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HOUSING  RENTAL  LICENSE

HOW TO COMPLETE THIS FORM

Most of the questions on the application are self explanatory.  The questions that need  explanation are discussed
below.  The numbers match the numbered questions on the application.

1. Address of Property - Fill in the full address of the property in which licensed activity will
take place.

2. Name of Owner/Operator - Full name must be used.  Operator of boarding homes, shelters,
personal care homes, old age homes, etc., is responsible for getting this license.

4. Philadelphia Business Tax Account Number - This is a number assigned by the Philadelphia
Revenue Department to identify tax accounts. One tax account number is used for all of your City
licenses, if under the same Business entity name and tax account number. If you do not have a tax
account number, please go to www.phila.gov/revenue and fill out an application for a Philadelphia
Business Tax Account Number.  Any tax accounts previously opened for you which are unsettled or
delinquent will cause a delay and may preclude the issuance of new licenses.

5. Philadelphia Business Privilege License (3702) - Required for every person desiring to engage

in business within the City of Philadelphia whether or not such person maintains a place of business in

the City. This is a one-time fee license ($300.00) and can be used for all your business ventures if

using the same entity name and tax account number. Fill in the license number if you already have

one. If  you do not already have this license, you can apply by filling out form 81-685A, which can

be downloaded from the web www.phila.gov/li/faq/forms.html. You then can send a check or money

order made payable to the City of Philadelphia to the return address on the form. You also have the

option to pay by credit card at the web site www.phila.gov/revenue and first applying for the busi-

ness tax account number and if successful on the first attempt you will be prompted to pay for the

Business Privilege License. The option to apply for the Business Privilege License with credit card is

only available on revenue's site.

1) Philadelphia Business Tax Number. If you have never had a number assigned, go to

    www.phila.gov/revenue and first apply for one.

2)  A Business Privilege License is not required for a Vacant Building/ Lot License.

6. Federal Tax Identification Number - Fill in your federal tax number.  For individuals, it is the
same as your Social Security Number.  For other taxable or tax exempt entities, it is the number
assigned by the IRS for reporting purposes. If a business  does not have a number yet, fill in the
Social Security Number of the owner, president, or chief partner.  You can supply the business’s
federal tax number when it is assigned. No applications will be accepted without a Federal Tax ID
Number.

8. Name of Agent - If the owner/ operator resides outside of Philadelphia, an agent who resides
within the city limits must be designated by the owner/ operator.  The agent will be respon-
sible to forward notices, orders, or summonses to the owner. Agent qualifications:

a) Agent must be a person over the age of eighteen (18) who lives in Philadelphia or is regularly
available at a Philadelphia address.

b) If the agent’s address is a business address, a Business Privilege License must be regis-
tered there.

c) There is no requirement that the agent be empowered to do more than forward notices,
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orders, or summonses to the owner, though further powers may be granted.  Compensation
to the agent also is not an issue regardless of the limits of their responsibilities.

d) An agent terminating their services must give notice to L & I, License and Issuance Unit, and
include in the notice the owner’s name and address, the address of the property, and the
license number.  The owner is required to designate a new agent within thirty (30) days.  The
owner can designate a new agent at any time by filling out an amended appliction with the
signature of the new agent.  There is no additional charge for a change of agent.

e) If the owner conforms to all the above standards, the owner can also act as the agent.

This include a principal of a corporation or partnership.  An owner who does not live in

Philadelphia and is not regularly available at a Philadelphia address is not permitted to act as

an agent.

f ) If the rental property was purchased within the last six months, you must provide a settlement

sheet or recorded deed.

14.License Type - Place an “x” in the box in front of the name of each license applied for.  The

License Number will be completed by License Issuance.

15.Fee Exemptions -  are available for owner occupied duplexes.  For the owner to qualify for

this  exemption, the owner’s name must be the same on the title deed, the license applica-

tion, and some independent verification which indicates that this is the owner’s legal

address (driver’s license, voter registration, current utility bill, etc.).

License Fee Calculation - To determine the correct fee:

a) List the total number of rental units, regardless of current occupancy available for rent.

Multiply by thirty (30) to give the correct dollar amount.  License fees are $50 per unit

with a  maximum fee of  $20,000.00.

b) If applying for a Vacant Property/ Lot License the fee is $50.00.

c) Total all license fees due on this line.

16.Owner, Corporation, and Partnership - Complete with the name, title, and home address

of the  owner, principals, or partners.  Corporate applicants must identify the president,

secretary, and treasurer.  If one individual serves as multiple or sole officer, this must be

stated. The home address cannot be a P.O. Box unless the individual lives in a rural area.

NOTE:  You may need zoning approval before you can receive a license.

All buildings and other structures in the City of Philadelphia must be in compliance with current zoning laws.

Certain alterations to an existing structure may affect its zoning.  If you are converting or have con-

verted your building (for example- from a single family to a multifamily dwelling), you will be required to obtain

a new “Use Registration Permit.”

For more information on zoning or Use Registration Permits go to www.phila.gov/li



1. Address of Property           City State         Zip Code

2.  Name of Owner / Operator 3.  Owner / Operator's Address (P.O. Box not acceptable)         City State         Zip Code

4.  Philadelphia Business Tax #   5. Philadelphia Business Privilege License #   6.  Federal Tax ID # / Social Security #         7. Date Activity Started at Property

8.  Name of Agent (if applicable) 9. Agent's Address (must be a Philadelphia street address)         City State         Zip Code

10.  Contact (person responsible for receiving communication, violation notices, etc.)

   AGENT    OWNER / OPERATOR

11.  Contact Daytime Telephone No.     Contact Evening No.             12.  Contact Fax No.               13.  Contact E-mail Address

14.  License Type         Fee         Revenue Code  Expiration Date License Number

   Housing Inspection License $50.00 per unit 3202   2/28/

   Vacant Property / Lot License $50.00 3219   2/28/

Change of Required Information No fee required

If the number of units change in a licensed property or the owner, agent, or address information changes
at any time, a new application must be submitted within 30 days. Failure to do so will result in the revoc-
ation of the license.

15.  License Fee Calculation

a)  Total Rental Units* ____________________________________  x  $50.00 = ________________________

        (maximum fee:  $20,000.00)

b)  Vacant Property / Lot        + ________________________

c)  Total License Fee        = ________________________

*Owner occupied duplex is considered one (1) rental unit for the purpose of calculations.  Check here if claiming exemption.  

PLEASE  BE  SURE  TO  READ  AND  COMPLETE  THE  OTHER  SIDE  OF  THE  APPLICATION

   CITY  OF  PHILADELPHIA     l    DEPARTMENT  OF  LICENSES  AND  INSPECTIONS

For further information call (215) 686-2463.

HOUSING   INSPECTION

LICENSE   APPLICATION

  81-900 (1)  (Rev. 1/09)

When completed, mail or return to:

DEPARTMENT   OF  LICENSES   AND   INSPECTIONS

LICENSE  ISSUANCE  UNIT
PUBLIC  SERVICE  CONCOURSE
1401 John F. Kennedy Boulevard

Philadelphia, PA   19102

Use a single check or money order for all fees payable to "City of Philadelphia".
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16.  Owner, Corporation and Partnership (list three principals if corporation). Attach additional sheet with information if necessary.

        NAME    TITLE            HOME ADDRESS  (include city, state, and zip code-no P.O. Boxes)

17. Owner / Operator Certification

I have received a copy of the Partners for Good Housing booklet and will forward it to the building manager.

I certify that the agent named below has been designated to act as my legal representative with regard to the  property listed
in Section 1 of this application.

I further certify that the statements contained herein are true and correct to the best of my knowledge and belief. I understand
that if I knowingly make any false statements herein I am subject to the possible revocation of any licenses issued as a result of
my false application, and such other penalties as may be prescribed by law.

Owner / Operator's Signature __________________________________________________________  Date _____________________

18. Agent Certification

I certify that I am the legal agent of the owner(s) in relation to the property listed in Section 1 of this application and that I
am empowered to accept service of notices, orders, summonses, etc., in relation  to the subject property.

Agent's Signature ______________________________________________________________  Date ___________________

FOR  OFFICE  USE  ONLY

19. Zoning Prerequisite

    Remarks:

REVIEWED  BY ZONING  PERMIT  NUMBER

DATE AUDIT  APPROVED

  REFUSED


