
VACANT PROPERTY REGISTRATION 

1. Log In 

Go to: https://ims.ci.richmond.ca.us/ims/Account/Login  

If you do not have an IMS account, select Register to create a new user profile. 

 

2. Start a New Submission 

From the main menu, select 'Create a Code Case or WO'. 

 

https://ims.ci.richmond.ca.us/ims/Account/Login


3. Select the Correct Form 

Under Entry Type, choose 'Vacant Property Registration Form'. 

Under Issue Subtype, select 'Annual Registration'. 

 

 

 

 

 



4. Enter Property Information 

Enter the address or parcel number. Submit a separate form for each vacant 

property. 

(Optional) Add a description. 

 

 

 

 

 

 

 

 

 

 

 



5. Complete the Required Pages 

Fill out the Entry Details and Contacts sections. 

 



 

6. Upload Supporting Documents 

Attach any supplemental files (optional). 

 

7. Acknowledgement & Responsibility 

Review and accept the acknowledgement statement. 

 



8. Final Review 

Confirm information and click 'Add to Cart'. 

 

9. Payment 

Proceed to Add to Cart and Pay to complete the registration. 



 


