ANNUAL REPORT FAQS for MOBILE HOME PARKS

NORTHERN NEVADA
1150 E. William Street
Carson City, NV 89701
Phone: (775) 684-6101
Fax: (775) 684-6110
Consumer Complaints: (775) 684-6100

PUC‘

SOUTHERN NEVADA
9075 W. Diablo Dr., Ste. 250
Las Vegas, NV 89148
Phone: (702) 486-7210
Fax: (702) 486-7206
Consumer Complaints: (702) 486-2600

Pursuant to Nevada Administrative Code (“NAC") 704.987(2), mobile home parks must submit annual
reports to the PUCN no later than March 30 of the year following the year for which the report is submitted.

1. 1 DO NOT HAVE A COMPUTER (OR A
PRINTER). HOW CAN | GET A COPY OF THE
ANNUAL REPORT FORM?

If you do not have access to a computer and/or printer,
call the Financial Analysis Division at (775) 684-6155 and
request that a copy be mailed to you. (Copy fees of .25
cents per page may apply.) If you reach voicemail, please
leave your name, the name of the park, and your mailing
address in your message. If you would like confirmation
that your call was received and the form has been mailed,
please inform us of this request and provide a call-back
number.

2. WHERE CAN | FIND THE ANNUAL REPORT
FORM ON THE PUCN WEBSITE?
From the puc.nv.gov home page:

e Hover over “Utilities” on the brown menu bar towards
the top of the page. Select “Annual Reports.”

Select the link for the appropriate calendar year
annual reports.

Scroll down to Mobile Home Parks. Here you will find
a PDF version of the annual report form as well as the
Protective Agreement.

3. DO | HAVE TO SIGN THE PROTECTIVE
AGREEMENT?

State law requires all records filed with the PUCN be open
to public inspection, unless information is specifically
designated as confidential. If you must provide information
in the Annual Report that could cause harm to you or
your business if it were made public, you may request
confidential treatment for that information according to
the PUCN’s regulations. Confidential filing regulations are
located at NAC 703.527 through 703.5282.

An Annual Report containing information submitted
confidentially must be accompanied by an executed
Protective Agreement so that the PUCN’s Regulatory
Operations Staff may review the confidential information.
If the Annual Report does not contain any sensitive

information you wish to keep confidential, then
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4. WHAT IF MY MOBILE HOME PARK HAS A
TENANT SERVICE CHARGE AND | AM SENDING
IN BANK STATEMENTS?

If you are submitting bank statements as part of your
annual report, please redact:

e Account numbers and/or PINs.
e Social Security Numbers (SSN).
o Employer Identification Numbers (EIN).

The PUCN requires bank statements from mobile
home parks with tenant service charges. However, the
PUCN does not need account numbers, PINs, EINs, or
SSNs in order to meaningfully review and process the
bank statements. Redacting this information from bank
statements will allow mobile home parks to file bank
statements without having to comply with the PUCN’s
confidential filing procedures, while still protecting their
sensitive information.

5. DOES THE PUCN NEED A LIST OF THE
PEOPLE WHO ARE LIVING IN MY MOBILE
HOME PARK?

No. The PUCN does not require or need the names of
your tenants. This information is considered private and
should not be included in the annual report.

6. IFICOMPLETE THE ANNUAL REPORT FORM
ON THE COMPUTER, CAN | SUBMIT THE FORM
FROM THERE TO FILE IT WITH THE PUCN?

Yes. Instructions for filing electronically (“EFILE”) are
located in the “Filing & Fees” page on the PUCN’s website.

7. P'VE BEEN TRYING TO COMPLETE THE
ANNUAL REPORT FORM ON MY COMPUTER
AND | JUST CAN'T DO IT!

If you’re having trouble completing the Annual Report
Form on your computer, print the form and complete the
form in black ink.
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8. CAN I EMAIL THE REPORT TO THE PUCN?
No. The annual report must be filed with the PUCN. The
only way to do this is to:

. Hand delivered to the Carson City or Las Vegas
PUCN office.

e  Mailed to either the Carson City or Las Vegas PUCN
office at the addresses shown in the filing guide on
the first page of the Annual Report Form.

e Filed electronically by following the directions for
electronic filing located under the “Filing & Fees” tab
on the brown menu bar at the top of every PUCN
webpage.

9. WHAT IS A DOCKET NUMBER AND WHY
DO | NEED IT?

Any document filed with the PUCN is required to be filed
in a docket. A docket is a record of all of the filings and
proceedings related to a particular matter; in this case, the
matter is mobile home park annual reports. The docket
number is pre-printed on the annual report form.

10. WHERE DO | FIND THE DOCKET NUMBER?
The docket number is pre-printed on the annual report
form. The docket number is also provided in the Notice
issued by the PUCN and mailed to all mobile home
park owners in January. (The Protective Agreement was
included in this mailing.) Alternatively, the docket number
can be found by hovering your cursor over “Dockets” on
the brown menu bar and clicking on “Annual Reports.”
Read the description of the active annual report dockets
to find the docket assigned to Mobile Home Park Annual
Reports.

11. 1 DID NOT RETAIN A COPY OF THE ANNUAL
REPORT I SUBMITTED LAST YEAR. HOW CAN |
GET A COPY?

You can print a copy of the annual report you filed by
accessing the annual report docket for the year in question
via the PUCN’s website.

12. IS THERE A LIST | CAN JOIN TO RECEIVE
A MAILED BLANK COPY OF THE ANNUAL
REPORT FORM EVERY YEAR?

There is no list to automatically receive the Mobile Home
Park Annual Report Form by mail. Each year, you will
receive a copy of the Notice issued by the PUCN and the
Protective Agreement by mail. The notice will provide you
with important information about the filing of your annual
report.

13. WHAT IS A “D/B/A”?
“D/b/a” is an acronym for “doing business as.”

14. DOES THE OATH PAGE HAVE TO BE
NOTARIZED?

No, the Oath page does not have to be notarized. However,
it must be signed using black ink. If you are creating a
PDF with your signature to submit electronically, the PDF
must be created in black and white.

15. 1 SOLD THE MOBILE HOME PARK LAST
YEAR. DO THE NEW OWNERS HAVE TO FILL
OUT THE ANNUAL REPORT FORM?

You are responsible for completing an Annual Report
Form covering the months of the year during which you
were the legal owner. The form includes a section where
the name and contact information for the new owners is
to be entered.

16. IF ALL OF THE SPACES IN THE MOBILE
HOME PARK HAVE METERS SET BY THE
UTILITIES, AND THE UTILITIES BILL THEM
DIRECTLY, DO | STILL HAVE TO SUBMIT AN
ANNUAL REPORT?

Yes. Filing an Annual Report is required by state law.
There are sections in the report for Gas, Electric, and
Water utilities. The first question in each of these sections
asks “does the ... utility bill the tenants directly for their
... service?” If the answer is no, circle no. No additional
information is required for that utility section.
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