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Person-in Charge Information & Consent Form 
 

All property owners who reside more than 25 air miles from the rental property must designate a person-in-charge who 
resides within 25 air miles of the property and is at least 25 years old.  This person shall reside in the required radius for 
the majority of the year, not leaving the region for more than 45 continuous calendar days.  Please provide the person-
in-charge name, address, phone number(s) and email address for the rental property(ies) listed below.  Please send 
the information to the Centre Region Code Administration office at the address listed above.  Please notify the code 
office within 3 calendar days regarding any change in person-in-charge information. 

 
Owner’s Name: _______________________________________________________________________________________________ 
 
Owner’s Address: _____________________________________________________________________________________________ 
 

______________________________________________________________________________________________________________ 
 
Telephone number(s): _________________________________________________________________________________________ 
 
Email Address: ________________________________________________________________________________________________ 

 

Person-in-Charge: ________________________________________________________________________________________________________________________________ 
(At least 25 years old)                                                   (Please print) 
 

Consent of Person-In-Charge: __________________________________________________________________________________ 
                    (Signature of Person-In-Charge Required) *** 

 

Address of Person-In-Charge: ___________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________________________________ 
 
Telephone Number(s): ___________________________________________________________________________________________________________________________ 
 

Email Address: ____________________________________________________________________________________________________________________________________ 
 
***The person-in-charge for your property will receive the notice of inspections, inspection reports, violation notices, warnings, fines, and other 
correspondence.  It will be the responsibility of the person-in-charge to forward this information to the owner of the property.  This person 
must be present for the inspection to take place.  Failure to show up for an inspection may result in a No-Show Fee of $100.00.   
 

Please see the reverse side for additional information regarding the duties & responsibilities of the person-in-charge. 
 

Centre Region Code Administration 
2643 Gateway Dr, Ste 1, State College, PA  16801 

Phone:  814-234-3812 
Email:  jak@crcog.net 

Webpage:  www.crcog.net/crca   
 

Rental Property Address:   

Municipality:   

Owner’s Information: 
 

Person-In-Charge Information: 

http://www.crcog.net/crca


Per the Centre Region Rental Housing & Building Safety Code, 2023 Edition,  
the duties and responsibilities of the person-in-charge are as follows: 

 
SECTION 802        
HOUSING PERMIT 
 
802.8.1 Contact address. The contact address provided to the Centre Region Code Administration in accordance with Section 
802.8 must be a valid address for the receipt of United States mail and shall be checked by the owner or person-in-charge on a 
regular basis. 
 
802.8.2 Telephone number. The telephone number provided to the Centre Region Code Administration in accordance with 
Section 802.8 must be a valid telephone number capable of receiving and recording voice mail at all times.  This number is 
considered the emergency contact number for this individual. A response to a voice mail left on this number by a representative of 
the Municipality or the Centre Region Code Administration shall be returned or responded to within 3 hours. A response to a voice 
mail left on this number by a tenant shall be returned or responded to within 3 hours. 
 
802.8.3 E-Mail address. A valid e-mail address for the owner and person-in-charge shall be provided to the Centre Region Code 
Administration. The e-mail address shall not be considered an emergency contact and response to an e-mail for the owner or 
person-in-charge by a staff member of the Centre Region Code Administration Municipality or tenant and shall be 
responded to within 48 hours. 
 
SECTION 803 
PERSON-IN-CHARGE 
 
803.1 Person-In-Charge. All owners of residential rental property shall designate a person-in-charge for each of their residential 
properties. The code official shall be notified as to who the person-in-charge is and of any changes to information required by this 
code within 3 calendar days. 
 
803.2 Maintenance. The person-in-charge shall maintain all rental property under their control in compliance with the occupancy 
limits, as specified in the Zoning Ordinance of the Municipality. Further, the person-in-charge shall notify the owner of rental 
property of any and all violations issued against said property by the code official. 
 
803.3 Tenant notification. The person-in-charge shall be required to distribute to each tenant, information regarding the following 
requirements, including reference to any ordinances. A signed copy of this form or proof of form delivery shall be maintained by the 
person-in-charge and shall be made available to the tenant, code official, or municipality upon request: 
 

✓ Maximum occupancy for the residential property 
✓ Maximum number of persons who can reside in the rental property 
✓ If the property is a student home 
✓ Regulations regarding dogs (if present) 
✓ Regulations regarding property maintenance 
✓ Regulations regarding refuse, parking, weeds, and removal of snow and ice from sidewalks 
✓ Information on the handling of recyclable materials 
✓ Specific information regarding the State College Division of the Health and Neighborhood Services and the Centre Region 

Code Administration 
✓ Signed copy of the fire safety certification 
✓ Regulations regarding tampering with fire protection equipment 
✓ Notification in writing of all scheduled inspections a minimum 7 calendar days prior to the scheduled inspection date and 

1 calendar day prior to reinspection 
✓ Notice of regulations regarding roof occupancy and possible penalties 
✓ Notice of regulations regarding interior furniture and possible penalties  
✓ Notice of regulations regarding unsanitary conditions in rental properties and regulations and possible penalties 
✓ Notice of information regarding tenants’ rights as published by the municipality 
✓ Notice of information regarding fire safety as published by the municipality 
✓ For units where the tenant is responsible for payment of utilities (electricity, natural gas, propane, fuel oil, water, etc.), the 

owner shall make available to the tenant the prior 24 months of utility costs prior to signing the lease agreement.  The 
tenant is responsible for providing utility cost information to the owner within 60 days of the receipt of the bill from the 
utility.  
 

For additional information on the Centre Region Rental Housing & Building Safety Code, 2023 Edition, please visit our website at 
www.crcog.net/crca.                    
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