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Vetting Process – 

Overview  
This process outlines the necessary steps to complete the vetting and transfer of properties That have 
open violations.

Vetting Steps 

Submit Vetting Application  
Complete, sign, and notarize the vetting forms. All required documents must be submitted along 
with the application.  

Fees and Fines  
Owner must pay any outstanding Nuisance Abatement fees, fines and outstanding water bill balances 
must be paid as part of the approval process. Fines and fees must be paid by owner prior to transfer 
or be paid by the title company at closing.  

Application Review  
The completed application will be reviewed by a committee. A supervisor may contact you for 
additional documents, clarification, or corrections.  

Approval and Consent to Transfer  
If approved, you will receive a Consent to Transfer form. At that point, you may proceed with the 
property purchase.  

Obtain Permits and Hire Licensed Contractors  
Permits are to be pulled for work requiring one. You can reach out to Building Inspection at 
419-245-1220 to discuss what permits you may need.

Applicant Checklist ✅ 

☐ Vetting forms completed, signed, and notarized
☐ All required documents submitted with application
☐ Await and respond to any document requests
☐ All outstanding fees, fines and pre-demo fees and outstanding water bill balances must be paid,

before transfer, as part of the approval process.
☐ Receive Consent to Transfer
☐ Complete the transfer of property
☐ Permits pulled
☐ Licensed contractors hired for plumbing, electric, and HVAC
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Vetting Document 
What it means to vet someone? 

Vetting is the process of thoroughly investigating an individual, company, or other 
entity before making a decision to go forward with a joint project.  A background 
review is an example of a vetting process for a potential new property 
owner(s).  Once the vetting process is concluded, a well-informed renovation or 
compliance decision can be made.  All of the information listed below is required 
to be provided by the buyer and/or seller for the vetting process approval. 

Property to be reviewed:      Parcel # _________________ 

Address: __________________________________________________ 

Current owner(s) information(person that has authority to sell the property): 

Name:  

Current mailing address:  

Contact Phone number:  

Email address: ____________________________________________________ 

New owner(s) information(person that has authority to buy the property): 

Name:  

Current mailing address:  

Contact Phone number:  

Email address: ____________________________________________________ 

 Picture identification of both buyer and seller 

 Copy of Violation Letter(s) provided to new owner(s) 
*All LLC’s or privately owned entities are required to obtain agent/registrant
information.

Renovation/Compliance Description and Estimated costs 

Schedule of renovation/repair plan: 
List of repair items to include a schedule when the work will be performed  
and/or completed/projected Date: ____________________________________ 

  (recommended not to exceed 6 months) 
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Statement of assets: 

Copy of Bank/credit union/asset holder’s statement of financial ability to bring 
the property online or in compliance 
 

Outstanding balances 
Examples: Notice of liability, water bill(s), invoice(s), liens, etc.  
 
111.6 Transfer of ownership. It shall be unlawful for the owner of any 
welling unit or structure who has received a compliance order or upon whom 
a notice of violation has been served to sell, transfer, mortgage, lease or  
otherwise dispose of such dwelling unit or structure to another until the 
provisions of the compliance order or notice of violation have been complied 
with, or until such owner or the owner’s authorized agent shall first furnish the 
grantee, transferee, mortgagee or lessee a true copy of any compliance order 
or notice of violation issued by the code official and shall furnish to the code 
official a signed and notarized statement from the grantee, transferee, 
mortgagee or lessee, acknowledging the receipt of such compliance order or 
notice of violation and fully accepting the responsibility without condition for 
making the corrections or repairs required by such compliance order or notice 
of violation. 
 

The steps described in this memo are non-negotiable 

Jim Molnar, Building & Code Compliance Director 
 
 

New owner’s signature 
 
 
STATE OF OHIO 

COUNTY OF LUCAS 

Before me, a Notary Public, in and for Lucas County and State of Ohio,  

personally appeared __________________________________, who  

acknowledged that he/she did sign the foregoing instrument and that the  

same is their free act and deed.  In testimony whereof, I have set my hand  

and official seal this _______ day of ________________, 20________. 

 

______________________________________ 

Notary Public 
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