
​EXHIBIT A​

​KEENE TOWNSHIP ZONING ENFORCEMENT PROCEDURE POLICY​

​1. Purpose​

​The purpose of this policy is to establish a fair, consistent, and progressive process for the enforcement of the​
​Township Zoning Ordinance, emphasizing voluntary compliance while ensuring due process.​

​2. Authority​

​This policy is adopted pursuant to the Township’s zoning ordinance and applicable state law, authorizing the​
​Zoning Administrator (ZA) to investigate and enforce violations.​

​3. General Enforcement Approach​

​The Township shall seek voluntary compliance whenever possible through progressive enforcement steps.​
​Each step provides reasonable notice and opportunity to correct violations prior to penalties.​

​4. Enforcement Procedure​

​Step 1 – Identification of Violation​

​Upon receipt of a complaint​​or observation​​of a potential violation, the ZA shall:​

​●​ ​Investigate the property​
​●​ ​Document findings, including photographs and notes​

​Step 2 – Courtesy Postcard​

​Timeline:​​Sent within 7 days of verification​

​A courtesy postcard shall be mailed to the property owner or occupant:​

​●​ ​Informing them of the violation(s) and supporting ordinance section(s)​
​●​ ​Requesting voluntary compliance or contact with the ZA​
​●​ ​Clearly stating that compliance is required or that further action will be taken​

​Compliance Period:​​10–14 days from mailing​

​Step 3 – Courtesy Letter (30-Day Notice)​

​Trigger:​​No response or correction following the postcard​

​A written courtesy letter shall be issued:​

​●​ ​Describing the violation(s) in plain language​
​●​ ​Referencing applicable ordinance provisions​



​●​ ​Requesting that the owner:​
​○​ ​Correct the violation(s), OR​
​○​ ​Contact the ZA with a plan for compliance​

​Compliance Period:​​30 days from the date of the letter​

​Step 4 – Formal Notice of Violation (Final Letter)​

​Trigger:​​Failure to comply or communicate within 30​​days​

​A formal Notice of Violation(s) shall be issued, which includes:​

​●​ ​Property identification and the responsible party​
​●​ ​Specific violation(s) and ordinance citation(s)​
​●​ ​Required corrective action​
​●​ ​Final compliance deadline​
​●​ ​Statement of potential penalties​

​Compliance Period:​​10–14 days from the date of notice​

​Step 5 – Re-Inspection​

​Following the final deadline, the ZA shall reinspect the property:​

​●​ ​If compliant → case closed​
​●​ ​If substantial progress → optional extension at ZA discretion​
​●​ ​If non-compliant → proceed to enforcement​

​Step 6 – Municipal Civil Infraction / Citation​

​If the violation(s) remains uncorrected:​

​●​ ​A citation or municipal civil infraction shall be issued​
​●​ ​The citation shall include applicable fines and response procedures​

​Step 7 – Continuing Violations and Monthly Fines​

​Any violation not corrected after issuance of a citation shall be considered a continuing offense:​

​●​ ​Additional fines can be issued daily or weekly until compliance is achieved​
​●​ ​Each day constitutes a separate violation​

​This approach is consistent with standard enforcement practices, where ongoing violations are subject to​
​repeated penalties until abated​

​Step 8 – Additional Remedies​

​If compliance is not achieved, the Township may pursue additional remedies, including:​

​●​ ​Court action​
​●​ ​Abatement of the violation(s)​
​●​ ​Assessment of costs to the property​



​5. Exceptions​

​The Township may accelerate enforcement and skip steps in cases involving:​

​●​ ​Immediate threats to public health or safety​
​●​ ​Environmental hazards​
​●​ ​Repeat or willful violations​

​6. Documentation​

​The ZA shall maintain records of:​

​●​ ​Complaints and inspections​
​●​ ​All notices sent​
​●​ ​Communication with property owners​
​●​ ​Dates of enforcement actions​

​7. Consistency​

​The Township Board authorizes the Zoning Administrator to implement this policy and make​
​reasonable adjustments to timelines when warranted by circumstances.​


