
How to Apply for a Residential Rental Certificate of Inspection (CI) 

1. Go to www.neptunetownship.org  

2. Under Departments, click Code Enforcement. 

3. Click “Residential Certificate for Rental Only”. 

4. Complete Application:  

 

 

 

 

 

 

 

 

 

 

 

 

Property Information: In the Parcel Data box, 
type the address and a blue box will come up 
with the address. Once you click the address 
in blue, it will complete the Block, Lot, 
Qualifier, Street Address, and Owner 
Information below. You may choose to 
override the location or owner information if 
you choose. If property has multiple units, 
please specify the unit number. 

Current Owner Information: This will 
prepopulate from the Parcel Data. 

Renter Information: Complete all Renter’s 
Information. 



 

** If the application is received five (5) or less business days prior to the anticipated closing date, the fees will be 
increased by $50.00 for each required inspection. If an inspection is requested during non-business hours, an 
additional fee of $150.00 for up to two hours (and $100.00 per hour or fraction of an hour after that) will apply.** 

 

 

Click Add Tenant for each occupant that will 
be occupying the home. 

If an agent was used, click yes and complete 
the information. If not, click no and continue. 

Enter date that the occupant(s) will move in. 

Fee will automatically populate and is 
determined based on number of units to be 
inspected. ** 

Click “Save and Continue” to submit application to 
proceed to signature and payment. 



 

 

 

 

 

 

You can review your application by clicking the blue 
“CI-Rental Application”. Once reviewed, check Ready 
to Submit and enter in the responsible person’s 
Name and Email. 

Using your mouse, sign your name, 
and click “Save Signature”.  



 

 

 

 

You will then be brought to the payment screen. In the blue box, click “Pay Online Now” to pay by Credit/Debit Card 
(3.25% fee) or by E-Check ($1.25 fee), or you may click the option to pay by check or cash. Please only mail checks payable 
to “Township of Neptune”. If you wish to pay with cash, please come to the office in person. DO NOT MAIL CASH.  

 

As the applicant, select your relation (Owner, 
Tenant, Agent, or Other), and enter your 
information. 

Click Submit. 


