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What is the purpose of ordinance 
enforcement?

▪Prevention

▪Compliance

▪Health and Safety

▪NOT generation of revenue 
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Accomplishing the goal
▪Education

▪Warning

▪Compliance agreement

▪Civil Ticket
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VLCT Guide to Model Ordinances
▪The Municipal Assistance Center provides guidance regarding municipal 

ordinances

◦  https://www.vlct.org/news/vlct-model-templates-policies-and-
ordinances 

▪Any ordinance with a penalty of $800 or less shall be brought before the 
Judicial Bureau (no attorney required) No injunctive relief

▪Any ordinance with a penalty of more than $800 shall be brought before 
the Criminal Division of the Superior Court (attorney likely required)

▪The Municipal Assistance Center can be reached at (802) 229-9111 or 
info@vlct.org 
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State law civil ticket vs Municipal Ordinance 
civil ticket

State law tickets are written by a “Law enforcement Officer”
➢Municipal police, sheriff, state police, constable with law enforcement 

authority

➢Local ordinance tickets are written by those authorized in the specific 
ordinance – law enforcement authority is not required
➢Ordinance must give specific authority to the official who will be issuing the 

ticket
➢That person may need specific designation by the selectboard/city council

➢Ordinance also must be written so that the violation falls under the authority 
of the Vermont Judicial Bureau
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Municipal ordinance giving authority
Example of ordinance meeting requirement

Definition – “Enforcement Official” – when used herein shall mean any constable, 
police officer, animal control officer, and pound keeper; it shall also include any 
other individual specifically designated by the Selectboard to enforce the 
provisions of this ordinance.  No law enforcement training is required for civil 
ordinance enforcement.

Enforcement – This is a civil ordinance and shall be enforced by an Enforcement 
Official in the Vermont Judicial Bureau in accordance with 24 V.S.A. § 1974a and 
section 1977 et seq.
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Who has civil ticket writing authority 
➢Any individual named by position in the municipal ordinance has 
ticket writing authority
➢Examples of an “Enforcement Official”

➢Constable

➢Animal Control Officer

➢Zoning Officer

➢Community Service Officer

➢Law Enforcement Officer

➢Health Officer
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Where do I get tickets (town has been 
issuing tickets)? 
➢If your town has been issuing tickets 
➢Ask the “custodial official” to obtain an officer number and a 

ticket book for you

➢Inquire about the current system

➢Who orders tickets?

➢Where are they filed?

➢Who submits them to the Judicial Bureau?

➢Who receives court notices?
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Where do I get tickets and envelopes  
(town has not been issuing tickets)?
➢If your town is not set up to issue tickets
➢Determine who the “custodial official” will be.  This is the person 

who will serve as the point of contact for all matters having to do 
with the Judicial Bureau.  They will be responsible for keeping 
records, notifying issuing officials of court and receiving all 
communications having to do with municipal tickets.
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Where do I get tickets and envelopes 
(town has not been issuing tickets)?
➢Have the head of the town (manager, administrator, chair of select board) send a 

letter to the Judicial Bureau indicating who the “custodial official” will be.  This must 
include their complete contact information (phone, mailing address and email 
address)

➢Have the head of the town (manager, administrator, chair of select board) send a 
letter indicating who has been appointed as “enforcement official(s)” and that they 
have ticket writing authority.
➢The letter must contain the name(s) of the appointed official(s) and their date(s) of 

birth 

➢Judicial Bureau
➢Vermont Judicial Bureau, P.O. Box 607, White River Jct., VT  05001
➢802-295-8869   vjb@vtcourts.gov 

➢Once established send VCVC request form to Judicial Bureau
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What to know about issuing a ticket
➢Know the ordinance and make sure you have all the required elements 
documented

➢Have you documented and/or collected all evidence of the violation?
➢Proof of warning (if required by ordinance)

➢Photographs

➢Detailed notes / report

➢Witnesses (subpoena may be needed)

➢Write legibly or the ticket may be dismissed without a hearing

➢Complete all sections of the ticket

11



What to know about issuing a ticket
➢Include personally identifying information for the defendant
➢Driver’s license number and/or date of birth

➢Properly inquire of and complete the Service Member’s Civil Relief Act 
affidavit

➢Issue the ticket with the envelope provided by the Judicial Bureau 
➢In person service is best. If by mail, certified is recommended (only if you 

can attest to Service Member status).

➢The ticket must be legible

➢Make sure the ticket is filed with the Judicial Bureau within 30 days
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The ticket has been issued, now what?
➢Issuing official must make adequate notes on their copy so they can 
effectively prosecute the ticket in the future.  In VT the issuing 
official is the prosecutor when it comes to Judicial Bureau hearings.

➢The copy of the ticket with notes must be filed in a safe location for 
documentation and retrieval should a hearing be requested.

➢The custodial official will receive notices of the ticket being paid or 
a notice of a pending court hearing
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The ticket has been issued, now what? (cont)

➢The issuing official must be prepared to attend court and serve as the 
prosecutor of the ticket
➢Go to court prepared with certified copies of the ordinance, copies of 

minutes or documents showing your appointment as an issuing authority

➢Be aware of court room decorum

➢Be knowledgeable and prepared to testify on all pertinent elements of the 
violation

➢Do you need to request / subpoena witnesses?

➢Know the town policy on negotiations (plea bargain) when it comes to issued 
tickets
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The ticket has been issued, now what?

➢The ticket must be submitted to the Judicial Bureau using a state 
approved “batch form (Form 701)” within 30 days of issuance. 
http://www.vermontjudiciary.org/law-enforcement  (password required)
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Violators Response 
➢Admit offense and pay the waiver fee

➢Not contest the charge and pay the waiver fee

➢Deny the charge and request a hearing

➢Fail to respond within 20 days, resulting in a default judgment.

➢If the violator pays the waiver fee, the money collected by the Judicial Bureau 
is sent to the town, minus a fee which is retained by the Judicial Bureau for 
administrative expenses.  
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What if the violator refuses to pay the 
fine?
➢Monthly report of nonpayment is sent to the municipality for fines not 
paid within 30 days

➢The municipality may pursue all civil remedies
➢Attaching wages or property, filing or foreclosure of judgment liens, 

and small claims actions
➢The Judicial Bureau can initiate civil contempt proceedings and refer 

non-payments to a collection agency 4 VSA § 1109 (c) and (d) 
➢If the fine remains unpaid after the issuance of a notice of 

nonpayment, the Court Administrator may authorize the clerk of the 
Judicial Bureau to refer the matter to a designated collection agency.
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Ticket modifications 
➢Amend https://www.vermontjudiciary.org/sites/default/files/documents/500-00702.pdf 

➢Dismiss  (same form as amendment)

➢Change of plea    http://www.vermontjudiciary.org/law-enforcement  
            (password required)

➢What rules does the jurisdiction have regarding the above?
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Track Ticket Payments 
The VT Judiciary posts monthly Ticket Payments online

https://www.vermontjudiciary.org/about-vermont-judiciary/court-
statistics-and-reports/town-traffic-ticket-reports 

19

https://www.vermontjudiciary.org/about-vermont-judiciary/court-statistics-and-reports/town-traffic-ticket-reports
https://www.vermontjudiciary.org/about-vermont-judiciary/court-statistics-and-reports/town-traffic-ticket-reports


20



21



Questions / Contact information 
Questions?

Contact Information

 Law Enforcement Consultation Program

 Trevor Whipple, 802-262-1929   

 twhipple@vlct.org
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