Rental Registration and Inspection Ordinance (RRIO)
Improving and preserving safe and healthy housing for all Seattle renters

How to Claim Ownership of a Registered
Property Instruction Sheet

Purpose

This instruction sheet provides you with step-by-step instructions for claiming ownership of a property that is already
registered within the RRIO program.

Steps to Claim Ownership of a Registered Property

1. Login to your existing RRIO user account or create a new user account using these instructions: http://www.
seattle.gov/DPD/cs/groups/pan/@pan/documents/web_informational/s048491.pdf.

2. Inthe blue shaded box on the right, under Rental Registration, click on the link Create a Registration.

ri:_”___j My DPD Services Help: & Email Us | & (206) 684-4110

Announcements | Logged in as:Angela Spencer | [ Accessibality Suppon | Collectons (D) | ,:ﬂ'Cem;-U | Accound Management | Logout

£

Home Rental Registration

Welcome Angela Spencer Cart (4)

You are now logged in. 15TMP-000030 $175.00
18TMP-000028 $175.00
15TMP-000045 $185.00

What would you like to do today?

To get started, select one of the services listed below: SETME-00054 A0

General Information Rental Registratio

Lockup Property Infarmation Create 3 Registratfin
Search & Update Recards
Schedule an Inspection

3. On the next screen, click on Transfer Existing Registration to New Owners. Then click Continue Application.

Home Rental Registration
Create a Registration | Search & Update Records | Schedule an Inspection

Select an Action

Choose one of the following actions.

If you want to update an existing registration, please vse the "Search Records” link above and then select "Update” ta make your
changes.

Private Inspector Registration
Rental Property Registration

“wggansfer Existing Registration to New Owners

Continue Application *._
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4. The next screen will ask for the Rental Property Registration Record Number. You should be able to get this
information from the previous owner. If not, call the RRIO program at (206) 684-4110 and request it by giving the
technician the property address. The system can only process one ownership claim at a time.

5. Click on the Continue Application button.

6. The following screen will ask you to update the owner information. Click the Select From Account button to add
contacts from your user account or the Add New button to add new contacts. Make sure to add all 3 required
contact types (owner, applicant and tenant contact for repairs).

1 Regisiration

Details 2 Review 3 Record lssuance

[» Step 1:Registration Details > Contact
To register you nead al least three types of contacts. The same personforganization can be more than one type
1 Applicant — the person entering the regisiration information
2 Owner - the legal ownen(s) of the property

3 Tenant Contact for Repairs - the person/organzaton that tenants can contact fo make repass, (Note: This contact information will be pubhc
sformation on the RIFIO webaite )

Existeng contacts for your rental unit are shown m the Contact List table. Please enfer any remaining required contacts betow. I your property has mome than
one owner, you must fist all ownens

You may add other contacts such as afforneys o property managemaent companies if they should #tso gel informabon about the registration of this property
Click “Save” to add each contact (o the Contact List Continue undil all contacts appear in Bhe Contact List Then chek "Continue Applcation”

* indicates a required field.

Contact List

Uge the "Selett from Account” butlon o add contacts already in your user account Use the "Add New™ button to add a contiasct thal is ndd in youl user account
To edil informahon n your user account, chick the Account Management knk at the top right of the screen

Required Contact Type  Minimum
Apphcant 1
Owner i

Tenant Contact for Repairs 1

BB

Nsoncomaccoun| | o]

Showing 0-0 of 0
Eull Ramy Bugingse Name  ComotType  Fhone = Action

No records found.

Continue Applwcatian » Save and resume later: ;:—4

7. When all three have been successfully added, you will see a screen that looks like this:

* indicates a required field,

' contabiList

Use the "Select from Account” bution to add contacts already n your user account. Use the "Add New” button o add a contact that = nol in your user account
To edt information in your user account, chck the Account Management hink a1 the top nght of the screen

Required Contact Type  Minimum
"  Applicant i
"  Dwner 1
& Tenant Contact for Repairs 1

(et romsccoum] [ ace e

w Contact added successfully.
Showing 1-3 of 3

Eull Name Business Name ~ Contact Bhone  Action
Angela Spencer Applicant (+1)206- Edi Deleie
856-6665
Angela 5 r Owmner (#1208 Edit Deiete
856-66588
Angela Spencer Tenant Contact for (+1)206-  Edit Delete
Repairs 6666656

| continue Application » | Save and resume later: [*]
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8. Click Continue Application through the Review page. You should end up on the Confirmation page. Notice the
message at the bottom.

Home Rental Registration
Create a Registration | Search & Update Records | Schedule an Inspection
1 Select item (o pay ! 2 Il:ll‘l'mz.l;tll-_-n

Step 3:Receipt/Record Issuance

Please take a few minutes to complete this Code Compliance Demographic Survey

Confirmation Page

1 Your application(s) has been successfully submitted.
v Please print your record(s) and retain a copy for your records.

' No Address

004-0001208

@ A notice was added 1o this record on 022712015,

Condition: Transfer Existing Registration to New Owners  Severity: Notice
Total Conditions: 1 (Notice: 1) :

| Conditions

Showing 1-1 of 1
RRIO - 1 Applied
Rental Property

Transfer Existing Registration to New Owners =
Thank you for updating the owner informabon for this rental properly. To complefe the process please updale the rental unit informalion. You can do this by

searching for the registration record and clicking the “updale” tink fo the nght. Then Choose the Uipdate Ui Information option.
Applied | Notice | 0212712015
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9. Once you have completed the ownership claim, you must click on the Rental Registration tab and click the Update
button next to the property you just claimed.

Home Rental Registrat'ﬁn
Creatt a Registration | Search & Update Records | Schedule an Inspection
Records

Showing 21-30 of 46 | Download results | Add to collection | Add to cart

Show on Map !J

g;eTate Record Number Record Type Address Related Records  Status Action

l:‘ 12/30/2014 002-0001017 Private Inspector 0 Active Registration Update
Registration

l:‘ 12/30/2014 004-0001116 Rental Property 9000 25TH AVE SW 2 Inspection Completed
Inspection Requirement SEATTLE

l:l 12/30/2014 004-0001117 Rental Property 9000 25TH AVE SW 1 Inspection Completed
Inspection Requirement SEATTLE

l:‘ 122972014 001-0102801 Rental Property 9000 25TH AVE SW i Reagistration Submitted Pay Fees Due
Registration SEATTLE Update

l:‘ 122972014 001-0102802 Rental Property 714 DENNY WAY 2 Registration Submitted Pay Fees Due
Registration SEATTLE Update

l:‘ 12423/2014 004-0001112 Rental Property 526 14THAVEE 5 Inspection Overdue
Inspection Requirement SEATTLE

l:‘ 12116/2014 001-0102800 Rental Property 1049 NE 52ND ST 2 Active Registration Updat
Registration SEATTLE

l:l 12/16/2014 001-0102799 Rental Property 1049 NE 92ND ST 3 Active Registration Update
Reqgistration SEATTLE

l:‘ 1201272014 001-0102798 Rental Property 526 14TH AVE E 5 Active Registration Update
Registration SEATTLE

l:‘ 12/02/2014 0040001095 Transfer Existing 1049 NE 92ND ST 2 Amendment Accepted
Reqgistration to New SEATTLE

QOwners
=Prev 12345 Next>

10. In the next window, click on the Rental Property - Update Unit Information button. Then click on Continue
Application.

Help: 8 Emad Us | & (206) 684.4110

EE] My DPD Services

Annogncemants | Logged in as:Angsls Specer | Coliechons (00 | S Cart (4] | Account Managsmant | Logod

F L

Home Rental Registration

Create o Begistration | Search & Update Records | Schedule an Inspeciion
Select update to make:
Select the type of update you would like to make,

For assistance or for an update type not listed below ploase contact us.

% Rental Property - Relinquish Ownership
Rental Property - Update Contact and Cwner Information
Rental Property - Update Rental Smius
& Rental Property - Update Unit Infermation

Pl

- Continue Application » |
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11. Make sure the information is still correct (you may need to add the identifiers of the units again) and then scroll
down to the declaration section. You must declare that the property meets the RRIO standards by checking
the box and selecting Owner/Owner’s Agent or Inspection by Qualified Rental Housing Inspector from the
dropdown menu. Click Continue Application a few more times until you reach the Confirmation Page that looks

like this:

. | My DPD Se Wices Help: 2 Email Us | & (206) 6584-4110
Announcements | Logged m as:Angela Spencer | Colachons (0) | 3 Cad (4] | Account Managemend | Logod
POl
Home Rental Reglistration

Create 2 Registration | Search & Update Records | Schodube an Inspection

1 Sehect ifem to pay

Step 3: ReceiptRecord Issuance

Plassa take 3 few menuaes o comydets this Code Comphiancs Diemographss Surepy

Confirmation Page

. Yiour application(s) has been successfully submitted.
M Please print your record{s} and retain 8 copy for your ecords.

| No Address

12. You have completed the process and this rental property is now registered with the new ownership information.
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