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If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Introduction

This step-by-step user guide helps rental property owners, property managers, and authorized
representatives with completing the City of Palo Alto’s Rental Registry Program registration and event-
based reporting processes.

This user guide is provided by the City’s software consultant, 3Di. If you have any registration and event-
based reporting technical assistance questions, access the 3Di HelpDesk. You can receive chat support on
weekdays from 8am-12pm at the following website: https://paloalto.3diengage.com/support/. You can
receive phone support on weekdays from 8am-12pm by calling 650-459-0138. Otherwise, you can email
guestions to pa-rentalregistry-techsupport@engagehelpdesk.com.

Please visit www.cityofpaloalto.org/rentalregistry to learn more about the Rental Registry Program and to
access the online registration portal.

Getting Started

You should have received a registration letter from the City of Palo Alto’s Rental Registry Program if you
own at least one property that is subject to the City’s registration requirement. Please save this letter and
the unique PIN highlighted in the top right corner of the letter.

If you have received a letter from the City of Palo Alto’s Rental Registry Program requesting you to register
your rental property and you are no longer the owner or manager of this property or believe this program
does not apply to your property, please contact the City of Palo Alto Rental Registry Program at
rentalregistry@paloalto.gov. You may be asked for additional details/information so records can be
updated.

For your initial registration or for your annual registration renewal, you will be required to ensure that the
information related to your property is accurate. Please add or review property contact information for
property owner(s) and property managers and add or update any property and unit information. The
information that you submit will be saved in the Rental Registry Program online portal for your later use in
future annual registration cycles.

Once an initial or annual registration renewal is completed, please continue to use the portal throughout
the year to report events within ten (10) calendar days of occurrence, such as if there is a change in property
ownership or if a unit has a Rent Increase, Notice to Quit, Unlawful Detainer, or Eviction.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.




Rental Registry Program — Rental Property Owner/Property Manager User Guide

Create a Login to the Rental Registry Program Portal
To use the Rental Registry Program online portal, you will first need to create an account and login:

1. Open your web browser and go to www.paloalto.gov/rentalregistry and click on the “Access Online
Registration Portal” button. This will take you to the Palo Alto Rental Registry Program online portal
landing page. Alternatively, you can use the direct weblink to the online portal:
https://paloalto.3diengage.com/.

2. When you are on the portal landing page, either click on the “Create an Account / Log In” button OR
the “Login” button at the top right corner of the portal.

() PALO ALTO [eoan Jmencusn-

Palo Alto Rental Registry Program

Welcome to the City of Palo Altd’s Rental Registry Program online portal.

The annual open registration period runs October 1, 2025 through January 15, 2026. Renters and Additional Community Members

Search...
Who Can Use the Portal: ﬁ s

» Rental property owners and property managers use this portal to create accounts, register properties, and report events To see a rental unit registration status without the need to create a Rental
throughout the year. Registry Program online portal account, type the property address or Assessor's

+ Renters and other members of the public can search for basic information, including the registration status of a rental unit. Parcel Number (without hyphens) in the search box.

What Rental Properties Need to Register: Assessor’s Parcel Numbers can b.e found using the City’s Online
Parcel Report tool: https://opengis.cityofpaloalto.org/parcelreports/.
+ Rental Properties with Three or More Units: Initial registration or annual registration renewal is required each year during
the annual open registration period (October 1, 2025 though January 15, 2026). Most rental properties initially registered in
Program Year 1 (FY 2024-2025); these properties must complete their annual registration renewal.
+ Additional rental properties with three or more units were added for Program Year 2 (FY 2025-2026); these properties

must complete their initial registration.

Rental Property Owners/Property Managers '

What Properties Do Not Need to Register:
1 ! . 5 i 4 X (99 ‘ Create an Account / Log In
+ Rental Properties with Two or Fewer Units: These rental properties are currently not required to register during Program

Year 1(FY 2024-2025) or Program Year 2 (FY 2025-2026);
+ Non-Residential Properties; and

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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3. Select “Create an Account” to create a new account.

(( CITY OF
<7 PALO ALTO

Username (Email)*

Password*

»

D Remember Me Forgot Password?

Create an Account J

W

4, Enter the following information to create your account:

° Username (Email Address) — Ensure you have access to your email address inbox, as you will
need to verify your email address to complete account creation.
) Password — Your 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
O rALo aLto

CREATE AN ACCOUNT

Usermame (Email)*
Please create a unigue Username. Usermname can be your emaii address and it is not
case sensitive.

Password*
‘Password should be minimum of 6 characters, and inelude at least one uppercase etter
one fower case letter, and one symbol (|@#3% &)

@

Confirm Password*
Please confirm your password,

First Name*
Please enter your first name.

Last Name*™
Please enter your fast name.

Back to Portal

Already Have An Account? Login

CAATUEE YT SO W W

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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5. Click on the “Create an Account” button.

\ CITY OF

/PALO ALTO

CREATE AN ACCOUNT

Username (Emaily*
Please create 3 unigue Usemame. Usemame can be your email address and itis not
case sensitive.

tom.doe@3diemail com

Password*
Passward should be minimum of 6 characters, and include at least one uppercase letter
‘one lower case letter, and one symbol (1@#5%"8)

Confirm Password*
Please confirm your password

First Name*
Please enter your first name.

Tom

Last Name*
Please enter your last name.

Doe

Create an Account

{ Back to Portal

Already Have An Account? Login

O orm— ~— 7

6. The portal will send an account verification email with an Activation Link to the Username/Email
Address that you provided. The email should arrive within a few minutes, and the activation link
expires in 15 minutes. If you do not see this email 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.

7. If you have additional people that will help you with registration and event based reporting, please feel
free to have them set up their own account using these same steps.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Accessing Your Account & Adding a Property to Your Account

Now that you have created and activated your account, log in to the Rental Registry Program online
portal. When you log in, you will see your dashboard. Your dashboard will be empty until you add and
claim your property to your account. Follow the steps below for each property that you own or manage

that is required to register.

1. Click on one of the Login buttons on the portal landing page.

(’ ;AYLSZ ALTO

Palo Alto Rental Registry Program

Welcome to the City of Palo Alto's Rental Registry Program online portal.

The annual open registration period runs October 1, 2025 through January 15, 2026.

Who Can Use the Portal:

* Rental property owners and property managers use this portal to create accounts, register properties, and report events
throughout the year.
+ Renters and other members of the public can search for basic information, including the registration status of a rental unit.

What Rental Properties Need to Register:

« Rental Properties with Three or More Units: Initial registration or annual registration renewal is required each year during
the annual open registration period (October 1, 2025 though January 15, 2026). Most rental properties initially registered in
Program Year 1 (FY 2024-2025); these properties must complete their annual registration renewal.

« Additional rental properties with three or more units were added for Program Year 2 (FY 2025-2026); these properties

must complete their initial registration.

What Properties Do Not Need to Register:

« Rental Properties with Two or Fewer Units: These rental properties are currently not required to register during Program
Year 1(FY 2024-2025) or Program Year 2 (FY 2025-2026);
+ Non-Residential Properties; and

O raLo aLTo

LOGIN

Username (Email)*

tom.doe@3diemail.com

Password*

D Remember Me

»

LOGIN | B ENGLISH v

Renters and Additional Community Members

m Search...

To see a rental unit registration status without the need to create a Rental

Registry Program online portal account, type the property address or Assessors

Parcel Number (without hyphens) in the search box.

Assessor’s Parcel Numbers can be found using the City’s Online
Parcel Report tool: https://opengis.cityofpaloalto.org/parcelreports/.

Rental Property Owners/Property Managers

(93 ‘ Create an Account / Log In

Forgot Password?

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-

techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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2. Retrieve the Registration Letter sent to you by the City of Palo Alto Rental Registry Program. Click the
Add Property button on the top right corner of your dashboard.

CITY OF -
(; Q Type Here To Search | TomDoe ~ | A~

PALO ALTO

My Dashboard

M Prapeties

= Sort By Parcel Number Asc v

No Record

3. Inthe Add Property form, enter the following information:
. Property Contact Type —indicate if you are the Owner, the Property Manager or the Authorized
Representative
. Parcel Number —you can find this in the Registration Letter
. PIN - you can find this in the Registration Letter

4, Click the Add button.

Add Property
PLANNING AND DEVELOPMENT SERVICES

I\ CITY OF
Property Contact Type* (’ pALO A LTO 250 HAMILTON AVENUE, FIFTH FLOOR

PALO ALTO, CA 94301

Owner THIS IS A SAMPLE LETTER

Parcel Number*

PROPERTY: 500 Pasteur Drive

JOHN DOE Palo Alto CA 94304 US

7890789020
6312017025

PIN (PLEASE SAVE): 776349
REGISTER BY: 01/15/25

400 PALO ALTO AVENUE [PARCEL NUMBER:
PIN® PALO ALTO CA 94301

841144

Cancel

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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5. Your property will appear on your dashboard as shown below. Repeat these steps for each property
that you are required to register.

(’ E.DA»L(H)?ALTQ Q Type Here To Search | Tompoe v | B~
My Dashboard
My Properties

SortBy Parcel NumberAsc v

Parcel Number: 7890789020

Site Address: 850 Palo Alto Avenue Palo Alto CA 94301
us

Property Status: Registration Open

[

INITIAL REGISTRATION PROCESS

Now that you have added your property or properties to your account, you will need to complete either the
initial registration or the annual registration renewal process. To complete initial registration, click on the
View button.

Q_ Type Here To Search | Tompoe v | "B+

OraLo aLto
My Properties

SortBy Parcel NumberAsc v

Parcel Number: 7890783020

site Address: 850 Palo Alta Avenue Palo Alto CA 94301
us

Property Status: Registration Open

i)

View |

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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The Property Overview page will open. This page has different sections that are necessary to complete as

part of the registration process.

| ownerPA ~ | M~ | p

Q, Type Here To Search

O raLo aLTo

My Dashboard
Overview ~ Back
Parcel Number 1 123456789 Site Address 2 100 Palo Alto Avenue Palo Alto CA 94301 US YYear Built 1 2000
Total Units Added 10 Property Status. : Registration Open Violation Type

INSTRUCTIONS TO REGISTER YOUR PROPERTY'S RENTAL UNITS

Step 1: Confirm Your Property Site Address(es).
scroll down to the Address section.
- If your property has more than one site address, click the green Add button and complete the address form for each location, click the green Add button and complete the address form to add any additional property site addresses,
« 1f all rental units share the same site address, proceed to Step 2.

Step 2: Update Owner and Property Manager Contact Information and Contact Preferences

Scroll down to the Gontact section.
- Click the three dot Action button to the right of each property contact to edit or add names, addresses, phone numbers, and email addresses
« Ensure you have both an Owner contact and a Property Manager contact. If there is no Property Manager, indicate that the Property Manager information is the same as the Owner. You may add additional contacts if needed. It is recommended to use business contact information (rather

than personal) because contact details may be subject to disclosure under the California Public Records Act
« Click the green Contact Preferences button to indicate your preferred Owner and Billing contacts.

Step 3: Update or Add Units
Scroll down to the Unit Inventory section.
- If all units are already listed, click the three dot Action button next to each unit to update details—especially oceupancy type, rent amount, date of last rent increase, and other information likely to have changed in the past year. Ensure all data is accurate and current
« To add units, click the green Add Unit button and complete the form for each unit individually
= If you have 10 or more units to add, you may use the green Bulk Import tool to complete a spreadsheet version of the unit inventory form (up to 100 units per spreadsheet).
its by clicking on the three dot Action button. These will be reviewed by City staff prior to your ability to submit your rental registration.

« Applyfor any applicable for Owner O

- If the number of units you register differs from the County Assessor's records, City staff may contact you for clarification.

©

Step 4: Submit Rental Registration
Reconfirm that the information vou entered in the Address, Contacts, and Unit Inventory sections is updated and complete

Step 1: Confirm Your Property Site Address(es)

Your property will have a primary site address listed. Some properties are large and may contain more
than one site address or units might be individually addressed. Please review the Address(es) associated

with your property and follow the steps listed below if changes are required.

1. Scroll to the Address section. You will be able to manage the site addresses from this section. The
Address that is listed is identified as the primary site address. Check to see if the site address is correct.

If not, click on the Edit button next to the address to modify it.

Address
o = soutHoF Gitir 4, . £ =
SEMINARY - I 2 1 Address
Map  Satellite  \iNTAGE oAKs | & s oz iy
& s 9 & WoSdlang Ay, v
R 7y o £l
¥ L STE & & £ z 850 Palo Alto Avenue Palo Alto CA 94301 US
§ 255 % »* e L
5 9 = X e
§ U T owersity ave % o
sental @ 2 < el o%q
2 Hamitton Ave
1L 9 gx : #
o %, O s z
k $ Creekside Park . g, Pitmn s
& 5 o, Palo Alto Dental Group, ", & FileAve Martin Ave >
» g "5 s O 5 2 [
@ s 3 E a
DOWNTOWN SN z , +
M K H Eleanor
¥ Pardee Park
o %, S Palo Alto Orthodontics ¢ — g
& Oof o, o ) & F i
¥, S & & 3 Greenwood Ave 3
£ o, Dor, & eyboard shorizws  Map data 2024 Gacls  Tems * Report 4map eror
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If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-

techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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2. The Edit Site Address form will appear. Modify the information and save your changes.

Edit Site Address

Address 1+ Address 2

850 Palo Alto Avenue

City* State*

Palo Alto CA
Zip* Country*

94301 United States w
Primary

3. If your property has more than one site address, click the green Add button.

Address

s SGUTHOF

b=
. SEMINARY -
Map  Satellite  yiurace vaxs nies

g
-

|
g,

£ ¥
o 450 Pa Ao Aenue Folo Alla CA 94805 L2
\!yvf\ i o
s o AP g s £ i
2 5 £ L
- Hamihon dew A
. =, : L
ES (o ™ 3
LINFIELD GAKS o 2 cREaENT sarktn, B
e SRR e P L
(R SR Mirtiakin J

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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4.

Add Site Address

Address 1*
200 Palo Alto Ave

City*

Palo Alto

Zip*

5.

94301

(] Primary

The Add Site Address form will appear. Enter the required information and save your changes.

Address 2

CA

Country*

United States

The Addresses section will be updated with any modified or new site address(es). Repeat as needed

until all the site addresses associated with your property are added.

Address
5 el f et f By e
. - g =
Map  Satellite  \iN7AGE OAKs & iF ol |
S8 a ¢ Woodang 4y, =
OTerrain F ¢ { ©
3 ¥ £ & e F 850 Palo Alto Avenue Palo Alto CA 94301 US s
3 £ TS e
= & oivers) 5
H o peersity Ave % % 200 Palo Alto Ave Palo Alto CA 94301 US s
Grace Dental @ 4 c E} e,
by § Hamilton Ave ﬁ
2 [) KA H
% £ H
Timothy »
LINFIELD OAKS Hopkins %%0 P CRESCENT PARK Oa, @
S Creekside Park 29, 5¥ Pitma,
3 ¢ o
& 5 oy, Palo Alto Dental Group Mgy & LT a0
g §w- s ;iz 5 H > !
L DOWNTOWN SR z Eleanor +
3}9\ %, ke, 4, £ Palo Alto Orthodontics L1 LC L
Ty ‘;\f g %y e, g & H
) § S 3 creenwood Ave
& ;\\ & O, B, & topmdshonns v dats a2t eoge. Tarme Repert

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit

www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-

techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Step 2: Update Owner and Property Manager Contact Information and Contact
Preferences

It is required that each property contains at least one Owner contact and at least one Property Manager
contact, as well as Contact Preferences indicated.

1. Scroll the Contacts section. If you see the red text “Primary Owner and Property Manager, Contact
Information is Incomplete” you will need to add the missing contact type.

(! QA\LC;ALTO Q Type Here To Sea

My Dashboard

| TomDoe v |

5

“Primary Owner and

operty Manager Contact Information is Incomplete.

Click on “Add Contact” button to add necessary contacts (Primary Owner, Praperty Manager and Authorized Representative). You must add BOTH a Primary Owner 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 is the same as for the Owner. Use Action buttons next to each contact name to edit address and other contact information. Please use a business phone number and email when providing contact information. if you do not currently have a

separate business phone number, please consider making one. Contact information may be subject to public records requests under the California Public Records Act

After you have added both contacts, you must use the “Contact Preferences” button to designate who should receive future communications about registration requirements in order to proceed

Columns  » 2 | seach
Associated to asset as Contact Type Name Address Phone Number Email Contact Preference Action
Owner Individual Tom Doe tom.doe@3diemail.com
“| » | » 5 ~  items per page 1-1 0f 1 items
Click the "Add Unit” button and enter the required information for the rental unit. Once you have verified all information s correct, click "Submit'. Repeat these steps until you have entered the required information for ALL rental units on the property.
(’ ‘PALO’ALTO Q Type Here To Search | TomDoe v |

Q

(¢]

B .

+ Add Contact + Contact Preferences

o 1C)

My Dashboard

*Primary Owner and Property Manager Contact Information is Incomplete.

Click on "Add Contact” button to add necessary contacts (Primary Owner, Property Manager and Authorized Representative). You must add BOTH a Primary Owner 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 is the same as for the Owner. Use Action buttans next to each contact name to edit address and other contact information. Please use a business phone number and email when providing contact information. If you do not currently have a

separate business phone number, please consider making one. Contact information may be subject to public records requests under the California Public Records Act

After you have added both contacts, you must use the “Gontact Preferences” button to designate who should receive future communications about registration requirements in order to proceed.

Contacts + Contact Preferences

Columns  » 2 | search Q
Associated to asset as. Contact Type Name Address 1 Phone Number Email Contact Preference Action
Owner individual Tom Doe tom.doe@3diemail.com

«| e - > 5 v items per page Hoflitms O

Click the "Add Unit' button and enter the required information for the rental unit. Once you have verified all information is correct, click “Submit”. Repeat these steps until you have entered the required information for ALL rental units on the property.
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3. The Add Contact form 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 there is
no property manager, duplicate all of the “Owner” contact information.

Add Contact x

Contact Type*

Select v

Owner Type*

Select v

| Address Type*
Select v
| Search Address

Enter a location

123, Main Street, Los Angeles, CA

[0 Update Address?

Address Line 1+ Address 2
| city* State*

CA
| Zip* Country =

United States

14
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4. Add the required information in the Add Contact form and then click the Save button. You are
required to provide the First Name, Last Name, Mailing Address, Email Address, and Phone Number.

Address Type*
Home v
Search Address

100 Palo Alto Avenue, Palo Alto, CA, USA

123, Main Street, Los Angeles, CA
() Update Address?
Address Line 1 * Address 2

100 Palo Alto Avenue

City * State*
Palo Alto CA

Zip* Country *
94301 United States

Contact Details

Communication Type* Email*

3 Primar
Email v john@gmail.com o ‘
Communication Type* Country Code Phone* Extension
Primary
Phone v 1 v (546) 789-776¢

+ Add Contact Details
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+ Add Contact + Contact Preferences

5. If the Owner contact is missing any information (Mailing Address, Email, or Phone), click on the
three-dot Action button as shown below to add/edit the contact details.
Contacts
Columns  » <
Associated to asset as Contact Type Name Address Phone Number Email Contact Preference
Property Manager Individual John Doe :‘z Pcix;:";t;Al\jznue ba (546) 783-7765 john@gmail.com
Owner Individual Tom Doe

tom.dee@3diemail.com

8 oo

6. Select Edit from the dropdown menu.

Contacts
Columns  »

Associated to asset as Contact Type Name Address

Property Manager Individual John Doe 100Palo Mo Mvenue Falo
Reyera Alto CA 94301 US

Owner Individual Tom Doe

W | 4 - > ox 5 ~  items per page

Phone Number

(546) 789-7765

Action

[]

1-2 of 2 items

+ Add Contact + Contact Preferences

Email Contact Preference Action

Jjohn@gmail.com

‘tom.doe@3diemail.com

Delete

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-

techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.

(]

2items
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7. The Edit Contact form will appear. Enter the required information and click the Save button.

R EE S T e

Home

Search Address

200 Palo Alto Avenue, Palo Alto, CA, USA

123, Main Street, Los Angeles, CA

) Update Address?
Address Line 1 *

200 Palo Alto Avenue
City *

Palo Alto
Zip*

94301

Communication Type*

Email v

Communication Type*

Phone v

Address 2
State*
CA
Country *
United States
Email*
[ Primar
tom.doe@3diemail.com o y
Country Code Phone* Extension

Primary

1 v

(657) 890-987¢

=+ Add Contact Details

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov_or visit

www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-

techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.

Cancel

17



Rental Registry Program Rental Property Owner/Property Manager User Guide

8. The Contacts section will be updated. Next, click the Contact Preferences button. Select the Billing
Contact. This contact will be the recipient of all notices, invoices and related program content via
phone, SMS, email and/or postal mail. Select the Primary Owner Contact. This can also be the same
as the Billing Contact. Click the Save button. You can edit/modify these at any time.

Contacts + Add contact | + Contact Preferences

columns » s Search.. Q
Associated to asset as Contact Type Name Address 1 Phone Number Email Contact Preference Action
P 1ty M Individual John Dt 100 Palo Allo Avene Palo 546) 789-7765 hn@ | B
roperty Manager individual ohn Doe A o i e (546) John@gmail.com £
Owner Individual Tom Doe Eo0ED Al e Rl (657) 890-9878 ‘tom.dee@3diemail.com
Alto CA 94301 US ove Sl -
« o« > ¥ i v items per page 1-20f2items &

Contact Preferences

Billing Contact Primary Owner Contact

Tom Doe (Owner) ~ John Doe (Property Manager) “

The selected Billing Contact will be the recipient of all notices, invoices and related program content via phone, SMS, email
and/or postal mail. The selected Primary Owner Contact may be contacied related to RRP compliance issues and may be

contacted by the City or the City's representative for matters related to the City's mediation program as outlined in Palo Alto
Municipal Code 9.72

Cancel

9. 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 » o Search. Q
Associated to asset as Contact Type Name Address Phone Number Email Contact Preference Action
Property M Individual John D 10 P o dvene e 546) 789-7765 hn@gmail Py Owner Contact £ il
roperty Manager individual john Doe e (546) john@gmail.com rimary Owner Contac i
Owner Individual Tom Doe 2N raiolio et (657) 890-9878 tom.doe@3diemail com Billing Contact
Alto CA 04301 US e 2 - ,
« < > 5 v items per page 120f2items &
—~
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Step 3: Add Unit(s)

You now need to add units to your property and provide details about these units, such as occupancy or
vacancy status, rent amount, and services/amenities provided. Adding units is an activity that you will only
need to do during initial registration, unless a new unit is built, a unit is demolished, or units are
combined. 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 City of
Palo Alto Rental Registry Program or the 3Di Registration Technical Assistance Helpdesk.

1. Scroll to the Unit Inventory section. Click on the Add Unit button.

Unit Inventory + Add Unit
@ Export to Excel E+ Search. Q
Drag a column header and drop it here to group by that column
Unit Site Address Unit Number  + Occupancy Type Initial Monthly Rent Current Monthly Rent Occupancy Start Date Date of Last Rent Increas Amount of Last Rent Services/Amenities Included with Ren Action
Increase
No R i
« n > 5 v items per page Noitems todisplay (3

This section tracks your annual registration and reportable event submissions to the City and their statuses.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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2. Select the Unit’s Site Address from the dropdown menu. This dropdown menu will contain all of the
added property site addresses. If you realize an address is missing, you can close this window and add
the missing address. The selected address should be part of the unit’s mailing address.

Add Unit b3

* Associated to: Site Address @

[J No Unit Number * Unit Number
Select v
* Property Type * Rental Unit Size (indoor sqft) @
Select v

F o * Year of Last Rental Unit Remodel &
Year Property Built (as reflected in Santa Clara County records)

Select v
2000
* Occupant Type * Number of Bedrooms
Select v Select v

* Number of Bathrooms

Select v

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

Add Unit x

* Associated to: Site Address &

[ No Unit Number * Unit Number
850 Palo Alto Avenue Palo Alto CA 94301 US-Parcels v
* Rental Unit Size (indoor sqft)
* Property Type ( o
Select -

. . * vear of Last Rental Unit Remodel &
‘Year Property Built (as reflected in Santa Clara County records)

Select v
2000
* Occupant Type * Number of Bedrooms
Select ~ Select ~

* Number of Bathrooms

Select v
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4. Enter the required fields listed in the Add Unit form. The required fields are marked with a red asterisk
(*). The form cannot be saved until all the required fields are entered. Once all the required
information is entered, click the Submit button.

5. The Unit Inventory table will be updated. Each unit added to the inventory will have its own Action
menu displayed. If you made any error, use the three-dot Action button, select the Edit Unit
dropdown menu option, and correct the details. Repeat these steps to add all the units on your
property.

Unit Inventory
[ Export to Excel c\ Search. Q

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

Unit Site Address  Unit UnitFee Status  Occupancy Type Occupancy Start Daf Initial Monthly Rer Current Monthly Rer Date of LastRent Amountof Last  Services/Amenities Includet Rental Assistance Deed Restricted  Other Rent Action
Number Increase Rentincrease  with Rent unit Discounts
100 Palo Alto -
Avenue Palo Alto CA 1 Non-Exempt Occupied by Renter  09/15/2025 $1,000.00 $1,200.00 09/15/2025 $200.00 Electricity, Water No No Delete Unit E]
94301 US
Edit Unit
100 Palo Alto
Avenue Palo Alto CA 2 Non-Exempt Occupied by Owner  09/15/2025
94301 US v
. - » M 5 v items per page 120f2items &

6. Apply for any applicable Registration Fee exemptions for owner occupied units by clicking on the three dot
Action button. These will be reviewed by City Staff. Even though you can submit your rental registration, it will
be reviewed by City Staff.

Unit Inventory m

R Export to Excel ‘ iz Search. Q
Drag a column header and drop it here to group by that column
Unit Site Address  Unit UnitFee Status  Occupancy Type Occupancy Start Dal Initial Monthly Rer Current Monthly Rer Date of LastRent Amountof Last  Services/Amenities Includer Rental Assistance Deed Restricted  Other Rent Action
Number Increase Rentlincrease  with Rent Unit Discounts
100 Palo Afto -
Avenue Palo Alto CA 1 Nor-Exempt Occupied by Renter  09/15/2025 $1,000.00 $1,200.00 09/15/2025 $200.00 Electricity, Water No No No ill®
94301 US
100 Palo Afto
Avenue Palo AltaCA 2 Non-Exempt Occupied by Owner ~ 00/15/2025 Delete Unit E] ®
94301 US =
Edit Unit
] » w5 temsperpage tems ¢
Apply for Exemption
Use the My Cases section to view your annual registration and event reporting. @
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7. Enter the necessary information and hit Submit. This will be reviewed by the City Staff. You will
receive an email after submission with more details.

Apply for Exemption

Instructions:

Certain rental units are exempt from paying the Registration Fee. Please submit this form for each unit at the property that qualifies as exempt from the Registration Fee based on the reasons listed below. If you have any questions on whether your unit is exempt,

* Exemption Reason

O Unitis Owner Occupied

* Date of Exemption ®

09/15/2025

Document Upload(s)

Select files...

Comments

Declaration Statement

* | confirm/attest that the information provided here is true and correct to the best of my knowledge and that | am qualified to complete this form on behalf of the property/unit in question

Submitter's Info

* Full Name

John Doe

* Title

Owner

Cancel

8. The Unit Fee Status will indicate that an exemption has been applied. It will be updated to “Exempt”
once the exemption has been approved by City Staff.

Unit Inventory

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

Unit Site Address Unit UnitFee Status  Occupancy Type
Number

100 Palo Alto

Avenue Palo AltoCA 1 Non-Exempt Occupied by Renter

94301 US

100 Palo Alto —

AvenuePalo AltoCA 2 E:D 'E| o Oceupied by Owner

94301 US it

items per page

<< -

Occupancy Start Dai Initial Monthly Rer Current Monthly Rer Date of LastRent Amount of Last

00/15/2025

00/15/2025

$1,000.00

$1,200.00

Increase

09/15/2025

Rent Increase

$200.00

Add Unit
Eore)®) oo o

Servi ities Includet Rental Deed Restricted ~ Other Rent Action
with Rent unit Discounts
a
Electricity, Water No No No ®
@
v

120f2items
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Step 4: Submit Rental Registration

Before submitting the registration information for your property and units, please check the following:
o Property Contacts are accurate (Contacts section)
= There are an Owner Contact AND a Property Manager Contact
o All Units are added (Unit Inventory Section)
=  Unit Mailing Addresses are accurate
=  Unit Details provided are accurate
o Registration Fee exemption has been applied for all owner-occupied units.

1. Scroll to the top of the Property Overview page. Click on the Action button. Select the Submit Rental
Registration Dropdown menu option.

() PALOiALTO Q Type Here To Search | ownerpa v | B | @

My Dashboard

Overview = Back
Parcel Number : 123456789 Site Address : 100 Palo Afto Avenue Palo Alto CA 94301 US Year Built : 200 | SubmitRental Registration

Total Units Added 2 Property Status : Registration Open Violation Type

Report Property Ownership Change

INSTRUCTIONS TO REGISTER YOUR PROPERTY'S RENTAL UNITS

Step 1: Confirm Your Property Site Address(es).
Scroll down to the Address section
« I your property has more than one site address, click the green Add button and complete the address form for each location, click the green Add button and complete the address form to add any additional property site addresses.
- If all rental units share the same site address, proceed to Step 2.
Step 2: Update Owner and Property Manager Contact Information and Contact Preferences
Seroll down to the Contact section.
« Click the three dot Action button to the right of each property contact to edit or add names, addresses, phone numbers, and email addresses.
+ Ensure you have both an Owner contact and a Property Manager contact. If there is no Property Manager, indicate that the Property Manager information is the same as the Owner. You may add additional contacts if needed. It is recommended 1o use business contact information {rather
than personal) because contact details may be subject to disclosure under the California Public Records Act.

« Click the green Contact Preferences button to indicate your preferred Owner and Billing contacts

2. Complete the Submit Rental Registration affidavit form. You will be asked to confirm that the
information provided here is true and correct to the best of your knowledge and that you are qualified
to complete this form on behalf of the property in question.

Submit Rental Registration

Declaration Statement

nflrm./ane'ﬂ that the information provided here i true and correct to the best of my knowledge and that | am qualified to complete this form on behalf of the property in question

Submitter's Info

* Enter Full Name * Select Title

Select ~

Gancel m

3. Click Submit to submit the registration information for your property and units. You will receive an
email confirmation and this email will provide you with additional information.

23
If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.




Rental Registry Program Rental Property Owner/Property Manager User Guide -
Step 5: Confirm Your Property Status

Your property status will be updated once you submit. Review the property statuses and their meanings
below:

Property Status Meaning

Registration Open The registration of this property is still in open status. Provide
updated information about your property and submit for
registration.

Registration Denied The registration information for the property was submitted,
but staff is unable to process it at this time due to some
errors. Review registration information, make necessary
edits, and resubmit.

Unit Discrepancy The registration information for the property was submitted,
but the number of units you have added to the property
does not match with the Santa Clara County Assessor’s
records. Information is under review by staff. If you have any
questions, please email staff at rentalregistry@paloalto.gov.

Payment Pending The registration information for the property was submitted
and payment of registration fees is required to complete
registration.

Registration Completed The registration information for the property was submitted,
any required registration fees were paid. No further action is
required at this time.

Pending Staff Review The registration information for the property was submitted,
and there is an Owner-Occupied Unit Exemption request
present which is pending review. No further action is
required at this time.

Property Exempt The property was reviewed by staff and identified as exempt
from the requirement to register for a property specific
reason. If you have any questions, please email staff at
rentalregistry@paloalto.gov.
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Step 6: Pay Annual Registration Fees

Once the registration information for the property and units has been submitted, you may have to pay
registration fees and/or late fees. If your property status is displayed as Registration Completed, then your
property was marked by staff as a 100% affordable housing property and exempt from registration fees;

please proceed to Step 7. If your property status is displayed as Payment Pending, payment of fees is
necessary to complete registration.

(, PALO"ALTO Q, Type Here To Search | ownerpa v | M~ | @

My Dashboard

Overview  Back

Parcel Number : Test1703New Sile Address 789 Green Street East Palo Alto CA 94303 US Year Built 12013
Assessor Total Unit Count 5 Total Units Added 10! I Property Status : Payment Pending I
1. Scroll to the Documents section to find the invoice if you would like to print or download it for

future reference.

Documents + Add Document
Columns » [ Exporttobxcel & Searc Q
Drag a column header and drop it here to group by that column
Document Type Notes Created On Created By Action
N
Invoice 07/07/2025 System ]
v

“ P | M 10 v items per page 1-1 of 1items

2. Click on the Cart button displayed at the top right corner of the Property Overview page. You will be
directed to the My Cart screen.

(, PALO ALTO Q Type Here To Searc OwnerPA ~ | B~ E

Overview ~ Back

Parcel Number : Test1703New Site Address : 789 Green Street East Palo Alio CA 94303 US Year Built 12013

Assessor Total Unit Count 1 Total Units Added 0 Property Status payment Pending
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3.

O raLo aLto

My Dashboard

Click on the Proceed to Checkout button.

Q, Type Here To Searc OwnerPA v | v Iﬂ

o My Cart
My Cart (1)

PARCEL NUMBER DESCRIPTION

Rental Registry Program Inveice (Parcel # TESTTC44)
TESTTCA4 - Registration Fee

- Administrative Penalty Fee (15t Violation) Subfotal Due : 3
- Delinguency Penalty Fee (Monthly 10% Simple Interest) Subtotal Due

4.

O 50 aLto

My Dashboard

Review Order Payment
AMOUNT DUE ACTION ORDER TOTAL

$195.00

o

§ 15000

§ 4500

$195.00

Review the Order, select either Credit Card or Bank Account, and click on the Proceed to Pay button.

ownerPA v | B~ g

° My Cart

Review Order (1)

DESCRIPTION

Rental Registry Program Invoice (Parcel # TESTTC44)

- Registration Fee

- Administrative Penalty Fee (1st Violation) Subfotal Due : 3

- Delinquency Penalty Fee (Monthly 10% Simple Interest) Subtotal Due

o Review Order Payment
« Back To Cart
AMOUNT DUE ACTION ORDER TOTAL
$195.00
$0.00 T Total Amount
$150.00
$4500

$195.00

Select Payment Method
@ CreditCard @ Bank Account

PROCEED TO PAY

5. Once payment has been completed, a transaction reference number will be generated, and you will be
redirected back to your My Properties dashboard. You will also receive an email to confirm the successful

transaction and registration completion. Registration Fees are paid once per year, providing year-round 24/7
access to the Rental Registry Program portal for reporting events at your property.
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6. Scroll to the Documents section to find the receipt if you would like to print or download it for
future reference.

Documents dd Document

Columns » [ ExporttoExcel 2 Search... Q
Drag a column header and drop it here to group by that column
Document Type Notes Created On Created By Action
06/03/2025 test user =
Invoice 06/03/2025 System v
U L 10 ~  items per page 1-20f 2items
7. If the property and unit information submitted contains the correct unit count, the Property Status
will be updated to Registration Completed.
Step 7: Download Registration Completion Certificate (Optional)
1. If you would like a copy of your registration completion certificate, lick on the “Action” button
displayed on the top right corner and select “Download Registration Completion Certificate.”
(’ P‘ALO ALTO Q Type Here To Search | ownerPA v | B+

My Dashboard

Overview m — Back
Parcel Number 789235 site Address 120 Palo Alto Avenue Palo Alto CA 94301 US Year Built 1980 Download Registration Completion Certificate

Total Units Added i Property Status : Registration Completed

INSTRUCTIONS TO REGISTER YOUR PROPERTY'S UNITS

Step 1: Add Site Address. If the property has more than one site address, add additional street address(es) by clicking the green "Add" button next to "Address” (e.0., a building where each unit has a different street address). If ll the rental units on the property have the same site address, skip
to the next step.

2. You can click on “My Dashboard” at the top left of the Property Overview page to return to your
dashboard to view/register your other properties. Repeat these steps for any other properties.

| TombDoe v | B~

My Dashboard

Overview m «~ Back
Parcel Number 1 7890789020 Site Address : 850 Palo Alto Avenue Palo Alto CA 94301 US Year Built 1 2000
Total Units Added t2 I Property Status : Registration Completed I

INSTRUCTIONS TO REGISTER YOUR PROPERTY'S UNITS

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

Step 2: Update your Contact Information. Scroll down and click “Add Contact” to add necessary contacts (Primary Owner, Property Manager and Authorized Representative). 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. Use Action buttons next to each contact name to edit address and other contact information. Please use a business phone number and email when providing contact information. If you do not currently have a

separate business phone number, please consider making one. Contact information may be subject to public records requests under the California Public Records Act. After you have added both contacts, you must complete the “Contact Preferences” requirements to proceed

Step 3: Add Units. For properties with 3 to 9 units, scroll down to "Add Unit" and add ALL rental units that you own or manage to the Rental Registry one at a time. If you have fewer than three residential rental units on your property, you are not required to register your property or units at this
time. If you have ten or more units, please click the “Bulk Upload® to complete a spreadsheet version of the online forms included in this portal

Note: If you register a different number of units for a property than the assessor's office currently has on record, City staff may contact you for more information. Please contact the County of Santa Clara directly to make sure all assessor's records for your properties are up to date.

Step 4: Submit Rental Registration. After you have added ALL rental units that you own or manage to the Rental Registry, use the property “Action” button at the top-right of this page to submit your registration form. Note that this button will only be displayed if you have entered all required
contact information. After submitting, your “Property Status will be updated

Step 5: Check your email. The City will review your registration form and you will receive an email notifying you whether your registration process is considered complete (no further action needed) or incomplete (further action needed). If the registration is considered incomplete for any reason,
City staff will contact you via email with further instructions to complete your registration.
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ANNUAL REGISTRATION RENEWAL PROCESS

If you previously registered a property and units in a prior Program Year, then this property undergoes
annual registration renewal. During the annual open registration period (Fall through early Winter), follow
the steps below to complete your annual registration renewal process on time to avoid late fees and
penalties.

Portal Login

Log into your account in the Rental Registry Program online portal. Your “My Dashboard” screen should be
visible, and your property or properties will be displayed in Registration Open status.

(’ (P‘A‘LB:ALTO Q@ Type Here To Search | OwnerPA v | FAw | ?

My Dashboard

My Properties

SortBy Parcel AddressAsc v

Parcel Number: 123456789 Parcel Number: 789235 Parcel Number: Payment1 Parcel Number: SIGN

Site Address: 100 Palo Alto Avenue Palo Alto CA 94301 US Site Address: 120 Palo Alto Avenue Palo Alto CA 94301 US Site Address: 200 Palo Alto Avenue Palo Alto CA 94301 US Site Address: 2000 Palo Alto Avenue Palo Alto CA 94301
us

Property Stalus: Registration Open Property Status: . 0 T 00 Property Status: ' © Tt
Property Status: " 7"

28
If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.




Rental Registry Program Rental Property Owner/Property Manager User Guide

Step 1: Confirm Your Property Site Address(es)

Scroll to the Address section.

1. If your property has more than one site address, click the green Add button and complete the address form for

each location.

2. If all rental units share the same site address, proceed to Step 2.

Address

<& MenlaPark

s >
Map  Satellite

Address

&

> DOWNTowN &
MENLO PARK & 100 Palo Alto Avenue Palo Alto CA 94301 US
fbﬁ
oy,
",
70 NealonPark
£ >
‘7’39‘:‘%’32 &
A &
ALLIED ARTS
o, Jackw,
e Lyle Park
K =
: & T,
§ Aoy
\ ¥ PRO S DI
g AR *‘ﬁ & e W
5 S o ¥ A Eizak
Tots 5.\, Koyttt shors Mg it £20723 @b, s, Riport amip arr

L

Step 2: Update Owner and Property Manager Contact Information and Contact Preferences

Scroll to the Contact section.

1. Click the three-dot Action button to the right of each property contact to edit or add names, addresses, phone

numbers, and email addresses.

Contacts

Columns  »

Phone Number

Email

‘Add Contact Add Contact Preference

c ‘ Search.. Q

Contact Preference Action

Associated to asset as Contact Type Name Address
e iR % i 200 Palo Alto Avenue Palo At — i Billing Contact,Primary Owner -
wner Individual wner CA 04301 US (658) ownerpaa@3diemail.com Contaet
B o vl o e 200 Palo Alto Avenue Palo Alto T TR ] )
roperty Manager Individual wner cxGEt LS (658) ownerpaa@3diemail.com N

< - | 5 Y i per page 120f20tems &

=

2. Ensure you have both an Owner contact and a Property Manager contact. If there is no Property Manager,

indicate that the Property Manager information is the same as the Owner. You may add additional contacts if
needed. It is recommended to use business contact information (rather than personal) because contact details

may be subject to disclosure under the California Public Records Act.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-

techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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3. Click the green Contact Preferences button to indicate your preferred Owner and Billing contacts.

Contacts Add Contact Add Contact Preference
Columns » E] Search Q
Associated to asset as Contact Type Name Address Phone Number Email Contact Preference Action
Owner Individual Owner PA 200 Palo Ao Avenue Palo A0 (¢ sy 765 6537 ownerpaa@3diemail com Billing Contact,Primary Owner “
CA 94301 US 655 pase Contact
200 Palo Alto Avenue Palo Alto ;
Property Manager Individual Owner PA (658) 7656832 ownerpaa@3diemail com
CA 94301 US v

“« 4 - 5 ~  items per page

Step 3: Update or Add Units

Scroll to the Unit Inventory section.

1-20f2items O

1. If all units are already listed, click the three-dot Action button next to each unit to update details—especially
occupancy type, rent amount, date of last rent increase, and other information likely to have changed in the

past year. Ensure all data is accurate and current.
Unit Inventory

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

Unit Site Address Unit Unit Fee Status Qccupancy Type Occupancy Start Dal Initial Monthly Rer Current Monthly Rer Date of LastRent Amount of Last
Number Increase Rent Increase
100 Palo Alto
Avenue Palo Alto CA 1 Non-Exempt Occupied by Renter 00/15/2025 $1,000.00 $1,200.00 00/15/2025 $200.00
94301 US
100 Palo Alto Agplied
Avenue Palo AtoCA 2 S Occupied by Owner  00/15/2025
Exemption

94301 US

« < > o 5 ~  items per page

Add Unit
@ Export to Excel ‘ [ Search Q

Services/Amenities Include: Rental Assistance Deed Restricted ~ Other Rent Action
with Rent Unit Discounts
a
Electricity, Water No No Delete Unit E] @
Edit Unit
P @
v

1-2of2items &

2. To add units, click the green Add Unit button and complete the form for each unit individually.

Unit Inventory

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

Unit Site Address  Unit UnitFeeStatus  OccupancyType  Occupancy Start Dat Initial Monthly Rer Current Monthly Rer Date of LastRent Amount of Last
Number Increase Rent Increase
100 Palo Alto
Avenue Palo Alto CA 1 Non-Exempt Occupied by Renter | 00/15/2025 $1,000.00 $1,200.00 00/15/2025 $200.00
94301 US
100 Palo Alto R
Avenue Palo Alto CA 2 L Oceupied by Owner  09/15/2025
Exemp'\ﬂﬂ

94301 US

‘W - « ftems per page

@ Export to Excel o Search..

Services/Amenities Includet Rental Assistance Deed Restricted  Other Rent Action
with Rent Unit Discounts
a
Electricity, Water No No No i ®
@
v

120f2items |
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3. If you have 10 or more units to add, you may use the green Bulk Import tool to complete a spreadsheet version
of the unit inventory form (up to 100 units per spreadsheet).

Unit Inventory

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

Unit Site Address Unit Unit Fee Status ~ Occupancy Type
Number
100 Palo Alto
Avenue Palo Alto CA 1 Non-Exempt Occupied by Renter
94301 US
100 Palo Alto P
ied for
Avenue Palo AltoCA 2 ESepm tion Occupied by Owner
94301 US "

N - B

~  items per page

Occupancy Start Daf Initial Monthly Rer Current Monthly Rer Date of Last Rent  Amount of Last

09/15/2025

09/15/2025

$1,000.00

$1,200.00

Increase

09/15/2025

Rent Increase

$200.00

ies Includer Rental

Bulk Import
B Export to Excel E] Search... Q

with Rent

Electricity, Water

No

DeedRestricted ~ Other Rent Action
Unit Discounts
a
No No P e
@
v

120f2items ()

4, Apply for any applicable Registration Fee exemptions for owner occupied units by clicking on the three dot
Action button. These will be reviewed by City Staff. Even though you can submit your rental registration, it will
be reviewed by City Staff.

Unit Inventory

Drag a column header and drop it here to group by that column
Unit Site Address Unit Unit Fee Status
Number

100 Palo Alto
Avenue Palo AltoCA 1
94301 US

Nor-Exempt

100 Palo Alto
Avenue Palo AlloCA 2
94301 US

38 - BRI

Non-Exempt

v items per page

Oceupancy Type

Occupied by Renter

Occupied by Owner

Occupancy Start Dal Initial Monthly Rer Current Monthly Rer Date of Last Rent  Amount of Last
Rent Increase

09/15/2025

09/15/2025

Use the My Cases section to view your annual registration and event reporting.

$1,000.00

$1,200.00

Increase

09/15/2025

$200.00

‘ R Export to Excel E] Search. Q

Services/Amenities Include( Rental Assistance Deed Restricted ~ Other Rent Action

with Rent

Electricity, Water

No

Unit Discounts

a
No No P e
Delete Unit E] <
v
Edit Unit

items &
Apply for Exemption
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5. Enter the necessary information and hit Submit. This will be reviewed by the City Staff. You will
receive an email after submission with more details.

Apply for Exemption

Instructions:

Certain rental units are exempt from paying the Registration Fee. Please submit this form for each unit at the property that qualifies as exempt from the Registration Fee based on the reasons listed below. If you have any questions on whether your unitis exempt,

* Exemption Reason

© Unitis Owner Occupied

* Date of Exemption @

09/15/2025 E

Document Upload(s)

Select files...

Comments

Declaration Statement
* | confirm/attest that the information provided here is true and correct to the best of my knowledge and that | am qualified to complete this form on behalf of the property/unit in question

Submitter’s Info
* Full Name * Title

John Doe Owner ~

i

6. The Unit Fee Status will indicate that an exemption has been applied. It will be updated to “Exempt”
once the exemption has been approved by City Staff.

Unit Inventory
(@3] = a

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

Unit Site Address Unit Unit Fee Status  Occupancy Type Occupancy Start Dai Initial Monthly Rer Current Monthly Rer Date of LastRent Amount of Last  Servi ities Includer Rental Assit Deed Restricted  Other Rent Action
Number Increase Rentincrease  with Rent Unit Discounts
100 Palo Alto a
Avenue Palo AltoCA 1 Non-Exempt Occupied by Renter  09/15/2025 $1,000.00 $1,200.00 09/15/2025 $200.00 Electricity, Water No No No i 4
94301 US o
100 Palo Alto ——
AvenuePalo AltoCA 2 E:“ 'E| ~ Occupied by Owner  09/15/2025 P @
94301 US st e
v
“« o« s 5 ~  items per page 120f2items

7.  If the number of units you register differs from the County Assessor’s records, City staff may contact you for
clarification.
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Step 4: Submit Rental Registration

Before submitting the registration information for your property and units, please check the following:
o Property Contacts are accurate (Contacts section)
= There are an Owner Contact AND a Property Manager Contact
o All Units are added (Unit Inventory Section)
=  Unit Mailing Addresses are accurate
=  Unit Details provided are accurate
o Registration Fee exemption has been applied for all owner-occupied units.

1. Scroll to the top of the Property Overview page. Click on the Action button. Select the Submit Rental
Registration Dropdown menu option.

() PALO ALTO Q Type Here To Search | ownerpa v | B | @
My Dashboard
Overview — Back
Parcel Number : 123456789 Site Address : 100 Palo Alto Avenue Palo Alto CA 94301 US Year Built : 200§ | SubmitRental Registration
Total Units Added i 2 Property Status : Registration Open Violation Type : Report Property Ownership Change

INSTRUCTIONS TO REGISTER YOUR PROPERTY'S RENTAL UNITS

Step 1: Confirm Your Property Site Address(es).
Scroll down to the Address section
« I your property has more than one site address, click the green Add button and complete the address form for each location, click the green Add button and complete the address form to add any additional property site addresses.
- If all rental units share the same site address, proceed to Step 2.
Step 2: Update Owner and Property Manager Contact Information and Contact Preferences
Seroll down to the Contact section.
« Click the three dot Action button to the right of each property contact to edit or add names, addresses, phone numbers, and email addresses.
+ Ensure you have both an Owner contact and a Property Manager contact. If there is no Property Manager, indicate that the Property Manager information is the same as the Owner. You may add additional contacts if needed. It is recommended 1o use business contact information {rather
than personal) because contact details may be subject to disclosure under the California Public Records Act.

« Click the green Contact Preferences button to indicate your preferred Owner and Billing contacts

2. Complete the Submit Rental Registration affidavit form. You will be asked to confirm that the
information provided here is true and correct to the best of your knowledge and that you are qualified
to complete this form on behalf of the property in question.

Submit Rental Registration

Declaration Statement

nflrm./ane'ﬂ that the information provided here i true and correct to the best of my knowledge and that | am qualified to complete this form on behalf of the property in question

Submitter's Info

* Enter Full Name * Select Title

Select ~

Gancel m

3. Click Submit to submit the registration information for your property and units. You will receive an
email confirmation and this email will provide you with additional information.
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Step 5: Confirm Your Property Status

Your property status will be updated once you submit. Review the property statuses and their meanings
below:

Property Status Meaning

Registration Open The registration of this property is still in open status. Provide
updated information about your property and submit for
registration.

Registration Denied The registration information for the property was submitted,
but staff is unable to process it at this time due to some
errors. Review registration information, make necessary
edits, and resubmit.

Unit Discrepancy The registration information for the property was submitted,
but the number of units you have added to the property
does not match with the Santa Clara County Assessor’s
records. Information is under review by staff. If you have any
questions, please email staff at rentalregistry@paloalto.gov.

Payment Pending The registration information for the property was submitted
and payment of registration fees is required to complete
registration.

Registration Completed The registration information for the property was submitted,
any required registration fees were paid. No further action is
required at this time.

Pending Staff Review The registration information for the property was submitted,
and there is an Owner-Occupied Unit Exemption request
present which is pending review. No further action is
required at this time.

Property Exempt The property was reviewed by staff and identified as exempt
from the requirement to register for a property specific
reason. If you have any questions, please email staff at
rentalregistry@paloalto.gov.
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Step 6: Pay Annual Registration Fees

Once the registration information for the property and units has been submitted, you may have to pay
registration fees and/or late fees. If your property status is displayed as Registration Completed, then your
property was marked by staff as a 100% affordable housing property and exempt from registration fees;

please proceed to Step 7. If your property status is displayed as Payment Pending, payment of fees is
necessary to complete registration.

(, PALO"ALTO Q, Type Here To Search | ownerpa v | M~ | @

My Dashboard

Overview  Back

Parcel Number : Test1703New Sile Address 789 Green Street East Palo Alto CA 94303 US Year Built 12013

Assessor Total Unit Count 5 Total Units Added 10! I Property Status : Payment Pending I

1. Scroll to the Documents section to find the invoice if you would like to print or download it for
future reference.

Documents + Add Document
Columns » [ Exporttobxcel & Searc Q
Drag a column header and drop it here to group by that column
Document Type Notes Created On Created By Action
N
Invoice 07/07/2025 System ]
v

“ P | M 10 v items per page 1-1 of 1items

2.  Click on the Cart button displayed at the top right corner of the Property Overview page. You will be
directed to the My Cart screen.

(, PALO ALTO Q Type Here To Searc OwnerPA ~ | B~ E

Overview ~ Back

Parcel Number : Test1703New Site Address : 789 Green Street East Palo Alio CA 94303 US Year Built 12013

Assessor Total Unit Count 1 Total Units Added 0 Property Status payment Pending
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3. Click on the Proceed to Checkout button.

(, PA L(; ALTO

My Dashboard

Q Type Here To Search

e @

Owner PA v

° My Cart
My Cart (1)
PARCEL NUMBER DESCRIPTION
Rental Registry Program Invoice (Parcel # TESTTC44)
TESTTC44 - Registration Fee

- Administrative Penalty Fee (1t Violation) Subtotal Due: 3
- Delinquency Penalty Fee (Monthly 10% Simple interest) Subtotal Due

Review Order

Payment

AMOUNT DUE

ACTION ORDER TOTAL
$195.00
S
150.00
§ 4500

$195.00

4. Review the Order, select either Credit Card or Bank Account, and click on the Proceed to Pay button.

OraLo aLto

My Dashboard

Q, Type Here To Search OwnerPA v | B~ | ﬁ

° My Cart

Review Order (1)

DESCRIPTION

Rental Registry Program Invoice (Parcel # TESTTC44)

- Regisiration Fee

- Administrative Penalty Fee (1t Violation) Subtotal Due : 3

- Delinguency Penalty Fee (Monthly 10% Simple interest) Subtotal Due

o Review Order Payment
« Back ToCart
AMOUNT DUE ACTION ORDER TOTAL
$195.00
$0.00 Retoe Total Amount
$ 150,00

$4500

$195.00

Select Payment Method
@ CreditCard @ Bank Account

PROCEED TO PAY

5. Once payment has been completed, a transaction reference number will be generated, and you will be
redirected back to your My Properties dashboard. You will also receive an email to confirm the successful
transaction and registration completion. Registration Fees are paid once per year, providing year-round 24/7
access to the Rental Registry Program portal for reporting events at your property.
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6. Scroll to the Documents section to find the receipt if you would like to print or download it for
future reference.

Documents + Add Document
Columns » [ ExporttoExcel 2 Search.. Q

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

Document Type Notes Created On Created By Action

Payment Receipt

>

06/03/2025  test user

Invoice 06/03/2025 System

v
“ 4 >k 10 v items per page

1-20f 2items

7. If the property and unit information submitted contains the correct unit count, the Property
Status will be updated to Registration Completed.

Step 7: Download Registration Completion Certificate (Optional)

If you would like a copy of your registration completion certificate, lick on the “Action” button displayed on the top
right corner and select “Download Registration Completion Certificate.”

(’ PALOi ALTO

Q Type Hera To Search | OwnerPA v | B~

My Dashboard

Overview

Parcel Number 789235 site Address 120 Palo Alto Avenue Palo Alto CA 94301 US Year Built 1980 Download Registration Completion Certificate
Total Units Added H -

Property Status : Registration Completed

INSTRUCTIONS TO REGISTER YOUR PROPERTY'S UNITS

Step 1: Add Site Address. If the property has more than one site address, add additional street address(es) by clicking the green "Add" button next to "Address” (e.0., a building where each unit has a different street address). If ll the rental units on the property have the same site address, skip
to the next step.
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REQUIRED REPORTING OF PROPERTY OWNERSHIP CHANGES

Sale of a property resulting in an Ownership Change must be reported within ten (10) calendar days of the
sale through the Rental Registry Program online portal. Follow the steps below to Report a Property
Ownership Change.

Report Property Ownership Change

1. Click on the green Action button at the top of the Property Overview page and select Report
Property Ownership Change from the dropdown menu.

(’ P‘ALO_ALTO Q Type Here To Search | ownerPA v | Mv | P

My Dashboard

Overview ~ Back
Parcel Number : TestNOA Site Address : 397 Oakdale Avenue East Palo Alto CA 94303 US Year Built : 2005 | Submit Rental Registration

Assessor Total Unit Count 1 Total Units Added 10 Property Status : Reg\s|| Report Property Ownership Change

2. Complete the Report Property Ownership Change form (required fields are marked with a red
asterisk) and click Submit.

Report Property Ownership Change x

Property owners, property managers, and/or authorized representatives must report when there is a change in property ownership. The timeframe to report this event s within ten calendar days of the close of escrow.

New Owner Contact Information

* New Owner Name * New Owner Email
John Doe johndoe@3diemail.com
New Owner Phone * Date of Ownership Transfer @

07/07/2025 m

New Owner Mailing Address
* Street Address

200 Palo Alto Avenue

Apt/Unit Name

2
* city
Palo Alto

* State

cA

* ZIP Code

90001

Upload File

Select files...

Declaration Statement
* | confirmy/attest that the information provided here s true and correct to the best of my knowledge and that I am qualified to complete this form on behalf of the property in question
Submitier’s Information

* Full Name * Title

Tom Doe Property Owner v

Cencel m
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3. A Success message will be displayed on the screen. You will also receive a confirmation email with
further details. City staff will review the reporting and may contact you if further information is
required. Once approved, the property will be disassociated with your account, but the information
on the property and units will be retained in the portal for future use by the new property owner.

Success

V)

Your case has been submitted
successfully.

Please refer to the case number NOA2024-2542400 for
future reference.
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REQUIRED REPORTING OF EVENTS
Report Rent Increase

1. From your portal dashboard, open the Property Overview page for the unit where the rent increase
applies. In the Unit Inventory section, locate the unit and click the three dot Action button on the
right. A list of available actions will appear. Select the Report Rent Increase dropdown menu option.

Unit Inventory

[ Export to Excel E] Search... Q

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

Unit Site Address  Unit UnitFee Status  Occupancy Type Occupancy Start Dat Initial Monthly Rer Current Monthly Rer Date of LastRent AmountofLast  Services/Amenities Include( Rental Assistance Deed Restricted ~ Other Rent Action
Number Increase Rentincrease  with Rent Unit Discounts

120Palo Alto Outdoor private space, i
Avenue Palo Alto CA 1 Non-Exempt Occupied by Renter  00/04/2024 $1,000.00 $1,500.00 00/03/2024 $500.00 Pool/spap pags Yes Yes Report Rent Increase l =

94301 US
Report Notice to Quit

v
« > | 5 ~  items per page Report Unlawful Detainer  f1items ¢

Report Eviction

Use the My Cases section to view your annual registration and event reporting Report Rent Decrease

()

2. The Report Rent Increase form will open. Carefully read the instructions, complete all the form fields
(required fields are marked with a red asterisk), and click Submit. No document uploads are needed
for rent increase reporting.

Report Rent Increase

Required Reporting

Instructions
Under Palo Alto Municipal Code Chapter 9.65, property owners, property managers of authorized representatives are required to report rent increases for a renter (including upon lease renewal) using this form within ten (10) calendar days of the sffective date of the increased rent

Prior Monthly Rent

$1,500.00

* Monthly Rent Increase Amount @

$200.00

*New Rent i Increase

$1,700.00

* Rent Increase Effective Date @

09/15/2025 E

Under the California Tenant Protection Act of 2019, most rental units are subject to a maximum annual rent of 5% plus the! Price Index (GP1), or i is lower. GPI fiation and is calculated based on regional data published by the U.S. Bureau of Labor Statistics.

Rent Increase Percentage

13.33%

Comments

Declaration Statement

@ *| confim/attest that the information provided here is true and correct to the best of my knowiedge and that | am qualified to complete this form on behalf of the property in question

Submitter's Info
* Full Name *Title
John Doe Owner v

|

3.  You will receive a confirmation email that your reporting was submitted.
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Report Notice to Quit

1. From your portal dashboard, open the Property Overview page for the unit where the notice to quit
applies. In the Unit Inventory section, locate the unit and click the three dot Action button on the
right. A list of available actions will appear. Select the Report Notice to Quit dropdown menu option.

Unit Inventory

(o)) e a

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

Unit Site Address UnitNumber 1 Unit Fee Status Occupancy Type Occupancy StartDate  Initial Monthly Rent ~ Current Monthly Rent  DateofLastRent  Amountof LastRent ~Services/Amenities Included with Rental Assistance  Deed Restricted Unit  Other Rent Discounts  Action

Increase Increase Rent
120 Palo Atto Avene .
1 Non-Exempt Oceupied by Renter 00/04/2024 $1,000.00 §1500.00 09/03/2024 $500.00 Outdoor private space, Pool/spa | Ves Yes Report Rent Increase i@

Palo Alto CA 94301 US -

Report Notice to Quit
3 - v | 5 ~  items per page Jor1iems &

Report Uniawful Detainer

Use the My Gases section to view your annual registration and event reporting. Ropiort Evction

Report Rent Decrease

2. The Report Notice to Quit form will open. Carefully read the instructions, complete all the form fields
(required fields are marked with a red asterisk), and click Submit. No document uploads are needed
for Notice to Quit reporting.

Report Notice to Quit X

Required Reporting
Instructions
Under Palo Alto Municipal Code Chapter 9.65, property owners, property managers, or authorized representatives are required to report the issuance of a notice to quit using this form within ten (10) calendar days of issuance to a renter.

* Notice to Quit Issued

Yes 3 No

Declaration Statement
(T) *1 confirm/attest that the information provided here is true and correct to the best of my knowledge and that | am qualified to complete this form on behalf of the property in question
Submitter's info

* Full Name *Title

Select v

-

3. You will receive a confirmation email that your reporting was submitted.
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If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Report Unlawful Detainer

1. From your portal dashboard, open the Property Overview page for the unit where the unlawful
detainer applies. In the Unit Inventory section, locate the unit and click the three dot Action button

on the right. A list of available actions will appear. Select the Report Unlawful Detainer dropdown
menu option.

Unit Inventory

@ Export to Excel E] Search, Q

Draga column header and drop it here o group by that column

Uit Ste Address Unit Number + Unit Fee Status Occupancy Type Oceupancy Start Date  Initial Monthiy Rent ~ Current Monthiy Rent  Dateof LastRent  Amount of LastRent  Servi i with Rental Assist Unit  Other Rent Discounts  Action
Increase Increase Rent
120 Palo Atto A a
izt NonExempt Occupied by Renter 00/04/2024 $1,00000 $1500.00 09/02/2024 50000 Outdoor private space, Pool/spa  Yes Yes Report Rent Inerease B ®
Palo Alto CA 94301 US v
Report Notice to Quit
Report Uniawful Detainer
Use the My Gases section to view your annual registration and event reporting. aport Eviction,

Report Rent Decrease

2. The Report Unlawful Detainer form will open. Carefully read the instructions, complete all the form
fields (required fields are marked with a red asterisk), and click Submit. No document uploads are
needed for Unlawful Detainer reporting.

Report Unlawful Detainer x

Required Reporting

Instructions

Under Palo Alto Municipal Code Chapter 9.65, property owners, property managers, or authorized representatives are required to report the filing of an unlawful detainer using this form within ten (10) calendar days of filing.

* Unlawful Detainer Filed

Yes D No
Declaration Statement
[ * 1 confirm/attest that the information provided here is true and correct to the best of my knowledge and that | am qualified to complete this form on behalf of the property in question.

Submitter’s Info
* Full Name *Title

Select v

Cange] m

3.  You will receive a confirmation email that your reporting was submitted.

42

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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Report Eviction

1. From your portal dashboard, open the Property Overview page for the unit where the eviction
occurred. In the Unit Inventory section, locate the unit and click the three dot Action button on the
right. A list of available actions will appear. Select the Report Eviction dropdown menu option.

Unit Inventory

a
Drag a column header and rop t here o group by that column
Uit Site Address UnitNumber 1 UnitFeeStatuis  Occupancy Type Occupancy StartDate  Inital Monthly Rent  Current Morthly Rent  Dafeof LastRent  Amount of Last Rent i i Ot Rent Discounts  Action
Increase Increase Rent
120 Palo Atto A
. A Non-Exempt Occupied by Renter 09/04/2024 5100000 $1,500.00 09/03/2024 $500.00 Outdoor private space, Pool/spa | Yes Yes Report Rent Increase: B -
Palo Alfo CA 94301 US =

Report Naticeto Quit
.-. w| B v items per page lofiitems O

Report Unlawful Detainer

Use the My Cases section to view your annual registration and event reporting. Report Eviction

Report Rent Decrease

2. The Report Eviction form will open. Carefully read the instructions, then select the eviction type: At
Fault Just Cause or No Fault Just Cause. Complete all the form fields (required fields are marked with
a red asterisk) and click Submit. No document uploads are needed for Eviction reporting.

Required Reporting

Instructions

Under Palo Alto Municipal Code Chapter 9.65, property owners, property managers, or authorized representatives must report an eviction using this form within ten (10) calendar days of occurrence.

The City of Palo Alto regulates the lawful reasons for evictions for many rental units. These reasons are referred to as “just cause” eviction reasons and fall into two categories. One type of just cause eviction is when the renter is "at-fault” for non-compliance with their
rental agreement; the other is a "no-fault” eviction based upon things not within the renter's control.

* What Type of Eviction are you reporting? @

) At-Fault Just Cause Eviction O) No-Fault Just Cause Eviction

* When was the notice to terminate the tenancy issued? @

MM/DD/YYYY m

* What is/was the date to vacate the unit? @
MM/DD/YYYY m
Declaration Statement
() * I confirm/attest that the information provided here is true and correct to the best of my knowledge and that | am qualified to complete this form on behalf of the property in question.
Submitter's Info

* Full Name * Title

Select ~

o
——

3.  You will receive a confirmation email that your reporting was submitted.
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If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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OPTIONAL REPORTING OF EVENTS

In response to requests by rental property owners and property managers, the Rental Registry Program
online portal can also be used to optionally report additional events, such as a Rent Decrease.

Report Rent Decrease

1.

2.

3.

From your portal dashboard, open the Property Overview page for the unit where the rent decrease
occurred. In the Unit Inventory section, locate the unit and click the three dot Action button on the
right. A list of available actions will appear. Select the Report Rent Decrease dropdown menu option.

Unit Inventory

Q
Drag a column header and drop it here-{o group by that column
Ui Site Address Urit Number 1 Unit Fee Status Occupancy Type Occupancy Start Date  Inital Monthly Rent  Current Monthly Rent  Date of LastRent  Amount of Last Rent i vith i Other Rent Di Action
Increase Increase Rent
120 Palo Alto Avenue B
e 047 i ¥ ®
Limms il i Non-Exempt Occupied by Renter 09/04/2024 $1,000.00 $1,500.00 09/03/2024 $50000 Outdoor private space, Pool/spa  Yes Yes Report Rent Increase
Report Notice to Quit
s - > || B ~ items per page lofitems @

Report Unlawful Detainer

Use the My Cases section to view your annual registration and event reporting. Report Eviction

Report Rent Decrease

The Report Rent Decrease form will open. Carefully read the instructions, complete all the form fields
(required fields are marked with a red asterisk), and click Submit. No document uploads are needed
for Rent Decrease reporting.

Report Rent Decrease X

Optional Reporting

Instructions

It is optional for property owners, property managers or authorized representatives to report any rent decrease for a renter using this form.
Prior Monthly Rent

$1,000.00

* Monthly Rent Decrease Amount ®

$100.00

* New Current Monthly Rent Amount following Rent Decrease

$900.00

* Rent Decrease Effective Date @

07/07/2025 B

Rent Decrease Percentage

-10.00%

Comments

Declaration Statement

* 1 confirm/attest that the information provided here is true and correct to the best of my knowledge and that | am qualified to complete this form on behalf of the property in question.

* Full Name * Title

John Doe Owner ~

Cancel Submit

You will receive a confirmation email that your reporting was submitted.

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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THANK YOU!

If you have questions about the Rental Registry Program, contact the City of Palo Alto at rentalregistry@paloalto.gov _or visit
www.paloalto.gov/rentalregistry. For specific registration technical support, contact the Rental Registry Program HelpDesk at pa-rentalregistry-
techsupport@engagehelpdesk.com or visit https://paloalto.3diengage.com/support/.
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