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Borough of Highlands - Sales/Lease/Rental Workflow  
§ 10-5.2 RESIDENTIAL Certificate of Inspection Required. No person shall rent, lease or allow any person to live in or occupy as a tenant, any room, dwelling, 
apartment or the like except if the same is part of a motel or hotel unless a certificate of inspection is obtained from the inspector after an inspection certifying 

that the room, dwelling, apartment or the like is fit for human habitation and is in compliance with all applicable Federal and State laws and borough ordinances. 
 

§ 10-14.1 BUSINESS Certificate of Inspection. No premises or portion of premises of a commercial or industrial property, whether in a commercial or industrial 
zone or in a di@erent zone by reason of a nonconforming use, shall be relet, rerented or sold and thereafter occupied by a new tenant or owner without the 
appropriate application for and issuance of a business certificate of inspection. 

CLICK HERE TO LEARN MORE ABOUT OBTAINING YOUR CERTIFICATE OF INSPECTION AND TRANSFER OF TITLE APPROVAL 
 

 
HOUSING OFFICERS: Charlie Wells & Albert Souza 

ü Conducts required Housing Inspections 
ü Enters results of all Inspections into Enforcer Software 
ü Issues Violations, if necessary 
ü Issues Certificate of Inspection 

 
FIRE PREVENTION INSPECTORS: Charlie Wells & Albert Souza 

ü Conducts all requested Fire Prevention Inspections  
ü Enters results of all Inspections into Enforcer Software 
ü Issues Violations, if necessary  
ü Issues Certificate of Inspection 

 

CODE ENFORCEMENT OFFICER: William Brunt 
ü Checks for Code Enforcement violations  

 
HOUSING SECRETARY: Kevin Rooney 

ü Schedules all requested Inspections in “Enforcer”  
ü Accepts and applies payments 

 
TECHNICAL ASSISTANT: Alicia Jones 

ü Checks for open UCC permits and Violations 
ü If in Flood Plain [SFHA] check substantial improvement 

dollar percentage in Forerunner 
ü Schedules UCC Construction Permit Inspection 

TAX SEARCH OFFICER: Donna Conrad  
ü Checks Taxes and Sewer Fees are current 

 

Applicant files Application for 
Residential Certificate of Inspection

with Housing Secretary 

Housing Secretary obtains payment 
from Applicant 

Housing Secretary checks with Tax 
Search Officer to confirm taxes and 

sewer fees are current

Housing Secretary checks with 
Technical Assistant for open UCC 
Construction Permits or Violations 

AND 
Code Enforcement Officer for 

Violations

If open permits or violations: 
Technical Assistant schedules UCC 

Construction Inspections
If no open permits or violations: 

Housing Secretary schedules 
Housing and Fire Prevention 

inspection of space 

Housing Officer performs Inspection 
of Dwelling

Fire Prevention Inspector performs 
Inspection of Dwelling for 

Smoke/Carbon Detector & Fire 
Extinguisher 

Upon passing of inspections:
Housing Officer issues Certificate of 

Inspection
Fire Official issues Certificate of 

Smoke/Carbon/Fire Extinguisher

https://ecode360.com/35386282#35386169
https://ecode360.com/35386282#35386169
https://ecode360.com/35385941#35764823
https://highlandsnj.gov/departments/housing-inspections-and-enforcement/

