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AGENDA 
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                  Whitney Tipton                       Sara Cantor 
                  

 
Board Members 
Tomasa Espinoza 

Jim Hite 
Melvin Willis 

 
  

NOTICE: MASKS ARE STRONGLY ENCOURAGED!! 
 

 
Accessibility for Individuals with Disabilities 

 
Upon request, the City will provide for written agenda materials in appropriate alternative 
formats, or disability-related modification or accommodation, including auxiliary aids or services 
and sign language interpreters, to enable individuals with disabilities to participate in and 
provide comments at/related to public meetings. Please submit a request, including your name, 
phone number and/or email address, and a description of the modification, accommodation, 
auxiliary aid, service or alternative format requested at least two days before the meeting. 
Please submit a request, including your name, phone number and/or email address, and a 
description of the modification, accommodation, auxiliary aid, interpretation service or 

Link to Rent Board Meeting Agendas and Accompanying Materials: 
www.ci.richmond.ca.us/3375/Rent-Board  

http://www.ci.richmond.ca.us/3375/Rent-Board
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alternative format requested at least two days before the meeting.  Requests should be emailed 
to cynthia_shaw@ci.richmond.ca.us and rent@ci.richmond.ca.us or submitted by phone at 
(510) 620-5552. Requests made by mail to the Rent Program Office, Rent Board meeting, 440 
Civic Center Plaza, Suite 200, Richmond, CA 94804 must be received at least two days before 
the meeting. Requests will be granted whenever possible and resolved in favor of accessibility.  
  
 

NOTICE TO PUBLIC 
 
The City of Richmond encourages community participation at public meetings and has 
established procedures that are intended to accommodate public input in a timely and time-
sensitive way. As a courtesy to all members of the public who wish to participate in Rent Board 
meetings, please observe the following procedures: 
 
Public Comment on Agenda Items: Persons wishing to speak on a particular item on the agenda 
shall file a speaker form with City staff PRIOR to the Rent Board’s consideration of the item on 
the agenda. Once the clerk announces the item, only those persons who have previously 
submitted speaker forms shall be permitted to speak on the item. Each speaker will be allowed 
up to four minutes to address the Rent Board. 
 
Public Forum: Individuals who would like to address the Rent Board on matters not listed on the 
agenda or on items remaining on the consent calendar may do so under Public Forum. All 
speakers must complete and file a speaker’s card with City staff prior to the commencement of 
Public Forum. The amount of time allotted to individual speakers shall be determined based on 
the number of persons requesting to speak during this item. The time allocation for each 
speaker will be as follows: 15 or fewer speakers, a maximum of 4 minutes; 16 to 24 speakers, a 
maximum of 3 and one-half minutes; and 25 or more speakers, a maximum of 3 minutes. 
 
Conduct at Meetings: Richmond Rent Board meetings are limited public forums during which 
the City strives to provide an open, safe atmosphere and promote robust public debate. 
Members of the public, however, must comply with state law, as well as the City’s laws and 
procedures and may not actually disrupt the orderly conduct of these meetings. The public, for 
example, may not shout or use amplifying devices, must submit comment cards and speak 
during their allotted time in order to provide public comment, may not create a physical 
disturbance, may not speak on matters unrelated to issues within the jurisdiction of the Rent 
Board or the agenda item at hand, and may not cause immediate threats to public safety. 
 
City Harassment Policy: The City invites public comment and critique about its operations, 
including comment about the performance of its public officials and employees, at the public 
meetings of the City Council and boards and commissions. However, discriminatory or 
harassing comments about or in the presence of City employees, even comments by third 
parties, may create a hostile work environment, if severe or pervasive. The City prohibits 
harassment against an applicant, employee, or contractor on the basis of race, religious creed, 
color, national origin, ancestry, physical disability, medical condition, mental disability, marital 
status, sex (including pregnancy, childbirth, and related medical conditions), sexual orientation, 
gender identity, age or veteran status, or any other characteristic protected by federal, state or 
local law. In order to acknowledge the public’s right to comment on City operations at public 
meetings, which could include comments that violate the City’s harassment policy if such 
comments do not cause an actual disruption under the Council Rules and Procedures, while 
taking reasonable steps to protect City employees from discrimination and harassment, City 
Boards and Commissions shall adhere to the following procedures. If any person makes a 

mailto:cynthia_shaw@ci.richmond.ca.us
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harassing remark at a public meeting that violates the above City policy prohibiting harassment, 
the presiding officer of the meeting may, at the conclusion of the speaker’s remarks and allotted 
time: (a) remind the public that the City’s Policy Regarding Harassment of its Employees is 
contained in the written posted agenda; and (b) state that comments in violation of City policy 
are not condoned by the City and will play no role in City decisions. If any person makes a 
harassing remark at a public meeting that violates the above City policy, any City employee in 
the room who is offended by remarks violating the City’s policy is excused from attendance at 
the meeting. No City employee is compelled to remain in attendance where it appears likely that 
speakers will make further harassing comments. If an employee leaves a City meeting for this 
reason, the presiding officer may send a designee to notify any offended employee who has left 
the meeting when those comments are likely concluded so that the employee may return to the 
meeting. The presiding officer may remind an employee or any council or board or commission 
member that he or she may leave the meeting if a remark violating the City’s harassment policy 
is made. 
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REGULAR MEETING OF THE RICHMOND RENT BOARD 
 

AGENDA 
 

5:00 PM 
 

A. PLEDGE TO THE FLAG 
 

B. ROLL CALL 
 

C. STATEMENT OF CONFLICT OF INTEREST 
 

D. AGENDA REVIEW 
 

E. PUBLIC FORUM 
 

F. CONSENT CALENDAR 
 

F-1. APPROVE the minutes of September 17, 2025, 
Regular Meeting of the Richmond Rent Board.  

Cynthia Shaw 

F-2. APPROVE the minutes of September 30, 2025, 
Special Meeting of the Richmond Rent Board. 

Cynthia Shaw 

F-3. RECEIVE the Fiscal Year 2025-26 Monthly Activity 
Report through September 2025.  

Cynthia Shaw 

 
G. RENT BOARD AS A WHOLE 

 
G-1. 1. DIRECT staff to collaborate with the City 

Attorney’s Office and City of Richmond Staff to 
draft ordinance language consistent with 
existing City lien policy and procedures. 

2. DIRECT staff to return to the Rent Board with a 
draft proposed ordinance for possible approval 
and recommendation to the City Council.  

 

Nicolas Traylor 
 

 
H. REPORTS OF OFFICERS 

 
I. ADJOURNMENT 
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Any documents produced by the City and distributed to a majority of the Rent 
Board regarding any item on this agenda will be made available at the Rent 

Program Office located on the second floor of 440 Civic Center Plaza and will be 
posted at www.richmondrent.org.  

http://www.richmondrent.org/


AGENDA ITEM REQUEST FORM  
Department: Rent Program Department Head: Nicolas Traylor         Phone: 620-6564 
   
Meeting Date: October 15, 2025 Final Decision Date Deadline: October 15, 2025 

 
STATEMENT OF THE ISSUE: The minutes of the September 17, 2025, Regular Meeting of the Richmond Rent Board 
require approval.  
 
 
 
 
 
 
 

             
INDICATE APPROPRIATE BODY  

 City Council  Redevelopment 
Agency 

 Housing Authority  Surplus Property 
Authority 

 Joint Powers 
Financing Authority 

 Finance 
Standing 
Committee 

 Public Safety Public 
Services Standing 
Committee 

 Local Reuse Authority Other: Rent Board 

    
 

  

ITEM   

 Presentation/Proclamation/Commendation (3-Minute Time Limit) 

 Public Hearing    Regulation    Other: CONSENT CALENDAR 
 Contract/Agreement   Rent Board As Whole 
 Grant Application/Acceptance  Claims Filed Against City of Richmond     

 Resolution     Video/PowerPoint Presentation (contact KCRT @ 620.6759) 

  

 
 
 
 

 

 

 

 

 

 

 
AGENDA ITEM NO: 

                        F-1. 

 
 
rev 2/06  P:\City_Managers\Agenda Rqst  Formrev.doc 

RECOMMENDED ACTION: APPROVE the minutes of the September 17, 2025, Regular Meeting of the Richmond Rent 
Board – Rent Program (Cynthia Shaw 620-5552).   
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RICHMOND, CALIFORNIA, September 17, 2025 

The Regular Meeting of the Richmond Rent Board was called to 
order at 5:05 P.M. 
 

PLEDGE TO THE FLAG 
The Pledge of Allegiance was recited. 
 

ROLL CALL 
Board Members Present: Espinoza, Hite, Willis, Vice Chair 
Cantor, and Chair Tipton. 

Staff Present: Executive Director Nicolas Traylor, Deputy 
Director Fred Tran, and General Counsel Charles Oshinuga.  

Absent: None. 
 

STATEMENT OF CONFLICT OF INTEREST 

None. 
 

AGENDA REVIEW  

None. 
 
PUBLIC FORUM 

Cordell Hindler, a Richmond Resident, began by welcoming newly 
appointed Board Member Melvin Willis.  He invited Rent Board 
Members and staff to the following events: Richmond Rotary Club 
Weekly Meeting, scheduled for Friday, September 19, 2025; Spirit 
and Soul Festival held on Saturday, September 20th, and the 
Contra Costa Mayor’s Conference, hosted by the City of Martinez 
on October 2nd. Mr. Hindler also expressed appreciation for 
separating Appeal Hearings from Regular meeting agendas to 
streamline the process and make it less cumbersome. 
 

CONSENT CALENDAR 

On motion from Vice Chair Cantor, seconded by Board 
Member Espinoza, the Item(s) marked with an (*) were approved 
unanimously.  
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*F-1.  Approve the minutes of August 27, 2025, Special 
Meeting of the Richmond Rent Board. 

 *F-2. Receive the Rent Program FY 2025-26 Monthly 
Revenue and Expenditure Report through August 2025. 
  

REGULATIONS 

G-1. Executive Director Nicolas Traylor presented the matter to 
amend the following Chapter 8 Regulations: 

1. Regulation 801: Amended to clarify that the Petitioner carries 
the burden of proof and establishes the burden of proof as 
Preponderance of the Evidence.  

2. Regulation 804: Amended to clarify that the preliminary review 
of a petition is limited to procedural content and not substantive 
content. Additionally, the amendment would clarify the basis of 
finding a petition unacceptable and describes the steps a Petitioner 
would need to take to fix a petition that is found unacceptable. 
Finally, the Regulation would allow for staff to administratively 
dismiss, without prejudice, those petitions that have been found to 
be unacceptable and left uncorrected. 

3. Regulation 822: Allows the Hearing Examiner to decide a 
petition without a hearing where the Record contains sufficient 
undisputed facts.  

4. Regulation 844: Increases the time for a Hearing Examiner to 
issue their decision from 120 days to 150 days.   

The presentation included a Statement of the Issue, addressed the 
Recommended Action, Fiscal Impact, Background, discussed three 
issues with Regulations 801, 804, 822, and 844, and concluded 
with the Recommended Action. Discussion ensued. There were no 
public comments on this item.  

A motion was made by Vice Chair Cantor, and seconded by Board 
Member Willis, directing staff to revise Chapter 8 Regulations to 
include the edits discussed and return with the revised Regulations 
for approval on the Consent Calendar at the Special Meeting on 
September 30, 2025, passed by the following vote: Ayes: Board 
Member Espinoza, Hite, Willis, Vice Chair Cantor and Chair 
Tipton. Noes: None. Abstentions: None. Absent: None. 

REPORTS OF OFFICERS 

Executive Director Traylor reminded the Board that on September 30, 
2025, the Rent Program will hold a Special Meeting and Appeal 



 
    ITEM F-1                                                                      
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Hearing, beginning at 5:00 p.m. in the Multi-Purpose Room at 440 
Civic Center Plaza. The meeting will honor past Rent Board Members 
with Certificates of Appreciation, and light refreshments will be 
provided. 

Vice Chair Cantor requested that the past Board Member recognition 
start late, following the Appeal, and to inform past Board Members that 
the recognition ceremony will begin after the Appeal hearing. The 
Board agreed to hear the Appeal item first, followed by the recognition 
ceremony for former Board Members. 
 

ADJOURNMENT 

There being no further business, the meeting was adjourned at 5:51 
P.M.  
                                 Cynthia Shaw 
                               Staff Clerk  

          (SEAL)  

 

Approved: 
 
_______________________________ 
Rent Board Chair 
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AGENDA ITEM REQUEST FORM  
Department: Rent Program Department Head: Nicolas Traylor         Phone: 620-6564 
   
Meeting Date: October 15, 2025 Final Decision Date Deadline: October 15, 2025 

 
STATEMENT OF THE ISSUE: The minutes of the September 30, 2025, Special Meeting of the Richmond Rent Board 
require approval.  
 
 
 
 
 
 
 

             
INDICATE APPROPRIATE BODY  

 City Council  Redevelopment 
Agency 

 Housing Authority  Surplus Property 
Authority 

 Joint Powers 
Financing Authority 

 Finance 
Standing 
Committee 

 Public Safety Public 
Services Standing 
Committee 

 Local Reuse Authority Other: Rent Board 

    
 

  

ITEM   

 Presentation/Proclamation/Commendation (3-Minute Time Limit) 

 Public Hearing    Regulation    Other: CONSENT CALENDAR 
 Contract/Agreement   Rent Board As Whole 
 Grant Application/Acceptance  Claims Filed Against City of Richmond     

 Resolution     Video/PowerPoint Presentation (contact KCRT @ 620.6759) 

  

 
 
 
 

 

 

 

 

 

 

 
AGENDA ITEM NO: 

                        F-2. 

 
 
rev 2/06  P:\City_Managers\Agenda Rqst  Formrev.doc 

RECOMMENDED ACTION: APPROVE the minutes of the September 30, 2025, Special Meeting of the Richmond Rent 
Board – Rent Program (Cynthia Shaw 620-5552).   
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RICHMOND, CALIFORNIA, September 30, 2025 

The Special Meeting of the Richmond Rent Board was called to 
order at 5:10 P.M. 
 

PLEDGE TO THE FLAG 
The Pledge of Allegiance was recited. 
 

ROLL CALL 
Board Members Present: Espinoza, Willis, Vice Chair Cantor, 
and Chair Tipton. 

Staff Present: Executive Director Nicolas Traylor, Deputy 
Director Fred Tran, and General Counsel Charles Oshinuga.  

Absent: Board Member Hite. 
 

STATEMENT OF CONFLICT OF INTEREST 

None. 
 

AGENDA REVIEW  

None. 
 
PUBLIC FORUM 

Cordell Hindler, a Richmond Resident, extended several 
invitations to upcoming community events, including: 

• The Contra Costa Mayors’ Conference on December 4, 
2025, hosted by the City of Pinole. 

• The Council of Industries Boat Tour on October 24, 2025. 

• The Richmond Rotary Club meeting on October 17, 2025. 

Mr. Hindler also expressed appreciation for the scheduling of 
Special Meetings to hear Appeal Hearings as separate meetings. 

 
CONSENT CALENDAR 

On motion from Board Member Willis, seconded by Vice 
Chair Cantor, the Item(s) marked with an (*) were approved with 
Board Member Hite absent.  
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*F-1.  Receive the Fiscal Year 2025-26 Monthly Activity 
Report through August 2025. 

 *F-2. Amend the following Chapter 8 Regulations: 

1. Regulation 801: Amended to clarify that the Petitioner 
carries the burden of proof and establishes the burden of proof as 
Preponderance of the Evidence.  

2. Regulation 804: Amended to clarify that the preliminary 
review of a petition is limited to procedural content and not 
substantive content. Additionally, the amendment would clarify the 
basis of finding a petition unacceptable and describes the steps a 
Petitioner would need to take to fix a petition that is found 
unacceptable. Finally, the Regulation would allow for staff to 
administratively dismiss, without prejudice, those petitions that 
have been found to be unacceptable and left uncorrected. 

3. Regulation 822: Allows for the Hearing Examiner to decide 
a petition without a hearing where the Record contains sufficient 
undisputed facts.  

4. Regulation 844: Increases the time for a Hearing Examiner 
to issue their decision from 120 days to 150 days.   

Adopt the following Regulation:  

Regulation 801.5: Extension of Deadlines: Where staff is required 
to send a notice to a party and sends the notice by mail, any 
imposed deadline to respond to the notice shall be extended by five 
(5) calendar days. 
 

CONSIDERATION OF APPEALS 

G-1. General Counsel Charles Oshinuga presented on the matter of 
an Appeal regarding Petition No. RC23-T176: This matter 
concerns an appeal of the Hearing Examiner’s decision that 
awarded tenants $17,496.71. On appeal, the Appellant argued that 
at the prior Rent Board meeting, the Rent Board Ordered the 
matter to be remanded on the issue of Base Rent. The Remand was 
to allow Respondents to provide adequate evidence of Base Rent. 
Despite the Board’s allowance of additional evidence, the 
Respondents failed to submit any evidence. Thus, the Record 
remained the same with the same concerns with issues found at the 
prior Rent Board Hearing. 
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There were no public comments on this item. All parties to the 
case were present.  The Respondent requested interpretation, and 
all parties' times were doubled to present their case.  The Counsel 
for the Appellant was given 10 minutes to present and presented 
for 6 minutes and 8 seconds. Then the Respondent was given 14 
minutes to present and presented for 9 minutes and 53 seconds. 
Finally, the Appellant was given 4 minutes to close the 
presentation and presented for 2:02 minutes. After hearing the 
issues brought on appeal and considering the arguments of all 
parties on appeal, Vice Chair Cantor made a motion to approve the 
General Counsel's recommendation to reverse the Hearing 
Examiner's finding to the Base Rent amount and subsequent award 
of $17,496.71, as the Record has not changed since the prior 
hearing and thus, does not contain substantial evidence to support 
such a finding and subsequent award. Board Member Willis 
seconded the motion. The motion passed by the following vote: 
Ayes: Board Members Espinoza, Willis, Vice Chair Cantor and 
Chair Tipton.  Noes: None. Abstentions: None.  Absent: Board 
Member Hite. 
 
Rent Board Clerk Cynthia Shaw concluded the hearing and 
informed the parties that all parties would receive a Rent Board 
Decision within 30 days.  
 
 
PRESENTATION/PROCLAMATION 
 
H-1. Executive Director Nicolas Traylor presented on the matter to 
receive a presentation honoring past Rent Board members, with a 
brief ceremony to present individual Proclamations of 
Appreciation and a plaque displaying former Board Member 
names and terms.  The presentation included a special recognition 
honoring former Rent Board members for their service and 
leadership.  Rent Board Clerk Cynthia Shaw called the names of 
honorees. The list of Honorees recognized included:  

• Alana Grace Connor (2019–2023) 

• Carol Johnson (2021–2023) 

• Commieolla Duncan (2019–2021) 

• David Gray (2017–2019) 

• Elaine Dockens (2023–2025) 

• Emma Gerould (2017–2021) 
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• Karina Guadalupe (2023–2024) 

• Lauren Maddock (2017–2021) 

• Michael Vasilas (2021–2023) 

• Nancy Combs (2017–2019) 

• Shiva Mishek (2021–2023) 

• Virginia Finlay (2017–2023) 

Former Board Chair Virginia Finlay and Vice Chair Emma 
Gerould were present and received individual proclamations and 
certificates of appreciation. Mr. Traylor also announced that a 
perpetual plaque listing all past Board members was displayed at 
the Rent Program Office. 

The following individual gave public comments: Cordell Hindler.  

Serval Board members and staff expressed appreciation for the 
honorees’ foundational work establishing the Rent Program’s 
policies and regulations and acknowledged the contributions of 
past and present staff.  

Board Members received the item, and no formal vote was taken 
on this item.  

REPORTS OF OFFICERS 

There were no reports from Board Members and Staff. 

ADJOURNMENT 

There being no further business, the meeting was adjourned at 6:13 
P.M.  

 
                                 Ramona Howell 
                               Staff Clerk  

          (SEAL)  

 

Approved: 
 
_______________________________ 
Rent Board Chair 



AGENDA ITEM REQUEST FORM  
Department: Rent Program Department Head: Nicolas Traylor Phone: 620-6564 
   
Meeting Date: October 15, 2025 Final Decision Date Deadline: October 15, 2025 

 
STATEMENT OF THE ISSUE: The Monthly Activity Report is designed to provide members of the Rent Board and 
Richmond community with a quantitative summary of the Rent Program’s activities for the month and fiscal year-to-date. 
  
 
 
 
 
 
 
 
 
 
 

             
INDICATE APPROPRIATE BODY  

 City Council  Redevelopment 
Agency 

 Housing Authority  Surplus Property 
Authority 

 Joint Powers 
Financing Authority 

 Finance 
Standing 
Committee 

 Public Safety Public 
Services Standing 
Committee 

 Local Reuse Authority Other: Rent Board 

    
 

  

ITEM   

 Presentation/Proclamation/Commendation (3-Minute Time Limit) 

 Public Hearing    Regulation    Other: Consent Calendar 
 Contract/Agreement   Rent Board As Whole 
 Grant Application/Acceptance  Claims Filed Against City of Richmond     

 Resolution     Video/PowerPoint Presentation (contact KCRT @ 620.6759)  

 
 
 
 

 

 

 

 

 

 
 
 
 

AGENDA ITEM NO: 

F-3. 
 

 

 
rev 2/06  P:\City_Managers\Agenda Rqst  Formrev.doc 

RECOMMENDED ACTION: RECEIVE the Fiscal Year 2025-26 Monthly Activity Report through September 2025 - Rent 
Program (Cynthia Shaw 620-5552).   
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Rent Program
FY 2025-26 Monthly Activity Report

1
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45
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A B C D E F G H I J K L M N
Jul-25 Aug-25 Sep-25 Oct-25 Nov-25 Dec-25 Jan-26 Feb-26 Mar-26 Apr-26 May-26 Jun-26

MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL YTD TOTAL

Public Information & Enrollment Unit
Rent/Eviction Counseling Appointments By Phone 84 86 76 - - - - - - - - - 246              
Rent/Eviction Counseling Appointments By Walk-ins 31 48 32 - - - - - - - - - 111              
Rent/Eviction Counseling Questions Addressed By Email 262 139 242 - - - - - - - - - 643              
TOTAL RENT/EVICTION COUNSELING APPOINTMENTS 377 273 350 - - - - - - - - - 1,000          
Rent/Eviction Counseling Sessions Conducted in Spanish 83 61 99 - - - - - - - - - 243              
Rent/Eviction Counseling Sessions Conducted in Mandarin - - - - - - - - - - - - -               
Rent/Eviction Counseling Sessions Conducted in Cantonese - - - - - - - - - - - - -               
Rent/Eviction Counseling Sessions Conducted in Another Language - - - - - - - - - - - - -               
TOTAL RENT/EVICTION COUNSELING APPOINTMENTS IN A LANGUAGE OTHER THAN 
ENGLISH 83 61 99 - - - - - - - - - 243              
Legal Service Referrals 14 15 7 - - - - - - - - - 36                
Mediations Conducted - - - - - - - - - - - - -               
Assists from Front Office Staff 187 199 472 - - - - - - 15 - - 873              
Courtesy Compliance Letters Sent 370 348 323 - - - - - - - - - 1,041           
Community Workshop Attendees - - - - - - - - - - - - -               
Hard Copy Rent Increase Notices Processed 66 43 35 - - - - - - - - - 144              
Hard Copy Termination of Tenancy Notices Processed 33 12 10 - - - - - - - - - 55                
TOTAL HARD COPY NOTICES PROCESSED 99 55 45 - - - - - - - - - 199              
Billing/Enrollment/Registration Counseling Appointments In-Person 5 - - - - - - - - - - - 5 
Billing/Enrollment/Registration Counseling Appointments By Phone - - 92 - - - - - - - - - 92                
Billing/Enrollment/Registration Counseling Questions Addressed By Email - 15 40 - - - - - - - - - 55                
TOTAL BILLING/ENROLLMENT/REGISTRATION COUNSELING APPOINTMENTS 5 15 132 - - - - - - - - - 152              
Enrollment/Tenancy Registration Packets Mailed - - - - - - - - - - - - -               
Enrollment Forms Processed 5 1 - - - - - - - - - - 6 
Rental Housing Fee Invoices Generated - 4 35 - - - - - - - - - 39                
Checks Processed - - - - - - - - - - - - -               
Checks Returned - - - - - - - - - - - - -               
Tenancy Registrations Received - 1 5 - - - - - - - - - 6 
Rental Units Discovered Not in Database 1 1 - - - - - - - - - - 2 
Property Information Updated - - - - - - - - - - - - -               
Compliance Actions (Reviewing Records, Exemption Statuses, Addresses) 1 5 - - - - - - - - - - 6 
Applications for Administrative Determination of Exempt/Inapplicable Status Received - - 27 - - - - - - - - - 27                
Administrative Determination of Exempt/Inapplicable Status Issued 6 5 - - - - - - - - - - 11                
Declarations of Exemption Processed - - - - - - - - - - - - -               
LEGAL UNIT
Public Records Act Requests Received 5 4 5 - - - - - - - - - 14                
Owner Move-In Eviction Termination of Tenancy Notices Reviewed 2 - - - - - - - - - - - 2 
Withdrawal from the Rental Market (Ellis Act)Termination of Tenancy Notices Reviewed - 1 - - - - - - - - - - 1 
Substantial Repairs Termination of Tenancy Notices Reviewed - - 3 - - - - - - - - - 3 
Appeal Hearings Held - 1 1 - - - - - - - - - 2 
HEARINGS UNIT
Consultations with Hearings Unit Coordinator By Phone 29 41 133 - - - - - - - - - 203              
Hearings-Related Questions Addressed by Email 20 65 55 - - - - - - - - - 140              
TOTAL HEARINGS-RELATED CONSULTATIONS 49 106 188 - - - - - - - - - 343              
MNOI Petitions Received (Attachment A) - - - - - - - - - - - - -               
Increased in Occupants Petitions Received (Attachment B) - - - - - - - - - - - - -               
Increase in Space or Services Petitions Received (Attachment C) 1 - - - - - - - - - - - 1 
Restoration of Denied AGA Petitions Received (Attachment D) - - - - - - - - - - - - -               
Landlord Individual Rent Adjustment Petitions Received 1 - 1 - - - - - - - - - 2 
Landlord Petition to Determine Exempt Status Received - - - - - - - - - - - - -               
TOTAL LANDLORD PETITIONS RECEIVED 2 - 1 - - - - - - - - - 3 
Excess Rent or Failure to Return Sec Dep Petitions Received (Attachment A) - - 1 - - - - - - - - - 1 
Decrease in Space/Services or Habitability Petitions Received (Attachment B) 2 1 - - - - - - - - - - 3 
Reduction in Number of Tenants Petitions Received (Attachment C) - - - - - - - - - - - - -               
Tenant Petition Based on Multiple Grounds 2 2 1 - - - - - - - - - 5 
Tenant Petition for Rent Witholding Petitions Received - - - - - - - - - - - - -               
Tenant Petition for Failure to Pay Relocation Payment Petitions Received - - 2 - - - - - - - - - 2 
TOTAL TENANT PETITIONS RECEIVED 4 3 4 - - - - - - - - - 11                
Petition for Determination of Occupancy Status - - - - - - - - - - - - -               

Page 1 of 2
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Rent Program
FY 2024-25 Monthly Activity Report

1
2

A B C D E F G H I J K L M N
Jul-25 Aug-25 Sep-25 Oct-25 Nov-25 Dec-25 Jan-26 Feb-26 Mar-26 Apr-26 May-26 Jun-26

MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL MTD ACTUAL YTD TOTAL
68
69
70
71
72
73
74
75
76
77
78
79
80
81
82
83
84
85
86
87
88
89
90
91
92
93
94
95
96
97
98
99

100

Petition for Initial Rent Determination -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Request to Expedite Hearing Process -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Request for a Continuance of the Hearing Process -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Subpoena(s) -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
TOTAL OTHER PETITIONS RECEIVED -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Decisions Ordered 1                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   1                  
Cases Settled 2                       4                       4                       -                   -                   -                   -                   -                   -                   -                   -                   -                   10                
Cases Dismissed 1                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   1                  
Petitions Withdrawn -                   -                   2                       -                   -                   -                   -                   -                   -                   -                   -                   -                   2                  
TOTAL CASES CLOSED 4                       4                       6                       -                   -                   -                   -                   -                   -                   -                   -                   -                   14                
Appeals Received -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Total Open Cases (Tenant Petitions) 10                     10                     7                       -                   -                   -                   -                   -                   -                   -                   -                   -                   27                
Total Open Cases (Landlord Petitions) 2                       1                       2                       -                   -                   -                   -                   -                   -                   -                   -                   -                   5                  
Total Open Cases (Other Petitions) -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
TOTAL OPEN CASES 12                     11                     9                       -                   -                   -                   -                   -                   -                   -                   -                   -                   32                
Form Submissions
Agent Authorization -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Proof of Excess Rent Refund -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Proof of Permanent Relocation Payment 2                       1                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   3                  
Proof of Temporary Relocation Payment -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Change in Terms of Tenancy -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Tenancy Registration Forms Processed -                   -                   -                   -                   -                   -                   -               
TOTAL RENT INCREASE NOTICES FILED 148                  154                  459                  -                   -                   -                   -                   -                   -                   -                   -                   -                   761              
Termination of Tenancy - Nonpayment of Rent 143                  117                  312                  -                   -                   -                   -                   -                   -                   -                   -                   -                   572              
Termination of Tenancy - Breach of Lease 12                     5                       4                       -                   -                   -                   -                   -                   -                   -                   -                   -                   21                
Termination of Tenancy - Failure to Give Access -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
Termination of Tenancy - Nuisance -                   1                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   1                  
Termination of Tenancy - Withdrawal from the Rental Market -                   2                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   2                  
Termination of Tenancy - Owner Move-In 2                       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   2                  
Termination of Tenancy - Substantial Repairs 2                       -                   3                       -                   -                   -                   -                   -                   -                   -                   -                   -                   5                  
Termination of Tenancy - Temporary Tenancy -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -               
TOTAL TERMINATION OF TENANCY NOTICES FILED 159                  125                  319                  -                   -                   -                   -                   -                   -                   -                   -                   -                   603              
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AGENDA ITEM REQUEST FORM  
Department: Rent Program Department Head: Nicolas Traylor         Phone: 620-6564 
   
Meeting Date: October 15, 2025 Final Decision Date Deadline: October 15, 2025 

 
STATEMENT OF THE ISSUE: In accordance with the Rent Ordinance, the Richmond Rent Program’s budget is funded 
by the Residential Rental Housing Fee paid by Richmond Landlords. The Residential Rental Housing Fee is designed to 
allow the Rent Program to recover program costs of all budgeted operations. Adopting a lien policy as an additional tool 
would strengthen collection efforts by establishing a legal claim on the property with unpaid fees. Staff recommend the 
Richmond Rent Board consider adopting similar Rent Program procedures that align with the City of Richmond’s current 
policy administered through the Finance Department. In accordance with the Cooperation Agreement reached in 2025 
between the Rent Board and City of Richmond, an adoption of a Rent Board-specific Lien Ordinance would increase the 
Rent Program’s financial stability and mandate to remain independent from, yet integral to the City of Richmond. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

             
INDICATE APPROPRIATE BODY  
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Authority 
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  Presentation/Proclamation/Commendation (3-Minute Time Limit) 
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 Contract/Agreement   Rent Board As Whole 
 Grant Application/Acceptance  Claims Filed Against City of Richmond     

 Resolution     Video/PowerPoint Presentation (contact KCRT @ 620.6759)  
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                        G-1. 
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RECOMMENDED ACTION:   
 
1. DIRECT staff to collaborate with the City Attorney’s Office and City of Richmond Staff to draft ordinance language 
consistent with existing City lien policy and procedures. 
 
2. DIRECT staff to return to the Rent Board with a draft proposed ordinance for possible approval and recommendation to 
the City Council. – Rent Program (Nicolas Traylor/Fred Tran 620-6564).   
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DATE:  October 15, 2025 

TO:   Chair Tipton and Members of the Richmond Rent Board 

FROM:  Nicolas Traylor, Executive Director 

     Fred Tran, Deputy Director 

 

STATEMENT OF THE ISSUE 

In accordance with the Rent Ordinance, the Richmond Rent Program’s budget is funded 
by the Residential Rental Housing Fee paid by Richmond Landlords. The Residential 
Rental Housing Fee is designed to allow the Rent Program to recover program costs of 
all budgeted operations. Adopting a lien policy as an additional tool would strengthen 
collection efforts by establishing a legal claim on the property with unpaid fees. Staff 
recommend the Richmond Rent Board consider adopting similar Rent Program 
procedures that align with the City of Richmond’s current policy administered through 
the Finance Department. In accordance with the Cooperation Agreement reached in 
2025 between the Rent Board and City of Richmond, an adoption of a Rent Board-
specific Lien Ordinance would increase the Rent Program’s financial stability and 
mandate to remain independent from, yet integral to the City of Richmond. 

 

RECOMMENDED ACTION 

1. DIRECT staff to collaborate with the City Attorney’s Office and City of Richmond 
Staff to draft ordinance language consistent with existing City lien policy and 
procedures. 

2. DIRECT staff to return to the Rent Board with a draft proposed ordinance for 
possible approval and recommendation to the City Council.  

 

FISCAL IMPACT: There is no fiscal impact currently. 

 

AGENDA REPORT 
CITY OF RICHMOND RENT PROGRAM 
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DISCUSSION 

Goals of a Rent Board-Specific Lien Ordinance 

The central goal of a Rent Board-specific Lien Ordinance is to introduce an additional 
enforcement tool that will be more impactful with collections.  A Rent Board-specific lien 
policy would:  

1. Streamline Enforcement 
Rent Program will embed lien authority within the City’s existing lien process, 
reducing administrative lag and dependency on broader City processes. 

2. Boost Compliance 
Liens deliver a strong incentive for property owners to pay fees and a mechanism 
for collection if outstanding fees exist. The outstanding fees would attach to 
property taxes. 

3. Protect Revenue Stream 
Ensures more timely collection of fees needed to fund Rent Board operations, 
providing more fiscal stability annually.   

4. Leverage Cooperative Agreement Benefits 
Enables implementation of the division of recovered lien revenue (90% Board, 
10% City) already negotiated in Cooperation Agreement with the City of 
Richmond.   

5. Clarify Roles and Authority 
Defines the Rent Board’s direct powers and responsibilities around enforcement, 
giving the Rent Board authority to assess liens on properties, issue 
decisions/determinations and adjudicate claims therein through an appeals 
process. 

6. Provide for Due Process 
An appeals process provides for fair treatment of parties and ability to object to 
unwarranted or incorrect charges. 

 

Recommended Features of a Rent Board Lien Policy 

To be legally sound, equitable, and administratively feasible, the lien policy should 
include the following elements: 

1. Rent Board Statutory Authority & Council Coordination 

o Upon adopting its preferred Lien Ordinance, the Rent Board would 
recommend the City Council to consider adoption of the necessary 
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ordinance amendments to include liens for validated and unpaid 
Residential Rental Housing Fees. 

2. Penalties, Interest, and Administrative costs 

o Continue to permit assessment of a reasonable late penalty. The lien 
amount should expressly include outstanding Residential Rental Housing 
Fees, and statutory late penalties.  

3. Notice & Cure Procedures (providing due process) 

o Send initial delinquency notice (30-45 days after final 90-day penalty due 
date) including statement of amounts owed, penalty schedule, and how to 
pay. 

o Send a final notice at least 30 days before lien recordation that explains 
impending lien, and rights to administrative appeal/hearing. 

o Provide an administrative appeal process, leading to a hearing that 
temporarily stays lien recording while appeal is pending if an appeal is 
filed timely. 

4. Coordination with County Recorder & Lien Release Procedures 

o Specify the process for preparing and recording a lien (legal description, 
parcel ID, amount owed), including staff authority to record after notices 
and appeal windows expire.  

o Provide for prompt lien release upon full payment and for a partial release 
if partial payment resolves secured portion. 

5. Cost Recovery & Collection Prioritization 

o Ensure policies allow recovery of Rent Program and City of Richmond 
staff time and recording costs as part of the lien amount to avoid 
subsidizing collection costs for compliant payers.  

6. Reporting & Oversight 

o Require staff to provide periodic reports to the Rent Board summarizing 
liens recorded, amounts recovered, pending appeals, and estimated 
uncollected unpaid fee balances. 

7. Confidentiality & Tenant protections 

o Liens attach to the property/owner’s interest, not to tenants. Ensure 
communications do not imply tenant liability and do not interfere with 
tenant protections under local/state law. 
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How the Current City of Richmond’s Lien Ordinance Works 

To examine how the Rent Program would administer a Rent Program specific lien 
ordinance (amending Richmond Municipal Code), it’s important to understand the 
framework the City of Richmond currently uses for placing  and collecting liens on 
properties in Richmond.   

1) Assessment & Debt Creation: Under RMC RMC §§7.04.410–7.04.680, after 
internal collection efforts are exhausted, the City may assess a debt to delinquent 
business owner in the form of a lien against the property/business. 
 

2) Notice of Hearing on Lien: Pursuant and consistent with “due process of law” 
and RMC §7.04.415 the City of Richmond Municipal Code requires providing the 
debtor with notice of their right to appeal a lien and seek an administrative 
hearing on the matter. 
 

3) Public Hearing and Council Approval: The City Manager prepares list of lien 
candidates and sets a hearing date and place for the City Council to adjudicate 
those liens. Under RMC §7.04.415, a notice is mailed out to the debtor/property 
owner at least 10 days prior to a hearing (with Proof of Service at mailing).  At the 
scheduled public hearing, the City Council considers the staff report/Agenda 
Report and any objections associated with the appeal.  
 

4) Collection Through County Tax Assessment: If the City Council 
confirms/approves the proposed liens, the unpaid charges become a special 
assessment.  When a lien becomes a special assessment, the debt must be paid 
through the owner’s property tax bill.  To collect the lien through a County tax 
assessment, RMC §7.04.420 requires that the City Manager transmit unpaid 
amounts (may include tax, penalties, 1% per month interest, administrative 
charges, lien release fee) to County Assessor. 
 

5) Recording of Lien: After the County receives the approved lien list, RMC 
§7.04.425 requires the lien to be recorded with the Contra Costa County 
Recorder. Until the debt is fully collected a special assessment on the property 
tax bill remains as a lien.  
 

6) Audit, Determination and Deficiency Notices: To ensure compliance and 
accurate reporting/lien decisions, RMC §§7.04.430–7.04.450 authorizes the City 
to examine books, records, returns or declarations to verify that the declared 
amount(s) are true and to limit underpayments or miscalculations of fees or taxes 
due.  
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7) Redetermination Process: The City is authorized through an audit process to 
reclassify/redetermine (and in some cases retroactively reclassify) the status of 
what is owed to the City and Rent Board (e.g. the debtor has under reported 
income or improperly registered a property resulting in lower or higher 
fees/taxes).  
  

8) Appeal to a Hearing Officer after Audit, Determination, Deficiency Notice or 
Redetermination: Pursuant due process, any reclassification or reassessment 
provides for proper notification by the City of Richmond of any determination 
issues, with Proof of Service by mail becoming final in 20 days unless the 
taxpayer files a petition for redetermination under RMC §7.04.500. 
Redeterminations of assessments are reviewed by the City Manager, with an oral 
hearing available upon request.  After the matter is reviewed and approved by 
the City Manager or designated staff, a final decision is issued 20 days after 
service, unless appealed. 
 

9) Collection and Enforcement: Upon final determination of the debt owed to the 
City, if unpaid, the property/business is subject to lien recorded with the County 
and placed on the property tax bill as a special assessment. Collection of the lien 
cannot be stopped with an injunction, or court order, since due process was 
provided to both parties through the administrative lien process. 
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Flow-Chart of Current City of Richmond Lien Process 

Below is a process flow-chart that further clarifies the current lien process in Richmond: 

 

 

 

Proposed Outline of a Rent Board/Rent Program Lien Process   

1. Staff would attempt standard collection outreach (30, 60, 90-day) prior to listing 
the account as lien list worthy delinquent  

2. For accounts meeting lien threshold, Staff would send a final 30-day pre-lien 
notice including payment and appeal instructions. 
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3. An account would be deemed delinquent once it is considered “unpaid” and 
therefore a debt to the City/Rent Program. Depending on the designated policy, 
accounts would be considered unpaid/delinquent after a specified period (usually 
30 to 45 days after standard collection period of 30-90 days) has expired. The 
Rent Program would issue and serve the required notice of a right to a hearing 
and the right to object to a determined lien.  

4. The Executive Director of the Rent Program (instead of the City Manager) would 
generate a delinquency list to coincide with the City of Richmond’s annual list of 
proposed liens.  

5. If no payment, appeal, or accepted payment plan, staff prepares lien 
documentation and forwards to the Rent Program’s General Counsel for legal 
review.   

6. After receiving the legal recommendation, the Rent Program’s Executive Director 
will issue a lien decision. If the decision is appealed, the appeals process begins 
(decision is appealed to a Hearing Officer/Examiner) with reasonable legally 
defendable due process deadlines to submit arguments, evidence and 
objections.   

7. After appeals process is exhausted, staff provide the Board with a list of 
recommended liens for potential approval and seek direction from the Board to 
include proposed liens in the City of Richmond’s annual list of proposed liens 
seeking City Council approval.  

8. Board approved liens list would go to the City Manager and Finance Director for 
review and inclusion in the overall lien list. 

9. If approved by the City Council, liens would be recorded with County Recorder; 
the City/County may charge administrative recording fees according to 
established amount and add that to lien amount.   

10. Notify owner and provide instructions for lien release upon payment. If owner 
requests a reasonable payment plan within 30 days of recording, staff may 
negotiate a plan with conditions (e.g., partial payment up front). 

Note: Rent Board may promulgate regulations that clarify the timing of lien collection 
periods, appeal and objection deadlines and other pertinent deadlines. 
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Flowchart of Proposed Rent Board/Program Lien Process 
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Implementation Roadmap (Next Steps) 

Step 1 - Rent Board and Staff Action:   Board approves the overall lien policy 
framework and directs staff to work with City staff to finalize recommendations.  After 
consulting with City Staff, Rent Program Staff would bring the final proposed lien policy 
back to the Rent Board for final approval and recommendation to City Council.    

Step 2 - Legal Review: Request City Attorney to review draft policy and work with Rent 
Program General Counsel to prepare any necessary ordinance language or City 
Council resolution.   

Step 3 - Council Consideration: Present recommended ordinance to City Council.  

Step 4 - Operational Preparation: If Lien Ordinance and policy approved by City 
Council, Rent Program staff to draft standardized notices, appeal forms, payment plan 
templates, internal workflows, staff training, and reporting templates.   

Step 5 - Implementation & Monitoring: Begin implementing lien policy after Council 
authorization; report annually to the Board with enforcement outcomes and fiscal 
effects. 

 

Conclusion 

Adopting a well-designed Lien Ordinance and policy is a prudent next step to protect 
Rent Program funding to ensure equitable treatment of compliant property owners, and 
provide a clear, defensible administrative pathway for collecting severely delinquent 
Residential Rental Housing Fee balances. Staff recommends the Board direct staff to 
work with the City of Richmond to develop a proposed Lien Ordinance and policy for 
Board and City Council approval. 

 

ATTACHMENTS: 

Attachment 1: City of Richmond Business Tax Debt Lien Ordinance  

Attachment 2: Copy of Cooperative Cost Pool Agreement  

 



This page intentionally left blank 



ITEM G-1 
ATTACHMENT 1 

7.04.410 - Business tax a debt—Liens.  

The amount of any business tax and penalty imposed by this chapter shall be deemed a debt to the 
city; and any person carrying on any business without first having procured a business tax certificate from 
the city, or without having paid all appropriate and due taxes, penalties, interest, and fees city shall be 
liable to an action in the name of the city in any court of competent jurisdiction, for the amount of taxes, 
penalties, interest, and fees imposed on such person.  

The city must commence an action to collect any tax, penalty, or interest within the time required by 
California law and subject to any applicable tolling periods. To the extent allowed by California law 
"applicable tolling periods" includes, but is not limited to, any period during which the city is unaware of 
the existence of a business or the ongoing activities of a business due to the taxpayer's failure to obtain a 
business license or failure to comply with annual reporting requirements, the time during which a taxpayer 
pursues any administrative review or appeals, and the time during which the city pursues any lawful audit. 
(See City of Los Angeles v. Centex Telemanagement, Inc. (1994) 29 Cal.App.4th 1384.)  

The amount of taxes, penalties, interest, and fees imposed under the provisions of this chapter is 
assessed against the business property on which the tax is imposed in those instances where the owner 
of the business and the business property are one and the same. If the taxes are not paid when due, 
such tax, penalty and interest shall constitute an assessment against such business property and shall be 
a lien on the property for the amount thereof, which lien shall continue until the amount thereof including 
all penalties and interest are paid, or until it is discharged of record.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.415 - Notice of hearing on lien.  

The City Manager shall prepare a written notice of those persons against whose property the city will 
file liens and submit that notice to the city council. The city council shall forthwith fix a time and place for a 
public hearing on such notice.  

The City Manager shall cause a copy of such notice to be served upon the owner of the 
business/business property not less than ten days prior to the time fixed for such hearing. Mailing a copy 
of such notice to the owner of the business/business property at the address listed in the most recent 
property ownership records provided to the city by the County Assessor as of the date that the City 
Manager causes notice to be mailed shall comprise proper service. Service shall be deemed complete at 
the time of deposit in the United States mail.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.420 - Collection of delinquent taxes by special tax roll assessment.  

With the confirmation of the report by the City Council, the listed delinquent business tax charges 
that remain unpaid by the owner of the business/business property shall constitute a special assessment 
against said business property and shall be collected at such time as is established by the County 
Assessor for inclusion in the next property tax assessment.  

The City Manager shall turn over to the County Assessor for inclusion in the next property tax 
assessment the total sum of unpaid delinquent business tax charges consisting of the delinquent 
business taxes, penalties, interest at the rate of one percent per month or fraction thereof from the date of 
recordation to the date of lien, an administrative charge in the amount set forth in the City of Richmond 
master fee schedule (as amended from time-to-time) and a release of lien filing fee in an amount equal to 
the amount charged by the Contra Costa County Recorder's Office.  

Thereafter, said assessment may be collected at the same time and in the same manner as ordinary 
property taxes are collected, and shall be subject to the same penalties and the same procedure of sale 

http://newords.municode.com/readordinance.aspx?ordinanceid=1168251&datasource=ordbank
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as provided for delinquent ordinary property taxes. The assessment liens shall be subordinate to health 
and safety liens except for those of state, county, and municipal taxes with which it shall be upon parity. 
The lien shall continue until the assessment and all interest and charges due and payable thereon are 
paid. All laws applicable to the levy, collection, and enforcement of municipal taxes shall be applicable to 
said special assessments.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.425 - Recordation of lien for delinquent charges.  

Upon confirmation of the report of delinquent business tax charges by the City Council, a lien on the 
real property for delinquent business tax charges which were assessed will be recorded with the 
Recorder of the County of Contra Costa.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.430 - Audit—Examination of books, records, witnesses.  

The city may conduct audits and examinations pursuant to the terms of this section. The City 
Manager or any authorized employee is authorized to examine the books, papers, tax returns, and 
records of any person subject to this chapter for the purpose of verifying the accuracy of any declaration 
made, or if no declaration was made, to ascertain the business tax due.  

Every person subject to the provisions of this chapter is directed and required to furnish to the City 
Manager, the means, facilities, and opportunity for making such examination and investigations. The City 
Manager is authorized to examine a person under oath, for the purpose of verifying the accuracy of any 
declaration made, or if no declaration was made, to ascertain the business tax or registration fees due 
under this chapter. In order to ascertain the business tax or registration fees due under this chapter, the 
City Manager may compel, by administrative subpoena, the production of relevant books, papers and 
records and the attendance of all persons as parties or witnesses.  

The refusal to submit to such examination or production by any employer or person subject to the 
provisions of this chapter shall be deemed a violation of this chapter, and administrative subpoenas shall 
be enforced pursuant to applicable state law.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.435 - Results of audit—Reclassification determination.  

(a)  Notice of Determination. If, pursuant to an audit or examination conducted pursuant to Section 
7.04.430, the city determines that a person's business activity should be reclassified, the city may 
issue a notice of determination ordering such reclassification.  

(b)  Reclassification—Prospective Only. If an audit or examination results in reclassification, not made 
necessary by earlier misclassification based upon incorrect and/or incomplete information supplied by 
a taxpayer to the city, the reclassification shall be effective in the current year only and shall not be 
retroactive.  

(c)  Reclassification—Retroactive. If an audit or examination results in reclassification made necessary 
by earlier misclassification based upon incorrect or incomplete information supplied by a taxpayer to 
the city, penalties and interest pursuant to Sections 7.04.400 and 7.04.405 shall be retroactively 
assessed upon amounts underpaid from the date the correct taxes would have been due.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

http://newords.municode.com/readordinance.aspx?ordinanceid=1168251&datasource=ordbank
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7.04.440 - Results of audit—Deficiency determination.  

(a)  Notice of Determination. If, pursuant to an audit or examination conducted pursuant to Section 
7.04.430, the city determines that a person's has not properly completed any declaration, has failed to 
make a declaration, has improperly calculated the amount of business tax owed, or made some similar 
error or omission, the city may issue a notice of determination ordering an appropriate correction.  

(b)  Recomputation of Tax—Authority to Make—Basis of Recomputation. If the City Manager, in the 
exercise of reasonable discretion, is not satisfied with the declaration or declarations of the tax or the 
amount of tax computed, the City Manager may compute and determine the amount required to be 
paid upon the basis of the facts contained in the declaration or declarations or upon the basis of any 
factual information within the City Manager's possession or that may come into the City Manager's 
possession. One or more deficiency determination may be made of the amount due for one or for more 
than one period.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.445 - Determination if no declaration filed—Penalty.  

(a)  Notice of Determination. If any person fails to file a declaration as required by this chapter, the City 
Manager may issue a notice of determination imposing a penalty pursuant to the terms of this section.  

(b)  Estimate, Computation, Penalty. If any person fails to file a declaration as required by this chapter, 
the City Manager may, in the exercise of reasonable discretion, make an estimate of the amount of 
the gross receipts or other measure of tax applicable to the person or persons subject to the tax. The 
estimate shall be made for the period or periods for which the person failed to file a declaration and 
shall be based upon any factual information in the city's possession or which may come into the city's 
possession. Upon the basis of this estimate, the City Manager may impose a penalty of up to ten 
percent of the tax estimated to be owed, in addition to any penalties and interest that may be due 
pursuant to Section 7.04.400 and Section 7.04.405.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.450 - Notice of determination—Service of—Finalization—Payment.  

Any notice of determination issued by the city pursuant to this chapter shall be served personally or 
mailed to the taxpayer at the taxpayer's last address shown on the city's records. If served personally, 
such service is deemed complete at the time of personal service. If mailed, such service is deemed 
complete at the time of deposit in the United States mail. All notices of determination shall state any 
related penalties or interest.  

Notices of determination shall become final 20 days after service is deemed complete, unless an 
extension is granted by the city or the taxpayer files a timely petition for redetermination pursuant to 
Section 7.04.500.  

The taxpayer shall have 20 days after a notice of determination becomes final to pay any additional 
tax liability described in the notice of determination. If full payment is not timely received, the unpaid 
amount is deemed to be delinquent. Interest pursuant to Section 7.04.405 shall begin accruing upon 
delinquent amounts and penalties shall be assessed upon delinquent amounts pursuant to Section 
7.04.400.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.500 - Redetermination.  

http://newords.municode.com/readordinance.aspx?ordinanceid=1168251&datasource=ordbank
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(a)  Right of Petition For—Time to File Petition. Any person issued a notice of determination under this 
chapter, or any person directly interested, may file a petition for a redetermination within 20 days after 
service of the notice of determination. The City Manager in individual cases may, in the exercise of 
reasonable discretion in administering the provisions of this chapter, extend the 20-day period. If a 
petition for redetermination is not filed within the 20-day period, or within the extension period granted 
by the City Manager, the determination becomes final at the expiration of the 20-day period. The City 
Manager's decisions on applications for extension of time in which to file petitions for redetermination 
must be served in the manner provided in Section 7.04.450.  

(b)  Grant of Oral Hearing—Notice—Continuances. If a petition for redetermination is timely filed, the City 
Manager shall reconsider the determination and, if the petition includes a request for hearing, shall 
grant the person an oral hearing, giving the person ten days' notice of the time and place thereof. The 
City Manager may continue the hearing from time to time as may be necessary. The City Manager 
shall exercise reasonable discretion in the decision on redetermination.  

(c)  Alteration of Determination—Limitation on Right to Increase Amount. Once a petition for 
reconsideration has been filed, the City Manager may amend the notice of determination until the 
notice of determination becomes final; however, the City Manager must assert any claim for increasing 
any liability owed by the taxpayer at or before the hearing, if a hearing has been requested. If no 
hearing has been requested, or if the City Manager asserts a claim before the hearing without 
reasserting it at the hearing, notice of the increase must be served on the person in the manner 
provided in Section 7.04.450.  

(d)  Finality of Order on Petition. The order or decision of the City Manager upon a petition for 
redetermination becomes final 20 days after service upon the petitioner of notice thereof in the manner 
provided in Section 7.04.450, unless appeal of such order or decision is timely filed with the City 
Manager pursuant to Section 7.04.520.  

(e)  Time for Payment of Amounts Found Due—Penalty for Delinquency. All determinations made by the 
City Manager or Hearing Officer are due and payable at the time they become final.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.510 - Refund of tax, penalty or interest.  

(a)  Illegally or Erroneously Collected Tax. Any person who alleges that any tax, penalty, or interest has 
been illegally or erroneously paid to, collected by, or received by the city may file a claim with the city, 
executed under penalty of perjury and stating the specific grounds upon which the claim is founded. If 
the City Manager finds, in their reasonable discretion, that claim is valid or partially valid and that the 
claim was filed within one year of the payment, collection, or receipt of the tax, the city shall 
compensate the taxpayer to the extent of the illegally or erroneously collected tax.  

(b)  Submission of Claim. A claim made pursuant to this section shall be on a form furnished by the City 
Manager. A claim for refund may only be signed by the taxpayer, the taxpayer's authorized agent, or 
other person determined to be liable for the tax or said person's guardian or conservator. Class claims 
for refunds shall not be permitted. If the claim is approved by the City Manager, the excess amount 
collected may be refunded or may be credited on any amount due and payable from the person from 
whom it was collected, or by whom paid, and the balance may be refunded to such person, his or her 
administrators or executors.  

(c)  Termination of Business. No refund of any tax or registration fee paid under this chapter shall be made 
by virtue of the discontinuance, dissolution, or other termination of a business.  

(d)  Offsetting of Overpayments. In making a determination, the City Manager may offset overpayments 
for a period or periods against underpayments for any period or periods, and against any city debt.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 
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7.04.520 - Appeal to Hearing Officer.  

(a)  Hearing Officer. Appeals to redetermination decisions made by the City Manager shall be heard by a 
hearing officer appointed by the City Manager or his or her designee to hear administrative appeals. 
City staff shall implement regulations governing the appointment of the hearing officer and any 
additional appeal hearing procedures.  

(b)  Right to Appeal. Any person whose petition for redetermination pursuant to Section 7.04.500 is denied 
in whole or in part, and any person granted a waiver by the City Manager, may file an appeal with the 
City Manager to request an appeal to the City's business tax hearing officer.  

(c)  Appeals. Any person entitled to file an appeal pursuant to this Section may file an appeal in writing to 
the City Manager within 20 days from the date of service of the denial of a petition for redetermination 
or the waiver giving rise to the person's right to appeal. The city may waive or extend the deadline to 
file an appeal. The hearing officer shall make findings of fact in support of its decision(s) on appeal. 
The hearing officer shall exercise his or her reasonable discretion in administering the provisions of 
this chapter in rendering a decision on appealed rulings and findings. The hearing officer's decision on 
appeal becomes final upon giving notice of the decision to the appellant in the manner provided in 
Section 7.04.450. Any tax, penalty, or interest found to be owing is due and payable at the time the 
hearing officer's decision becomes final.  

(d)  Exhaustion of Remedies. Any person whose case may be resolved by employing the administrative 
remedies provided by this section, or in Section 7.04.500, must exhaust those remedies before filing 
suit for refund, rebate, exemption, cancellation, amendment, adjustment, or modification of tax, 
interest, or penalty.  

The statements filed pursuant to the provisions of this chapter are presumed to be confidential in 
character and will not be subject to public inspection to the fullest extent allowed by law, and shall be kept 
so that the contents of such statements will not become known except to the persons charged with the 
administration of this chapter.  

Any officer or employee who willfully violates any provision of this section shall be deemed guilty of an 
infraction, and such violation may be cause for discharge from the city's service.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.605 - Disclosure of business taxpayers, etc. limitation on rule.  

Notwithstanding any other provision of any city ordinance, the City Manager is authorized to enter 
into agreements with the California Franchise Tax Board, the State Board of Equalization, or the Internal 
Revenue Service providing for the exchange of information for official purposes of said agencies, and to 
implement any such agreement through the exchange of information.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.610 - Return check penalty.  

Whenever a person submits a check for payment of a business tax and said check is subsequently 
returned unpaid by the bank upon which said check is drawn, and the check is not redeemed prior to the 
expiration of the renewal or registration due date, the person's non-payment will be declared delinquent 
and the person will be liable for the tax amount due plus penalties and interest.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.615 - Prior year registration assessments.  
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If any person fails to apply for and secure a business tax certificate, the business tax due shall be 
that amount due and payable from the first date on which the person was engaged in business in the city, 
together with applicable penalties and interest.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.620 - Notice not required.  

The city is not required to send any renewal, delinquency, or other notices or bills to any person 
subject to the provisions of this chapter, except as explicitly provided. Failure to send such notices or bills 
will not affect the validity of any tax, penalty, or interest due under the provisions of this chapter.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.625 - Conviction for violation not waiver of business tax.  

The conviction and punishment of any person for transacting any business without a business tax 
certificate shall not excuse or exempt such person from the payment of any business tax due or unpaid at 
the time of such conviction, and nothing herein shall prevent a criminal prosecution of any violation of the 
provisions of this chapter.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.630 - Duties of the City Manager—Notice of decisions.  

It shall be the duty of the City Manager to collect and receive and keep an accurate record of all 
taxes imposed by this chapter. The City Manager is charged with the enforcement of this chapter, except 
as otherwise provided, and may prescribe, adopt, and enforce those rules and regulations necessary or 
advisable to effectuate the purposes of this chapter, including provisions for the re-examination and 
correction of declarations and payments; the exclusive discretionary authority to waive penalties; and the 
authority to defer the payment due dates as prescribed by Section 7.04.300 by up to 45 days. In 
individual cases, the City Manager may make findings of fact in support of decisions, determinations, and 
rulings enforcing this chapter.  

The City Manager may prescribe the extent to which any ruling or regulation shall be applied without 
retroactive effect.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.640 - Savings clause.  

(a)  The provisions of this chapter shall not apply to any person, association, or corporation or to any 
property, as to whom or which it is beyond the power of the city to impose the business tax. If any 
sentence, clause, section, or part of this chapter, or any business tax against any individual or any of 
the several groups specified herein is found to be unconstitutional, illegal or invalid, such 
unconstitutionality, illegality, or invalidity shall affect only such clause, sentence, section, or part of this 
chapter and shall not affect or impair any of the remaining provisions, sentences, clauses, sections, or 
other parts of this chapter. It is declared to be the intention of the city and voters that this chapter would 
have been adopted had such unconstitutional, illegal, or invalid sentence, clause, section, or part 
thereof not been included herein.  
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(b)  Any person claiming an exemption from the business tax imposed by this chapter by virtue of this 
section, shall submit to the city a statement signed under penalty of perjury setting forth the facts 
necessary to establish such claim of exemption.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.645 - Late penalty—Declaration and renewal filing.  

Every person who, without an extension authorized by the City Manager, fails to timely file any 
business tax declaration or statement of renewal shall pay a late filing fee of $50.00 or in the amount set 
forth in the City of Richmond master fee schedule (as amended from time-to-time), in addition to any 
other taxes, penalties, fees, or interest that may be due under this chapter.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.650 - Violations, infraction, misdemeanor.  

In the exercise of the duties imposed upon the City Manager, and acting through deputies or duly 
authorized representatives, the City Manager shall examine or cause to be examined all places of 
business in the city to ascertain whether the provisions of this chapter have been complied with. For the 
purposes of this paragraph, in the case of a person coming into the city to do business from a location 
outside the city, the "place of business" shall be deemed to be the place where such person is engaging 
in business or offering to engage in business in the city.  

Any person violating any provision of this chapter shall be guilty of an infraction. Any person 
knowingly or intentionally misrepresenting to any officer or employee of this city any material fact in 
procuring the business tax certificate herein provided for shall be guilty of a misdemeanor, and conviction 
thereof shall be punishable by a fine of not more than $500.00 or imprisonment in the county jail for a 
period of not more than six months or by both fine and imprisonment.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.655 - Records required from taxpayers.  

Every person required to obtain a business tax certificate shall keep and preserve for a period of 
three years such records as may be necessary to determine the amount of tax for which the person is 
liable.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.660 - No enjoinment of collection.  

No injunction or writ of mandate or other legal or equitable process shall issue in any suit, action, or 
proceeding in any court against the city or any officer thereof, to prevent or enjoin the collection of 
business taxes sought to be collected.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.665 - Revenue measure does not permit business otherwise prohibited.  

The taxes prescribed by the provisions of this chapter constitute a tax for revenue purposes and are 
not regulatory permit fees.  
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Persons holding business tax certificates pursuant to this chapter shall comply with all requirements 
of the City of Richmond Municipal Code and all other applicable laws and shall not carry on any business 
activity that violates of any law.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.670 - Implementation and delegation.  

The City Manager may adopt rules and regulations consistent with this chapter as needed to 
implement this chapter, subject to the review and approval of the city attorney, and to develop all related 
forms or other materials, and to take other steps needed to implement this chapter.  

The City Manager may delegate any duties, rights, powers, or privileges granted by this chapter to 
any appropriate subordinate officer, including the director of finance.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.675 - Amendment by City Council.  

The city council may amend the terms of this chapter in any manner that does not increase the 
business tax or otherwise constitute a tax increase for which voter approval is required by Article XIIIC of 
the California constitution. The City Council may reduce any of the tax rates set forth herein, and may 
terminate any such reductions, without voter approval.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020) 

7.04.680 - Effective date and transition.  

(a)  Rates Effective as of July 1, 2021. The rates provided in this chapter shall be effective with respect 
to any business tax certificates issued beginning July 1, 2021 and for each following year. Any 
business tax certificates issued to a newly established business for operation prior to July 1, 2021 shall 
pay business tax pursuant to the rates that were effective at the time the person seeking the certificate 
submitted their initial application.  

(b)  Delay. Notwithstanding section 7.04.680(a), if the city council elects to exercise its authority to delay 
enactment of this chapter to sometime after July 1, 2021, then the rates provided in this chapter shall 
be effective with respect to any 2022 business tax certificate and for each following year, and any 
business tax certificates issued to a newly established business for operation in 2022 shall pay 
business tax pursuant to the rates that were effective at the time the person seeking the certificate 
submitted their initial application.  

(c)  Previous Liabilities. Any taxes, penalties, fees, interest, liens, or debts imposed pursuant to any 
previous versions of this chapter remain equally collectible and enforceable, notwithstanding any 
amendments. The city may pursue such taxes, penalties, fees, interest, liens, or debts in any manner 
allowed by law and the most current version of this chapter.  

(Ord. No. 33-20 N.S., § 11, 11-3-2020)  
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