
HP Action Procedures 

 

-Prior to Going to Court- 
 

1. Report ALL code violations to 311 to get thorough documentation. 

2. Bring ALL copies of HPD notices that have been sent to you. 

3. Keep a record of all days that you have no heat and not hot water.  If you can, record 

inside and outside temperatures when there is no heat. 

 

-Going to Court to File- 
 

1. Go to the housing court in your borough. 

2. Bring a copy of your lease and the address of the landlord. 

3. Bring a list of all of the services and repairs that you need. 

4. Bring a money order for $45.00 (this can be waived for financial hardship, must show 

proof of SSI/public assistance). 

5. Go to clerk’s office and tell them you want to file an HP action. 

6. Go to the window where you are directed to pick up the court forms that must be filed. 

7. On the “Request for Inspection” form list all problems in your apartment and building 

8. Sign a verified petition form in front of the clerk. 

9. File fee waiver and attach proof of income. 

10. Clerk will take completed forms and direct you to a judge who will sign them. 

11. The signed papers are called an “Order to Show Cause” and will indicate your court date. 

 

-Serving the Court Papers- 
 

1. You will be given several copies of the Order to Show Cause with delivery instructions. 

2. Deliver two copies to the landlord and two copies to HPD.  You should send the first 

copy via certified mail with return-receipt-requested and one copy regular mail.  Bring 

the receipts to court with you!  It is proof you served the papers. 

3. You will be required to fill out an affidavit of service stating how you served the papers. 

 

-Preparing for Your Day in Court- 
 

1. Gather all the evidence of conditions issues. 

2. Get a written record of individual and building-wide problems. 

3. Get a list of dates and times of phone calls to the landlord, and any steps you have taken 

to correct them. 

4. Bring copies of all written notices to the landlord of the problems you have. 

5. Bring photographs of the conditions issues in your apartments. 

6. Bring a copy of HPD inspection report. 

7. Bring your heat log. 

 

-Your Day in Court- 
 

1. Arrive early!  Be there at 9:30 am SHARP to wait for your case to be called. 



2. You may have to wait some time before your case is called, but if you are late or miss 

your case you may be dismissed and may have to start over. 

3. There will be many people in the court room including a judge, his assistant, the landlord 

or his/her lawyers, an HPD lawyer and yourself. 

4. HPD is there to represent the city’s housing enforcement. 

5. Consider yourself the only advocate of your case if HPD has not assigned you a lawyer. 

6. Ask the judge’s assistant if you have been assigned an HPD lawyer.  If so, speak with 

them, get their name and telephone number.  They may be helpful in writing a stipulation. 

 

-Stipulations- 

 

1. If you come to an agreement with the landlord, a “stipulation will be written.”   

2. The stipulation should include all terms you have agreed to. 

3. Stipulation should include access dates when you allow landlord or his agent to enter to 

make repairs. 

4. It should also include completion dates for all repairs. 

5. All parties involved must sign the stipulation. 

 

-Alternatives to Stipulations- 
 

1. If the landlord does not show up, the judge can still order the repairs to be made. 

2. Or if the landlord does show up and you cannot agree to a settlement, you have the right 

to demand a hearing in front of the judge. 

3. Tell judge the complete history of problems in the apartment, show evidence. 

4. Ask the judge to examine the HPD inspection report. 

5. The judge can issue a court order for services and repairs. 

6. If the judge issues an order, get the index number for your case before you leave. 

7. You can contact HPD or the court to get a copy of the order when it is ready.  Knowing 

the index number is important if the landlord doesn’t fix, and you have to come back. 

8. Your stipulation or the judge’s order should include a schedule of needed repairs and 

when they must be completed. 

9. Add a list of dates and times you are available. 

 

-Follow Up After Court- 
 

1. If landlord makes repairs, keep a detailed log of when they are done, and what 

remains to be done. 

2. Be sure someone is home for repairs! 

3. It landlord does not complete the repairs in the specified time, you must go back to 

court. 

4. You can file an order to show cause for contempt of court for the landlord’s failure to 

comply. 

5. The landlord can be fined or jailed. 


