Applying for a Rental License

1. Goto http://montqomervcountvmd.qov/DHCA/housinq/licensinq/index.html_
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2. The How to Apply for Rental Housing License link gives an overview of how to apply for Condominium, Single Family,
Multifamily/Apartment and Class 3 Accessory Apartment rental licenses.

3. Please click on the How to Apply for Accessory Apartment Class 3 License for a more detailed how to for that license.

4. The Apply NOW for Rental Housing License takes the applicant directly to the external site.


http://montgomerycountymd.gov/DHCA/housing/licensing/index.html
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You will be redirected to AccessMCG Extranet to set up an account

UNAUTHORIZED ACCESS IS PROHIBITED AND PUNISHABLE BY LAW!

Sign in to AccessMCG Extranet

Your Email:

Password:

application portal

h

If you already have an account sign in with your email and password.
If you need to set up an account, click on Register New User and follow the instructions.



Search My Business

AccessMCG Extranet Account Self Service

Read this First: If yvou received a temporary username and password from the
County (e-g., Ex-Employee, Supplier), please click here.

If yvou are registering for personal, individual purpose and not for business
PUrpPoOSe:

Please select one of the options below that best describes yvour activities with the County

“Your Role
< Individual )dividual

Student Student
Wolunteear “Wolunteer
Former County Employesa Former County Employee

[ Sselect Individual Role I_

If ywvou are registering for business purpose, please Search and Select Wour
Business/Company

Business/Company to = NI 3 jetters of the business
search name

Search Clear | Cancel

Let Me Enter Company Details

8. Select Individual.
9. Clickon “Select Individual Role”.



10. Fill in the required information to set up your account.

New User Registration

MAoccessMCG Extranet Account Self Service

To register a new account, please complete the following form.

Your password must conform to specific requirements: It you must write down the password, be

sure to keep It in a safe place. | Showve Me Passwword Rules |
Registering with County for a Business Reason? [ Please Read!
Email Address = THhis will be your fogin id.

First name

Last name

Teleaphone NMumber
Business/Company County Individual

Department

Job Title

Street Address

City =
State =
Zip Code =
= Please check Password Rules
Mew Password abowve o make sure your password

meers the reguirements
Confirm Password
*~ Required field

Create Clear [ Restart [ Cancel




11. After signing in you will see the Licensing and Registration homepage.

AccessMCG Extranet Portal

For Secured County Applications

Activity Calendar County Links »

All Apps DLC Apps Featured HR. Apps MCG Apps

DHCA Licensing and Registration

Posted in All Apps

Single family, condominium and accessory apartment property owners
in Montgomery County are required to obtain a rental housing license
prior to offering the property for rent.

In addition, Homeowner Associations, Condominium Associations and
Co-op Communities, also known as Common Ownership Communities

(COC) are required to register with Montgomery County.
The DHCA Licensing and Registration internet application allows you to:

v Apply for new Rental Housing License

+ Register Common Ownership Community (COC)

+ Pay Fees for Rental Housing License or Common Ownership Community (COC) Registration

+ Update license status when property is no longer rented or sold

+ Update contact information for owner, Legal Agent, Management Company or Board Member

+ Submit supporting application documents

12. Click on the blue “Go to DHCA Licensing and Registration” button.

Find an App

Search

Most Visited Apps

Employment 10921320
Learning Services 64008}
AccessMCG Self-Service 10711)

Activity Calendar

Friday, 14th October
I F:00 pm: ERP Weekly Backup
Friday, 21st October
I F:00 pm: ERP Weekly Backup

Eeidanr 303k Mt



13. You will be taken to the application for rental housing licenses.
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14. Click on the blue “Apply for Rental License” button.




15. Select the Property Structure Type from the drop down box.
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DHCA Licensing and Registration

Submit your rental license application by filing out the below form.

Select your Property Structure Type: v

STEP1: PROPERTY INFORMATION

Accessory Apartment Class 3 - Existing Detached
Accessory Apartment Class 3 - Existing Interior
Accessory Apartment Class 3 - New Addition
Accessory Apartment Class 3 - New Detached
Accessory Apartment Class 3- New Interior
Back to Back - Single Family with Shared Back Wall
Condominium in Garden Style Property
Condominium in Highrise Building

Condominium in Piggyback Townhouse
Duplex - Single Family with 2 floors or units
Garden Apartment - Multifamily with 1-4 stories
Highrise - Multifamily with 9+ stories

Midrise - Multifamily with 5-8 stories

Mixed Structure Types

Moderately Priced Dwelling Unit

Quadraplex - Single Family with 4 floars or units
Single Family

Townhouse Single Family

For assistance with licensing questions, please contact the Licensing and Registration office at 240-777-0311

16. Click on the orange NEXT button.
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17. Fill out the requested information about the property.

DHCA Licensing and Registration

Submit your rental license application by filling out the below form.

Select your Property Structure Type: Single Family v

STEP1: PROPERTY INFORMATION STEPZ: CONTACTS STEP3: DOCUMENTS STEP4: APPLICATION FEE

StreetAddress Complete Street Address
Apt or Unit or Suite Apt or Unit or Suite #
City
Zip Code
Rental Start Date
Rent Amount ($) Enter just the Amount greater than Zero and without any special characters
Year Built Enter just the Year in YYYY format
Number of Adult Occupants Enter number between 1-5
Number of Kitchens Enter number between 1-5
Number of Bedrooms Enter number greater than Zero
Number of Basement Bedrooms Enter number between 0-5

Is Tenant related to Owner? ) Yes ) No

Is this a New Owner/Transferof ~ © Yes ) No 5 Transfer Fee for New Owners assuming Licensed Property
Existing License?
[ affirm that | am current on my homeowners or condominium dues and fees

For assistance with licensing questions, please contact the Licensing and Registration office at 240-777-0311



18. If the property is relative occupied, please indicate the relationship to owner.

Number of Basement Bedrooms

[5 Tenant related fo Owner?

Relationship

Is this a New Owner/Transfer of
Existing License?

19. Click the orange NEXT button.

0

Yes @ No

Yes @ No  85Transfer Fee for New Owners assuming Licensad Property

I affirm that | am current on my homeowners or condominium dues and fees



20. Select the type of ownership for the property.

DHCA Licensing and Registration
Submit your rentallicense application by fllng out the below form,

Select your Property Structure Type: ~ Single Famlly 4

STEP1: PROPERTY INFORMATION STEPZ: CONTACTS STEP3: DOCUMENTS STEP4: APPLICATION FEE
Ownership Information; ) Sole Cmershin © Trust © PartnershipiLLC © Corporation _

Agent/Management Information: ) Administrative Agent  Management

10



21. Fill in the requested information.

DHCA Licensing and Registration

Submit your rental license application by filling out the below form.

Select your Property Structure Type: Single Family .

STEM: PROPERTY INFORMATION STEPZ: CONTALTS STEP3: DOCUMENTS STEPA: APPLICATION FEE

Ownership Information: @ Sole Ownership © Trust O Partnership/LLC © Corporation

Sole Qwnership Information

Firsthame AddressType v
MiddleName Street Address
LastMame Addressline2 AptiUnit/Suite
WorkPhone Cily
HomePhone State
CellPhone ZipCode
Emalladdress Country Unlted States

AgenUManagement Information: ~ © Administrative Agenl ' Managemenl

For assistance with licensing questions, please contact the Licensing and Registration office at 240-777-0311

22. Please be sure to include all available information. Your application will be processed faster if we have all the information we
need.

11



23. If you live outside of Maryland or are using a PO Box, you will be required to assign a Legal Agent.

Company Name AddressType v
FirstName Street Address
MiddleName AddressLine2 Apt/Unit/Suite
LastName City
WaorkPhone State Maryland
HomePhone ZipCode
CellPhone Country

EmailAddress

For assistance with licensing questicns, please contact the Licensing and Registration office at 240-777-0311

24.Your property will not be licensed if you live outside Maryland and do not assign a Legal Agent.

12



25. If you are assigning an Administrative Agent and/or Management company, choose the appropriate button and fill out

the requested information.

Agent/Management Information: ® Administrative Agent Management

Administrative Agent Information

Administrative Agent AddressType

Company Name
Street Address

FirstName
AddressLine2

MiddleName
City

LastName
State

WorkPhone
ZipCode

HomePhone
Country

CellPhone

EmailAddress

26. Click the orange NEXT button.
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27. If your property is built before January 1978 you will need to provide your MDE tracking number and Lead Inspection
certificate number.

DHCA Licensing and Registration
Submit your rental license application by filling out the below form.

Select your Property Structure Type: Single Family v

STEP1: PROPERTY INFORMATION STEP2: CONTACTS STEP3: DOCUMENTS STEP4: APPLICATION FEE

— Maryland Department of Environment

Maryland State law requires all owners renting residential properties to register the rental property with MDE. If the property was built before January 1. 1978, itis
required to be tested for lead poisoning. [Statutory requirements of Article 24, Political Subdivisions, 139-703]

Is the property built before January 1, 19782 @ Yes  No
What is the Year Built of the Property?

Is the property registered with MDE? 0 Yes ' Mo
What is the MDE Tracking Number?

Is the registration current? ) Yes © No

What is the Lead Inspection Certificate Number?

Supporting Documents

— Upload (Pdf or Word documents ONLY)

Document 1 browse Short Description
Document 2 browse Short Description
browse Short Description

Document 3

For assistance with licensing questions, please contact the Licensing and Registration office at 240-777-0311



28. If your property is not registered with MDE, the system will provide you with the phone number to register.

DHCA Licensing and Registration

Submityour rentallicense application by filling out the below form,

Select your Praperty Structure Type: - Single Famly '

STEP1: PROPERTY INFORMATION STEP: CONTACTS STEP3: DOCUMENTS STEPA: APPLICATION FEE

— Maryland Department of Environment

Maryland State law requires all owners renting residential properties to register the rental property with MOE. If the property was hult before January 1, 1978, itis
required to be tested for lead poisoning, [Statutory requirements of Article 2, Poftical Subdvisions, 15-103]

Isthe property built before January 1, 1978~ © Yes O o

What is the Year Built of the Property? 1958

Is the property registered with MDE? ~ © Yes @ o

Contact MOE 1-800-633-6101 to register,

15



29. If you have your Lead Inspection certificate you can upload it to your account.

Supporting Documents

r— Upload (Pdf or Word documents ONLY)
Document 1 browse Short Description
Document2 browse Short Description
Document 3 browse Short Description

For assistance with licensing questions, please contact the Licensing and Registration office at 240-777-0311

Click on Browse

Go to where the file is located on your computer
Click Open

Provide a short description of the document

Qo op

30. Click the orange NEXT.



31. There are three ways to pay your license fee. Select your payment method. The amount due will automatically populate.

a. Pay viaElectronic Check

DHCA Licensing and Registration

Submit your rental license application by filling out the below form.

Select your Property Structure Type: Single Family \

STEP1: PROPERTY INFORMATION STEP2: CONTACTS STEP3: DOCUMENTS STEP4: APPLICATION FEE

% Pay via Electronic Check

By completing and submitting the information below, | hereby authorize Montgomery County Government (MCG) to initiate debits from the identified bank, savings and loan,

Select a payment method: ) Payvia Mail-In Payment O Pay via Credit Card

Online Payment Agreement:

or credit union checking account for the payment of the selected DHCA licensing/registration fee(s). | understand that this is a one-time agreement applicable only to this

specific transaction. | further understand that MCG reserves the right to limit participation to payors whose accounts are in good standing.

$101

Application Fee:

paymentDate | /182016

Account Holder Name

Bank Name, State
Bank Routing Number Enter only numbers
Bank Routing Number Re-enter Bank routing number
Bank Account Number Enter only numbers
Bank Account Number Re-enter Bank account number

Email Email address for receipt
=T EEEEN
For assistance with licensing questions, please contact the Licensing and Registration office at 240-777-0311

17



b. Pay via Mail-In Payment

DHCA Licensing and Registration

Submit your rental license application by filling out the below form.

Select your Property Structure Type: Single Family

STEP1: PROPERTY INFORMATION STEP2: CONTACTS STEP3: DOCUMENTS STEP4: APPLICATION FEE
Select a payment method: ' Pay via Electronic Check # Pay via Mail-In PaymentN.’ Pay via Credit Card

You can mail your payment to our bank lockbox at the following address.
Please be sure to write your license/registration number on your check. If paying for multiple properties, please include payment coupon(s) with your check (or print this page

Mail-In Payment:

and include it with your check).

Icensing and Registration Uni
P.0. Box 5463
Gaithersburg, MD 20898

The addresses for which payment is being made on is: 1401 ROCKVILLE PIKE undefined, ROCKVILLE MD - 20852

For assistance with licensing questions, please contact the Licensing and Registration office at 240-777-0311

c. Please make sure that your license number is on the check before you mail it. If the license number is not on the check

it takes longer to process and license your property.
d. Please mail the check to the above address NOT our office.

18



e. Pay viaCredit Card
DHCA Licensing and Registration

Submit your rental license application by filling out the below form.

Select your Property Structure Type: Single Family v

STEP1: PROPERTY INFORMATION STEP2: CONTACTS STEP3: DOCUMENTS STEP4: APPLICATION FEE
Select a payment method: ' Pay via Electronic Check ' Pay via Mail-In Paymen(_ @ [EIRGELOEDIe:Ip]

Online Payment Agreement:

DHCA's secure online credit card payment system enables residential rental license holders to pay their annual rental license fees by credit card and currently accepts payment
by Mastercard, Discover, Visa, and American Express. License fees vary by license type and number of rental units covered by the license. The fee for a license and amount
due is displayed to users when they log into DHCA's LR Dashboard.

Refunds are only issued in the event of duplicate payments.

Upon completion of your payment submission, you will receive on screen and email confirmation of your payment. Your payment will be processed within 2-3 business days.
After processing, you may print your license using DHCA's LR Dashboard. Residential rental licenses are valid for one fiscal year (July 1 to June 30 each year).

Total Payment Due: $1or

Email Address: Email address for receipt

Note: By clicking on Finish button you application will be submitted and the page will be redirected to Credit Card Payment screen.

For assistance with licensing questions, please contact the Licensing and Registration office at 240-777-0311

32. Click on the orange FINISH.
33. You will receive a confirmation email that your application and payment has been submitted.

If you need any assistance please don’t hesitate to call us at: 240.777.0311!!



