
HPD e-Rent 
Roll

Presentation for 
Owners and 
Managing Agents



Two facets of 
eRR

Excel Template

 Fill out universal eRent Roll template

 Include relevant fields for multiple 
HPD business units

 Update fields on a timely basis 

Submission

 Log in with NYC.ID

 Upload file

 Troubleshoot errors



HPD 
Business 
Units using 
eRR

 Homeless Placement Services

 Asset Management

 HOME/LIHTC Compliance

 Marketing and Re-rentals

 Mitchell-Lama (Vacancy Tracking)

rentroll1@hpd.nyc.gov

mailto:rentroll1@hpd.nyc.gov


e-Rent Roll Template
Mitchell-Lama required fields

Unit Name Number of Rooms Balcony Number of Bedrooms Is Vacant Lease End Date Vacancy Reason
2A 4.0 Y 2 N
2B 4.0 Y 2 N
2C 3.0 N 1 Y 2/15/2022
3A 4.0 Y 2 N
3B 4.0 Y 2 Y
3C 3.0 N 1 N 3/30/2021 Applicant ineligible


Fields

		Unit Name		Number of Rooms		Balcony		Number of Bedrooms		Is Vacant		Lease End Date		Vacancy Reason		Square Feet		Floor		Number of Bathrooms		Accessibility		Rent Stabilized/Controlled		Maximum Allowable Income by AMI		Market or Super		HOME and or LIHTC		Set Aside		Excepted Unit		Tenant Paid Rent		Proposed Contract Rent		Approved Contract Rent		Other non optional charges		Legal Registered Rent		Collectable Rent		HUD Excess		HPD Surcharge		Arrears		Projected Rental Ready Date		Move In Date		Tenant Initial Lease Date		Effective Date of Current Rent		Last Name		First Name		Last Four Digits of SSN		Household Size		Date of Birth		Is Disabled		Race		Ethnicity		Annual HH Income		Household Income Upon Initial Occupancy		Effective date of income certification		Federal Assistance Amount One		Federal Assistance Source One		Federal Assistance Amount Two		Federal Assistance Source Two		Federal Assistance Amount Three		Federal Assistance Source Three		Non-Federal Assistance Amount One		Non-Federal Assistance Source One		Non-Federal Assistance Amount Two		Non-Federal Assistance Source Two		Non-Federal Assistance Amount Three		Non-Federal Assistance Source Three		Are all occupants full time students?		If yes, give explanation

		2A		4.0		Y		2		N

		2B		4.0		Y		2		N

		2C 		3.0		N		1		Y		2/15/22

		3A		4.0		Y		2		N

		3B		4.0		Y		2		Y

		3C		3.0		N		1		N		3/30/21		Applicant ineligible





































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Instructions

		Column Name		Acceptable data		Definition

		Unit Name		Text		The name of the unit. Example, 1A. 
This field must not be blank

		Square Feet		Number		The total floor area of the unit in terms of square footage.

		Floor		Number		The floor that the unit is located on.

		Number of Rooms		Number		The total number of rooms in the unit. Includes half rooms.

		Balcony		Yes
No		The unit has a balcony.

		Number of Bedrooms		Number		The number of bedrooms in the unit. Can only be a whole number.

		Number of Bathrooms		Number		The number of bathrooms in the unit. Includes half bathrooms.

		Accessibility		1- Mobility only
2- Hearing/Vision only
3 - Mobility and Hearing/Vision		The unit meets mobility, and/or hearing /vision accessibility features.

		Rent Stabilized/Controlled		RS
RC		Indicating whether the unit is rent stabilized or rent controlled.

		Maximum Allowable Income by AMI		Percentage		Affordability-restricted unit’s income as percent of area median income. Corresponding maximum income dollar amounts for different household sizes are determined annually by HUD.

		Market or Super		Market
Super		Indicates if the unit is a market unit (with no AMI restrictions or HPD monitoring) or a superintendent unit. Market units may also be rent stabilized.  

		HOME and or LIHTC		HOME
LIHTC
Both		Specifies if the unit is HOME, LIHTC, or both.

		Set Aside		1- Homeless only
2- Supportive only
3- Senior only
4- Homeless-Supportive
5- Homeless-Senior
6- Senior-Supportive
7- Homeless-Senior-Supportive		Specifies whether the unit is set aside for a specific population.

		Excepted Unit		Yes
No		Applicable to Section 8 units only. 
Whether the unit has an exception under Project Based Voucher rules for elderly, disabled, or both, i.e. the unit is specifically for that population.


		Tenant Paid Rent		Number		The dollar amount that the tenant pays towards rent. This does not include any subsidies, non-optional charges, etc.

		Proposed Contract Rent		Number		Applicable to Section 8 units only. 
The rent amount for the unit proposed by the owner. This amount may need to be adjusted based on rent reasonability.


		Approved Contract Rent		Number		Applicable to Section 8 units only. 
The rent amount for the unit approved by DTR after conducting a rent reasonableness determination. Will be the lesser of the requested rent or the reasonable rent.


		Other non-optional charges		Number		Includes charges that all tenants must pay as a condition of occupancy. (Does not include charges paid only by certain tenants who request the use of a building amenity, like parking or storage.) 

		Legal Registered Rent		Number		The maximum legal rent registered with the New York State Department of Housing and Community Renewal (HCR) for rent-regulated units. This number goes up only in accordance with Rent Guidelines Board rules. 

		Collectable Rent		Number		The dollar amount a landlord receives for the unit from both tenant (including Tenant Paid Rent and Other non-optional charges, if applicable) and any subsidies.

		HUD Excess		Number		Applicable to Mitchell-Lama units subsidized by the federal 236 program only. 
An additional charge on rent to make it 30% of household income.

		HPD Surcharge		Number		Applicable to Mitchell-Lama units only. 
An additional charge on rent for households whose income exceeds a certain threshold. 

		Arrears		Number		Applicable to Mitchell-Lama units only. 
Either the balance of outstanding charges to the unit (a positive dollar amount; example: tenant did not pay their entire share of rent in a previous month) or a non-subsidy credit that has been allocated to the unit (a negative total; example: tenant overpaid their share of rent in a previous month).

		Projected Rental Ready Date		Date		The date that the landlord expects a vacant unit to become available for occupancy.

		Move In Date		Date		The date that the household physically moved into the unit. This may or may not be same date as the lease start date.
Please enter date in m/d/yyyy format

		Is Vacant		Yes
No		Indicates if the unit is occupied or not.

		Tenant Initial Lease Date		Date		The start date of the original lease for the household in a unit.
Please enter date in m/d/yyyy format

		Lease End Date		Date		The date when the current lease’s terms end.
Please enter date in m/d/yyyy format

		Effective Date of Current Rent		Date		The date that the current rent for the unit went into effect.
Please enter date in m/d/yyyy format

		Last Name		Text		The last name of the head of household.

		First Name		Text		The first name of the head of household.

		Last Four Digits of SSN		Text (as digits)		The last four digits of the head of household’s social security number or Individual Tax Identification Number (ITIN).

		Household Size		Number		The number of people in the household.

		Date of Birth		Date		The date of birth of the head of household.
Please enter date in m/d/yyyy format

		Annual HH Income		Number		The gross pre-tax income of all household members.

		Household Income Upon Initial Occupancy		Number		The annual gross (pre-tax) household income at the time that the household first moved into the unit.

		Effective date of income certification		Date		The date as of which the household income was certified for the compliance year covered by this rent roll. If tenant did not certify income for the compliance year of this rent roll, enter the date as of which income was most recently certified. 
 Ex: If for compliance year 2019 income is certified as of 12/31/2019 pursuant to a certification signed and dated on 1/22/2020, the effective date is 12/31/2019.
 Ex: If for compliance year 2019 income is not certified and income was most recently certified for a previous compliance year (for example, as of 10/1/2018 pursuant to a certification signed and dated on 10/1/2018 OR as of 12/31/2018 pursuant to a certification signed and dated on 2/15/2019), the effective date is the above-indicated "as of" date.  
 Please enter date in m/d/yyyy format

		Federal Assistance Amount One		Number		The dollar amount of the assistance indicated in the “Federal Assistance Source One” field.  Up to three federal subsidies can be listed on this rent roll. Use the other Federal Assistance Source and Amount two or three if there is more than one source.

		Federal Assistance Source One		1- HUD Multi-Family Project Based Rental Assistance
2- Section 8
3- Public Housing Op Subsidy
4- HOME Rental Assistance
5- HUD (HCV), tenant based
6- HUD (PBV)
7- USDA Sec 521 RAP
8- HOME TBRA
9- Other Federal RA
10- VASH HPD
11- VASH NYCHA		The name of the federal assistance. Up to three federal subsidies can be listed on this rent roll. Use the other Federal Assistance Source and Amount two or three if there is more than one source.

		Federal Assistance Amount Two		Number		The dollar amount of the assistance indicated in the “Federal Assistance Source One” field.  Up to three federal subsidies can be listed on this rent roll. Use the other Federal Assistance Source and Amount two or three if there is more than one source.

		Federal Assistance Source Two		1- HUD Multi-Family Project Based Rental Assistance
2- Section 8
3- Public Housing Op Subsidy
4- HOME Rental Assistance
5- HUD (HCV), tenant based
6- HUD (PBV)
7- USDA Sec 521 RAP
8- HOME TBRA
9- Other Federal RA
10- VASH HPD
11- VASH NYCHA		The name of the federal assistance. Up to three federal subsidies can be listed on this rent roll. Use the other Federal Assistance Source and Amount two or three if there is more than one source.

		Federal Assistance Amount Three		Number		The dollar amount of the assistance indicated in the “Federal Assistance Source One” field.  Up to three federal subsidies can be listed on this rent roll. Use the other Federal Assistance Source and Amount two or three if there is more than one source.

		Federal Assistance Source Three		1- HUD Multi-Family Project Based Rental Assistance
2- Section 8
3- Public Housing Op Subsidy
4- HOME Rental Assistance
5- HUD (HCV), tenant based
6- HUD (PBV)
7- USDA Sec 521 RAP
8- HOME TBRA
9- Other Federal RA
10- VASH HPD
11- VASH NYCHA		The name of the federal assistance. Up to three federal subsidies can be listed on this rent roll. Use the other Federal Assistance Source and Amount two or three if there is more than one source.

		Non-Federal Assistance Amount One		Number		The dollar amount of a specific non-federal assistance subsidy.  Up to three non-federal subsidies can be listed on this rent roll. Use the other Non-Federal Assistance Source Amount Two or Three if there is more than one source.

		Non-Federal Assistance Source One		1- DRIE/SCRIE
2- CITY FEPS
3- FEPS
4- LINC
5- MRT
6- PA Only
7- SEPS
10- Other		The name of the non-federal assistance. Up to three non-federal subsidies can be listed on this rent roll. Use the other Non-Federal Assistance Source Amount Two or Three if there is more than one source.

		Non-Federal Assistance Amount Two		Number		The dollar amount of a specific non-federal assistance subsidy.  Up to three non-federal subsidies can be listed on this rent roll. Use the other Non-Federal Assistance Source Amount Two or Three if there is more than one source.

		Non-Federal Assistance Source Two		1- DRIE/SCRIE
2- CITY FEPS
3- FEPS
4- LINC
5- MRT
6- PA Only
7- SEPS
10- Other		The name of the non-federal assistance. Up to three non-federal subsidies can be listed on this rent roll. Use the other Non-Federal Assistance Source Amount Two or Three if there is more than one source.

		Non-Federal Assistance Amount Three		Number		The dollar amount of a specific non-federal assistance subsidy.  Up to three non-federal subsidies can be listed on this rent roll. Use the other Non-Federal Assistance Source Amount Two or Three if there is more than one source.

		Non-Federal Assistance Source Three		1- DRIE/SCRIE
2- CITY FEPS
3- FEPS
4- LINC
5- MRT
6- PA Only
7- SEPS
10- Other		The name of the non-federal assistance. Up to three non-federal subsidies can be listed on this rent roll. Use the other Non-Federal Assistance Source Amount Two or Three if there is more than one source.

		Is Disabled		Yes
No		Indicates if any member in the household has a disability.

		Race		1 – White
2 – Black/African American
3 – American Indian/Alaska Native
4 – Asian
5 – Native Hawaiian/Other Pacific Islander
6 – Other
8 – Tenant did not respond		The race of the head of household.

		Ethnicity		1- Hispanic or Latino
2- Not Hispanic or Latino
3- Tenant Declined to Respond		The ethnicity of the head of household.

		Are all occupants full time students?		Yes
No		Required field for HOME and Low Income Housing Tax Credit compliance. 
Indicates that each member of the household is a full-time student. 

		If yes, give explanation		1 - TANF Assistance
2 - Job Training Program
3 - Single Parent/Dependent Child
4 - Married/Joint Return
5 - Previous Foster Care
6 - Extended-Use Period		Only applicable if “Are all occupants full-time students?” is designated yes. Specify the exception for why all students are allowed to be full-time students.

		Vacancy Reason		Construction in process
Applicant rejected apartment (send copy of offer letter to Portfolio Property Manager)
Applicant ineligible
Insufficient funds for unit restoration
Section 8 application review in process
Hospitality unit/Contractor staging
External investigation
Applicant financing in process
Change in managing agent/site manager
Other (send email to Portfolio Property Manager to specify)		Specify why the unit is vacant.





Sheet1

		Construction in progress

		Applicant rejected unit

		Applicant ineligible

		Insufficient funds for unit restoration

		Sec. 8 application review

		Hospitality unit/Contractor staging

		External investigation

		Applicant financing

		Change in managing agent/site manager

		Other/email reason to HPD manager







Vacancy 
Reasons 
(over 120 
Days)

1 - Construction in process

2 - Applicant rejected apartment (send copy of offer letter to 

Portfolio Property Manager)

3 - Applicant ineligible

4 - Insufficient funds for unit restoration

5 - Section 8 application review in process

6 - Hospitality unit/Contractor staging

7 - External investigation

8 - Applicant financing in process

9 - Change in managing agent/site manager

10 - Other (send email to Portfolio Property Manager to specify)



Tips for filling 
out Template

 Do not change column headers, can change order 
or delete columns

 Include as many fields as you collect

 Include all fields needed for all HPD business units 
you submit to

 Completely fill out initial rent roll, and then you will 
only have to update changes



Submitting excel 
template



Must have 
valid NYC.ID



Creating a  
NYC.ID



Creating a  
NYC.ID



Log in with 
NYC.ID



3 Steps to 
submitting a 
rent roll

Upload Upload Excel rent roll file 

Add Add building-level data

Select Select building (each building 
must be submitted separately)



1. Search for a building
by Address



1. Search for a 
building

 By address



1. Search for a 
building

 By address



1. Search for a 
building

 By address



1. Search for a 
building

 By Borough/Block/Lot



1. Search for a 
building

Enter the Borough, Block, and Lot in any of the following formats: 
 

          
 

 

 By Borough/Block/Lot



1. Search for a 
building

Double click to select the building for 
uploading a Rent Roll 



2-Add building-level data



2-Add 
building-
level data

 For Mitchell-Lama buildings: Select ‘No’ checkbox 
and enter the ‘As of date’.



2-Add 
building-
level data

Select the Utility types (if any) that tenants are 
responsible for paying your building.



2-Add 
building-level 
data

 Click on ‘Browse’ and upload dialog box 
appears. Navigate to the Excel file saved 
on your computer and click on the file, 
then ‘Open’ 



3. Upload 
Excel file

 Confirm proper file has been selected, 
click checkbox to affirm that the 
information you are sending is true to, 
and click ‘Submit.’



Errors

 

For Column Issues: It occurs when the column headers do not match the eRent Roll template.  
 
Excel Example:  

 
Column Error Example:  

 
 
Error Type A:  

• If original column name is changed, it will return an error with the issue “Unrecognized columns”. 
- Do not change the name of the column headers. 

Error Type B: 
• If Unit Name is not in the first row, the error will be “The column ‘Unit Name’ is missing”. 

- Do not insert rows at the top of the template. 

0 

B 

A 

Floor (Test Excel) A 

B 



Errors

 

For Format Issues: Each column in the eRent Roll template is formatted to be either a number, text, or 
date. Changing the format (for example, writing ‘one’ instead of ‘1’) will result in an error report. 
 
Excel Example:  

          
 
Format Error Example:     

  
 
Error Type C:  

• ‘Number of Bedrooms’ should be numerical; it will return an error with the issue “Invalid 
Number”. 

- Do not copy and paste data that is in a different format than the template. 
- The error message will indicate which unit has a format issue problem. 

C 

C 



Past uploads

You can download and update previous rent rolls that you 
have submitted
Click on ‘PAST UPLOADS’
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