DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS

DHCA ANNUAL RENTAL HOUSING SURVEY: MULTIFAMILY INSTRUCTIONS
Below are the instructions for completing the 2026 Annual Rental Housing Survey. If you need further assistance, please
contact the DHCA Office of Rent Stabilization through MC311 at 240-777-0311.

IMPORTANT! THE 2026 ANNUAL RENTAL SURVEY REQUIRES LEASING INFORMATION FROM JULY 23, 2024, TO THE
PRESENT.

1. Loginto AccessMCG Extranet Portal, select DHCA Licensing and Registration Online account.

UNAUTHORIZED ACCESS IS PROHIBITED AND PUNISHABLE BY LAW!
Language: | English v |

Sign in to AccessMCG Extranet

Username: enter email associated with acct

Password:

[ Looin |

[ Forgot Password? ] [ County Has Setup My Account ]

accessMC G

extranet
application portal

[ Register New User ] [ My Account ]

2. Select “View License” for License #: «LicenseNumber» to open the license record and take the Rental Survey.

DHCA Licensing and Registration Portal # Home | Logou!

Enter text to search...

Drag a column header here to group by that column

_AEP_IY New License License# Community Name Address City Zip Code License Type License Status Payment Status
L 137227 TEST PROPERTY 1401 ROCKVILLE PIKE 401 ROCKVILLE 20852 MultiFamily Licensed Paid
Page 1 of 1 (1 items) n Page size: 10~

3. Select the Survey, Facility tab to answer all rental survey facility questions.
3A. Complete all information below to update the Basic Information on file.
3B. In the Preparer Information box, enter the survey preparer’s name and contact information.
3C. Complete the Facility section on pets, leases, security deposits, etc.
3C-a. Click “Continue to Survey” to get to Section 3D.

3D. Answer all questions on the available facility services and utilities, then click “ D Undate

3D-a. Add services by clicking the blue + and select from the drop-down menu.
3D-b. Add utilities by clicking the blue + and check if the service is paid by the landlord or the tenant.
If known, enter the amount paid for utilities by the tenant and the payment frequency.
3D-c. Add special requirements by clicking the blue + and select from the drop-down menu.
3E. Click Update after each field entry to the Facility’s Service/Utilities Tab to save.
3F. Click the check box to acknowledge that the information is complete and accurate.
3G. Select Save

” after each entry.


https://ex01.montgomerycountymd.gov/cas/login?service=https%3a%2f%2fex11.montgomerycountymd.gov%2fextranetportal%2f
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nts | Survey, Facility

v\3

Diocume:

Survey, Units

Survey, Affordability Programs

Highrise - Murtamiy wih 0+ stories

3A

3B

n the cazedien:

3C

Select + sign to add each (sendces/utilities/special needs) that is available to tenants

[+ Service Type

Service Type:*
Faid by Tenant (if known):

Tenant Payment Frequency (If kmown):

Faid by Landlord | Paid by Tenant {f known)

-
« J3D-a %

Marketplace Search Registrabions

Tenant Paid Amount (If known)

30"'3 a

Tenant Payment Frequency (If known)

- Faid by Landiord
Tenant Paid Amount (If known]:

If Cther (Explain
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2 Cancel

o

Utility Type Paid by Landlced | Paid by Tenant {f known)
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Once you have gathered all your rental unit data from July 23, 2024, select the Survey, Units tab.
4A. The 2025 survey may be displayed at the bottom of the screen, if available.
4B. Click the “Export to XLSX” button to download the 2026 Annual Survey.
4C. Open the Rental Survey Units for License #: «LicenseNumber» Excel file.
Your exported spreadsheet will be BLANK. You must input all requested data, starting with the lease in effect on
July 23, 2024, to present.
4D. Follow the instructions and data format requirements shown under the Survey, Unit tab to enter information for
all units.
4E. Save the spreadsheet on your computer as 2026 Rental Survey Lic #«LicenseNumber»
4F. Go back to the Survey, Unit, select Browse on the right, then select the saved 2026 Rental Survey
Lic #«LicenseNumber» file from your desktop.
4G. Click the Upload Survey Units Information button next to Browse.

If any fields are missing or entered in an invalid format, a message detailing the row and column of the error will
display at the top of the screen.

Correct any errors by checking the online instructions and data format, and repeating steps 4C to 4G.

Click here to view a survey sample.

A confirmation message will be displayed at the top of the page once the file is accepted. The uploaded file will be saved
under the Documents tab (4H).
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https://acrobat.adobe.com/id/urn:aaid:sc:VA6C2:c2efdf2a-f8ac-4fa9-9bb2-2f27a6ed7ca1
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5. Select the Affordability Programs tab.
5A. Check the top box if the property is a senior-only facility.
5B. As applicable, enter the number of units available for each category listed, i.e., Average Median
Income (AMI), Moderately Priced Dwelling Units (MPDU), etc. If not applicable, enter zero (0).
5C. If applicable, click “Yes” for each affordability program at the facility; leave blank otherwise
5D. Click Save.

General Information Contacts Inwvoices Payments Documents Survey, Facility Survey, Units Survey, Affordability Programs

Marketplace Search Registrations /

5

s0 —> 23

Affordable Restrictions

Please review the Affordability Programs effective at your facility and update the information as needed

5A~

Is this a Semior-Oinly facility “Check if Yes"

If there are Affordability Programs, please identify the income-restriction(s) below:

Number of 30%%: AMI Unsts
Number of 4056 AN Units
MNumber of 50% AN Units
Number of 60% AMI Units ter t it

Number of 65% AN Units : : 9 5B
Number of 80% AMI Units AMI Units count

Numbser of MPDU Units

Other - Flease specify

When do the affordability restrictions expine?

Please identify the sowrce of the Affordability Programs:

County - Housing Initiative Fund “Checi if Yes®
County - Payment in Lieu of Taves "Check if Yes"
County - Rental Agresment to Preserve Affordalility "Check if Yes'
County - Moderately Priced Dwoaling Units “Check if Yes"

Federal - HOME Program “Chack if Yes® I 50

Federal - Low Income Housing Tax Credits “Check if Yes™
HOC - Managed,/Cwned Project “Check if Yes™
HOC - Public Housing “Check if Ves™
HOC - Project-Based Section 8 “Check if Yes" |

Other - Flease specify ter Ot ource nf 3t —l |
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