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1. Portal Homepage Resources

Register Login

English

+ Go to SF Rent Board
Espafiol

Welcome to the San Francisco

Rent Board’s Housing Inventory

P REEF)

and Fee Portal Filipino

t Board fees.

—_—mm— Q Search keyword ...
User Guide | Housing Inventory Info Rent Board Fee Info

Tenants

¢'¥:} Create an Account gin 19:] Create an Account "-ﬂ Login

* View Property Infarmation * Vigw Property Information [Use the search box above)
= Subrmit information about your units to comply with the City's + Submit tenant information into the Housing Inventory
Housing Inventory requirements
+ View status of landlord's current License to increase rent for a unit
= (Obtain a License to increase rents for tenants covered by Rent (Use the search box above)
Contral

* Update awnership and business contact information
= Paythe annual Rent Board fee

* Request an exemption from the Rent Board fee

¢ |In the San Francisco Rent Board's Housing Inventory and
Fee Portal home page, you will be able to:

o use the translation feature to translate the page into
English, Spanish, Chinese, or Filipino

o access the User Guide, Housing Inventory and Rent
Board Fee Info.

o conduct a basic property search by address or
Assessor's Parcel Number (APN or Block/Lot Number)
without the need to create an account

o create and log in to your account




2. Property Search

No Account Needed for Homepage Search

To view property information without creating an account, type the property
address or Assessor's Parcel Number (APN) into the search bar.

Find Q, Search keyword ... (7]

¢ Anyone can do a limited search without the need to create an
account.

e Anyone can see basic Rent Board Fee and Housing Inventory
information (e.g. number and type of units, whether the fees
are paid or outstanding, or if there is a rent increase license
issued).

Account Needed

Q, Type Here To Search

LR ERGLLEG I User Logs  Useful Links

New User: Click the "Add Property” butten to add a new property to your dashboard

Returning Users:

1. Click the "view" button below the photo of each property to add information into the Housing Inventary.
2. To add additional properties, click the "Add Property” button.

3. Click "Add to cart” to make payment.

My Properties Add Property

= SortBy  Parcel Mumber Asc v

Items Per Page 12 + 1-10f1 € »

e Once you create an account and log in, you will see the page
shown above.




Search by Parcel Number, APN or Block/Lot Number

Q 0000-000

1 matches found in Parcel

athbo: UserLogs  Useful Links

® You can enter the parcel number directly into the search bar. The
system will accept the parcel number with or without the hyphen.

e Select "{#} matches found in parcel."

® Ifyou are unsure about the parcel number of a particular

property, you can search for the parcel number using the
Property Information Map at: https://sfplanninggis.org/pim/

Search by Property Address

Q 123 Address St

1077 matches found in Site Address

e You can enter the address directly into to the search bar.
e Select "{#} matches found in Site Address."



https://sfplanninggis.org/pim/
https://sfplanninggis.org/pim/

Q, Type Here To Search

Reporting Dashboard  Property Inventory  Contacts  Parcel Groups  Pending Exemption

Search Results ~ Back

Search Result(s) for 123 in Site Address Items Per Page 12 ~ 1-120f1077 < »

Asset Name / Number: Asset Name / Number: Asset Name / Number: Asset Name / Number:
Site Address: Site Address: Site Address: Site Address:
[ View Property Details l I View Property Details ] I View Property Details l [ View Property Details |

* When you see the match results from the parcel or address search,
you can click on "View Property Details" to access the property record
in the parcel view.




3. Rent Board Fees

Address

Site Address

2115 HYDE 5T SAN FRANCISCO CA 94000 US

Select Year| 2025 -

Rent Board Fee (2025)

Rent Board Assessed Fee @ §472.0 Late Payment Penalty @ $236 Tetal Ameount Pald @ $0.0

¢ |n the parcel view, the you will be able to see information
regarding Rent Board Fees.

¢ You should use the drop down menu next to "Select Year" to

select the appropriate year. The default year shown will always
be the current cycle.

Select Year 2025 o

Rent Board Fee (2025)

[I.ontlnnd Assessed Fee : §472.0 } Late Payment Penalty : $23.6 Tetal Amount Pald : $0.0/

e The Rent Board Assessed Fee is calculated based on the
number of units in the property.




Select Year 2025

Rent Board Fee (2025)

Rent Board Assessed Fee : 54720 [ Late Payment Penalty : 5236 J Total Amount Pald : $0.0

® The Late Payment Penalty is a late fee that is assessed for each
unit if the Rent Board Fee is not paid by March 1st. A 5%
penalty is added after March 1st, with an additional 5% for
every month thereafter (capped at 15%).

e Tenants are not responsible for paying any portion of late
fees.

Select Year 2025

Rent Board Fee (2025)

Rent Board Assessed Fee @ 54720 Late Payment Penalty : 5236 [ Total Amount Pald : 50.0 ]

e The Total Amount Paid is the amount the property owner,
manager or agent has paid toward the Rent Board Fee.




4. View Rent Increase License

Site Address

2115 HYDE 5T SAN FRANCISCO CA 94000 US

o

Select Year 2025 v

Rent Board Fee (2025)

Rent Board Assessed Fee @ S4720 Late Payment Penalty : 5236 Total Amount Pald : $0.0|

e To view the Rent Increase License, you should scroll down to

the parcel view until you see the "Housing Inventory
Submission" as shown below.

Gousing Inventory Submissions 2025 (October 21, 2024 - February 28, 2026)

[¥) Export to Excel (5 Search... Q
Drag a column header and drop it here to group by that column
Unit Address Unit Number Occupancy Type 1 Reporting Status Status of Rent License
Increase License Document
2115 HYDE ST ) ) )
SAN FRANCISCO Occupied by non- In Compliance Licensed Until __ |, @1 «—
CA 94000 US owner 02/28/2026 o)

“« > b 5 v items per page 1-1048"14\ C‘i\




RENT INCREASE LICENSE

City and County of San Francisco

ISSUANCE DATE || EXPIRATION DATE
GICENSE NUMBER: )

[Renew by 7

UNIT ADDRESS BLOCK/LOT OF BUILDING
SAN FRANCISCO CA

BUSINESS CONTACT FOR OWNER
Name: Lary Landlord

Phone No./ EMail: / LARYLANDLORD123@GMAIL.COM

The landlord has substantially complied with their CITY AND COUNTY OF SAN FRANCISCO
obligation to report information about the rental unit as RESIDENTIAL RENT STABILLZATION AND
required under Rent Ordinance Section 37.15, and may ARBITRATION BOARD

increase the rent for the unit pursuant to Sections 37.3(a)
{1)-(2). This license will expire on 2-29-24 unless

renewed, ( & }./“.(/e' =

CHRISTINA VARNER
EXECUTIVE DIRECTOR

To renew this license or for additional information, costact the Rent Board at 413-252-4600 or visit wwwasLgovirentboard

e After you click on the Eicon, a Rent Increase License, as
shown above, will be available to view or download.




5. Create an Account

Tenants

593 Create an Account

* View Property Information (Use the search box above)

—-{D Login

* Submit tenant information into the Housing Inventory

* iew status of landlord's current License to increase rent for a unit
(Use the search box above)

Pro perty OwnersiManagers
R

Create an Account

Login

* View Property Information

e Submit information about your units to comply with the City's
Housing Inventory requirements

s (Obtain a License to increase rents for tenants covered by Rent
Control

* Update ownership and business contact information
* Pay the annual Rent Board fee

s Request an exemption from the Rent Board fee

e You should first go to https://portal.sfrb.org.

e Then, click on the “Create Account” tab under the
“Tenants" header if you are tenant or the "Property
Owners/Managers" if you are a property owner or

manager.



https://portal.sfrb.org/

CREATE A NEW ACCOUNT

Username{Email)*

Username is your email address and it is not case sensitive.

Password™*
Password should be minimum of 6 characters, and inciude at least one uppercase letter,
one lower case letter, and one symbol ({@#3%A&).

@

Confirm Password*
Please confirm your password,

First Name™*

Please enter your first name.

Last Name®*

Please enter your last name.

‘ Back to Portal ‘

Already Registered ? Login

¢ You should input the email as the username.

e Then, choose a password, enter the same password
under "Confirm Password," enter the first and last
name and then click on “Submit."

e Password must contain at minimum 6 characters and
include at least:

© one upper case (A-Z) letter,
o one lower case (a-z) letter,
o and one symbol (/@#$%"&%*).




Registration Successful

We have sent a activation link to your email. You might find the
activation link email in your spam or junk folder. Please check your
email and click on activation link to complete your registration

process.

e Once you have typed in the information, you will see a
“Registration Successful” pop-up.
e You should then click "Ok."

Activate your account !

E rnt-no-reply@sfgov.org =,

Thank you for registering with the San Francisco Rent Board Portal. To complete the registration process,
please click on the activation link below. The activation link will expire in 30 minutes.

Username:
Activation Link: Please(Click Herg)to activate account

If you need additional support, please call 311 (415-701-2311 if calling from outside San Franciscol

e The system will send you an email. You should check for
an email titled “Activate your account” from
rnt-no-reply@sfgov.org.

e Make sure you check the spam or junk folder if the you
do not see this email in the inbox.

e Once you find the email, you should click on the
activation link under “Click Here.”




O
(18

Account activation is successfully
done. Please click on login button
to login to portal.

e You will receive a notification letting you know that the
account has been successfully activated and will prompt
you to log in.




6. Reset Password
LOGIN

Username(Email)*

Password®

@

|:| Remember Me Forgot Password?

‘ Create an account ‘

You should click on "Forgot Password."

FORGOT PASSWORD

Username™

Reset Password

‘ Back ‘

* You will be asked to enter your Email/Username.
e Then, click on the blue "Reset Password" button.



FORGOT PASSWORD

Username*

jehnsmith@gmail.comy _
——

: : o
User with provided username not found. Please enter correct
username.

Reset Password

| 1

e If you receive the error message shown above, it
means that there is no account associated with
the email you entered.

e You will need to create an account or see if there is
a different email that could be associated with
your account.

FORGOT PASSWORD

Username*

johnsmith.gmail.com

Please enter valid username

Reset Password

‘ Back ‘

e |f you receive the error message shown above, it
means that you entered an invalid email/username.




Success

Check your email for new password

¢ |f you entered a valid email and clicked “Reset Password,”
a "Success" page will appear.
¢ Click on the the blue "Ok" button.

Password Reset (Extemal Inbox x

rnt-no-reply@sfgov.org

o me -

MNew Password for the account: Username:
Password: 9102h6TX
hitps://portal.sfrb.org/

e Check your email for an email from rnt-no-reply@sfgov.org.

The email will contain a Temporary Password you will use to
regain access to your account.




CHANGE PASSWORD

Temporary Password*
Mew Password™®

Confirm Mew Password*

@

Change Password

‘ Cancel ‘

¢ You should enter the temporary password under
"Temporary Password."
e Then, enter a new password under "New Password"
and "Confirm New Password."
¢ The new password must contain at minimum 6
characters and include at least:
o one upper case (A-Z) letter,
o one lower case (a-z) letter,
o and one symbol (!@#$%"&*).
¢ (Click on the the blue "Change Password" button.



7. Adding a Property

Property Owner's Perspective

My Properties

e Once you log in, you can add the property by clicking on
“Add Property” under the “My Dashboard"” tab.




Add

Where to find my PIN?
Please enter the APN and PIN located on the Rent Board Notice sent to the

« Select malling address om file for your property. If you need a new PIN to be

Fssued or need other assistance, please call 415-252-4600,

1am Property ...*

Owner

Property Manager WL sanramsisco Besidestil Henl Sisbilization and Arbiirtion oasd
5 s Aeorwn 5. Ban Framemon. O SIVEAEE)  wem o o

Tenant

TIC Owner

P B AL
Wi R ADDRE iy
I i

¢ You will be asked to identify your role with the property.
You will have the option to select from "Owner," "Property
Manager," or "TIC Owner."

A
= Where to find my PIN?

Please enter the AP and PIN located on the Rent Board Notice sent to the

e - rmailing address on file for youwr propérty. If you need a new PIN to be

Select issued or need other assistance, please call 415-252-4600.

| am Property ...

Parcel Mumber *

ﬁ Sam Franckios Resddential Rest Siabdlicaidon and Arbilzation Boaed

4 v Hoas Averue Wit an frncace, A A0S s bt o

PiN*

,
Aot H A |
R £
,

* You will be asked to enter the property’s parcel number. The
parcel number should be entered with the dash and no
space before and after.

If you do not have this information on hand, you can
search the parcel number by using the Property
Information Map from the San Francisco Department of
Planning (https://sfplanninggis.org/pim/).



https://sfplanninggis.org/pim/

Add Where to find my PIN?

| am Property .. Please enter the APN and PIN located on the Rent Board Motice sent to the
miailing address on file for your property, If you need & new PIN 1o be
Issued or need other assistance, please call 415-252-4600.

Sedect b

Parcel Mumber *

C‘,nck‘l ﬂ

,a Sas Frapciios Reiddential Rest Suabilication and Arbilzation Boasd
F 5 Wan o A BT S francmcn, A SG0TE e 1kt o

* You will be asked to input the Portal PIN. You can access this
PIN by referring to the notices from the San Francisco Rent
Board.

Success

Data saved successfully

< o )

e After you click “Add,” you will see the "Success" page
shown above.
e Then, click "Ok."




My Properties

APN (Block/Lot): 0097-024

Address: 2028 HYDE ST SAN
FRANCISCO CA US

Rent Board Fee Due: $454.30

View Property Details

Pay Rent Board Fee

Report Housing Inventory
Information

Remove APN From My
Account

e |f you would like to access the property record in parcel view,
you should click on "View Property Details."

e |f you would like to pay any outstanding Rent Board Fees,
you should click on "Pay Rent Board Fee."

e |f you would like to remove a property from the account, you
should click on "Remove APN From My Account."




8. Updating Primary Contact

Property Owner's Perspective

By designating or updating a contact as primary, the owner or owner's
agent will receive mailed notices from the Rent Board to that mailing
address. The mailing address provided is used exclusively for Rent Board
communications and does not update the mailing address with Office of

Assessor-Recorder or the City's official records.

SortBy| Farcel Numberase

Address: 2028 HYDE ST SAN
FRANCISCO CA US

Rent Board Fee Due: $454.30

Remove APN From My
Account

e First, click on "View Property Details."
e Then, click on the "Contact" tab shown below.

E ST SAN FRANCISCO CA 94000 US. e /s e

Select Year 2025

Rent Board Fee (2025)

Rent Board Assessed Fee : 54720 Late Payment Penalty : 5236 Total Amount Paid :



Adding New Contact
As Primary Contact

Address Documents Transactions

¢ +Add Contact P

e Search... Q
Associated to asset  Contact Type Name Address 1 Phone Number Email Is Primary Action
as
. 125 Street St, Unit A
Owner Individual First and Last Name of Owner San Francisco, CA No
. 125 Street St, Unit B
Owner Individual First and Last Name of Owner No

San Francisco, CA

e Then, click on the blue "+Add Contact" button on the far right.

Add Contact ®

Associated to asset as*

v Select r
Owner
Property Manager
Tenant
TIC Owner

e Using the drop-down menu, select your role with the property.
* You will have the option to select from "Owner," "Property
Manager," or "TIC Owner."

Add Contact ®

Associated to asset as*

Owner v

Existing Contact o New Contact

e Then, select "New Contact."



Add Contact

Associated to asset as*
Select b4

Existing Contact @ New Contact

Contact Type*
Individual 4

First Name™* Last Name

Title

® Enter the the new contact's First and Last Name.

Add Contact b 4
Address

Address Type*
Home v
Search Address

Enter a location

123, Main Street, Los Angeles, CA
Update Address?
Street Address* Unit/Suite/etc.

125 STREET ST UNIT C

City Name* State/Province*
SAN FRANCISCO CA
| Zip/Postal Code Country Name*
‘ 94111 United States v

Yes, make this contact primary so that all mail will go to this contact.

p—
Cancel Save

Using the drop down menu for Address Type, select "Home."
Enter the Street Address, City Name, State/Province,
Zip/Postal Code, and Country Name.

Make sure you check the box next to "Yes, make this contact
primary so that all mail will go to this contact."

Then, click on the blue "Save" button.



Success

Data saved successfully

e Once your new contact is saved, a "Success' pop-up with
appear as shown above.
e Then, click "Ok."




Adding New Contact
As a Secondary Contact

Address Documents Transactions

¢ +Add Contact P

e Search... Q
Associated to asset  Contact Type Name Address 1 Phone Number Email Is Primary Action
as
. 125 Street St, Unit A
Owner Individual First and Last Name of Owner San Francisco, CA No
. 125 Street St, Unit B
Owner Individual First and Last Name of Owner No

San Francisco, CA

e Then, click on the blue "+Add Contact" button on the far right.

Add Contact ®

Associated to asset as*

v Select r
Owner
Property Manager
Tenant
TIC Owner

e Using the drop-down menu, select your role with the property.
* You will have the option to select from "Owner," "Property
Manager," or "TIC Owner."

Add Contact ®

Associated to asset as*

Owner v

Existing Contact o New Contact

®* Then, select "New Contact."



Add Contact

Associated to asset as*

Select b4
Existing Contact @ New Contact
Contact Type*
Individual v

First Name™* Last Name

Title

® Enter the the new contact's First and Last Name.

Add Contact ®

Address
Address Type*
Home v
Search Address

Enter a location

123, Main Street, Los Angeles, CA
Update Address?
Street Address* Unit/Suite/etc.

125 STREET ST UNIT C

City Name* State/Province*
SAN FRANCISCO CA

Zip/Postal Code Country Name*

94111 United States

Yes, make this contact primary so that all mail will go to this contact.

Using the drop down menu for Address Type, select "Home."

Cancel Save

Enter the Street Address, City Name, State/Province,

Zip/Postal Code, and Country Name.

DO NOT check the box next to "Yes, make this contact

primary so that all mail will go to this contact."
Then, click on the blue "Save" button.



Success

Data saved successfully

e Once your new contact is saved, a "Success' pop-up will
appear as shown above.
e Then, click "Ok."




Changes to An Existing Contact
Setting an Existing Contact as Primary

Address Documents Transactions

+ Add Contact

c Search... Q
Associated to asset  Contact Type Name Address 1t Phone Number Email Is Primary Action
as
. 125 STREET ST UNIT A
Owner Individual First and Last Name of Owner SAN FRANCISCO, CA 94111 No

Edit

i N 125 STREET ST UNIT B
Owner Individual First and Last Name of Owner SAN FRANCISCO, CA 94111 No

Remove

e Click on the boxed 3 dots under actions, then click on "Set as Primary."

Set Asset Primary Contact

Do you want this contact to be the primary contact used by the Rent
Board for the purpose of communications about Rent Board Fees and
Housing Inventory Requirements? This will not change the contact
information on record with the Tax Assessor for this property.

Yes Mo

e C(lick "Yes" in the "Set Asset Primary Contact" pop-up.

Contact set as primary asset contact successfully

e Once you save the contact, a "Success' pop-up will appear as
shown above.

®* Then, click "Ok."




Deleting an Existing Contact

Addre;s pocuments

Transactions

Associated to asset  Contact Type Name Address 1t Phone Number Email

as

125 STREET ST UNIT A

Owner Individual Firstand Last Name of Owner SAN FRANCISCO, CA 94111
- ) 125 STREET STUNIT B
Owner Individual First and Last Name of Owner SAN FRANCISCO, CA 94111

+ Add Contact

c Search... Q

Is Primary Action

- n

Edit

Set as Primary

No

e Click on the boxed 3 dots under actions, then click on "Remove."

Remove Contact

Are you sure you want to remove this contact?

e Then, click on "Yes."

No

Success

Contact removed successfully

e Once you remove the contact, a "Success' pop-up will appear as

shown above.
® Then, click "Ok."




9. Housing Inventory Submission
Property Owner's Perspective Only

THE INFORMATION ENTERED IN THE HOUSING INVENTORY
SUBMISSION IS PUBLIC.

Copy Submissions From Prior Years

Housing Inventory Submissions 2025 (October 21, 2024 - February 28, 2026)

Drag @ column hesades and drop it here to group By that Cokamn

Unit Address Unit Numbar Occupancy Type 7 Reporting Status

5 .. n| BB * ioems per page

¢ You should scroll down to the header titled "Housing
Inventory Submissions."

e Click on the blue "Report Unit Information" button.

¢ Please do not use the fields (e.g. under "Unit Address" or

"Reporting Status") to make a submission. These are search
fields only.

Report Unit Information »
Copy Submissions From Prior Years

=+ Report Unit Information (Individual Unit)

=+ Report Unit Information (Bulk Upload)
Download Spreadsheets From Prior Submissions

e You should click on the blue "Copy Submission From Prior
Years" button.



Copy Submissions From Prior Yea

You can copy all or part of your most recent submissions by following the steps below. You are responsible for ensuring all
information is accurate.

Tip: Download our Copy Feature Guide for visual, step-by-step instructions

1. Review Your Submission from Prior Years
» To review a submission, click the (@ icon next to the unit listing below.
= Ensure the "Business Contact Information” is up to date for each unit— this will appear on the license.
» If you need to make changes to this year's submission, see "2. Edit Your Submission” below.
» If no changes are needed, click "Cancel” and proceed to "3. Copy Your Submission.”

2. Edit Your Submission
« After clicking the  icon, make updates to the submission details.
= After completing your edits, click "Save.”

Note: New edits will only apply to this year's submission. You cannot edit submissions for prior years.

3. Copy Your Submission
» To copy a submission, click the checkbox next to the unit you would like to copy. The entire line should turn blue when
selected.
» If you want to select all units at once, click on the top checkbox.
= After selecting your units, click the "Copy” button.
= On the declaration page, enter your full name, and click on “Report Unit Information.”

Note: Each unit can only be copied once. Units that are already copied will not be available in the unit listings below.
4. Receive Your Rent Increase License

= After you submit your Housing Inventory submission, your rent increase license will be generated for all units with an
occupancy status of “Occupied by non-owner.” If your license is not viewable right away, check back later.

i Unit Address Unit Number  Occupancy Type Actions
(] 2129 HYDE ST SAN FRANCISCOCAUSUS 25 Occupied by non-owner @
- “ > > 5 hd items per page 1-2o0f Zitems

e Click on the & icon circled above to see if there are any edits
they would like to make to a submission.
e An “Edit” pop up screen will appear as shown below.

Ingtructiona: After completing all 6f the required fields, select the Biue “Submit” button.

NOTE: You
* Select Site Address Enter Unit Number (f any)
2129 HYDE STSAN FRANCISCO CA US-Pascels - pd

Select type of ocoupancy for this unit &

Vacant -
Unit Infermation
* Number of Bedrooms: * Number of Bathrooms

One-Bedroom - One and a half bathrocms -
* Square Footage

32513500 5qFt -

Unit Sccupancy and Yacancy Infermation

* Provide dase thas curmens vacancy began. if exact date is unk provide the —
W n
Were there any months?
AN - 1T

Business Contact Information (Persen designated by owner to address repair issues)
* Provide Business Contadt Information

e -

Business Regisiration Number for the unit (f ary) &

12589




Copy Submissions From Prior Years x

You can copy all or part of your most recent submissions by following the steps below. You are responsible for ensuring all
information is accurate.

Tip: Download our Copy Feature Guide for visual, step-by-step instructions.

1. Review Your Submission from Prior Years
» To review a submission, click the @ icon next to the unit listing below.
= Ensure the "Business Contact Information” is up to date for each unit— this will appear on the license.
» If you need to make changes to this year's submission, see "2. Edit Your Submission” below.
» If no changes are needed, click "Cancel” and proceed to 3. Copy Your Submission.”

2. Edit Your Submission
» After clicking the (@ icon, make updates to the submission details.
= After completing your edits, click "Save.”

Note: New edits will only apply to this year's submission. You cannot edit submissions for prior years.

3. Copy Your Submission
» To copy a submission, click the checkbox next to the unit you would like to copy. The entire line should turn blue when
selected.
» If you want to select all units at once, click on the top checkbox.
= After selecting your units, click the "Copy” button.
» On the declaration page, enter your full name, and click on “Report Unit information.”

Note: Each unit can only be copied once. Units that are already copied will not be available in the unit listings below.
4. Receive Your Rent Increase License

= After you submit your Housing Inventory submission, your rent increase license will be generated for all units with an
occupancy status of “Occupied by non-owner.” If your license is not viewable right away, check back later.

V' Unit Address Unit Number Occupancy Type Actions
(] 2129 HYDE ST SAN FRANCISCO CA US US 25 Occupied by non-owner @
AR | ™ 5 v items per page 1- 20f Zitems

¢ You will see the "Copy Submission From Prior Years" page.

e You should check the corresponding box in first column to
select the submission(s) you would like to copy.

e Then, click "Copy."

e Once the selected units are copied into the current Housing
Inventory Submission table, those unit will no longer be an
option to copy.

e Units that are not copied will continue to be an option to
copy into the current Housing Inventory Submission table.




Report Unit Information ®

I have used all reasenable diligence in preparing this statement. | have
reviewed the statement and to the best of my knowledge, the
infermation contained herein is true and complete, To the extent | was
unable, despite the use of reasonable diligence, to ascertain the exact
information to be reparted, | have provided the most accurate
approximation that | can based on information and belief where
possible ar, where such approximation is not feasible, | have stated that
the information is unknown, | certify under penalty of perjury under the
laws of the State of California that the foregaing is true and correct.
Type the full name of the person signing this declaration. Do not
provide the name of a business.

Submitter Name* Submission Date*

Lary Landlord B/

Report Unit Information

e You will be asked to sign under penalty of perjury and enter
the date.
e Then, click "Report Unit Information."

Success

Data saved successfully

&

e Once submitted, you will see the "Success" page shown above.
¢ You should click "Ok."

Housing Inventory Submissions 2025 (November 1, 2024 - February 28, 2026) + Report Unit Information
B ewneset o sern a
.
2129 HYDE ST SAN FRANCISCO CA 94112 il
2 E— inconploce JrR—— a

® You should see the submissions in the Housing Inventory
Submission table for the current year.




Report Unit Information Individually

Housing Inventory Submissions 2025 (October 21, 2024 - February 28, 2026)

@ ExpoctioBEscsl & Seach a

Dirag & column header and drop it hens to group by that column

Unit Address Unit Number Occupancy Type 7 Reporting Status Status of Rent Increasas License License Document Action

Mo ftemes 1o display O

¢ You should scroll down to the header titled "Housing Inventory
Submissions."

e Click on the blue "Report Unit Information" button.
® Please do not use the fields (e.g. under "Unit Address" or

"Reporting Status") to make a submission. These are search fields
only.

Report Unit Information E\E

=+ Report Unit Information (Individual Unit)

<+ Report Unit Information (Bulk Upload)
Download Spreadsheets From Prior Submissions

* You should click on the blue "+Report Unit Information
(Individual Unit)" button.




Report Unit Information (Individual Unit)

Instructions: After compiezing ail of the required fiekds, select the biue “Submit” button.
MNOTE: You must complete ind submit » separate form for each unit at the propenty.

* Select Site Address Enter Unit Numiber {if any]

2115 HYDE 5T SAN FRANCISCD CA 99000 US-Farcels

Select type of socupancy for this unit @

Ceuphed by ROR-GATEF

¢ You should use the drop-down menu under "Select Site
Address" to select the address on which you would like to
report information.

e |f an address is not available in the drop-down list, you should
contact 311 and a Rent Board Staff will add the missing address.

e Enter the Unit Number, if any.

Select type of occupancy for this unit @

Select

Q | Search

o @ Select
) Occupied by owner
) Oecupied by non-owner
) Wacant

) Non-Residential

® You should also use the drop-down menu under "select type
of occupancy for this unit."
e You will have the option to select from:
o Occupied by owner
o Occupied by non-owner
o Vacant

o Non-Residential




Occupied by Non-Owner

* Select type of occupancy for this unit @

Occupied by non-owner v

e |f "Occupied by non-owner" is selected, you will be asked a series
of questions shown below.

Unit Information

* Number of Bedrooms * Number of Bathrooms

One-Bedroom v One bathroom v

* Square Footage

1751-2000 Sq.Ft 7

e You should use the drop-down menus to select the number of
bedrooms, bathrooms, and square footage for a particular unit.
The square footage will appear in increments of 250 square
feet.




Rental Information

* Provide monthly base rent amount @
$1751-$2000 v

Does the base rent include payment of one or more of the following utilities by the
landlord? Water/sewer, refuse/recycling, natural gas, electricity, etc.

water / sewer refuse / recycling natural gas electricity
other

Provide details of other utilities included

¢ You should use the drop-down menu to select the monthly
base rent amount. The rent amount will appear in increments
of $250.

e |f there are any utilities included in the base rent, you should
select the appropriate check box.

¢ |f "other" is checked, you will have the option to enter the
utility that is not listed.

Unit Occupancy and Vacancy Information

Provide the date that the current occupant of the unit moved in. If the exact date is
unknown, please provide the approximate date or select unknown from the drop-

down menu
* Day * Month * Year
01 v January L7 2022 v

e You should use the drop-down menu to select the date,
month, and year that the current occupant moved in.

e |f the date, month and or year is unknown, you will have the
option to select that as an option.




Were there any other occupancies and/or vacancies during the past twelve months?

Yes @ No

e You should check the corresponding circle © to indicate
whether or not there have been other occupancies and/or
vacancies during the past 12 months.

® If "No" is selected, you will not be asked additional questions
relating to this topic.

Occupancy or vacancy past 12 months @

From To
MM/DDAYYYY MM/DDAYYYY E
Occupancy or Vacancy Comments Action

Select v il

e |f"Yes" is selected, you will be asked additional questions
relating to this topic. Specifically, the start and end date of
the occupancy or vacancy.

e You will also have the option to use the blue "+" button to
add additional rows for other vacancies and/or occupancies
that occurred within the last 12 months.




Business Contact Information (Person designated by owner to address repair issues)

* Provide Business Contact Information
Select w
Owner
Property Manager

Agent
Attorney

¢ You will be asked to enter the Business Contact Information for
the property. By using the drop-down menu, you will have
options shown above.

* Contact Type

Add New Contact Details Use The Existing Contact Details
¢ You will be asked to provide your contact information.

You can provide the new contact details or choose from
an existing contact.

* First Name
* Last Name
Email

Phone

e |f "Add New Contact Details" is selected, you will be asked to
type in the First and Last Name, Email and/or Phone.




* Select Contact

v Select
Landlord's Name

Property Manager's Name

Email

Phone Number

If "Use The Existing Contact Details" is selected, you will be
asked to select from an existing contact. You can also provide
an email and phone number.

Comment (Optional)

P
0 of 100 characters used

If you continue to scroll, you will have the option to add any
comments.

Q‘ | HAVE USED ALL REASONABLE DILIGEMCE IN PREPARING THIS STATEMENT. | HAVE REVIEWED THE STATEMENT AND TO THE
BEST OF MY KNOWLEDGE THE INFORMATION CONTAIMED HEREIN 1S TRUE AND COMPLETE. TO THE EXTENT | WAS UNAELE,
DESPITE THE USE OF REASONABLE DILIGENCE, TO ASCERTAIN THE EXACT INFORMATION TO BE REPORTED, | HAVE PROVIDED THE
MOST ACCURATE APPROXIMATION THAT | CAN BASED ON INFORMATION AND BELIEF WHERE POSSIBLE OR, WHERE SUCH
APPROXIMATION IS NOT FEASIBLE, | HAVE STATED THAT THE INFORMATION IS UNKNOWN, | CERTIFY UNDER PENALTY OF PERJURY
UNDER THE LAWS OF THE STATE OF CALIFORNIA THAT THE FOREGOING IS TRUE AND CORRECT,

Signature

* Type the name of the person signing this declaration. Do not provide the name of a business.

* Date

04/19/2023
Cancel m

You will then need to check the box certifying the information
under penalty of perjury.

You will need to sign and enter the date.

Lastly, click "Submit."




Housing Inventory Submissions 2025 (October 21, 2024 - February 28, 2026)

e
"

[ Export to Excel

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

Unit Address Unit Number Occupancy t Reporting Status Status of Rent

Type Increase License
AN ERES Occupied by non Licensed Until
SAN FRANCISCO 1 Hpled Dy In Compliance

owner 02/28/2026

CA 94000 US

: ‘-’P

~  items per page

Report Unit Information

Search... Q,
License Action
Document

2 o)

/ Tn e . o

e After you have successfully submitted the information, the
system will generate an entry for each reported unit. A Rent
Increase License will be generated for units that are reported

as "Occupied by non-owner."
* |f you would like to view or download the Rent |
License, click on the [E icon for the correspond

ncrease
ing unit.

¢ The Business Contact Information will appear in the Rent

Increase License.

RENT INCREASE LICENSE

City and County of San Francises [
UNIT ADDRESS

SAN FRANCISCO CA
C’

The landlord bas substasdially complied with their
obligation to spon information about the rentsl unit as
required under Rent Ordmance Section 3715, and may
incicase the fasl For he usil puisuant b Sections 37.3(2)
{1342} This leense
remewed

ISSUANCE DATE

G.I('I-INSH NUMBER: 02/28/2023

EXPIRATION DATE
2-20-24
[Reaew by 3o0-24]

BLOCK/LOT OF BUILING

BUSINESS CONTACT FOR OWNER
Name: Lary Landlord
hone Mo EMail: / LARYLANDLORD 2360 GMAIL.COM

CITY AND COUNTY OF 3AN FRANCISCO
RESIDENTIAL RENT STABRIZATION AND
ARBITRATION BRARD

will expere om 22024 wnless - 3 3
~ A

CHRISTINA VAENER
EXECUTIVE DIRECTOR

To rencw this licomse or for sdditional information, contact the Rend Board af 4152524608 or visit wywalgonroatbeard




Occupied by Owner

* Select type of occupancy for this unit @

Occupied by owner v

e |f "Occupied by owner" is selected, you will be asked a series of
guestions shown below.

* Contact Type

Add Mew Contact Details Use The Existing Contact Details

e You will be asked to provide your contact information.
You can provide the new contact details or choose from
an existing contact.

* First Name
* Last Name
Email

Phone

e |f "Add New Contact Details" is selected, you will be asked to
type in the First and Last Name, Email and/or Phone.




* Select Contact

v Select
Landlord's Name

Property Manager's Name

Email

Phone Number

e |f "Use The Existing Contact Details" is selected, you will be
asked to select from an existing contact. The property owner
or manager can also provide an email and phone number.

Comment (Optional)

5~
0 of 100 characters used

e |f you continue to scroll, you will have the option to add any
comments.

Q" | HAVE USED ALL REASONABLE DILIGEMCE IN PREPARING THIS STATEMENT. | HAVE REVIEWED THE STATEMENT AND TO THE
BEST OF MY KNOWLEDGE THE INFORMATION CONTAINED HEREIN IS TRUE AND COMPLETE. TO THE EXTENT | WAS UNAELE,
DESPITE THE USE OF REASONABLE DILIGENCE, TO ASCERTAIN THE EXACT INFORMATION TO BE REPORTED, | HAVE PROVIDED THE
MOST ACCURATE APPROXIMATION THAT | CAN BASED ON INFORMATION AND BELIEF WHERE POSSIBLE OR, WHERE SUCH
APPROXIMATION IS NOT FEASIBLE, | HAVE STATED THAT THE INFORMATION 15 UNKNOWN. | CERTIFY UNDER PENALTY OF PERJURY
UNDER THE LAWS OF THE STATE OF CALIFORNIA THAT THE FOREGOING IS TRUE AND CORRECT.

Signature

* Type the name of the person signing this declaration. Do not provide the name of a business.

* Date

04/19/2023

Cancel

e You will then need to check the box certifying the information
under penalty of perjury.

e You will need to sign and enter the date .

e Lastly, click "Submit."




Housing Inventory Submissions 2025 (October 21, 2024 - February 28, 2026)

@ Export to Excel ] Search,,, Q
Drag a column header and drop it here to group by that column
Unit Address Unit Number Occupancy Type 1t Reporting Status Status of Rent License Action
Increase License Documaent

2115 HYDE ST SAN

R I A 2 Occupied by owner In Compliance License not issued
s
d ] - » Y 5 ~  ftems per page

1-1oflitems O

e Above is a Housing Inventory Submission for a unit that is
"Occupied by owner."

e For "Occupied by owner" submissions, the system will not
generate a Rent Increase License.




Vacant

* Select type of occupancy for this unit @

Vacant i

e |f "Vacant" is selected, you will be asked a series of questions
shown below.

Unit Information

* Number of Bedrooms * Number of Bathrooms

One-Bedroom v One bathroom v

* Square Footage

1751-2000 5q.Ft v

¢ You should use the drop-down menus to select the number of
bedrooms, bathrooms, and square footage for a particular unit.
The square footage will appear in increments of 250 square
feet.

Unit Occupancy and Vacancy Information

* Provide date that current vacancy began. If exact date is unknown, please provide
the approximate month or year

MM/DD/YYYY B

® You should use the calendar icon circled above to provide the
date that the current vacancy began.




Business Contact Information (Person designated by owner to address repair issues)

* Provide Business Contact Information
Select . b
Owner

Property Manager

Agent

Attorney

e You will be asked to enter the Business Contact Information for
the property. By using the drop-down menu, the property
owner or manager will have the options shown above.

* Contact Type

Add New Contact Details Use The Existing Contact Details

e You will be asked to provide your contact information. You
can provide the new contact details or choose from an
existing contact.

* First Name
* Last Name
Email

Phone

e |f "Add New Contact Details" is selected, you will be asked to
type in the First and Last Name, Email and/or Phone.




* Select Contact

+ Select
Landlord's Name
Property Manager's Name

Email

Phone Number

e |f "Use The Existing Contact Details" is selected, you will be
asked to select the from an existing contact. The property
owner or manager can also provide the email and phone
number.

Comment (Optional)

#
0 of 100 characters used

¢ |f you continues to scroll, the you will have the option to add
any comments.

O‘ | HAVE USED ALL REASONABLE DILIGENCE IN PREPARING THIS STATEMENT. | HAVE REVIEWED THE STATEMENT AND TO THE
BEST OF MY KNOWLEDGE THE INFORMATION CONTAIMED HEREIN IS TRUE AND COMPLETE. TO THE EXTENT | WAS UNABLE,
DESPITE THE USE OF REASONABLE DILIGENCE, TO ASCERTAIM THE EXACT INFORMATION TO BE REPORTED, | HAVE PROVIDED THE
MOST ACCURATE APPROXIMATION THAT | CAN BASED ON INFORMATION AND BELIEF WHERE POSSIBLE OR, WHERE SUCH
APPROXIMATION 1S NOT FEASIBLE, | HAVE STATED THAT THE INFORMATION 1S UNKNOWN. | CERTIFY UNDER PENALTY OF PERJURY
UNDER THE LAWS OF THE STATE OF CALIFORNIA THAT THE FOREGOING 1S TRUE AND CORRECT.

Signature

* Type the name of the person signing this declaration. Do not provide the name of a business.

* Date

04/19/2023

¢ You will then need to check the box certifying the information
under penalty of perjury.

¢ You will need to sign and enter the date .

e Lastly, click "Submit."




Housing Inventory Submissions 2025 (October 21, 2024 - February 28, 2026)

Report Unit Information

[® Export to Excel =

= Search... Q
Drag a celumn header and drop it here to group by that column

Unit Address Unit Number Occupancy Type 1 Reporting Status Status of Rent License Action

Increase License Document

2115 HYDE 5T SAN

ERANCISCO CA 3 Vacant In Compliance Lieense not issued

Eduuu S Delet
o4 - LI 5 ~  [tems per page

1-1of1items O

e Above is a Housing Inventory Submission for a unit that is
"Vacant."

e For "Vacant" submissions, the system will not generate a Rent
Increase License.




Report Unit Information Using Bulk Upload Template

Housing Inventory Submissions 2025 (October 21, 2024 - February 28, 2026)

Report Unit Information

[D Export to Excel < Search.. Q

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

Unit Address: Unit Number Occupancy Type Reporting Status Status of Rent Increase License License Document Action

No Record Found

Y ool e

No items to display €

® You should scroll down to the header titled "Housing Inventory
Submissions."

¢ Click on the blue "Report Unit Information" button.
¢ Please do not use the fields (e.g. under "Unit Address" or

"Reporting Status") to make a submission. These are search
fields only.

Report Unit Information ®

Copy Submissions From Prior Years
=+ Report Unit Information {Individual Unit)

‘ =+ Report Unit Information (Bulk Upload)
Download Spreadsheets From Prior Submissions

¢ You should click on the blue "+Report Unit Information (Bulk
Upload)" button.

e Only properties with 5 units or more will have the Bulk Upload
option.




nit Information (Bulk Upload) ]

1. Download the Excel Worksheet Template

1, Download Worksheet Template

Note: You cannot open this Excel file in Google Sheets or Apple Numbers. This file only works with
Microsoft Excel 2013 or newer.

2. Fill Out the Template
> Open the file in Excel and go to the Instructions tab and follow the steps to complete the form.
> You'll need to complete a separate worksheet for each parcel.

Tip: Download our Bulk Upload Guide for visual, step-by-step instructions.

3. Upload Your Completed Template
> Once finished, upload your file below.

Choose File*

Drag and Drop Your File Here

Select File

|
|
|
|
|
|
|
|
|
| or
|
|
|
|
|
|
|
!

‘ou can only upload ".xlsx’ files.

[} #| HAVE USED ALL REASONABLE DILIGENCE IN PREPARING THIS STATEMENT. | HAVE REVIEWED THE STATEMENT AND TO
THE BEST OF MY KNOWLEDGE THE INFORMATION CONTAINED HEREIN 15 TRUE AND COMPLETE. TO THE EXTENT | WAS
UNABLE, DESPITE THE USE OF REASONABLE DILIGENCE, TO ASCERTAIN THE EXACT INFORMATION TO BE REPORTED, |
HAVE PROVIDED THE MOST ACCURATE APPROXIMATION THAT | CAN BASED ON INFORMATION AND BELIEF WHERE
POSSIBLE OR, WHERE SUCH APPROXIMATION |5 NOT FEASIBLE, | HAVE STATED THAT THE INFORMATION IS UNKNOWN., |
CERTIFY UNDER PENALTY OF PERJURY UNDER THE LAWS OF THE STATE OF CALIFORMIA THAT THE FOREGOING IS TRUE
AND CORRECT.

Signature

*Type the name of the person signing this declaration, Do notprovide the name of a business,

* Date

B

® C(lick on the blue "4 Download Worksheet Template" button.

B Housing invento...xlsx A

e You should click on the downloaded file titled "Housing inventory
submission template 0.8."




Excel Housing inventory submission template 0.8

File Home Insert Draw Page Layout Formulas Data Review Vikew Help

v [Flv = ||Calibei v v A" B I Hv &~ Av -+ | Ev 2 B Meme v ||General “ $ v %2 % (B conditional Formatting v
€1 - S

A L] c ] E F G
: Housing Inventory Bulk Submission Form
F
5

Instructions:

1) Please use this template to bulk vpload San Frangisco Rent Board Housing Inventory infaermation for year 2022-23,
2] Once you complete the information in the second tab titled 'Housing Inventary Unit data’, save this file in xlsx format and upload to www.portal sfrb.org

3] In column A, state the Street Address for the unit (for example - 25 Van Ness Avenue).

4] In column B, state the Unit Mumber for the unit, if any (for example - #5 or "Basement”).

1 51 In column €, you must specify the "occupancy type” for each unit.
1z 1) "Occupled-Qwner" means a unit that is occupied by an owner of record an either a full-time or part-time basis and is not currently rented at any time.
2) "Occupied - Nen Owner™ means a unit that is occupied in whole or in part by someone other than the owner of the property.
13 For example, & tenant, guest, or family member of the owner is a "Non Owner”,
" 3] A "Vacant® unit is a unit that is not currently occupied by any person or persons,
15 4] "Non-residential” means a unit that is 2oned as a non-residential unit {e.g. commercial or industrial use only) and is not used for any residential purposes.

6] In columns D-F, enter the required unit information using the drop-down selections.
7] Only complete columns G-M if the occupancy type is "Occupied - Non Owner”,

8] Only complete column N if the occupancy type is "Occupied - Non Owner”,

9] Only complete column O if the ocoupancy type is "Vacant™,

Only complete columns P-X If the occupancy type is "Occupied-Non Owner” or "Vacant” and the current ocoupancy/vacancy
began within the past 12 months. Columns P-X should only be used to repert prior accupancies and/or vacancies that eccurred

20 | |10 within the past twelve months,

2 11} In Calumn ¥, enter the role of the owner's business contact for the unit [Owner, Property Manager, Agent of Owner, or Atterney]

3 12} In column 2, enter the business registration numbser for the unit, if amy.

n 13] In columns AA through AD, enter the contact details for the owner's business contact for the unit (first name, last name, email and phone number).

= Instructions ||5Hmng|nvenmrvmitda‘la|

e The first tab will provide you with instructions. You should read
and refer back to the instructions.

e You should not delete the Instructions Tab. Deleting the
Instructions Tab can cause an upload error.

® You should click on "8 Housing Inventory Unit data tab" to
enter your Housing Inventory Submission.




A B C D E F
Occupancy |Number of [Number of
Site Address Unit# 5q.Ft
Type Bedrooms |Bath
- F] -
2115 Hyde Street
Occupied - Owne|Studio Shared bathroom| 0-250 5q.Ft
Occupied - Mon 0|One-Bedroom | One bathroom 251-500 Sqg.Ft
Vacant Two-Bedroom -Gne and a half b.':-5ﬂ1—?5ﬂ Sq.Ft
Mon-residential | Three-Bedroom | Two bathrooms 751-1000 Sq.Ft
Four-Bedroom | Two and a half b 1001-1250 Sq.f
5+ Three bathrooms| 1251-1500 5q.H
1501-1750 Sq.H
1751-2000 Sq.H

e For Columns A to B, you will need to type in the Site Address
and Unit # if any. Preferably, submit the Site Address in the
format show above ("2115 Hyde Street").

e For Columns C to F, you will need to use the drop-down
menus to make a selection. For cells with drop-down menus
available, the system will not accept submissions with
manually entered data.




Occupied by Non-Owner

® |f "Occupied- Non Owner" is selected for Column C, you will be
asked to submit the number of bedrooms, bathrooms, and the
square footage in 250 increments for Columns D to F as shown

below.
A B C D E F
. Occupancy | Number of |Number of

Site Address Uniti Ft
Type Bedrooms |Bath =
Oecupled - A4 A4 =
Mon

2115 Hyde 5t Owner

Oocupied - Owne Studio ;D—J_Sﬂ Sq.Ft

Occupied - Non € One-Bedroom | 251-500 Sq.Ft
Vacant Two-Bedroom ;54]1—?51] Sq.Ft

Non-residential  Three-Bedroom |721-1000 5q.Ft

Four-Bedroom | 1001-1250 5q.F

ce |1251-150d Sq.F

|1501-1750 Sq.F

| 1751-2000 5q.F




G H I ] K L

Utlides |Udlides |[Udlides |(Utlides Utilities

Monthly [Included |Included |Included |Included Imluﬂ

Rent - Water / |-Refuse / |-natural |-alectricit Othar
Sewer Recycling |gas )

Enter CJ:LE: L‘Jter ;Jr.er s ater L;hter [~]

value value value value value value

here here here here here here

#0 (no rent paid Yag fas Yag Yeg Yag

£1-4250
£251-5500
£001-5750
$751-51000
$1001-51250
£1251-51500
£1501-51750

Mo

Hio

Mo

Mo

Ho

® For Columns G to L, you should enter the information using the

available drop-down menus. The system will not accept

submissions with manually entered data.
® |n Column G, you will need to use the drop-down menu to enter
the monthly rent in $250 increments.
* You will then need to use the drop-down menu to indicate if certain
utilities are included in the base rent. Specifically, you will be asked to
indicate whether the following is included:
water and sewer
refuse and recycling
natural gas

o

O O O O

electricity
any other utility is included



L M M ]
Provide
LUtilithes Start date
details of Start Date
Included vy of current f
ar of vacancy
Other
utility Occupancy
Enter oter
, Leave
value value 7/1
blank
here here
Yesg

Ho

If there is another utility included that is not explicitly listed, you
should select "Yes" in Column L and identify that utility in
Column M. If there is no other utility included, you should select
"No" in Column L and leave Column M alone.

In Column N, you will need to enter the start date of current
occupancy.

You should not delete the formula in Column O "Start Date of
Vacancy." If the formula is deleted, it can cause a system error
during the upload.

If the start date of the current occupancy is within the last 12
months, you will need to submit the start and end dates of any
other vacancies and or occupancies that occurred within the
last 12 months in Columns P to X.



Past Past Past Past Past Past Past Past Past
Occupancy 1|Occupancy 1[Occupancy 1| 0ccupancy 2 |Occupancy 2 |Occupancy 2 |Occupancy 3|Occupancy 3 [Occupancy 3
-From -To -Occupied or|-From -To -Occupied or |.From -To -Occupied or
mmy/ddfyyyy) | (mm/dd/yyyy)  |vacant Immfddfyyyy)  [Immfdd/veyyl  |vacant {mm/ddfyyyy)  Immfddfyyyy)  |vacant
3 * Jter value |Enter value |Enter value
5/1/2024 | 6/30/2024|Vacant 4/1/2021 | 4/31/2024 ||Occupied hdre, if here, if here, if
agplicable |applicable |applicable

q

Qccupied
Vacant

It is helpful to think of Columns P-Q-R, S-T-U, and V-W-X as their

own separate groups.

Occupied

Vacant

enter the start date of the occupancy or and vacancy.

to enter the end date of the occupancy or and vacancy.

Qocupied

Vacant

The first Column of every group (P, S, and V) requires the you to
The second Column of every group (Q, T, and W) requires the you

The last Column of every group (R,U, and X) requires the you to

use the drop down menu to identify whether the dates entered
reflects a vacancy or occupancy.

fields alone if there has not been any vacancies and/or
occupancies within the last 12 months.

deleted, it can cause a system error during the upload.

Columns P to X are conditional fields. You should leave these

You should not delete the formulas in these cells. If the formula is




Y z Ah, AR AC AD AE

Registration

Business First Last
Mumber|if Ermail Phane Camments

Contact MNamea Marme
any)

Oranier

Property Mana

Agent

Attomey

* You will need to use the drop-down menu to identify the role of
the Business Contact for Column'Y.

* You will need to manually enter the Registration Number (if
any), their first and last name, email, and phone number for
Columns Z, AA, AB, AC and AD respectively.

* You will also have the option to enter any comments in Column
AE.




Occupied by Owner

* |f "Occupied- Owner" is selected for Column C, you will be asked to

submit the number of bedrooms, bathrooms, and the square
footage in 250 increments for Columns D to F as shown below.

A B C D E F
Oceupancy | Number of |Mumber of
Site Add Unit# Ft
i 5 Type Bedrooms |Bath sa
Occupied -
Owner
2115 Hyde Street
Shudio Shared bathroom 0-250 Sg.Ft
One-Bedroom  One bathroom  251-500 Sq.Ft
Two-Bedroom  One and a half bi 501-750 5q.Ft
Three-Bedroom Two bathrooms  751-1000 Sq.Ft
Four-Bedroom  Two and a half b; 1001-1250 Sq.F
5+ Three bathrooms 1251-1500 Sq.F
1501-1750 Sq.F
1751-2000 Sq.F
G H I ] K L M M ]
Utilities |Utilities |Utilities |Utilities e Provide
Utilities Start date
Monthly |Included |Included |Included |Included Wcknieil details of s Start Date
Rent - Water / |-Refuse / |-natural |-electricit| LT other s, of vacancy
Sewer |Recycling |gas y utility
Leave Leave Leave Leave Leave Leave Leave Leave Leave
blank blank blank blank blank blank blank blank blank

* You are not required to submit information for Columns G to O
and will be instructed to leave these cells alone.
* You should not try to delete the formula in these cells. If the
formula is deleted from these cells, it can cause a system error
during the upload.




Occupancy 1
-Fram
I/ vre)

Past
Occupancy 1
=To

{mmydid finnry)

Past
Occupancy 1
~Occupled or
vacant

Past
Occupancy 2

-From
[mmydd v

Past

-To
[mmfdd freerd

Occupancy 2

Past
Occupancy 2
-Occupied or
vacant

Past

Oecupancy 3
-From
[mmyfdd

Occupancy 3

{mmyddyyyyl

Past
Occupancy
“Occupled o
vacant

3

|

Leave blank

Leave blank

Leave blank

Leave blank

Leave blank

Leave blank

Leave blank

Leave blank

Leave blank

* You are not required to submit information for Columns P to X
and will be instructed to leave these cells alone.

You should not delete the formula in these cells. If the

formula is deleted from these cells, it can cause a system
error during the upload.

¥ 7 AA AB AC AD AE
Registration

e M ke r{if o LAk} Email Phone |Comments

Contact S Mame |Mame

Oremer

Property Mana;

Agent
Attarmey

* You will need to use the drop-down menu to identify the role of
the Business Contact for Column'Y.

* You will need to manually enter the Registration Number (if
any), their first and last name, email, and phone number for
Columns Z, AA, AB, AC and AD respectively.

* You will also have the option to enter any comments in Column AE.




Vacant

* [f "Vacant" is selected for Column C, you will be asked to submit

the number of bedrooms, bathrooms, and the square footage in

250 increments for Columns D to F as shown below.

Four-Bedroom

G+

A B i D E F
‘ Occupancy | Number of | Number of
Site Address Units 5q.Ft
Type Bedrooms |Bath
v [~ ]

2115 Hyde Street Vacant
Studio Shared bathroom 0-250 Sq.Ft
One-Bedroom One bathroom 251-500 Sq.Ft
Two-Bedroom  ©One and a half b: 501-750 Sq.Ft
Three-Bedroom Two bathrooms ~ 751-1000 Sg.Ft

Two and a half be 1001-1250 5q.F

Three bathrooms 1231-1500 Sq.F
1501-1750 5q.F

1751-2000 5q.F



G H I ] K L M
Utilities |Utilities |Utilities |Utilities Utilities Provide
Monthly |Included |Included (Included |Included hckiied details of i Start Date
Rent - Water / |-Refuse f |-natural |-electricit e other of vacancy
Sewer  |Recydling |gas ¥ utility
Leave Leave Leave Leave Leave Leave Leave Enter
blank blank blank blank blank blank blank value here

* You are not required to submit information for Columns G
to N and will be instructed to leave these cells alone.

* You should not delete the formula in these cells. If the
formula is deleted from these cells, it can cause a system
error during the upload.

* You should enter the start date of the vacancy in Column O.

Past Past Past Past Past Past Past Past Past
Occupancy 1 |Occupancy 1/0ccupancy 1(Occupancy 2 |Occupancy 2 [Occupancy 2 | Occupancy 3 |Cccupancy 3|Occupancy 3
-From -To -Occupied or|-From -To -Occupled or |-From -To -Occupied or|
Imm/dd/yyyy) | (mm/ddfyyyy)  |vacant (mm/ddfyyyy)  |(mm/ddfyyy)  |vacant [mmydd/yyyy) | Imm/ddiyyyy])  |vacant

Enter value | Entervalue | Entervalue |Tntervalue | Entervalue | Entervalue |Titervalue |Enterwvalue |Entervalue
here, if here, if 'here, if here, if here, if here, if here, if here, if here, if
applicable | applicable | applicable applicable applicable applicable  |applicable |applicable |applicable

=]

Occupied

Vacant

Occupied
‘Vacant

Occupied

Vacant

* You should complete the following section if there has been
another occupancy and/or vacancy within the last 12 months.

* |tis helpful to think of Columns P-Q-R, S-T-U, and V-W-X as
their own separate groups.

* You should make sure to use the drop down menu for
Columns R, U and X.




b z BB AR AC AD AE
Registration
Business First Last
MNumber(if Email Phone [(Comments
Contact S Mame Mame

-

Oranier
Property Mana

Agent
Attomey

* You will need to use the drop-down menu to identify the role
of the Business Contact for Column'Y.

* You will need to manually enter the Registration Number (if
any), their first and last name, email, and phone number for
Columns Z, AA, AB, AC and AD respectively.

* You will also have the option to enter any comments in
Column AE.




Report Unit Information (Bulk Upload) 3

1. Download the Excel Worksheet Template

I 4., Download Worksheet Template I

Note: You cannot open this Excel file in Google Sheets or Apple Numbers. This file only works with
Microsoft Excel 2013 or newer.

2. Fill Out the Template
> Open the file in Excel and go to the Instructions tab and follow the steps to complete the form.
> You'll need to complete a separate worksheet for each parcel.

Tip: Download our Bulk Upload Guide for visual, step-by-step instructions.

3. Upload Your Completed Template
> Once finished, upload your file below.

Choose File*

Drag and Drop Your File Here

|
|
|
|
|
|
|
|
|
| or
|
|
|
|
|
|
|
|

You can only upload *.xlsx" files.

@)*I HAVE USED ALL REASONABLE DILIGENCE IN PREPARING THIS STATEMENT. | HAVE REVIEWED THE STATEMENT AND TO
THE BEST OF MY KNOWLEDGE THE INFORMATION CONTAINED HEREIN 1S TRUE AND COMPLETE. TO THE EXTENT | WAS
UNABLE, DESPITE THE USE OF REASONABLE DILIGENCE, TO ASCERTAIN THE EXACT INFORMATION TO BE REPORTED, |
HAVE PROVIDED THE MOST ACCURATE APPROXIMATION THAT | CAN BASED ON INFORMATION AND BELIEF WHERE
POSSIBLE OR, WHERE SUCH APPROXIMATION IS NOT FEASIBLE, | HAVE STATED THAT THE INFORMATION IS UNKNOWN. |
CERTIFY UNDER PENALTY OF PERJURY UNDER THE LAWS OF THE STATE OF CALIFORNIA THAT THE FOREGOING IS TRUE
AND CORRECT.

Signature

* Type the name of the person signing this declaration. Do not provide the name of a business.

* Date

After completing and saving your Housing Inventory Excel
Worksheet, you can submit it by either clicking the blue "Select
File" button or by dragging and dropping it into the designated
file drop area.

You will then need to check the box certifying the information
under penalty of perjury.

You will need to sign and enter the date.

Lastly, click "Submit."




Housing Inventory Submissions 2025 (October 21, 2024 - February 28, 2026)

[0 ExportioEwcel &5

Draga and drap it hare
Unit Address Uit Nusmises Gcoupancy Typs Reporting Status mm’hmlumlt-ﬂ\unmu%m

Report Unit Information

2115 HYDE ST S8M ) N =
1 CEcupied by non-genar In Gompiance Licersed Untl 02124,
FRANCISGO GA 54000 US S E1
211 HYDE 5T SAN ot
e el Oteupled by owmer In Compllance License nat issued /] \\ -
115 HYDE ST SAN y . -
3 vacant I Complinnce Licerisa not ixsued
ERANCISCO CA S4000 U T oute

*.r L 5 v IS par pago

¢ After you have successfully submitted the information, the
system will generate an entry for each reported unit. A Rent
Increase License will be generated for units that are reported

as "Occupied by non-owner."

¢ |f you would like to view or download the Rent Increase License,

click on the E icon for the corresponding unit.

e The Business Contact Information will appear in the

Rent Increase License.

RENT INCREASE LICENSE

City and Couniy of San Francisce

IS5UANCE DATE EXFIRATION DATE
LICENSE NIUMBER: )
[Renew by if

UNIT ADDRESS BLOCKLOT OF BUILDING
SAN FRANCISCO CA

BUSINESS CONTACT FOR OWNER
Name: Lary Landlord
Phone Mo EMail:  LARY LANDLORDI 23 GMAIL.COM

o)

The landlord has substzmtially complicd with their CITY AND COUNTY OF SAN FRANCISOO
obdigatbon o report infosmation about the rental unit as. RESIDENTIAL RENT STABILIZATION AND
required under Rent Ordinance Section 37,15, and may ARBITRATION BOARD

imcrease the remt For the sl pursuant ke Sections 37 3{a)

{1342} This license will expére oa wnless r 3 o

remcwed - C AN, o B

CHRISTINA VARNER
EXECUTIVE DIRECTOR

To rencw this licemse or for sdditicaal information, featsct the Bong Bosrd ot 41535343600 or visit www.algos ireatheard




Download Spreadsheets from Prior Submissions

Housing Inventory Submissions 2025 (October 21, 2024 - February 28, 2026)

Report Unit information

B ExporttoBcel & 5 Q
Drag a column header and drop it here 1o group by that column
Unit Addrass Unit Humber Occupancy Type 1 Reparting Status Status of Rent Increase License License Document Action
rd Fou
< n LRl 5 v items per page

Noitems 1o display O

e You should scroll down to the header titled "Housing Inventory
Submissions."”

e Click on the blue "Report Unit Information" button.

Report Unit Information x

Copy Submissions From Prior Years

+ Report Unit Information (Individual Unit)

+ Report Unit Information (Bulk Upload)

Download Spreadsheets From Prior Submissions

e You should click on the blue "Download Spreadsheets From
Prior Submission" button.

Download spreadsheets from prior submissions x

Fee Year Upload Date File Name

2022 06f22/2022 03:48 AM (HDuS!ng inventory submission template U.E.:ISJD

You should click on the Housing Inventory Submission Template
hyperlink for the corresponding year you would like to
download.

e Once you review and make edits, you can upload it using the

“+Report Unit Information (Bulk Upload)” option for
submission.




10. Submitting a Portal Exemptions
Property Owner's Perspective Only

Fee Exemption Cases - 2025
Export o Excel o Search... Q
Unit Unit Numb E ion Type Of Exemption Submitted s Submitted By Status Updated Attachments Actions
Requested? Requested on Date
(Yes/No)
Mo Record Found
4 n | M 5 ¥ jtems per page Na iterms to display

e To submit an exemption for the current cycle please scroll
down and look for "Fee Exemption Cases" with the
corresponding year.

e Then, click on the blue button on the far right titled "+ Add
Unit Exemption."

e Please do not use the fields to submit an exemption. These
fields are only to search for existing submissions for that
cycle.

Add Unit Exemption ®

* Enter Property Address Unit Number (If ary)

2115 HYDE ST 1

* Number of Units with a Granted Rent Board Fee Exemption from prior years.
{Refer to Exempt Units on 2024 Informational Notice)

0

e Enter the Property Address and Unit Number, if any

e Then, enter the number of units with a granted Rent Board
Fee Exemption. You can see how many exempt units you
have by referring to the most recent Informational Notice.



* Select one exemption type

My single family horme, cordominiurm, co-op, or apartment unit is occupied by an owner of record and not rented at any time. (no proof required).
Vacant units or units solely occupied by children or close relatives not on title as owner do NOT qualify for exemption. B —HETE. RELL

. SfEHEESRAEEMOBRITRGORIOR, $RitRHE. (BEERE) c TERUSEhER T ERAOT A RAEERMED, $FRASEREE.
Mi vivienda unifamiliar, condominio, unidad de cooperativa o apartamento estd habitado/a por un propietario registrado en el titulo de la propiedad
y no se ha alquilado en ningdn momento (no se requiere prueba) o Las unidades cesocupadas o aquellas exclusivamente ocupadas por hijos o
parientes cercanos que no figuren en el titulo de propiedad como propietario NO califican para una exencion.
The rent for the unit is controlled or regulated by a government unit, agency, or authority {other than the San Francisco Rent Board), for example,
Section 8, You must submit documentation from that governmental agency showing regulation of rents. {5 HEAFEEPT. W EERE (=8
TIEMERSS SR EE, Fw: B, SORRTHERERNEDMNTE, BIEEE3EE, Larenta correspondiente a la unidad esta
controlada o regulada por una unidad, agencia o autoridad del gobierno (distinta de la Junta del Control de Rentas); por ejemplo, la Seccidn 8. Debe
presentarse documentacion de esa agencia del gobierno que demuestre la regulacién de las rentas.
The hotel guest room is not rented for residential use and is designed for tourist use under the Residential Hotel Ordinance. You must submit the
most current Certificate of Use for the Department of Building Inspection's Housing Inspection Division. HiEfEEEMEEEEEMRE, TRAE (&
EEEEA) HREEA, AR ERTENERBEERTRAN (FHEAE (Certificate of Use)} . La habitacién de huéspedes de hotel no se
alquila para uso residencial y estd destinada a uso de twristas de acuerdo con la Ordenanza de Hoteles Residenciales. Debe presentarse el Certificado
de uso mas actualizado para la Divisidn de Inspeccidn de Viviendas del Departamento de Inspeccién de Edificios.
The unit is a housing accommeodation in a hospital, monastery, extended care facility, state licensed home for the elderly, or a dormitory owned and
operated by an institution of higher education, a high school or an elementary schaol. You must submit a Department of Social Services Certificate. B
{URHEE. Sk, REEDEN. AFRFFTEARNNES, IHESSHTRNE. BP0 EREENERNES, GoOART (HEEMEE0ARE) . La
unidad es un alojamiento en un hospital, monasterio, centro de cuidados extendidos, hogar para ancianos con licencia estatal o un dormitorio que
pertenece y es operado por una institucion de educacidn superior, una escuela secundaria o una escuela primaria. Debe presentarse un certificado
del Departamento de Servicios Sociales.
The unit is a non-profit cooperative owned, occupied, end controlled by a majority of the residents. You must submit a copy of the nen-profit
document 501(c) on file with the Secretary of State. B{IBERFSIEMNE, AASHUERRT. SANEY., SO REME DR OERZFENIESR
# 501(c) B4, Launidad es una cooperativa sin fines de lucro que pertenece, es ocupada y controlada por una mayoria de los residentes, Debe
presentarse una copia del documento 501(c) (entidades sin fines de lucro) presentado ante la Secretaria de Estado.

e Select the kind of exemption you are applying for by checking
the corresponding circle.

* For how many additional units are you requesting an exemption?

¢ You will then be asked how many additional exemptions you
are requesting. If you occupying more than one unit in the
property, makes sure you account for that here.




Comment (Optional)

0 of 100 characters used

e |f you continue to scroll, you will have the option to add any
comments.

* Documents

Select files...

e Please note the field above will not appear and is not required
for property owners who request an exemption for an
owner-occupied unit.

¢ All types of exemption, except for owner-occupied units,
require additional documentation. Click on "Select files...." to
upload the required documentation.

e You will then be asked the requestor's contact information
by selecting the one from the three options shown below.

Requestor Contact

(@) Use contact infarmation fram m profile Provide contact details
y

First Mame

Last Marme

Email

Phone Number  :

e |f you select "Use contact information from my profile," the
contact associated with your profile will appear.




Requestor Contact

Use contact information from my profile (@ Provide contact details

* First Name
* Last Name
Email

* Phone Number

e |f you select "Provide contact details," you will be prompt to

enter your First, Last Name, Email (optional), and Phone
Number.

Q' | DECLARE UNDER PENALTY OF PERJURY UNDER THE LAWS OF THE STATE OF CALIFORNIA THAT THE ABOVE STATEMENTS ARE TRUE AND CORRECT
TO THE BEST OF MY KNOWLEDGE AND BELIEF. THIS EXEMPTION REQUEST WILL NOT BE PROCESSED WITHOUT SIGNATURE.

Signature

* Type Name * Date

e You will then need to check the box certifying the information

under penalty of perjury. You will need to sign and enter the
date.

e Then, click on "Submit."




Success

Exemption Request Submitted Successfully.

e You will then see a pop-up titled "Success."
e Click on "Ok."

Fee Exemption Cases - 2025

[ ExporttoExcel & Search... Q

Unit Address Unit Number Exemption Type Of Exemption Submitted n Submitted By Status Updated Attachments Actions
Requested? Requested ©On Date
(Yes/No)

2115 HYDE ST 1 Yes My single family home, Request
condominium, co-op, or Submitted
apartment unit is occupied by
an owner of record and not
rented at any time. (no proof
required). Vacant units or units
solely occupied by children or
close relatives not on title as
owner do NOT qualify for
exemption.

“ oM 5 ~  items per page 1-10f 1items

¢ You will see your exemption request listed under the "Fee
Exemption Cases" as circled above.

* Once the exemption request is reviewed and processed, you
will see updates in “Status” column.




11. Rent Board Fee Payment

Q, Type Here To Search

WOAPERET  User Logs  Useful Links

New User: Click the "Add Property" button to add a new property to your dashboard. Repeat to add any additional residential properties.

Returning Users: Navigate the Rent Board Portal by using the buttons below the photo of each property.
1. Click "View" to review property details.

2. Click "Pay Rent Board Fee" to add Rent Board Fee to your shopping cart to make payment. Online payments are only available October through July during
the annual Rent Board fee cycle.

3. Click “Report Housing Inventory Information” to submit require information into the Housing Inventory. You must report Housing Inventory Information for
each residential property you own every year by March 1.

My Properties Pay Multiple Rent Board Fee '] Add Property
an

umber Ase v

APN (Block/Lot): 0097-024

Address: 2028 HYDE ST SAN
FRANCISCO CA US

Rent Board Fee Due: $454.30

View Property Details ]

Pay Rent Board Fee

Report Housing Inventory
Information

Remove APN From My
Account

* |f you would like to pay any outstanding Rent Board Fees,
you should click on "Pay Rent Board Fee." If you would like
to pay for more than one Rent Board Fee, click on "Pay
Multiple Rent Board Fee" on the top right.

e You can also click on the shopping cart located at the top
right hand side.




©Q men

My Cart (1)
ASSET NUMBER DESCRIPTION AMOUNT DUE ORDER TOTAL
Rent Board Fee (2023) (Parcel # 0097-024) $433.65
0097-024 - Lote Foes 5% : 5K 5065
- Rl [Dweiling) Uit 7 41200 Total Amount
$433.65
Ay re?
|-
Saved for Later (0)
ASSET NUMBER DESCRIFTION

AMOUNT DUE ACTION

¢ You will have the ability to remove certain parcel(s) from
their cart to save for later as shown above.

e You can remove parcel(s) from the "Save for Later" bin
and add them to back to your cart as shown below.

Saved for Later (1)
ASSET NUMBER DESCRIPTION AMOUNT BUE ACTION
Rent Board Fee (2023) (Parcel # 0097-024) $433.65
D097-024 - Lote Foes S 5 2088 Add to Cart
- Rentol (Dwelling Units: 7 $41000
[ T Paymen:
My Cart (1)
ASSET NUMBER DESCRIPTION AMOUNY DUE ACTION ORDER TOTAL
Rent Board Fee (2023) (Parcel # 0097-024) $433.65
0057024 - Lotk Foes S%: Sh 52065 Save for L |
- Reneal (Dweiling) Units: 7 41300
: - i Total Amount
$433.65
Saved for Later (0)
ASSET NUMBER DESCRIFTION

AMOUNT DUE ACTION

e Once you have added the parcel(s) they would like to
pay, you should click "CHECKOUT" shown above.




[

Review Order (1)

nnnnnnnnnnnnnnnnnn ORDER TOTAL

Rent Board Fee (2023) (Parcel # 0097-024) 543365

- Lote Fees 5% 1 5% § 2085

+ Rentod [Dwelling) Unies: 7 4100

Total Amount
$433.65
PROCEED TO PAY ‘
MNote: For Credit Card payment, the payment gateway will charge a fee of 2 m $ 2.00) on the tot

There are na additional charges for Bank payment methad

e From here, you can still remove a parcel from the order

by clicking "Remove from Order."

e |f you are ready to make a payment, you should click

"PROCEED TO PAY" shown above.

Payment Method Billing Confirmation

Payment Method Payment Details

Rent Board Fee (2023) (Parcel # 0097-024)
Late Fees 5% : 5%

Checking account
Rent Board Fee (2023) (Parcel # 0097-024)

Rental (Dwelling) Units : 7

Credit or debit card i ~= &=

Subtotal:

Total:

“

$20.65

$413.00

$433.65

$433.65

* You will be asked to select their preferred payment. You
will have option to enter their checking account, credit or
debit card information.




(@ Checking account

Name on checking account

Routing number What is this?

Confirm routing number

Account number What is this?

Confirm account number

View Terms and Conditions

Credit or debit card KB = &

¢ |f checking account is selected as the payment
option, you will need to accurately enter the
following information:

o Name on checking account

Routing number

Confirm routing number

Account number

Confirm account number

e Once all the information is entered, click “Next”.

o
o
o
o




(@) Credit or debit card

Mame on card

Credit card number

Expiration date (MM/YY) cvv

View Terms and Conditions

o Card Processing Fee
There is a processing fee of 2.50% with a minimum of $2.00 on all card payments.

e |f credit/debit card is selected as the payment
option, you will need to enter the following
information:

o Name on Card

o Credit card number
o Expiration date

o CVV code

e NOTE: All credit/debit card payments have a
processing fee of 2.5% or $2, whichever is greater.

® Once all the information is entered, click “Next".




|Customer Information

Payment Details
Billing Information
Rent Board Fee (2023) (Parcel # 0087-024) 520.65
Late Fees 5% : 5%
Country Rent Board Fee (2023) (Parcel # 0097-024) $413.00
United States of America - Rental (Dwelling) Units: 7
Address Subtotal: $433.65
Total: $433.65
Apt, Suite, Unat, Floos, etc. [Opticnal)
Crty
State
Please select stabe -

¢ You will be asked to enter the Customer Billing Information.
The Customer Billing Information includes:
o Country
Address
Apt, Suite, Unit, Floor, etc. (optional)
City
State
o Zip code
¢ You will be asked to enter your phone number and/or
email address.

O O O O

Contact Phone Number Contact Email Address

P fariteer Emadl acidrons




Payment Method

Review & Confirm

Payment method

== Card ending in 1111

Payment date
1211502021
Billing address

NOOSESE
San Bernarding, CA 92408

Contact phone number

(D09 BE4-8255

Contact email

123@yopmail com

Billing Confirmation

Payment Details

Rent Board Fee (2023) (Parcel # 0097-024)
Late Fees 5% : 5%

Rent Board Fee (2023) (Parcel # 0097-024)
Rental (Dwelling) Units: 7

Subtotal:

Total:

$20.65

$413.00

$433.65

$433.65

¢ You will see a confirmation page where you can review
your information.

¢ |f you need to edit any of this information, you can
click on "Edit" and update the information.




Contact email

123@yopmail.com Edit

Terms and Conditions

By checking the box above, | also agree to the City terms and conditions.

earn More

o Success! CLOUDFLARE
Privacy - Terms

e |f you scroll to the bottom of the page, you will need to check
the box agreeing to terms and conditions.

e Once you have checked the boxes, click “Pay."

e Your payment has been made and you will see a
confirmation screen as shown below.

@

Thank you for your payment!

Your transaction number is

We've sent a confirmation email to you do
not receive a receipt, check your spam folder.

Please contact customer service at 311 or (415) 701-2311 from
oulside of San Francisco if you have questions about your
payment.




12. Adding a Property

Tenant's Perspective

P L £k vt "R Poipoorty” Buion 12 i & bom ooty L pous dashbssarid
Rraring Uners: Clck tha "Vorw” Busson below the photn of esch property 3 add ialormuson inin the Housing bnventory, To.30d sddsionsl propersen. ick the "Add Propersy” busicn

My Properties @
w = Farcel Number As

e Once you have create an account and log back in, a blue
"Add" button will appear on the far right under the

“Dashboard” tab.
* You can then add a property to your account. Tenants can

only add up to 5 properties.




Property

| am Property ... *

To find the parcel number of your rental unit:

Tenant w 1. Go to httpsu/sfplanninggis.org/pims and enter your address.
Under the property information, find the parcel number (Blcck/Lot).
Parcel Number*
OR
Enter Parcel number
2.Call 311 (415-701-2311 from outside 5F) and ask for assistance,

Cancel Note : No mare than five properties may be added to the dashboard.

¢ You will be asked to identify their role with the property.
Please select “Tenant” using the drop-down menu.

¢ Then, enter the parcel number.

e [f you are unsure about the parcel number of a particular property,
you can search for the parcel number using the Property
Information Map at: https://sfplanninggis.org/pim.

e Alternatively, you can call 311 or 415-701-2311 (if outside the
415 area code) for further assistance.

e Lastly, click "Add"

- SartBy  Parcel Mumber Asc v

Parcel Number: 0095
o3

Address: 2115 HYDE 5T
SAN FRANCISCO CA 94000
us

[ ~
{ View Property Details J)
O =)

e Click on "View Property Details."



https://sfplanninggis.org/pim
https://sfplanninggis.org/pim

13. Tenant Report of Housing Use

THE INFORMATION ENTERED IN THE TENANT REPORT OF
HOUSING USE IS PUBLIC.

Tenant Report of Housing Use

Export to Excel o Search... Q
Drag a column header and drop it here te group by that column
Unit Address Unit Number Occupancy Type 1 Date of Submission Tenant Move in Date Action
No Record Found
< n | B 5 ~ |tems per page No items to display &

e Scroll down to the header titled "Tenant Report of Housing Use."
e Click on the blue "+ Report Unit Information" button.
e All of the information asked in the Tenant Report of Housing Use is

optional. Tenants can skip many of the questions.

Report Unit Information »

Instructions for Tenant: If you don't see your site address listed, please contact us at 415-252-4600.

* Select Site Address Enter Unit Number (if any)

2115 HYDE 5T SAN FRANCISCO CA 94000 US-Parcels i 1

Select type of occupancy for this unit &

Occupied by non-owner

You should use the drop-down menu under "Select Site Address" to
select the address on which. you would like to report information.

Enter the Unit Number, if any.
Occupied by non-owner is the only option available.

If the Site Address is missing, you can contact 311 and a Rent Board
Staff will add the missing address. You can also email a Rent Board

Staff at rentboard.inventory@sfgov.org.



mailto:rentboard.inventory@sfgov.org

Unit Information

Number of Bedrooms Number of Bathrooms

One-Bedroom ~ One bathroom v
Square Footage

1001-1250 5q.Ft w

¢ You should use the drop-down menus to select the number of
bedrooms, bathrooms, and square footage for a particular unit.
The square footage will appear in increments of 250 square feet.

Rental Information

Provide monthly base rent amount &

$2001-52250 ¥

Does the base rent include payment of one or more of the following utilities by the landlord? Water/sewer, refuse/recycling,
natural gas, electricity, etc.

water / sewer refuse / recycling natural gas electricity other

Provide details of other utilities included

¢ You should use the drop-down menu to select the monthly base rent
amount. The rent amount will appear in increments of $250.

e |f there are any utilities included in the base rent, select the
appropriate check box.

e |f "other" is checked, you will have the option to enter the utility
that is not listed.




Move In Date

Day Month Year

m bt January v 2021 e

You should use the drop-down menu to select the date, month, and
year the current occupant moved in.

If the date, month and or year is unknown, you will have the option
to select "unknown."

* First Name

Tommy

* Last Name

Tenant

Email

tommytenant@gmail.com

Phone

e You will be asked to provide contact information.
e You will be required to enter their First and Last Name.
e Email and/or Phone are optional.




* | DECLARE UNDER PENALTY OF PERJURY UNDER THE LAWS OF THE STATE OF CALIFORMIA THAT THIS INFORMATION 1S TRUE AND
CORRECT TO THE BEST OF MY KNOWLEDGE AND BELIEF.

Signature

* Type the name of the person signing this declaration. Do not provide the name of a business.

Tommy Tenant|

Date

05/08/2023
Cancel @

e You will then need to check the box certifying the information under
penalty of perjury. You will need to sign and date .
e Lastly, click "Submit.”

Tenant Report of Housing Use

[ ExporttoExcel & Search... Q
Drag a column header and drop it here to group by that column
Unit Address Unit Number Occupancy Type 1 Date of Submission Tenant Move in Date Action
2115 HYDE ST SAN
FRANCI A 94 1 Occupied by non-owner 05/09/2023 o1j0y2021 =
us
4 4 - - M 5 ~ jtems per page 1-1 of 1 items 0

e The system will automatically generate a Tenant Report of Housing
Use submission.

e The Tenant Report of Housing Use submission is not grouped with

the property owner's Housing Inventory Submission. There is a
separate table for each kind of submission.



