
HOUSING STANDARDS DEPARTMENT LUBBOCK, TEXAS JULY , 1968 

• • • • 

1/ , 
I \ 

\ 

\ 



POrler 2-6411 

P. O. Box 2000 

- ' ~ . 

LUBBOCK, TEXAS 7 •• 08 

One of the goals of the City of Lubbock's Housing Standards Department 
is to establish a program to rid the City of abandoned and disabled vehicles. 
As a citizen of Lubbock, we feel sure that you recognize the responsibility 
the citiz'ens share in making the City an attractive place to live. 

The following disabled vehicle was detected at your residence: 
( ) 

MAKE 

LICENSE NO. 

COLOR 

In order to assist you in removing this disabled vehicle the City or 
its agent will remove this vehicle at no cost to you. In order for the 
City to perform this service it will be necessary for you to sign the attached 
form and return it to this office in the stamped, self-addressed envelope 
enclosed for your convenience. 

Thank you for your cooperation. 

Sincerely, 

L. O. White 
Housing Standards Administrator 

pp 

Enclosures 



HOUSING STANDARDS CmNISSION 

This notice is to inform you about the COllllllission "ho 1.;ill hear your case. 

The Housing Standards COllllllission is composed of five members, ,,·ho are 

residents of the City of Lubbock. Selection of membership is made from persons 

qualified in one or more of the fields of building construction, architecture, 

engineering, sanitation .or health. Members of the Housing COllllllission are not 

employees of the City and rec.eive no pay for their services. 

APPOINTMfNr AND SELECTION 

Appointment of the members of the Housing Standards Commission is by 

resolution of the City Council. 

PURPOSE 

The purpose of the Housing Standards Commission is to hear any person 

who desires to appeal the decision of the Housing Standards Inspector with 

respect to structures found to be uninhabitable and dangerous. The Commission 

determines and renders a decision as to whether or not structures in question 

are uninhabitable and dangerous, and offers suggestions for a solution to the 

. owner's problem. 

DUTIES OF THE HOUSING ·STANDARDS COMMISSION 

A. Hold a hearing open to the public to hear such testimony as may be 

presented by any department of the City of Lubbock, the Housing Standards 

Inspector or the olmer, mortgager, mortgagee, or any other person having an 

interest in said dwelling or building with relation to the "Uninhabitable 

and Da.ngerous D1"elling or Building." 

B. After deliberation of the findings, issue an ORDER based upon findings 

of fact made clear at the Hearing and · signed by the Chairman of the COllllllission, 

commanding the ~mer, mortgager, mortgagee, and all other persons having an 

interest in said dwelling, to repair, or otherwise comply and/or demolish any 

dwelling or building found to be substandard. 

C. If the owner fails to comply with the ORDER, within 30 days or any 

reasonable time ordered by the Commission, then the COllllllission will forward 

the names of all such persons to the Legal Department • 
. 

CURRENT MEMBERS 

The current members as of January 1, 1969 are as follows: 

Dan Law, Chairman 
R. J. Mitchell, Member 
Joe D. McKay, Member 

Vincente Arredondo, Member 
H. S. Hicks, Bember 



Dear 

CITY 0 

PORTER 2-64 •• 

BOX 2000 

lOCK 

LUBBOCK. TEXAS 7 •• 08 

An on site inspection has been conducted by this department at the following 
location: 

City of Lubbock tax records indicate that you are the owner of the above 
described property. 

A copy of the Inspector's Report, which itemizes the defects of the dwelling 
or building located on this property, is attached to this letter. 

The defects noted on the attached report are considered to be in violation 
of the Lubbock Housing Standards Code, Ordinance No. 2323 (as amended). 

You are hereby officially notified that under the terms of the aforementioned 
ordinance you have 30 DAYS in which to commence remedial action to correct the 
defects noted on the attached Inspector's Report. This 30 DAY period begins upon 
receipt of this letter. 

If you feel that you will require additional time beyond this 30 DAY period 
to commence repairs, then I want you to get in touch with me no later than the 
25th DAY from receipt of this letter so that we may discuss the possibility of 
an extension of time. 

After 30 DAYS you will receive a letter from the Housing Standards Com
mission notifying you of a date that the Commission will convene. You are 
entitled to be heard at this Commission meeting if you do not concur with the 
Inspector's Report attached _ to this letter. 

If I do not hear from you, or you do not appear at this Commission meeting, 
then it will be assumed that you concur with the Inspector's Report and that you 
will- comply with the requirements of the Housing Standards Code. 

I sincer!lly solicit your cooperation in this matter and if there is some 
way that .this department can assist you, please call on us. 

Very truly yours, 

L. O. White 
Housing Standards Official 



FOREWORD 

. The well-being of the total cornrnunity and its people is no better than 

the sum of its parts. No longer can neighborhood decay and deterioration 

be considered a probleJll related to small isolated areas, for decay feeds 

itself, spreads, and affects the human resources and spirit of the entire 

cOJlununity . 

Because of the human and econonric costs involved, many efforts, both 

, 

public and private, have been directed toward the eliJllination and preven-

tion of blight. To accurately evaluate the effectiveness of such efforts, an 

adequate record systeJll which allows periodic or continuous updating of 
, ' 

, 

housing condition data is necessary. 

This xllanual outlines procedures for the preparation and maintenance 

o! a perJllanent Housing Condition Inventory. Described herein are the 

required steps in conducting field surveys to deternrine the number and loca-

'tion of all deteriorating and substandard housing units and the recording of 

data, on perJllanent records .... Tabulation Cards and Housing Condition Maps. 

Housing condition data provides a valuable tool in the decision-xnaking 

, 

proce s s such as, for exaxuple, in the evaluation of planning proposals, zone 

change requests, and in capital iJllproveJllents prograrnrning. Such info:nna-

tion enables blighf areas to be pinpointed and can suggest the type of effort 

which would be most effective in control and eliJlliilation of neighborhood 

decay in a particular area. By collecting and recording housing condition 

information on the same basis as the Land Us e Inventory, by blocks and 

Planning Units, these and other related data can be readily correlated. 



HOUSING CONDITION INVENTORY 

I. INTRODUCTION 

A. Purpose of this lllanual is to describe procedures for: 

1. Conducting housing condition field surveys. 

Z. Preparation and continuous updating of information on perma-

nent records in the form of Tabulation Cards and Housing Con-

dition Maps. 

B. Objectives: 

1. To provide up-to-date information, both statistical and graphic, 

as to the number and location of all deteriorating and sub-

standard housing units and structures in the City of Lubbock. 

Z. To lnake pos sible the analysis of housing condition trends to 

deterznine the effectiveness of the Code Enforcement Progralll 

and other efforts, public and private, directed toward the elillli-

nation and prevention of blight. 

3. To collect and record housing condition data on the saIne basis 

as the Land Use Inventory by blocks and Planning Units, whereby 

zneaningful correlation of all available data can be made. 

II. DEFINITIONS 

. 

A. Condition of Housing. For purposes of collecting and recording hous-

ing condition data, all housing structures are classified as being one 

of the following: 
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1. Sound. Included in this category is housing with no defects or 

only slight defects which can be corrected during the course of 

regular IIlaintenance. Slight defects include some small cracks 

in walls, slight damage to porch or steps, broken gutters or 

downspouts, and slight wear on floors or doorsills. Such hous-

ing may have some small cracks in the paint or some peeling, 

but the need for a paint job has not yet reached the point where 

immediate attention would be advisable in order to prevent ser-

ious rotting or structural decay. This type housing IllUSt meet 

all minimum requirements of the Housing Code. 

2. Deteriorating. This type housing meets all minimum require-

Inents of the Housing Code but needs more repair than would be 

provided in the course of regular maintenance. This type hous-

ing has rather substantial defects which should be corrected if 

the structure is to continue to offer safe and adequate shelter. 

Examples of such defects include holes, open cracks, of miss-

ing . materials over a relatively small portion of the floors, walls 

or roof; some rotted materials in the exterior walls, window 

sills or fraInes; a shaky or unsafe porch or steps; and signs of 

deep wear on stairs, floors, or doorsills. Defects in this cate-

gory are signs of rather prolonged neglect which will lead to 
• 

serious deterioration if not corrected. 

3. Substandard. AI) housing which does not meet miniIXlum require-

ments of the Housing Code is included in this category. This 
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type housing does not provide safe and adequate shelter in its 

present state. Included are those structures lacking some or 

all plumbing facilities regardles s of the condition othe rwise. 

Also included are those structures which require extensive re-

building or repair to correct one or nlOre critical defects, as 

well as structures which are economically unfeasible to repair. 

Examples of critical defects include holes, open cracks, or 

mis sing ruaterials over a portion of the floor s, walls or roof; 

serious rotting or structural decay; fire and storm damage. 

B. Planning Unit. The Planning Unit is an established and precisely de-

fined area of the city designated by the City Planning Department as 

a more or less homogeneous sub-unit of the city. A Census Tract 

may contain more than one Planning Unit, but in no case does a 

Planning Unit traverse a Census Tract boundary. 

C. Land Use Block. A block is an established area of land usually 

bounded on all sides by streets. Blocks are numbered consecutively 

left to right and from top to bottom on each Land Use Map within 

each Planning Unit. If more than one Planning Unit is included on 

one Land Use Map there will be a duplication of block numbers on 

that particular Land Use Map. Also, if a Planning Unit is included 

. 

on two or more Land Use Maps, there will be a duplication of block 

numbers for that Planning Unit. ~n collecting and recording hOUSing 

condition data on a block basis, it is always necessary to include the 

•• 
Planning Unit, Land Use Block, and Land Use Map nwnbers . 
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, 

D. Housing Condition Maps. These 1" = ZOO' scale maps are reproduced 
, § 

frOln land use map originals. The Planning Unit boundaries (green) 

and Land Use Block nuxnbers are copied il·oln the Permanent Land 

Use Maps. The Land Use Block number is placed at the upper left 

corner of each Land Use Block. The Land Use Map number is loca-

ted at the lower right corner of the map. Housing condition informa-

Hon is graphically represented on these maps. Each parcel of land 

containing a deteriorating or substandard dwelling is located pre-

cisely on the Housing Condition Map, and the appropriate color is 

used to denote the condition as being deteriorating or substandard. 

Housing classified as 'sound is not shown on the Housing Condition 

Map. 

E. Lot. A lot is generally the smallest designated area of land in a 

block. The lot is a unit which is not arbitrarily established but 

, 

which exists as a direct result of a subdivision plat. 

F. Parcel. A parcel is the land area for each individual use. A parcel 

luay be one or more lots or it may be a portion of one lot. For ex-

, 

ample, if one lot has two single family dwellings, this would be two 

parcels; if three lots were used for an apartment house, these in 

combination would be one parcel; a residence situated on portions 

of two lots would likewise be one parcel. Housing condition inforlna-
, 

tion is posted to the Housing Condition Maps according to the parcel 

of land on which a particular structure is situated which, as indicated 

above, Inay or may not correspond to platted lot lines. The positioning 

• 
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of a particular parcel on the Housing Condition Map should be the 

saIne as that shown au the Perlnanent Land Use Map for that parcel. 

G. Housing Unit. A housing unit, meaning the Same as living unit or 

dwelling unit, is oue or more rooms occupied or intended for occu-

pancy by a person living alone, by a faInily, or by a group of persons 

living together. A housing unit is not necessarily a structure. In a 

single-falnily structure there will be one housing unit, whereas a 

one-structure apartInent house will contain several housing units. 

H. Structure. A structure is a building which is encoInpassed by COIn-

luon walls and a COInInon roof. A residential structure Inay contain 
• 

• • 

one or Inore housing units. For the purpose of collecting and record-

. 

ing housing condition data on the Housing Condition Maps and Tabula-

tion Cards, a separate entry will be Inade for each deteriorating or 

substandard structure. For exaInple, if there exists two deteriora-

ting housing structures on one lot, two entries are Inade on the Tabu-

• 

lation Block Cards and the land on which the structures are located 

are shown as two parcels on the Housing Condition Maps. 

1. Residential Land Use Field Maps. Blueline copies are Ina de froIn 

• 

PerInanent Land Use Map originals and all residential land use is 

sketched on these lnaps using the PerInanent Land Use Maps as a 

guide. Lot splits and ties, Planning Unit boundaries, and block nUlll-

bers are copied froIn the Permanent Land Use Maps. Als 0, the 

saIne land use color code is copied to denote type of housing: 

• 
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SiDgle-faIIlily - Yellow 

• Two-family - Orange 

Multi-family - Brown 
• 

. These Illaps are used in field survey work for locating precisely the 

parcels of land on 'which are sitnated deteriorating and substandard 

residential structures. Such maps are very useful for those areas 

which contain relatively large numbers of deteriorating and sub-

standard structures particularly when there exist no platted lots or 
• 

. 

when improper or inadequate platting makes it difficult to locate 

houses on the proper lot or lots • 
• 

J. Field Survey Form. This form, along with the re sidential land use 

field map. is used for recording housing condition information during 

. 

periodic surveys. A separate form is used for each block containing 

a deteriorating or substandard residential structure. Each structure 

recorded on this form requires a separate entry, even though two or 

Ul.Ore deteriorating or substandard structures could have the same 

street address or occupy the same lot. Such terms as "rear" or 

"lniddle" are necessary in SOlne instances to pinpoint those struc-

hires which cannot be precisely identified by street .address alone. 

In cases where several houses occupy a relatively large tract, it lllay 

be necessary to designate the houses "A, . B, C .. " etc. and place the 
• 

• 

corresponding letter on the proper parcel on the Housing Condition 

Map for identification purpos es. 

K~ . 'fa.b1llatioll Cards. A series of three 4" x 6" cards used for recording 

• 
• 



• 
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housing condition infortnation. Two of these cards are used for 

recording housing condition data on a block bas is; a third is used for 

recording information by Planning Unit totals. These three types of 

cards will be discussed in detail in a later section. 



-8-

FIELD SURVEY PROCEDURES 

The purpose of periodic field surveys is to determine the number and loca-

tion of all deteriorating and substandard residential structures in the City. 

This information is recorded on the Tabulation Cards and Housing Condition 

Maps which provide a permanent record of local housing conditions. 

Field surveys are done systeIuatically by Planning Units. The basic steps 

to be completed are: 

1. Determination of the condition of each residential structure accord-

ing to three categories - sound, deteriorating, or substandard. 

2. Recording necessary information for each deteriorating and sub-

standard structure on field survey form and field map. No inforIlla-

tion is collected for sound structures. 

3. Notation of any discrepancy between field map and actual land use to 

be supplied to the Planning Departruent in order that the land use in-

> . 

ventory may be corrected. 

FIELD SURVEY FORM (Exhibit A) 

A separate field survey form is used for each block containing a deter-

iorating or substandard residential structure. The upper portion of the 

form is used for collecting information on each deteriorating structure, 

and information on each substandard structure is placed on the lower. 

portion of the form. It is important to note that each structure recorded 

on this form requires a separate entry even though two or more deter-

iorating or substandard structures could have the saIne street address or 

• 

occupy the same lot. 
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Preparation of Field Survey Fonn 

(1)(2) (3) Enter Planning Unit, Land Use Map, and Land Use Block num-

bers. All three numbers are necessary to identify a particular block. 

(4) Date. This Illeans the date on which the structures entered on the 

forIn were surveyed . 
• 

(5) Code. This column is provided for the purpose of identifying those 

dwellings whiCh came within the substandard category solely because of 

• 

a lack of some or all required plumbing facilities. If a dwelling lacking 

some or all facilities would otherwise be classified as being sound, the 

number one (1) is placed in this column; the nUInber two (2) is placed in 

this column if the dwelling would otherwise be classified as being deter-

• • . 

iorating. The column is left blank if a residential structure would still 

. 

be classified as substandard even if it contained all required facilities. 

(6) Address. The purpose of this entry is to identify geographically 

•• 

the parcels on which are situated deteriorating or substandard structures . 

• 

In n1.ost cases, a street address will suffice. In some instances, such as 

when more than one structure is situated on one lot, the terms "rear" 

or "middle" must be used to identify those st:ructures which cannot be 

. 

precisely identified by street address alone. In cases where several 

dwellings occupy a relatively large tract, it may be necessary to designate 

the houses "fl, B, £ ... " etc. and place the corresponding letter on the 

proper . parcels on the Housing Condition Map. It Inay be necessary to 

use the legal description in a few situations where street address is not 
• 

• 
available or is not feasible for identification purposes. No ll1.atter what 



Planning Unit # __ {_1)_ 

(4) (6) , 

Date Address 

• 

• 

• 

. 

• 

• -+ 

(4) (5) (6) 

., 
Date '0 Addres s 0 

u 

(2 ) 
L.U. Hap # __ _ 

(Field Surve y Form) 

DF:l'rnIORATI~G 

(7) (8) (9) 
• 

III "" .., • :> 
' ... () () 

~ "' () 

~ :> 0 

;-

-t 

sunSTAl'iDAIlD 

(10) 

Sta tu s 
Change 
(Da tc) 

LX, 

(EAl-I IBIT A) 

( 3 ) 
Bl oc k '"' ---

(11) (12) (14 ) .,. 
--~ , -- ~ - - Rema rk , 0 --'l) 'f: 

(7) (8) (9 ) (13 ) (14 ) 
. 
• 

UJ '" +' • :> ..... " " Tagge d? Remarks . ~ 

'" " ~ :> 0 

+ 

+ -+ 

• 
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. 

is used to identify a particular parcel of land, it is extremely important 

that the description on the Tabulation Cards, the individual files for 

tagged dwellings, and the Housing Condition Maps agree so that one has 

no difficulty in referring to a given structure on any of these permanent 

records. 

(7) Units. Enter the number of housing units contained in the structure. 

No column is provided for number of structures because it is understood 

the number will always be one since each single structure requires a 
• 

separate entry regardless of how many structures are situated on a given 

lot or tract. 

(8) (9) Check whether the structure is Vacant or Occupied. 

(10)(11)(12) These columns are provided for use in subsequent surveys 

to note any change in classification. The Status Change (Date) is that date 

that inspector discovers the status change and the inspector checks whether 

the structure has become Sound or Substandard. 

(13) Tagged? This column is provided to aid the inspector in transferring 

field data to the Tabulation Cards. The inspector writes yes or no in 

this column to indicate whether the structure is tagged at the time of the 

survey; if the inspector is not certain, a question mark (?) is written in 

this column. 
. 

(14) Remarks. This space is provided for making any notes the inspector 

may deem helpful. 

RESIDENTIAL LAND USE FIELD MAP -

This map is used in field survey work for locating the parcels of land on 

which are situated deteriorating and substandard residential structures. 
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The following information should be noted on the field map each time the 

field inspector locates a deteriorating or substandard structure: 

1. Place the letter "D" on the parcel containing a deteriorating struc-

ture; the letter "5" is placed on the parcel where a substandard struc 
• 

ture is located. If the inspector cannot determine with certainty the 

parcel on which a particular dwelling is located, he should mark the 

parcel which he believes to be correct and note on the Field Survey 

FOl'l11 to check the address with Tax Office records to determine the 

correct location. 
• 

2. Write the street number on the map in the street adjacent to the prop 

erty containing a deteriorating or substandard structure; it is not 
, 

necessary to write in the street name since this can be found on the 

11lap. In some cases where a large number of deteriorating and sub-

standard dwellings are situated on one block, it may not be possible 

to write all the street numbers on the map; however, the inspector 

should write down as many addresses as practicable . 

• 

LAND USE MAP CORRECTIONS 

When a discrepancy is discovered between the field map and actual land 

use, a note is made of this and given to the Planning Department. A 

form (Exhibit B) is provided for this purpose. 



(EX"HIBIT B) 

Planning Unit # __ _ J...U. Hap 11 __ _ 

LAND USE HAP cOHl:t:n 10:\::; 

• -- -- .--. 

• 

L.U. Block Address Change 
• _ . 

- .-
• 

-

. 

• 

. 

•• - . • 

. 

. 
• 

. . 

. 

• 
• 

• . 

. 
. 

• 
. -

-• . 
, - • • 

. 
. 

• 

. 

- • 
• • 

. 

• 
. 

• 

. . 

• 

. 

-. . 

, 
• .-- • 

• 
. 

• -. . · .. r- ---- · -• • • • . ... - - . -
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HOUSING CONDITION MAPS 

.:rile pu~se of the Housing Condition Maps is to show graphically the loca-

tion of all deteriorating and substandard residential structures within the 

City. Each parcel of land containing a deteriorating or substandard dwelling 

. 

is located on the Housing Condition Map and the appropriate color is used to 

denote the condition as· being deteriorating or substandard. Housing classi-

fied as SOllnd is not shown on these .maps except in those instances where 

the status of a dwelling previously classified as deteriorating or substandard 

changes to the sound category. The 111ethod of showing a status change is 

described below. 

When to Record Information on Maps • 

Information from field inspections is recorded on the Housing Condition 

. . I 

Maps at the same tiIne a deteriorating or substandard structure is first 
• 

• 

recorded on the Tabulation Cards. Similarly. when the das sification of a 

. 

structure previously recorded on the Tabulation Cards changes or when a 

structure is razed. the change is noted on the ·Housing Condition Map. at 

. 

the same time the status change is noted on the Tabulation Cards. 

Classification Colors and Sylubols 

Color Clas s ification · Pencil NUlnber* 

I I Green Sound 910 

Pink • Deteriorating • 
9Z9 

• 

Red Substandard 9Z4 

*Bl'and name is Eagle Prismacolor . 

• 
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Purpose 

Denotes structure has been razed . 

Indicates that a parcel traverses a 
lot line. Two or more lots, or 
portions thereof, are tied together 
with "fishhook" symbol to show 
joint or common usage. 

hldicates two structures on one lot. 

Pencil 

Graphite 

Graphite 

Graphite 

Procedure in Recording hlformation on Maps 

1. Using a Fidd Survey Map or Permanent Land Use Map as a guide, locate 

the parcel on the Housing Condition Map. If the parcel is situated on two 

or more lots or portions of two or more lots, or if two or more structure s 

• 

are situated on one lot the appropriate lines and/or "fishhook" symbols 
• 

-
: are made with a graphite pencil to identify the -boundaries of a given par-

cel which should agree with that parcel as shown on the Permanent Land 

Use Maps. 

-2. Using the appropriate colored pencil, color an area inside the parcel 

boundarie s to denote the hous ing condition existing at that time the s truc-

• 

ture is first recorded on the Housing Condition Map. The center portion 

is left uncolored until such time as the classification of the property 

changes whereupon, using the same color code, the status change is indi-

cated in the center portion. When a structure is razed, an "X" is made 

• 

with a graphite pencil on that parcel. 

3. The street number is written on the Housing Condition Map in the street 

adjacent to each recorded parcel. It is not necessary to write in the 
• 

• 

• 
street nazne. Because of space limitations it may not be possible to 
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write in the street number of each recorded structure; however. as many 

. identifying street nwnbers as practicable should be shown. 
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TABULATION CARDS 

.:I'his series of three 4" x 6" peunanent record cards is used for recording 

-housing condition infornlation. These cards provide inforInation as to the 

numbers and location of deteriorating and substandard houses in the City 

• 

and an analysis of this information over a period of time will provide a pic-

ture of the actual progress being Dlade toward the prevention and eliuuna-

tion of blight. The Substandard Housing Block Cards and the Deteriorating 

Housing Block Cards are used for listing information on substandard and 

deteriorating residential structures respectively on a block basis. A third 

card, the Master Tabulation Card, is used for recording inforDlation by 

Planning Unit totals. Tally Sheets are used for the purpose of listing block 

-
totals from which cummulative totals for entire Planning Units are derived 

for entry on the Mas ter Tabulation Cards. 

SUBSTANDARD HOUSING BLOCK CARD (Exhibit C) 

This card is used for recording information on each residential structure 
• 

in the City which is known to be substandard . A separate card is used 

-

for each block which contains a substandard dwelling. No card is pre-

pared for those blocks which have no substandard dwellings. Space is 

provided on each Block Card for listing required inforDlation for eleven 
• 

substandard dwellings in a given block; if a certain block requires the 

listing of more than eleven structures, an additional card or cards will 

be used.ior that block. When luore than one card is used for one block, 
• 

if:"! the space below the Land Use BlOCk number, write the number of cards 
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used and the nulllher of the card in the series, as for example ''I of 2, 

Z of Z" •.• etc. Each substandard residential structure requires a separ-

. 

ate entry on the Block Card. 

When to Record Information on Block Card 

It is required that infornlation be recorded on the Substandard Housing 

Block Card in the following two instances: 

1. When it becomes known that a given residential structure is in the 

substandard category, applicable information on that structure is 

entered on the Block Card. The Hous ing Standards Department 

• ascertains the existence of substandard dwellings during the course 

of normal daily operations as well as through periodic field surveys. 

2. When a substandard structure has been brought into compliance 

either by demolition or rehabilitation, the date of final inspection 

(in the case of tagged houses) or that date the inspector determines 

that compliance has been accomplished shall be noted on the Block 

Card. 

Pre,oparation of Substandard Housing Block Card 

. 

(1) (2) (3) Enter Planning Unit, Land Use Map, and Land Use Block num-
• 

bers. 
.. 

(4) Date. Structures ar·e arranged on the Block Card chronologically 
• 

according to the date the structures were first noted as being substandard . 

• 

Thus those structures which were tagged prior to the initial comprehensive 

survey will be listed first according to the date tagged. The date the struc-
• 

ture was tagged is written in the "tagged" column and the "survey" date 



• 
• 

· • • 

. · • · 

· 
• · 

• · 

• 
· 
· 

. 
· · · 

• • · 

• • 

• 
• 

• 
• . 

• 

· • 

· 

· 
• 
· 

. 

· 
Planning Unit 

. 
. 

• 

• (4) Date 

Surv. Ta d 
. 

· • . . 

. 
• 

• · 
. 

• 

-

• 

• 

SUBSTANDARD HOUSING BLOCK CARD 
(White) 

· 

(1) • (2) 

(EXHIBIT C) 

(3) 
# L.U . Hap II L.U. Block # 

~ Substandard . 
5 

= • 

~ ~iance Addrcss(6) 
. . 0 Rehab. Razed . 

· 

• · · • . . . 
· 

• . · . 

• 
• 

• • • . · · · . . . 
. . · . -· . • • • 

. 
· • • . 

· . · · · 
• 

• 

· • · . . 
· · . · . 

. . . · · · . 
· . 

· • · 
. . 

· . • • . 0-

• .. 
.~ . . . . .. . . . . . . 

. · . 
· · . 
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c:olunm is left blank. Those structures which were first noted as being 
c , 
. . 

substandard as a result of the initial comprehensive survey are then listed 

and the survey date is written in the appropriate column. As these struc-

tures are tagged, that date is written in the "tagged" column. Alter 

cards have been prepared following the initial comprehensive survey, 

structures are listed on the Block Cards in the order they are "picked 

up" either by a subsequent surveyor in the course of normal daily opera-

• 

tions. 

(5) Code. Fill in when applicable the code number relating to plumbing 

facilities. This was described previously in this manual. (Page 9) 
, 

(6) Address. Write in the location description of the structure. This 

description must agree with that shown on the Field Survey Form, the 

Housing Condition Map and the working folder for tagged structures. 

(7) Units. Enter the number of housing units contained in the structure. 

(8) (9) Check the appropriate column to denote whether the structure is 

Vacant or Occupied . 

• 

(10) Compliance. In the appropriate column, enter the date that the in-

spector determines that compliance to the Housing Code has been accom-
• 

plished either by rehabilitation or demolition. In the case of tagged 

houses, this date will be the date of final inspection. 

Before any working folder for a previously tagged structure brought into 
• 

compliance by rehabilitation or demolition is placed in the completion 

file a check should be made to determine if all required information has 
• • 

~ . 
been placed on the Housing Condition Map and the appropriate Block Card. 
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DETERIORATING HOUSING BLOCK CARD (Exhibit D) 

This card is used for recording iruorlIlation on each residential structure 
• 

in the City which is known to be in the deteriorating category. As in the 

case of the Substandard Housing Block Card, a separate Deteriorating 

Housing Block Card is used for each block containing one or more dete r-

iorating residential structures; no card is prepared for those blocks 

which do not contain a deteriorating dwelling. Space is provided on each 

card for recording five deteriorating dwellings; if a given block contains 

• 

II10re than five deteriorating dwellings, one or more additional cards are 

used for that block. When more than one card is used for one block, in 

the space below the Land Use Block number, write the number of cards 

used and the number of the card in the series. Each deteriorating 
• 

. 

structure requires a separate entry on the card. 

When to Record Information on Block Card 
.' 

.It is necessary that information be recorded on the Deteriorating Hous-

ing Block Card in the . following two instances: 

1. When .it becomes known that a given residential structure is in the 

deteriorating category, information concerning that structure is 

entered on the Block Card. Since structures in this category do not 

fall under the housing code their existence will generally be noted 

• 

froIn periodic field surveys, though some Inay be noted during nor-

lIla! daily operations. 

z. When the status of a recorded structure changes from the deteriora-

ting category to either the sound or substandard category, the date 
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un which the inspector becomes aware of such change is entered on 

the Block Card. Before any structure is recorded as being substan-

dard, the inspector must check the files to see if such structure is 

already recorded as being deteriorating and, if so, the status change 

ill noted on the Field Survey Form, Housing Condition Map, and 

Deteriorating Housi~g Block Card. 

Preparation of Deteriorating Housing Block Card 

(1) (2) (3) Enter Planning Unit, Land Use Map, and Land Use Block 

number. 

(4) Date. Enter the date on which it was determined that a particular 

structure was deteriorating. 

(5) Addre 5S. W rite in the location des c ription of the structure. This 

description must agree with that shown on the Field Survey Form and 

the Hous ing Condition Map. 

(6) (7) Space is provided for entering the legal description of the property 

and the name and address of owner. This information is obtained from 

Tax Department records. The Housing Condition Maps can be used as 

guides in locating the correct legal description of a piece of property but 

because of the possibility of error, one should never view the Housing 

Condition Maps as showing the correct legal description. The street 
• 

address must be checked against Tax Department appraisal cards in or-

der to obtain the correct legal description. Space for the legal descrip-

tion and the oVl.-ner's name and address is provided in case letters are 
• 

.. .ent to the owners of such property urging them to make necessary 
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repairs. These columns are to be left blank, however, until such time 

as that information may be needed in order to contact the owne rs. 

(8) Units. 
, 

Enter number of housing units contained in each structure. 

(9) (10) Check appropriate column to denote whether structure is Vacant 

or Occupied. 

(11) Status Change (Date). Enter the date on which it becomes known that 

the status of a recorded structure has changed. Check the appropriate 

column to show whether the structure has changed to a sound or subs tan-

dard category. If the structure is torn down, write '.'razed" following 

the status change date. 

ASTER TABULATION CARD (Exhibit E) 

One Master Tabulation Card is provided -for each Planning Unit. Periodi-

cally, block totals within each Planning Unit are tallied and curnrnulative 

totals for each Planning Unit are posted on a Master Tabulation Card. 

Preparation of Master Tabulation Card 

(1) Enter the Planning Unit num.ber. 

(2) Date. 
, 

Enter the date to which the cum.nlUlative totals relate. All 

figures entered on the card on a single line opposite a given date shall 

indicate all changes in totals m.ade since the preceeding tabulation date. 

(3) Carryover. Place in these two colum.ns the total num.ber of structures 

and units which were not in compliance with the Housing Code as of the 

date of the previous tabulation. These figures will be the sam.e as those 

, , . 
shown in the Net Total colum.n on the.preceeding line. 
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(4) ,Added. Write in these two columns the total number of structures 
• 

and nnits recorded as being substandard since preceeding tabulation date. 

, 

(5) Sub-Total. Add the structures and units in the Carryover column to 

the structures and units in the Added column respectively and enter sums 

in the appropriate coluinns. 

(6) Rehabilitated. Write the total number of structures and units which 
, 

were rehabilitated since date of last tabulation. 

(7) Razed. Write the total number of rec'Orded structures and units which 

were demolished since the previous tabulation date. ' 
, ' 

• 

(8) Sub-Total. In the appropriate column, write the sums of total units 
• 

and structures obtained by adding like entities as shown in Rehabilitated(6) 

and Razed (7) columns. ' 

, 

(9) Net Total. Shown in these two columns are the total numbers of 

structures and units in non-compliance as of the current tabulation date. 

Figures are derived by subtracting figures shown in Compliance Sub

Total (8) columns from those in the Substandard Sub- Total (5) columns. 

When the Tabulation Cards are first prepared following the initial field 

, 

survey, Planning Unit totals are entered in these two columns. 

(10) Deteriorating Structures. Enter the total number 'of housing struc-

tures in the Planning Unit recorded as being deteriorating as of the cur-

rent tabulation date. Space limitations preclude noting more information 

concerning deteriorating housing on the Master Tabulation Cards, but 

additional information may be obtained by referring to the Tally Sheets 

which are described below . 
• 

• 

• 

, 
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.1'~I ,I,Y SHe;ET (Exhibit F) 

Tally sheets are used as an aid in forrrlUlating Planning Unit totals when 

periodic tabulations are made. These sheets are retained and thus pro-
• 

vide a permanent record of the history of each Land Use Block containing 

. 

deteriorating or substandard housing, 

One line is to be used for entering totals for each block. Once the block 

totals are filled in, the various columns are totaled to obtain the Planning 
• 

. 

Unit totals to be entered on the Master Tabulation Cards. The date of 

• 

tabulation is entered only once each tirne a tabulation is made; the date 
• 

should be entered opposite the totals for the Planning Unit. 

In view of the e}:planation of the various cards and forms given previously 
, 

in this rnanual, the Tally Sheet should be self-explanatory. 

Block Card Red Marks for Tabulation Purposes 
. . 

Each tirne the Block Cards are tabulated, a red pencil line is placed on 
, 

the line on which the last entry was rnade. In this way those structures 
• 

recorded since the previous tally can be readily deterrnined. At the 

sarnetirne, a red line is drawn through the dates of any entries under 

"-cornpliance" or "-status change"-; this will greatly aid tabulation in. that 

. 

it can be readily noted, without having to look at the date itself, those 

structures which have had a status change noted since the previous 

tabulation. 
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