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Introduction

This guide is designed to assist you with completing your CERP property tax abatement
renewal form.

In the following pages, we provide a step-by-step manual with detailed explanations to help you
navigate the Department of Finance’s online renewal system and submit your renewal form with
ease.

We also have a Frequently asked Questions (FAQs) document, which you can find on our
website click here for CRP renewals and click here for CEP renewals.

You may always request help by contacting us here or contacting 311.
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Helpful Hints for Using the System
Required Fields

Throughout this system you will be asked to provide information and answer questions. There
are certain fields that are required to be completed in order to move between screens or submit
a renewal application.

If at any time you try to submit information by clicking Confirm or Submit Form and there is an
error, you will see the message below. Fields that are blank or filled-in incorrectly will be
highlighted in blue like this:

Conad A Sses
Emad Addras:

w

Once you have made the necessary corrections, you will be able to submit and move to the next
section.

Text Boxes

A text box will appear if you answer YES to a question. Text boxes require 25 characters. You
may have to expand on your answer if you get an error message.

Time Out

Like many online applications, if you have no activity for one hour, you will lose all of your
information, so be sure to submit or save your form if you plan to be away from your computer.

Navigating the Website

The grey banner that is at the top of each page contains important pieces of information and
allows you to jump to different pages at any time.

. . L See p. 4 for

You are using a City of New York application to detai[I)s
/ complete and file commercial property (not personal

residential) exemption and abatement forms

Finance \
it Commercial

emptions

222=c-m 2 YOUR ORGANIZATION NAME
Your log in information identifies
you as this owner (representative)

. or the tenant (representative)
You can jump to these pages when you need to
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The grey bar allows you to:
= Jump to the Property List to see the CERP application that requires a renewal

= Jump to Owner Information so you can see what user information you confirmed for the
application’s owner (representative)/tenant (representative) contact information.

=  Jump to Contact Us if you have questions
= Jump to Change Password if you want to change it

= Click Log off when you are ready to exit the application. All of your saved work can be
completed or accessed when you log in again
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Log in —Screen 1

On the Welcome page, you will be asked to enter your User ID and password to log in. The

User ID and password can be found in the letter you received in May. User IDs and passwords

are case-sensitive, so enter them exactly as they appear.

Helpful hint: Be sure not to mistake “0” for “O” or “1” for “I”

Please enter your log in information

User ID:

Password:

If you mistype your User ID or password, you will see an error screen like this:

Password:

Please enter your log in information

If this is your first time logging in, you will see Owner/User Information — Screen 2.

If you have logged in before, your next screen is Property List — Screen 3, so you may proceed

to page 7.
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Change Password

Click Change Password in the grey bar.

You will be asked to enter the password we sent, then type and confirm the new password that
you want.

Change Your Password

SeweCt § password with a2 least § cCharacierns, INCGING AT least one KOs Of One NUMbes

NN | Change Your Password

| cptonal 1o change your passwore Plase remember

Current Password: Nl passwords e case senstive If you decioe 1o use
upper and owes Case fierns In the DOX 10 1he e emes
ihe password we sent then anter the new password and

New Password hen redype INe new password Cick "Change Passwony
1o make the change o "Cancel” 1o keep the onginal If
yOu change the password you will recene 3 confirmation

Confirm Password

MasSa0e Vel amat

= -

Helpful hint: The password must have 6 characters including one letter or number.

Click Change Password to keep the one you have entered. Click Cancel to keep the current
password.

If your changes password is successful, you will see a screen like this:

Change Your Password
Your password has been changed!
Continue

You will also receive a confirmation email to the provided address that the password has been
changed.
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If your new password is not successful, you will see an error message like this:

s Change Your Password Emmm—

Password Incomect of New Passward

wvald New Password ength minenum. 6
mnouce ane leftor of numder
Current Password:

New Password:

Confirm Password:

Change Password Cancel

Retype the password and confirm it and click Change Password again.
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Profile Information — Screen 2

If this is your first time using this system, you will see information about your organization.

Review and update this information as necessary. Click the Confirm button to proceed to the

next screen.

If you have used this system before, you will be taken to the Property List.

Profile information can be updated at any time while you are logged in. You may also submit a
form, logout and log back in another time if you need to update profile or contact information.
The only field you cannot modify is the Name field within the Profile Information section. If the

name displayed in this box is incorrect, contact us here. Keep in mind that this Name field

identifies the company of the owner/tenant representative.

Profile Information

Name = ABC Organization LLC Federal EIN 12 456739
Maiing StrestNo Street Name
Address +oa Avenee X Piaoe
= Eee e o (APPLIES TO NFP USERS
ONLY. ICIPACAP users must
City provide their EIN_ or their
New Yark appacasion wil be mcomplete)
State Postal Code
Contact information
Name  John Represeniative Relationship to owner  Represeniatve
Daytime Phone 212123435 Phone Extension
Email Address  JohnRep@ASCorganization com

Helpful hint: Daytime Phone must be entered as 9 digits, no spaces or hyphens. You may enter

a telephone extension if you have one.
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Property List — Screen 3

This screen identifies the property and application receiving a CERP tax abatement benefit. All
properties with benefitting CERP applications are required to complete a renewal form. If you
have signed-on previously, you will arrive here after entering the User ID and password.

Search Show Status \iI -
Number of Properties 1
Property Address Borough Block Lot Application Number Status Forms
123 Avenue X Place Manhattar 999 10 5000 Not- Started

Understanding the Property List

The identified row represents the property address (parcel receiving the abatement), the BBL,
Application Number, Status and Type of Form.

Forms

The Form Type will depend on the User Credentials. The form will either be CERP Owner or
CERP Tenant.

Search Show Status NI -

Number of Propertes 1

Property Address Application Number

123 Avenue X Place Manhattar 999 10 5000

[]

Search Show Status Al

Number of Properies: 1

123 Avenue X Place Manhaitan 999 10 5000
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Status

Status describes the status of the renewal form. A renewal form can be in one (1) of three (3)
different statuses:

1. Not-Started: you have not clicked to open the form.

2. In Progress: you have started to complete the form, but were not able to finish. Your
work has been saved.

3. Completed: you have opened, completed and submitted the form. A confirmation email
has been sent to the email address you provided to acknowledge that the form has been
submitted.

Show Status

The Property List is defaulted to show all forms Completed, In-Progress, and Not-Started. To
display only one status, click down arrow and all options appear.

Helpful Hint: There will only be a single form displayed; the Show Status should remain on All.

If there are no application forms with the status you choose, you will see:

Show Status -

To get the entire list back, select All.
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Completing a CERP Owner Renewal Form

Reminder: Renewal forms are due by July 1% 2015. We encourage you to file as quickly as
possible to allow us time to get back to you if we have any questions.

All of the data is prepopulated based on the information entered on the previous screens.

Finance
P Commercial Exemptions

Property Tax Exompbon/Abatement Renowals

e ABC Organization LLC

2015/16 CEP/CRP

Owner Form
Please compiete Ihes foem by July 1 2015 Fadura 10 Smely Nie s D wdl resul n revocanon of denetts If you have any questons plegse
= Property information
Cwnners Nama 123 Building Owner Co. Appbcation Numder 5000
Mading Adcress Property Adaress 123 Avenue X Place
Borough-Bloch Lot 1-999-10

Owner’s Name field identifies the name of the entity that owns the building receiving the
abatement benefit. If this information is incorrect and the identified party does not own the
building, please contact us here.

Mailing Address field data was confirmed when you first logged-in to the application. This field

identifies the mailing address of the associated owner representative.

Application Number field was confirmed during Property List —Screen 3 validation. It identifies

the application number associated with this specific abatement.

Property Address and Borough-Block-Lot are identifiers for the property.

Contact Name: Sepese - Reiatonshp ©© Oamer

Cwmer's Taxpayer ID:
{Federal Employer
identificanon Number;
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This is the contact information you confirmed when first logging into the renewal system. You
may change the contact information at any time by clicking Owner/User Information on the grey

bar.

Section Two

If the presented information is correct, choose YES and proceed to the forms next
section.

ELIGIELE TENANT AND PREMESE INFORMATION ASOF JULY 1, 2015,
Appiicaton Number: 5000

Elgibie Tenant Nams- GG

Tenancy Sguare Footags:

S this informsation comrect? YES

If the presented information is incorrect, Choose NO and enter the corrected information

in the provided text box.

ELIGIBLE TEMANT AND PREMISE INFORMA TION AS OF JULY 1, 2018
APBICIVON Numder 5000

Engibie Tenant Name Tenant X LLC

Tenancy Square Foctage

I8 g INPOITTION SorTect?
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Digital Signature

To digitally sign the form, enter your name and title (position within the organization) in the
displayed field boxes.

Digital Signature

SIGN AND DATE BELOW TO CERTIFY THE ACCURACY OF ALL INFORMATION PROVIDED IN THIS FORM.

| cortfy Mmat all wdormation in Bis applcaton is true and conect 10 the best of my knowsedge and bedet | understand hat withl making of fakse
statement of malesial fact heven will subject me 10 e provisions of the law esevant 10 e making and fng of false Instrumants and wil render ife
appiication null and vosd

Juhn Representateve Representatve

SIGNATURE TITLE/'ORGANIZATION DATE

Submit Form

If you are satisfied that the form is accurate, click Submit Form. You will be asked to verify if you
want to submit the form as completed.

Digital Signature

i Is0ut making of takse
s and will render tne

| ok || Cancel |

Click OK to submit or click Cancel to keep the form active and not submit. If you submit the form
you will then see the screen below:

m Flmc". oy

J - M h L
e 2 o Commercial Exemptions
Property Tax ExemptionvAbalement Renewals

FAUSIEES T ABC Organization LLC

2015/16 CEP/CRP
Owner Form

CONYransmnons 00 successfully SUDMITNG your nenewal sppacabon

Print Form Property List
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You have the option of printing a copy of the form for your records by clicking Print Form. In the
Property List, the form for the BBL you just submitted will say Completed. You will receive an

email to the address you provided when you first logged-in, acknowledging receipt of the
renewal form.
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Completing a CERP Tenant Renewal Form

Reminder: Renewal forms are due by July 1*2015. We encourage you to file as quickly as
possible to allow us time to get back to you if we have any questions.

All of the data is prepopulated based on the information entered on the previous screens.

Finance
e Commoercial Exemptions

Property Tax Exemption/Abatemant Renewsls

ogQec-in & Tenant Reps LLC

2015/16 CEP/CRP
Tenant Form

Please complete thes fom Dy July 1 2005 Fadhare 1o tmesy Bie 1S 100 aall resull i revocabion Of Denetts 1T you Rave afty Queshions pleass il

| Property Information

Tenanty's Name: Tenant X LLC Apphication Number 5000

Maihng Acaress’ Property Acdress: 123 Avenue X Place

Borough-Block-Lot 1-999-10

Tenant’s Name field identifies the name of the entity that is receiving the abatement benefit. If
this information is incorrect and the identified party is not the benefitting tenant, please contact
us here.

Mailing Address field data was confirmed when you first logged-in to the application. This field
identifies the mailing address of the associated tenant representative.

Application Number field was confirmed during Property List —Screen 3 validation. It identifies
the application number associated with this specific abatement.

Property Address and Borough-Block-Lot are identifiers for the property.

Contact Information

Contact Name: ZE 5 Relationship to Owner
Contact Phone: Sty - Email Address:
Owner's Taxpayer ID:

(Federal Employer
identification Number)
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This is the contact information you confirmed when first logging into the renewal system. You
may change the contact information at any time by clicking Owner/User Information on the grey
bar.

Section Two

Question 1

= |f you are using the premises for the same purpose click YES for question 1.

1. Are you using the premises for ths same purpose? 8 YIS NO

2 What is the squars footage of space isased by you within the eligible pramises?

3. Arz any areas of your space subleased or occupiad by other entides? YES @ND

& "NO" 90 o Seclios Thves

= If you are not using the premises for the same purpose, click NO for question 1 and
provide the new use in the provided text box.

1. ATe yOU USiIng the premiises 10f e Same PUrposs? YES @ N

2 WR3t 13 the SJLIMe TOCLags Of SPAC MaSed Dy YOU WIthin the stigitie premeses ?

3 Ars any areas of your space sublsdsad or occupied by other sntes” YES @N

s 30 Sertion Thime

Question 2

» For question 2, provide the square footage of the current tenancy.
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1. Are you using the premises for the same purpose? @ Y=S NO

2 What is the squars footage of space izased by you within the sligibie pramises?

3. Arz any areas of your space subleased or occupied by other entiies? YES @NO

E "NO" g0 1 Seclios Thies

Helpful Hint: When entering the square footage, do not include commas. For example; 5,000
square feet should be entered as 5000.

Question 3

= |f none of the occupied space has been sublet to another entity and you occupy the
same amount of square feet, click NO and proceed to Section Three.

1. Arz you using the pramises for the same purposs? 8 Y=5 NC

2 What is the square footage of space leased by you within the sligibie pramises?

3. Arz any arezs of your space subleased or occapiad by other eatiies? YES @ND

= mar e Thes

NO" 9o 1o Seciioa Thves

= |f any area of the occupied space has been sublet or occupied by another entity, click
YES provide responses to the subsequent questions;
4 — provide the amount of subleased space (do not include commas)
4a — indicate the sublease start date
4b — provide the relationship between the eligible tenant and the sub-tenant

T Are you using the premises for the same purposs? . YES N

2. What is the square footage of 3pace l8ased by you within the elgible premises?

3. Are anmy areas of your SpaCe SUDMALAd oF OCCUPINd by other sntities? ® YES 0

1 'NO” 00 %0 Saction Thres

4. Pisase provide the amount of sublsased spaoce

42 Indicate the subiease commencement date

4b. Explain refationship between ehgidle tenant and subtenant
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Helpful Hint: When providing the sublease start date, question 4a, please use the pop-up
calendar that appears.

Supporting Documentation

If Yes was the answer to question 3 in Section Two of the renewal form, you are required to
provide a copy of the sublease agreement as supporting documentation.

Supporting Documentation

Upioaded cocuments Upinad 3 e

Attaching a file works the same here as if you were attaching something to your email. Click the
Browse button to locate the file on your computer (please note that only the following files are

allowed: .pdf, .jpg, .jpeg, .doc and .docx and the maximum size of each file is 5MB). When you
have identified the right document, click Open.

If the upload is a success, the file screen will say Uploaded Successfully/

Supporting Documentation

M1 A copy Of NG GURENARE AQEMEN 1 tho LIpIoRE $2Chion Delow

Uploaded cocuments Upload a fie

elels limsgotresapp00tm Snancy/yenetnomenirsy  Browse
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If you’ve accidently uploaded the wrong file, click Delete to remove it. If you try to attach a file
format that is not accepted, you will see this message: Only .pdf, .jpg, .jpeg, .doc and .docx

accepted.

LeiC3ded JocumesTs uglead » Ye

e 3 CoempioeyCLP 4 OAPCCE 2009CLSr Dioeme

Section Three

AGREEMENT AND REPRESENTATIONS.

1. The tenant certifies the following:

confinues 1 De keased and occupise only Dy ihe tenaatiappicant who Trst signad the lease (uniess

= They shall agree to comply with the siziements, agreements and represaniations Ested on this form

2 The applicant will comply with all sections of law and reguiations relating to the construction, maintenance and operaticn of the
propery.

3. Information will be pizindy discicsad in an attachment to this form & the applicant or owner, officer. director or genesal partnes

currently has arson charges pending in NYC or anywhers eise.

The information in this section must be acknowledged by the tenant (representative). The

agreements will be certified within the next section of this form.

Digital Signature

To digitally sign the form, enter your name and title (position within the organization) in the

displayed field boxes.

Dignal Ssgnature

SON AND DATE BELOW TO CERTWY TME ACCURACY OF ALL INFONMA TION PROVIDED N Tas FORM

" ” P Appa T ! P b o ¥ ek WUINT T e g of e
eyt Frrw ) b o Rt e " Py v Bs TN » iy e 4

PR F

LONATURE TITLEOAGANLZA TION DATE
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Submit Form

If you are satisfied that the form is accurate, click Submit Form. You will be asked to verify if you
want to submit the form as completed.

T

(@ Are you sure you want to submit this information?

| cevaty Tt all ik
Sefement of mate
appacation rl sy

i.m. 0K ] [ Cancel

Click OK to submit or click Cancel to keep the form active and not submit. If you submit the form
you will then see the screen below:

Finance
Y O

Property Tax £ xempbon Ahstemant Ranewan

PSR AR Tenant X LLC

2015/16 CEPICR®
Tenant Form

ONQINAFIENT O MU ESEALN DTN pOour SowEd OO0

Prirt Form Property List

You have the option of printing a copy of the form for your records by clicking Print Form. In the
Property List, the form for the BBL you just submitted will say Completed. You will receive an
email to the address you provided when you first logged-in, acknowledging receipt of the
renewal form.
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