Frequently Asked Questions about Leasing Permits / Non-Owner Occupied Properties

Q: Do | need to get a Leasing Permit to rent my home?
A: You will need to obtain a Leasing Permit to rent a home if you, as the property owner,
do not also live in the home.

Q: Do | need to get a Leasing Permit to allow my child to live in my home, if | am not
charging rent?
A Regardless of whether you are charging any rent, you will need to obtain a Leasing

Permit to allow a family member to live in a home if you, as the property owner, do not also
live in the home.

Q: Do | need to get a Leasing Permit to allow my friend to live in my home, if | am not
charging rent?
A: Regardless of whether you are charging any rent, you will need to obtain a Leasing

Permit to allow a friend to live in a home if you, as the property owner, do not also live in the
home.

Q: I own a duplex and live in one unit, do | need a Leasing Permit?

A: A duplex is a structure that contains two dwelling units (up/down, side by side, etc.). If a
property owner lives in one unit of a duplex, the property owner still needs to obtain a Leasing
Permit for the other unit of the duplex. If the property owner does not live in either unit of a
duplex, the property owner will need to obtain a Leasing Permit for both units in the duplex.

Q: How often do | need to get a Leasing Permit?

A: You will need to get a Leasing Permit every year. Leasing Permits are valid from October
1% of each year to September 30" of the following year. Regardless of when a Leasing Permit is
obtained throughout the year, it will expire on September 30",

Q: How do | get a Leasing Permit?

A In order to obtain a Leasing Permit; you will need to complete a Leasing Permit
Application Form, pay the applicable fee and schedule an inspection, if necessary. The
application fee is $25 and the inspection fee is an additional $75.

Q: When is an inspection required?

A Inspections are required every other leasing period (October 1** — September 30 Itis
commonly stated that a property owner needs to get an inspection every other year, but this is
not completely accurate. For example, if a property owner in Ward 3 decides to move from his
home and rent the home to a tenant in July, 2011, the property owner will need to obtain a
Leasing Permit prior to renting the home. To obtain a Leasing Permit, the property owner will
need to complete a Leasing Permit Application, get an inspection and pay the applicable fees
(5100). The Leasing Permit will be valid until September 30, 2011. For the October 1, 2011, —
September 30, 2012, leasing period, the property owner will also need a Leasing Permit, but to
obtain a Leasing Permit the property owner will only have to complete a Leasing Permit
Application and pay the applicable fees ($25). For the October 1, 2012, — September 30, 2013,
leasing period, the property owner will again need a Leasing Permit and once again the
property will need to complete a Leasing Permit Application, get an inspection and pay all
applicable fees (5$100). Under the above facts, the property owner was required to get
inspections in July, 2011 (for the 10/1/10 — 9/30/11 leasing period) and in September, 2012 (for
the 10/1/12 —9/30/13 leasing period).

th).



Q: What do the wards have to do with inspections?
A: Whether an inspection is needed depends on which ward of the City the property is

located, please see the chart below.

Leasing Period Chart

Wards 1,4 &5

Wards 2 & 3

Leasing Period (10/1/10 - 9/30/11)

Application & Fees

Application, Inspection & Fees

Leasing Period (10/1/11 - 9/30/12)

Application, Inspection & Fees

Application & Fees

Leasing Period (10/1/12 - 9/30/13)

Application & Fees

Application, Inspection & Fees

Leasing Period (10/1/13 - 9/30/14)

Application, Inspection & Fees

Application & Fees

Leasing Period (10/1/14 - 9/30/15)

Application & Fees

Application, Inspection & Fees

Q: What if violations are found during the inspection?
A: If non life-safety violations are found during the inspection, a Temporary Leasing Permit
will be issued. This period will be valid for a short period of time (30, 60, 90 days). During this
time period the property owner should work to repair all of the violations. Temporary Leasing

Permits allow occupancy even when violations are found. Once all
repaired, please call the Building Department for a re-inspection.

during the re-inspection, a Leasing Permit will be issued.

violations
If no violations are found

have been

If life-safety violations are found during the inspection, no occupancy will be permitted
until the life-safety violations have been repaired.




