC meeting

Program Administrator contacts tenant/ landlord:

4. Provides forms for parties if interested in settlement

6. General information on program (i.e. rent increase questions)
TIME: 850 units x 3 Hrs = 2,550 Hrs

disagreement with tenant
TIME: 100 units x 2 Hrs = 200 Hrs

attempts — - -
Tenant initiated review of notice/ lease

language/ compliance with lease offer.
TIME: 250 units x 1 Hrs = 250 Hrs

r'

TIME: 400 units X

If CIP is ONLY a rent increase over 5%,

2 Hrs =800 Hrs

1. Prepares agenda and packet.

v
First RRAC meeting-Program Administrator:

Program Administrator reviews CIP.
TIME: 50 units x 5 Hrs = 250 Hrs

2. Schedules, attends meeting & prepares minutes.
TIME: 250 units x 1 Hrs = 250 Hrs

v

Landlord does not attend.
Notice invalidated.
Staff files & records data.

y

RRAC mediates and gives
recommendation
TIME: 200 units x 1 Hr = 200 Hrs

Tenant does not
attend or cancels.
Case dismissed.

TIME: 25 units x 1 Hr = 25 Hrs

No option for
additional review.
Staff files & records

A 4

Parties agree to RRAC
recommendation. Staff provides
written agreement for parties to e

data.

TIME: 25 units x 1
Hr =25 Hrs

Landlord or tenant disagrees with T \

sign at RRAC meeting. S RRAC recommendation _ -
Staff files & recordsdata | 00 T T T T ==----p---"77
TIME: 170 units x 1 Hr = 170 Hrs & ‘
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Landlord/ tenant file with City

Assumptions:

Landlord/ tenant file with petition for
BINDING independent hearing officer.

1. Verify petition filed within 15 days

2. Prepare documents

3. Scheduling & support of hearings

4. Staff files & records data, issues report.
Administrative Services Only-

for NON-BINDING review by
City Council:
1. City schedules review at
Council meeting
2. City prepares agenda
3. Staff files & records data
TIME: 10 units x 3 Hrs = 30 Hrs

TIME: 20 units x 3 Hrs = 60 Hrs

4,810 Hrs*

Total Annual Estimated Hours:

* Only rent increases greater than 5% must be filed with RRAC.

* Data entry and annual reporting are included in estimated hours.

* Does not include unit registration, fee collection, issuance of penalties or hearing officers hours.
* Does not include program setup and outreach to public.

* Does not include staff training, supervision or vacation/sick.
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