


Two facets of
eRR

™

* Fill out universal eRent Roll template

Excel Template

* Include relevant fields for multiple

- Update fields on a timely basis

HPD business units

/Submission

* Log in with NYC.ID
* Upload file

* Troubleshoot errors

-




 Homeless Placement Services

HPD
Business

* Asset Management

* HOME/LIHTC Compliance

Units using
eRR

* Marketing and Re-rentals

* Mitchell-Lama (Vacancy Tracking)

rentrolli@hpd.nyc.gov



mailto:rentroll1@hpd.nyc.gov

Unit Name |Numberof Rooms |Balcony |Number of Bedrooms |IsVacant |Lease End Date |Vacancy Reason

2A 4.0lY 2N

2B 4.0y 2|N

2C 3.0|N 1Y 2/15/2022

3A 4.0|Y 2|N

3B 4.0|Y 2|lY

3C 3.0|N 1(N 3/30/2021|Applicant ineligible

e-Rent Roll Template

Mitchell-Lama required fields




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






1 - Construction in process
2 - Applicant rejected apartment (send copy of offer letter to
Portfolio Property Manager)

Vacancy 3 - Applicant ineligible

Reasons

4 - Insufficient funds for unit restoration

5 - Section 8 application review in process

(over 120
Days)

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



NYC HPD Rent Roll

HPD eRent Roll

DownLoaD RENT RoLL TEMPLATE  HELP

Welcome to eRent Roll

. Sign in using your NYC.ID account.

1 If you do not have one, you must create an account in order to use this
. application.




Must have

valid NYC.ID

Welcome to eRent Roll " o

Sign in using your NYC.ID account.

.‘ i you do not have one, you must create an account in order to use this
. spplication.




Create Account

&) Email Address or Username:

Confirm Emaill Address or
Username:

PASSWORD

& rPasswora:

Confirm Password:

First Name:
Middie Imitial:

Last Name:

Enter your valid email address

Enter same email address for confirmation

Createyour secure password

Enter same password for confirmation

Enter First MName

Enter Last Name

Creating a

NYC- I D Select three security questions and provide answers to them. This information can be used to reset your password if you forget it. Answers are

Security Question 1:

Answer 1:

Security Question 2:

Answer 20

Security Question 3:

Answer 3:

not case sensitive. They must be different, be between 3 and 255 characters and cannct include < ™. If you are on a public computer, we
recommend you mask your answers by selecting 'Hide' below.

Check the box to indicate that you D
understand and agree fo the

NYC.ID Terms of Use, the overall
Terms of Use for NYC.gov, and the
Privacy Policy for NYC.gov.

CREATE ACCOUNT




Confirmation Email Sent

Welcome! Your account was created. You cannot log in until your email address is confirmed. To confirm your
email address, click on the link in the email that was sent to you. If you have not received the email, check your
spam/junk folder.

Creating a
NYC.ID o T o

NYC.gov - NYC.ID Confirm Your Email Address

You have just created a user account with City of New York. If it was created in error, deactivate vour account.
Click this link to confirm vour email address.
If the above link does not work, paste the following address into vour browser:

hitps://nyc-stg-web_csc.nvcnet/account/validate Token htm?
token=9d4aTae473094db68081 8a78de06d9 1 f& target=aHR 0c HMBL vOtc 2R 3dmEtaHBkemxsMDEu Y3 N Lm55Y25

We ask you to confirm yvour email to ensure our emails will be delivered. This is the address vou will log in with, an|
You can change vour email address at any time_ but will only be able to log in with it once yvou have confirmed the el
Thank vou for using NYC.gov.

Do Mot Reply - Automatic Email




Log in with

NYC.ID

Sign in using your NYC.ID account.

™ Hyo?d?mhmlm,mmnmmmmtinmmmm
. application.

Login

NYC LOGIN

Email Address or Username:

hpdrentrolluat@mailinator.com

Password:

LOG IN

Create Account

Forgot Password




Select building (each building

Select must be submitted separately)

3 Steps to

submitting a Add building-level data
rent roll

Upload Excel rent roll file




NYLEC HPD Rent Roll Profile - Doe, Jane

HPD eRent Roll

SEARCH | DOWNLOAD RENT ROLL TEMPLATE  HELP

eRent Roll

Address Tax Lot

Select borough ~ fENGIELLGNES] Street Number and Street Name Q

1. Search for a building

by Address




eRent Roll

Address Tax Lot

Select borough  Enter Address EEilrSS STl g= it Beiif= s S S ET s Q

Bronx

Brooklyn
Queens
Staten Island

1. Search for a

By address

building




eRent Roll

Address Tax Lot

S gty 100 gold street Q

1. Search for a
By address

building




Address Tax Lot

S Ethi=E 100 gold street Q

1 Search Results for 100 Gold Street, Manhattan

Building ID BBL 4«  Borough Building Address

21913 1-00094-0025 Manhattan 100 Gold Street

1. Search for a
By address

building




eRent Roll

SNl Enter Boro-Block-Lot Q

1. Search for a
By Borough/Block/Lot

building




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

Enter BBL Q Use the code of the corresponding Borough
Enter BBL 1 | Manhattan
2 | Bronx
3 | Brooklyn
4 | Queens
5 | Staten Island

1. Search for a

By Borough/Block/Lot

building




Tax Lot

Sned:e® 100094 0025 Q

1 Search Results for 1, 00094, 0025

Building ID BBL

4«  Borough Building Address

21913

1. Search for a

building

1-00094-0025

Manhattan 100 Gold Street

Double click to select the building for
uploading a Rent Roll




NYC HPD Rent Roll Profile - Strickland, Shadja | Log Out

HPD eRent Roll

SearcH Resuts Dowwioao Rent Rovl TempLate Hewe

PLEASE NOTE: The e-Rent Roll template’s race category codes have been updated to align with the codes used in the Tenant Certifi
form. To avoid the rejection of your Rent Roll by the system, please take the time to update the race codes

100 Gold Street Tax Lot (BBL) HPD Building ID Building Identification Number

Manhattan, NY 10038 1-00094-0025 21913 1001289

UpLoap Rent RoLL | Past UpLoaps

Is this rent roll part of Annual Owner Certifications for compliance with federal regulations required for housing with HOME funding and/or Low
Income Housing Tax Credits (LIHTC)? (more i

Yes @ No |Tn\s building is not part of the HOME/LIHTC prnglam|

As of date * =]

Select the Utility Type for Building *

Select File *

D | understand that | am submitting rent roll information for 100 Geld Street, Manhattan, NY 10038 and that this information, to the best of my
knowledge and belief, correctly represents the facts. Any improper or fraudulent information may be used against me_*

Copyright & 2017 The City of Mew York. All Rights Reserved. REL 11212017 Svr. 2

2-Add building-level data




2-Add
building-

level data

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

Is this rent roll part of Annual Owner Certifications for compliance with federal regulations required for housing
with HOME funding and/or Low Income Housing Tax Credits (LIHTC)? (more info)

OVES@NO

As of date * 2




2-Add
building-

|eve| data Select the Utility Type for Building * _

Tenant pays no ufilities

Select File * Tenant pay for cooking gas
Tenant pays electricity (no stove)

[ lunderstand that | am submittir] |€nant pays electricity (with stove)
Tenant pays cooking gas and electricity

this information. to the hest of my k

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




2-Add

building-level » Click on '‘Browse’ and upload dialog box
data appears. Navigate to the Excel file saved
on your computer and click on the file,
then ‘Open’

Select the Utility Type for Building * Tenant pays cooking gas and electricity «

Select File *

®v|h » eRent Roll - | +y | | Search eRent Roll Fel |

Organize ~ Mew folder = - [ e

¥ Favorites i Mame Date modified Type Size

B Desktop Rent Roll_Test 12 05 2017 12/18/2017 3:54 PM  Microsoft Excel W... 556 KB
._i Downloads

“Zl Recent Places

| Libraries
Desktop
5] Document ts

~ [ nr | »

File name: ~ Al Files ) -

[ Open Iv] [ Cancel ] )




3. Upload

Excel file

{ Yes (@ No

As of date * 12/01/2017 2

Select the Utility Type for Building *| Tenant pays cooking gas and electricity ~

Selected File @ Rent Roll_Test_12.05_2017 xIsx

| understand that | am submitting rent roll information for 100 Gold Street, Manhattan, NY 10038 and that

this information, to the best of my knowledge and belief, correctly represents the facts. Any improper or
fraudulent information may be used against me. *

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



occurs when the column headers do not match the eRent Roll template.

A B c | D
1 HPD
2 ® 100 Gold Street
3 MNew York, NY 10038
4
5 [1-A 650.00 A 1 2.0
6 |1-B 700.00 h=2d 3.0
7 |1-c 700.00 3.0
le:

The rent roll you have tried to submit, Rent Roll_Test_12_05_2017.xlsx, has the following
issues. Please make corrections and then go back to the Upload Rent Roll tab and try again.

Column Issues

Export Report

Column Name

Issue

Floor (Test Excel)

Unit Name

Unrecognized columns.

The column 'Unit Name' is missing.

«—0

mn name is changed, it will return an error with the issue “Unrecognized columns”.

o not change the name of the column headers.

s not in the first row, the error will be “The column ‘Unit Name’ is missing”.

o not insert rows at the top of the template.

4




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

le:

r Example:

Format Issues

Unit Name Column Name Issue

T-A Number of Bedrooms Invalid number.

1-B Number of Bedrooms Invalid number. _ @
1-C

ber of Bedrooms’ should be numerical; it will return an error with the issue “Invalid
ber”.
- 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.




Tax Lot (BEL) HPD Building ID  Building ldentification Nurnber m
3-00292-0002 I 222994 3003055

211 Clinton Street
Brooklyn, NY 11201

UrLoAD RENT RoLL || PAST UsLoups

Past uploads =

UploadDate « HOME/LIHTC - AsofDate - UploadBy - UnilityType ~ Status ~ Rent Roll
0972572017 No 00T JDoe Cooking Gas & Elecincity (no stove)  Accepted
091472017 Wo 08/N2007  JDoe Cooking Gas & Electiicity (no stove)

You can download and update previous rent rolls that you

have submitted
Click on ‘PAST UPLOADS’
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