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Helpful Tips to Prepare for Your Rental Inspection  
Adopted: 9/18/18 
Revised:  
 
This list of questions will help you prepare for your rental inspection. The questions ask about 
commonly found violations and help ensure your property is as safe and ready as possible. This 
list is not intended to be exhaustive but a helpful place to start before the Code Enforcement 
Officer performs an inspection.  
 
The Code Enforcement Officer will ask questions, share violation observations, explain how to 
correct them, provide a length of time and a written report. Please ask if something is unclear. 
The Code Enforcement Officer may need to research an issue and follow up with you. Please be 
aware that the inspector needs access to all units and areas of your building including the 
owner’s unit. We may follow up for quality assurance purposes and ask about your experience. 
Thank you for your partnership to keep Portland safe!  
 
Fire Safety 

❏ Is there a working smoke alarm (photoelectric) in each room used for sleeping? In each 
area immediately outside of the sleeping room? On each level, including the basement?  

❏ Is there at least one carbon monoxide alarm on each level? 
❏ Is the hot water heater and furnace clear of flammable materials (at least 3 feet away)?  
❏ Are all exit doors, hallways, and stairwells free of obstructions inside and out? 
❏ Is the Knox Box installed properly (buildings with a fire alarm or suppression system)?  

 
Doors and Windows 

❏ Do exterior doors and windows open and close easily? Are they weathertight? Are the 
window screens in place? 

❏ Do all rooms used for sleeping or living space have two means of approved escape from 
each room? If using a window as a means of escape, does at least one window meet the 
minimum requirements? See our Secondary Means of Escape and Egress Informational 
Bulletin on the Permitting and Inspections homepage for more information. 
 

Walls, Ceilings and Floor  
❏ Are the walls, windows sills and ceiling in good repair? 
❏ Is the surface of the flooring in good condition (free from damage)? 

 

http://www.portlandmaine.gov/
http://www.portlandmaine.gov/
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Stairs, Porches, Decks, and Handrails 

❏ Is every stairway and porch structurally sound and safe?   
❏ How is your deck or stairs attached to the building? Check for loose or missing bolts or 

deterioration of the wood surrounding the bolts. 
❏ Is the flashing in place under the deck? Any signs of water damage? 
❏ Do the foundation posts fit solidly into the piers? Do you see rust at the connections?  
❏ Do the fasteners have signs of weakness and corrosion? 
❏ Do you see large splits or areas of rot on the ledger boards, posts, joist and decking? 
❏ Are the railings, handrails, and balusters loose? Capable of supporting the required 

weight?  
❏ Do the stairs have signs of rot and cracks on stringers, risers or treads? Are the treads 

loose or uneven? 
 

Heating, Plumbing and Electrical 
❏ Is all fuel burning equipment in good repair, properly installed and connected to 

chimneys or vents? 
❏ Does the heating system maintain the minimum of 68 degrees Fahrenheit in every 

habitable room between March 1st and October 31st?  
❏ Does the water heater have a temperature and pressure-relief valve discharge pipe? 
❏ Is the property free of faulty electrical receptacles, outlets or switches, damage to 

exposed wiring, improper wiring or fuses? Is the electrical panel accessible and properly 
labeled? Do all of the outlets have covers? Are there listed surge protectors or power 
strips in place of extension cords?  

❏ Is there a working exhaust fan or operable window in the bathroom for ventilation?  
❏ Are all of the required plumbing fixtures properly installed and maintained? Does the hot 

water meet the minimum temperature of 110 degrees Fahrenheit? 
 
Sanitation 

❏ Does the premises have a sufficient number of approved containers for disposal of 
rubbish, ashes, garbage, and waste? Is the trash removed regularly? 

❏ Are the premises free from infestation such as insects, rodents, or vermin?  
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Exterior  
❏ Does each building have address numbers that are clearly visible from the street?  
❏ Does each unit have a clearly marked number? 
❏ Are the exterior surfaces of the building protected from the elements and decay by means 

of a protective covering or treatment? Is the siding, brick or paint free of deterioration?  
❏ Is the roof in good repair, weather proof and watertight?  
❏ Is the foundation in good repair and level, with no cracking or deterioration?  
❏ Does the property have a swimming pool? Is it protected by a 48” barrier or fence with a 

self-latching, self-closing gate, or other approved method?  
❏ Are all motor vehicles registered? 
❏ Are accessory structures (garage, sheds, fences) structurally sound and in good repair?  
❏ Are there any cooking or heating devices on a deck, balcony, underneath an overhang or 

within 10 feet of a structure (for a 3+ Family property)? 
 
Annual Professional Service Required 

❏ Is the sprinkler system in working condition?   Does it have a current inspection tag? 
❏ Is your fire alarm system in working condition? Is there a current City of Portland 

inspection sticker?  
 

All city, state and federal codes must be followed. A few examples of code requirements not 
specifically mentioned in this list are boiler protection, fire doors, excessive storage, and lead-
based paint hazards. These examples are not exhaustive of all potential violations.  
 
Please contact our Licensing & Registration Office in Room 307 of City Hall, by calling (207) 
756-8131 or email at housingsafety@portlandmaine.gov with questions. To meet at City Hall, 
please call (207) 874-8703 to schedule an “Ask the Code Officer” appointment. These are 30-
minute appointments and available every Thursday morning. 
 
References:  
City of Portland Housing Safety Program  
City of Portland Fire and Home Safety 
City of Portland Code of Ordinances 

http://www.portlandmaine.gov/
http://www.portlandmaine.gov/
mailto:housingsaety@portlandmaine.gov
http://portlandmaine.gov/1656/Housing-Safety
http://portlandmaine.gov/199/Safety-Tips
http://portlandmaine.gov/131/City-Code


 

Table 1. Number of Short Term Rental Units Registered by the Number and Type of Applicants, 2017-18 

Units Registered Applicants % Non Owner Occupied % Owner Occupied % Island Rental Tenant Occupied 
5 2 0% 0 0% 2 1% 0 0 
4 5 1% 2 2% 3 1% 0 0 
3 18 3% 4 3% 13 3% 1 0 
2 79 12% 29 24% 49 13% 1 0 
1 539 84% 84 71% 309 82% 118 28 

Total 643 100% 119 100% 376 100% 120 28 

 
          Source: Energov software, City of Portland, September 18, 2018. 



 

Table 2. Number of Short Term Rental Units Registered by the Number and Type, 2017-18  

Units Registered Total Units % Non Owner Occupied % Owner Occupied % Island Rental Tenant Occupied 
5 10 1% 0 0% 10 2% 0 0 
4 20 3% 8 5% 12 3% 0 0 
3 54 7% 12 7% 39 8% 3 0 
2 158 20% 58 36% 98 21% 2 0 
1 539 69% 84 52% 309 66% 118 28 

Total 781 100% 162 100% 468 100% 123 28 

 
Source: Energov software, City of Portland, September 18, 2018. 



 

   
Table 3. Owner Occupied Short Term Rental Applicants and Non-Owner Occupied Units (Scenario 1) 

Number of Units 
Registered 

Number of Owner 
Occupied Applicants 

Number of Owner 
Occupied Primary Units 

Number of Non Owner 
Occupied Units 

Total Number 
of Units 

5 2 2 8 10 
4 3 3 9 12 
3 13 13 26 39 
2 49 49 49 98 
1 309 309 0 309 

Total 376 376 92 468 
    Note: This assumes each owner occupied applicant is registering their own unit (primary). 
    Source: Energov software, City of Portland, September 18, 2018. 
 

 
Table 4. Owner Occupied Short Term Rental Applicants and Non-Owner Occupied Units (Scenario 2) 

Number of Units 
Registered 

Number of Owner 
Occupied Applicants 

Number of Owner 
Occupied Primary Units 

Number of Non Owner 
Occupied Units 

Total Number 
of Units 

5 2 0 10 10 
4 3 0 12 12 
3 13 0 39 39 
2 49 0 98 98 
1 309 0 309 309 

Total 376 0 468 468 
    Note: This assumes each owner occupied applicant is not registering their own unit (primary). 
    Source: Energov software, City of Portland, September 18, 2018. 
 
Tables 3 and 4 provide the range for the number of owner occupied applicants registering their own unit and the number of non-owner 
occupied units within owner occupied buildings.  The true value for the number of owner occupied applicants registering their primary 
unit is between 0-376.  The true value for the number of non owner occupied units within owner occupied buildings is between 92-468. It 
is challenging to get a more exact estimate during our inaugural year because the rental registration form did not ask which is the owner’s 
unit. This question will be added to the application and will capture this data for the next registration cycle and beyond.  

 
 
 
 



 
 

Financial Charts, FY18-19 
     

      Chart 1. FY19 Permitting and Inspections Department Budgeted Revenue 

 
                Source: Energov software, City of Portland, September 18, 2018. 
 
 
 
 
 
 
 
 



 

      Chart 2. FY19 Permitting and Inspections Department Budgeted Expenditures 

 
        Source: Energov software, City of Portland, September 18, 2018. 

 
 
 
 
 
 
 
 
 
 



        Chart 3. FY19 Housing Safety Budgeted Expenditures 

 
                                                      Admin Costs = Training, Postage, Memberships, and Travel. 

           Contractual = Mileage, Host Compliance, and Printing. 
           Source: Energov software, City of Portland, September 18, 2018. 

 
 
 
 
 
 
 
 
 
 
 



                                  Chart 4. FY18 Housing Safety Budgeted Expenditures 

 
                                                  Admin Costs = Training, Postage, Memberships, and Travel. 
                    Contractual = Mileage, Host Compliance, and Printing. 

       Source: Energov software, City of Portland, September 18, 2018. 
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Memorandum 
 
To:  Housing Committee, Mayor Strimling  
 
From:  Jeff Levine, Director 
 
Date:  August 29, 2018 
 
Re:  Short Term Rentals and the Rental Housing Market 
 
 
I have been asked to put together some information on the short-term rental (STR) market 
in Portland and how it may affect the overall housing market in the City. While there is 
no easy answer to that question, attached and below are some summary data that frame 
the debate. 
 
According to Permitting & Inspections, there are currently 17,774 registered rental 
housing units in the City. There are 726 STR registrations. That means that 4.08% of the 
registered rental housing stock is registered for STR use as well.  
 
However, there is no easy way to determine how often those units are actually used as 
STR’s, as they are required to register if they are used for even a short period of time 
over the course of a year. This is a critical piece of data in determining the impact of 
STR’s on the overall housing market. Even a small swing in available rental units can 
affect a tight housing market. On the other hand, having the ability to use your rental unit 
for short term use if you wish, or having the flexibility to rent out a room in your unit as 
an STR, can increase the affordability of your housing as you are able to collect 
supplemental income to pay the rent. 
 
There are therefore two extreme scenarios we can outline. On the one hand, if all of these 
STR’s were operating full time, the removal of that number of units from the market 
would have a significant increase on median rents and reduction of available vacancies. 
On the other hand, if all of these STR registrations are for convenience and flexibility 
only, the impact on median rents and vacancies would be minimal. 
 
The reality is most likely somewhere in the middle. There is probably some increase in 
median rents and decrease in vacancies for long-term rentals as a result of the STR 
market. However, the precise level and overall impact on housing in Portland is difficult 
to pinpoint. 
 
For additional reference, I attached the report provided by Permitting & Inspections on 
the registration programs from the July 31st Housing Committee meeting. You may also 
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want to look back to the work that was done in October of 2016 while the Housing 
Committee was debating the STR issue and developing the current ordinance. 
 
I hope this background information is helpful. 
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Housing Committee Update 
July 30, 2018 

 
 FY18 Financials 

 Total Long term Short term 
Revenue $614,266*** $522,484 $91,782*** 
Expenditures $484,785* $393,003 $91,782 
Tyler Technology $129,481** - - 

*​Staff expenditures represent 91% of all expenditures. 
**​Contribution towards City’s $2 million investment. 
***After contributing $33,139 to the Housing Trust Fund 
 
 
FY18 Short Term Rental Registration by Number of Properties and Units 

 Total Island* Non Owner Occupied Owner Occupied Tenant Occupied** 
Properties 605 116 110 354 25 
Units 729 116 149 439 25 

 ​* No multi-family properties are currently registered on the islands. 
 **Tenants are allowed to register only one unit. 
 
 
 FY18 Rental Registration by Total Number of Units and Properties 

 Long term Short term 
Units 17,774 726 
Properties 4,376 605 

 
 
 FY18 Rental Registration Follow-up Efforts by Number of Landlords 

Type of Follow-up* Total Long term Short Term 
Email** 4,000 4,000 0 
Letter or Notice of Violation 2,168 1,700 468 
Summons 39 39 0 

  *​Some landlords own multiple properties and receive one notice for all. 
  **Approximate number of emails.  
 
FY18 Rental Inspections by Number and Type 

 Total 
Housing Safety 3,802 
Infestation/Insects 68 
Legalization of Unit 37 
Total 3,907 
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Successes 
 

● Short term rental registrations far exceeded the initial estimate, however, the non-owner 
mainland cap is not close to the maximum allowed. The current number registered is 110 
properties and 151 units. 

● Short term revenue surpassed budgeted estimate by 108.2%. 
o Budgeted $60,000; collected $124,921, exceeding projections by $64,921 

● Delinquent rental registrations have been greatly reduced by concentrated outreach efforts 
during the first half of this calendar year. 

● Following up on Two Family properties for a second inspection and collaborating with the Fire 
Department on 3+ Family properties.  

● Egress window informational bulletin to clarify the Office of the State Fire Marshal’s policy ​. 
 
 
Challenges 

● Unresponsive landlords to registration and inspection requests. 
 

 
Recommendations 

● Automatic renewals for short term rental registrations. 
● Allow tenants to register more than one bedroom as a short term rental. 
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RENTAL UNIT REGISTRATION APPLICATION 
 
Please use this application to register a rental unit. A rental unit is any portion of a residential structure that is                     
available to rent for any length of time to an individual. The Code of Ordinances (Chapters 6 & 14, Article VI)                     
requires an owner, manager, and a person/entity to register a rental unit. Registration is due annually by January 1                   
or within thirty (30) days of renting a new property. A registration application is not complete until payment is                   
received. 
 
Please follow these steps to register a rental unit: 

1. Fill out this application. 
2. Calculate the fee owed with the table below. 
3. Estimate applicable discounts. 
4. Submit valid supporting documentation for discounts. Please see Page 3 for examples. 
5. Invoice provided to the party certifying registration  
6. Pay fee owed after staff verifies fee discount documentation.  
7. Repeat Steps 1-6 on an annual basis.  

______________________________________________________________________________________________________________ 

Short Term Rentals (STR) 
A short-term rental is less than 30 days. The annual registration fee for a short-term rental is listed below minus 
any discounts of no more than $20 per unit.  
 
Owner Occupied Single Family Home/Condo or 
Tenant Occupied $    100.00  
 
Multi-Unit Owner Occupied Building and First Unit $    100.00 
Island Short Term Rental Second Unit $    250.00 

Third Unit $    500.00 
Fourth Unit $ 1,000.00
Fifth Unit $ 2,000.00 

 
Multi-Unit Non-Owner Occupied Building First Unit $    200.00 

Second Unit $    500.00 
Third Unit $ 1,000.00 
Fourth Unit $ 2,000.00 
Fifth Unit $ 4,000.00 

___________________________________________________________________________________________ 
Long Term Rentals (LTR) 
A long-term rental is more than 30 days. The annual registration fee for a long-term rental is $35 per rental unit 
minus any discounts of no more than $20 per unit. 

389 Congress St. Room 307 ● Portland, ME 04101 ● (207) 756-8131 
www.portlandmaine.gov 
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 SECTION 1: PROPERTY INFORMATION 
Street Number Street Name – Unit # CBL- Chart, Block, Lot Number 

(e.g. 001A_ _A001) 

 
 
 SECTION 2: OWNER INFORMATION 
Owner First Name Owner Last Name Primary Telephone Numbers 

 

 Mailing Address  Email Address 

Owner is a/an: 
 
Individual(s)          Partnership           Corporation           LLC           Other,      please explain: 

 
 
SECTION 3: AUTHORIZED AGENT (if different than owner) 
All properties must have an authorized agent for purposes of service. If property owner is a partnership, 
corporation, LLC or any other form of business entity, the authorized agent must be an individual who resides 
in the State of Maine. 
 Registered Agent First Name  Registered Agent Last Name Telephone Number 

 
 

 Mailing Address  Email Address 

 
 
 SECTION 4: PROPERTY MANAGER (if different than owner) 

 Property Manager Name Telephone Number 

 Mailing Address Email Address 
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 SECTION 5: EMERGENCY CONTACT FOR PROPERTY (if different than owner) 

Emergency Contact Name Telephone Number 

 
 

 SECTION 6: RENTAL UNIT REGISTRATION 
 Please Indicate if the Unit is: 

# of Units Mainland Island Owner 
 Occupied 

Tenant 
Occupied 

Non Owner 
Occupied 

Long Term 
Short Term 
  

Total Number of Units in Building:  

 
 

 SECTION 7: FEE DISCOUNTS*  
Type of Discount Valid Verification Documents Discount Number of 

Rental Units 
Fully Sprinklered Building Testing or Maintenance Report or 

Maintenance Contract from 
Preceding Year 

 
$10.00/unit 

Off-site Monitored Fire Alarm System Fire Alarm System Monitoring 
Annual Contract 

 
$7.50/unit 

Subsidized Housing 
Housing Quality Standard (HQS) 

HQS Inspection Report from 
Preceding Year 

 
$5.00/unit 

Public Housing Uniform Physical 
Condition Standard (UPCS) 

UPCS Inspection Report from 
Preceding Year 

$10.00/unit 

No Smoking Lease Copy of Signed Lease Language or 
Smoking Disclosure Form 

 
$2.50/unit 

 *​Please note there is a maximum of $20 discount per rental unit. 
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 SECTION 8: TOTAL ANNUAL CHARGES 

Number of Rental Units Registering = 

Short Term Long Term 

                                                              Rental Unit Fees = 

Registration Fees ($35 x Number of Long-Term Rental Units)
Fee Discounts =

                           Total Annual Rental Registration Fee = 

 
Did you complete? ● Rental Housing Registration Form 

● Provide all fee discount verification documents 
 
Short-Term Rentals Only: 

● Provide a notarized primary residence affidavit (unless a 
non-owner occupied unit).  

● Provide a notarized statement of permission from landlord for 
tenant occupied unit. 

Payment Information: 

Please return completed 
application, documents and 
fees to: 

Pay the registration fee: 
•   in person by cash, check, or credit card; 
•   online by credit card through MuniciPAY at 

www.portlandmaine.gov/housingsafety 
•    mail a check - Make checks payable to “City of Portland” and 

note the CHART, BLOCK, AND LOT (CBL) on the check. 
 

    Permitting and Inspections Department 
    Room 307 
    389 Congress St 
    Portland ME 04101 

 
For More Information:     See ​ ​www.portlandmaine.gov/housingsafety 
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To the best of my knowledge, I certify that the information being registered is true and correct. 
Name (print only) Telephone Number 

Relationship to Property Date Email Address 

 
 
************************************************Office Use Only************************************************ 
 

 Date Initials  Documents Received 

Application Received:    Primary Affidavit  

Payment Received:    Landlord Affidavit  

Entered in System:    Verification Documents  
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