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CODE ENFORCEMENT UNIT REFERRAL FORMAT 

PURPOSE: 

To provide Division of Environmental Health (DEH) Staff with guidelines for the 
preparation of referrals of code enforcement cases to the County Code Enforcement Unit 
(CEU). If a land owner or responsible party has failed to voluntarily correct violations, as 
directed in written notice of violations from the Division of Environmental Health, then the 
matter may be referred to the CEU. The thoroughness of our investigation and content of 
the referral will assist the CEU in prioritizing and completing the code enforcement 
process. 

PROCEDURE: 

1. Prepare draft memorandum following the outline below and submit to the Unit
Supervisor with any file, notices, and supporting documentation for review. Staff
may also consult with the Senior or the Supervisor regarding the readiness for
referral and adequacy of investigation & steps taken.

2. Once approved by the supervisor, send a copy to the CEU and enter the date
referred within the Disposition section of the complaint.

Memorandum Contents: 

Prepared a memo on DHHS - DEH Memo letterhead template in Word with the following 
format and contents: 

Date: 

To: name, title, Code Enforcement Unit 

From: name, title, program, phone number 

CC: supervisor, DEH Director 
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