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| received a letter from the Larkspur Rental Registry

You received a letter from Larkspur rental registry because our records show that you own at least one
dwelling unit that is subject to the new registration requirement when rented.

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

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

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

The sections and steps listed below are aimed 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.

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

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

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

| am the current property owner. What should | do?

If you received a letter from the city of Larkspur rental registry 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 rental registry website.

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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The steps to complete this process are listed below.

1. Open your web browser and go to https://www.rentalregistry.Larkspur.gov/
2. Click on the ‘Login’ link on the top right corner of the page.

[

Est. 1908

Welcome to the
City of Larkspur Rent Registry

Pursuant to the City's Rent Stabilization and Just Cause Eviction Ordinance (“Ordinance”), the City
of Larkspur's Rental Registry is a secure database where landlords register their rental units,
update rental unit information, update tenancy information, submit notices, and pay the annual
rental registry fie. All landlords with rental units in the City of Larkspur must complete and submit
registration forms for each rental unit through the City's Rental Registry.

Any landlord that s claiming an exemption from the City's Ordinance must apply for an exemption
through the City's Rental Registry. The landlord must provide the City a written declaration stating
the facts which support the claim of exemption from the provisions of the Ordinance, accompanied

by yorting de tation.
R o Type the property address or parcel number to view property

After registration, any notices or documents required to be provided from a landlord to a tenant information without creating an account

under the Ordinance or any other federal, state, o local law, including, but not imited to, notice of

rent increase and notice of evictin, must be provided tothe Ciy through the City's RentalRegistry
Additionally, alandlord must re-register a rental unit in the rental registry within thirty (30) days

after a vacancy has occurred and the rental unit s re-rented.

User Guide CityWebpage& FAQs | | TechSupport

3. Click on the Register button to create a login to the rental registry website.

al‘]@lll‘

Est. 1908

LOGIN

Username (Email)

Password”

L2

Remember Me Forgot Password?

ﬂ |

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

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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REGISTRATION

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

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

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

Now that you have created an account and activated it, you can login to the Rent Portal website. Once
you login, you will be redirected to your dashboard. Your dashboard will be empty until you add your
property to your profile. Follow the steps below to add your property. You will need to repeat for every
property you own.

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

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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LOGIN

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

| Gisel valerlo ~ i~

My Properties

SortBy Darcel Number Asc v

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

Add Property CITY OF LARKSPUR
" RENT STABILIZATION PROGRAM
Property Contact Type* || 40D MAGNOLL AVENUE,
LARKSPLIR, CALIFORNIA 84939
Select w
Parcel Number Property Address: 100 Larkspur
JANE DOE anding Circle Larkspur CA 04939
Parcel Number 102 LARKSPUR LANDING CIRCLE
LARKSPUR CA 94939
Pin
Enter Rin
septembier 2024
Dear JANE DOE
Add Cancel

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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4. Enter the necessary information and click on the ‘Add’ button.

CITY OF LARKSPUR

RENT STABILIZATION PROGRAM
| 400 MAGNOLIA AVENUE,

LARKSPUR, CALIFORNIA 94939

Property Address: 122 Larkspur
LARKSPUR LANDLORD Landing Circle Larkspur CA 94939
us
120 BROADWAY R Ry T
MANHATTAN NEW YORK NY 10271 LarkAPNO3
Billing Period: 7/1/2024 -
6/30/2024
September 2024

Dear LARKSPUR LANDLORD,

Effective May 8, 2023, the City adopted Ordinance No. 1067, known as the Rent Stabilization Ordinance
(“Ordinance”). Under the Ordinance, the City shall create a rental registry and all landlords with rental units
in the City shall complete and submit registration forms for each rental unit. Additionally, the City has
adopted Ordinance No. 1068, the Just Cause Eviction and Tenant Protection Ordinance, which sets forth
cnecific reacane a tanant mav he avicted fram a rental ninit and nravidec nratectione tn encire tenants are

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

My Fraperties

L = 1 [EEET———

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

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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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.

W - by

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

Q, Type Here To Search Gisel valerio v

My Dashboard

Overview
Primary Parcel s LarkAPNO3 Site Address 2 122 Larkspur Landing Circle Year Built 3 1995
Larkspur CA 94939 US
Assessor Total Unit : 5 Total Units Added : 5 Property Status : Property Exempt
Count

INSTRUCTIONS TO REGISTER YOUR PROPERTY

Step 1: Add Site Address. If the property has more than one site address, add additional street address(es) by clicking the blue "Add" button next to "Address” (e.g., a duplex where each unit
has a different street address). If all of the rental units on the property have the same site address, skip to the next step.

Step 2: Update your Contact Information. Scroll down and click "Add Contact” to add necessary contacts (Primary Owner and Property Manager). You must add BOTH a Primary Owner
and Property Manager contact. If there is no Property Manager, then you can indicate that the Property Manager contact information is the same as for the Owner. After you have added
both contacts, use the “Contact Preferences” button to designate who should receive future communications about registration requirements.

Ston 3t Add Units. Seroll down 1o “Add Lnit” and add Al L rental units that uni own or manane 1o the Rental Beaistru After adding all unirs ta the Rental Beaistry won mav claim wnnr

Step 1: Update Contact Information
The first step to property registration is to add/update the property contacts. It is required that each
property contains at least 1 Owner contact and at least 1 Property Manager.

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

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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’ L \
Click on "Add Contacts” button to add necessary contiacts (Primary Owner and Praperty Manager). You must add BOTH a Primary Gwner and Property Manager contact in order to submit your property for registration. If there is no property manager, then you can Indicate
that the Property Manager contact Information i the same as for the owner. Use ACtIon bUTtons next to e3ch CONact name to edit address and other contact Information. After you have added both an Owmer and Property Manager contact, use Contact Preferences®
buttan to designate who shauld recelve future Rental Reglstry communications.

*Primary Owner Property Manager Contact Information is' Incomplete

)

Columns  »
Associated to asset as Contact Type Name Address 1 Phone Rumber Email Contact Preference Action
» 800 Capitol Street ) ) Billing Contact,Primary -
| Ownes Individual Stella Mkpl € " S (132) 909-4743 stella@3diemallcom ! ’

2. Click on the Add Contact button to add the missing contact type.

Contacts + Add Contact

Columns  » z Search Q

Associated to asset as Contact Type Name Address 1 Phone Number Email Contact Preference Action
800 Capitol Street Billing Contact Primary

Owner Individual Stella Mkpl C (132) 909-4743 stella@ 3diemail.com
Houston TX 77002 US Owner Contact

o . Forest Ave Oxnard CA vedali.newcitizen@3diem

Property Manager Individual Vedali New (291) 024-3478 s

91027 US ail.com

oxnard.staff@3diemail.co
m

Authorized Representative  Individual Oxnard Staff

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

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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Add Contact

Contact Type*

Select v
Owner Type*
Individual v

First Name* Last Name*

Title Company Name

Address

Address Type*
I Select v

i Search Address

Entar 5 lnratinn

Save Cancel

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

City * State”
Oxnard CA
Zip* Country *

United States
Contact Details

Communication Type® Email®

i Primary
Email v
Communication Type® Country Code Phone* Extension
B Primary
Phone ~ 1 v (714) 555-0010

+ Add Contact Details

Save Cancel

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

10
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Contacts

Columns  »

Associated to asset as Contact Type Name
Owner Individual Stella Mipl C
Property Manager Individual Vedali New

Address 1

800 Capitol Street
Houston TX 77002 US

Forest Ave Oxnard CA

Phone Number

(132) 909-4743

(291) 024-3478

Authorized Representative  Individual

! ‘nh ’ 2

6. Select the

Contacts

Columns »

Associated to

asset as
Owner Individual Larkspur Landlord
Property Manager Individual LarkspurM Landlord

i ‘.” 2

Oxnard Staff

~  items per page

“Edit” action.

Contact Type Name

v items per page

stella@3diemail.com

+ Add Contact + Contact Preferences

Contact Preference Action

Billing Contact,Primary
Owner Contact

wvedali.newcitizen(@3diem

Q

1-3 of 3 items O.

+ Add Contact + Contact Preferences

~
< Search,

91027 US aiL.com
oxnzrd staff@3diemail.co
m
Address 1 Phone Number Email

120 Broadway
Manhattan New
York NY 10271 US

120 Broadway
Manhattan New
York NY 10271 US

(333) 333-3333

(333) 333-3333

larkspurlandlorduat
@3diemail.com

larkspurlandlorduat
@3diemail.com

Contact
Preference

Billing Contact

Primary Owner
Contact

Q

Action

1-20f2items O

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

contact.

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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Edit Contact

Communication Type*

Email

Communication Type*

Phone

john@3diemail.com

Country Code Phone*

Country*

United States

1 (485) 915-1619)

+ Add New communication

Primary

Extension

Primary

8. The contacts table will be updated. Next, click on the “Contact Preferences” button to set the
preferences for the contacts. You may already see preset values for this on your property. You
can edit/modify this at any time.

Contacts
Columns »
Associated to Contact Type MName Address 1
asset as
120 Broadway
Owner Individual Larkspur Landlord Manhattan New
York NY 10271 US
120 Broadway
Property Manager  Individual LarkspurM Landlord Manhattan New

York NY 10271 US

“« o« »oom 5 ~  items per page

Phone Number

(333) 333-3333

(333) 333-3333

+ Add Contact + Contact Preferences

Email

larkspurlandlorduat
@3diemail.com

larkspurlandlorduat
@3diemail.com

Contact Action
Preference

Billing Contact

Primary Owner
Contact

1-2of 2 items

Q

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

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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Contact Preferences

Billing Contact [Primary Owner Contact

John Smith (Owner) John Smith (Owner)

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

Program.

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

Contacts + Add Contact + Contact Preferences

Columns »

< Search. Q
Associated to Contact Type Name Address *t Phone Number Email Contact Action
asset as Preference

120 Broadway
Owner Individual Larkspur Landlord Manhattan New (333) 333-3333
York NY 10271 US

larkspurlandlorduat

. Billing Contact
@3diemail.com

120 Broadway .
o larkspurlandlorduat ~ Primary Owner
Property Manager  Individual LarkspurM Landlord Manhattan New (333) 333-3333 . .
@3diemail.com Contact
York NY 10271 US
] < - > 5 v items per page 1-2of2items O

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.

13
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1. Scroll to the Address area. You will be able to manage the site addresses from this section. The
Address listed on the property is the primary site address. Check to see if this looks correct. If it
does not look accurate, click on the Edit icon next to the address to modify it, as shown below.

Address
£D J i
‘ ) &) f
Map Satellite gy s r Address +Add
b Novato’ i7) Vallejo
Point R b =
iora Blcasio Sl e 122 Larkspur Landing Circle Larkspur CA 94939 US =
Lucas
Seashore: Valley-Marnwood Roded :
Woodacre Hercules, Martinez
o) -
San |
Fe San Pablo a“a
— Ak es
W — Richmond
Corte Madera e Q
Mill Valley, 3 . 9
- N\
O uliae”rie\ey Chihda Larayeune
Golden Gate §
National 1 =
Recreation - g v o
Area 7D (3)
U or - Oakland..._
e For Mon, i Alameda e -
) os San Francisco °
—AASEHE 1) Keyboard shortcuts | Map data ©2024 Google  Terms
Google! 2N LY : ¥

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

changes.
Edit Site Address b 4
Address 1 Address 2
122 Larkspur Landing Circle
City* State”
Larkspur CA
Zip® Country”*
94939 United States v
Primary

Save Cancel

14
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3. If a new site address needs to be added, click on the “Add” button.

m g |
Map  Satellite ) Tl Address + Add
. Noygto ) Vallejo,
P%Q;Eﬁéfs Jicasio Sen Pablo Bay ) Eermc‘a 122 Larkspur Landing Circle Larkspur CA 94939 US S o
Lucas
Seaslicie Valley-Marinwood Roded y
Woodacre Hercules - _Mamnez
D
San i)

e San Pablo a
ey ee
€9 Richmond

Corte Madera o @ |
Mill Valley, N g on
O Albany /" “Larayette
Orinda
Golden Gate [erkeley
National w
Recreationy R menile . Vo
Area 2 G3)
o, - Oakland \_
" o i Alamedat P -
hes San Francisco 20N

=heegls M Keyboard shortcuts | Map data ©2024 Google  Terms

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

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

Save Cancel

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

15
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Address

m

Map Satellite o

) G2 : H Address + Add
Novato (57) Vallejo !

ra

Point R o R
0int Reyes Si San Pablo ga 80
Nar.‘ora)a/ giceslo o . e Benicia 122 Larkspur Landing Circle Larkspur CA 94939 US P
A ucas
Séashore Valley-Marinwood Bodeo 4
Woodacre Hercules Martinez
2
San { |
e San Pablo a“N
tn es
Corte MAJE ST Richmond
ElCerrito 2
Mill valley, y & In
(1) Alu;;{mp‘ Chitda Larayette
Golden Gate \ Y =
National .
Recreation . Emenyille v
Area 50 (13
Sujr o . Oakland
the )
® Faray 4 [Se0. —
#lones San Francisco *eme

(7)  Keyboardshortcuts = Map data 2024 Google Terms

Step 3: Add Unit(s)

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

@ Exportto Excel &

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

Unit Site Unit Name Status Type of Occupancy Type Initial Rent Current Rent Apparent Occupancy Start Date of Most Action
Address Ordinance Maximum Date Recent Rent
Coverage Allowable Rent Increase
. n LI 5 ~  items per page Noitemsto display &

2. Select the Unit’s Site Address from the dropdown as shown below. This dropdown will contain
all the added property site addresses. If you realize an address is missing, you can close this

16

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.



City of Larkspur Owner/Rental Registry

window and add it in the ‘Address’ section of the property page. The selected address should
be part of the unit’s mailing address.

Add Unit

" N o
Associate to: Site Address @ No Unit Number * Unit Number

Select

* Property Type

Select

* Occupant Type * Number of Bedrooms

Select Select

* Number of Bathrooms

Select

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.

Add Unit

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

Select

* Property Type

Select

* Occupant Type * Number of Bedrooms

Select Select

* Number of Bathrooms

Select

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

17
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Select

* Property Type

Select

* Occupant Type

Select

* Number of Bathrooms

Select

* Associate to: Site Address @

No Unit Number

* Number of Bedrooms

v Select

* Unit Number

cancel

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

Unit Inventory

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

History Unit Site
Address

122 Larkspur
Landing

2 Circle
Larkspur CA
94939 US

Unit
Number

_ Status

Cancelled
After
Amendmen
t

Type of Occupancy Typ« Initial Rent
Ordinance
Coverage

Just Cause

Eviction and

Rent Manager
Stabilization

(ICE/RS)

+ Add Unit

@ Exportto Excel & search... Q

Current Rent Apparent
Maximum
Allowable
Rent

‘Occupancy Star Date of Most Action
Date Recent Rent
Increase

07/01/2024 i @

18
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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 unit field will be explained in this guide. If you have specific questions, contact the
Larkspur Program.

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

Unit Inventory

@ Export to Excel ] ) Q
Drag a column header and drop it here to group by that column
History Unit Site Unit Status Type of Occupancy Typ« Initial Rent  Current Rent Apparent Occupancy Star Date of Most Action
Address Number Ordinance Maximum Date Recent Rent
Coverage Allowable Increase
Rent
122 Larkspur Cancelled Just Cause
Landing Atter Eviction and -
9 Circle 2 Rent Manager 07/01/2024 P ®
Amendmen -
Larkspur CA t Stabilization
94939 US (ICE/RS)
122 Larkspur Cancelled Just Cause
Landing Eviction and
2 Circle 2025check ::i:ndmen Rent Tenant $1,500.00 $1,500.00 $1,500.00 09/04/2023 09/04/2023 B @®
Larkspur CA t Stabilization
94939 US (ICE/RS)
2. Select ‘Apply for Exemption’.
History Unit Site Unit Status Type of Occupancy Typ« Initial Rent  Current Rent Apparent Occupancy Star Date of Most Action
Address Number Ordinance Maximum Date Recent Rent
Coverage Allowable Increase
Rent
122 Larkspur Sancaiied Just Cause
Landing After Eviction and X
9 Circle 12 Rent Manager 07/01/2024 L.
Amendmen
Larkspur CA ' Stabilization
94939 US (ICE/RS)
122 Larkspur Cancelleq  JustCause
Landing i Eviction and -
9 Circle 2025check Anantinen Rent Tenant $1,500.00 $1,500.00 $1,500.00 09/04/2023 09/04/2023 P e
Larkspur CA Stabilization
94939 US : (ICE/RS)
122 Larkspur
Landing Non- Just Cause '
9 Circle 25 Exempt Eviction Manager 07/01/2024 tait _J @

Larkspur CA (3CE)

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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3. The unit exemption application form will appear. Select the Exemption reason. You may be
required to provide documentation to support your claim. Failure to provide adequate
documentation 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 o all of the provisions of the Rent Stabilization and Just Cause Eviction Ordinance. Further, certain units are exempt from paying the Rental Registry Fee. Please submit this form for any unit at the property that qualifies s an exempt
unit for the fiscal year based on the reasons listed below. If you have any questions on whether your unit is exempt, please contact the Rent Stabilization Program.

* Exemption Reason

*) Unit is fully Owner-Occupied and does not meet the definition of a rental unit

() Unit is vacant and unavailable for rent for the entire fiscal year and does not meet the definition of a rental unit

) Unit is occupied rent-free and does not meet the definition of a rental unit

* Date of Exemption @

MM/DDAYYYY B

Comments

Declaration Statement

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

Submitter’s Info
* Full Name *Title

Select v

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
@ Exporttobxcel & = Q
Drag a column header and drop it here to group by that column
Unit site Address  Unit Name status Typeof Ordinance  Occupancy Type Initial Rent current Rent Apparent Occupancy startDate  Date of Most Action
Coverage Maximum Recent Rent
Allowable Rent Increase
1512 N DURANT ST
SIS CASZI06 101 Non-Exempt Just Cause Eviction  Manager 0572872023 i
us
1512 N DURANT ST
£ LCA92706 102 Non-Exempt JustCause Eviction  Tenant 3250000 $3.000.00 $3.000.00 02/01/2023 06/01/72023 i
us
1512 N DURANT ST o Couse Eviction
SANT UACA92706 103 Just Cause Evictio Rent Subsidized Tenant  $ 250000 $2.750.00 $2.750.00 04/01/2023 06/01/2023 i
and Rent Stabilization
us
- - LS 5 ~  items per page 1-30f3items O
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Step 5: Submit Property for Registration
Before you submit your property for Registration, double check the following:

Property Contacts are accurate (Contacts section)
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.

Primary Parcal © Test01-10 Se Lot 176 PASED WAY Larkspur CA 84804 US ear Bellr
Couneil District + Frement anmnsoe Tots! Uit Count : ot Uity Adad
Property Status g for g

PISTEVCTIONS T REGISTER YOUR PROPERTY

Seap 11 Svn Auddrans. I tha progerty has mare than ane site acdcness, aod additional soreet addnessies) by Clicking the blue AOE" bution net 10 Addres” je.3.. 3 Ouplex where e3ch wit has a different street acdressh i all of the rental units on te property have the same sie addness. 569 to the nex

S20p 3: Upeate yur Cantact inbarmation, oo oo = tra
Seap N Unit, Scril G 1 R Ur .

ey 4:gpty oran Enpmpn. 1 e

Stop 5: Suberit Rnatal Raghitration, Aer you b ackdesd ALL rertal units that you Gwn or mansge b the Rantal Reghitry andor applind for sy eatmptions, st the bl praperty Action” bumton 1t the bsp-right of E5is page 1o st pur neglatration famm Aer subemittlog, your ‘prparty statis” will be
‘Stap 6wt Further Instrustion. The ity witl fevien youl (63iSL0Tin form Ing claim of ensrmgrtion(s), i IpSECable, 1o $15ure JECUrbTy 350 SeDermmin The SIBtus of your rentid unL 7y SEIIY will be in EonEact wizh you afier Decemter 31, 2014 f vy burther iformation o actien is sevded 1 complee

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

Overview
Primary Parcel : O70-362-32 Site Address. + 76 PASEQ WAY Larkspur CA 94904 US Year Built
Assessor Total Unit a1 Total Units Added p2 Property Status Shaw PIN
Count
Generate new PIN
Download Registration Letter
| Mew Property Ownership
Ressons to flag a property
Edit APN
Flag the Property

View Property History

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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3. Read the text in the ‘Submit Rent Registration’ pop up. You will be asked to confirm that all
exemptions are applied for and that you are submitting the information to the best of your
knowledge under the penalty of perjury.

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

Submit Rent Registration

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

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

Unit Exemption(s) Property Exemption(s)

1 0
Please return to the home screen to submit an exemption request. For information on how to apply for an exemption, please review the user guide
Declaration Statement

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

* Enter Full Name *Select Title

John Doe Property Owner

Cancel

5. Your property status will be updated accordingly. 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.

Larkspur Staff -

Est. 1908
Dashboard  Property Inventory  Creates Case  Contacts  Mailing List  Case Reports

Overview Action - R

. 299 Magnolia Avenue

Primary Parcel : DASHCST Site Address Year Built : 2000
Larkspur CA 94939 US
Council District i District 3 Assessor Total Unit Count : Total Units Added i1
Property Status. 1 Pending Staff Review
—
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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
Rent Program. To begin, click on the property’s View button to begin the registration process.

o [

My Properties Add Property

] = SortBy  Parcel Number Asc v

Parcel Number: Test01-10

Site Address: 75 PASEQ WAY Larkspur CA L
V34304 US

Property Status: Preparing for Registration

I = ]

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

Step 1: Update Contact Information

The first step to claim your property exemption with the Rent Board is to add/update the property
contacts. Itis required that each property contains at least 1 Owner contact and at least 1 Property
Manager before any applications can be submitted.

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

. + Add Contact + Contact Preferences

Columns » < Search Q
Associated to Contact Type Name Address * Phone Number Email Contact Action
asset as Preference
120 Broadwa
. Y larkspurlandlorduat N
Owner Individual Larkspur Landlord Manhattan New (333) 333-3333 e . Billing Contact

2. Click on the Add Contact button to add the missing contact type.

Contacts + Add Contact + Contact Preferences

Columns » =

Search Q
Associated to Contact Type Name Address 1 Phone Number Email Contact Action
asset as Preference

120 Broadway
Owner Individual Larkspur Landlord Manhattan New (333) 333-3333
York NY 10271 US

larkspurlandlorduat
_ P Billing Contact
@3diemail.com
120 Broadway
Property Manager Individual LarkspurM Landlord Manhattan New (333) 333-3333
York NY 10271 US

larkspurlandlorduat ~ Primary Owner
@3diemail.com Contact

| - > ¥ 5 v items per page 120f2items O

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

Contact Type™

Select v

QOwner Type*
Individual v

First Name* Last Name*

Title Company Name

Address

Address Type*
Select v

Search Address

Enter a location

Update Address?

Address Line 1% Address 2

Save Cancel

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

Update Address?

Address Line1* Address 2

122 Larkspur Landing Circle

City * State”
Larkspur CA
Zip* Country *
94939 United States ~

Contact Details

Communication Type™ Email*
. Primary
Email ~
Communication Type™ Country Code Phone* Extension
Primary
Phone v 1 ~ (626) 555-555!
+ Add Contact Details
Save Cancel

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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5. The contacts table will be updated. If the “Owner” contact is missing any information in the grid
Email, Phone, etc.), click on the 3-dot Action menu as shown below to edit the contact details.

Contacts

Columns »

Associated to asset Contact Type
as

Owner Individual
Property Manager Individual

Name

UNIACKE LEE J & WEISER SHARI REVOC
TRUST ETAL

Larkspur Landlord

‘Bl v items per page

6. Select the “Edit” action.

Contacts
Columns »
Associated to Contact Type MName
asset as
UNIACKE LEE ] & WEISER SHARI
Owner Individual

Property Manager  Individual

- -

REVOC TRUST ETAL

Larkspur Landlord

v items per page

Address 1

1 CORTE DEL
CORONADO LARKSPUR
CA 94939 US

120 Broadway
Manhattan New York NY
10271 Us

Address 1

1CORTE DEL
CORCNADOC
LARKSPUR CA
94939 US

120 Broadway
Manhattan New
York NY 10271 US

+ Add Contact + Contact Preferences

o Sei Q
Phone Number Email Contact Preference Action
(333) 333-3333 larkspurlandlorduat@3di  Billing Contact,Primary

Phone Number

(333) 333-3333

emailcom

Owner Contact

12of2items @

+ Add Contact + Contact Preferences

Email

larkspurlandlorduat
@3diemail.com

= Search Q

Contact Action
Preference

O

Billitg
Contact,Primary

Owner Contact

120f2items &

7. The ‘Edit Contact’ pop up will appear. Many of the required fields may be missing (i.e.,
Ownership %, Phone, Email, etc.). Enter the required information and then Save the contact.
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Address Line1* Address 2

122 Larkspur Landing Circle

City * State”
Larkspur CA
Zip * Country *
94939 United States v

Contact Details

Communication Type* Email*
X . @ Primary
Email v larkspurstaff@3di.com
Communication Type* Country Code Phone* Extension
Primary
Phone v 1 v (626) 234-334

+ Add Contact Details

Save Cancel

8. The contacts table will be updated. Next, click on the “Contact Preferences” button to set the
preferences for the contacts. You may already see preset values for this on your property. You
can edit/modify this at any time.

Columns » s Search, Q
Associated to Contact Type Name Address 1 Phone Number Email Contact Action
assetas Preference
1 CORTE DEL
. UNIACKE LEE J & WEISER SHARI CORONADO
Owner Individual
REVOC TRUST ETAL LARKSPUR CA
94939 US
120 Broadwa; Billin
o roadway larkspurlandlorduat  — 2
Property Manager  Individual Larkspur Landlord Manhattan New (333) 333-3333 N Contact,Primary
@3diemail.com
York NY 10271 US B Owner Contact
" < - » » 5 ~  itemns per page 1-20f2items &

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

Billing Contact

John Smith (Owner) v

Program.

Primary Owner Contact

John Smith (Owner)

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

(2]

Save Cancel

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

4+ Add Contact + Contact Preferences

Contacts
Columns »
Associated to Contact Type Name Address
asset as
1CORTE DEL
o ndividual UNIACKE LEE J & WEISER SHARI CORONADO
e naidua REVOC TRUST ETAL LARKSPUR CA
94939 US
120 Broadway
Property Manager  Individual Larkspur Landlord Manhattan New

York NY 10271 US

< > M 5 v items per page
Step 2: Determine Exemption Eligibility

Phone Number

(333) 333-2333

Email

larkspurlandlorduat
@3diemail.com

< Search... Q

Contact Action
Preference

Billing
Contact,Primary
Owner Contact

120f2items &

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 Rent Program, you
are not required to add any units to your property. However, it is not guaranteed that your property

exemption will be granted. It may also not be a permanent exemption.

Some property exemptions are temporary, which means in 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.

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.

28



City of Larkspur Owner/Rental Registry

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

122 Larkspur Landing Circle Larkspur CA 94939 US lﬁ

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

changes.
Edit Site Address X
Address 1* Address 2

122 Larkspur Landing Circle

City* State”

Larkspur CA
Zip* Country*

94939 United States v
Primary

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

Address

s

122 Larkspur Landing Circle Larkspur CA 94939 US S o

Map View

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

Add Site Address Ex
Address 1% Address 2
City* State™

CA
Zip* Country*

United States v

Primary
Cancel

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

Address

Address

122 Larkspur Landing Circle Larkspur CA 94939 US FAR |

SN |
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Step 2B: Add Unit(s)

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

*Note: not every unit field will be explained in this guide. If you have specific questions, contact the
Santa Ana Rent 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 + Add Unit
@ ExporttoExcel & Search... Q
Drag a column header and drop it here to group by that column
Unit Site Address  Unit Number Status Type of Occupancy Type Initial Rent Current Rent Apparent Occupancy Start Date of Most Action
Ordinance Maximum Date Recent Rent
Coverage Allowable Rent Increase
No Record Found
3la n v | B B iccms per page Noitems todisplay ¢

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

Add Unit (x|

* Associate to: Site Address @

No Unit Number * Unit Number
Select v

* Property Type

Select v

* Occupant Type * Number of Bedrooms

Select v Select ~

* Number of Bathrooms.

Select v
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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 site address doubles as the unit address.

Add Unit x

* Associate to: Site Addi .
oclate ta: Sfe ress @ No Unit Number * Unit Number

122 Larkspur Landing Circle Larkspur CA 94939 US-Property v

* Property Type

Select

* Occupant Type

Select

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

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

25 26 27 28 29 30

]
w
B
wu
[s)
-~
oo

5. If you need to scroll to a different year, first click on the Month Year located at the top of the
calendar. When you do so, the calendar will change to a monthly calendar.
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< 2023 >

Jan Feb  Mar  Apr

May  Jun Ju Aug

LA
(]
-]

Oct MNov Dec

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

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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< 2018-2029 T
2018 2019 2020 2021
2022 2023 2024 2025

2026 2027 2028 2029

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

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

Add Unit x

* Associate ta: Site Address (@ No Unit Number * Unit Number

122 Larkspur Landing Circle Larkspur CA 94939 US-Property v

* Property Type

Select v

* Occupant Type

Select v

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

Unit Inventory
@ Exporttobxcel & Searct Q
Drag a column header and drap It here to group by that calumn
History Unit Site Addres Unit Number 1 Status Type of Occupancy Type  Initial Rent  CurrentRent  Apparent Occupancy Start  Dateof Most  Action
Ordinance Maximum Date Recent Rent
Coverage Allowable Rent Increase
122 Larkspur Jgus;ciuﬁ’
5 tending Circle Cancelled after T e " J— t e
Larkspur CA Amendment _Er:I ‘ anager o0
Stabilization
94939 US
ey (ICE/RS)
Just Cause
122 Larkspur
- . Eviction and
Landing Circle Cancelled Afte ~ o
2 - 2025check - Rent Tenant $150000 $1500.00 $150000 09/04/2025 03/04/2023 E ®
Larkspur CA Amendment
s Stabilization
- (ICE/RS)

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 Larkspur rental registry .

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

Dashboard  Property Inventory CreateaCase Contacts Malling List  Case Reports

Primary Parcel 3 LarkAPNO3 Site Address : 122 Larkspur Landing Circle Larkspur CA Year Built 3 1995

94939 US
Assessor Total Unit 15 Total Units Added 15 Property Status : Property Exempt
Count

2. Select ‘Apply for Property Exemption’.

Oashboard  Property Inventory  Create aCase  Comtacts  Mailing List  Case Reports

Overview
. ~ 177 Larksgur Landing Circle | arkspur C4
Primary Parcel : ACT1 Site Address Y ogmma LS Year Built
‘Council District 1 District 1 Assessor Total Unit Count 11 Total Units Added
Property Status : Registration Open

Show PIN

Generate new PIN

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

Apply for Property Exemption

* Please select the qualifying grounds for the property exemption

Select

Comments

Declaration Statement

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

Submitter's Info

* Full Name *Title

Select

4. To confirm that your application was submitted successfully, scroll down to the “My Cases”
section. You will see the Property Exemption Case in the ‘Pending Review’ status. You can
check back periodically to see if it is approved or denied. You will also get an email notification
once your Property Exemption case is processed.

My Cases
Columns » @ ExporttoBxcel & Ssearch. Q
Case Number Created On Entity Case Type CreatedOn Y  Updated Date Y Status
PE2023-23 3 APN: 00814411 Property Exemption 06/23/2023 02:17 PM 06/23/2023 02:17 PM Pending Review
RR2023-2316946 APN: 00814411 Rental Registry 05/17/2023 07:36 AM 06/23/2023 02:01 PM Registration Open
R > M 10 v items per page 1-20f 2 items

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

36

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.



City of Larkspur Owner/Rental Registry

Overview
Parcel Number : 00814211 | Site Address 122 Larkspur Landing Circle Larkspur CA VesrBult :
l PropertyStatus 1 Propery Exempt I 94939 US

Asgesgor Total Unit Count @ 1 Tetal Units Added = 1

— Back

Step 1: Update your Contact information. Scral down and cliek “Acd Contact 1 a0 necessary contacts (Primary Cranes and Proparty Manager). You must add BOTH & Pamary Owner and Praperty Masager contact If Fars 5 no proparty manager, fan you can
indicate Bt he Property Manager contact information i the same as for he owner. After you have added bol contacts, use "Cantact Prefrences” bulion 1o designale who shoukd recerve &

Step 2= Add Units.Soroll down 1o “Add Unit” and add ALL remtal smits that you own o manage o e Rental Registry. Afier adding all units 1o the Rentsl Regisiry, you may clsie your property 03 exempd, or cham individual unit{s) exemet,

Step 3: Apply for an y ¥ ¥ w #ha Runtal Rogisty Fos, then use ho bliss property ‘Acion’” bulton at o lop-aght of $es paga 1o apply for 3 property sxsmps ¥ L
Praporty may bo exemet. use each wref s yelow “Acton bution 1 agely for an exemplon for mdiadual units (6.0, Owner ccoupied )

Step 4 o AL rental uni s thal you own of manage to the Rental Regisyy andior appiied for any exsespions, use fe blue propssty “Acton” buthon a1 Bie lop-sgivt of this page 1o subeil your propery lor registation. Afer

If you have any questions, contact the City of Larkspur Rental Registry Note: images may differ slightly from the application.
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What Does My Property Status Mean?

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

Property Status Meaning

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

Registration Open . . .
You may have submitted a property exemption and are waiting for staff to

review; your property may be in this status until your application is processed.
Check the status of your Property Exemption case to ensure it is not denied. If
so, you will be required to register.

Your registration was submitted, but Staff denied it due to some errors. You will

Registration Denied ) ) . .
need to review your inputs, make necessary edits, and re-submit the property.

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

Unit Discrepancy

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

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

Registration Form
Submitted
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