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About the Community 
Development Department

The Community Development 
Department is designed to be an essential 
service provider to residents thoughout the 
City of Springfield.

By maintaining a socially-conscious focus 
and combing the talents of varied experts, 
citizens receive services in an efficient, 
productive and often personalized manner.

The Community Development Department is one of the sectors 
of city government that has the pleasure of constant interface with 
citizens of our community. It is this interface that drives the staff 
within the department to do more with less, and continue with a 
proud spirit that allows improvement each year.

It is a good thing to be part of the development of the community 
– it is a great thing to be a part of the behind-the-scenes 
improvement of our town.

Shannon Meadows 
Community Development Director  
2nd Floor, Springfield City Hall 
76 E. High Street
Springfield  OH 45502
(937) 324-7380 
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All landlords must give their tenants a copy of this pamphlet or 
the location of it on the internet, according to Section 701.02 of 
the Codified Ordinances of the City of Springfield. Please take 
time to read this and keep it in your records for future reference.
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The Rental 
Agreement

Landlords may not discriminate 
against tenants on the basis of 
protected class, including race, 
religion, color, national origin, 
sex, familial status (having 
children under 18), or disability. 
The State of Ohio also prohibits 
discrimination based on a 
person’s ancestry and military 
status. In the City of Springfield,  
no one may be discriminated 
against on the basis of sexual 
orientation or gender identity. 
For information, or to make 
a complaint, contact the Fair 
Housing Office.
 
The City of Springfield offers 
mediation for landlords and 
tenants as well as neighbors to 
resolve conflict. Many issues 
are resolved informally. A 
session can be arranged with 
a neutral mediator to talk out 
the issues of dispute and find 
an agreement that will work for 
both parties. This is a voluntary, 
confidential process offered as 
a first step to resolve conflict, 
before resorting to the use of 
enforcement agencies or the 
courts. Agreements are made 
only by the consent of both 
parties. 

Fair Housing and 
Mediation Services

An agreement or contract 
for the rental property is 
called a LEASE. Leases can 
be written, oral (spoken), 
or implied by the tenant 
making rental payments 
to the landlord and the 
landlord permitting the 
tenant to use the landlord’s 
property. Each type of lease 
is protected under Ohio law. 
If your lease is in writing, all 
the agreements should be 
in writing, signed by both 
landord and tenant. 

Do not sign anything until 
you read and understand 
what you are signing. Be 
sure the other party has 
signed the agreement and 
keep a copy of any written 
agreement you make. If 
you do not understand your 
lease, see an attorney. It is 
best to get any agreement 
with the landlord in writing.



Inspect the Apartment
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Before paying any nonrefundable deposit or moving in, the 
tenant and landlord should inspect the place together, noting 
its condition. Most leases provide that the unit is accepted 
“as is.” If the landlord cannot inspect the premises with 
the tenant, the tenant should make a detailed record of the 
condition, noting all defects and should give it to the landlord 
as soon as possible (you may use the form in this booklet). 
This gives the tenant the chance to get the defects corrected 
and protects against the landlord charging the new tenant 
with damages to the property which were there before 
the tenant moved in. Do not rent a place that will require 
extensive repairs to be made after the move-in date.

Landlords and tenants should not accept or make payments 
until both are sure about their decisions to rent. A receipt 
should be given showing who paid, who received it, how 
much was paid, what the payment was for, the address the 
payment was for, and the date of the payment.

Federal law requires owners of properties built before 1978 give 
prospective tenants a written statement of any known lead hazards 
and a pamphlet on lead poisoning. There are some exceptions. For 

more information, call the Clark County Combined Health 
District at 937-390-5600.

Lead Disclosure

Rent Increases
Under a month-to-month agrement, the landlord must give 30 days 

notice prior to the affected month, before increasing the rent. In the 
case of a written lease, the landlord may not increase the rent during 

the term of the lease.



Security Deposit

Lease Termination
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Landlords and tenants can end a lease that is not in writing by giving notice:

1. Month-to-month lease: 30 days prior to the beginning of the rental 
period.

2. Week-to-week lease: 7 days prior to the beginning of the rental period.

No reason need be given a tenant or landlord for ending a lease as long as 
proper notice is given to the other party. Terminations under a written lease 
must be made according to that lease, but a landlord cannot shorten the 
notice time a tenant is entitled to by law.

Even though the landlord does not have to give a reason for ending the 
lease the tenant can win an eviction suit by proving the landlord was getting 
back at the tenant (retaliating) because the tenant tried to organize other 
tenants, made honest complaints about conditions, or that the eviction is 
discriminatory on the basis of a protected class. A tenant who proves any of 
these situations can also recover damages and attorney fees.

The Ohio Landlord – Tenant Law permits a landlord to collect 
a security deposit to cover the costs of unpaid rent charges 
and to repair damages to the property caused by the tenant, in 
excess of normal wear and tear.

The landlord is required to return the security deposit to 
the tenant within 30 days of the time the tenant gives up 
occupancy and teminates the rental agreement. The tenant 
must provide the landlord with a forwarding address in writing. 
If the landlord makes a deduction from the security deposit, 
the landlord is required to provide the tenant with a written, 
itemized accounting of the money that is being withheld.

If after 30 days the landlord has not returned the deposit or 
the itemized accounting, or if the tenant disagrees with the 
landlord’s decision to withhold some or all of the security 
deposit, then the tenant may sue for double the amount which 
the tenant believes was wrongfully withheld.



Landlord 
Responsibilities
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A Landlord has responsibility to:
1. Put and keep the premises in a 

fit and habitable condition.
2. Keep the common areas safe 

and sanitary.
3. Comply with building, housing, 

health and safety codes.
4. Keep in good working order all 

electrical, plumbing, heating and 
ventilation systems and fixtures.

5. Maintain all appliances and 
equipment supplied or required 
to be supplied by him/her.

6. Provide running water and 
reasonable amounts of hot 
water and heat, unless the hot 
water and heat are supplied by 
an installation that is under the 
exclusive control of the tenant 
and supplied by a direct public 
utility hookup.

7. Provide garbage cans and 
arrange for trash removal, if 
the landlord owns four or more 
residential units in the same 
building.

8. Give at least 24 hours notice, 
unless it is an emergency, before 
entering a tenant’s unit, and 
enter only at reasonable times 
and in a reasonable manner.

9. Evict the tenant when informed 
by a law enforcement officer 
of drug activity by the tenant, 
a member of the tenant’s 
household, or a guest of the 
tenant occurring in or otherwise 
connected with the tenant’s 
premises.

10. Comply with the rights of 
tenants under the Service 
Members Civil Relief Act.

Code Enforcement enforces 
the Property Maintenance 
Code which establishes the 

minumum standards for 
structure maintenance. The 

code applies to existing 
residentials units. A renter may 

contact Code Enforcement 
with concerns. The guidelines 

for investigating tenant 
complaints are intended 
to be consistent with the 

requirement for participation 
in the Ohio Rent Escrow 

program. A tenant must be 
current with their rent in order 
for an inspection of reported 
violations to be performed. 

Rent-payment status dos not 
affect the ability of a tenant to 

make a complaint; however, 
it does limit the responses of 

Code Enforcement.
Complaints can be generally 
categorized as Emergency 
Complaints resulting from 
an Interruption of Utilities/

Services or as Standard 
Complaints being problems/

violations resulting from 
deferred maintenance. When 
tenant eviction proceedings 
have been initiated with the 

court prior to the request for 
inspection of the property as 
part of the Tenant Complaint 

process; the result shall 
be a stay of action until an 

official court action has been 
rendered.

City of Springfield 
Code Enforcement



Tenant Responsibilities
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A Tenant has a responsibility to:
1. Keep the premises safe and sanitary.
2. Dispose of rubbish in the proper manner.
3. Keep the plumbing fixtures as clean as their condition permits.
4. Use electrical and plumbing fixtures properly.
5. Comply with housing, health and safety codes that apply to 

tenants.
6. Refrain from damaging the premises and keep guests from 

causing damage.
7. Maintain appliances supplied by the landlord in good working 

order.
8. Conduct himself/herself in a manner that does not disturb any 

neighbors and require guests to do the same.
9. Permit landlord to enter the dwelling unit if the request is 

reasonable and proper notice is given.
10. Comply with state and municipal drug laws in connection with 

the premises and require household members and guests to 
do likewise.

Tenants in Ohio cannot simply quit paying their rent because the landlord 
does not make important repairs. Tenants also cannot simply pay a workman 
to have repairs done and deduct the cost of the repairs from their rent 
unless the landlord agrees to this. Instead, in Ohio, tenants must follow a 
legal procedure called rent escrow. Rent escrow means paying your rent to 
the clerk of courts rather than to your landlord, so economic pressure is put 
on the landlord to make needed repairs.
In order to escrow rent because of a landlord’s failure to make repairs, a 
tenant must:
1. Pay rent up to date.
2. Give a written notice to the landlord listing the repairs needed and send 

the notice to the place where rent is normally paid (being sure to keep 
two copies). If the landlord fails to provide the tenant with a written 
statement of the name and address of the agent and/or owner when the 
tenant moves in, the landlord waives this notice. 

3. If the landlord does not make repairs within 30 days or a reasonable 
time in the case of an emergency, whichever is shorter, the tenant can:
• Escrow rent by depositing it with the Springfield Municipal Court;
• Ask the court to direct that the repairs be made, to reduce the rent 

and to release some of the money for making repairs; or
• End the agreement and move out.

Because this is a serious legal matter, tenants should talk to a lawyer before 
taking any of these steps. Rent escrow remedies do not apply to landlords 
who own fewer than 4 units and have delivered written notice of this fact to 
the tenant upon moving in.

Rent Escrow
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 Kitchen
 Item     Condition

Apartment Checklist
Address:

 Stove   
 Sink   
 Refrigerator   
 Faucets   
 Windows   
 Shades/Curtain Rods   
 Cabinets   
 Walls   
 Lights   
 Ceiling   
 Floor   

 Walls   
 Ceiling   
 Lights   
 Windows   
 Floor   
 Shades/Curtain Rods   
 Door   

 Item     Condition
 Living Room

 Walls   
 Ceiling   
 Lights   
 Tub   
 Sink   
 Toilet   
 Medicine Cabinet   

 Item     Condition
 Bathroom

 Doors   
 Floor   

 Furnace   
 Ceiling   
 Lights   
 Laundry Tub   
 Floor Drain   
 Hot Water Tank   
 Walls   

 Item                               Condition
 Utility Room/Basement

 Floor   

 Bedroom
 Item     Condition
 Door   
 Floor   
 Walls   
 Ceiling   
 Windows   
 Shades/Curtain Rods   
 Lights   

Tenant Signature ________________________________________________________
Landlord Signature ______________________________________________________
Date __________________________________________________________________

Additional Bathrooms

Additional Bedrooms

Comments/Notes
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Eviction
Landlords can evict tenants for the 
following reasons:

1. Tenants’ failure to pay rent when 
due.

2. Tenants’ false complaints to a  
governmental agency about 
housing violations caused by the 
tenant or guests.

3. The landlord’s compliance with 
housing laws would require 
alteration or demolition of the 
building which would deprive the 
tenant of the effective use of the 
premises.

4. The lease has expired.
5. Tenants’ violations of important 

terms of the lease.
6. Tenants’ failure to comply with 

proper notice (30 days) to correct  
situations which materially affect 
health or safety.

7. Tenants’ refusal to permit 
landlords’ access to the unit. 

8. Illegal drug use.

Tenants are entitled to a “three-day” 
notice, delivered to the tenant or at the 
premises, demanding the tenant move 
out. This notice must include the  
following words:

“YOU ARE BEING ASKED TO LEAVE THE 
PREMISES. IF YOU DO NOT LEAVE, AN 
EVICTION ACTION MAY BE INITIATED 
AGAINST YOU. IF YOU ARE IN DOUBT 
REGARDNG YOUR LEGAL RIGHTS 
AND OBLIGATIONS AS A TENANT, IT 
IS RECOMMENDED THAT YOU SEEK 
LEGAL ASSISTANCE.”

This is not only a required notice, it is 
good advice. An eviction is the most 
serious legal problem most people will 
ever have. It forces a tenant out of a 
home and costs the landlord a lot of  
money and lost rental time. Eviction 
records are public, and can seriously 
hurt tenants’ credit ratings and 
references. Landlords who fail to 

follow proper legal procedure can 
end up owing their tenants damages 
or delaying even legitimate eviction 
for months. Evictions should never be 
considered lightly and always deserve 
the attention of a lawyer.

Landlords must give at least three 
days of notice before filing a suit for 
eviction with the court. The tenant 
does not have to move out in three 
days, but if the tenant does not move, 
the landlord can bring a court action 
called a Complaint in Forcible Entry 
and Detainer, claiming either that the 
lease is expired or that the tenant has 
violated the law or the lease.

Landlords are not committed to an 
eviction merely by issuing a three-
day notice. There is still time to work 
out the problem, pay back rent, or 
whatever else it takes to reach a 
mutually agreeable solution.

If the landlord and tenant do not reach 
an agreement and the tenant does 
not move out, the landlord can file a 
Complaint with the court. The court 
will serve the tenant with a summons, 
either by certified mail or personal 
delivery, notifying the tenant when and 
where to appear in court. The tenant is 
entitled to five working days 
between the service of the summons 
and the date of the trial. Stapled to 
the Summons will be the landlord’s 
complaint, usually prepared by the 
landlord’s lawyer, asking the court 
to order the tenant to leave the 
premises and to pay any unpaid rent. 
The summons also tells the tenant 
to contact a lawyer or the local Legal 
Services office.

If the tenant does not show up for trial 
according to the instructions on the 
summons, the court will probably 
order the tenant to move out and pay 
whatever rent is claimed to be unpaid.
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Requesting Return of 
Security Deposit

Date: ____________________________________________
Dear: ___________________________________ (Landlord)

This notice will serve as my request of the return of my 
security deposit in the amount of $ _____________ . This 
letter is being sent to you in accordance with Ohio Revised 
Code 5321.16(B) and will serve to notify you that I expect 
the return of my security deposit, plus interest, if any, by 
_________________________________________________ 
(Insert Date. This should be within the next 30 days).

Should you fail to return my security deposit to me, I will 
pursue appropriate legal remedies, which may include 
double damages and reasonable attorney fees.

Sincerely,

Tenant ___________________________________________
Address __________________________________________
Phone Number ____________________________________

NOTE: With a deposit, interest is paid only on the amount 
above one month’s rent and if the tenant has remained in 
possession of the premises for six months or more.
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Notice to Correct Conditions
Date: ______________________________________________
Dear: _____________________________________ (Landlord)

This notice is to inform you that, as the owner/agent of the 
dwelling unit located at _______________________________ 
that the conditions stated below are in noncompliance to 
our rental agreement and/or local housing, building, safety 
or health codes. Your failure to maintain this unit in a safe, 
decent and sanitary condition means that you are in violation 
of your obligation according to the Ohio Revised Code 521.07
1. _________________________________________________
2. _________________________________________________
3. _________________________________________________
4. _________________________________________________
5. _________________________________________________
6. _________________________________________________

This notice is being sent to you in accordance with Ohio 
Revised Code 5321.07(A) and will serve to notify you that I 
want you to remedy the conditions within reasonable time 
(30 days or less).
 
Should you fail to remedy the conditions by 
_______________(date), I will pursue my appropriate legal 
remedies and escrow my rent with the local Clerk of Courts 
until such time that the above conditions are corrected.

Sincerely,

Tenant _____________________________________________
Address ____________________________________________
Phone Number ______________________________________
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Protesting Retaliation
Date: __________________________________________
Dear: ___________________________________ (Landlord)

Ohio Revised Code 5321.02(A) provides that a landlord may 
not increase rent, decrease services, threaten to bring an 
eviction action against or evict a tenant because the tenant 
has complained to the landlord about the conditions of the 
rental unit, complained to an appropriate government 
agency about a code violation or joined with other tenants 
for the purpose of negotiating or dealing collectively with 
the landlord.

Since I have recently engaged in protected activity, I 
believe that your action(s) of:
_________________________________________________
_________________________________________________
_________________________________________________
(Describe action taken by landlord) is/are retaliatory.

I hope that this letter will resolve the matter. However, I 
will take whatever action is necessary to defend my rights. 
Ohio Revised Code 5321.01(B) provides for actual damages 
together with attorney’s fees, if there is a violation of the 
above section of the law. 

Thank you for your attention to this matter.

Sincerely,

Tenant ___________________________________________
Address _________________________________________ 
Phone Number ____________________________________
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Protesting Non-Acceptance of Rent
(for month-to-month leases) 

Date:  ________________________________________

Dear:  _______________________________  (Landlord)

I attempted to pay you my monthly rent on: 
________________________________________  (date) 
in accordance with my rental agreement. However, 
you refused to accept my rent as due and instead have 
requested that I vacate the premises. 

According to the Ohio Revised Code 5321.17(B) you 
are required to give me a thirty (30) day notice to 
terminate my tenancy. As of this date I have not 
received any such notice from you.

Enclosed is my current month’s rent which I am again 
attempting to pay. If you do not accept it, I will deposit 
my rent with the Springfield Municipal Court as proof 
of my timely payment.

If you have any questions, please feel free to call.

Sincerely,

Tenant  _______________________________________
Address  ______________________________________
Phone Number  ________________________________



Information Directory

Springfield Fair Housing and Mediation 
Services

76 East High Street 
937-324-7696

Clark County Fair Housing 
(Outside the City)

3130 East Main Street 
937-521-2182

Springfield Metropolitan Housing Authority
101 West High Street 

937-325-7331

Springfield Municipal Court Civil Division
50 East Columbia Street 

937-328-3715

Legal Aid of Western Ohio
20 South Limestone Street 

888-534-1432

United Way Information and Referral
120 South Center Street 

937-323-1400

City of Springfield Code Enforcement 
Division

76 East High Street 
937-324-7385
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