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| received a letter from Concord Rent Registry Program

You received a letter from the City of Concord Rent Registry Program because their records show that
you own at least one rental dwelling unit that is subject to the new registration requirements.

The purpose of this user guide is to help you successfully complete registration of your property with the
City of Concord Rent Registry 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, claim exemptions as needed, enter
tenant occupancy information for each unit, submit the property details, and pay fees, if applicable.

Once the property is registered, all changes to contact information, unit occupancies, monthly rents,
etc., should be reported to the Concord Rent Registry Program through the Rent Registry website so the
property information is always updated.

In future registration cycles, the unit inventory will 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 and paying any applicable fees.

The sections and steps listed below are aimed to guide 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.

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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I am NOT the current property owner/l have sold my property. What should | do?
This section below will describe the steps you can take if you have sold your property and are no longer
the Owner. Find the scenario that best fits your needs and follow along.

| have not yet claimed my property in the Rent Registry and have sold my property. What should
| do?

If you received a letter from the City of Concord Rent Registry Program requesting you to register your
rental property and you are no longer the owner, please contact the department to inform them. You
may be asked for additional details/information so the records can be updated.

| have already claimed my property and/or started to Register but have sold my property. What
should | do?

If you have started the registration process (as described in the section below) and have since sold your
property, follow the steps below to report this change of ownership to the City of Concord Rent Registry
Program.

1. Go to your dashboard and click on the View button for the property which you have sold. The
property details page will open.

Q e arch Johbwv|‘l"lp

Comcorl

T S

My Properties Aot Erogerty

= BoriBy  Pearcel Number Asc v

Sk

Parcel Number: 1rias

SnE ASAresE 3737 Parksids Groe Concord GASIRE LS

Propesy SWetes!  “ogistason Upes @
| ]

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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2. Click on the Blue Action button located towards the top right corner.

Q Type Here To Senrch JohnpDoe ~ A= | 1‘?|
Concorl

Overview e |

Parcal Number 1 123456790 Site Address : 2727 Parkside Circle Concord CA 84819 Year Built L 1970
us
Assessor Total Unit Count @ 2 Total Units Added 1 Property Status : Registration Opan

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Addreas. I the property has more than one s te address, add addifional stent addressies) by dicking the blun * Add” bution next to* Address” (g, a duplax whore each unit has o different street address), [fall of the rental
units on the property have he same sits sodress, skip 10 the nest step.

Step 2: Update your Contact Information. Scroll down and click *Add Contact” to add necessary contacts (Primary Owner and Progarty Managar). You must add BOTH o Primary Owner and Property Monager contact If ero is no Property
Mianaper, Ben you can indicats hal ihe Property Manager conlact nlormafion is e same as for e Owner. Afer you have sdded both contacts, use fhe “Contact Prefersnces” buthon i designate who should receive ulire communlcations
about registration requirements. To Edit contact, scrall 1o tha right and click on Action Button.

Step 3: Add Units. Scroil down to “Asd Unit™ and sod ALL rental units that you own or manage to the Rental Regiswy . Afer adding all unils th he Rontsl Ragetry , wou may elaim your propary 08 Sxemot, of claim individus! uitis) exsmpt To
Report New Ocoupancy, Just Cause for Eviction, Rent Increase scrall to fhe right and dick on Acfion bulfon.

3. Select the option “New Property Ownership”. Note: The options available from the property
action menu will vary depending on various factors. In this example, it is the only option.

; Q Type Hore To Sean John Dos v o~ ﬂ|
Cancord

Overview _ - Bacx

Parcel Number 1 1234587800 Site Address i 2727 Parkside Circle Concord CA 84513 Year Bullt Apply for Proparty Exerrplion
us

Assessor Total Unit Count  © 2 Total Units Added =0 Property Status.

File Fair Return Petifion

INETRUCTIONS TR REGISTER YOUR PROPERTY

Step 1: Add Site Address. If the property has more han one sile address, add addtionsl strest address(es) by clcking he biue " Add® bulton nesd to * Address” (g & diplex whers sach unil has a d Nersnl sireet address) 11 al of Bhe rental
units on tha proparty have the same sie address, skip 1o Ha ned sp,

Step 2: Update your Contact Information. Serall down and oick "Add Contnet” to add necoasary contacts (Primary Owner and Property Menages|. You must ade BOTH a Primary Owaer and Praperty Manager ecotact If thare is no Proparty
Manager, Bran you can indicate thal e Property Manager contact informafion s the same as for ihe Ownser. After you have Enchs, use b “Cor It 4 chesi e wh should receive fulure communications
about regist i on requirements, Ta Edit contact scroll & the rightand dick on Action Bution,

Step 3: Add Units. Scroll down 1o “Add Linit” and add ALL rental urits B8 you own of manage ta fhe Rental Regatry . After adding all units 1o the Rertol Registry , you msy ciaim your property as exermpt, or cinim ind Wdunl unitis) exempt. To
Raport Naw Occupancy, Just Causs for Eviclion, Rent Increass scrol o the right and click on Action bution

Step 4: Apply for an Exemption|s]. @

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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4. The New Property Ownership form will appear. Enter the date of ownership transfer. Itis
highly recommended that you include any information you may have about the new Owner.

New Property Ownership

Whonavor a change in ownership of a Rental Unit occurs, the Landiord shall submit a Property Ownership Amendmant through the Rent Registry portal tha City with ing to the ch;
awnership, nduding Be date of ransfer, and the name, address and contact infometion of he new Owoer, preferatly within tirty (30) days of he dose of scrow

New Owner Contact Information

* New Cwner Name New Cwner Emall

New Owner Phone * Date of Ownership Transfer

MM DO Y'Y E

Wew Owner Mailing Address

Streat Address
Aptiunit Name

city

5. Enter the information and then submit your application.

* Please provide a copy of the closing or other eq d

Selact files...

ClesingStatementDoc. PG
ALGZKB

Deciaration Statement.

B * By checking this box, 1 declare under penalty of perjury under the laws of the State of Cafifoenia that the information | have provided in this form is rua and correct to the hast of my knowledge and belief. Any
attachmants included here are sither original documants or true and corract copies of he original documents.

Submitter's Info

* Full Name * Title

Jahn Doa Primary Cwner -

Concord Rent Registry Program staff will review the submission and reach out to you with any
questions. [f this ownership change is approved, you will no longer see the property on your dashboard
as you are no longer responsible for the property’s registration.

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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| am the current property owner. What should | do?

If you received a letter from the City of Concord Rent Registry Program requesting you to register your
rental property and you are the current owner, then you, or a representative, are responsible for
registering the property.

Create a Login to the City of Concord Rent Registry Portal Website
To register your property, you will need to create a login for the Rent Registry Portal. The steps to
complete this process are listed below.

1. Open your web browser and go to https://rentregistry.cityofconcord.org/

2. Click onthe ‘Login’ link on the top right corner of the page.

.
Caonconl

Welcome to the
City of Concord Rent Registry

Pursuant fo the City's Residential Tenant Protection Program Chapter 19,40 (*Ordinance”)

Rent Registry Porta ilable to property own he annual ation of thelr C

units. The Rent Porta is & sacure database whers property ¢

ncluding rented single-family homes, provide Information on tenancy and rents, submit

termination notices, and pay the annual rental registry fee. All property owners with rental units in the
City of Cancord must complete and submil registration forms for each rental Unit theough the City's
Rental Reglstry.

Any property owner thy claiming an exemption from the City's O
mption threugh the Gity's Rental Registry. The property owner m
declaration stating the hich support the dalm of exemption
accompanied by supporting documentation Type the property address or parcel number to view
property information without creating an account
After registration, any notices or documents required 1o be provided from a property owner to & tenant

undder the Ordinance, including nolices of termination, must be provided to the Cty through the City's Saoroh
Rental Reglstry. asr -

Property owners and tenants are also required to ulliize the Rent Regisiry Portal to submit petitions for
rent adjustments that wil be heard before 8 Gity-appoinied hearing officer

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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3. Click on the Register button to create a login to the Rent Registry Program website.

N .
Coneord

LOGIN

Usomame (Email)
Pusgword

&

Aemariber Ma Foegol Password ?

B Logit

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 set up your account.
e Password - Password should be minimum of 6 characters, and include at least one
uppercase letter, one lower case letter, and one symbol (e.g., | @#5%"&)
e First Name
e Last Name

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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Coneorl

REGISTRATION

Usarmama [Emall}

Pasaword

Confim Password

@

Flest Hamn
Last Name*

Back to Portal

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

Concord

REGISTRATION

Usgorname (Emsl}

phndoed3dicmall.com

Pasaword

Confirm Passward

@

Firsi Name"

dohn

Laest Mama

Doe

|

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

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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| have created a login to the rent portal. How do | view/access my property?

Now that you have created an account and activated it, you can login to the Rent Registry 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 this
for every property you own.

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

N TrTT ]
Caoneaorl

LOGIN

Usemame [Emailj

phndoeT3damail com

......... )

Rerrembier Me Forgol Pesswerd?

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

your dashboard.
@ Type Hers T 5 JohnDoe ~ A= ]ﬂ

Coneord
rnmiein

My Properties

= - BoftBy  Parcel Nurmber Az
No FRecord
10

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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3. Inthe Add Property pop up, you will need to enter the following:
e Property Contact Type —indicate if you are the Owner, Manager, or Authorized
Representative of the property.
e Parcel Number — you can find this in the Registration Letter
e Pin - you can find this in the Registration Letter

Adel Fraperty CITY OF CONCORD
CITY OF CONCORD - RENT REGISTRY PROGRAM
Froperty Contact Type* il y 1950 PARKSIDE DRIVE (M/S 104)
CO]]CU]‘(] CONCORD, CALIFORNIA 94519

Select ~

Parcel Number”
Property Address: 2761 Grant

JERRY SMITH Sereet Concord CA 94520 US
Parcel Number 601 SOUTH VERMONT AVENUE e R
PIN: 311
LOS ANGELES CA 90005 e
Pin* 6/30j2025
Enter Pin

CITY OF CONCORD

CITY OF CONCORD - HOUSING DIVISION

C-*(i 1950 PARKSIDE DRIVE

OINCOI'(L CONCORD, CALIFORNIA 94519

Property Address: 2118 Mount
3Dl Diablo Street Concord CA 94520
| iS
200 LIBERTY SEREET Parcel # / Account #: Cord02
MANHATTAN NEW YORK NY 10006 PIN: 937841
ng Period: 24 -
6/30/2025

December 2024
Dear 3DI,

Effective April 19, 2024, the City of Concord adopted an amendment to City Municipal Code 19.40
Residential Tenant Protection Program to increase “just cause” eviction protections, expand the City's rent
registry, and establish a rent stabilization program (“Ordinance”). Under the Ordinance, the City shall
maintain a rental registry and all landlords with rental units in the City of Concord shall complete and submit

11
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4. Enter the necessary information and click on the ‘Add’ button.

Add Property CITY OF CONCORD
CITY GF CONCORD - RENT REGISTRY PROGRAM
Property Contact Type* CA 1950 PARKSIDE DRIVE (M/S 104)
O]l('-()l‘(] CONCORD, CALIFORNIA 94519
Saelact ~

Parcel Number ™~
Property Address: 2761 Grant
JERRY SMITH Street Concord CA 94520 US

Parcel Number 601 SOUTH VERMONT AVENUE '

LOS ANGELES CA 90005

Pin~

Enter Pin

“ Canml

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

O e e To Bt sohnpos v | v | W

Camenrl

ES = BonBy  Pacu Nunbe Ase v

12
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| have added my property to my profile. How do | register?

Now that you have added your property to your profile, you will need to complete the Registration
process. Click on the View button to begin the registration process.

o - sobnpes « | We | WD
Comconl

My ropere

£ = BoriBy  PorcelNumber ke =

e

Parcel Numbar: 113 i

St ASAresE 3727 Parkside Crde Concord CASAINE US

Propesy Sates! i ogistaton Dooe @

| Vw |

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

Q Type Here To Sea | JohnDoe v | W+~ ﬂ
Coneord

Parcel Number ;1234507850 Site Address 3 2727 Parkside Circle Concord CA 94519 Year Built © 1870
us
Assessor Total Unit Count  : 2 Total Units Added 0 Property Status : Registration Open

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. If the property has more than one site address, add addilionsl street address{es) by clicking the blue ' Add" button next o * Address” (e.g., 8 duplex where sach unil has a different sirest address), 1 all of e rental
units on §10 property have $16 same site addrass, skip 10 the noxt stop.

Step 2: Update your Contact information. Sercll down and dick “AdS Contact” to add nocessary contacta (Primary Owner and Property Manager). You must add BOTH a Primary Owner and Property Manager contact. 1t there: is no Property
Manager, then you can indicate that the Property Manager contact informaian 5 the same as for 10 Owner, After you have added both contacts, use the “Contact Preferences” buttan to designate who should receive fiture communicasions

about regis¥aton requiraments. To Edit contact scroil to e right and click on Azson Button,

Step 3: Add Units. Scroll down to “Add Unif” and add ALL rental units that you own or manags to the Rental Registry . After adding al urvts to the Rental Registry . you may claim your property as axempt, or claim individual uniy(s) exempt To
Report New Occupancy, Just Cause for Evicion, Rent Increase soroll 1o the right and click on Action button.

Stop 4: Apply for an Exemption(s). @

PROPERTY EXEMPTION: If you belleve your entire property may be exemot from paying the Rental Registry Fee. then use the property “Action” button at the top-right of this page 1o apply for a property examption.
JON 1f vy hellove anly certain unite on the oropety mav he exemot yse each unif's “Action” hutton 1o snoly for an eyemolion for indiddual units 6.0 *Owner-oco nied

14
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Step 1: Add/Update Contact Information

The first step to registering your property is to add/update the property contacts. It is required that
each property contains at least one (1) Primary Owner contact, one (1) Property Manager contact, and a
Billing Contact. This section will describe how to add/update this information.

1. Scroll down to the Contacts area. You will be able to manage the property contacts from this

section. If you see any red text messaging as shown in the image below, you will need to make
some modifications to the Contact(s) listed in the Contacts table.

Cilck on “Add Contacts” button o add necessary contacts [Primary Duner and Property Manager) You must add BOTH a Primary Owner and Property Manager contact in arder to submil your property for registration, If ther is

na property manager, then you can indicabe that the Property Manager contact information is the same as for the ownar, Use Action butions next ta ench contact name to adit address and ather contact information. After you have added both
an Owiner and Property Manager contact, use “Contact Preferences” button to designate who should recefve fullre Rental Reg stry communications.

“Frnimary Cwnar and Property Manager Cantost information is incomalate.

Somact Fraferonce Ia not 56t Floase seect the prefarences by clioking on "+Contact Proferancos

cking on t Profecar bt
o
Columna  » o aQ
Asszociated to assetas  Contact Type Business Name Name Address T Fhone Number Emall Contact Freference Action
Authori zed
Individual Jaohn Doe
Representative

johndoedid email.com i

/:'\
- EEEE o :

1deltiems (3 ‘\1‘/

©

2. Review the Type of Contact associated with the property. Refer to the first column as
highlighted below.

Contacts <+ Add Contact <+ Contact Preferences
Columns  » 5 Seare Q
Associated to asset as | Contact Type Business Name Name Address  * Phone Number Email Contact Preference Action
A fhorized
inctiod Gual John Do ohn doel3d emall.com 1
Raprasentative

W 5 e

1dofiilems

15
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3. If the contactis NOT listed as an “Owner”, then you will need to click on the “Add Contact”
button to add an Owner Contact. Note: If an Owner contact already exists, you can skip to
number 7 in this section.

Contacts

Columns  » = aar Q
Associated to assetas  Contact Type Business Nama Hamea Address T Phone Numbar Email Contact Preference Action

th M
;:pfmlﬂﬂ Il dual Johin Dos phndosaldemail com

. - . E 5 w  ilems per page fdaftilens (%

4. The Add Contact pop up will appear. Select the Contact Type from the drop-down list as
“Owner”.

Add Contact

Contact Type @

Owner W

Ownership Share % © Date of assumnption of ownership by current Owners™

x Bl
Owner Type™ Business Name

Individual v

FirstName " Last Name "

Address

Address Type™
Select AV
Search Address UnitName

Enter a location

123, Main Street Los Angeles, CA

| Update Address?

Address Line1 ~ Address 2

16
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5. Add the required information and then Save the contact. The required fields will contain a red
asterisk (*).

1975 Parkside Drive
Unit City =
Concord
State Zp’
CA 94518
Country *
United States
Contact Details
Communication Type” Email *
: Primary
Email v jdoe@3diemail. com
Communication Type™ Country Code Phone™ Extension
Primary
Phone v 1 ~ (925) 555-1234

+ Add Contact Details

8-

6. The contacts table will be updated with the newly added Owner contact.

“Primary Cwner and Property Manager Contact Information |s incomplete,

aioct o praforances by didking on *~Contact Prefarancaes” bufion
conacs
Columns  » o G a
Associated to assetas  Contact Type Business Nama Name Addrass T Phone Number Email Contact Preferenca Action
5 B 1675 Farksido Driva : T
haner I ciul John Doe Goncord CA SIS US {525) 555-1234 doaEddiemnil com
Basthveni
R Individusl Johin Dioe
Reprasentative

fehndoed3demall com

:
= - s lvw B » itesna per page

1ZalZitems

)&

17
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7. If you have an Owner contact, either because you have just added it or because it already
existed, you may still be seeing a red error message as shown below. You will need to add a
Property Manager contact to the property. Click on the Add Contact button.

*Primary Chwnar and Property Manager Contact Infarmation |s Incomplats

1 Brofuronon is not sot Flosss saect e prafurencos by digking on *=Contact Proferences” bution

comes oo ]|

Columns  » = aarch qQ,
Associated to assetas  Contact Type Business Nama Name Address 1T Phone Number Email Contact Praference Action
1975 Parksido Drive
Draner Indivi dual John Doe Concord CA aus {525) 565-1234 jAoaaEddiemnil com ]
Rarhoxized
s Individual John Do johndoei3demall com
Reprasentative

. - v 5 v items per page 1-2alZitems (G

\‘.
)

)G

8. The Add Contact pop up will appear. Select the Contact Type from the drop-down list as
“Property Manager”. If the property manager and property owner are the same, you can check
the “Same As Primary Owner” box to prefill the information. If the property manager and
property owner are not the same, you will need to enter all the required fields. Note: If you do
select the checkbox, additional fields may be required before you can save.

Add Contact

Contact Type " @
I | Same As Primary Owner I

Property Manager ~

Owner Typa~ Business Name
Individual w

First Name™ Last Name™

Address

Address Typa "

Select ~

Search Address Unit Name

Enter a |ocation

123, Main Sirool. Los Angeles, CA

" | Update Address?

18
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9. Enter all the required information, including Phone Number and Email, and then Save the

contact. The required fields will contain a red asterisk (*).

1875 Parkside Drive
Unit City *
Concord
State Zp "
CA 94518
Country *
Unitoed States
Contact Details
Communication Type™ Email
Primary
Email ~ jdoe@3diemail.com
Communication Type * Country Code Phone™ Extension
Phene ~ 1 ~ (925) 555-1234

Primary

+ Add Contact Details

Cancel

10. The contacts table will be updated; however, it may be possible that you are still seeing an error

message regarding the contacts. This may be due to the contact preferences not being set.

Click on the “Contact Preferences” button as shown below.

Contact Prafarance Is not set. Pleass seloct the prefaranc

Contacts

Columns  »

Associated to assetas  Contact Type Business Name Name Address 1 Phone Number
Qumer Indivdual Jonn Doe 19TBEGIads DV, 925) 5551234
) : Concord CASMSIBUS 20

1975 Pasksida Dri

Property Manixgor Individual John Doo eyt (925 5551234
Concond CA 84513 US

Autnonzed

. Indh vidual John Doe

Representative

« - AL 5 v ltems per page

Email

oeaddemail com

lotndoe@3domail.com

Johndoeaidemail com

o [

< Sear Q

Contact Preference Action

130f3items

~XQ)

19
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11. The ‘Contact Preferences’ pop up will appear. Select the “Billing Contact” and the “Primary

Owner Contact” from the dropdowns. These dropdowns will display all contacts that have been

added to your property for you to choose from and the selections can be the same contact.

Contact Preferences

Billing Contact Primary Owner Contact

Select ~ Select

The selected Billing Contact will be the recipient of all notices, invoices, and mailed communications regarding the annual
registration requiraments. 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. Please

-

ensure o keep this contact up to date and make any y changes to this infi fion.

Note: The selected Billing Contact and Primary Owner contact MUST have a mailing address; otherwise
you will receive an error message. You can Edit the contact to add this information (or add a new
contact) and then return to select your Contact Preferences.

12. Once you have made your selection, click on the Save button.

Contact Preferences

Billing Contact Primary Owner Contact

John Doe (Owner) W John Doa (Owner) e

The selected Billing Contact will be the recipient of all nofices, inveices, 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. Please
ensure to keep this contact up to date and make any necessary changes to this information.

13. The Contacts table will be updated. The error message for contacts should also have been
removed.

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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et
Concord

Cantacts

Columng - »

Associnted to assetas  Contact Type

Dhwmor Individusl
Property Mansger Indivicusl
Authorized

Indivicusd
Regresontotve

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.

Business Name

v ltams per paga

Johvi Do

John Do

Addrass  +

1975 Parkside Drive
Concord CA 4513 U5

1975 Parkside Drive
Concord CA 34513 US

Phone Number

(B25) 555-1234

(825) 555-1234

Email

josdddanal com

jolndosicidamsi com

[ehndooiadamal. com

o

]

Contact Praference

Action

Bllling Contsct Primary
Owerier Coritact

1-30f3itoms

Q
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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.

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 confirm the primary site
address is correct. If it does not look accurate, click on the Edit icon next to the address to
modify it, as shown below.

Address

Address

2727 Parkside Circle Concord CA 94519 US

of

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

22
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Edit Site Address

Address 17

2727 Parkside Circle
City*

Cancord

Zip”

Address 2

CA
Country”

United States

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

Address

Address

2127 Pathaide Cirele Concord CA 64518 U3

51)

£

4. The ‘Add Site Address’ pop up will appear. Enter the required information (Address Line 1, City,

Zip) and save your changes.

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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Add Site Address

Stata”
CA

Country”
United States

| | Primary

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

Address

=
2727 Parkside Circle Concord CA 94513 US rd
l 121 MAN ST CONCORD CAQAE\QLISI s

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
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
Concord Rent Registry Program.

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

24
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Unit Inventory

Coumns  » W Export 4o Excel = Sear Q

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

Unit Site Address Unit Numbser 1 Status Gccupancy Type Initizl Rent Curment Rem Occupancy Start Date Date of Most Recent  Action
Rent Increase

e Record Found

‘ n » » 5 = [lema per paga Moltems o display

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.

* Assoclate to: Sits Address @

No Uinit Numiber * Uniz Numbar

Geleat ~

* Property Type @

Saloct v

Rental History for July 1, 2023

* Wis thiz unit rented as of July 1, 20237

Yen No

Rental History for July 1, 2024

* Was this unit rented as of July 1, 20247
few No

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.
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* Associate to: Site Address (@ ] | No Unit Number I * Unit Number

Select ~

* Property Type @

Select hd

Rental History for July 1, 2023

* Was this unit rented as of July 1, 20237

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 (*). The form cannot be saved until all required fields are completed.
Once all the required information is entered, click on the “Submit” button.

Unit Information

Frovade informatian for cument fenancy

* Number of Bedrooms * Number of Bathrooms

2z - 15 w
* Unit Square Footage

1000
* Occupant Type * Date Vacancy Began (%

Vacant - Avallable for Rent v 1101 2024

Unit Is vacant and available for rent.

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

Celumns  »

i ExporttaBacel &
Drag a column header and drop it haro to group by that column

Unit Site Address Unit Number 1 Status Qecupancy Type Initial Rent Currant Rent Ooeupancy Start Date Date of Most Recent  Action

Rent Increase
2727 Parkside Cirde
1 Wacant - Avail able for Rent 1101 2024
Concord CA B4518 US

1-1ofiems &

Non-Exempt

. - N < itams per pags
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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 from the fees. 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 to Staff for review. If you do not
have any exemptions to claim, you can skip to the next section.

*Note: Not every field will be explained in this guide. If you have specific questions, contact the
Concord Rent Registry Program.

1. Scroll down to the Unit Inventory area. Each unit listed has a three-dot action menu. Click on
the action menu for the unit which you believe qualifies for an exemption.

Unit Inventory m

Columns  »

B BportioExcel & Search Q
Drag a column header and drop it here 1o group by that column
Unit Site Address Unit Numbar 1 Status Oeccupancy Type Initial Rent Current Rent Occupancy Starl Dale Date of Most Recent  Action
Rent Increase
2727 Parkside Circle Vacanl - Not Available for E
% k 1 Non-Exsmpt 1012024

Concord CAB4S1EUS Rent
2727 Parkside Circle '

Non-Exempt Tanani §2,500.00 $ 2,700.00 03,08/2021 03/08[2024 -

Concord CA MS1BUS

: - y | & [IE v lierms perpage 1202lems ()

2. Select ‘Apply for Exemption’.

Unit Inventory

Columns = I Expoct to Bxcel

[+]
o

Drag & column header and drop (! here o group by hat coiumn

Unit Site Address. Unit Number Status Dccupancy Type Initial Rent Current Rent Oeccupancy Start Date Date of Most Recent  Action
Rent Increase

2727 Parkaida Circle i Bt Vacant - Not Available for 140 2024 Edil | 3 | -
Concord CA 84518 US i Rent ! 3 3
i Raport Mew Ocoupancy
2727 Parksido Circ y -
e Non-Exempt Tenant $2.500.00 5270000 n308/2021 ! e

Concord CA 34518 US
Report Termination of Tenancy

o g e 5 ~  items per page of 2iterns
- " ©

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

Apply for Exemption

Instructions

Certain rental units are exempt from some or all of the provisions of the Rent Stabilization and Just Cause Eviction Ordinanece. Further, certain units are exempt from paying the Rental Registry Fee, Please submit this farm
For any unit at the property that qualifies as an exemptunit for the fiscal year based on the reasons listed below If yeu have any questions on whether your unit is exempt, please contact the Rent Stabllization Program.

* Exemption Reason
1 Accessory Dwelling Unit
| Affordaile Subsidized Housing Unit
' Unitis fully Owner-Occupied and does not mest the definition of a rental unit
"/ Unitis occupied rent-free and does not mest the definition of a rental unit

1 Unitis vacant and unavailable for rent for the entire fiscal year and does not mest the definition of a rental unit

* Date of Exemption @

MM DO YYYY E

Comments

Declaration Statement

| * By checking s box, | declare under penalty of per uary under the laws of the State of Califormia hat the information | have provided in this form s rue and correct to the best of my knowledoe and balief. any
attachments included here are either criginal documents or rue and correct copies of the original documents.

4. The Unit status will change to “Applied for Exemption” upon successful submission. You can
repeat these steps as needed if you have additional exemption claims to submit for review.

Unit Inventory

Columns  » R Bporttobicel & Search Q

Drag a cobumn header and drop it here o group by that column

Unit Site Addrass Unit Number T Status Occupancy Type Initial Rent Currant Rent Oecupancy Start Date Date of Most Recent  Action

Rent Increase
2727 Parkeide Circla a " Macant - Not Availatio for i
Concord CASMSIAUS Apped tx Exompion | . ) 11/ 2024 »

2727 Parkside Cirdle

. Tena . . TO0.00 21 24 i -
Concord CA 34519 US T o §2.500.00 32 030820 03,0820,

i - " . 5 w  [tams por page 1-20f2items
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5. You can also scroll down to the “My Cases” section to see any case submissions on your

property.
My Cases
Columns  » ri o Q
Case Number Created On Entity Case Type Created On 4 T Updated Date T Status
Unit 1, 2727 Parkshde Circle
e 2024248747 224 04; 1108 : ing Rov
UEZ024- 2957478 Concord CAS4EIUS Unit Exermpticn 11082024 04:34 PM 11/08,2024 0434 PM Ponding Review
AFPN: 12345657830 Rental Registry 11)08 /2024 0106 PV 11082024 01:06 PM Registration Cpen
10 - items per page 1-2of 2items

Note: If you would like to view the details of your case submission, you can click on the Case Number

link to see the case details page. You will not be able to make modifications but can view the details of
your submission. Some cases may not contain much information.
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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.

Q Type Here To Se | JohnDoe v | W~ ﬂ

p— -
Concord

Overview m += Back

Parcel Number © 1234587d90 Site Address : 2727 Parkside Circle Concord CA 84519 Yoar Built ;1870
us
Assessor Total Unii Count @ 2 Total Units Added 14 Property Status : Regsyaton Open

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. |f the properly has more than one site address, add addfional sirest addresajes] by clicking the blue " Add® bution next io * Address® (e g., a duplex where sach unit has a different sireet address) 1 all of e rental
units on the progarty have the sama site address, 6kip b @ naid slen.

Step 2: Update your Contact Information, Scroll dewn and click “Add Contact” 1o add necessary contacts (Primary Owner and Property Manager). You mist add BOTH a Primary Owner and Property Manager contact If ther 15 no Property
Managar, ten you can Indicate that the Proparty Mansgsr contact information is the same as for e Owner. After you hawe addad both contacts, use the ‘Contact Freferences” button to designate who should recelve future communicat ons
about Ta seroll to the right and click on Acton Button.

Step 3: Add Units. Scroll down fo “Add Uindt® and add ALL rental units that you own or manage to the Rantal Registry . After adding & units 1o e Rental Registry | you may caém your property s exampl or claim individual uniljs) exempt. To
Report New Occupancy, Just Cause for Eviction, Rent Increase scrol to the fight and ciick on Action bution.

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

et
Concorl

My Dashboard  Tenant Services

Overview — Back

Parcel Nurmber t 1234567800 Site Address : 2727 Parkside Circle Concord CA 84513 Year Buill Pty for Propesty Exemption

us
Assessor Total Unlt Count  ; 2 Total Units Added r 2 Proy Status !

New Property Ownership

| FileFar Retumn Pelison

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address, IF e proporty has mors fan one site address, add addiional street address{es| by clicking the blue ™ Add” button nexd to " Address” {a.., 3 duplex whero aach unit has a different streat address). If all of tha rental
UNits on the proparty heve ho BEame &1 address, BHiD 10 Ma naxt atop.

Step 2 Update your Contact Infarmation. Scroll dawn and click “Add Contact” to add naecassary confacts (Primary Cwnar and Praperty Manager). You must add BOTH a Primary Ownesr and Proparty Manager contact. I thera (s no Property
Manages, then you can Indicate hat e Property Manager contact Information |s the same @ for e Owner. Afler you have added bol contacts, usa e “Cor i * bution ignate who should recelve bilure communicat ons
about registration recquirements. To Edit contact sorodl b the right and dick on Action Bution.

Sten 3 Add Units, Seeel e b "Adel e see add AL cenbal ibs el vol) s oy ie e Bental Bepialry  Afier aiiin all jsite b e Bentyl Benjslry i " b o el (neflarbial unile) e et To
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3. Read the text in the ‘Submit Rent Registration’ pop up. You will be asked to confirm that you
have applied for exemptions and that you are submitting the information to the best of your
knowledge under the penalty of perjury.

4. Once you have confirmed the information, click on “Submit” to complete the registration
submission of your property. Note: Your registration will not be deemed as completed until
any/all applicable fees are paid.

Submit Rental Registration x

Ploase Take Note: You imust submit an exsmplion mauest for each urkt that you besiewe is not subject 10 the program fees %or e ipcoming fscal yaar. The annu program fes (s based on your registrabion statement and
you cannot apaly for an exemption from e Ses after rogistraton (3 submited

Submitted Exemption Request

£ * By checking this bax, | understand that all unit esemption(s) and property exemption request must be submitted prior to completing registration

unit Exemption|s) Property Exemption(s)

0

PI0ASE rotam 10 e homo SErecn 1o SUBMIL an CXEMPSON rHGUast. For Information on how to 3pply for an GXEMEBoN, PIOAse reWcw ho Lsar guida

Declaravon Statemaent

£ *! have used all reascnsbie dligence in preparng Bus statement | have reviewed the d. 1o the bost of my e 18 true and compiote. To the extent | was unable.
dospits the use of reascnable dilgence, to ascertsin thy o Ihave prowded th t b spproxmation possitle based on informalion and belie! whers posaitle or, where such

ApOroXNAton |5 not Snasiie, | have stated Hat ha mlonmaton is unknown. | cartly under penly of perjry L e lavs of the Stia of Caifornia hial e faregaing is true and carract

* Enter Full Name * Select Ttie

John Boa Propesty Owner

= Em

5. Your property status will be updated accordingly. It may require review from Staff (‘Pending
Staff Review’ or ‘Unit Discrepancy’); it may require a payment (‘Payment Pending’); or you may
not be required to take any further action (‘Registration Completed’).

Q Troe Hene - JohnDoe v | MW~ ?
Concornd

Overview - Back

Parcel Numbor i 1234567820 Site Address i 2727 Parkside Circle Concord CA 94513 Yoar Bult i 1970
us
Assessor Total Unit Count | 2 Total Units Added vz I Property Status ¢ Pending Staff Review I

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Stop 1: Add Site Address, If e proparty has mora than ong &te a0dress, a0d aditonal s¥est Addrass(os) by clickng the bue * AJ” butin Next 10 * Addross” (5.9.. 3 JuDlex where sach unit has & diffarent stroot addross). If all of 1o rental
units on ta property have the eame sie addrass. ekip to the naxt step.

Step 2: Update your Contact information. Scroll down and click “Add Contact” 10 add necassary contacts (Primary Owner and Property Manager). You must add BOTH a Primary Owner and Property Manager contact It there is no Property
Manager, f1en you can ingicats $at the Proporty Manager contact information | 10 ame as for tho Cwnar. After you have added both cantacts, usa tha “Contact Profrences” button 10 dosignats who shoukd reccive ituro cammunications
about registraton requiramonts, To Edit contact. scrall o the right and Sick on Action Bution

If your property does NOT move to ‘Payment Pending’ status right away, you can click on ‘My
Dashboard’ at the top left of the page to return to your dashboard to view/register your other
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properties. Repeat these steps for any other properties you may be required to register. If your
property does move to “Payment Pending” follow the steps in the next section of this document.

Step 6: Pay the Registration Fees (if applicable)

If you have at least one unit in the Non-Exempt status, you will be required to pay a fee. Once you
submit your property for Registration, the system will perform a number of checks and update the
status accordingly. Your property status may move directly to “Payment Pending” or to another status
that requires Staff review of the submission. You will have an opportunity to pay for your Registration
Fees while the property is in the “Payment Pending” status.

vDi Here Ta Sear JohmDoe v | A= |
: . »
Concord

MyDashbuesrl  Tenant Servces
Overview P

Parcel Number : 1234567890 Site Address : Z7E7 Parkside Cirche Cancord CA 94518 Year Buill 11870
us

Asgessor Total Unit Count 2 Total Units Added 2 I Property Status 1 Payment Pending I

INETRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. If tha property has more than one sie address, add addional stroet addressos| by dicking o blue " Add” bution noxt 1o * Address” (0.0.,  duplex whore ach unit has 2 difisnent stroot address). | all of the rents
units on ihe property Nave he sama sits addross, S0P 19 thi ned stop.

Once the property is in the “Payment Pending” status, the shopping cart icon on the top right corner will
appear with a numerical count to demonstrate how many properties are payable from your profile.

Q Type He il JohnDoe ~ | A=
Conearl

Overview = -

Parcel Number T 1234867890 Site Address © 2727 Parksida Circle Concord CA 94519 Year Built s 1970
us

Aszessor Totsl Unit Count @ 2 Tatal Units Added 3 Property Status : Payment Pending

If you require an Invoice, you can scroll down to the Documents section the use the three-dot action
menu to view (and then download) your invoice for the property as shown below.
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Documents

Columns  »

Crag a calumn headsr and drop It hers to group by that colmn

Document Type Motes

Invoice INV-240000796

- w [

w  items per page

R Esport to Fxcel

Croated On Croated By

o earch

+ Add Documant

Q

1082024 Systom

1.

et
Conearl

Follow the steps below to process your payment online for your Registration Fees

Click on the Shopping Cart icon on the top right corner.

Assessor Totsl Unit Count

Parcal Number

©1234E6TEI0 Site Address

5.8 Tatal Units Added

2727 Parksida Circle Concord CA 94519

us

g

Q Type Hen e

Year Built s 1970

Froperty Status 1 Paymen! Pending

h Johnooe ~ | A
MyDashboard  Tenant Services

Overview

m = o

the screen.

2. Youcan click on “Proceed to Checkout” if you are ready to pay for the property fees listed on

—— -
Coneoril

FARC L NUMBER

1234567890

My Cart (1)

DE SCRIPTION

Rental Registry Fen [Parcel # 1234667000)
ot Cause for £y bk

Saved for Later (0)

If you have any questions, contact the Concord Rent Registry Program. Note:

AMOUNT DUR

58400
Sam

1, Trww Heow T Smuch | Jompos v | e oW

© oo

ORDER TOTAL

Total Amount

$94.00

PROCEED TO CHECKOUT

Images may differ slightly from the application.
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If there is more than one and you elect to pay for them separately, you can click on ‘Save for Later’ and
the item will be moved to the ‘save for later’ list below on the screen. In the future, you will need to
‘move to cart’ to pay for the property.

Q. Type Hare 1o S<3rch JohaDos v | W= |
Cimor
° My Cart

My Cart (0)
Saved for Later (1)

PARCEL NUMBER DESCRIPTION AMOUNT DUE ACTION

SR FRantal Regiatry Fae (Farcel # 1234567800} 59400 PP

i Cawse for Evcion Orinanseont Slabitrabon Criramos (JCECRSD) 2 S0400 i

3. Once you have clicked on “Proceed to Checkout” you will need to click on the payment method
and then “Proceed to Pay”. The payment screen will appear.

: Q Type Here 7o Searcl dohnDoe ~ | B 'P
Comwonl

My Dashbosrt  Tanant Servicen

o My Cart a Raview Ordar Faymont
Review Order (1) —Back To Cart
DESCRIPTION AMOUNT DUE ACTION ORDER TOTAL
Rental Regisiry Foe [Parcel # 1234587890 5 94.00 =y
- st Cause for Evietion Crinancedfient Stabdiaton Onfnance (JEEORS) 2 § o0 =3

Total Amount

$94.00

Select Pavment Method

(w] Crmelit Gard

PROCEED TO PAY

4. Click on ‘Checkout’.
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4 Cancel Payment

Concord

City of Conocerd Rental Regisiry Program

Amount 94.00 USD

Secure
Paymant

5. Enter the necessary payment information on the screen and click on ‘Submit Payment’. [t will
be enabled once all the required payment information is entered.

« Back ¥ Order Sechion
Canvord
AN
Gty of Corwor Riral Hegsiry Pragram
Amount B4 00 LSD
First Narm ast rami
PRAMENT CARD fodmest
. p—
Sl Adirass?
el N
City Simie Provinen Postal Coade
Expicalion ety oz L]
ey
Frraadl Acidracs
Phiore
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Once the payment is successful, you will see a confirmation page with a payment reference number.
You may want to notate the number.

O fype Hore To Sazech | Johnboe « | W= ]P
Caneaonl

My Dashbcard  Tanmt Barvicas

L5

PAYMENT SUCCESSFUL!

W s el e g

6. To access the Payment Receipt, you can navigate back to the Property Details page by clicking
on “My Dashboard”.

o
Concord

L

PAYMENT SUCCESSFUL!

W hiave recefvedd your payment

Payment Reference & 08112402C-ABDI17CT-ACFD4987-AD39-E1000EE70CHA

Q T 1 JohnDee v | W

My Onshioard  Tanant Services

'

7. Next click on the respective property where the payment was made to see the property details.

PR\

Farcel Numbar 177457500

S Adress: 2727 Paroeins Droe Conoorn CABASIE LS
FeeDue: L000

Propany SEWS:  Fegistason Complmed

Viaw

by | a i 2 Search somnpoe v | Be | W
[
Tonami Sereces
My Propertes
L = SeutBy  Paecel umbi dur v

@

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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8. Scroll to the Documents section and use the three-dot action menu to download the payment
receipt.

Columns  » @ Exporttobxel & Swarch Q
Dvag a column heaer and drop it hare ko group by that column
Document Type HNotes Created On Created By Action
Fayment Receipt 11082324  John Doe L] | -I |
Invoico INV: 240000796 11082024  System View

‘. - * » 10 ~  |tems par paga 1-2of 2items
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| have added my property to my profile, but | should be completely
Exempt from the registry. 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
City of Concord Rent Registry Program. Click on the View button to begin the registration process.

o - sobnpes « | We | WD

cxt Erogarty

BordBy  Porcel Number Asc v

LU\

Parcel Numbar: 113 i

St ASAresE 3727 Parkside Crde Concord CASAINE US

Property Siates: Siocistaton Ooos @
| Vw |

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

Q Type Here To Sea | JohnDoe v | W+ ﬂ

i
Concord

Overview - Back

Parcel Number ;1234507850 Site Address 3 2727 Parkside Circle Concord CA 94519 Year Built : 1970
us
Assessor Total Unit Count  : 2 Total Units Added i 0 Property Status : Registration Open

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. If the property has more than one site address, add additionsl street address{es) by clicking the blue * Add" bulton next 1o " Address” (e.g., & duplex where sach unit has a different sirest address). 1§ all of the rental
units on §10 property havwo He same site address, skip 10 the noxt stop.

Step 2: Update your Contact information. Scroll down and dlick “Add Contact” to add necessary contacts [Primary Owner and Property Manager). You must add BOTH a Primary Owner and Property Managar contact If there is no Property
Manager, then you can indicate that the Property Manager contact information (5 the same as for e Owner. After you have added both contacts, use the “Contact Preferences” button to designate who should receive future communicasions
about regisyaton requiraments. To Edit contact scroil to e right and dlick on Azsion Button,

Step 3: Add Units. Scroll down 1o “Add Unit" and add ALL rental units that you own or managa to the Rental Ragistry . After adding all units to the Rental Ragistry . you may claim your proparty as exempt, or claim individual uni¥(s) exempt To
Report New Occupancy, Just Cause for Eviction, RentIncrease scroll 1o the right and click on Action button.

Step 4: Apply for an Exemption(s). @

PROPERTY EXEMPTION: 1f you balieve your entire property may be exemot rom paying the Rental Registry Fee, then use the property "Acton” butten at the top-right of this page 1o apply for a property examption.
LINIT EXEMPTION I uows hal lu cartzin unite on tha aronecty mav he avemat e aach unif's “Action” hutton to scly for an for indidcusl units a0 *Owneracenied™
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Step 1: Update Contact Information

The first step to property registration and/or report a property exemption is to add/update the property
contacts. Itis required that each property contains at least one (1) Primary Owner contact, one (1)

Property Manager contact, and a Billing Contact. This section will describe how to add/update this
information.

1. Scroll down to the Contacts area. You will be able to manage the property contacts from this

section. If you see any red text messaging as shown in the image below, you will need to make
some modifications to the Contact(s) listed in the Contacts table.

Cilck on “Add Contacts” button o add necessary contacts [Primary Duner and Property Manager) You must add BOTH a Primary Owner and Property Manager contact in arder to submil your property for registration, If ther is

na property manager, then you can indicabe that the Property Manager contact information is the same as for the ownar, Use Action butions next ta ench contact name to adit address and ather contact information. After you have added both
an Owiner and Property Manager contact, use “Contact Preferences” button to designate who should recefve fullre Rental Reg stry communications.

“Primary Ownar and Property Manager Contact Information s incomalate.

Sontact Proference 15 not 56t Ploase 5etect ihe prefaronces by clicking on *+Cantact Pro

cking on t Profecar bt
o
Columna  » o aQ
Asszociated to assetas  Contact Type Business Name Name Address T Fhone Number Emall Contact Freference Action
Authori zed
Individual Jaohn Doe
Representative

johndoedid email.com i

P
Wl ¢ R emonee :

1deltiems (3 ‘\1‘/

©

2. Review the Type of Contact associated with the property. Refer to the first column as
highlighted below.

Contacts + Add Contact <+ Contact Preferences
Columns  » 5 Q
Associated to asset as | Contact Type Business Name Name Address  * Phone Number Email Contact Preference Action
A fhorized
inctiod Gual John Do ohn doel3d emall.com 1
Raprasentative

W 5 e

1dofiilems
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3. If the contactis NOT listed as an “Owner”, then you will need to click on the “Add Contact”

button to add an Owner Contact
number 7 in this section.

. Note: If an Owner contact already exists, you can skip to

Contacts
Columns  »

Associated to assetas  Contact Type Business Nama Hamea
th M

;:pfxlﬂﬂ Il dual Johin Dos

w  ilems per page

‘H -

+ Contact Prefarences

Address T Phone Number Email

ohndosaldemail com

tdoftiens

4. The Add Contact pop up will appear. Select the Contact Type from the drop-down list as

“Owner”.

Add Contact

Contact Type @

Owner

Ownership Share %" @

Owner Type™
Individual

FirstName "

Address

Address Type™
Select
Search Address

Enter a location

123, Main Street Los Angeles, CA

| Update Address?

Address Line1 ~

Date of assumnption of ownership by current Owners™

* a

Business Name

Last Name "

Unit Name

Address 2

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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5. Add the required information and then Save the contact. The required fields will contain a red
asterisk (*).

1975 Parkside Drive
Unit City =
Concord
State Zp’
CA 94518
Country *
United States
Contact Details
Communication Type” Email *
: Primary
Email v jdoe@3diemail. com
Communication Type™ Country Code Phone™ Extension
Primary
Phone v 1 ~ (925) 555-1234

+ Add Contact Details

8-

6. The contacts table will be updated with the newly added Owner contact.

“Primary Cwner and Property Manager Contact Information |s incomplete,

aioct o praforances by didking on *~Contact Prefarancaes” bufion
conacs
Columns  » o G a
Associated to assetas  Contact Type Business Nama Name Addrass T Phone Number Email Contact Preferenca Action
5 B 1675 Farksido Driva : T
haner I ciul John Doe Goncord CA SIS US {525) 555-1234 doaEddiemnil com
Basthveni
R Individusl Johin Dioe
Reprasentative

fehndoed3demall com

:
= - s lvw B » itesna per page

1ZalZitems

)&
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7. If you have an Owner contact, either because you have just added it or because it already

existed, you may still be seeing a red error message as shown below. You will need to add a
Property Manager contact to the property. Click on the Add Contact button.

*Primary Chwnar and Property Manager Contact Infarmation |s Incomplats

t Proference s not set Flosss sdect he prufurencos by didking on

Contacts

Calumns  »
Associated to assetas  Contact Type Business Nama
Oraner I dual

Rarthoxized
Reprasentative

“ - . © items per page

Invelio cual

Contact Proferonces’ bution

John Doe

John Doe

Address 1 Phone Number
1975 Parksido Drive (825) 5551234
Concord CA 84513 LS i

Email Contact Preference Actien

joasEddiemnil com ]

fetindosi3demall. com

1-2of 2iterns.

oo ]|

q

v

\‘.
)

)G

8. The Add Contact pop up will appear. Select the Contact Type from the drop-down list as
“Property Manager”. If the property manager and property owner are the same, you can check

the “Same As Primary Owner” box to prefill the information. If the property manager and

property owner are not the same, you will need to enter all the required fields. Note: If you do
select the checkbox, additional fields may be required before you can save.

Add Contact

Contact Type " @

Property Manager

I | Same As Primary Owner I

Owner Typa”
Individual

First Name™

Address

Address Typa "

Select

Search Address

Enter a |ocation

123, Main Siroal, Los Angeles,

" | Update Address?

CA

Business Name

Last Name™

Unit Name
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9. Enter all the required information, including Phone Number and Email, and then Save the

contact. The required fields will contain a red asterisk (*).

1875 Parkside Drive
Unit City *
Concord
State Zp "
CA 94518
Country *
Unitoed States
Contact Details
Communication Type™ Email
Primary
Email ~ jdoe@3diemail.com
Communication Type * Country Code Phone™ Extension
Phene ~ 1 ~ (925) 555-1234

Primary

+ Add Contact Details

Cancel

10. The contacts table will be updated; however, it may be possible that you are still seeing an error

message regarding the contacts. This may be due to the contact preferences not being set.

Click on the “Contact Preferences” button as shown below.

Contact Prafarance Is not set. Pleass seloct the prefaranc

Contacts

Columns  »

Associated to assetas  Contact Type Business Name Name Address 1 Phone Number
Qumer Indivdual Jonn Doe 19TBEGIads DV, 925) 5551234
) : Concord CASMSIBUS 20

1975 Pasksida Dri

Property Manixgor Individual John Doo eyt (925 5551234
Concond CA 84513 US

Autnonzed

. Indh vidual John Doe

Representative

« - AL 5 v ltems per page

Email

oeaddemail com

lotndoe@3domail.com

Johndoeaidemail com

o [

< Sear Q

Contact Preference Action

130f3items

~XQ)
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11. The ‘Contact Preferences’ pop up will appear. Select the “Billing Contact” and the “Primary

Owner Contact” from the dropdowns. These dropdowns will display all contacts that have been

added to your property for you to choose from and the selections can be the same contact.

Contact Preferences

Billing Contact Primary Owner Contact

Select ~ Select

The selected Billing Contact will be the recipient of all notices, invoices, and mailed communications regarding the annual
registration requiraments. 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. Please

-

ensure o keep this contact up to date and make any y changes to this infi fion.

Note: The selected Billing Contact and Primary Owner contact MUST have a mailing address; otherwise
you will receive an error message. You can Edit the contact to add this information (or add a new
contact) and then return to select your Contact Preferences.

12. Once you have made your selection, click on the Save button.

Contact Preferences

Billing Contact Primary Owner Contact

John Doe (Owner) W John Doa (Owner) e

The selected Billing Contact will be the recipient of all nofices, inveices, 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. Please
ensure to keep this contact up to date and make any necessary changes to this information.

13. The Contacts table will be updated. The error message for contacts should also have been
removed.

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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et
Concord

Cantacts

Columng - »

Associnted to assetas  Contact Type

Dhwmor Individusl
Property Mansger Indivicusl
Authorized

Indivicusd
Regresontotve

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.

Business Name
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Johvi Do

John Do

Addrass  +

1975 Parkside Drive
Concord CA 4513 U5

1975 Parkside Drive
Concord CA 34513 US

Phone Number

(B25) 555-1234

(825) 555-1234

Email

josdddanal com

jolndosicidamsi com

[ehndooiadamal. com

o

]

Contact Praference

Action

Bllling Contsct Primary
Owerier Coritact

1-30f3itoms

Q
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Step 2: Determine Exemption Eligibility

There are different reasons why you believe 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 City of Concord Rent
Registry 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 and you may
be required to register in future registration cycles.

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.
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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 confirm the primary site
address is correct. If it does not look accurate, click on the Edit icon next to the address to
modify it, as shown below.

Address

Address

2727 Parkside Circle Concord CA 84519 US

of

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

Address 17

2727 Parkside Circle
City*

Cancord

Zip”

Address 2

CA
Country”

United States

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

Address

Address

2127 Pathaide Cirele Concord CA 64518 U3

51)

£

4. The ‘Add Site Address’ pop up will appear. Enter the required information (Address Line 1, City,

Zip) and save your changes.

If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.
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Add Site Address

Stata”
CA

Country”
United States

| | Primary

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.

Address

=
2727 Parkside Circle Concord CA 94513 US rd
l 121 MAN ST CONCORD CAQAE\QLISI s

Step 2B: 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
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
Concord Rent Registry Program.

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

Coumns  » W Export 4o Excel = Sear Q

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

Unit Site Address Unit Numbser 1 Status Gccupancy Type Initizl Rent Curment Rem Occupancy Start Date Date of Most Recent  Action
Rent Increase

e Record Found

‘ n » » 5 = [lema per paga Moltems o display

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.

* Assoclate to: Sits Address @

No Uinit Numiber * Uniz Numbar

Geleat ~

* Property Type @

Saloct v

Rental History for July 1, 2023

* Wis thiz unit rented as of July 1, 20237

Yen No

Rental History for July 1, 2024

* Was this unit rented as of July 1, 20247
few No

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.

51
If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.



City of Concord Rent Registry Program - Property Owner/Property Manager User Guide (&itcord

* Associate to: Site Address (@ ] | No Unit Number I * Unit Number

Select ~

* Property Type @

Select hd

Rental History for July 1, 2023

* Was this unit rented as of July 1, 20237

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 (*). The form cannot be saved until all required fields are entered. Once
all the required information is entered, click on the “Submit” button.

Unit Information

Frovade informatian for cument fenancy

* Number of Bedrooms * Number of Bathrooms

2z - 15 w
* Unit Square Footage

1000
* Occupant Type * Date Vacancy Began (%

Vacant - Avallable for Rent v 1101 2024

Unit Is vacant and available for rent.

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

Celumns  »

i ExporttaBacel &
Drag a column header and drop it haro to group by that column

Unit Site Address Unit Number 1 Status Qecupancy Type Initial Rent Currant Rent Ooeupancy Start Date Date of Most Recent  Action

Rent Increase
2727 Parkside Cirde
1 Wacant - Avail able for Rent 1101 2024
Concord CA B4518 US

1-1ofiems &

Non-Exempt

. - N < itams per pags
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Step 3: Submit a Property Exemption Application
It is possible that your property may qualify for an Exemption from the fees. Follow the steps listed
below to submit your request to Staff for review.

*Note: Not every exemption field will be explained in this guide. If you have specific questions, contact
the City of Concord Rent Registry Program.

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

Q@ Type Here To Seiwet | Johnbos v | v | WP
Comcord

My Dashboard  Tenan! Serndoes
Overview m — Back

Farcel Number ¢ 1E3456TEO0 Site Address 1 2727 Parkaice Circle Toncord CA 84519 Year Built 1 1970
us
Assessor Total Unit Count  © 2 Total Units Added i 2 Proparty Status : Regeatraton Open

INSTRUCTIONS TC REGISTER YOUR PROPERTY

Stap 1: Add Site Address. |f the property has mora than ono siio address, add acd tonal sireet address{as] by clicking tha blue *Add” button next 1o ° Address” (e g., a duplex whare each unit nas a diffarent sireet addrazs). If ll of ha rental
units an the property have the same site address, skip b Be next sk

Step 2: Update your Contact Information. Scroll down and click “Add Contact” ko add necessary contacts (Primary Owner end Property Manasgar). You must add BOTH a Primary Owner and Property Manager contact If there |s no Propesty
Manager, than you can indicate fhat Se Proparty Manager eontnct information is the same as for e Owner. After you have added both centacts, use the *C " buttan signate wha should receive future communicaions
about reg: To Edi scroll to the right and click on Acfion Button,

Step 3: Add Units. Scrall down to “Add Unit" snd add ALL rental units fal you awn or manage to the Rental Registry . After adding o wilts to e Rental Regisyy , you may ciaim your proporty 3 exempl or chaim individual unitfs) exsmgt. To

2. Select ‘Apply for Property Exemption’.

G, Type Here Ta Saas JohnDoe v | Bw | WP

Overview =Bk
Parcel Numbear t 1234567850 Site Address : 2727 Parkside Circle Concord CA 84519 Year Built
us
SBubmil Rental Registration
Assessor Total Unit Count @ 2 Total Linits Added : 2 Property Status

MNeww Property Ownisship

File Fair Returm Petition
INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Sits Address. if the property has more an one siw adoress, add additionsl sroat address|es) by clcking the biue * Add” button naxt to * Address” (a.5.. @ cupbox whers a2 unit nas a dflerant sireet adoress). Ifall of fhe rantal
units on he property have the same site address, skip to the nest step,

Step 2: Update your Contact Information. Scroll down and dick “Add Contact” to add necessary contacts (Primary Owner and Property Manager |, You must add BOTH a Primary Cwner and Property Menager contact. If thera ks no Property
Manager, Fan you oan indicate ihat e Property Manager contact information s the same as for the Owner. After you have tacts, use e “Cor " bution 1o desipnate who should recelve future communicasions
about i ToEdi 1 scrall o the right and dick on Action Bution,

Step 3: Add Units. Scroll down 1o “Add Unil™ and sdd ALL rerital units Bl you own of manage 1o Be Rentsl Regietry . Afer adding all units jo e Rental Reglelry , you my caim your property 5e exempd, or daim ind ddusl unitfe) exsmpt To
Report New Docupancy, Just Gause for Eviction, RentIncreass scrofl i the right and click on Acion button

54
If you have any questions, contact the Concord Rent Registry Program. Note: Images may differ slightly from the application.



City of Concord Rent Registry Program - Property Owner/Property Manager User Guide (aicord

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

Apply for Property Exemption

* Flease select the qualifying grounds for the property exemption

D owned and an instuon by an Institution
Drwelling units where tenant shares a b or kitchen wil
Emargency shallers

| Governmaen! ownod housing units
Haited
InsEhtional Faciilies (hospital religious fciity, extended care faciity, licensed residential eare facility for the siderly o an adull residential facility)
Owner occupied duplax
Proparty Is ocoupied rent-free and does not mest fhe defnition of a rental wnit
+ Residential faciltes as defined in Code Section 18,20.020

Comments

Declaration Statement

* By checking this box, | declare under panalty of perjury under B laws of b State i fornia St 1 hawve pr in ig form is yue and correct fo the best of my knowledge and baliel Any
attachments included here are eifer original decumants or iue and corect copees. of e original documents.

4. Enter the required fields and then submit your application. The required fields will contain a red
asterisk (*).

ORI TR OT T q TOT BT PrOFeT Ty Ty P a5 apF

Please subrmil a written explanation for why the property is rent-free. Please note: ¥ { can be rent per the O

* Comments

Declaration Statement

B3 * By chacking this box, | declare undar panalty 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 balief. Any
attachments incuded here are either ariginal documents or true and correct copies of the original documents,

Submitter's Info

* Full Name * Title

John Doe Primary Owner ]
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5. 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.

My Cases
Columns  » [ ExporitoExcel = sarch Q
Case Number Creatad On Entity Case Type Created On & T  Updated Data T Staws
I PE2024-2457479 APN: 1234567890 Proparty Exemplion 1 DBZ0Z4 04 40 P4 11082024 0440 PV Panding Raview I

20242457478 b b Unit Exempti T /0B2024 04,34 PM 111082024 0434 P Parding Rievi
i Conzord CABSIOUS il : fatiwiey

RR2024- 2457475 APN: 1234567890 Rental Registry 1 OB/2024 01:06 PM 11/08/2024 01:06 PM Registraton Open

1 - » K m o items por page 1-3of Bitams

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 completed.

Q friwel Severch John Doe B~ &

et
Concord

MyDashboard  Tenant Services

Overview Action + RS
Parcel Number + 1204567690 Site Address 2727 Parkside Circle Concord CA 94519 Year Built 1 1970
us
Assessor Total Unit Count  : 2 Total Units Added ] I Property Status : Propesty Exampt I

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. |f e property has more than one ste addrass, add addiSonal strent address{es) by dlicking the blue * Add” button noxt to “ Address” (6.9, a duplox where each unit has a different street address). f sl of the rental
units on the property have the same site address, skip to the next step.

Step 2: Update your Contact Information, Scrofl down and click “Add Contact” to add necessary contacts (Primary Owner and Proporty Manager). You must add BOTH a Primary Owner and Property Manager contact If there I6 no Property
Manager. then you can indicate hat the Property Manager contact information |s the same as for he Owner. After you have added both contacts, use he “Contact Preferences” bution 1o designate who should receive fullre communications
sbout registraton requirements. To Edit contact, serol o he right and click on Action Bution.
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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

Registration Open

Registration
Denied

Unit Discrepancy

Pending Staff
Review

Payment Pending

Registration
Completed

Property Exempt

Meaning

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

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 or
corrections. You will need to review your information, 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 or additional information is required.

Your property has been submitted for registration and there are exemption
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 or additional information is

required.

The fees (and penalties, if applicable) have been calculated for your property, an
invoice has been generated, and a payment is required. A payment can be submitted
online from the shopping cart on the top-right corner of the Rent Registry website
(once logged in). A payment can also be submitted, offline, to the Rent Registry
Program directly.

You have completed the registration of your property for the fiscal year by
successfully submitting the property and completing payment if you were assessed a
fee. You do not need to take any additional action at this time unless you have
occupancy amendments or rent increases to report.

You have submitted an exemption of your entire property and it has been approved.
You would not be required to pay any fees until/unless your property’s exemption
status changes.
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There are changes to my Unit’s Occupancy Information. What should |
do?

If you have a change in occupancy in one of your units (i.e. a new Tenant moves in; someone moves out

and it is now vacant, etc.) you can report these changes to the City of Concord Rent Registry Program.
Follow the steps below:

1. Go to the property details page where a unit has undergone an occupancy change and scroll
down to the Unit Inventory table as shown below.

Unit Inventory

Columns  » W Exporttofxceel 2 aarch Q

Dirag a column heades and drop it hers ko group by that column

UnitSite Address  UnitNumber t  Status Cecupancy Type Initial Rent Current Rent Occupancy StartDate  Date of Most Recent  Action
Rant Increase

2737 Parksida Cirde Vacant - Not Avallabla for i
Concord CAS4S19US. | NcprEed Rent il =]
ITIT Parkside Clrde 1

L L 34 1 30872024 i
dciasn Non-Exampt Tenant $2.500.00 $2.700.00 03081202 0308202 ®

1 - » ¥ LT ¥ iemaper page 1-2of2items ()

2. Eachunit listed has a three-dot action menu. Click on the action menu for the unit which has a
new Occupant.

Unit Inventory

Columns  » W Exporttofxceel 2 aarch Q

Dirag a column heades and drop it hers ko group by that column

Unit Site Address  UnitNumber *  Status Gecupancy Type Initial Rent Current Rent Occupancy Stari Date  Date of Most Recent  Action

Rent Increase

74T Parksida Cirde Vacant - Mot Avallabla for
1 Non-Exampt " 4
Concord CAS4519US ik P Rent ik B

2727 Parkside Clrdie i
cord . 1 3, 1 310872024 I
Concord CAMSIGUS Non-Exampt Tanant 5 250000 § 2.700.00 03082021 0308202 -

‘ - . w 5 v itemaper page 12ofZiems
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3. Select the “Report New Occupancy” option.

UnitInventory
Columns  » B Bpotiobicel & parch Q
Orag a column header and drop ithere o group by ®at column
Unit Site Address  Unit Number 1 Status Dccupancy Type Initial Rent current Rent Occupancy Start Date  Date of Most Recent  Action
Rent Increase
2727 Parkside Circla Vacant - Not Avaiatio for 1
Concord CABASIOUS | Her- s ik o Raport New Oceupancy D o
2e3 Paicn e | Non-Exempt Tenant $2500.00 $2700.00 0310872021 S Temmmimet s [
Goncord CA 94518 LS o enan -
g - » M 5 w  itoma por page 12of2items (0

4. The ‘report new occupancy’ application form will appear. Indicate why the previous tenancy
ended along with the date, and select the new occupant type of the unit. Additional fields will

appear as you fill out the form. Enter all required fields and then click on Submit. The required
fields will contain a red asterisk (*).

Report New Occupancy
* Reason Previous Tenancy Ended
Sedect

* Date that Previous Tenant/Occupant Vacated &

MM DO YY

* New Occupant Type

Salact

Declaration Statement

®By checking this box, | declare under penalty of perfury under the laws of the State of California that the information | have provided in this form s true and comect to the best of my knowledge and belief, Any
attachmenis included here are either original documents or true and correct coples of the original documents.

Submitter's Info

* Full Name
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5. The Unit’s information will automatically be updated on the Unit Inventory table. The Unit’s
status will be reset to “Non-Exempt”.

Unit Inventory

Columns  » @ Pporttabeel & Search Q
Drag a column header and drop ithere ta group by B1at column

Unit Site Address Unit Number Status Qccupancy Type Initial Rent Curment Rent Occupancy Start Date Date of Most Recent  Action
Rent Increase

2727 Parkside Circle

Non-Exemnpt Rent Froe Ocoupant 11/10/2024 11/10/2024 i -
Concord CA 4513 US

2727 Parksido Circle

Hon T 700,00 e t
Concord CASMSIAUS RN Ll §2.500.00 $2700 03,082021 0306202 =

. n T 5 w  ltemaper page 1-2ol2ilems
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| need to report a tenancy termination. What should | do?

If you have a tenancy termination in one of your units due to a just cause eviction, whether the tenant is
at fault or not at fault, you can report these changes to the City of Concord Rent Registry Program.

Follow the steps below:

1. Go to the property details page where a unit has undergone a tenancy termination and scroll
down to the Unit Inventory table as shown below.

Unillnventory

Columns  »

M BxporttoBecel o Q
Drag & column headar and drop it here fo group by that column
Unit Sits Address  UnitNumber T Status Occupancy Type Initial Rent Currant Rent Occupancy Start Date  Data of Most Recent  Action
Rent Increase
ST Pidce Cird. Non-Examet Rent Frise Oceupant 11072024 11102024 P -
Conceed CA 94510 U3
2737 Parkside Clrdle |
2 3OA /202 g 1
Sl Non-Examat Tenant $2,500.00 $2700.00 02/08/2021 03/08/2024 ®
4 n » «  items per page 1-2of2iems ()
2. Eachunit listed has a three-dot action menu. Click on the action menu for the unit which
requires you to report a termination of tena ncy.
Unillnventory
Columns  » M BxporttoBecel o Q
Drag & column headar and drop it here fo group by that column
Unit Sits Address  UnitNumber T Status Occupancy Type Initial Rent Currant Rent Occupancy Start Date  Data of Most Recent  Action
Rent Increase
ST Pidce Cird. Non-Examet Rent Frise Oceupant 11072024 11102024 E
Conceed CA 94510 U3
2737 Parkside Clrdle 1
2 3OA /202 g 1
Sl Non-Examat Tenant $2,500.00 $2700.00 02/08/2021 03/08/2024 ®
4 n » «  items per page 1-2of2iems ()
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3. Select the “Report Termination of Tenancy” option.

Unit Inventory
Columns  » [ Exportiobaes! O Search, qQ

Dirag a cobumn header and drop i here ko group by that column

Unit Site Address Unit Number 1 Status Occupancy Type Initial Rent Current Rent Occupancy Start Date Date of Most Recent  Action
Rent Increase
ITI7 Parkside Circle ==
1 - 9 s i
Concord CAS481S US Non-Exsmat Rent Free Ocoupant 1102024 Raport New Docupancy -
- Raport Termanation of Tenancy

Ta? Py P 1
=S PNEI 2 Non-Exempt Tenant §$2500.00 §2700.00 03062021 L 3
Concord CA 94519 US -

ol . - |1H 5 v |tems per page 1-2012items ()

4. The ‘report termination of tenancy’ application form will appear. Indicate the type of eviction
being reported along with additional information and supporting documentation. Additional
fields will appear as you fill out the form. Enter all required fields and then click on Submit. The
required fields will contain a red asterisk (*).

Report Termination of Tenancy

Instructions

An owner shall not terminate a tenancy withou! st cause. which shall be stated in a written nofice. “Just Cause” indudes certain at-fault and no-fault causes oulined in the Drdinance.

This form is bo be used when a unit becomes vacant due to an eviction for just causa.

* What Type of Eviction are you reporting?

For Cause Just Cause Eviction No-Fault Just Cause Eviction

* When was the termination of tenancy notice served to the tenant?

MM DOYYYY E

* When is the vacate date for the unit?

MM DO MYYYY B

Required Documentation

* Notice of Termination of Tenancy served to the Tenant

Select files,..

* Proof of Service
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The termination will be recorded on the unit and you can proceed to report a change of
occupancy/tenancy for the unit as needed. The record of the termination of tenancy will be located in
the “My Cases” section of the property as shown below.

My Cases

e [ Export to Fecel ) i a

Case Number Created On Entity Case Type Croated On & T  Updated Date T  Status

Unit L 2727 Parksida Circle
CE2024-2457405 st Cauise Evic 1113 51 PM 1171372024 01:51 PM g
JCED24- il dCABMSBUS Just Cause Eviction 1 32024 (-5 A32024M Appraved

Unit 1, 2727 Parkside Clicle

C2024-245T 1 % i B

QCC2024- 2457484 cA SUB Occupancy Amenament T M3{2024 01:35 PM TIN3/2024 M35 PM Appraved

PENRE-457470 APN: 1234567890 Property Exemplion 11 [OBf2024 04 40 PM 11 08/2024 D442 PM Property Exemplion Approved
. . Unit 1, 2727 Parkside Circle
2028 248TAT ! 3 3

UER(2a- 2457478 CAEIIUS Unit Exemption 11/08/2024 04:34 PM 110812024 [4:48 PM Examplion Deniod

BRZ024-2457475 AP 1 ZIAEETEH0 Reantal Registry 1 OB2024 (106 P 08024 (546 FM Registration Complated

‘ - WA v emaperpane 15015 terns

=
k‘i

| need to file a fair return petition. What should | do?

If you feel that one or more of your units should be subject to review of a fair return, you should ensure
to review the Ordinance prior to submitting a petition. Once you decide that filing a petition is right for
you, you can follow the steps listed below.

1. Go to the property details page where you need to file a Fair Return Petition and click on the
Action menu.

Q. Type Hate To Search | vonnpos v | v | W
Concord

Overview -~ Back

Parcel Number 1 1234507890 Site Address : 2727 Parkside Circle Concord CA 94519 Year Built ;1970
us
Assessor Total Unit Count  : 2 Total Units Added 22 Property Status : Rugistation Completed

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. If o proparty has more than one s 9 ddress, add additional stroot 3ddross(es) by cheking 110 blup * ASS” button nax! o * Addross” (6., a duplox whore cach unit has a diforont streat addross). If ol of 1o rental
units on the proparty have the same site address, skip to the next step.

Step 2: Update your Contact Information. Scroll down and chck “Add Contact” to add necessary contacts (Pamacy Owner and Property Manager). You must add BOTH a Primary Owner and Property Manager contact If there i3 na Property
Manager, then you can Indicate tat the Property Manager contact information Is the same as for the Owner. After you have added both contacts, use the “Contact Praferences” button to dasignate who should recsive future communicat ons
anout rogistration requircmants. To Edit contact. croll to e right and click on Action Bution.

Step 3: Add Units, Scroll down 2 “Add Unit’ and add ALL rental units hhat you own or manage 1o the Rental Regiatry . After adding all unita to the Rental Registry , you may ciaim your proparty as exemot, of ciaim individusl unit(s) exemot. To
Repert New Occupancy, Just Cause for Eviction, Rent Increase scroll bo the right and click on Adtion bution
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2. Select the “File Fair Return Petition” option.

Q. Type Here To Seach | JohnDoe v | W~ 19
Concord

MyDashbosrd  Tenant Services
Overview ~ Back

Parcel Number 1 1234557890 Shte Address i 2727 Parksiae Circle Concord TA 24519 Year Bulit 1 1970 New Property Ownership
us
J File Fair Retum Pestion I
Assessor Total Unit Count  : 2 Total Units Added T2 Property Status <

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. If the property has more Bian one s address, add addition sl street address(es) by chicking e blue *Ade” bulton next b * Address” (9., a duplex where esch unit has a different strest address), 1f & of the rental
units on tho proporty have the samo site addross, skip to the noxt stop.

Step 2: Update your Contact Information. Scroll down and chick "Add Contact” 1 add nocossary contacts (Prmary Ownar and Progerty Managor). You must add BOTH a Primary Owner and Property Nanager contact If there 15 no Property
Manages, then you can indicate hat the Property Manager contact information is the same as for the Owner. After you have added both contacts, use the “Contact Preferences” button 1 designate who should recaive luture communical ons
i i ToEdi scrol 1o e right and clich on Action Bution.

3. The “file fair return petition” application form will appear with detailed instructions. Enter all
required fields and then click on Submit. The required fields will contain a red asterisk (*).

File Fair Return Petition

Instructions
Itis strongly suggested that landlords review the Ordinance prior to submiting a Fair Return PeBlion, More informsation is available on our website at www d tyofconcond ongrentprogram,

An owner may pefition for a rent increasa in excess of e published allowable increase in order to obiain a fair and reasonable retwm on their property. The applicant shall baar the burden of establishing that, without such
an increasae, they will not realize a fair and reasonable return on the proparty.

Required Documentation

Eair Roturn Polifion

The pefitioner must altach o the patifon documentaion that is adequate o estabilish efigibifity for the Rent adjustmaent that is requested. If the necassary jon 5 i , the patiti 'S
under penalty of perjary may itute for B ilazhles e subject to accep by the Hearing Officer.

Please note: Ifdocumentation is not received by the deadiine as identified in the Regulations and Procadures, the Hearing Officer may refuse fo accept the documentary evidence unless there is good cause for
petifioner's ilure to submitit pricr to the deadiine.

Formora i ion, ph the Fair Return Petiton Chacklist

For Your Information
P hact us if you interpretati I SErVices of ions due toa disability.

* Landiord Name

* Unitjs) Impacted

None selected
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The petition will be recorded and will be located in the “My Cases” section of the property as shown

below.
My Cases
Columns  » B Exporttofxcel & h Q
Case Number Created On Entity Case Type Created On Updated Date T Status
ERP2024-2447488 APN: 1234567890 Fair Retum Patition 111372024 0Z 25 PM 11/13/2024 0225 PM Pendng Reviaw I
1, 2727 Parkside 3
JCE2024-2457465 AVHG T RULT T orkmas Chrcha Just Conpser Evicion 11 1372024 01:51 PM 111132024 0151 PM Approved
Concond CA 84513 US
54 Y SR wlwe Gacle Dceupancy Amendment 11/13/2024 01:35 PM 111132024 01:35 FM od
seei ot oo pancy Admien dmon 3 ; 1132024 01 Ppgecw
PEZD2A-24574TS APN: 1234567890 Property Exempfion 11082024 04:40 PB 11082024 0442 PV Proparty Examption Approved
Unit: 1, 2727 Parkside Circle
LEZ074- 2457476 UnitE n " 4 P 11082024 0445 PM i i
- Concord CA 451G US N F8{2024.04 34 PM 1082024 0448 Exemption Denled
RRIOTI-245T4TH APN: 1234587890 Rontal Registry 11/08/2024 0106 PM 11/08,2024 0548 PM

. n W « items per page

Registration Comglotod @,

1-6 of f ltems. g
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