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Supplemental Storefront RegistraƟon Quick Reference Guide 
 
The Supplemental Storefront Registration is used to report vacant storefronts as 
of June 30 and December 31 each year. These filing requirements apply to owners 
of class two and four properties with ground-floor or second-floor storefronts. If 
none of the storefronts on your property are vacant on the reporting dates, 
you do not need to file the Supplemental Storefront Registration.  
 
Owners of designated class one properties are not required to file a Supplemental 
Storefront Registration.  
 
The deadlines to file the Supplemental Storefront RegistraƟons are: 
 

 August 15 to report storefronts vacant as of June 30. 
 February 15 of the following year to report storefronts vacant as of 

December 31.  
 

To Begin  
 
1. You will need an NYC.ID account to access this system. If you do not have an 

account, you can create one for free. 
 

2. Select the registraƟon statement that corresponds to the current filing 
period: 

 
 In July, proceed to Supplemental Storefront RegistraƟon Due August 

15.  
 In January, proceed to Supplemental Storefront RegistraƟon Due 

August 15. 
 

3. Select  . 



  
 

  2
 

 
4. Log in using your NYC.ID account.  

 

5. Enter your borough, block, and lot (BBL) number and select . 
 

 
 

6. In the Search Results below, select  next to your property.  
 

 
 

7. Review the Verify Parcel InformaƟon screen to be sure that you are filing for 

the correct property. Then, select  to conƟnue to Filer InformaƟon.  
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8. Enter all Filer InformaƟon and select  to conƟnue to Storefront Unit 
InformaƟon.   
 

 
 

9. Enter Storefront Unit InformaƟon for Storefront #1. 
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Please note that the last lease end date entered must be on or before June 
30 of the same calendar year for a Supplemental Storefront RegistraƟon 
due August 15 and December 31 of the prior year for a Supplemental 
Storefront RegistraƟon due February 15.  

 
If there was never a lease agreement before the vacancy, leave this field 
blank. 

10.  To enter more storefronts, select the  buƩon. 
 

 
 

11.  To toggle between storefronts, select the storefront row on the table at the 
top of the screen. The storefront you are ediƟng will be highlighted in blue. 
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12.  When all informaƟon has been entered for each storefront, select .  
 

13.  You can review all informaƟon you entered before you submit your filing by 

returning to each tab to check your entries or by selecƟng  to 
review a printed copy.  

 

14.  When you are ready to submit your filing, select . You will be 
asked to confirm that you want to submit the filing. Select “Yes.” A 
confirmaƟon email will be sent to the email address that you provided in 
the Filer InformaƟon secƟon.  
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To Revise a Supplemental Storefront Filing You SubmiƩed  
 
You can always correct a filing by submiƫng a new filing for your property, 
following the instrucƟons in this guide. A new filing will overwrite your prior filing.   
 
 


