Instructions for Completing a New Online Property Registration in OpenGov
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Instructions for Completing a New Online Property Registration in OpenGov

INFORMATION PAGE: This page includes additional information regarding property registration
and licensing and also includes links for: MFD unit requirements for inspections, a list of approved 3™
party State Licensed Inspectors and some Frequently Asked Questions. Click SELECT at the bottom of
the page to proceed with your application.
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Instructions for Completing a New Online Property Registration in OpenGov

STARTING THE APPLICATION PROCESS

Y

Baltimore City Department of Housing & Community Development Search  Login  SignUp

Property Registration and Rental Licensing
Property Registration and Rental Licensing

Property Registration and Rental
Licensing

Select APPLY ONLINE

Your Profile Resources
Baltimore City Department of
. . SignU Claim a Record
Housing & Community entp aim a ecor
Development Your Records Employee Login
OpenGov

STEP 1. CREATING A NEW ONLINE ACCOUNT

(1) Select “SIGN UP” at the top of the right side of the screen to create a new first-time account.

(2) Select “Sign up using Secure Portal” under Create an OpenGov ID.

(3) Select Sign Up” on the Citizen Services page. ”

(4) Enter an email address and create a new password. The password you use must have a minimum
of (8) characters, and must include at least (1) capital letter, (1) lowercase letter and (1) number

“_' Baltimore City Department of Housing & Community Development Search Login

2

SienUp o 1

Create an OpenGov ID

Already have an OpenGov ID?

Register once, login to any Op Use your OpenGov 1D to login to

community.

Login using Secure Portal

Sign up using Secure Portal




Instructions for Completing a New Online Property Registration in OpenGov

@

Citizen Services

Welcome to Baltimore City
Department of Housing & 3
Community Development

Sign Up /

= Marysmith1234@yahoo.com

Select “Sign Up” when
done

Sign Up >

COMPLETE THE APPLICANT CONTACT INFORMATION. You must first set up an online
profile of the Applicant (the person creating the record). You will only need to set up the applicant
profile once if you are registering multiple properties. Complete this page and select next: complete:

M Baltimore City Department of Housing & Community Development My Account  Search | [l Mary -

Have a project #7? Steplof7 - Save Draft and Exit

Confirm your contact information
Property Registration and X R . . X
Ensure your contact information is up-to-date so that we can get in touch with you if needed.

Rental Licensing

First Name Last Name
Mary Smith
Email address Phone Number
marysmithl234@yahoo.com 410-123-4567
Address 1 Address 2 (Optional)
123 Main St
City State ZIP/Postal Code
Baltimore MD 21202

/ Next > Revert

Select “NEXT” when completed




Instructions for Completing a New Online Property Registration in OpenGov

STEP 2. ADDING PROPERTIES: Enter the address of the property you are registering under
SEARCH FOR ADDRESS OR PARCEL

Balti s City Diepartmasnt of Housing & Comimanity Deselopiment Myhcoud  Sewch | [ S

Shop 2ol ? S (Oror® e P

Lescaticon for Property Registration and Rental Licensing

m"w“ Celerl P TSy SR on o i e Frissded pos can st sk ol ocgion Lren
Saarch for Addrass or Parcel Enter property address
hor aamh Twodived ahbeesin bind b ki bede Ml pogas

SELECT THE PROPERTY: Multiple addresses will be listed. Be sure to select the correct
property address. Some properties may be listed more than once. If the property address is not

listed, please contact our office.

Halsrnone Cify Dapartenent of Howsing & Comimd iy Desolopment Mysccount  Sewch | [ deece
S Select the property address
Location for Froperiy Regicraienan]  YOU are registering
::Umlhﬂ-’ld Salach a grimarny lecation ke thia reozrd H recdc ey

Swarch for Address or Parcel

e e = W Loersumsy SRS YT WY PR ]
SRS D
3, 06 bamaman

B2 Sasurmont Avenue, Sskamom MO

ENCED AL T MW, Ml kL

B0 CATHETIZAL ST Hafrreee, KT

BNCE ENESHARM N9, Balimon, W0

ENCEI FRHRE SR, Hafrrore, O
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Instructions for Completing a New Online Property Registration in OpenGov

VERIFY THE OWNER INFORMATION: NOTE - If no ownership information populates, go to

the previous page (select BACK) and see if there is another selection for the same address.
Owner information MUST populate on this page.

Ignore “UNIT” below unless the property is a condominium unit. (Note: The condominium database
is in the process of being updated. You may have to wait to register condo units..

Shep2odT - Sap Draft and Exit

Locatien for Property Registration and Rental Licensing

. 809 BEALMO
Baltimore, MD 2] Complete all fields. Ignore “UNIT” unless
the property is a condominium unit.

P Lt W

Property Crwmer Information

BAMKS, ANGIE

t Mam t

DEO9 BEAUMOMNT AVE, 21212

Taar bu MEL
SI7IB0Z

Property Diata
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VERIFYING OWNER INFORMATION

et of Howsing & Community Developrment

S 2o 7

Location for Property Registration and Rental Licensing

™ 800 BEALIMONT AVE
Baltimore, MDD Z1212-4315

Py Lyt
Property Owner Information

BANKS, ANGIE

JU0-F25-3575

t P

B3 BEALMONT SVE

Property Data

< Back

by Aot

B tanice -

Search

Save Draft and Exit

ANGELE

If the property is owned by an LLC or
company, the company name must be
listed as the owner.

The correct Owner information MUST
populate on this page. If the owner NAME
that populates is incorrect, please correct
it and submit a copy of your HUD1/or
settlement sheet at the end of the

application. You may also update the
mailing address, phone number and email
address in the correct fields.
Maryland 21727
MEL
B1736E021

NOTE: Anytime during the application process, you may SAVE your entries as a draft and return

to complete the application later. PLEASE DO NOT SUBMIT A DUPLICATE APPLICATION!!!

P
Step2of T -

Location for Property Registration and Rental Licensing

™ 800 BEAUMONT AVE
Baltimore, MD 21212-4315

ey Lyt

Property Owner Information

BANES, ANGIE

Save Draft amd Ext

Chamge Location -
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STEP 3. PROPERTY INFORMATION. Please review and answer all questions carefully!!!

incorrect responses may result in a delay of your application being processed and delay your rental
license being issued.

If you have an existing hard copy of a rental license that has not expired, you do not need to upload
copies of your inspection reports. You will only need to pay your registration fees for the current year.

If you do not have a current, existing rental license, you will need to obtain and submit inspection
reports for each unit and complete the lead certification section in order to obtain a rental license.

If the property is not a rental, no inspection is required.

prvt of Howsing & Community Development

Select “YES” only if you are applying for a NEW
rental first time rental license or if you are
renewing a current, unexpired license.

Shep 3od 10 -

Application Information

Horwier” o e gueessbion ik bubilsbe for addstionmsal mdormation

Select “NO” if the property is not a rental property
OR if you are not renewing your rental license at

this & mantal property

Vi this time.
Ais part of this application dg e wish bo rensw a rental leenss OF obtain a ew rental Bransa? * @

e W
D o hawss ar ACTIVE (unaxpined) existing Rontal Licansa? = &

Mo b
Applicant Ty * Cramarship Typs: * &

Responsilale Person b Sl ey b
Proparty Typa Corirmi Oswmar Phone Nunnbar

1 or 2 Family Crweedling w* A10-396-3757
Wil this proparty ba rented as a commaercial or residential unli?

Fesither il w*
D thea ownership Indormation on thi provious page prepapulate with the CORRECT OWNER MAMET *

i w*

s thare a Proparty Manager or Managing Operator assoclated with this proparty? ®
i '
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STEP 4. ADD PROPERTY MANAGER OR MANAGING OPERATOR (if applicable)

ment of Housing & Community Developrment My Accownt  Search | [ danke-

Shiep 4 af 10 Siras Dvadt and Exit

Property Manager or Managing Operator Information
1f Agplicalde

STEP 5. UNIT COUNTS. Enter the correct unit counts for the property.

ant of Howsing & Comimunity Dewvelopment My Aot Search B tanice -

Stap Sof 10 - Savs Draft and Exat

Property Informatiocn
Hower over the g ion mark bubble for addits | information

Drwelling Units: & Single-Family home is considered "17 dwelling wnit. The numbser of kitchens in a property
s an indicator of the number of dwelling units.

Rooming Units: The number of rooms being rented. Hotels and Motels should use Rooming Units.

Efficiency Units: A smaller dwelling unit (must be zoned as an efficiency unit) where the living space is
confined to one area.

0 Mot crwvrser does not livee in this progerty w




Instructions for Completing a New Online Property Registration in OpenGov

STEP 7. LEAD CERTIFICATION INFORMATION. All rental properties are required to submit
MDE (Maryland Department of the Environment) issued lead certification information in order to
receive a rental license. You DO NOT need to submit a copy of the lead certificate unless it is
requested by a property registration staff member. You will only need the tracking number and
certificate number from the lead certificate.

IIIF.'I'I: of Housing & Community Dewvelopment MyAccount  Search | [l Sanice -

Step Tof 10 - Sawe Draft and Exit

Lead Certification
k(5 W

e

25622577

X e L Ctic ficate Numk O C18 anCy {raquired urd Eljc) of the MD. & ol

506841

STEP 8. ACKNOWLEDGEMENT. Sign a digital copy of the acknowledgement.

® | Baltimore City Department of Housing & Community Developrment Myfccowt  Search | [ Janice-
StepBofl0 Sane Dradt and Exit
Acknowledgement

Property Registration and

Rental Licensing
| derctare under penalties of perjury that | e exarmimed this registration stabement and all atbachirments and certify

Hheeey are true, conrect, and cormglete. | also deckane Heat 1arm the osmer or heve specific approsal of the owner as
Hheesir autiorized agent for this Staterment. By submitting this application, you ane Signing this registration
electronically and agpres your electronic sigrature & the legal equssabent of your maneal sgmature.

L E akn
& Angie Banks  Clear

10



Instructions for Completing a New Online Property Registration in OpenGov

STEP 9. ADDING ADDITIONAL PERSONS. You may add up to (10) additional persons on the

who will be able to access the registration record. They cannot be added until after the application is

submitted.

ent of Housing & Cormmunity Desweloprment Myaccount  Search | [l danice-

Step D of 10 Sanee Dvaft and Exit

Please add all relevant parties as Guests AFTER SUBMITTING this application

Guesits include Property Owner, Resporsilble Person, Property Manages, aod Ressdent Manager, ebe.
EENTA Guests
Toa e B Tl B ra anliby b0 30 @ 1@ hrmar s o] s el Ta . 0 pay fees o

Gamt s B

STEP 10. ATTACHING DOCUMENTS. You are only required to attach a copy (or copies) of your

passing inspection reports here if you are renewing your rental license or obtaining a first-time rental
license. Attach a copy of the HUD1/settlement document here only if the ownership information did

not populate correctly or if it is a newly acquired property.

v ary addimonal les wath pour sulemission, Sy box rmarked "Bt
Plesases rvtes the roasimuonm dlloeed file siee for amy uphesd is 1

ired” is requined o Sulenit yows apglication.

Attachment

Parszang ispiectson Report{s) m
All applications for Rental Licenses must
include a copy of the most recently passed 213 5 Hilbon St inspectio...

it of Housing & Community Development MyAccount  Search | [l Janice -
Step 10010 - Attach inspection report(s) here only if required
Attachments

inspection report for the required number of

t ai

unitz, in the event there iz more thanone 1 Attach HUD1 here only if required

Please refer to the [AEL Char) as mecessary /

T of HUDL or Settement Sheet

Al attachirment

11



Instructions for Completing a New Online Property Registration in OpenGov

REVIEW YOUR APPLICATION. Carefully review your responses prior to submitting your
application. Once submitted, you cannot make any changes. Updates must be made by the
Property Registration staff.

t of Howsing & Community Developrment MyAccount  Search | [l Janice -

St Draft dmd Exat
Confirm your submission

Plesages enzure you've filled averything completiely annd acourately, then click "Confirm and Sulpt™ Bedow.

Need more time to complete your
application? Select Save as a draft

Contact Information Jarica Bathel . ]
_ . until you are ready to submit.
Eafit .. Emiall adaness

argredecia banksS el tinmerescsiby. o 4107 T 3566

Malling Address

417 E Fayette 5t Suite 100, Baltirmore, MD 21222

Location BO% BEAUMONT AVE
_ Battwrwre, MD 21212-4315%
Edit ... 9

Progrty D

BANEKS, ARGIE

|5 thils & rental proparty T

Application
Information het
Efit ...
Ax part of this appllcation oy wich o rones 3 rerrtal osrese OF obialn a now rents
Carisa T * 6
het

Do ya) e i ACTIVE {unepired) axdsting Rartal Licgnss L™

M

Applicant Type * Cremsrship Typa * &
Respronsibbe Person Snlir Owamier

Progerty Tiypa * Caoanfirmn Crasmear Fhhoena Munnibaaer ®
1 or 2 Farmihy Dwedlirg 410- 3553757

Wil this property be renbed as a commearclal or residential unit? *

Rresiclerikial




Instructions for Completing a New Online Property Registration in OpenGov

REVIEW YOUR APPLICATION (con’d)

Information
Eufit .

Property Information
Eifit ...

vk of HouwSing & Community Development My Account  Searct B tanice -
L]
L]
Property Manager or
Managing Operator

Drweelling Units: A Single-Family home s considered "1" dwelling unit. The
number of kitchens in a property is an indicator of the number of dwelling
units.

Rooming Units: The number of reoms being rented. Hotels and Motels showld
use Rooming Units.

Efficiency Units: & smaller dwelling unit (must be zoned as an efficiemoy wnit)
where the living space i= confined to one area.

1 a

o My Hver cowiver’ doees nat e m His
praperty

N

13



Instructions for Completing a New Online Property Registration in OpenGov

CONFIRM AND SUBMIT YOUR APPLICATION! NOTE: You will only need to submit copies of

inspection reports and enter lead certification information IF you are renewing a license or applying
for a first time rental license.

Pleaze add all

relevant parties as

Guests AFTER

SUEMITTING this

application

Eufit .

Attachments Attachment

S Passing Inspection Regore(s)

===
All applications for Rental Licenses
must include a copy of the most
recently passed inspection report Hil ko st inspection. pdi
for the required number of units, in
the } iz th - Updosadiead om Jull 27, 2022 af 47 am
umit.
Please refer to the BIE0 Chor) as
MeCessary
Copry of HUDL or Setthernnt Shaset

oertify under possibile penalty of perjuiy wder the laws of s jurisdiction that the preceding inforghation is o

aned correct

“ Back Confirm and Submit >

» You will receive an email that your application has been submitted.

» You will receive an email to log back in to your account to pay your 2022 registration fee.

14



Instructions for Completing a New Online Property Registration in OpenGov

PAYING THE REGISTRATION FEE. You may now pay online by check online without a check
charge or pay by credit card with a fee.

® | Baltimore City Departime MyAccount  Search | [l Janice -

Property Registration Number

iisivg Rental Property Registration Fee
W057ET

O Duue Mow. Please rmake a geyment i onder to conmtines.
Dy oo higaee & quesstion 7 Did someething powrong? Send usa riessaps by Choking

Four Sulimission Hisret

Attachments
Casests ()

Property Regnstration and Rertal Lisénsrg
© Rental Property Registration Foe

Total Foe Amount $z20000

Payment Method

ELED processing e

Mo

M
Amount Due 530,00
Total Payment Amount $30.00

#Ask a question about this

You may now pay by check online without a fee (recommended). If you opt to mail in payment,
please include your property registration number on you check or money order and make check
payable to: Director of Finance.

MAILING ADDRESS:
Property Registration Office
417 E. Fayette St, Room 100
Baltimore, MD 21202
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REGISTRATION CONFIRMATION. You will receive a Confirmation email once your application has

been completed. You will not receive this confirmation until your payment has been made.

RENTAL LICENSE. Once all questions have been answered correctly and payment has been made,

w5727

‘Bouir Subsmiss bon
Atiachments

Casesls (1)

2 Renkal Froparty Rogistration Foo
= Registration Confirmation
& Fznkal Liconse

Registration Confirmation
Ismasedd. Vouw documment & faady.

Dhiz oo b a3 quiessiticn 7 Dhd sorvmethnrg o wriong? Seod us & imscsa e by Choking

Hered

Issaed: Jul 27, 2022 Expires: Dec 31, 2022

Primt your document

Print thi= doecurment amd retam for your nesoonds.,

Priint Doscusmernt

A=k a question about this

your rental license will be issued and can be printed.

0577

ROl SN En
Attachmaonts

Ciasests {0Y

= Ronkal Froporty Begistration Foo
= Regisiration Confirmation
= Rontal Licenss

VERSION 3 8-5-22

® | Baltimore City Departrment of Housing & Community Development My Accourt

Rental License
Imtd.." i oCument B ready.

Harwer @ aquesstion alxut your Boerse? Send v a messsage by Clicking Here!

Isswed: bl 27, 2022 Expires: Jul 27, 2024

Print: your document

Prmt this doecurment amd retam for your reggsse”

Print Document:

#Ask a question about this

Search

n Laryg
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