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| received a letter from the Oxnard Rent Stabilization & Just Cause Eviction
Program

You received a letter from Oxnard Rent Stabilization & Just Cause Eviction Program 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 Oxnard Rent Stabilization & Just Cause Eviction
Program

Once the property is registered, all changes to contact information, unit occupancies, monthly rents, etc.
should be reported to Oxnard 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/I have sold my property. What should | do?

If you received a letter from the Oxnard Rent Stabilization & Just Cause Eviction Program requesting you
to register your rental property and you are no longer the owner, please contact the Oxnard Rent
Stabilization & Just Cause Eviction Program 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 Oxnard Rent Stabilization & Just Cause Eviction Program to inform them. You may be
asked for additional details/information so the records can be updated.
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| am the current property owner. What should | do?

If you received a letter from the city of Oxnard Rent Stabilization & Just Cause Eviction Program
requesting you to register your rental property and you are the current owner, then you are responsible
for registering the property.

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

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

OXNARD

=

Welcome to the
City of Oxnard Rent Registry

Pursust 10ihe Cly of Conad's Rent Siatilzaton s Jt Cause EVicion Osirances

SPCUTe (AR WHErs ROTNICS (30 (egrees

or parcel numiber to vew properly
an account

Reat Regesiry inio and FAQS

3. Click on the Register button to create a login to the Rent Stabilization & Just Cause Eviction
Program website.
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OXNARD

L 2]

Forgot Password?

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

OXNARD
~—

REGISTRATION

Aiinady bagtite ot T togin

> 14

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

S
REGISTRATION

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.

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

OXNARD a Ghvei valari -
—
My Properties m
m = SakBy Parcelbomortar

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

Add Property CITY OF OXN
O x N A\ R D LJL!{EFLIE\TO&I’?SFC?[XEE“( TICN PROGRAM

12 MAIN 8T

- » 1A
‘-——\_"/.;I-,:.w OXNARD, CALIFORNIA 90001

Property Contact Type®

Select w |
Property Addres: 123 Main o
Ounard CA 90001 1S
Parcel Number® JANE DOE Parcel #1 Account b:
1234 EAST FAIR DAKS ST 1051460
WEST COVINA CA 91234 PIN: 70167
Parcel Number Willng Perod: 712015 - 630 2026
Pin*
EnterPin
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4.

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

CITY OF

OXNARD
""'i_f-:/z@;m

RITESH SAHU
123 WILLIAM STREET
MANHATTAN NEW YORK NY 10038

CITY OF OXNARD

CITY OF OXNARD - RENT STABILIZATION PROGRAM
435 SOUTH D STREET
OXNARD, CALIFORNIA 93030

Property Address: 4710 CLOYNE ST
OXNARD CA 93033 US

T T D )
Parcel # { Account #: 2220142145

PIN: 350967

UL T Sk

Billing Period: 7/1/2025 - 6/30/2026

October 23,2024
Dear RITESH SAHU,

Effective June 2, 2022, the City adopted Ordinances No. 3012 & 3013 known as the Rent Stabilization
and Just Cause Eviction Ordinances (“Ordinances”). Under the Ordinances, the City shall create a rental
registry and all landlords with rental units in the City shall complete and submit registration forms for

aarh rantal ninit

5. Your property will appear on your dashboard as shown below. Repeat these steps for each

property that you are required to register.
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Q Tyme Hare To Searck Giset Valero v B
i ==
= = Swtdy Parce Namiter st v

Pacesl Burmbar fost0l L0

Ste Addrem: 554 Mawniain View fvenue Dxnard CA 93030,

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

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

(‘],\NAF{D QT rlere T Seans et Valarks v | B
——
My Properties m
1 ] SOEy Pwel umnar s
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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.

OXNARD

Q Tiyp= Heee Sean Gisel Valerie

L

Overview - — Bark

Primary Parcel Sits Address + B54 Mauntain View Avenue Cnard CA F3050 US ear Built
Cawneil Distriet i Fremeont Asveisar Total Unit Count i Tetal Units Added : 0
Praparty Statue + Preparing for Registration

|NSTRUCTIONS TO REGISTES YOUE PRODERTY

Stop 1: Add Site Addeuss. If the pioparty has mars than ona sita address, add adeitional strect addmssius) by clicking the Hua Add® button nast

ddrass” (9.9, 3 cuplexwens esch

It has = Hfersnt stroat address). =

t the rertal units on tha property have the mma sita ddress, skip ta tha next

g

Step 2: Update your Gartat InFarmation, Scioil down ani click Asd Carta
ma 25 for the Dwner, AFter you have addad Bath oo

mary Qener and Froperty Manager contact, It there is ne Froperty M
& sheus raglstratien requirsments.

er, TEN you can I cal Progerty Mana ger ontact

matinn is tha 5=

Stap 3t Add Unite, Soroll cown 1o id Lnit and 3dd ALL rental

s 1t ¥ o or manage to the Rerital Reglstry  After sodin

5 the Rentzl Registry .you may l SUCERTyY 35 SR, o Clalm indiuiust uritis) exempt

Applyfor an i you bah r antira property may bo
cHin” button to epaly for an exempelon for Individy,

ing tha Rental Fegistry Fee. then usa the tilus property Action” button = th top-right of this page ta apply for 3 proparty exematian. B you balieve anly cortain unlts on tha propasty may be sxempt. use sach

Step 5: Subeit Rental Registration. After you have soded ALL rertal units That you own O Manage to the Rentsl Registry sndfor spolied for any exemptions, use 1
updated

ve propeTy hition” buth

top-right of this page 1o

DT your ragistration Tarme After SUBMITEIng. your Bropemy Status will ke

determing the status of your rental ur

Stap 6: kit Fusther Inetraction. The Dy will review your registration Term and claim of exsmption(s), if applcable, 1o ensue & ation or action is needed ta complete

your registration.

ity Saf? will e in CONtact with you after Decembs 31, J024 ¥ any further It
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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.

v

that the Property Hanage

["Primary Owner Property Manager Contact Information is Incomplete I

Columns  »
Asseciated 12 asset a5 Contact Typa
g | v _indivigual

Name

Stelia Mipi €

ol Sreet

B S L L

A
Clhck on "Add Contacts’ bution to a4 necessary contacts (Primisry Craeser ind Property Manager), You misst sdd BOTH & Primary Owner and Property Mansger contact In aréer to submit your sroperty for registration. If Biere 15 no prooerty manages, tsen you can Indicate

stellagD Sdlemall.com

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

Contacts

Collrns  »

Associated to asset a8 Cortact Type
Dare I vidual
Property Mareger Individual

Authorized Representative  Individual

Name

Selts Mipl €

Vedall New

Coxerd Staff

teme per page

Address

800 Capitol Steeet

fouston TX 77002 US

Forest Ave Oxnard CA

94027 US

Phone Numbse

(137) 9004743

(791) 024-3478

Emall

wncitieeaidien

ailcom

axriardstoff(@ S ieme co

m

ct Information is the same as for the owner. Use Action buttons »ext to esch Nt name to edit address and other contact Information. After you have added both an Owner and Froperty Manager tontact, we “Contact Preferences’
butian ta deslgrate who should recelve future Rental Reglstry cammunications.

o+ At Contact # Cortact Preferences

Billieg Contact Primary

Owner Contset

tlofsems O
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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”.

Add Contact

Contact Type*
Select

Owner Type™®
Individual

First Name ™ Last Name”

Company Name

Address

Address Type*
Select
search Address

Catar a laratina

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.
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City * State”
Oxnard CcA
Zip® Country *

United States

Communication Type®

Email

Communication Type®

Phone

Email*
Primary
Country Code Phone”
1 ~ (714) 555-0010

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.

Contacts

Columns
Azmocisted to assetas Contact Trpe:
Owner ndividual
Property Manager indhvidusl

Authored Reprecertative  individial

1 BE

6. Select the “Edit” action.

Hame

Stelia Mkpl C

edall Kaw

nard Stam

“  tems per page

B0 Captol Street
Houston TX 77002 US

Forest #ve Ownard CA
91027 US

Phone Humier

[132) 094745

[201) 024-3478

# Add Contact + (ontact Preferances

Email Contact Prefarence Acticn

T Billing Contact,Primary
stefia soemail.oom 28
Dwner Contact

wedzll.newritizeni@ idiem x
aiLeom -

owrardstaf@ 3 diemail.co
m | I
13 of 3 irems o.
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-

Columns  » = Search, Q
Assodiated to asset as Contact Type Name Address T Phone Number Email Contact Preference Action
2201 Narth Rose Averus T oxnarditizendl @3diemat  Billng Contact,Primary
Ownes Indlvidual wlon musk {355) 5553555 ‘ !
Onnztd CA 93036 US Loom Dwner Contact

452 West Hillerest Drive

oxnardeitizent) @b idiemai
Ownes Individual OwnedC Cltizen Thousand Osks CAS1360  (803) 277-5040 :‘"" ey i
com
us
457 West Hillcrest Deive
axnmdcltizent @ 3diemal
Property Marage ncividual Ownard Citizer Thousand Daks CAG1360  (805) 277-5040 X ' |
L.com
us i

. w | B v items per page Coeiitems 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.

Edit Contact

Country*

United States

Communication
Communication Type* @ Frimary

Email john@3diemail.com

Communication Type* Country Code Phone* Extension

Phone 1 (485) 915-1615] Primary

+ Add New communication

| Save Cancel
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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.

cone
Columm » Eod ek Q
A130CiMeC to 3220t a1 Contact Type Name Address T Phone Number Emadt Contact Praference Acton

7201 Nerth Rose Aveniis " wrardcitizeo0A D Semal  BRing Concact A mary
Omres Ireividual elon msk R . 355) 3555559 E
T CA 930

com Owwes Contact

432 West b
Theuzand 15

Leom
is

CHaraicitizen01 g 1dkemat
Onner Inendst ConacaC Catzen

432 West Hillerest Orive

oxnardritizen0L G idiems
roperty Msnager Indnidust (nardC Caizen

Thoussnd Oaks (A 91360 |805) 277-5040
¥ com

. ® 5 “  Itoms per page t5otsmoms &

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.

Contact Preferences

[Frimery wner contac

Joehn Smith (Owner) John Smith (Owner)

The selected Billing Cantact 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

Prograrm.

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.
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Contacts 1 et Preferences

Columm  » = Search Q

Aszociated to ssset s Contact Type Mame Address  * Phone Nurber Email Cortact Preference Action

n rih Rose Avenue it e cxnardcitizenda G Soxmal
Owner Individuat €lon musk 2 355) 555-5553
Cxrard CA 93036 LS Leom

432 'West Hillcrest Drive " = :
i ewnardeitizeni § Sdiemsl

Owmer Individizal ChneardC Citizen sand Diales CASA360  {BO5) 277-5040 i
it com
437 West Hillcrest Drlve
ca o 2 ot H2end1 0 Sgiemal
Property Manager Iredisfatusal OwnzoC Citizen sand Dakes CAG1360  (803) 277-5040 1

Leom

4 n DR 5 v lams e pags 13003l O
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Step 2: Property Site Address(es)

Your property will have only the primary site address (primary address for mailing) added to it. Some
properties are large and may contain more than one site address. Please review the Address(es)

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

*Note: the site address(es) will also be used as the unit’s mailing address. You will be required to select

the mailing address associated with each unit. Please ensure this data is accurate.

Address
Ope
Map fite
.......... 5

Far
Q.
Oenard

Fort
A B3
An

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.

Saf

Wahnor themmm Vg ams $5536 e Tt

Address

2760 Sasglavs Yy Orrid CA 3036 LIS

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

changes.

Edit Site Address b 4

Address 1°

2760 Seaglass Way
City*

(oervard
Zip®

93036

Primany

Address 2

State”
e

Country*

United States
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3. If a new site address needs to be added, click on the “Add” button.
Address
Map ';m ite " 2 s Sulval ‘ Address
RN sarlpdile 2760 Seaglzxs Wey Oxnard CA 93036 U5 /80

= - Thoysand .. b

Osky 4339

e dder vl
Vs o +

Rerbossdsborteen  Mep dote $3534 Baegde | Toms

4. The ‘Add Site Address’ pop up will appear
Zip) and save your changes.

. Enter the required information (Address Line 1, City,

. 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.
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Address

Map

g THoUsand 54 »ar
Oaks
Vaien

TV Map View

Step 3: Add Unit(s)

st
il 2 Address

+Add

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

Drag a column header and drop it here 1o groug by that celurn

Unix Site Unit Name Status Type of Occupancy Type
Address oOrdinanca

Coverage

Initial Rent

Current Rent

Bpparent
Maximum

Allowakle Rent

Occupancy Start
Date

z | sea a

Date of Most Action
Racent Rant
Inerease

Moitema to display O

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.
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Add Unit

= i - Si 5
Asaiate lo:Site uidress Mo Unit Number * Unit Number

Select

* Property Type

Select

* Dccupant Type * Number of Bedraoms

Select Select

* Number of Bathrooms

Select

Cancel Submit

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

. i ) ;
Associate to: Site Address @ o Linit Number * Unit Number

Select

* Property Type

Selact

* Oecupant Type * Number of Bedrooms

Select Select

* Number of Bathrooms

Select

Cancel

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.
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Add Unit

* Assoclate to: Site Address @

Mo Unit Number * Unit Number
Select v
* Property Type
Select v
* Dccupant Type * Number of Bedrooms
Select b Select v

* Number of Bathrooms

Seleqt

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

R Bpottobxesl 2 Searc Q
Drag a colurmn header and drop It here to group by that column
Unit Site Unit Name Status Type of Occupancy Type Initial Rent Current Rent  Apparent DOccupancy Start Date of Most Action
Address Ordinance Maximum Date Recent Rent
Coverage Allowable Rent Increase
1512 N DURANT i i
CRERMEATNA. | 101 Man-Exempt At AL Manager 05/28/2023 i
o Ewiction
CA 92706 LS

. | A - bow 5 v [tems per page 1oftiems ©
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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
Oxnard 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
R bporttobucel T car Q
Drag & column header and drop It here to group by thet colurn
History Unit Site Address  UntNumber ¢ Status Type of Ordlinance  Occupancy Type Initial Rent Current Rent Apperent Maximum Occuponcy Start Date  Date of Most Recent Action
Coverage Aliowsble Rent Rent Incrazse

Non-Exenmp Manage 10/01/202¢ I =
East Sth
2 Street Oxnesd CA Non-Exernp Tenart $ 2,00000 $ 2,50000 $ 2,500.00 10/01/2024 01012010 D/’
933 US T
. - > | 3 ¥ ltems per page 1-2ot2izms O
‘{ H ’
2. Select ‘Apply for Exemption’.
Unit Inventary
@ Eponwioe & ea Q
Frag o column header and dreop | heve to groap by that colamn
Mistary Unlt Sttw Addrwss ~ Und Hurber  * Statn Type of Ordinance  Occupancy Typs Initlal Fact Curant Rurt Apparent Madrun Occupancy Start Date  Date of Most fecertt Actlon
Lovernge Alcweble Rert Ret incresse
o an Bon-Exempt Mt 1012024 i -
LIOI0 LS
T30 East 5t
ko] Street (xnard (4 1 Hon Exempt Tenant § 200000 5 250000 $ 23,5000 104/ an i -
Y050 US
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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.

Instructions

Certaln sental units are eaempt from same or all of the provisions of the Rent Stabs) and st Cause E
uerift for the fiscal year besed on the reasnis listed below. IFyou have any questions on whither youe ualt is

on Ordinance, Further, certain units are exempt from paying the Rental Reglstry Fee. Please submit this farm for amy unit 3t the property that qualifies as an exemat
pt, plesse contact the Rent Stahilzation Program
* Exemption Resson

Unit i fully Gwner-Occupiod and doss nat mest the definitian af = rental wit

Unit b= vacant and urum,

bd= for rent for the entins fiscal year and does nat mest the definition of 2 rental unit

Unit Is eccupied rent-free and does not mest the definiticn of 2 rental unit

Deelaration Statement

* 8y checking this b | declare under pensity of perfury under the aves of the State of Californla that the Infarmation § have providsd in this form b trus nd correst to the est of ry knawlecge and belisF Any attachments included hers o either crginel documents or
true and comect coples of the ariginal doruments.

Submittors Info

* Full Nams * Tille

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 + Add Linit
B Bpetiobesl O q
Drag & column header and drog it here 1o group by that column
Unitsite Address Ukt Name Status Type of Ordinance  Dccupancy Type Initial Rant current Rent Apparent Oceupancy Start Date  Date of Most Actlon
Coverage Maximum Recent Rent
Aliowable Rent Increase

5 Exprmpt st Causn Eviction Manager £
151

nt =00 $3.00000 D6AIFEI i
151
Lap Renl Subsioued Tenant $ 280000 5§ 275000 $2.780.00 Q412008 6012008 i

. . ’ | - 5 «  jtems per page 1Aciitems |G
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Step 5: Submit Property for Registration
Before you submit your property for Registration, double check the following:

e Property Contacts are accurate (Contacts section)
e All Units are added (Unit Inventory Section)
o Unit Mailing Addresses are accurate.
o Unit Details provided are accurate.
o Unit Exemptions are applied for, as needed (My Cases section or the Unit’s Status)

If the information looks accurate, follow the steps listed below to complete your property registration
for the fiscal year.

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

a Gisal Valerie ~ | @+

OXNARD

Overview - Back

Primary Parcet Testt Sk Acdress 634 Mountaln View Avenue Churard CA $3030 U5 Yoar Bulls
Caunell Disssict : Fremsa Assessor Total Unt Court 2 Totai Units Added 10
Property States Preganng for Registrater

METRVCTIONS TO RECISTER YOUR PACPERTY

Step 1: Add Site Addruss. I the sroperty hes mare then one site sccress, edd additions! stree addrensjes! by cliciing the blue Ko bution next to ‘Addiess’ ... # duplex whvere each unlt hes  cifferent street aciess). if sll of the rental urits on the property heve the sarve ste addrezs, 32 1o the next
step

Siep 2: Update your Cortact Information. Sc

iormation (s the 5ama 25 for the O

Sep 3: Add Unhs. Socl) do 0 3
u-pf»-rfm-ntman-'(;. I e ety may b o, 1se
Step 5: Subevt Romtal Registrution. Aftsr yoo ave scied ALL cartal sritis that you wm o ranage to the Rental Reghstey andfor apglied for sy exsmptions. une the blos prope-ty "Acon” button ot the topight of this sags 1 subralt you registration fomn After subrm Eilng, your Bropstty SLAEs" wik be
Step 6: Await Purther Instruetion. The ity will revies yaer reg suation form and clalm of exerptionds. I ipsteanie. ts ersire serracy a6 detervine the STt of your rertal uelt. ity aff witl be im Contact with you afte: December 31, 2024 i any Arther ivformution o scbon 'S needed to complete
2. Select the option for “Submit Rent Registration”.
OXNARD Q, Type HereTo Seaich Chenard Staff
—_—

Property ke Contacks  Mailing List  Case Reparts

Overview [ cion-
Primary Parcal o ACTE Site Address = 2760 Seaglass Way Oxnard CA 93036 US ‘¥aar Built : 304 Apely for Froparty Exemption
Councl District  District 1 Assessar Total Unlt Count. 1 Tatal Units Added 1 (Wsubmit Reral hegisation
FPropecty Status : Reglstration Open e Pty
Generat new FIN
Dovnicad Registration Letter
Ressons o fag aprperty ———
Fiag the Froperty g Edit &P
Wiew Praperty Histary
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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 Taks Note: You must submit an exemption request for each unit that you believe is not subgect to the program fees for the upcoming fiscal year, The annual program fee is based an your registration statement and
you cannat apply for an exemption fram the fee after reglstrazion is submited

Submitted Exemption Request
B * By checking this box, | understand that all unit exempoan(s) and property exempoon requast must be submitted prior to completing registration

Unit Exemptions) Property Exemptionis)
o
Please return to the home screen 1o submit an exemption request. For infarmation an how to apply for an exemptien, please review the user gulde
Declaration Statemant
n'll'-awu--l:rl all reas s ence i parmng this statement sLater nd, 1o the best of my k ' farmation cont, ] 1is true and complete, To the extant | was unable,
despite the us onal ca, the ex ation 2 d, | haw ed the most accu i Dase formation and belle & possibie of, where such

approWimation is not feasible, | 5 i tify under penalty of perjury under the laws of the of California that the foregoing is rue and correct,

* Enter Full Name * Select Title

|ehn Doe

i

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.

OXN:\RJ) Q teve To Sear Oxnaed Staff

—

Dehtward  Property livertory  Crestes Cose  Contscts  Mailing List— Case Reports

Primary Parcel Site Acdress t 3500 Harbor Boulevars Oxnarg CA 92025 US Year Buile 1 2000
Council Dstrict Assessor Total Unit Count t1 Total Units Added i1
Property Status
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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.

Oxl:rjfi}rg i G

My Properties m

i3 = SoctBy. Farcel Mumber fsc v
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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.

)

Cikeke an "Ada Contacts’ bution to add necessary contacts (Primary Oweser and Property b

that the Property Manage

button 3 deslgrate who should recelve fatuire Rental Reglstry cammanieations.

[*Primary Owner Property Manager Contact Information is Incomplete |

W
ager]. You must sdd BOTH a Primary Owner and Property Manager contact In order to submit your peoperty for reglstration. If mere Is no property masage, then you can Indicate
ct Information is the sme as for the owner. Use Action buttons mext to esch cntat name t edit address and other contact Information. After you have added both 2n Owner and Property Manager wntact, we "Contact Preferences’

Columns  »
Asseciated to asset an Comtact Typa Hama
! Owirer Irddvicual Stella Mipl C

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

Contacts
Columns >
Assocated o asset a% Conact Type Name
[ Inelividual Seelia Mepl €
Property Marager Inekividual Vedall New
Authorized Representative  Individusal Cortrd Seaff
T O

\

+ Add Contaxt + Contact Preferences

c . Q

Contact Preference Actien

< arch. Q

1ot Stems O
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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”.

Add Contact

Contact Type*

Select v

Owner Type*
Individual ™

First Name* Last Name*

Title Company Name

Address
Address Type™
Select v

Search Address

Enter a location

123, Main Street, Los Angeles, CA

Update Address?

Address Line 1+ Address 2

Save Cancel
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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.

Address Linel ® Address 2

2321 w sylmar ave

City * State®
Ownard ca
Zip® Country *
93035 United States w

Contact Details

Communication Type® Email*
Primary
Email '
Communication Type® Country Code Phone* Extension
[ Prima
Phane ~ 1-242 ~ (626) 250-552% 9 &
4

Communication Type®

Lelect ~

= Add Contact Detzils

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.
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Contacts + Contact references

Cowmns  »

Associsted to aaset a3 Contact Type Name Addres:  * Phone Number Email Contact Preference Action

$00 Capitol Street

Owner ncividuol Seelin Mapl (132) 209-4741 ella@3ciemall.com i
Houston X 77002 US -
Property I fvidust edall Foarest Ave Oxnard CA R vedefi.newcitizen@3diem 5
o Manags cividust Vedall N 291) 024-3478
= i e reands 91027 US @ all.con
axnard.starrgd3diemall co
Authorized Representative  individual Cnard Staft D
'v

« - > > 5 ¥ ilems per page 1305 G

6. Select the “Edit” action.

Contacts
Coumnns » £ a
Associated to asset as Contact Type Hame Address T Phone Number Email Contact Preference Action

- " } 600 Capitol Street et .
Dwrer Indivizual Stefls Mipl ¢ (Y52) B09-4743

stella@ deraiLoom
Houston T 77002 415 >

Forsst Ave O €4 NS edall nevecitinendd 3die
0T US i #laom

oenard staffi@ Sdlemail.ca
m
“ o n .. 5 »  Hems per page 13o03nems G

Property Manage: Indlulust Veelald bew

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 Line 1 *

Address 2
1343 Forest Ave.
City * State”
Oxnard CA
Zip*© Country *
91702 United States v
Contact Details
Communication Type® Email”
Primary
Email ~ oxnard.staff@ 3diemail.com
Communication Type”® Country Code Phone” Extension
8 Primary
Phone A% 1 A (626) 234-3344
= 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  »

fs] Search aQ
Associated 1 st 35 Contact Typs Mame Address 1 Phons Numbsrs Email Contact Preference Actlon
a2 = G Biiling Contars Primary
Chwress Incividuel Stedls Mgl © (132) 909-4743 stellE Sellerrail.com 5 ok
o Cartact
vedallnewcizizeni Sdiam
Property Mariager Ingividial Vedall Hew {291) 024-3478 i
albcom
. omnard staff 3dlematloo
Authorized Represerative | Incividuz| Cowrard StafT '
. n . ¥ lems per page 13ariiems O

9. The ‘Contact Preferences’ pop up will appear. Select the “Billing Contact”. This contact will be

the recipient of the co

If you have any questions, contact the City of Oxnard Rent Stabilization & Just Cause Eviction Program Note: images may differ slightly from the
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mmunications from the program. Next, select the Primary Owner
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Contact. This can also be the same as the Billing Contact. Save your preferences using the
“Save” button.

Contact Preferences

Billing Contact Primary Owner Contact
John Smith {Owner) v John Smith {Owner) v

The selected Billing Contact will be the recipient of all natices, 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 Stahilization

Program.
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.

Contacts

Columws  » = a Q
Associated to asset a5 Cantact Type Naene Addross 1 Phane Number Email Contact Prefersnce Action
500 Caplal Strees

Owres et vickual Stalta Mipt € (132) $09-4743
Houston TX 77007 US

25t Ave Oxrand CA
Property Manager Individuat viedat) New 3 (263) 024.3478

Authorized Representative  Indivaual Gronart ST !

. - » . 5 © Juers per page 13f3nue O

Step 2: Determine Exemption Eligibility

There are different reasons why you believe your property may qualify for an Exemption. You can read
through the Ordinance to see which, if any, exemption reasons may apply to you and your property.

Technically, if your property does qualify for an exemption and it is granted by the 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.
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Step 2A: Property Site Address(es)

Your property will have only the primary site address (primary address for mailing) added to it. Some
properties are large and may contain more than one site address. Please review the Address(es)
associated with your property and follow the steps listed below if changes are required.

*Note: the site address(es) will also be used as the unit’s mailing address. You will be required to select
the mailing address associated with each unit. Please ensure this data is accurate.

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

Address
Address
2760 Seaglass Wey Oxnard CA 93036 15 .

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

changes.
Edit Site Address x
Address 1 Address 7

2760 Seaglass Way

City* State”

Coenard A
Zip* Country®

93036 Unhed States e
B Primary

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

Address

Address

760 Sengans Wiry Oenart CA 53056 US

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 o
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 + hdd

1210 Galifornia 34 Oxnard CA 93030 US

i o
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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
[ Expoerto Exc z =}
Drag a column header and drop it here te 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 Marimum Date Recent Rent
Coverage Allowable Rent Increase
7 n o | i® e per 1 a play O

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

* Associate to: Addr @ N
seclate to: Site Address Mo Unit Mumber * Unit Number

* Property Type

* Gccupant Type * Number of Bedrooms

* Number of Bathreoms

35
If you have any questions, contact the City of Oxnard Rent Stabilization & Just Cause Eviction Program Note: images may differ slightly from the
application.



City of Oxnard Owner/Property Manager User Guide -

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 Uinit x

Associate to; Site Address & Mo Unit Mumiber * Unit Number

2760 Seaglass Way Ownard CA 93056 US-Parcels il

* Praperty Type

Select .

* Decupant Type

Select -

Sanel

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 Z 3
4 5 6 7 8 9 10
1M 12 13 14 15 16 17
18 19 20 21 22 23 24

25 26 27 28 29 30

(Wp]
|
s
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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.

“

2023 >

Jan Feb  Mar  Apr

May  Jun Ju .

Dct Moy Dec

L
]

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

calendar

2018-2029 ?

2018 2019 2020 2021

A

2022 2023 2024 202F

7 IR
i N
A T
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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

* Assaclate to: Site Address (B

Moz Uit i * Uit Husiber
Wiy Cremard (A 94076 US-Parcels

* Bccupant Typa

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

o+ Add Unit

R Bpottobid T Search Q

Drag & column hader and drap It here to group by thet columa

History Unit Site Address  UnitNumber +  Status Type of Ordinance  Occupancy Tpe Initial Rent Current Rent Apparent Maximum Occupancy Start Date  Date of Most Recent Action

Aliowsble Rent Rent Incresse.

Coverage

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.
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*Note: not every exemption field will be explained in this guide. If you have specific questions, contact
the Oxnard Rent Stabilization & Just Cause Eviction Program.

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

Dot Property Imeentiry  Crente a Case Contarts  Maifing List  Case Reports

Overview - Bauk
Prirmury Parcel < ACTE Site Address = 76 Seaghass Way Oxrerd TA 93036 1S ear Built - 2000

Council Bistrict : District 1 Assexsor Tatal Lnit Count =1 Total Units Adcied =

Preperty Status

2. Select ‘Apply for Property Exemption’.

Dashboars  Property Inventory  (reatea Case  Contacts  Malling List  Case

Overview
Primary Parcel © AT Sive Adoress ¢ 2780 Seaglass Way Uxnard CA F3036 US Year Built
Coumcil District o District 1 Assessar Total Unit Count 1 Total Units Added
Property Status Ragistration Open _—

| Generats new PN

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
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 praperty exemption

N Comments

Declaration Statement

* By checking this biox, | decla y under the laws of tha State of Callfornéa that the Infarmation | have provided in this form is true and cor

amachments Included here are either original documents or rue and corredt copies of the original documents.

rr to the best of my knowledge and belief, Any

} submitter's Info

* Full Name * Title

el

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
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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 » P Bpontoxel 2 rit Q
Casa Number Created On Entity Case Type Created On L T Updated Date T  Status

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.

Overview

Parcel Number : 0081441 Site Address : 345 WWWALNUT STSANTAANACAS2703US | YearBult : 2013 | AssessorTotol Unit Count T
=~ Back m
l Property Status 1y Exempt

INSTRUCTIONS TO REGIS TER YOUR PROPERTY
Step 1: Update your Contact information. Scrol (awn and cick “Add Cantact™ 10 Add necessary contacts (Primany Cranar and Proparty Manager). You must add BOTH a Pamary Ownér and Property Manager contact 11 Iiane is 1o property Manager, fven you can

midicsle hat he Propesty Mansger contact information is the saeme as for the oamer. Afier you have added both contacts, vse "Cantact Preferences” ution 1o designate who should recerve future communicatons sbeut reglsiration reguirements,
Step 2: AGd Units.Siroll down 1o "Add Unit” and add ALL reoal units it you own or manage 1o he Rental Registy. Aftes adding ol unils 1o the Rentsl Registry, you mary chaim your peopisty as exempl or chanm ndividual unitfs] exeret

Step 3: Apply for an Exemplion(s) )t you bokeve your entre property may bo oxeret Fom paying e Rental Regsdy oo, 1hen uso the blue property "Acton” button al hie top mght of fs page 10 apply Ko 3 property exemphion, I you beileve crty cortan units oo e

property may be exampt, Use each st s yebaw ‘ACIon” button 10 apply or an exempson for ndvicual Laits (6., “Oweer-cceupled'|

Step 4: Submit Rental Registration: At you have added ALL rentsl units thal you own or ménags 10 e Rentsl Registy andior applied ke any exerpbons, use e blue propeety “Aciion” bullon 51 tve 1p-5ght of 155 Page 10 Submit your property for registalion A

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.
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application.
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Unit Discrepancy

Pending Staff Review

Registration Form
Submitted

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

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

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.
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If you have any questions, contact the City of Oxnard Rent Stabilization & Just Cause Eviction Program Note: images may differ slightly from the

application.



