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How	to	File	an	MCI	Abatement	Application	

	
Step	by	Step	Guide		

	

This	guide	will	help	you	complete	and	submit	your	online	MCI	tax	abatement	application.		

	

There	are	three	main	screens	you	will	navigate	to	complete	the	application	process:		

	

• SCREEN	#1:	MCI	Property	Search	

	

• SCREEN	#2:	MCI	Search	Results	

	

• SCREEN	#3:	MCI	Application	
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SCREEN	#1:	MCI	Property	Search		
	
Begin	the	MCI	application	by	searching	for	your	property	at	www.nyc.gov/finance.	
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Step	1	à	Enter	your	property’s	borough-block-lot	(BBL)	number.	

	

Helpful	hint:	If	you	provide	an	incorrect	BBL,	you	will	see	the	following	error	message.		

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	
	
Helpful	hint:	If	you	do	not	know	your	BBL,	you	can	search	for	it	by	clicking	the	link	provided	or	visiting	
www.nyc.gov/bbl.	
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SCREEN	#2:	MCI	Search	Results	
	

The	search	results	screen	will	display	all	of	the	state-approved	dockets	for	major	capital	improvements	

associated	with	your	property.		

	

	

	

A. Docket	Number:	All	MCI	orders	received	by	the	Department	of	Finance	from	the	New	York	State	

Division	of	Housing	are	assigned	docket	numbers.		

	

B. DHCR	Information	Received	by	DOF:	If	there	is	a	Y	in	this	column,	we	have	received	information	

about	the	docket	from	the	state,	and	you	may	proceed	with	your	application.	If	this	column	is	

blank,	we	have	not	yet	received	information,	and	you	will	have	to	return	at	a	later	date	to	

complete	the	application.	

	

C. Application	Number:	Once	you	submit	your	application,	we	will	assign	it	a	number.		

	

D. Application	Status:	Your	application	will	have	one	of	four	statuses—submitted,	awaiting	

authorization,	approved,	or	rejected.	“Awaiting	authorization”	means	that	the	Department	of	

Finance	is	reviewing	your	MCI	Abatement	Application	Proxy	Form,	which	you	must	submit	if	you	

do	not	own	the	property	and	are	attempting	to	apply	on	the	owner’s	behalf.		

		

E. Status	Date:	The	date	on	which	your	status	was	determined.	

		

F. Action:	The	next	step	you	can	take	in	the	process—create	a	new	application,	edit	an	existing	

application,	or	browse	(review)	a	submitted	application.		
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Helpful	hint:	Department	of	Finance	records	are	updated	monthly.	If	your	search	does	not	display	any	results	(as	

in	the	example	below),	you	may	check	again	the	following	month	or	visit	the	Division	of	Housing	and	Community	

Renewal	at	https://apps.hcr.ny.gov/casestatus	to	check	the	status	of	your	MCI	order.		
	

	
	
	

	
	 	

https://apps.hcr.ny.gov/casestatus
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SCREEN	#3:	MCI	Application	
	
Step	1	àCreate	Application		
	

Use	the	“Create	Application”	link	to	begin	your	application	for	a	particular	docket.		

	

	

	
Step	2	à	Review	the	prepopulated	information.		If	any	of	the	information	is	incorrect,	you	can	request	

an	update.			
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Step	3	à	Enter	your	contact	information.	The	required	fields	are	marked	with	an	asterisk.		

	

After	entering	your	contact	information	and	any	comments	you	would	like	us	to	review,	click	“Submit	

Application.”		

	

Your	application	will	be	validated	against	Department	of	Finance	records	to	confirm	that	you	are	the	

property	owner	or	have	been	authorized	to	submit	the	application	on	the	property’s	behalf.	

	

	

Helpful	hint:	Your	application	will	time	out	after	one	hour	of	inactivity.	Be	sure	to	finish	your	entry	and	submit	

your	form	if	you	plan	to	be	away	from	your	computer	for	some	time.	
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Step	4	à	Notification		
	

Authorized	Applicant	

	

You	will	receive	a	popup	notification	and	an	email	confirmation	if	we	are	able	to	authenticate	your	

contact	information.	This	means	that	according	to	our	records,	you	are	the	owner	of	the	property	or	

have	been	authorized	to	act	on	his	or	her	behalf.	

	

	

	

	

	

	

	

	

	

Unauthorized	Applicant			

	

If	we	cannot	authenticate	your	contact	information,	you	will	be	directed	to	a	screen	where	you	will	be	

able	to	upload	an	MCI	Proxy	Form	granting	you	permission	to	submit	the	abatement	application	on	the	

property’s	owner	behalf.	(The	form	must	be	signed	by	the	owner	of	the	property.)	A	blank	MCI	Proxy	

Form	was	mailed	to	all	parties	referenced	in	the	DHCR	docket	shortly	after	the	docket’s	approval.	The	

form	can	also	be	obtained	online	at	www.nyc.gov/??????????.	
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Once	the	signed	MCI	Proxy	Form	is	uploaded,	you	will	proceed	to	another	contact	information	screen.		
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Step	5	à	Note	the	number	assigned	to	your	application.	If	you	submitted	a	proxy	form,	your	application	

status	will	be	“Awaiting	Authorization”	until	your	contact	information	is	validated.		
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Step	6	(optional)	àEdit	or	Browse	Your	Application		
	
Edit	Application	

	

You	may	edit	your	application	before	the	Department	of	Finance	approves	or	denies	it.	Your	application	

can	be	edited	as	long	as	its	status	is	“Submitted.”		

	

Browse	Application	

	

Once	your	application	has	been	approved	or	rejected,	you	may	browse	(review)	it,	but	no	further	

changes	will	be	accepted.	(This	is	also	true	of	applications	whose	status	is	“Awaiting	Authorization.”)	

		

	

The	application’s	status	and	status	date	are	also	available	on	the	MCI	Application	screen.	
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