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| received a letter from the Huntington Park Rent Stabilization Program

You received a letter from Huntington Park Rent Stabilization Program because our records show that
you own at least one dwelling unit that is subject to the new registration requirement when rented.

The purpose of this user guide is to help you successfully complete registration of your property with the
Rent Stabilization Program.

In the first year of Registration, you will be required to ensure that the information related to your
property is accurate, add units to help establish the inventory, enter occupancy information for each
unit, and submit the property details to the City of Huntington Park Rent Stabilization Program. Once the
property is registered, all changes to contact information, unit occupancies, monthly rents, etc. should
be reported to Huntington Park Rent Stabilization Program so the property information is always
updated.

In the future registration cycles, the unit inventory would already be established, so you will only be
required to submit changes (i.e., occupancy changes, changes in rent, etc.), if any, and then confirm the
property details by submitting the property for registration.

The sections and steps listed below are aimed at guiding you through this process, depending on the
scenario that best relates to you and your situation. Refer to the Table of Contents to follow along with
the guide and review the sections that relate to you.

I am NOT the current property owner/l have sold my property. What should | do?

If you have received a letter from the Huntington Park Rent Stabilization Program requesting you to
register your rental property and you are no longer the owner, please contact the Huntington Park Rent
Stabilization Program at (323) 584-6393 or rso@hpca.gov to inform them. You may be asked for
additional details/information so the records can be updated.

If you have registered your property or begun the registration process and have since sold the property,
please contact the Huntington Park Rent Stabilization Program to inform them. You may be asked for
additional details/information so the records can be updated.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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| am the current property owner. What should | do?

If you have received a letter from the City of Huntington Park Rent Stabilization Program requesting you
to register your rental property and you are the current owner, then you are responsible for registering

the property.

Create a Login to the Website
To register your property, you will need to create a login for the Rent Stabilization Program website.

The steps to complete this process are listed below.

1. Open your web browser and go to https://rsp.hpca.gov
2. Click on the ‘Login’ link at the top right corner or in the middle of the page.

@ HUNTINGTON PARK Logn g

Welcome to the
City of Huntington Park Rent Registry

unts
ity of Huntington Park must complete and submit registration forms for each rental unt
through the Cy's Rental Registry.

Ay landiord that i claiming an exempon from the City's Ordinance mus! apply for an
exempion Bwough the Cily's Rental Registry. The landiord must provide the Cly a witien
deciaration stating the facts which support the claim of exemption from he provisions of e
Ordinance, accompanied by supporting documentaion.
Type the property address or parcel number to view
Aftes rogisiraion, any nobices or documents required 1o be provided from a landiord fo a v oumalion, wiot roalbio i e
tenan he Ordinance or any ofher federal, stae. o local law. in mied
o, nabice of rent increase and nolice of evickion, must be provided (o the Gty through the
City's Rental Registry within 5 days of service Addionaby, a landiord must re-egister a
rental unit n the rental registry within ity (30) days after a vacancy has occurred and the
rental unit is ro-rentod

* View Propertv Information

3. Click on the “Register” button to create a login to the Rent Stabilization Program website.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.



City of Huntington Park Rent Stabilization Program Owner/Property Manager User Guide

£ 2 HUNTINGTON PRRK

LOGIN

Username (Email)*

Password*
@

Remember Me Forgot Password?

| Register |

4. Enter the following information to create your account:
e Username (Email Address) — ensure you have access to this email address inbox as you
will need to verify the email to complete account creation.
e Password - Password should be minimum of 6 characters, and include at least one
uppercase letter, one lower case letter, and one symbol (!@#5$%"&)
e  First Name
e Last Name

ﬁj HUNTINGTON PARK

REGISTRATION

Username (Email)

First Name

Last Name*

5. Click on the “Register” button to submit your account information.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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ﬁ HUNTINGTON PRRK

REGISTRATION

L2

6. The system will send an account verification email to the Username/Email Address you provided
with an Activation Link. The email should arrive within a few minutes and the activation link
expires in 15 minutes. If you do not see it in your inbox, please check your spam folder. Click on
the activation link in the email to confirm your account and complete the account creation
process.

| have created a login to the rent stabilization program portal. How do | see/access my
property?

Now that you have created an account and activated it, you can login to the Rent Stabilization Program
Portal website. Once you login, you will be redirected to your dashboard. Your dashboard will be empty
until you add your property to your profile. Follow the steps below to add your property. You will need
to repeat for every property you own. Please note that multiple properties can be consolidated under a
single login credential.

1. Click on the “Login” button on the top right corner of the page, enter your username and
password, then click on the Login button.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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@ HUNTINGTON PRRK

LOGIN

Username (Email)*
giselvalerio@3disystems.com
Password

w»

| remember Me Forgot Password?

[ Register ]

2. Click on “My Properties” button on the left of the screen.

Housing Portal / Home

Housing Portal - )
Citizen Overview
~ My Properties .

Occupancy Amendment Request Unit Exemption Request

0 1

3. Retrieve the Registration Letter and click on the ‘Add Property’ button on the top right corner of

your Dashboard.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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NG
y y

SRy

#Q%; HUNTINGTON PRRK Q e e o e GiselValerio 70~
‘1\\77// (alifornic

Housing Portal / My Properties

My Properties
- Home

a2 = v
- My Properties = — Sort By Parcel Number Asc

There are no properties associated. Please press the Add Property button to associate the property with your login

4. Inthe Add Property pop up, you will need to enter the following:
e Property Contact Type —indicate if you are the Owner or the Manager of the property.
e Parcel Number — you can find this in the top right corner of the Registration Letter
e Pin - you can find this in the top right corner of the Registration Letter

Add Property

Community Development De Eartment

Property Contact Type*

Select v

Parcel Number*

Property Address: 20 St
Jane Doe Johns Street, Huntington Park,
Parcel Number 5. 80253
PO ng 123 Parcel # / Account #:
Huntington Park, CA 90255 1234567890
Pin* PIN: 123456
in Billing Period: FY 2025-26
Enter Pin
January 2025
To Jane Doe,
Add Cancel

5. Enter the necessary information and click on the ‘Add’ button.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.



Add Property

Property Contact Type™® Community Development Department

Owner

Parcel Number®

Property Address: 20 St
lane Doe Johns: Street, Huntington Park,
i, 0032
12345678200 PO Box 123 Parcel # | Account #:
Huntington Park, CA 90255

1234567830
Pin*

123456

January 2025
To Jane Doe,

6. Your property will appear on your Dashboard as shown below. Repeat these steps for each
property that you are required to register.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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) HUNTINGTON P

~ Home
~ My Properties

A

RK

" Housing Portal / My Properties

My Properties

R SRS g
Parcel Number: HPTEST1

Site Address: 6055 Pacific Boulevard Huntington
Park CA 90255 US

Property Status: Registration Completed

( )

| have added my property to my profile. How do | register?

Now that you have added your property to your profile, you need to complete the Registration process.

Click on the View button underneath a property’s picture to begin the registration process.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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0 HUNTINGTON PARK

Housing Portal / My Properties

My Properties
=~ Home

— My Properties

¢ g S
Parcel Number: HPTEST1

Site Address: 6055 Pacific Boulevard Huntington
Park CA 90255 US

Property Status: Registration Completed

[ View

The Property Overview page will open. The page is broken down into different sections, where each
section displays different information as part of the registration process.

@HUNTINGTBN PRRK Q Type Here To' HP Staff

Home OO (G, Rent Registry
Rent Registry > .
QOverview Action ~ [IEECEEI

Reports
Property ID 115273 Primary Parcel + 1234567890
Site Address + 20 5t ohns Street Huntington ) .
Park CA 90255 US Year Built 1 2025
As: Total Unit 10
wessor Total On Total Units Added to

Count

Property Status + Preparing for Registration

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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Step 1: Update Contact Information

The first step to property registration is to add/update the property contacts. It is required that each
property contains at least 1 Owner contact and at least 1 Property Manager. If there is no professional
Property Manager associated with the property, the Owner’s contact information can be used for both

contacts.

1. Scroll down to the Contacts area. You will be able to manage the property contacts from this
section. If you see the red text “Primary Owner and Property Manager Contact Information is
Incomplete” as shown in the image below, you will need to add the missing contact type.

*Primary Owner and Property Manager Contact Information is Incomplete

Contacts

Columns »

Associated to assetas  Contact Type

Owner Individual

-5 .

Name

DALILA VELASCO

items per page

Address 1

3524 E61STPL
HUNTINGTON PARK CA
90255 US

+Add Contact [l + Contact Preferences

2 search. Q

Phone Number Email Contact Preference Action

Billing Contact,Primary
Owner Contact

1-1oftitems O

12

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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2. Click on the Add Contact button to add the missing contact type.

Contacts

Columns »

Associated to
asset as

Contact Type Name
Individual Jane Doe
» 5 v items per page

Address t

PO Box 123
Huntington Park CA
90255 US

Phone Number

(123) 1231231

+ Add Contact + Contact Preferences

2 Search. Q

Email Contact Preference  Action

jane@3diemail.com

1-1oflitems &

3. The Add Contact pop up will appear. Select the Contact Type from the dropdown list. If your

property already has an “Owner” contact added, then you will need to add a “Property
Manager”.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.

Add Contact

Contact Type*

Select
Owner Type*
Individual

First Name*

Title

Address

Last Name*

Company Name

Address Type™
‘ Select

Search Address

Entar a lnratinn

Save Cancel

13
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4. Add the required information in the pop up and then Save the contact. You are required to
provide the First Name, Last Name, Mailing Address, Email Address, and Phone Number.

City * State*
Huntington Park CA
Zip * Country *

United States

Communication Type* Email*
i @ Prima
Email v o &
Communication Type* Country Code Phone* Extension
i @ Prima
Phone ~ 1 v a y
+ Add Contact Details
Save Cancel

5. The contacts table will be updated. If the “Owner” contact is missing any information in the grid

(Mailing Address, Email, or Phone), click on the 3-dot Action menu as shown below to edit the
contact details.

Contacts + Add Contact + Contact Preferences
Columns » = Search.. Q

Associated to Contact Type Name Address t Phone Number Email Contact Preference Action
asset as
100 Huntington
Property Manager  Individual Jerry Doe Avenue Boston MA (567) 787-8909 john@3diemail.com
02116 US
1115 NOCHE BUENA Billing
Owner Individual JUAN C ANDCAMARGO BALLESTEROS ST SEASIDE CA 93955 Contact,Primary
us Owner Contact
Owner Individual HP Owner hpowner@3diemail.c
om
Moo [ 5 v items per page 1-30of3items &

6. Select the “Edit” action.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.

14
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#Primary Owner and Property Manager Contact Information is Incomplete.

Columns » < search. Q
Associated to assetas  Contact Type Name Address 1 Phone Number Email Contact Preference Action
3524 EG1STPL
Billing Cofta
Owner Individual DALILA VELASCO HUNTINGTON PARK CA Edit
Owner Cdnti
90255 US
Delete
I - oM 5 ~ items per page 1-1oftitems | O

7. The ‘Edit Contact’ pop up will appear. Many of the required fields may be missing (i.e.,

Ownership share %, Phone, Email, etc.). Enter the required information and then Save the
contact.

Zip * Country *

78701 United States

Contact Details

Communication Type* Email*
. ) Prima
Email v ssbowner@3diemail.com Y
Communication Type* Country Code Phone* Extension
B Prima
Phone v 1 v (333) 333-333: @ v

+ Add Contact Details

Save Cancel

8. The contacts table will be updated. Next, click on the “Contact Preferences” button to set the

preferences for the contacts. You may already see preset values for this on your property. You
can edit/modify this at any time.

15
If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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Contacts + Contact Preferences

Columns » c Search. Q

Associated to assetas  Contact Type Name Address 1 Phone Number Email Contact Preference Action

100 Huntington Drive
Owner Individual John Doe Huntington Park California  (567) 890-9890 ownerhp@2diemail.com
91801 US

Billing Contact,Primary
Owner Contact

100 Huntington Drive
Property Manager Individual John Doe Huntington Park California  (567) 890-9890 ownerhp@3diemail.com 1
91801 US

“ o« - > 5 ~  items per page 120f2items &

9. The ‘Contact Preferences’ pop up will appear. Select the “Billing Contact”. This contact will be
the recipient of the communications from Huntington Park. Next, select the Primary Owner
Contact. This can also be the same as the Billing Contact. Save your preferences using the
“Save” button.

Contact Preferences

Billing Contact Primary Owner Contact

Select v Select v
The selected Billing Contact will be the recipient of all notices, invoices, and mailed communications regarding the

annual registration requirements. The Primary Owner Contact may be contacted for the purpose of communications
about the provisions of the Rent Stabilization and Just Cause Eviction Ordinance and general updates from the Rent

Stabilization Program.
Cancel

10. The Contacts table will be updated. If there are additional Property Manager(s) or Property
Owner(s) associated with the property, you can add them using the “Add Contact” button.

16
If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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Contacts + Contact Preferences
Columns » c Search. Q
Associated to assetas  Contact Type Name Address 1t Phone Number Email Contact Preference Action
100 Huntington Drive
N Billing Contact,Primary
Owner Individual John Doe Huntington Park California (567) 890-9890 ownerhp@3diemail.com H
Owner Contact
91801 US
100 Huntington Drive
Property Manager Individual John Doe Huntington Park California  (567) 890-9890 ownerhp@3diemail.com £
91801 US
« - > 5 ~  items per page 120f2items &

Step 2: Property Site Address(es)

Your property will have only the primary site address (primary address for mailing) added to it. Some
properties are large and may contain more than one site address. Please review the Address(es)
associated with your property and follow the steps listed below if changes are required.

*Note: the site address(es) will also be used as the unit’s mailing address. You will be required to select

the mailing address associated with each unit. Please ensure this data is accurate.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.

17
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1. Scroll to the Address area. You will be able to manage the site addresses from this section. The
Address listed on the property is the primary site address. Check to see if this looks correct. If it
does not look accurate, click on the Edit icon next to the address to modify it, as shown below.

Property Address

Altadena
Satellite i

%o Glendale Pasadena 7 A uia

-~  Map
AZF

ﬁ Alhambra |

- C
R Bevenylls b 4 —, EI'Monte~West Covir
Los Angeles
D s & - - o
Culver v, = (50)
Santa Monica G4Ver €Y : Q Montebelld @ % a
Marina i Huntington é p
Del Rey | Park Whittier
Inglewood+ {
’s | — Downey )i @
ke J !
| | W 1] ) BI
. | Norwalk
Manhattan\ Gardena COMPton =~
Beach.__ B 1 & D =" LS 15| { + b
[T [ Lakewood Cermitos s
Torrance v hi
| - A -
() | — P

~=. Keyboard shortcuts Ma;; data ©2025 Google . Terms

Address + Add

5963 Middleton Street Huntington Park CA 90255 US

2. The ‘Edit Site Address’ pop up will appear. Modify the necessary information and save your

changes.

Edit Site Address X

Address 1+

5963 Middleton Street
City*

Huntington Park
Zip*

90255

Primary

Address 2

State*
CA
Country*

United States v

Cancel

Save

18

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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3. If a new site address needs to be added, click on the “Add” button.

Property Address

: : f Altadena
=  Map Satellite ‘ e Address + Add

T GlendalePasadena 9 5z

o AZI‘.
| b v )@ < Ol
ik | g f Alhambra [ c ddl "
(405, f { LXK 5963 Middleton Street Huntington Park CA 90255 US
T Beverly Hills % QN y ~=%"El'Monte ~West'Covir gt #
\ Los Angeles
WG s f Ty Sy,
T < | L1085 (o 60
SantaMonica Culver City i [ Q - Montebello B O a
Marina : Huntington 6 A
Del Rey ¥ : Park | g Whittier
Inglewood = i) w [}
3 Bl g ) Downey i - 4P
[ TT® OS] AN ——s:
| R | Norwalk
Manhattan\, Gardena COMPton 9 =
BeachAu.,_A;M\; Q)T LN + 1¢
T B | {  LakewoodCerritos
Torrance |\ L) hi
rl S * -
NACA | === Keyboard shortcuts . Map data ©2025 Google , Terms,

4. The ‘Add Site Address’ pop up will appear. Enter the required information (Address Line 1, City,
Zip) and save your changes.

19

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.



Add Site Address

Address 1% Address 2
City* State*
CA
Zip* Country*
United States v
Primary

Save Cancel

5. The Addresses section will be updated with the newly added site address. Repeat as needed
until all the site addresses associated with your property are added.

Property Address

; : ' Altadena
=  Map Satellite ra Address

3= Glendale—"Pasadena a7 = i,

Qo) A1|:
will i { Primary Address
’k % 5 § 5 Alhambra | c iddl . K
W Beverly Hills 1 { i N el 5963 Middleton Street Huntington Park CA 90255 US &

Iios/“AngeIesf‘

T IOAT— /2%&

| Q hﬁ(jmebeuo@ /ﬁ‘
Marina } Hur;;lnﬁton 5 |

| arl |

A
Santa:Monica Culver City

Del Rey ‘ Whittier
Inglewood4—1{: 2
1 1 grEr ) Downey )i - o
< bl f I
{ | W - SL N\ Bi
| | £ Norwalk
Manhattan\ Gardena C°MPtoD | R
Beach_ N1} e G)erfp————" L5 N 4
3 Lakewood Cerritos =
Torrance | oL h
i B os A p—
— ol | —~P
&‘%‘@b | s== Keyboard shortcuts Ma;; data ©2025 Google , Terms

Step 3: Add Unit(s)

You now need to add units to your property so you can provide details regarding the occupancies of
these units. Adding units is an activity that you will only need to complete in the first year of
registration. Once the inventory of units is established on your property, you will only need to provide

20
If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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updates to the occupancies and rents of those units moving forward. Follow the steps listed below to
add unit(s) to your property.

*Note: not every unit field will be explained in this guide. If you have specific questions, contact the
Huntington Park Rent Stabilization Program.

1. Scroll down to the Unit Inventory area. Click on the “Add Unit” button to begin adding a unit to
your property.

Unit Inventory

[® Export to Excel < Search... Q
Drag a column header and drop it here to group by that column
History Unit Site Unit Status Occupancy Type Initial Rent Current Rent  App. Occup y Start Date of Most  Action
Address Number Maximum Date Recent Rent
Allowable Rent Increase
No Record Found
Mo« n > 5 v items per page No items todisplay &

2. Select the Unit’s Site Address from the dropdown as shown below. This dropdown will contain
all the added property site addresses. If you realize an address is missing, you can close this
window and add it in the ‘Address’ section of the property page. The selected address should
be part of the unit’s mailing address.

Add Unit x

* Associate to: Site Address @

No Unit Number * Unit Number

Select v

* Property Type

Select v

* Occupant Type

Select v

3. Next, we need to know the name of the unit. This, too, should be part of the unit’s mailing
address. If the unit does not have a specified name, click the ‘No Unit Number’ checkbox. This
would indicate that the unit’s mailing address is the same as the site address.

21
If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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IFORY

* Associate to: Site Address. — .
® [CJ No Unit Number * Unit Number

Select

* Property Type

Select

* Occupant Type

Select

4. Enter the required fields listed in the pop-up to continue adding the unit to your property. Note
that some field selections may require you to provide more information. The required fields will
contain a red asterisk (*) next to them. The form cannot be saved until all required fields are
entered. Once all the required information is entered, click on the “Submit” button.

Add Unit

‘

* Associate to: Site Add —
sociate to: Site ress @& () No Unit Number * Unit Number

Select

* Property Type

Select

* Occupant Type

Select

ceneel l

5. The Unit Inventory table will be updated. Each unit that gets added will have its own Action
menu to the right. If you made any error in the entry, you can use the Action menu to select the
‘Edit’ option and correct the details. Repeat these steps to add all the units on your property.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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Unit Inventory

[ Export to Excel < Search... Q

Drag a column header and drop it here to group by that column
History Unit Site Unit Status Occupancy Type Initial Rent Current Rent  Apparent Occupancy Start Date of Most  Action

Address Number Maximum Date Recent Rent

Allowable Rent Increase
6223 Cottage
Street
. Rent Subsidized :
o) Huntington Non-Exempt T::am” Siclze $23.00 $23.00 $23.00 01/01/2003 01/01/2005 Y
Park CA 90255
us
23

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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Step 4: Submit Unit Exemption(s)
It is possible that one or more of your units may qualify for an Exemption. You can reference the
ordinance to see if you qualify. If you believe one (or more) of your Units should be exempt, you can
follow the steps listed below to submit your request for Staff to review. If you do not have any
exemptions to claim, you can skip to the next section.

*Note: Not every unit field will be explained in this guide. If you have specific questions, contact the
Huntington Park Rent Stabilization Program.

1. Scroll down to the Unit Inventory area. Each unit listed has an Action menu. Click on the Action
menu for the unit which you believe qualifies for an exemption.

Unit Inventory

Drag a column header and drop it here to group by that column

History Unit Site
Address

Unit
Number

6223 Cottage

Street
ko) Huntington

Park CA 90255

us

6223 Cottage

Street
2 Huntington

1

Park CA 90255

us

2. Select ‘Apply for Exemption’.

History Unit Site
Address

6223 Cottage
Street

kol Huntington
Park CA 90255
us

6223 Cottage
Street

2 Huntington
Park CA 90255
us

6223 Cottage
Street

kol Huntington
Park CA 90255
us

Unit
Number

101

Status

Non-Exempt

Non-Exempt

Status

Non-Exempt

Non-Exempt

Non-Exempt

+ Add Unit

[ ExporttoExcel & Search... Q
Occupancy Type  Initial Rent Current Rent  Apparent Occupancy Start  Date of Most  Action
Maximum Date Recent Rent
Allowable Rent Increase
Rent Subsidized ¢ 53 00 $23.00 $23.00 01/01/2003 01/01/2005 P e

Tenant

Owner

Occupancy Type Initial Rent Current Rent

Rent Subsidized

$23.00 $23.00
Tenant

Owner

Owner

1212212024 E @

Apparent Occupancy Start Date of Most  Action
Maximum Date Recent Rent
Allowable Rent Increase

$23.00 01/01/2003 01/01/2005 i @

12/22/2024 Edit E] @

Report New Occupancy

Apply for Exemption

01/14/2025 ~ DeleteUnit PN

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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3. The Unit Exemption application form will appear. Select the Exemption reason. You may be
required to provide documentation to support your claim. Failure to provide adequate

your application.

documentation may result in the denial of your claim. Enter the required fields and then submit

e ressons fsted below. I you have any qu

Unit hs a certificate Of occupancy issued after February 1, 1985,

Uit s fully Owner-Occupied and does not meat the definition of a rental unit

There are exceptions for thase properties protected under state andor federal law, including units, spaces, and residents covered under mobilenome state laws. Further, certain units are exempt from paying the Rental Registry Fee. Please submit this form for any unit at the property that qualifies as an exempt unit for the fiscal year based on
1S regarding wWSther your Uit s SXemp, plaase Contact the Rert Stabilizstion Frogram
* Exemption Reason

Uit s vacant and unavailable for rent for the entire fiscal year and does not meet the definition of 2 rental unic

Unit s oczupied rentres and does not meet the defintian of a rental unic

Affords

d / Section 8 unit

Subdived Inerest

* Date of Exemption @

MM/DDAYYY

Declaration Statament

[0 * By checking this box, | deciare under penalty of perjury Under the laws of the State of California that the information | have provided in this form is tru

Submitter's Info

* Full Name.

2 3nd correct to the best of my knowledge and belief. Any attachments included here are either original documents or true and correct copies of the original documents

* Title.

Select

4. The Unit status will change to “Applied for Exemption” upon successful submission. You can

Unit Inventory

repeat these steps as needed if you have any more exemption claims to submit for review.

Apply for Exemption x
Instructions

<+ Add Unit
[ Export to Excel [+ Search... Q
Drag a column header and drop it here to group by that column
History Unit Site Unit Status Occupancy Type Initial Rent Current Rent  Apparent Occupancy Start Date of Most  Action
Address Number Maximum Date Recent Rent
Allowable Rent Increase
6223 Cottage
Street E
Rent Subsidized
9 Huntington empt T:;m“ sidize $23.00 $23.00 $23.00 01/01/2003 01/01/2005 1 @
Park CA 90255
us
6223 Cottage
Street
2 Huntington 1 Non-Exempt Owner 12/22/2024 I @
Park CA 90255
LS
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Step 5: Submit Property for Registration

Before you submit your property for Registration, double check the following:

e Property Contacts are accurate (Contacts section)
e All Units are added (Unit Inventory Section)

o Unit Mailing Addresses are accurate.

o Unit Details provided are accurate.

o Unit Exemptions are applied for, as needed (My Cases section or the Unit’s Status)

If the information looks accurate, follow the steps listed below to complete your property registration

for the fiscal year.

1. Scroll to the top of the property page. Click on the blue “Action” button.

i

S N
& ) HUNTINGTON PRRK

uapons>
Home O (3, RentRegistry
Rent Registry o &
verview
Reports
Property ID : 15295
Site Address : 6223 Cottage Street Huntington
Park CA 90255 US
Assessor Total Unit : 10
Count
Property Status : Registration Open

Primary Parcel

Year Built

Total Units Added

2. Select the option for “Submit Rent Registration”.

S=h,
5@? HUNTINGTON PRRK
Ut

Home £} overview  EEANEIIEERY

Rent Registry o .
verview

Reports
Property ID

Site Address

Count

Assessor Total Unit

Property Status

: 15295

: 6223 Cottage Street Huntingtor
Park CA 90255 US

: 10

: Registration Open

Primary Parcel

Year Built

Total Units Added

: Hunt08

: 199

: Hunt08

: 199

pe Here Tt HP Staff v

Apply for Property Exemption
1
Submit Rental Registration

Show PIN
Generate new PIN

Download Registration Letter
New Property Ownership

| EditAPN
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3. Read the text in the ‘Submit Rent Registration’ pop up. You will be asked to confirm that all

exemptions are applied for and that you are submitting the information to the best of your
knowledge under the penalty of perjury.

4. Click on “Submit” to complete the registration of your property.

Submit Rental Registration x

Please Take Note: You must submit an exemption request for each unit that you believe is not subject to the program fees for the upcoming fiscal year. The annual program fee is based on your registration statement and you
cannot apply for an exemption from the fee after registration is submitted.

Submitted Exemption Request
* By checking this box, | understand that all unit exemption(s) and property exemption request must be submitted prior to completing registration.

Unit Exemption(s) Property Exemption(s)

0 0

Please return to the home screen to submit an exemption request. For information on how to apply for an exemption, please review the user guide

Declaration Statement

* | have used all reasonable diligence in preparing this statement. | have reviewed the statement and, to the best of my knowledge, the information contained herein is true and complete. To the extent | was unable,
despite the use of reasonable diligence, to ascertain the exact information to be reported, | have provided the most accurate approximation possible based on information and belief where possible or, where such
approximation is not feasible, | have stated that the information is unknown. | certify under penalty of perjury under the laws of the State of California that the foregoing is true and correct.

* Enter Full Name * Select Title

Select

Caneel

5. Your property status will be updated accordingly. You can click on “Housing Portal” and then
“My Properties” at the top left of the page to return to your Dashboard to view/register your
other properties. Repeat these steps for any other properties you may be required to register.
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0 HunTinGTON PARK

P’ - Housing Portal / My Properties
 Housing Portal |

g My Properties
=~ Home
m =
— My Properties

| have added my property to my profile, but | should be completely
Exempt from the Rent Stabilization Program. What should | do?

Now that you have added your property to your profile, you need to complete the Registration process.
If you believe your property is Exempt from the program, you will still need to take action to inform the
Rent Stabilization Program. To begin, click on the property’s View button to begin the registration
process.

28
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g HUNTINGTON PARK @ Typs Hers To Sears | ciselvaleris M=

My Properties Add Property

" = SortBy Farcel Number Asc

Parcel Number:  1e9101-10

Site Address: 5507 Bissell 5t Huntington Park CA 90255

The property details page will open. The page is broken down into different sections, where each
section houses different information as part of the registration process.

Step 1: Update Contact Information

The first step to claim your property exemption with the Rent Board is to add/update the property
contacts. Itis required that each property contains at least 1 Owner contact and at least 1 Property
Manager before any applications can be submitted. If there is no professional Property Manager
associated with the property, the Owner’s contact information can be used for both contacts.

1. Scroll down to the Contacts area. You will be able to manage the property contacts from this
section. If you see the red text “Primary Owner and Property Manager Contact Information is
Incomplete” as shown in the image below, you will need to add the missing contact type.

*Primary Owner and Property Manager Contact Information is Incomplete.

Contacts +Add Contact [l + Contact Preferences
Columns » 2 | search Q
Associated to assetas  Contact Type Name Address 1 Phone Number Email Contact Preference Action
3524 E61STPL . -
Billing Contact, Primary
Owner Individual DALILA VELASCO HUNTINGTON PARK CA i
Owner Contact
90255 US -
R - » oM 5 ~  items per page 1-oftitems G

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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2. Click on the Add Contact button to add the missing contact type.

Contacts + Add Contact + Contact Preferences
Columns  » & Search.. Q
Associated to Contact Type Name Address Phone Number Email Contact Preference Action
asset as
PO Box 123
Owner Individual Jane Doe Huntington Park CA (123)123-1231 Jjane@3diemail.com
90255 Us

Moo [ 3 v items per page

1-1oftitems &

3. The Add Contact pop up will appear. Select the Contact Type from the dropdown list. If your
property already has an “Owner” added, then you will need to add a “Property Manager”.

30
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Add Contact

Contact Type*

Select v

Owner Type*
Individual v

First Name* Last Name*

Title Company Name

Address

Address Type*
Select v
Search Address

Enter a location

Update Address?

| Address Line 1+ Address 2

Save Cancel

4. Add the required information in the pop up and then Save the contact. You are required to
provide the First Name, Last Name, Mailing Address, Email Address, and Phone Number.
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B Update Address?
Address Line 1 *
East 60th Street
City *
Huntington Park
Zip *

90255

Contact Details
Communication Type*

Email v

Communication Type*

Phone ~

Address 2
State*
CA
Country *
United States v
Email*
@ Prima
huntingtonparkcr@3diemail. v
Country Code Phone* Extension
8 Prima
1 v (234) 567-891( o

+ Add Contact Details

Save Cancel

5. The contacts table will be updated. If the “Owner” contact is missing any information in the grid
Email, Phone, etc.), click on the 3-dot Action menu as shown below to edit the contact details.

Contacts

Columns »

Associated to Contact Type Name Address t Phone Number Email
asset as
SANDOVAL,IRENE TRIRENE 6623 PLASKA AVE
Owner Business SANDOVAL TRUST HUNTINGTON PARK
CA 90255 Us

Moo« > 5 v items per page

6. Select the “Edit” action.

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.

+ Add Contact

[+] Search.

Contact Preference Action

Billing
Contact,Primary
Owner Contact

O

1-1 of 1 items

32

Q

]



City of Huntington Park Rent Stabilization Program Owner/Property Manager User Guide

Columns » [+ Search... Q
Associated to Contact Type Name Address t Phone Number Email Contact Preference Action
asset as

SANDOVALIRENE TRIRENE AFBIALERE Billigg
% E—
CA 90255 US o
Delete

Mo« - »oo 5 ~  items per page 1-1of Titems &

7. The ‘Edit Contact’ pop up will appear. Many of the required fields may be missing (i.e.,
Ownership %, Phone, Email, etc.). Enter the required information and then Save the contact.

Address Line 1 # Address 2

2705 East Slauson Avenue

City * State®
Huntington Park CA

Zip* Country *
90255 United States

Communication Type*® Email *

i B Prima

: Email v john@3diemail.com 9 a

Communication Type* Country Code Phone* Extension

i Primary
i Phone v 1 A (242) 456-789(
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8. The contacts table will be updated. Next, click on the “Contact Preferences” button to set the
preferences for the contacts. You may already see preset values for this on your property. You

can edit/modify this at any time.

Contact

Columns »

Associated to Contact Type
asset as

Property Manager  Individual

Owner Individual

Name

Allison James

Citizen Tington

Address 1 Phone Number

121 South Cliffwood
Avenue Los Angeles (332) 612-2022
CA90049 Us

145 Huntington
Shortcut Road
Crescent City FL
32112 US

(1) 1111111

+ Add Contact + Contact Preferences

< Search... Q

Email Contact Preference Action

james@3diemail.com

citizen.tington@3die
mail.com

9. The ‘Contact Preferences’ pop up will appear. Select the “Billing Contact”. This contact will be
the recipient of the communications from the program. Next, select the Primary Owner
Contact. This can also be the same as the Billing Contact. Save your preferences using the

“Save” button.

Contact Preferences

Billing Contact

John Smith (Qwner)

Program.

Primary Owner Contact

v John Smith (Owner)

The selected Billing Contact will be the recipient of all notices, invoices, and mailed communications regarding the annual
registration requirements. The Primary Owner Contact may be contacted for the purpose of communications about the
provisions of the Rent Stahilization and Just Cause Eviction Ordinance and general updates from the Rent Stabilization

Save Cancel

10. The Contacts table will be updated. If there are additional Property Manager(s) or Property
Owner(s) associated with the property, you can add them using the “Add Contact” button.
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Contacts + Add Contact

Columns » & search Q
Associated to Contact Type Name Address Phone Number Email Contact Preference Action
asset as
06706 NEWELL ST
Property Manager Individual ENRIQUE ANDVAZQUEZ MAYORAL HUNTINGTON PARK  (123) 456-7890 john@3diemail.com
CA 90255 US
6706 NEWELL ST Billing
Owner Individual ENRIQUE ANDVAZQUEZ MAYORAL HUNTINGTON PARK Contact,Primary
CA 90255 US Owner Contact
M4 [ 5 v items per page 1-20f 2items &

Step 2: Determine Exemption Eligibility

There are different reasons why your property may qualify for an Exemption. You can read through the
Ordinance to see which, if any, exemption reasons may apply to you and your property.

Technically, if your property does qualify for an exemption and it is granted by the Rent Stabilization
Program, you are not required to add any units to your property. However, it is not guaranteed that
your property exemption will be granted. It may also not be a permanent exemption.

Some property exemptions are temporary, which means in the future, you will be required to provide
unit and tenancy information for the rental units on your property. If you believe that your exemption
may be temporary, you can elect to add units before submitting the Exemption application for Staff
review.

Follow the steps in this section if you would like to add units to your property before submitting a
Property Exemption application. If not, you can skip ahead to Step 3.

Step 2A: Property Site Address(es)

Your property will have only the primary site address (primary address for mailing) added to it. Some
properties are large and may contain more than one site address. Please review the Address(es)
associated with your property and follow the steps listed below if changes are required.

*Note: the site address(es) will also be used as the unit’s mailing address. You will be required to select
the mailing address associated with each unit. Please ensure this data is accurate.

1. Scroll to the Address area. You will be able to manage the site addresses from this section. The
Address listed on the property is the primary site address. Check to see if this looks correct. If it
does not look accurate, click on the Edit icon next to the address to modify it, as shown below.
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Overview @ Rent Registry
Property Address

Address

Primary Address

7000 STATE ST HUNTINGTON PARK CA 90255 US

2. The ‘Edit Site Address’ pop up will appear.

Modify the necessary information and save your
changes.

Edit Site Address
Address 1+ Address 2

7000 STATE 5T
City* State®

HUNTINGTOM PARK CA
Zip* Country®

90255 United States v
Primary

Save Cancel

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.

3. If a new site address needs to be added, click on the “Add” button.

36



Address

7000 STATE ST HUNTINGTON PARK CA 90255 US V4

4. The ‘Add Site Address’ pop up will appear. Enter the required information (Address Line 1, City,
Zip) and save your changes.

Add Site Address

Address 1% Address 2
City* State™®
CA
Zip* Country*
United States v
Primary
Cancel

5. The Addresses section will be updated with the newly added site address. Repeat as needed
until all the site addresses associated with your property are added.
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Overview &I Rent Registry

Property Address

Address

Primary Address

7000 STATE ST HUNTINGTON PARK CA 90255 US 4

7001 State Street Huntington Park CA 90255 US 4

AR

Step 2B: Add Unit(s)

You now can add units to your property and provide details regarding the occupancies of these units.
Adding units is an activity that you will only need to complete once. Once the inventory of units is
established on your property, you will only need to provide updates to the occupancies and rents of
those units moving forward. Follow the steps listed below to add unit(s) to your property.

*Note: not every unit field will be explained in this guide. If you have specific questions, contact the
Huntington Park Rent Stabilization Program.

1. Scroll down to the Unit Inventory area. Click on the “Add Unit” button to begin adding a unit to
your property.

Unit Inventory

[@ Export to Excel < Search... Q
Drag a column header and drop it here to group by that column
History Unit Site Unit Number  Status Occupancy Type Initial Rent Current Rent  Apparent Occupancy Start Date of Most  Action
Address Maximum Date Recent Rent
Allowable Rent Increase
Moo« n M 5 v items per page No items todisplay &
38
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2. Select the Unit’s Site Address from the dropdown as shown below. This dropdown will contain
all the added property site addresses. If you realize an address is missing, you can close this
window and add it in the ‘Address’ section of the property page. The selected address should
be part of the unit’s mailing address.

* Associate to: Site Address @

No Unit Number * Unit Number
Select hd

* Property Type

Select ~

* Occupant Type

Select v

3. Next, we need to know the name of the unit. This, too, should be part of the unit’s mailing
address. If the unit does not have a specified name, click the ‘No Unit Number’ checkbox. This
would indicate that the site address doubles as the unit address.

Add Unit x

* Associate to: Site Address @
b No Unit Number * Unit Number

6507 Bissell St Huntington Park CA 90255 US-Parcels v

* Property Type

Select v

* Occupant Type

Select v

4. Insome places, you will be asked to enter a date. First click on the calendar.
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v

< June 2023 >
Su Mo Tu We Th Fr Sa
28 29 30 31 1 2 3
4 5 6 7 8 9 10
1M1 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

4

2 3 4 5 6 7 8

5. If you need to scroll to a different year, first click on the Month Year located at the top of the
calendar. When you do so, the calendar will change to a monthly calendar.

H

< 2023 >
Jan Feb  Mar  Apr
May  Jun Ju Aug

Oct Nov Dec

LA
(48]
3

6. If you need to see a selection of years, rather than months, click on the Year at the top of the
calendar.
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q

£ 2018-2029 >

2018 2019 2020 2021

2022 2023 2024 2025
2026 2027 2028 2029

7. Then you can use the left right arrows to scroll to the desired year.

8. Continue on the rest of the form and enter the required fields listed in the pop up to continue
adding the unit to your property. Note that some field selections may require you to provide
more information. The required fields will contain a red asterisk (*) next to them. The form
cannot be saved until all required fields are entered. Once all the required information is
entered, click on the “Submit” button.

Add Unit X

* Associate to: Site Address @
e No Unit Number * Unit Number

6507 Bissell St Huntington Park CA 90255 US-Parcels v

* Property Type

Select v

* Occupant Type

Select v
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9. The Unit Inventory table will be updated. Each unit that gets added will have its own Action
menu on the right. If you made any error in the entry, you would use the Action menu to select
the ‘Edit’ option and correct the details. Repeat these steps to add all the units on your
property.

Unit Inventory

Drag a column header and drop it here to group by that column

History

Unit Site Address Unit Number 1 Status

5363 Middleton
Street Huntington 1
Park CA 90255 US

Mon-Exempt

5963 Middleton
Street Huntington 2
Park CA 90255 US

Non-Exempt

5963 Middleton
Street Huntington | 3
Park CA 90255 US

Mon-Exempt

5 ~  Items per page

Occupancy Type

Tenant

Tenant

Tenant

Initial Rent

Current Rent Apparent
Maximum

Allowable Rent

$ 850.00 $ 850.00
$900.00 $900.00
$1,000.00 $1,000.00

Step 3: Submit a Property Exemption Application

It is possible that your property may qualify for an Exemption. Follow the steps listed below to submit
your request for Staff to review.

B Exporttobxcel &

01/01/2025

01/01/2025

01/D1/2025

Occupancy Start Date Date of Most

Recent Rent
Increase

01/01/2025

01/01/2025

01/01/2025

Q

Action

P e

-

1-3of3items O

*Note: not every exemption field will be explained in this guide. If you have specific questions, contact

the Huntington Park Rent Stabilization Program.

1. Scroll to the top of the Property page. Click on the blue “Action” button.

Overview
Property ID

Site Address

Assessor Total Unit
Count

Property Status

1 15292

: 5956 Middleton Street
Huntington Park CA 90255 US

22

: Unit Discrepancy

Primary Parcel

Year Built

Total Units Added

2. Select ‘Apply for Property Exemption’.

: HUN0121C

: 1999

ek

42

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.



City of Huntington Park Rent Stabilization Program Owner/Property Manager User Guide

Overview — Back
Property ID : 15292 Primary Parcel : HUND121C |'°*PP‘Vfor Property Exemption |

Site Address : 5956 Middleton Street Year Built . 1999 Show PIN
Huntington Park CA 90255 US :

Generate new PIN

Assessor Total Unit : 2 Download Registration Letter

Total Units Added !
Count
New Property Ownership
Property Status < Unit Discrepancy Edit APN
View Property History

3. The property exemption application form will appear. Select the Exemption reason. You may
be required to provide documentation to support your claim. Failure to provide adequate
documentation may result in the denial of your claim. Enter the required fields and then submit
your application.

Apply for Property Exemption

* Please select the qualifying grounds for the property exemption

Select

Comments

Declaration Statement

* By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided in this form is true and correct to the best of my knowledge and belief. Any
attachments included here are either criginal documents or true and correct copies of the original documents.

Submitter's Info
* Full Name *Title

Select v

4. To confirm that your application was submitted successfully, scroll down to the “My Cases”
section. You will see the Property Exemption Case in the ‘Pending Review’ status. You can
check back periodically to see if it is approved or denied. You will also get an email notification
once your Property Exemption case is processed.
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My Cases
Columns »
Case Number Created On Entity Case Type CreatedOn + T
APN: 00814411 Property Exemption 06/23/2023 02:17 PM

APN: 00814411 Rental Registry

W oM 10 v items per page

05/17/2023 07-36 AM

B Bportiobxcel & Search Q
Updated Date T  Status
06/23/2023 02:17 PM Pending Review
06/23/2023 02:01 PM Registration Open
1-2 of 2 items

If your Property Exemption application is approved, your property status will read “Property Exempt” as
shown below. Your registration for the current fiscal year will be considered complete.

s,
s@%; HUNTINGTON PRRK

Subpages / Parcel Details New

Home
QOverview @I‘: Rent Registry
Rent Registry

Admin Overview
Property ID
Site Address

Assessor Total Unit
Count

: 15399
: 2503 Zoe Avenue Huntington Park CA 80255 US

H

Property Status

: Property Exempt

Primary Parcel : Test2501311
Year Built 1 1995
Total Units Added 10

If you have any questions, contact the City of Huntington Park Rent Stabilization Program at (323) 584-6393 or rso@hpca.gov.
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What Does My Property Status Mean?

Your property status can tell you about the registration status of your property. Review the statuses
and their meanings below:

Property Status Meaning

The registration period is open, and you need to provide updated information
about your property and submit for registration.

Registration Open You may have submitted a property exemption and are waiting for staff to
review; your property may be in this status until your application is processed.
Check the status of your Property Exemption case to ensure it is not denied. If
so, you will be required to register.

. . . Your registration was submitted, but Staff denied it due to some errors. You will
Registration Denied . . . .
need to review your inputs, make necessary edits, and re-submit the property.
Your property has been submitted for registration, and the number of units you
have added to the property does not match with the assessor’s records. Your
property is flagged for Staff to review. You do not need to take action. Staff will
reach out if there are any questions.

Unit Discrepancy

Your property has been submitted for registration and there are exemption
Pending Staff Review applications that still need to be reviewed by the Staff. You do not need to take
action. Staff will reach out if there are any questions.

Your property has been submitted for registration. Staff will let you know when
you can return to the system to submit a payment. You do not need to take
action at this time.

Registration Form
Submitted
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