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| received a letter from Pasadena Rent Stabilization Department

You received a letter from the City of Pasadena’s Rent Stabilization Department because their records
show that you own at least one dwelling unit that is subject to the new registration requirement when
rented.

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

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
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 Pasadena through this website so the property information is always updated.

In the future registration cycles, the unit inventory would already be established, so you will only be
required to submit changes (i.e., occupancy changes, changes in rent, etc.), if any, and then confirm the
property details by submitting the property for registration 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 Pasadena Rent Stabilization Department. 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 Rental Registry and have sold my property. What
should | do?

If you received a letter from the City of Pasadena’s Rent Stabilization Department 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 and 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 Pasadena’s Rent
Stabilization Department.

1. Go to your dashboard and click on the View button for the property which you have sold.

JADENA

STABILIZATION DEPARTMENT

My Properties

= SonBy Parcel Mumber Ase  ~

ii\

Sugh
Parcel Number: 1%

Site Address: 1
Avenus Pasadens CA 9110

FeeDue: 30.00

Property Status: Registration
Completed

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the
application.
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2. The property details page will open. Click on the Blue Action button located towards the top
right corner.

GIPA SADENA

ERT STABILIZTATION DEPARTMENT

My Dashbonrd

Overview — Back

| 159 South Los Robles Avenue
Parcel Number T 1234567890 Sh fddrwee 9 S0y obles Avenue Year Bullt + 1976
Pasadena CA 917107 US

Assessor Total Unit Count  © 3 Total Units Added - Property Status : Registration Completed

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1. Add Site Address. In the "Address” seclion, review the property address. [T
{e.g., a duplex where each unit has a different street address; or a unit with a ' or

property has more than one site address, add additional street addressies| by clicking the blue "+Add" button next to “Address’
n the address, such as 777 % Main Street). If all of the rental units on the property have the same aite address, skip 1o the next step.

Step 2: Update Contact Information. |n the "Contacis™ section, add or edit contact information for th

"+ fudd C:

e Primary Owner, Property Manager, and/er Authorlzed Representative. To add the comact information, use the

ct” bution, To edit the conact information or delete a contact, use the “Action” buttons next to each contact name,

= Primary Owner. You must add a new Primary Qe contact of edit the existing Primary Swner contact in erder 1o submit your propery for registration @
= Property Manager. If there is a property manager, then add the Property Manager contact information.

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.

BIPALADENA

REMT STABILIZATION DEPARTMEMT

My Dashboard

Downloed and Print instructiona To Regiater Your Proparty

Overview
Sie Address i 199 SouthlLes Robles Avenue
Parcel T 1234567890 : 197
o Nt er o Pasadena CA 91101 US Yoar B >
Assessor Total Unit Coumt @ 3 Total Units Added 1a Property Status : Hegistration Completed

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. In the "Addre=ss™ section, review the property address. If the property has mare than one site address, add additional street addrezs(es) by clicking the biue “+Add” button next to "Addre=s”
ag @ differem sreet address; or a undt with a % or %, In the address, such ag 777 '= Maln Sweet). [T all of the rental units on the propeny have the same shte address, skip 1o the mext step.

(2.4, @ duplex where each uni

Step 2! Update Contact Information.
“+Add Contact” bunton. To edit the co

"~ section, add or edit contact information for the Primary Dwner, Property Manages, and/or Authorized Representative. To add the contact infarmation, use the
ot infarmation of delee 8 contact, use the "Action” buttons next 1o each contact name

» Primary Owner: You must add a new Primary Owner contact or edit the existing Primary Owner contact in order o submit your progerty for registration. @

= Property Manager If thare is a property manager, then add the Praperty Manager contact information,

If you have any questions, contact the Pasadena Rent Stabilization Department. 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. If you
know any information for the new Owner, it is highly encouraged to provide this.

New Property Ownership

‘Whensver a change i owniershio of 8 Rentsl Linit cccurs, the Landiord shall previde the By with written notice of the changs in ownershin and the date of transfer within thity [30) days of the cose

of gscrow
i 1he fanm below, pleass provide the name and contact information of the e Daner, unieas you do not have access to this mformation
New Dwner Contact Information

New Dranes Name (5 Hew Owner Emall

Maw Owner Phone * Date of Dwnership Transfer
MWDDAYYYY

New Dwner Malling Address

Street Address
Aptilait Name

ciy

5. Enter the information and then submit your application.

ZIF Code

Upload File

Declaration Staterment

8 * By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided in this form is rue and cormect 1o the best of my
knowledge and belief. Any attachments included here are either original documents or true and correct copies of the ariginal documents.

Submitter's Info
* Full Name * Title
Johin Dae Authorized Representative v

Cance Submit

Staff will review the submission and reach out with any questions. If 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 Pasadena Rent Stabilization Department. 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 Pasadena’s Rent Stabilization Department requesting you to
register your rental property and you are the current owner, then you are responsible for registering the
property.

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

1. Open your web browser and go to https://rentalregistry.cityofpasadena.net

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

IPAZARENA

Welcome to the
City of Pasadena Rental Registry

The Rental Registry is a secure database that allows property owngrsand
managersdo register realal units a8 Tequired by Pacadend’s Fair and Equitable
Housing Charter Amendment (Measure H).

User Guide Rental Registry Info and FAQs

Property Owners/Managers

(9;, Create an Account / Log In

If you have any questions, contact the Pasadena Rent Stabilization Department. 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 Program website.

CONNECT WITH

A Aue

ORLOGIN

Usemame (Ermail}*

Password

L 2

Remember Me Forgot Password?

3D Engage V2.0 407

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

REGISTRATION

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the
application.
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5. Click on the Register button to submit your account information.

REGISTRATION

Username (Email

johndos@3cikemai.com

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

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the
application.
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| have created a login to the rent portal. How do | see/access my property?

Now that you have created an account and activated it, you can login to the Rental 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.

CONNECT WITH

A Ao

ORLOGIN
Username (Emall]

phndoe@3ciemat.com

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

your dashboard.
@IPALADENA
My Dashboard
My Properties
= = SortBy  Parcel Number Asc v

Mo Record

10
If you have any questions, contact the Pasadena Rent Stabilization Department. 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 Asset 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

Add Property

Property Contact Type*

Select v
Parcel Number=®

Parcel Number
Pin*

Enter Pin

<~ CITY OF PASADENA

1 .f CITY OF PASADENA - RENT STABE IFATION DEPARTMENT
L 199 5 Lod Robies Ave, Sults 30%
Pakatena, CALIFORMIA 91101

JANE DOE Property Address: 1405 N SIERRA AVE
1234 EAST FAIR OAKS STREET )
WEST COVINA CA 91792

Parcel®/ Account®: 5850023021
PIMN: 887228
Billing Period: 2024-7025

Aoguil 2024

Dear JANE DOE,

CITY OF PASADENA

CITY OF PASADENA - RENT STABILIZATION DEPARTMENT
199 S LOS ROBLES AVE, SUITE 350
PASADENA, CALIFORNIA 91101

Property Address:
663 N EL MOLINO AVE
PASADENA CA 91101 US

JOHN DOE

Parcel # / Account #:
100 GARFIELD AVENUE 5731007003
PASADENA CA 91101 PIN: 719882

Billing Period: 2023 - 2024 &
2024 - 2025

September 23, 2024

Dear JOHN DOE,

Effective December 2022, the City of Pasadena adopted Charter Article XVIII. Pursuant to Section 1812 of
Charter Article XVIII, the City must create a rental registry, and all housing providers with rental units that

are covered by Charter Article XVIlIl must complete and submit registration for each rental unit. This includes
rental units covered by either the Just Cause for Eviction provisions or the Rent Stabilization provisions of

11

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the
application.
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4. Enter the necessary information and click on the ‘Add’ button.

—_—————————

Add Property 7" CITY OF PASADENA
; % CITY OF PASADENA - AENT STABILIZATION DEFARTMENT
Property Contact Type* o

Select v

Parcel Number®

IANE DOE Property Address: 1405 N SIERRA AVE
1234 EAST FAIR OAKS STREET PASADENA CA 91104 US
Parcel Number WEST COVINA CA 91792 Parcel#/ Account #: 5850023021

PIMN: 887228
Billing Period: 2024-1025

Pin*

August 2024
Enter Pin Dear JANE DOE,

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

Parcel Number: 5737007003

Site Adelress: 121 MAIN STREET PASADENA CA 51101

Property Status:  Reglstration Oper

12
If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the
application.
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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 need to complete the Registration process.
Click on the View button to begin the registration process.

NA

REMT STABILIZATION DEPARTMENT

My Dashboard
My Properties Add Property

m = SortBy  Parcel Number Asc

L] w EEmm

@

Site Addrezs: uth Loa Robles
Avenue Pasadena CA 91101 US

Parcel Number: 123

Property Status:  Registration Open

View

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.

REMT STARILIZATION DEPARTMENT

My Dashboard

Overview
Site Addre: : 199 South Los Robl 3
Parcel Number : 1234567800 "~ L o ™ Year Bullt 1 19785
Pazadena CA 911071
Ascessor Total Unit Count  © 3 Total Units Added :0 Proparty Status 1 Registration Open

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Shte Address. in the “Adareas” saction, feview the property address. If the property has maose ten one aite address, sdd additional strest address(es) by clicking The Blue “+Add” button next to Address
{e.q, @ duplex where each unit has a different street address; or a unit with @ e or %, in the address, such as 777 ' Main Street]. If all of the rental units on the property have the same site address, skip to the next step.

Sep Z: Update Contact Information, In the “Contacts” section. add or edit eomact information for 1he Primary Owner, Property Manager, and for Authorized Representative. To add the contact information, use the
“+Add Contact” button, To edit the contact infermation o

wlete a contact, use the wttons next to each contact mame.

= Prirsary Owner You must add a new Pim

ry Qwener contact or edit 1he sxsting Primary Owner contact in oeges to subomit your progerty 1or reqatration @
= Property Manager: If there is & property manager, then add the Progerty Manager comact mformation.

= Authorized Representative: [ 1hers is an authosized representstive, then add their contact inlommation

13
If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the
application.
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Step 1: Add/Update Contact Information

The first step to property registration is to add/update the property contacts. It is required that each
property contains at least 1 Primary Owner 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.

Step 2 Update Contact Information

edi contact infarmation lor fhe Primary Dwner. Pragerty Manager, and/es Ausharized Repressniative. To add the contact infermatian uae the “+Add Contact” bufion. Tz edif the cortact nfrematian or delete s sontdct, Lse the “Astian’
Nt 10 each conts

= Primary Owner: You must 0dd a new Prmary ener contect o e the exiating Primary (enes cordact in order to submd your oroaesty foc regisdrtion

« Property Manager |f thare s a property managest then acd the Praperty Manager sortact information

= Authorized Representative If thete s 0 suihoszesd repress

v, then add heir contact irformation.

REMINDER: Review and edit your contact preferences. After you hava added all contacts, L the “+Contact Preferences” buiton 1o dusignals who should receiva Tulure communications aboul regisiration requirements and Liling

reguimants.
act P e 1 i o [ + P ' 534 at
[ 5 bt i tha F 1
Contacts
Colunng » ] i Q L
T
Associated to asactas  Contact Type Name Address * Phone Number Email Cantact Preference Action

Autharized

Individusl Jobn Doe johndos@ddemail com i
Representative -

2. Review the Type of Contact that is present on the property. Refer to the first column as
highlighted below.

Contacts + Add Contact + Contact Preferences

Calumns » T Search Q
Assoclated to ageetas | Contact Type Name Address  * Plwone Number Emall Comtact Preference Action

Individual duhn Dos jutndoegddiamnl.com

Mems per page I-Tef vitems (O

14
If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the
application.



City of Pasadena Rental Registry Owner/Property Manager User Guide

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 you already have an Owner contact present, you can

skip to number 7 in this section.

Contacts
Cohmmns »
Aszociated lo assel as Contact Type Kame
Authorized
Individisal John Doe
Reprasemative

+ Caontact Preferonces

Address 1 Phone Nummber Email Contact Preference Action

Iohndoe@3diemail com 1

Toftiems &

4. The Add Contact pop up will appear. Select the Contact Type from the dropdown list as

“Owner”.

Add Contact

Contact Type™

Owner

Ownership Share %

Owner Type*
Individual

First Name*

Address

Address Type*
Salect
Search Address

Enter a location

123, Main Street, Los Angeles, CA
[ Update Address?

Address Line 1+

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the

application.

% B

Date of assumption of ownership by current Owners”

Last Name*

(] PO Box Address?

Address 2

15
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5. Add the required information in the pop up and then Save the contact. The required fields will
contain a red asterisk (*).

Address Line 1 *

Address 2
100 Garfield Avenue
City * State”
Pasadena CA
Zip * Country *
91101 United States
Contact Details
 CommunicatonType  Emalc
Email v jasmith@3diemail.com Primary
Communication Type* Country Code Phone* Extension _
Phone v 1 e (626) 555-987 primary

#= Add Contact Details

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

= Property Manager. if there is a property manager, than add the Property Manager contset infoomation.
- If these e an auth

, then add their contact informatian

Review and edit your contact After you heve added all contacts, use the "+ Contact Freferences” button to designate who should recave future commamcations about registration requeements and hilling
requirsmants

20k EChon men 1o edi

e contact and add 1his information I the Owner Comtact comains toth 8 Phone apd Emal and this message is s1ill present o1
Contacts
Calumns » = i Q
Associated to assetas  Contact Type Mame Address T Phene Number Emall Contast Preference Action
100 Garfield Avanus %
Owner Individust Jane Smith = - 1626) 555-9876 |asmith@Ediemail com i
Pasadena CA 91701 LS :
Authorized
et Inclivicual John Das johndos@iddiemail com i
Reprneceiatve

. - PO § v Amms per page 120l 2iems () ®

16
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7. If you have an Owner contact present, either because you have just added it or because it was
already present, you may still be seeing a red error message as shown below. If your Owner
contact does not have a Phone Number and Email present, then you need to edit the contact to
add this information.

aetion menu i edit the comact snd add this nfermatian, IF the Qwrer Contaet comaing both @ Phons snd Email and this messages is 98 present, please cfick on the Gomact

Contacts # Add Contact + Contact Preferences

Columns * o garch. Q

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

Owmer Inclividual Jans Smith T {6246) 5559878 jasmithi 3diemadl com !
Pasadena CA 91101 UE
Anthorized
Incividial John Doe Johndeei3diemail eom i
Repressniative —

8. Click on the 3-dot Action menu as shown below to edit the contact details.

Contacts + Contact Praferences

Columns » o Q

Associated to asselas  Contact Type Mame Address  * Phare Nurnber Emdl Comact Prefetence Action

100 Garfield Avenue : I s
Cwmar Individual Jane Smith (826) 8589876 |asmithigddemail.com i
Pasadena CA$1101 US -

Authorized
Representative

Individual John Doa johndoa@3diemail.com §

9. Select the “Edit” action.

Contacts + Add Contact + Contact Praferances

Columns * o Sear Q

Associated to assetas  Contact Type Name Address T Phone Number Ermail Conlact Preference Action

4 100 fvenug
Owner Individual Jane Emith g . |B2B) 5550878 jaamithi@ 3diemail com
Pazadena CA 911071 LS w
Authorized N "
i Indhvidual Jobe Do Johndoe@3dienmall com
Ragresentative

. - g 5 «  ftems per page YZolZitems O

17
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10. The ‘Edit Contact’ pop up will appear. Enter all the required information, including Phone
Number and Email, and then Save the contact. The required fields will contain a red asterisk (*)

Zip* Country *
91101 United States
Contact Details
Communication Type* Email*
. : : ; : Primary
Email v jasmith@3diemail.com
Communication Type* Country Code Phone* Extension !
Primary |
Phone v 1 v (626) 555-987 :

+ Add Contact Details

Save Cancel

11. The contacts table will be updated, though it may be possible that you are still seeing the error

message regarding the Owner Contact. This may be due to the contact preferences not being
set. Click on the “Contact Preferences” button as shown below.

df/or Emall. Use the throe tet actan menu io edit the cantact and add this mfarmation. If the Own
imary Ownsr Contact

ar Contact oontaing bath & Phone snd Emasi and thiz message e atill present

Contacts

Columng o Search Q
Associated to assetas  Contact Type Name Address  * Phone Number Email Contact Preference Action
5 —— e 100 Garfild Avenue T s i

e il Jane Smit Pasadena CAGTioTUg (020} S85AHTE jEsrmith @3 diemail com
Atz Individual John Doe
Reprezentative

ohndoe@adiemail com i
. - B, 5 v Ems per page

1ZatZitems ()

18
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12. 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. Both the Billing Contact and Primary Owner
contact can be the same.

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 requirements. The Primary Owner Contact may be contacted for the purpose of
communications about the provisions of the Fair and Equitable Housing Charter Amendment (Article 18) and
general updates from the Rent Stabilization Department.

Save Cancel

Note: the selected Billing Contact and Primary Owner contact MUST have a mailing address; otherwise
you will be met with 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.

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

Contact Preferences

Billing Contact Primary Owner Contact

Jane Smith (Owner) Jane Smith (Owner)

The selected Billing Contact will be the recipient of all notices, invoices, and mailed communications regarding the
annual registration requirements. The Primary Owner Contact may be contacted for the purpose of
communications about the provisions of the Fair and Equitable Housing Charter Amendment (Article 18) and
general updates from the Rent Stabilization Department.

Save Cancel

19
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14. The Contacts table will be updated. The error message for contacts would also have been

Contacts + dld Comtact + Contact Praferences
Columns » < e Q
Associated to assetan  Cantact Type Kame Address  * Phene Humber Ernail Contact Preference Action
Owmer Indreduial Jare Smith (BAy 555447 jasmithiZtdemail com
Autharized
Indnidual Jobn Dos irhndoediddemail com

Fapreseriative

. . e s i per piage veolzians O

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the
application.
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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 see if this looks correct. If it
does not look accurate, click on the Edit icon next to the address to modify it, as shown below.

Address
Address
199 Scuth Los Robles Avenue Pszadena CA91101US

image View [EEIERGE

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

Edit Site Address

Address 1* Address 2
199 South Los Robles Avenue

City*
Pasadena CA

Zip* Country®

91101 United States

Primary
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If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the
application.



City of Pasadena Rental Registry Owner/Property Manager User Guide -

3.

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

Address

Address + Add

139 South Lo Robles Avenue Pasadens CA 91101 US

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

Add Site Address x
Address 17 Address 2
City* State®

CA
Zip” Country*

United States e

—| Primary
E Cancel

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

Address

Address

199 South Los Robles Avenue Paaadena CA 91101 US

I 123 MAIN ST PASADENA CA 93101 US I

'

Mgy
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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
Pasadena Rent Stabilization Program.

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

Unit Inventory

@ Bporttobrel & Seach Q
Drag a colemn haader and drop it hera to group by that colimn

Unit Site Address  Unit Number Statug Occupancy Type Initial Rent Current Rent Oceupancy Stari Date  Date of Most Recen Square Foolage of  Mumber of Kitcheni Action
Rent Increass Unit

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.

. iate to: Si @
Associate to! Site Address @ Mo Unit Number * Unit Mumber

Salect -

* Praperty Type

Selact ~

‘ear Preperty Built (as reflected in Los Angeles county records)

1975

* Occupant Type

Setect
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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.

M : s &
e = - R
Select -
* Property Type
Select bl
‘Year Property Built (as reflected in Loz Angeles county records)
1975
* Occupant Type
Select ud
ke =)

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.

* Associate to! Site Address @

Na Unit Number * Unit Number
199 South Los Robles Avenue Pasadena CA 91101 US-Parcels L A
* Property Type
Salect “
Year Property Built (as reflected in Loz Angeles county records)
1975
* Qccupant Type
Salect -

Cancel Submit
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5. The Unit Inventory table will be updated. Each unit that gets 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.

Unit Inventory
< Q

& Eporttobicel &

Drag a column hesder and drop It here 10 group by that column
Occupancy Start Date  Date of Most Recen Square Footage of Number of Kitchen: Action
Rent Increase Unit

$2,000.00 $2.000 00 08/01/2024 08/0172024 975 1 Dt

Unit Site Address  Unit Number Status Occupancy Type Initial Rent Current Rent

NorLxempt Tenant

tems per page

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the

application.
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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 for Staff to 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

Pasadena Rent Stabilization 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

Drag a columin header and drop it here b group by that column

Unit Site Address  Uniit Nurmber Status Occupancy Type

> =] A Notr-Exgmpt Tarw
Pasadena CA N
91107 US
199 South Los
Robles Avenue = L= " =
jon Exemp Cwner

Pasadens CA
N0 US

c Nor-Exernpt Teran

5 = ilems per page

2. Select ‘Apply for Exemption’.

Unit Inventory

Drag 3 colurmn header and drop it here to group by that column

Unit Site Address  Unilt Number Status Decupancy Type
A Nor-Exampt Tanint
199 South Lo
Roblea Avanue
NomEzsmpt Onamver
Pasadana CA
MNon-Exempt Tenant

5 “  items per page

Initial Rent

§2.000.00

£1.350.00

Inital Rem

$2.000.00

£1,350.00

Current Rent

§2.000.00

$1,675.00

Current Rent

§2000.00

167500

Occupancy Start Date

08/01/2024

O4s20/2019

09/12/2010

Oceupancy Start Date

O8/01/ 2024

04/20/2019

027200

B Exporttofucel O a

Date of Most Recen Square Footage of - Number of Kitchens Action

Rent Increace

Q8/01£2024

Unit
975 1 L 3
‘“T.I.: ‘ E
980 1 i w
e |
+F 3 items C'(i/
@ Bporttofucel & Seon Q

Date of Most Recen Square Footage of - Number of Kitchen: Action

Rent Increase

08/0172024

031272023

Unit

90

=
13ofditems & Q/
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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 x

Instructions

Certain rental units are exempt from some or all of the provisions of the Fair and Equitable Housing Charter Amendment (Article 18). These units may be exempt from paying the Rental Housing Fee, Please submit this
form for any unit at the property that cualifies as an exempt unit for the fiscal year based on the reasons listed below. If you have any questions on whether your unit |5 exempt, please contact the Rent Stabllization
Department by calling (626) 744-7999 or sending an email to rentslregistryi@citynfpasadena net
* Exemption Reason

Uit is fully Gwner-Ocoupied and does not meet the definition of & rental unit

Unlt is vacant and unavailable for rent for the entire fiscal year and does not meet the definition of 3 rental unit

Uit is occupied rent-free (e.g. by a Quslifying Refative] and does not meet the definition of a rental unit

Uit is the property owner's primary residence and the property owner shares a bathroom or kitchen with the tenant

Unit is & ‘temporary tenancy’, a8 defined by Section 1805(a). The unit is 3 single-family home that is temporarily rented for fewer than 12 menths and the temporary Tenant has been provided a statement in writing

Unilt is an affordable unit that is cwned or operated or managed by a not-for-profit ceganization pursuant to a tax cradit progeam

Unit iz = government-subaidized unit that is exempt from municipal rent control and eviction protecticns

* Date of Exemption 3

MMDOSYYYY

5]

Comments

Declaration Statement

* By checking this box, | declare under penalty of perjury under the laws of the State of California that the information | have provided in this form is true and correct ta the best of my knowlecge and belief. Any
attachments included here are sither original documents or true and corect copees 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 any more exemption claims to submit for review.

Unit Inventory

B ExporttoBesl O sanch a
Drag a column header and drop it here to grou by that colume
Unit Site Address  Unit Number Status Occupancy Type Indtial Rent Current Rent Oceupancy Start Date  Date of Most Recer Square Footage of - Number of Kitchem Action
Rent Increase Unit

1949 South Los
Robles Avenue
: : = A Nor-Exarmpl Tenant §2,000.00 5200000 08/01/2024 0870172024 975 1 b ow
Pasadena CA
1M uUs
199 Sauth Los
Hobles Ayvany sphed fo

hiea el Apphert or Cwner 0d/20/3019 amn 1 L 3
Pasadena CA Exemptien
1101 US
194 South Los

g5 Aven P

Bt Aol HNon-Exempt Tenant 81.350.00 £1675.00 980 1 t e

Pasadena CA
101 Us

=
a . . - 5 w  ltems per page 1-30f 2 items O(IJ)

27
If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the
application.



City of Pasadena Rental Registry Owner/Property Manager User Guide

5. Youcan also scroll down to the “My Cases” section to see any case submissions on your

property.

My Cases
Columns » W@ Exporttobucei snrch Q
Case Number Created On Entity Case Type CreatedOn & T  Updated Date T  Status
Limet: B, th Los Robles

e it Exemptior 08/28/2024 06:71 PA G/28/2024 0611 P Pe p—

193 Ao Bassding CA T1101.08 Unit Exemption 8 024 06:71 PM 28,2024 06:11 PM nding Review
HR2024 7434986 APN: 1234567890 Rental Regiotry 08/28/2024 05:01 PM 0B/ 28/2024 D501 PM Registration Open

. - * E 10 items per page 1-2 of 2 items

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.

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the
application.
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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.

BIPASADENA

TABILIZTATION DEFARTMENT

My Dashtoard

Overview — Back

Site Address i 199 South Los Roblea Avenue Pasadena CA
Pareei Number 1 1234567890 " ’ Year Built 1975

31101 US

Assessor Total Unit Count 3 Total Units Added 3 Property Status Registration Open

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. In the "Address” sec

3; of a unit with

leree the property adcress. If the property has more than one site scdress, add additional street address{es) by clicking the bue "+Add” button next 1o *Addrmss’ (e.g , a duplex wheee sach

W, in the address, such as 777 %2 Man Street). if ai of the rental units on the property have the same site address, skip to the nexi step.

uni1 has a different sueer add

Step 2 Update Contact Information. In the "Contacts™ section add or edit o

the contact information or delets 3 contact, use the "Action” buttons next 1o each contact name

nct information for the Primary Owner, Property Manages, and/or Authorized Representative To add the contact information, Lse the “+Add Contact” buttan, To edit

« Primary Owner. You myst add & ngw Primary Qwnar contagt o % exigling Primary Qwner contact i crdar 19 submil vour properny for registiation

« Property Manager If there i a property manages, then add the

+ Authorized Representative: | there & a0 authorized represent: act information

Review and edit your contact preferences After you have added ol contacts, use the *sContact Preferences” button b designste who should receive future communcations about registration reguesments and biliog requirements @

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

BPASADENA

ABILITATION DEPARTWENT

My Dashboard

Download and Print Instructions To Register Your Proparty
Overview — Back

Site Addr 190 Robles Avenue Pasadenz CA
Parcel Number © 1234567890 i~ 4 i Vear Built
Assessor Total Unit Count  © Total Units Added 3 Property Status
Wharship
INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. In the "Addre

vt has a different street address; or a untt

additional strest sdarass(es) by clicking the blue ‘+Add™ buttan next 10 "Address’ (e.g..  duplex whete each

roperty have the same site address, skip 1o the next stes

Step 2: Update Contact Information. In the “Contacts” section, add of edit contact information for the Primary Owner, Property Manager, andror Authonzed Representative. To add the contact information, use the “+Add Contact” bution. To edit
use the A c "

the contact information or delete a cont;

« Primary Owner You mu:st acd a ner Primacy. Qener conlact ocedit the sxisting Primary. Qemer cootact in erder o suboud yeur peserty fonisgiaimten
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3. Read the text in the ‘Submit Rent Registration’ pop up. You will be asked to confirm that all
exemptions are applied for and that you are submitting the information to the best of your

knowledge under the penalty of perjury.

4. 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 =

BEFORE YOU SUBMIT - Is your property or rental unlt(s) exermp! from the Rental Housing Fee or Charter Artlcle VI (ie. owner-occupled unit). You must apply for all unit

exemptionis) or praperty exemption befare submitting the renta

o will be charger the Rental Housing Fee for all nomeon o apy from ¢ thed To sus T 11 40 the e scre
Submitted Exemption Request
B ® By chacking this bow, | understand that all unit exsmption]s) srd property exemption requsst rmust be submittsd poor o comgleting registration
Unit Exemgstion(s) Property Exemption{s)
y 0
Declaraticn Statement
tement. | have reviewed the statermes he best of my knowledge, the information contained herein e, To the axtent | wae unable,

* | have used &l rea
despite the use of n
appesmation is tot feasible. | Rave stated that the infr

Ind) & MOt SCCUrate appraxmmation p aslble or, where auch

s Unknown, | cartify Under penalty of pesjury under the laws of the State of Califomia that tha forgaing is trus and comact

* Enter Full Name * Select Title

2na Smilh fathorized Rupresentatve

5. Your property status will be updated accordingly. It may require some 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’).

ATION DEPANT MENT

My Dashboard

Downlosd and Print Instructi

Overview m iy

Site Address H suth Loe Aobles Averwe Pasadena CA
Pareel Number ! 1234557890 Q110 US Year Bullt 1975

Assessor Total Unit Court @ 3 Tatal Units Added - l Property Slatus

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
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.

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the

application.
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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.

BIPASADENA

l RENT STABILITATION BEPARTMENT

My Bashbaard

Dowrioed and Print Instructions To Register Your Property

Overview — Back

cuith Los Robles Avenue Pasadena CA

Site Address .
Parcel Number : 1Z3asb7B0 91101 us Year Bullt 1978
Assessor Totol Unit Court @ 3 Total Units Added 3 Property Status Payment Pending l
INSTRUCTIONS TO REGISTER YOUR PROPERTY
Step 1: Add Site Address, I the “Address” saction, teview the property addeds. 1f the preperty has more than one sile sdedress, addl sdditional strael address(es) by clicking the blue "+AHE bubten next 1o "Address” (& g & duples where sach

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.

EBPASADENA

ATARILIZATION DERSRTMINT

Domnload and Print Instructions To Register Your Proparty

ite Address 1 199 South Los Robles Averus Pasadena CA
Parcel Number 3 1234567890 St Addre i o L = Year Built 1975
Assessor Totsl Unit Court < 5 Tatal Units Added b Property Status © Payment Fending

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.

Documents + Add Document

Columna + D Epoitiatael |0 Suarch aq
Drag & column header and drop it here to group by that column

Document Type Nates Created On Created By Action

A
invaice OB/28/2024 2 £

- v w98 v items e page 144 0 1 itams
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Follow the steps below to process your payment online for your Registration Fees.

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

BPASADENA

TARILIZTATION DERSRTMENT

My Dashbosrd

Domnload and Print Instructions To Register Your Proparty

Overview ~ Back

Site Address + 199 South Los Robles Averus Pasadena CA
Parcel Number 1 1234567890 oo Year Bullt 1975

Assessor Totsl Unit Court < 5 Tatal Units Added b Property Status © Payment Fending

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

@IPALADENA

My Bashboard

Qe S Panze:
My Cart (1)
PARCEL NUMBER DESCRIPTION AMOUNT DUE ACTION
Raontal Reglstry Foe (Parcel # 1234567890) §429.42 T
Mo Eranyt Linke - Sqinar 3

Tokal Amcurt

$429.42

PROCEED TO CHECKOUT

Saverd far L ater (0}

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 future, you would need to
‘move to cart’ to pay for the property.

EBPALADENA

T STABILITATION DEPARTMENT

My Dashboard

o My Cart Revisw Orclo B
My Cart (0)

Saved for Later (1)

PARCEL NUMBER DESCRIPTION AMOUNT DUE ACTION
Rental Regi TN
o egistry Fee (Parcel # 1234567890) 5429.42 ———
Mon Exempd Uit £ 2 S 42042
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3. Once you have clicked on “Proceed to Checkout” you will need to click on “Proceed to Pay”. The
payment screen will appear.

BIPALADENA

TARILIZTATION BEFARTMENT

My Dashtoard
° My Cart o Review Order
Review Order (1) +— Back To Cart
DESCRIPTION AMOUNT DUE ACTION ORDER TOTAL
Rental Registry Fee (Parcel ¥ 1234567890) 4§ 429.42 =
- Mon Exgript Uit 2 § 420,42 Rernow

Total Amount

$429.42

PROCEED TO PAY

4. Select the Payment Method.
EBIPASADENA

TABILITATION DEPARTME

My Dashboard

Total Amount $429.42 + Backto Cart
PayFal
P Pay Later
PoyPal
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5.

In this example, we elected to use Debit or Credit Card. Enter the necessary payment
information on the screen and click on ‘Pay Now.

Total Amount $ 429.42

+ Back to Cart

|§ Debit or Credit Card
X
Card number
Expires CSC
Billing address = v
First name Last name
ZIP code
Mabile
+1
Email

By continuing, you confirm you're 18 years or older.

Powered by PayPal
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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.

PAJSADENA

RENT STADILIZATION DEPARTMENT

My Dashtoard

P

PAYMENT SUCCE

We have received your payment

Payment Reference # 17Y59138LV217120W

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

BPASADENA

ADILIZATION DEPARTMENT

Vi v received your payment

Paymeit Relersncs & 17V59138LV217120W

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

Soff By arcel Nurnber Ase

My Properties

Parcel Mumber. 12

She Address. 195 5 Aokl

Pasadena CA 511¢ 15

Fee Due 5000 —\
(1/

Property Sotus:  Regotration Completed

Wi
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8. Scroll to the Documents section and use the three-dot action menu to download the payment
receipt.

o=

Columng = T Expor to bired [+ ¥ Q
DOrag & column header and drop it here to group by that column
Document Type Notes Created On Created By Action
Paymant Recaint 08/20/2024  Jchn Dos
Imvaice 0B6/28/2024

. . . 10 ©  ilsms per page 1-2 of 2 items

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 Pasadena’s Rent Stabilization
Department. 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
i BxporttoEwcel 2 f Q
Drag a column header and drop it here ta group by That column

Unit Site Address Unit Number Status Occupancy Type Initial Rem Current Remt Oecupancy Start Dat Date of Most Square Footage ¢ Number of Action
Recent Remt Unit Kiwchens
Increase

199 Soarth Los
Fobles Avenue
Pasadena CA
/|01 Us

& Non-Exempt Tenant 5 2,000.00 572,000.00 OB/01/2024 08012024 975 1 P a

199 Scuth Los
Fobles Avenue
Pasadena CA
|11 us

B Exempt Dhwmer O4/20/2mes 280 1 LA

bt
J

199 South Los
Robles Avenue
Fasadena CA
g us

Mon-Exemg Tenant $1,350.00 §1,675.00 0812/2010 091272023 980 1 P

(21O

. - I 5 ~  items per page T-3olditems O
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2. Each unit listed has a three-dot action menu. Click on the action menu for the unit which has a

new Occupant.

Unit Inventory

Direg & colemn header and drop it here to group by that column

Unit Site Address Unit Number Status Dccupancy Type Indtial Rent Current Rent

199 South Les
Robies Avenue
Pasadena LA
s uUs

A Mon-Exempt Tenant $2,000.00 § 2,000.00

199 South Lea
Robles Avenue
Pasadena CA
qanprus

B Exemnpt (T

199 South Les
Robles Avene
Pasadena CA
o us

. 0 . C . o = itema per page

NorrExempt Tenznt $1,350.00 §1,675.00

3. Select the “Report New Occupancy” option.

Unit Inventory

Drag a column header and drop it here 10 group by that column

Unit Site Addreas Unit Number Sratus Deeupancy Type Initial Rent Current Rent

199 Scuth Los
Robles Avenue
Pasadena CA
91101 US

A Mon-Exermpt Tenan $2,000.00 $ 2,000.00

199 Seath Les
Rables Avenue
Pasadena CA
91101 US

B Exempt Dwner

199 Scuth Les
FRuobles Avenue
Pasadens CA
snnus

" - - 5 w  Mems per page

C Mon-Exempt Tenant £1.350.00 51,675.00

Oseupancy Start Dat Date of Most

0B/01/2024

04720/2013

08/92/2N40

Recent Rent
Increass

0B/01/2024

09122023

Decupancy Start Date Date of Most

08/01/2024

pa/20/2019

09/12/2010

Recent Rent
Increase

08/01/2024

09712/2023

0 ExporitoBwcel 2 Seate a
Square Footage ¢ Number of Action
Uinit Kitchens
" I B
580 1 | »

I-3of3items &

-~

i Bqorttofeel &

Square Footage ¢ Number of Action

Unit Hitchens

975 Raport New Oceupancy l i J L

980 1 L

980 1 L
1-3 of 3 itemna

(«]

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the

application.
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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

* Date that Previous Tenant/Ocoupant Vacated

Declaration Statement

* By checking this bax, | declars undsr penalty of periury under the | Califarnis that the infarmation | heee provide in this fanm i e and entect to the best of my

knowlkedoe and belisl. Any attechments included here are eather orig o true and cormect coples of the origingl documents.

Submitters Infa

* Full Name * Title

Selem

Carcel I i I

5. The Unit’s information will automatically be updated on the Unit Inventory table.

Unit Inventory
[@ Euport to Excel =
Drag & calumn header and drap it here to group by that ealumn
Unit Site Address Unit Number Status Oecupancy Type Initial Rent Current Rent Occupancy Start Dab Date of Most Square Footage ¢ Number of

Recent Rent Unit Kitchens
Increase

Action

199 South Los
Robles Avenug
Paszdena CA
91101 us

A MNon-Exempt Rent Free Docupant narnarnzg 975 1

199 South Los
Robles Avenue
Pasadena CA
101 us

B Exempt Cwner D4/20/2019 980 1

199 South Los
Robles Avenus
Pasadena CA
o us

. - N < items per page

[ MNon-Exemgpt Tenant $1.360.00 51675.00 081122010 09/12/2023 980 1

13ofdtems O
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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 Pasadena’s Rent Stabilization Department. Click on the View button to begin the registration

process.

BIPALADENA

BILIZATION DEPARTMENT

My Dashboard

My Properties

SortBy  Parcel Mumber Asc

L] w EEmm
Parcel Number: 567690 @

Site Addrezs: 1 Los Roblea
Avenue Pasadena CA 91101 US

Property Status:  Registration Open

View

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.

FADENA

ZATION DEPARTMENT

My Dashboard

Download and Print Instructions To Register Your Property

Overview — Hack

Site Addre : 199 South Los Robles Avenue
Parcel Number : 1234567800 "~ L o R A e Year Bullt 1 19785
Pasadena CA 91101 US
Ascessor Total Unit Count  © 3 Total Units Added :0 Proparty Status 1 Registration Open

INSTRUGTIONS TO REGISTER YOUR PROPERTY
Step 1: Add Shte Address. in the “Adareas” saction, feview the property address. If the property has maose ten one aite address, sdd additional strest address(es) by clicking The Blue “+Add” button next to Address

{e.q, @ duplex where each unit has a different street address; or a unit with @ e or %, in the address, such as 777 ' Main Street]. If all of the rental units on the property have the same site address, skip to the next step.

Sep Z: Update Contact Information, In the “Contacts” section. add or edit eomact information for 1he Primary Owner, Property Manager, and for Authorized Representative. To add the contact information, use the

+* buttons nd to esach contact name

“+Add Contact” bution, To edit the contact infarmation or delete a comtact, use the “Acl

» Primary Owner You must add a new Pnimary Ceeer contact of edit 1he exnsting Pamary Cwner contact in oedes to subonit yoor progerty for reqatraton @

1hen add the Progerty Manager comact information,

* Property Manager: If there i & property ma

= Authorized Representative: [ 1hers is an authosized representstive, then add their contact inlommation
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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. Itisrequired that each property contains at least 1 Primary Owner 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.

Step 2 Update Contact Information

Nt 10 each conts

= Primary Owner: You must odd a new £
« Property Manager |1 thare
« Authorized Representative If thete i

5 & propert

a0 authorized represe

e conact infarmation for fhe Primary Dwner Pronenty Manager, and‘es Autharized Represeniative. To add the contast informatian uae the “+Add Contact” bufion. Ta edif the cortact mfoematian or deléte s sontdct, use

"rmary thaner contect or ec the exiating Primary Crener condact in order to submd your orooesty foc registration

Y managet, then acd the Praperty Manages sontact informatan

v, then add heir contact irformation.

The “AETEN

REMINDER: Review and edit your contact preferences. After you hava added all contacts, L the “+Contact Preferences” buiton 1o dusignals who should receiva Tulure communications aboul regisiration requirements and Liling

requiemants

Contacts

Colunng »
Associatedto asactas  Contact Type

Autharized
Representative

Individusl

2. Review the Type of Contact that is present on the property.

highlighted be

Contacts

Calumns »

Assoclated to ageetas | Contact Type

Individual

Mame Address *

Jabn Doe

low.

Name Address ¢ Phone Number

duhn Dos

fems per page

Email

Cantact Preference

Action

lohndos@ademail com i

Refer to the first column as

+ Contact Preferences

& Seord Q

Emall Contact Preference Actlon

johndos@3diarmsail com

I-Tef vitems (O
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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 you already have an Owner contact present, you can

skip to number 7 in this section.

Contacts
Cohmmns »
Aszociated lo assel as Contact Type Kame
Authorized
Individisal John Doe
Reprasemative

+ Caontact Preferonces

Address 1 Phone Nummber Email Contact Preference Action

Iohndoe@3diemail com 1

Toftiems &

4. The Add Contact pop up will appear. Select the Contact Type from the dropdown list as

“Owner”.

Add Contact

Contact Type™

Owner

Ownership Share %

Owner Type*
Individual

First Name*

Address

Address Type*
Salect
Search Address

Enter a location

123, Main Street, Los Angeles, CA
[ Update Address?

Address Line 1+

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the

application.

% B

Date of assumption of ownership by current Owners”

Last Name*

(] PO Box Address?

Address 2
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5. Add the required information in the pop up and then Save the contact. The required fields will
contain a red asterisk (*).

Address Line 1 *

Address 2
100 Garfield Avenue
City * State”
Pasadena CA
Zip * Country *
91101 United States
Contact Details
 CommunicatonType  Emalc
Email v jasmith@3diemail.com Primary
Communication Type* Country Code Phone* Extension _
Phone v 1 e (626) 555-987 primary

#= Add Contact Details

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

= Property Manager. if there is a property manager, than add the Property Manager contset infoomation.
- If these e an auth

, then add their contact informatian

Review and edit your contact After you heve added all contacts, use the "+ Contact Freferences” button to designate who should recave future commamcations about registration requeements and hilling
requirsmants

20k EChon men 1o edi

e contact and add 1his information I the Owner Comtact comains toth 8 Phone apd Emal and this message is s1ill present o1
Contacts
Calumns » = i Q
Associated to assetas  Contact Type Mame Address T Phene Number Emall Contast Preference Action
100 Garfield Avanus %
Owner Individust Jane Smith = - 1626) 555-9876 |asmith@Ediemail com i
Pasadena CA 91701 LS :
Authorized
et Inclivicual John Das johndos@iddiemail com i
Reprneceiatve

. - PO § v Amms per page 120l 2iems () ®
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7. If you have an Owner contact present, either because you have just added it or because it was
already present, you may still be seeing a red error message as shown below. If your Owner
contact does not have a Phone Number and Email present, then you need to edit the contact to
add this information.

aetion menu i edit the comact snd add this nfermatian, IF the Qwrer Contaet comaing both @ Phons snd Email and this messages is 98 present, please cfick on the Gomact

Contacts # Add Contact + Contact Preferences

Columns * o garch. Q

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

Owmer Inclividual Jans Smith T {6246) 5559878 jasmithi 3diemadl com !
Pasadena CA 91101 UE
Anthorized
Incividial John Doe Johndeei3diemail eom i
Repressniative —

8. Click on the 3-dot Action menu as shown below to edit the contact details.

Contacts + Contact Praferences

Columns » o Q

Associated to asselas  Contact Type Mame Address  * Phare Nurnber Emdl Comact Prefetence Action

100 Garfield Avenue : I s
Cwmar Individual Jane Smith (826) 8589876 |asmithigddemail.com i
Pasadena CA$1101 US -

Authorized
Representative

Individual John Doa johndoa@3diemail.com §

9. Select the “Edit” action.

Contacts + Add Contact + Contact Praferances

Columns * o Sear Q

Associated to assetas  Contact Type Name Address T Phone Number Ermail Conlact Preference Action

4 100 fvenug
Owner Individual Jane Emith g . |B2B) 5550878 jaamithi@ 3diemail com
Pazadena CA 911071 LS w
Authorized N "
i Indhvidual Jobe Do Johndoe@3dienmall com
Ragresentative

. - g 5 «  ftems per page YZolZitems O
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10. The ‘Edit Contact’ pop up will appear. Enter all the required information, including Phone
Number and Email, and then Save the contact. The required fields will contain a red asterisk (*)

Zip* Country *
91101 United States
Contact Details
Communication Type* Email*
. : : ; : Primary
Email v jasmith@3diemail.com
Communication Type* Country Code Phone* Extension !
Primary |
Phone v 1 v (626) 555-987 :

+ Add Contact Details

Save Cancel

11. The contacts table will be updated, though it may be possible that you are still seeing the error

message regarding the Owner Contact. This may be due to the contact preferences not being
set. Click on the “Contact Preferences” button as shown below.

al/or Emall. Use the three cot actan menu io ¢

ediit the contect and add this erformetion. If the Ownar Contact containg tath & Phone ond Emaii and thiz message te atill present, piease alick on ¢ |
reary Owner Contact

Contacts

Columng o Search Q
Associated to assetas  Contact Type Name Address  * Phone Number Email Contact Preference Action
" o ] Sl 100 Garfaold Avenue c26) 55504 i |

e ndivactual Jane Smitl (626} 5559876 ssrmith @3 diemail com

Fasadena CASTIONTUS  ° ¥

Atz Individual John Doe
Reprezentative

ohndoe@adiemail com i
. - B, 5 v Ems per page

1ZatZitems ()
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12. 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. Both the Billing Contact and Primary Owner
contact can be the same.

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 requirements. The Primary Owner Contact may be contacted for the purpose of
communications about the provisions of the Fair and Equitable Housing Charter Amendment (Article 18) and
general updates from the Rent Stabilization Department.

Save Cancel

Note: the selected Billing Contact and Primary Owner contact MUST have a mailing address; otherwise
you will be met with 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.

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

Contact Preferences

Billing Contact Primary Owner Contact

Jane Smith (Owner) Jane Smith (Owner)

The selected Billing Contact will be the recipient of all notices, invoices, and mailed communications regarding the
annual registration requirements. The Primary Owner Contact may be contacted for the purpose of
communications about the provisions of the Fair and Equitable Housing Charter Amendment (Article 18) and
general updates from the Rent Stabilization Department.

Save Cancel
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14. The Contacts table will be updated. The error message for contacts would also have been
removed.

Contacts

# Contact Prafererces

Columns » o 4 Q

Associated to assetan  Cantact Type Kame Address  * Phene Humber Ernail Contact Preference Action

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 Pasadena’s
Rent Stabilization Department, 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 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 see if this looks correct. If it
does not look accurate, click on the Edit icon next to the address to modify it, as shown below.

Address

Address +Add

199 South Los Robles Avenue Pszadena CA91101US

image View [EEXEHRGER

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

Edit Site Address

Address 17 Address 2
199 South Los Robles Avenue

City*
Pasadena CA

Zip* Country*®

91101 United States

Primary
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3.

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

Address

Address + Add

139 South Lo Robles Avenue Pasadens CA 91101 US

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

Add Site Address x
Address 17 Address 2
City* State®

CA
Zip” Country*

United States e

—| Primary
E Cancel

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

Address

Address

199 South Los Robles Avenue Paaadena CA 91101 US

I 123 MAIN ST PASADENA CA 93101 US I

'

Mgy
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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
Pasadena Rent Stabilization Program.

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

Unit Inventory
B Bporttoboel O Search Q
Drag a cohemnn header and deop it bars to group by that column
Unit Site Address  Unit Number Statug Occupancy Type Initial Rent Current Rent Oceupancy Stari Date  Date of Most Recen Square Foolage of  Mumber of Kitcheni Action
Rent Increass Unit
i
. n . - 5 «  items per page Neitems to displsy ()

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.

. iate to: Si @
Associate to! Site Address 3 Mo Unit Murmber * Unit Humber

Salect -

* Praperty Type

Selact ~

‘ear Preperty Built (as reflected in Los Angeles county records)

1975

* Occupant Type

Setect
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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.

M : s &
e = - R
Select -
* Property Type
Select bl
‘Year Property Built (as reflected in Loz Angeles county records)
1975
* Occupant Type
Select ud
ke =)

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.

* Associate to! Site Address @

Na Unit Number * Unit Number
199 South Los Robles Avenue Pasadena CA 91101 US-Parcels L A
* Property Type
Salect “
Year Property Built (as reflected in Loz Angeles county records)
1975
* Qccupant Type
Salect -

Cancel Submit
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5. The Unit Inventory table will be updated. Each unit that gets 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.

Unit Inventory
< Q

& Eporttobicel &

Drag a column hesder and drop It here 10 group by that column
Occupancy Start Date  Date of Most Recen Square Footage of Number of Kitchen: Action
Rent Increase Unit

$2,000.00 $2.000 00 08/01/2024 08/0172024 975 1 Dt

Unit Site Address  Unit Number Status Occupancy Type Initial Rent Current Rent

NorLxempt Tenant

tems per page

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the

application.
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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 for Staff to review.

*Note: not every exemption field will be explained in this guide. If you have specific questions, contact
the City of Pasadena’s Rent Stabilization Department.

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

EIPASADENA

ENT STABILIZ nm« DEPARTMENT

My Dashboard

Downtoad and Print Instructions To Register Your Property
Overview = Back

Site Address i 199 South

Pasad

les Avenue
01 us

Parcel Number 1 9876543210 Year Bullt 1 1974

Assessor Total Unit Count 1 Total Units Added t 0 Property Status * Registration Dpen

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. In the "Addiess” sect

r fress. If the property has more than next to ‘Address”
(e.g. a duplex where each unit has a different street address;

e site address,
777"

opesty ad

1 additional street address(es] by clicking the blu

aunit with a % or %, in the address, such as 5 Main Street). If all of the rental units on the property have the same site ade

D 10 the next step.

Step 2. Update Contact Information. |n the "Contacts”
“+Add Contact” button. To edit the contact informat)

tion, add or edit contact infarmation for the Primary Owner, Property Manager, and/or Authorized Representative, To add the contact information, use the

delete a contact, use the "Action” buttons next to each contact name.

2. Select ‘Apply for Property Exemption’.

BIPASADENA OO - ¢ F

By Dashboard

Download and Print Instructiona To Register Your Property

Overview
Site Address i 199 South Los Roblea Avenus Apply for Property Exemption
© GA7E543210 i
Parcel Number : SA7E54321 Pasadena CA 91101 LS Year Built
Mew Froperty Ownership
Assessor Total Unit Coumt @ 1 Total Units Added o Property Status T
INSTRUCTI G i M T

Step 1: Add Site Address. In the "Address” section, review the property addre:
[e.g., & duplex where each unit has a different street address; or a urit with

e property has more than one site address, add additional street address(es) by clicking the blue “+Add” bution next to "Address”
, i the address, such as 777 % Main Street). If all of the rental units on the property have the same site address, skip 10 the next step

Step 2: Update Contact Information. |n the "Contacts™ section, 2dd or edit contact information for the Primary Owner, Praperty Menager, and/or Authorized Representative, To add the contast information, use the
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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 may result in the denial of your claim.

Apply for Property Exemption

* Please select the qualifying grounds for the property exemption
(wner-accupied singie-family residences i & single family homes, condos)
+ Affordable housingdeed restricted property that ks owned, opersted or managed by a not-for-profit organization purewant 10 @ 1ax credit program
Agvium
Comeant
Dormitories awned Dy higher education
Extendad medical care facility
Hospital
Monastery
Ko -profit home for the agad
Property that is owned. opersted, or managed by a govemment authority or agancy where state or federal regulstions exempt the property from local rent cortrol

Treatrment or recovery program tacility

* Upload Document(s)

Comments

Declaration Statement

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

Please submit th that exempt the property fram loeal rem contral,

* Upload Document(s)

Select filss..

- T oo ’

Comments

Declaration Statement

B " By checking this box, | deciare under penalty of perjury under the laws of the State of California that the information | have provided in this form is true and comect 1o the best of my
knawledge and belief. Any atachments included here are either osiginal documents or True and correct copies of the orfiginal documents.

Submitter's Info
* Full Name " Title
Jahn Doe Authorized Hepresentstive v

Canoel
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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 » @ ExportioExcel 2 Sessich

Caze Number Created On Entity Cage Type Created On 4 T  Updated Date T Stews

AP 9876543210 Property Exemption O#/30/2024 0508 PM 08730 05:08 PM Pending Review

APN: 9876543210 Remal Registry 08/30/2024 04:20 FM D8/30/2024 04:20 FM Registration Open

4 b 10 < Items per page 12612 ems

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.

PAZADRENA

My Dashbeard

= Site Address : 199 Sauth Los Robles Avenue
Parcel Numb © GR7ASAINC ¥ Busilt 11974
bzt 4 Pasadena CA 91101 US =

Assessor Totsl Unit Count @ 1 Total Units Added ¢ Property Status ! Property Exernpt I

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Addreas. In 1he “Addrass”
{e.9,, a duplex where each uniit has a different

n the property have the same site add

Step 2: Update Contact Informatlon. In the “Cor
“tAdd Contact” button To edit the eontact informat

" gection add or edit
of delete a contact, use the “Action” buttons next to each contact name

If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the

application.

ales) by clicking the blue “+Add’ button naxt to “Address
5, 5kip to the nea step.

ion for the Primary Owner, Property Manager, and/or Authorized Representative, To add the cortact information, use the
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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 inputs, make necessary edits, and re-
submit the property.

Your property has been submitted for registration, and the number of units you have
added to the property does not match with the assessor’s records. Your property is
flagged for Staff to review. You do not need to take action. Staff will reach out if
there are any questions.

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.

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 website (once logged in).

A payment can also be submitted, offline, to the Rent 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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If you have any questions, contact the Pasadena Rent Stabilization Department. Note: images may differ slightly from the

application.



