
 1 

 

 

HIGHTSTOWN BOROUGH 

ANNUAL RESIDENTIAL RENTAL REGISTRATION APPLICATION  

156 Bank Street, Hightstown, NJ 08520 

Housing Office – 609-490-5100 ext. 617; website: www.hightstownborough.com 

 

 

 

 

A separate registration form must be completed for each unit.  

Cash or check only, payable to Hightstown Borough.  

 

Application Fee – includes application, initial inspection and one re-inspection, provided the re-inspection 

occurs within 15 days of the initial inspection. If not, there will be a re-inspection fee of $50 per unit.  

The Certificate of Occupancy will be issued once the inspection(s) are complete. 

  

 
 

 

 

To be completed by Borough Staff only. 

Rental Location:_________________________________________   Blk _______  Lot _______ 

Fee Paid:  $________   Cash/Check Number: __________   Date: __________      By: _______ 

All municipal taxes, water/sewer charges up to date? _______  Date Inspected: _________    

Date Registration Issued: __________  # Bedrooms:  ___________   Max.# Occupants: __________   

                

 

PLEASE PRINT ALL INFORMATION 

  

 1.   Address of Rental Unit:  _____________________________________________________ 

 

 2.   Type of Unit:  Apartment ____ Duplex ____ Townhouse ____ Single Family House ____    

        

3.   Owner(s) of Record:  - Email address: __________________________________________ 

      Name:   _____________________________     Name:   _____________________________  

      Street:   _____________________________      Street:   _____________________________ 

      City/State/Zip:  _______________________     City/State/Zip:  _______________________ 

      Phone:  ______________ Cell: ____________ Phone: _______________ Cell: ______________     

 

4.   Owner is:    Individual ______     Partnership * ______     Corporation ** ______ 
*    In the case of a partnership, the names and addresses of all general partners shall be provided together 

with the phone numbers for each of such individuals indicating where such individual may be reached both 

during the day and evening hours. 

**   In the case of a corporation, the names and addresses of the registered agent and corporate officers of 

said corporation together with the telephone numbers for each of such individuals, indicating where such 

individuals may be reached both during the day and evening hours shall be provided 

 

5.   If the Owner of Record does not live in Mercer County, person who resides in Mercer County,  

      who is authorized to act on behalf of the Owner of Record: 

      Name:   ________________________________    Street:  _________________________________  

      City/State/Zip:  _______________________    Phone:   ________________ Cell:   _______________ 

One to three-unit dwellings $100.00 per unit 

Four to fifty-unit dwellings $  90.00 per unit  ($2,000.00 maximum) 

More than 50 units $  80.00 per unit 

Annual Registration Renewals must be submitted no later than April 30
th

. Beginning May 1
st
, 

a late fee of $25.00 per month/per unit will be assessed on all Rental Renewal applications. 
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6.   Emergency Contact Person, who is authorized to make emergency decisions: 

      Name:   _____________________________  Street:  _______________________________________ 

      City/State/Zip:  _______________________  Phone: _________________ Cell: _________________      

 

7.   Names of ALL tenants who will reside in the rental unit: 

       

8.   Commencement of tenancy: ____________   Termination of Tenancy: ____________ 

 

9.   Name of every holder of a recorded mortgage on a rental unit: 

      Name:   _____________________________  Street: _______________________________________ 

      City/State/Zip:  _______________________  Phone: __________________ Cell: ________________      

 

10.  Managing agent, if applicable: 

      Name:   ______________________________ Street: ______________________________________ 

      City/State/Zip:  ________________________ Phone: __________________ Cell: _______________      

 

11.  Superintendent, Janitor, Custodian, or Maintenance Person, if applicable: 

      Name:   ______________________________ Street:  ______________________________________ 

      City/State/Zip:  ________________________ Phone: __________________ Cell: _______________      

 

12. Fuel Oil Dealer servicing heating unit, if applicable: 

Name:   ______________________________ Street:  _____________________________________     

City/State/Zip:  ________________________ Phone: _________________Cell:_________________      

 

IMPORTANT RENTAL NOTES: 

 
13-12-2(b) Registration shall cover the one-year period running from April through March 31. Initial 

registrations under this Section are due no later than April 30. Newly acquired units must be registered prior to 

their rental and thereafter.   

(c) Inspections shall be performed and a Certificate of Occupancy obtained whenever tenancy changes or 

annually.  It shall be the responsibility of the owner to arrange for inspections when there is a change in 

occupancy.  Routine annual inspections will be scheduled by the Housing Officer.  

(d) It shall be a violation of this article for a person to knowingly provide false or inaccurate information on 

any form submitted to the rental housing coordinator pursuant to this article.  

(e) Any change pertaining to this rental (rental status, ownership, tenant, emergency contact) must be reported 

to the Code Enforcement/Housing Inspector within twenty (20) days. 

 

13-12-3 (d) The completed rental registration process must be received by April 30
th

.  Beginning May 1
st
, a 

late fee of $25.00 per month/per unit will be assessed on all Rental Renewal applications. 

 

FIRST NAME LAST NAME ADULT 

(check) 

CHILDREN  

(under 18) 
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13-12-5  Every owner shall provide each occupant or tenant occupying a rental unit with a copy of the 

Registration required by this Ordinance. This particular provision shall not apply to any hotel, motel, or guest 

house registered with the State of New Jersey pursuant to the Hotel and Multiple Dwelling Act as defined in 

N.J.S.A 55:13A-3.  Compliance with this provision may be attained by posting a copy of the registration in a 

conspicuous place within the rental unit(s). 

 

13-12-6  The maximum number of occupants shall be posted in each rental unit.  It shall be unlawful for any 

person, including the owner, agent, tenant, or registered tenant, to allow a greater number of persons than the 

posted maximum number of occupants to sleep in or occupy overnight the rental unit for a period exceeding 28 

days.  Any person violating this provision shall be subject to the penalty provisions of Section 13-12-10. 

 

Overcrowding – The following factors may be considered by the Housing Inspector as rebuttable 

presumption of overcrowding, as that term is defined by this chapter and shall support the issuance of a 

summons and complaint by the Housing Inspector, without first issuing a notice of violation: 

1. The occupying of areas of a rental dwelling unit prohibited pursuant to section 13-3-8(g) of this 

chapter, such as basements and attics: 

2. The location of mattresses or bedding materials in areas of a dwelling unit prohibited for occupancy 

pursuant to section 13-3-8(g); and 

3. The existence of cooking appliances, and/or refrigeration units, (excluding freezer appliances) in 

various areas of a dwelling unit in addition to those located in the kitchen. 

 

13-3-8 It shall be the responsibility of the owner to ensure that the maximum number of occupants in a 

dwelling unit shall not exceed the standards as noted in this ordinance. 

 

I hereby certify that the information included in this application is true and correct.  I agree to notify 

the Borough immediately upon any changes in this information. 

 

 

Signature _____________________________   Print Name ______________________________ 

 

Date _________________________________ 

 

The following items must be included with your registration in order to be considered complete.  If the 

items below are not received with the registration, it will be returned and you will be charged a late fee of 

$25.00 per month/per unit. 

 

 Completed Rental Registration Form 

 Furnace/Boiler certification 

 Fireplace/chimney certification (if applicable) 

 Registration fee – cash or check, payable to Hightstown Borough 

 

 

Attached is the Rental Registration Inspection Checklist for your information. Please be sure all the listed 

items are in compliance. 

 

 

 

 

 

Revised 10/2015 
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Annual Rental Registration Inspection Checklist 

 
PROPERTY LOCATION: _________________________________  INSPECTION DATE: __________ 

 

RENTAL RE-INSPECTION:   Multiple Inspections with Violation(s) $50.00 cash/check #____________ 

 

Tenant change/per unit $35.00          cash/check #____________ 

 

TO BE COMPLETED BY THE HOUSING INSPECTOR 

 Smoke detectors on each level and outside each 

bedroom, attic and basement 

 Interior and exterior stairways are structurally sound 

with proper handrails 

  Carbon monoxide detectors outside bedrooms  Screens on all windows must be in good condition 

 ABC type fire extinguisher mounted within 10’ 

of kitchen 

 Doors and windows open, stay open and close 

properly  

 No garbage disposal  No broken or cracked glass in any windows or doors 

 Hot water temperature is below 120
o
  No keyed locks on any interior doors 

 Hot and cold running water to all fixtures  Sump pump discharged per Borough Ordinance 

 GFCI where required and operating properly  Exits should not be blocked with any items 

   Plumbing fixtures should operate and drain 

properly; and be sanitary and safe  

 Rental unit is free of rodent, vermin and insect 

infestation 

 Cover plates on all switches and outlets  Walls, ceilings and floors are in good condition 

 Dryer vent connector must be metal  Unit is clean 

_____ Porches, balconies and steps have adequate railings   _____ Accessory buildings/units on property 

_____ Sidewalks and curbs are in good condition             _____ Overall condition of exterior is good 

COMMENTS:  _______________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

NUMBER OF BEDROOMS:  ___________   MAXIMUM # OF OCCUPANTS:  ______________ 

 
 

The Borough of Hightstown 
Code Enforcement Office 

156 Bank Street, Hightstown, NJ 08520 
(609) 490-5100 Ext. 617 

Website:  Hightstownborough.com 
 

INSPECTION RESULTS:   APPROVED: YES _____/DATE__________ NO ____/DATE_________  
SEE ITEMS LISTED ABOVE.    
The landlord has two weeks from the inspection date to comply with the above items and you MUST 
call to schedule your re-inspection.  If not, there will be a re-inspection fee of $50 per unit. The 
Certificate of Occupancy will be issued once the inspection(s) are complete. 
 
_____________________________   _______________________     __________________________ 
PRINT NAME – LANDLORD   Landlord’s Signature          Dave Bell, Housing Inspector 


