
Instructions	
  for	
  Completing	
  the	
  2014	
  Income	
  and	
  Expense	
  Form	
  

You	
  must	
  use	
  the	
  form	
  attached.	
  

Who	
  Must	
  File	
  

All	
  owners	
  of	
  real	
  estate	
  that	
  is	
  not	
  a	
  	
  one	
  two	
  or	
  three	
  family	
  house.	
  (including	
  	
  
Wholly	
  Exempt	
  Properties	
  and	
  	
  Civic	
  and	
  Social	
  Organizations.	
  The	
  Block	
  and	
  Lot	
  is	
  
on	
  the	
  upper	
  left	
  side	
  of	
  the	
  mailing	
  label.	
  

Form	
  Available	
  on	
  the	
  Website	
  

You	
  may	
  access	
  this	
  form	
  on	
  the	
  City’s	
  website,	
  cmvny.com,	
  and	
  fill	
  it	
  out	
  online.	
  
Please	
  be	
  sure	
  to	
  complete	
  the	
  preprinted	
  information	
  on	
  this	
  form	
  mailed	
  to	
  you	
  on	
  
the	
  electronic	
  form.	
  You	
  must	
  Print	
  it	
  have	
  it	
  notarized	
  and	
  mail	
  it.	
  It	
  cannot	
  be	
  filed	
  
electronically.	
  Go	
  to	
  “Departments	
  and	
  Services”,	
  then	
  “Department	
  of	
  Assessment”	
  
then	
  the	
  button	
  for	
  “income	
  and	
  expense	
  reporting.”	
  

Cooperatives	
  

The	
  2013	
  audited	
  financial	
  statements	
  must	
  be	
  filed.	
  A	
  copy	
  of	
  the	
  buildings	
  offering	
  
plan	
  MUST	
  be	
  on	
  file	
  in	
  this	
  office	
  together	
  with	
  al	
  the	
  annual	
  ammendments.	
  The	
  
2013	
  budget	
  must	
  be	
  filed	
  

Owner-­‐Occupied	
  –	
  100%	
  

Exempt	
  from	
  completing	
  the	
  income	
  and	
  expense	
  portion	
  of	
  the	
  form,	
  however	
  all	
  
other	
  information	
  provided.	
  

Condominiums	
  

Not	
  required	
  to	
  file	
  at	
  all	
  

Please	
  note	
  the	
  following	
  

These	
  forms	
  are	
  due	
  by	
  July	
  8,	
  2014.	
  No	
  extensions	
  will	
  be	
  granted.	
  Any	
  and	
  all	
  	
  

questions	
  must	
  be	
  directed	
  in	
  writing.	
  Please	
  do	
  not	
  call.	
  

	
  

	
  



CONFIDENTIAL Attach to I&e form 

PROPERTY IDENTIFICATION 

INSTRUCTIONS FOR COLUMN C.  Describe all rentable commercial space. List each fully or partially vacant floor; use "V" as the tenant # in Column C. List space occupied 

by the owner or other filer or related person or entity; use "R" as the tenant number in Column C. For arms-length leases, assign each tenant a number beginning with "1" in 

Column C.

A B C D E F G H I J K L M

PRIMARY SQUARE LEASE DATES ANNUAL

USE FEET BASE CURRENT ADDITIONAL ANNUAL RENT AND CHARGES

(Choose one) RENT ANNUAL

OFFICE FOR EACH BASE REAL CURRENT 

RETAIL LEASE RENT ESTATE ELECTRICITY OPERATING OTHER PERIOD 

FACTORY PERIOD TAX ESCALATION CHARGES TOTAL

STORAGE

GARAGE

SECTION:

SWIS CODE: 550800

Commercial Lease Addendum

MUNICIPALITY: CITY OF MOUNT VERNON, N.Y 10550

PROPERTY TOTALS

FLOOR 
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FULL OR 

PART

T
E

N
A

N
T

S

BLOCK: 

BREAKDOWN OF CURRRENT PERIOD CHARGES

PAGE TOTALS

LOT: 



AMORTIZATION OF TENANT IMPROVEMENTS AND LEASING COSTS

A C N O P Q R S

FL. T TENANT IMPROVEMENTS AND LEASING COMMISSIONSAMORTIZED AMOUNT

NO. E P/N

N 

A AMORT

N PERIOD ITEM COST YEAR TENANT LEASING

T (yrs) IMPROVEMENTSCOMMISSIONS

#

PAGE TOTALS

PROPERTY TOTALS



PROPERTY IDENTIFICATION 

REPORTING PERIOD AND ACCOUNTING BASIS

Reporting year:      From to 

Accounting basis: Cash   or Accrual 

RESIDENTIAL OCCUPANCY - Number of dwelling units and rent by type of occupancy 

Does rent reported include all recurring charges, such as parking and subsidies ? ____.

NONRESIDENTIAL OCCUPANCY  -  Approximate floor area in square feet.

         

      

LAND OR BUILDING LEASE

? Does filer or a related person pay rent pursuant to an arms-length lease of the entire tax lot (or lots)? ______. 

If yes, complete this part.

Term of lease: from _______/_______ to _______/_______           Annual rent $ _________________

Start date of annual rent stated: ______/______.    End date of annual rent stated ______/______.  

End date of lease option: ______/______.

Does lessor receive any sums in addition to annual rent stated? ______. 

If yes, state additional sums here $ ___________________________

Does lessor pay any of the operating expenses or real estate taxes? ______. 

If yes, specify ________________________________________

INCOME INFORMATION SECTION: BLOCK LOT

Rental 

information Number of units Gross sq.ft. (if known) Amount ($) For office use only

j.   Operating escalation income

k.  Real estate tax escalation

l.   Sales of utilities and services

m. Services (laundry, valet, vending, etc.)

o.  Other operating income (specify)

EXPENSE INFORMATION 

c. Cleaning contracts

NET PROFIT (OR LOSS)

ITEMIZATION OF MISCELLANEOUS EXPENSES

ITEM ITEM

AMOUNT ($) AMOUNT ($)

Do tenants obtain electricity from the filer or a related person? _______ 

Is there a separate charge in addition to the rent? _______

$

$

FLOOR FILER OR RELATED RENTED (UNRELATED)

TOTAL

FLOORS 3 – 

2ND FLOOR

MONTHLY RENT

$

NUMBER OF UNITS

$

RENTED, UNREGULATED

VACANT 

Sq.ft.

1ST FLOOR

BASEMENT 

ENTIRE BUILDING

CONFIDENTIAL INCOME AND EXPENSE FORM

CITY OF MOUNT VERNON,NY. DATE:

 

MUNICIPALITY:

 

550800SWIS CODE:

SECTION:

BLOCK: 

LOT: 

_______/_______/_______ _______/_______/_______   

TYPE OF OCCUPANCY

RENTED, REGULATED

Sq.ft.

VACANT TOTAL

Sq.ft. 

Sq.ft. 

Sq.ft.

Sq.ft.

Sq.ft. Sq.ft.

Sq.ft.

Sq.ft. 

Sq.ft. 

Sq.ft. 

Sq.ft.

Sq.ft.

Sq.ft.

Sq.ft.

Sq.ft.

Sq.ft.

Sq.ft.

Sq.ft.

MONTHLY RENT AND CHARGES:

LESSOR

LESSEE

IF NOT OWNER OF RECORD, DESCRIBE RELATION TO PROPERTY

IF NOT FILER, DESCRIBE RELATION TO FILER

b.  Offices

a.  Apartments

e.  Warehouse/lofts

f.   Industrial

g.  Other rent

c.  Stores

i.   Owner-occupied or owner-related space 

h. SUBTOTAL (add lines a through g) 

d.  Garage/parking

p. TOTAL GROSS INCOME (add lines h through o)

a.  Fuel

b.  Light and power

d.  Wages and payroll

e.  Repairs and maintenance

f.   Management and administration

g.  Insurance (annual)

h.  Water and sewer 

i.   Advertising

j.   Interior painting and decorating

k.  Amortized leasing and tenant improvement costs

l.   Miscellaneous expenses (from Part 9)

TOTAL MISCELLANEOUS EXPENSES

TENANTS' ELECTRICITY 

a.  Net before real estate taxes (subtract Part 7 line m from Part 6 line p)

b.  Net after real estate taxes (subtract Part 7 line o from Part 6 line p)

m. EXPENSES BEFORE REAL ESTATE TAXES (add lines a through l )

n.   Real estate taxes (before any abatements)

o. TOTAL EXPENSES (add lines m and n)
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