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Who is Multitude and how does the counseling work?
Wer ist Multitude und wie läuft die Beratung ab?

Maybe you know us through the German classes that we offer regularly and for free in Lichtenberg.

You might also know us because you went to one of our picnic's or a Multitude-Café. Maybe you do

not yet know us at all. 

That is why we would like to introduce us shortly: We are a group of people which is happy that you

arrived in Berlin. We would like to support you with various offerings and activities and therefore

founded an initiative called „Multitude“. Our group does not have any relationship to the German

state or to the Aliens Authority/ Ausländerbehörde and is independent of the administration of the

camp. We are  also independent  of  churches and political  parties.  We do not  want  to  use these

offerings in order to convince you of anything and even more so we do not make any money off of it:

All the activities that we offer are for free and all of us work voluntarily. Since our resources and

capacities are limited, we cannot give you any guarantee that you will find an apartment.

Since 2003, people who applied for asylum in Berlin, have the right to rent their own apartment.

Actually moving into one though, proves to be difficult in practice and therefore does not happen

that often. Reasons for that are among others the steadily sinking number of available apartments

and the rapidly increasing amount of rent which make it harder to find an apartment in Berlin – not

only for refugees, but especially for refugees. Another reason is that in Berlin, the politics have failed

for  years to accommodate refugees in apartments  rather than in collective housings.  This deficit

becomes  especially  obvious  when  the  total  number  of  people  applying  for  asylum  increases.

Furthermore, refugees are being discriminated against in different ways on the housing market. Only

an accent  that  is  perceived as  not  being  German can  lower the chances in  the awarding  of  an

apartment. What makes it additionally harder for refugees besides the racist criteria for choosing is

the low economical statues alongside the ban from working. On top of that there is also the lack of a

permanent  permission  to  stay.  About  12.000  Berliners  (people  who  have  a  suspension  from

deportation/Duldung as well  as those who applied for asylum and whose cases are still  pending)

solely receive a permission to stay which is usually limited to six months. A lot of landlords do not

care about the fact that these are generally being extended over the course of years and decades.

Instead they point out that they do not rent out their apartments for limited periods of time. 

We think that the placement in collective housings incapacitates, makes people dependent, provokes

conflicts and restricts privacy. Which is why we argue in favor of accommodating refugees in their

own apartments. 

We see the disadvantages that refugees are confronted with regarding the apartment search and

want to take action against this. Currently a majority in our group is in a privileged position on the

structurally racist housing market. Having this in mind, we want to try and encourage structures of

solidarity  and  provide  information  for  the  apartment  search  that  can  empower  refugees  to

independently  practice  their  legal  right  to  live  in  apartments.  We  do  not  want  to  provide  a

professional service but instead want to and have to learn from the experiences of the refugees in the

course of the counselings.

We hope to facilitate and speed up the search for an apartment with our support, in order for more

refugees to  be able  to live in  their  own apartments  than it  is  the case now.  We would like  to

encourage applicants for asylum in their legal right to live in an apartment in Berlin. In this context,

we want to act consciously political: We hope that our project might serve as a model for demands

on the State Agency for Health and Social Issues/Landesamt für Gesundheit und Soziales. We hope

that this way, a professional and payed counseling for the apartment search will become the standard

for accommodation. Through our practical work, we want to collect knowledge about the willingness

of individual housing associations and renters to rent out apartments to refugees at the same time. 
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With this guideline at hands we do not only make you aware of the right to live in an apartment but

most of all  inform you about how you can start the apartment search in Berlin. We put together

important information regarding the different steps of the apartment search in Berlin: What you need

for the apartment search, how much the rent can cost at most, who pays for the rent, what you have

to pay attention to in the course of your search for an apartment and what happens once you found

one. Besides providing these information, we will support you in filling out application forms, finding

offerings for apartments and arranging for the viewings of apartments. We hope that we will manage

to get these information well across to you. Nobody's perfect – so please understand that we do not

have answers to all questions. But we will do our best to find answers and advise you as good as

possible. 

On top of that we want to learn a lot from you! Because in fact you are the expert who will make all

kinds of positive and negative experiences during the search for an apartment. So you are most

welcome to share your experiences with us and other people here in the camp so that as many

people as possible will find their own apartment. 

The search for an apartment in Berlin will probably not be that easy. We do not want to discourage

you though to look for an apartment but rather encourage you to begin as soon as possible and not

give up! We hope that you will  be able to find your way through our information and start your

apartment search feeling reinvigorated.

From  which  point  of  time  on  am  I  allowed  to  move  into  an

apartment?
Ab wann darf ich in eine Wohnung ziehen?

According to the asylum procedure's law/Asylverfahrensgesetz (AsylVerfG), applicants for asylum in

Germany  are  being  placed  in  collective  housings.  In  Berlin  there  are  facilities  for  the  initial

accommodation were you usually only have to live for three months at most and are then referred to

another collective housing unit. In Berlin there has been this special regulation since 2003 that three

months after you filed your application for asylum, you are allowed to move into an apartment of

your own. But the process of moving into an own apartment is very difficult, which is why some

people live in these collective housings for many years. 

The  first  thing  you have  to  do  if  you want  to  move  out  of  the  collective  housing  is  to  file  an

application  for  the  absorption  of  the  rental  costs at  your  case  worker  at  the  Social  Security

Office/Sozialamt/ZLA. We can provide you with one of these application forms and support you in

filling it out, if you want us to. You will  then get a  certificate for the absorption of rental costs/

„Mietübernahmeschein“ (you can find an example of the „Confirmation of cost-covering from Social

Security Office/Sozialamt/ZLA („Mietübernahmenschein”)“ in attachment 4) which will allow you to

start your search for an apartment. This certificate will also say how much your apartment can cost at

most. 

How  do  I  find  an  apartment  through  the  Social  Security  Office/

Sozialamt/ZLA?
Wie finde ich eine Wohnung über das Sozialamt/ZLA?

The city of Berlin owns six  housing associations through which 275 apartments a year are being

placed  exclusively  at  the  disposal  of  asylum  applicants.  This  offer  is  called  “Apartments  for

Refugees”/“Wohnungen für Flüchtlinge“. Out of these 275 special apartments, 125 are One-Room-

Apartments and 150 are apartments with several rooms. These apartments are being assigned to

refugees who are in special need of protection. If you or one of your relatives is severely sick or

handicapped for example, you will be registered on this list. The so called Evangelische Jugend- und

Fürsorgewerk (EJF), a protestant organization for youth and welfare, is responsible for this offer and
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provides an apartment counseling and also  functions  as a housing agency.  Their  office is  on the

grounds of the Social Security Office/Sozialamts/ZLA. You can find their current office hours including

translators and a site plan attached on our info sheet „Apartment counseling in the Social Security

Office/Sozialamt/ZLA“  (attachment 1).

You let the counselor know, how many people belong to your household, meaning whether you are

alone or whether you are with a family. If you are alone, you can apply for a One-Room-Apartment. In

case you are a family of two or more people, you can apply for an apartment with more than one

room. Then you give them your phone number and you are registered on a waiting list. Each time

there is a suitable apartment available, the applicants on the list are being called one after the other.

In an ideal case, you will be called after a couple of weeks but it might also take a couple of months.

Sometimes you might be called faster if you tell about how discontent you are with living in the

collective housings and describe your individual experiences. Furthermore it might have a positive

effect for you if you can prove that you are looking for apartments on your own as well. If you do not

like the apartment that is  being offered to you, you do not have to take it.  The dismissal of  an

apartment does not have any effects on your asylum procedure. You will still be registered on the

waiting list. If any problems occur for you in this context, please contact us. 

Even if this search for an apartment might take some time, it is still worth a try. The best thing for you

to do would be to simultaneously look for an apartment on your own as well, also because there are

not enough apartments in this contingent for everyone.

Who pays the rent for my apartment?
Wer zahlt die Miete für meine Wohnung?

The Social Security Office/Sozialamt/ZLA pays the rent for the asylum applicant’s own apartments. In

order  for  the Social  Security  Office/Sozialamt/ZLA to  take over  the  costs  of  the rent,  some very

specific conditions have to be fulfilled. For example the rent cannot be too high. On the next pages,

we will explain to you how this procedure works exactly. It is possible that you will have found an

apartment but the Social Security Office/Sozialamt/ZLA refuses to take over the rental costs. Do not

be discouraged by that and rather come to us or talk to the social workers in your house about it.

Together we can think about what to do next. Sometimes it is worthwhile to file a complaint or enter

an objection. 

How much can the apartment cost at most?
Wie viel darf meine Wohnung kosten?

The Social  Security  Office/Sozialamt/ZLA does not  pay  just  any amount  of rent.  The rent  cannot

exceed a  certain  amount.  The  point  at  which  the  rent  is  being  exceeded is  determined by  four

criteria:

1. Number of people in the household 

2. Size of the house in which the apartment is

3. The kind of heating (fuel, gas, district heating)

4. The kind of hot water supply

The  table „How much can my apartment cost at most? (Mietobergrenzen) with three exemplary

cases“ (attachment 2) shows how much the rent can be depending on the number of people, size of

the house and heating. This way, while looking at apartment offers you can immediately check if the

rent is too high or if it is okay. The size of the house as well as the kind of heating and hot water

supply are almost never mentioned in the offers for apartments though. Most apartment buildings in

Berlin are larger than 1000m², which is why you can orientate yourself by the given rent for more

than 1000m². Most of the time, central heating/„Zentralheizung“ or district heating/„Fernheizung“

are given which does not yet state anything about whether the apartment is being heated with fuel,

gas or district heating. At first, you can orientate yourself by the highest rents. Sometimes the heating
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costs are not included in the rent because the apartment has a gas heating system which is separate

for every storey for example. In this case you pay separately for the costs of the gas (see below “Who

pays for electricity and gas?”). You either call the renter and ask how big the building is and ask about

the kind of heating and how water is being heated up or you wait until the viewing of the apartment

und ask on that occasion.

If the costs for hot water are included in the rent, the rent can be a little higher. These will be payed

additionally to the first payment. In a second table you can find the amounts for the hot water supply.

The  calculation  of  how  much  the  apartment  can  cost  at  most  according  to  the  Social  Security

Office/Sozialamt/ZLA, is not all that easy. Based on the table with the separate figures we calculated

the  rents  for  three  exemplary  cases:  one  adult,  two adults  and  one  child,  two  adults  and four

children.  You can find the table and these three examples in the attachment 2 „How much can my

apartment cost at most? (Mietobergrenzen) with three exemplary cases“.

The Social Security Office/Sozialamt/ZLA can pay for a rent which is  up to ten percent above the

stated costs that will absorbed according to the table. This is for example the case in exceptions that

are supported by special reasons, for example chronic illness, HIV-infection, pregnancy, being a single

parent, age or a handicap. If there are very important reasons in favor of a certain apartment and the

absorption of the rental costs is rejected even though the price does not exceed the maximum by

more  than  ten  percent,  consult  us.  We  will  then  try  to  argue  with  the  Social  Security

Office/Sozialamt/ZLA about the importance of the apartment. The maximum limit does not apply if

you need an apartment that is  wheelchair  accessible,  meaning that the apartment can be more

expensive.

The Social Security Office/Sozialamt/ZLA always pays the rent for the apartment, the operating costs

(for example cold water, garbage disposal and the cleaning of the building) as well as the costs for

heating and hot water supply. The Social Security Office/ Sozialamt/ZLA does not absorb the costs for

electricity (light, telephone, internet), you have to pay that yourself. The stove is run by electricity or

gas.  If  it  is  run  by  electricity,  you  will  get  more  money  per  month  from  the  Social  Security

Office/Sozialamt/ZLA.  If the stove is run by gas, you have to pay that yourself though. But if the

heating system or the hot water supply are run by gas, you also get more money per month from the

Social Security Office/Sozialamt/ZLA. (see „Who pays for electricity and gas?“)

Which documents do I need for the apartment search?
Welche Unterlagen brauche ich für die Wohnungssuche?

Currently there are only very few apartments available in Berlin for which a lot of people apply at the

same time. It is the landlords alone who decide to whom they want to rent out. There are no general

criteria which you have to fulfill in order for you to get an apartment. Your chances will be higher if

you are well prepared and fast.

Landlords want a lot of documents from you. In general it is better to always have all the documents

with you, since it leaves a good impression and increases your chances of getting the apartment. You

should always hand in copies and never the original version of any documents. You can take copies

with us or the social guardians. Sometimes it can take some time until you receive all the documents

you need, which is why you should start collecting them well before you actually start your search for

an apartment. In the end you will have have a stack of documents which you should file so that you

do not lose anything.  Since you have to submit  these documents at  almost  every viewing of an

apartment, it is good to always recopy them. 

Copy of your residence permission

Landlords have the right to know who the people are that they are renting apartments to. Do not

forget to copy the front and back side. 
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Copy of the notification for social security benefits by the Social Security Office/Sozialamt/ZLA 

Landlords want to know how applicants for an apartment finance themselves in order to be able to

decide to whom they want to rent the apartment. (attachment 3)

Copy  of  the  confirmation  of  cost-covering  from  Social  Security  Office/Sozialamt/ZLA/

„Mietübernahmeschein“

The  so  called  „Mietübernahmeschein“  includes  a  general  approval  of  the  Social  Security

Office/Sozialamt/ZLA to take over the rental costs and states how much the rent can be at most. Your

case worker at the Social Security Office/Sozialamt/ZLA will file this rent absorption certificate for

you. (attachment 4)

Copy of the information by the credit investigation company/SCHUFA

The SCHUFA is a credit  investigation company which collects all  registered debts in Germany (for

example those which result from cellphone contracts) and provides information about these. This

way, landlords try to hedge themselves. If the SCHUFA does not have any data about you, they also

provide information about that. Since the SCHUFA is only a momentarily statement, it is possible that

you have to  renew it  during  the  process  of  your  apartment  search.  Some landlords  only  accept

SCHUFA statements which are not more than two weeks old while others accept SCHUFA statements

which are half a year old. 

The SCHUFA application (attachment 5 „Application for the information by the credit investigation

company (Schufa-Auskunft)”)  is for free but it needs to be printed and sent in an envelope. You can

get a SCHUFA application from us. We can also support you with filling out the application. 

Once you filled out the application, you need to copy your residence permission as well  as your

registration  certificate  of  the  district  office/Bezirksamt  and  send  this  along  with  the  filled  in

application. You can also get an envelope and a stamp from us.  You have to write the following

address on the envelope: 

SCHUFA Holding AG

Postfach 61 04 10

10927 Berlin

It can take up to six weeks until you receive the SCHUFA statement. This is why it is very important

that the SCHUFA application is the first thing for you to take care of! You will  need the SCHUFA

statement at almost every viewing of an apartment. 

There is a second possibility if you need the SCHUFA statement very urgently: You can get a SCHUFA

statement at any branch of EASY CREDIT at the same day that you go there. You can get a list of EASY

CREDIT  branches (attachment  6) from  us.  There  you also  have  to  put  forward  a  copy  of  your

residence permission. This is a fast possibility for getting a SCHUFA statement, but it costs 18,50 Euro.

You cannot pay that cash at the place, you have to transfer it.  If you do not have a German bank

account of your own, approach us or the social workers at your accommodation. 

Copy of the certificate which states that you do not have any back rent

Your former landlord, meaning your present landlord, needs to issue a certificate which states that

you do not have any back rent (attachment 7 „Certificate stating you do not have any back rent

(Mietschuldenfreiheitsbescheinigung)“). The renters also use this to hedge themselves.  It states that

you always payed your rent on time. You can ask the social workers at your accommodation about

that, they can issue these certificates.

Form with personal details

Often landlords want you to fill  out a question paper regarding your personal data (the so called

„Selbstauskunft“). In order for you to be able to fill out this question paper rather fast on the spot, it

is good for you to have an already filled out list at hand. You can find an exemplary version of such a

disclosure of your personal data at the end of this information (attachment 8 „Form with personal

details (Selbstauskunft)“).  It is good if you filled out this list once before and if you take it with you to
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any apartment viewings so that it can help you to orientate yourself while filling out the question

paper. At the apartment viewing itself you usually fill out a different but very similar list. 

How do I find an advertisement for an apartment? 
Wie finde ich ein Wohnungsangebot?

There are  homepages on the internet on which renters  offer  available apartments with detailed

information. (If you have no free internet access you can go ahead and look at attachment 9 for„free

internet cafés in Berlin“). On these pages you can specify how much and how big the apartment

should be or in which part of the city it should be in a relatively detailed way. Examples for such

homepages are: 

www.immobilienscout24.de 

www.immonet.de

www.immowelt.de

Using the homepage „immobilienscout24“ as an example, we will show you how to find suitable

advertisements  for  apartments  on  the  internet.  This  search  works  in  a  similar  way  on  other

homepages. You can also ask us if you need any support for this.

In  he orange-rimmed box you can specify what it  is  that you are  looking for  and where.  „Wo“/

„Where“: You can simply name „Berlin“ here or one or several districts where you would like to live in

addition to that.  „Was“/ „What“:  Here, you leave „Mietwohnungen“/ „Rental  apartments“.  In the

categories „Preis bis“/ „Price maximum“ and „Zimmer ab“/ „Minimum number of rooms“ you can

specify how much your apartment can cost at most and how many rooms it should include at least. 
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As a single adult person you can fill in „437“ for example in the box „Preis bis“/ „Price maximum“,

since according to the table by the Social Security Office/Sozialamt/ZLA, your apartment can cost 437

Euros at most, including hot water. In the box „Zimmer ab“/ „Minimum number of rooms“ you put

„1+“, since you are allowed to have at least one room in your apartment. After doing that you have to

click on the orange button at the bottom right. 

However, if you are two adults and four children, you can write „938“ in the box „Preis bis“/ „Price

maximum“, since according to the table by the Social Security Office/Sozialamt/ZLA, your apartment

can cost 938 Euros at most, including hot water. You can put „3+“ in the box „Zimmer ab“/ „Minimum

number of rooms“, since your apartment should come with at least three rooms. After that you click

the orange button at the bottom right. 
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A new page will be opening up now, where you will see a lot of offers for apartments. If you want to,

you can change the order in a way that the cheapest offers are listed first. You can do so by clicking

on the second line that says „Kaltmiete (niedrigste zuerst)/ „Cold rent (lowest first)“ at „Sortieren

nach“/ „Sort by“.

Now you can look at the many offers for apartments which are already shortly described on this site.

Some offers only state the cold rent, even though there will be other additional costs. You should

especially watch out for that! 

If you like a certain offer especially much, you can click on the blue headline and a new page will open

up. This one here is named „Gemütliche Single Wohnung“/ „Cozy Single Apartment“. 
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Here you can usually look at photos of the apartment, figure out the location and especially the exact

information regarding the flat. The „Gesamtmiete“/„Total rent“ states how much you have to pay for

the  apartment  per  month,  which  is  „259,29“  Euros  in  this  case.  The  „Kaltmiete“/„Cold  rent“  of

„181,29“ is the price for just the apartment itself. The „Nebenkosten“/ „Service charges“ which are

„47,00“ Euros include garbage disposal, the lighting for the hallways in the building and the wage for

the caretaker for example. The „Heizkosten“/„Heating costs“ are „31,00“ Euros for this apartment.

The  electricity  costs  for  your  apartment  are  not  yet  included  in  the  total  rent  (also  called

„Warmmiete“/ „Warm rent“). These costs come in addition to the rent (see „How pays for electricity

and gas?“).  You can look up the terms „Kaltmiete“/„Cold rent“ and „Warmmiete“/„Warm rent“ in

the glossary at the end of this guideline.

If you like the apartment and the amount of rent is okay according to the table of the Social Security

Office/ Sozialamt/ZLA you can contact the landlord in order to get an appointment for a viewing of

the apartment. Sometimes the date for the viewing of the flat is already mentioned in the offer. If

that is the case, you can simply go there but it  is  still  advisable to make sure to check with the

landlord first. Some of them you can only ever contact online. You will then find a possibility from

which you can directly contact them next to the apartment offering. You only have to type in your

name and email address. In the small text field at the bottom, you can shortly write that you are

interested in the apartment and would like to know when you can have a look at it. Then you click

„Absenden“/ „Send“ and wait until you get a response in your email account. If you want to, you can

ask us and we will support you with this. If you do not have an e-mail account and need support by

creating one you can have a look at attachment 10 „How do I open an e-mail-account?“
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Sometimes the renters also directly state their phone numbers which makes the whole procedure

faster since you can call them directly. If you want to, you can also ask us or the social workers about

that. 

On top of that a lot of daily and weekly newspapers publish offers for apartments on certain days.

Every Saturday,  „Der Tagesspiegel“, „Berlin Kompakt“ („Berliner Zeitung“ and „Berliner Kurier“) as

well  as „Berliner Morgenpost“ contain large real  estate sections which include a lot  of offers for

apartments.
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These apartment offerings are being updated regularly on the homepage of these three newspapers:

tagesspiegel.immowelt.de

www.berlinonline.de/markt

www.morgenpost.de/berlin/wohnung-mieten/

Once you have found an appropriate apartment, you have to contact the landlord. This contacting is

usually done via phone or email. Together with them you make an appointment for a viewing of the

flat. It is also possible for you to ask us or the social workers and social guardians to contact the

landlord in your name via phone or email. For this purpose, we recommend that you take down the

most important information about the apartment in the list „My apartment offerings“.  Sometimes

the appointments for public viewings of the apartment are already stated in the offer in which case

you can just show up there. There will be a lot of other people as well who are interested in the flat. 

There are also pages on the internet where the  current renters of an apartment offer their flats

themselves. The contacting also works via phone or email. Examples for such homepages are: 

www.kleinanzeigen.ebay.de 

www.zweitehand.de/immobilien 

If the owners do not rent the apartment themselves, they task the property management with it or

larger housing companies offer apartments of their own. Occasionally it is better to go directly to the

offices of the property managements or the housing companies and ask for available apartments

there. Most of the time they will ask for a disclosure of your personal information. The best thing for

you to do is to regularly ask whether there are apartments available since these available flats are not

being  published  most  of  the  time.  We  have  a  long  list  of  property  managements  and  housing

companies which you can get from us.   Check the homepages of the property managements and

housing companies as well, since public viewings of apartments are being announced there. 

A  lot  of  the  time  you  will  find  the  terms  „Kaution“/„Deposit“,  „Provision“/„Commission“  or

„Courtage“/„Broker's fee“ as well as „Genossenschaftsanteile“/ „Share in the cooperative“ in the

offerings for apartments. We explain what these terms mean and who pays for this in the section

„Who  pays  for  deposit/Kaution  /  commission/Provision  /  broker's  fee/Courtage  /  share  in  the

cooperative/Genossenschaftsanteile?” 

In  some  offers  for  flats  it  says „nur  mit  WBS“/„only  with  WBS“.  „WBS“  stands  for

„Wohnungsberechtigungsschein“ which translates to „Certificate for eligibility for public housing“. Up

until now, only refugees with a residence permission receive this, but nonetheless you – as an asylum

applicant – can try to apply for a WBS with the help of your social worker. 

If  friends,  acquaintances  or  family  members inform  you  about  apartments  that  will  become

available,  it  is  recommendable for you to check with the landlord directly.  It  is  possible that the

apartment has not yet been announced as being available publicly which would increase the chances

of you getting the apartment. 

Another possibility is to rent single rooms in an apartment that is already rented or to rent a whole

apartment  which  is  already  rented.  In  these  cases  you  have  to  conclude  a  sublease  contract

(attachment 11 „Sublease Contract (Untermietvertrag)“) with the actual person who rented it, who

is the main tenant. The Social Security Office/Sozialamt/ZLA also absorbs the costs for this if the rent

is all right according to the table of the Social Security Office/Sozialamt/ZLA. In the sublease you need

to put down who pays for electricity, heating costs and so on and whether the apartment will be

rented out empty or furnished. Under certain conditions it is even possible to sublet a whole flat.

Single rooms in apartments with several rooms are mostly offered in Wohngemeinschaften (WG)/flat

shares. Available rooms are usually described in a detailed way on the internet. After introducing

yourself in an informal email, the people living in the flat share might invite you into their apartment

to get to know you.
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www.wg-gesucht.de

www.wg-company.de

All  internet  addresses  are  listed on the  information sheet „Appartment search on the internet“

(attachment 12).

Who pays for the deposit/Kaution, commission/Provision, broker’s

fee/Courtage, share in the cooperative/Genossenschaftsanteile?
Wer zahlt Kaution / Provision / Courtage / Genossenschaftsanteile?

Essentially almost all landlords want you to pay a deposit if you move into the flat. The deposit is a

guarantee for the landlord in case you do not pay your rent or damage the apartment severely. The

deposit usually amounts to three cold rents and has to be payed before or while moving into the

apartment. When you move out of the apartment and everything is in order, you get back the whole

amount of the deposit. The Social Security Office/Sozialamt/ZLA takes over the deposit as a loan for

you. “Loan” means that in this case the Social Security Office/Sozialamt/ZLA initially pays the whole

amount and that you pay back the costs in the following months in small sums. On that account you

file  an  informal  application  for  the  absorption  of  the  deposit  at  the  Social  Security

Office/Sozialamt/ZLA. If you want to file such an application, you can ask the social workers or us

about that as well. If the Social Security Office/Sozialamt/ZLA demands that you pay back the costs

in small sums taken from your monthly benefits, approach us or the social workers! 

Sometimes  landlords  do  not  take care  of  the  renting  out  of  apartments  themselves  but  employ

brokers for that. For this you would have to pay money, which is called commission or broker’s fee.

The maximum amount of money for the commission or broker’s fee is two cold rent plus value added

tax, which is a maximum of 2.38-times the value of the cold rent. Since the costs of a commission or

broker’s fee are not being absorbed yet by the Social Security Office/Sozialamt/ZLA, it is possible

that you have to pay for that yourself if you move into the apartment. But it still makes sense for

you to check nonetheless – maybe the Social Security Office/Sozialamt/ZLA will actually agree. If the

Social Security Office/Sozialamt/ZLA demands that you pay back the costs in small sums taken from

your monthly benefits, approach us or the social workers! It would probably be best for you not yet

to sign the lease if the Social Security Office/Sozialamt/ZLA has not yet conceded the absorption of

the commission or broker’s fee and if you cannot pay the commission or broker’s fee yourself! 

Some housing associations are organized in a special way. If you move into one of their apartments,

you basically buy a share of the housing association. You get this share back once you move out.

These  shares  are  called  „Genossenschaftsanteile“/„cooperative  shares“.   The  Social  Security

Office/Sozialamt/ZLA takes over the costs of the cooperative shares up to a triple of the warm rent.

For that to happen, you can file an informal application for the absorption of the costs. If you are

planning on filing such an application, you can ask the social workers or us.  

How does the viewing of an apartment pass off? 

Wie läuft eine Wohnungsbesichtigung ab?

Do not sign a lease if you have not yet seen the apartment! The appointment for the viewing of the

flat  is  either  already  mentioned  in  the  offer  for  the  apartment  so  that  you  can  just  go  to  the

appointment where other people interested in the flat will  be present as well,  or you arrange an

appointment of your own with the landlord. 

At the viewing itself you do not have to present your ID card instantly, but you should include it as a

copy in the documents that you hand in. 

During the viewing of the apartment, you will have time to get a closer look of the flat and decide

whether or not you like it. Look at the surroundings and the entire building as well. In the apartment,

you should pay special attention to possible defects. Common defects are water spotting, damage of
14
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the floor, holes in the walls, leaking windows, mold You can confront the landlords about this and ask

if these defects will be corrected. 

In case it was not clear in the offer of the apartment how the flat is being heated and how the hot

water supply works, you can also ask the landlord about it now. You can ask about the size of the

entire building as well and that way figure out exactly the maximum amount of rent according to the

table by the Social Security Office/Sozialamt/ZLA. 

During the viewing of the apartment you can also ask if the increase in rent is regulated in the lease

by  a  scaling.  „Staffelmiete“/„Stepped  rent“  means  that  the  rent  will  be  increased  by  a  certain

percentage at a specific point in time; for example that the cold rent is raised by five percent a year.

The  Social  Security  Office/Sozialamt/ZLA  only  absorbs  the  costs  for  apartments  with  stepped

rent/Staffelmiete only if the increases in rent will  be all  right according to the table of the Social

Security Office/Sozialamt/ZLA during the whole tenancy. 

It is advisable for you not to go to apartment viewings alone: Two heads are better than one.  Ask

friends or acquaintances to accompany you to the viewing of the apartment. 

If you like the apartment, approach the landlord and ask which documents are required. Either you

give  the  copies  of  your  documents directly  to  the  landlord  or  you send it  via  email  afterward;

sometimes the documents need to be dropped off at an entirely different place. 

Probably you will have to fill out a form with personal details (Selbstauskunft) (attachment 8) on the

spot. Here, you fill in a form with your personal information and then you are on the list of applicants.

Sometimes you will get an apartment offer which includes the information about the flat: rent, size,

heating and so on.  Request that the size of the entire building, the kind of heating and the hot

water supply are noted on this offer. The cold rent and the operating costs for the apartment are

also important. If not all of these information are included in the apartment offer, you can ask the

landlord to add these information handwritten and sign it. 
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What can I do if I feel like I am being discriminated against? 
Was kann ich tun, wenn ich mich diskriminiert fühle?

It  would be good if somebody accompanies you to the apartment viewing, who speaks the same

language as you. It is possible that you will feel like you are being discriminated against during the

viewing for not having a German passport, for not speaking fluent German without any accent, for

belonging to a certain religion or for not looking „German“ to the landlord. Unfortunately, it happens

again and again on Berlin's  housing market that landlords – consciously or unconsciously – treat

prospects  unequally  during  apartment  viewings:  Unequal  treatment  is  admittedly  allowed

sometimes, discriminatory treatment is not though!  

It is not allowed for landlords  to „disadvantage people because of their ethnic origin, gender, age,

handicap, religion or sexual identity“ during the access of an apartment. This is stated in the General

Equality Act of 2006.  

It is (unfortunately) allowed for landlords to disadvantage applicants for an apartment if they state

„preservation of social living structures“, „settlement structures“ or „balanced economical, social and

cultural conditions“ as a reason. 

An example: It is unlawful if landlords state that they only accept tenants who speak perfect German

„since otherwise they would not be able to understand the lease“.  Obviously,  they are trying to

exclude migrant tenants by doing this. But you can also get the lease translated, if you do not speak

perfect German In this case, you have the right to file a law suit. And also in other cases, when you

feel like you have been rejected too fast or feel disrespected, it can be important to approach the

landlord once again together with supporters. If after the viewing of an apartment you feel like the

landlord rejected you too fast  or  did  not  give  you enough space for  questions,  you can do the

following:  

Come to our counseling! Together we can think about what kind of options there are. You can also

talk about it with the social workers. 

Call the landlord again and find someone who will  listen to the phone call with you. You can talk

about why you are interested in the apartment. You can also ask why you have been rejected. It is

also possible for you to ask us to listen or call the landlord. If you do not want to talk on the phone,

you can also ask the landlord to give you another appointment In this case you could talk about

everything in person. You should definitely take someone with you to this conversation! 

During the conversation you can try to talk the situation over with the landlord and figure out if you

were discriminated against. If your feeling is affirmed, you can try to point out that they acted in a

discriminatory way. Maybe then you can convince the landlord that they rejected you too fast. It is

not certain that you will be successful. Try anyway. A lot might be resolvable in a conversation. 

It is also good if tell us and others about your experiences. A lot of people do not know how difficult it

is for refugees to find an apartment. We think it is important to collect these experiences and try to

raise awareness.

If you feel like you have been strongly discriminated against, you can address yourself to the anti-

discriminatory  network/Antidiskriminierungsnetzwerk  in  Berlin.  There,  you will  be  counseled  and

supported professionally and at length. 

Antidiskriminierungsnetzwerk Berlin des Türkischen Bundes in Berlin-Brandenburg (TBB)

Oranienstraße 53 (U8 „Moritzplatz“)

10969 Berlin

Phone: 030 / 61305328

Fax: 030 / 61304310

Email: adnb@tbb-berlin.de
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What happens after the viewing of an apartment? 
Was passiert nach der Wohnungsbesichtigung?

You have to hand in the detailed apartment offer that you got during the viewing of the apartment

and the filled out application for the absorption of rental costs personally and as fast as possible at

the  protestant organization for youth and welfare/Evangelische Jugend- und Fürsorgewerk (EJF). You

can pick up application for the absorption of rental costs from us or the social workers. We can

support you in filling out the application if you want us to.  

Wohnungen für Flüchtlinge (Apartments for refugees)

Turmstraße 21

House K

First floor

10559 Berlin (Moabit)

The people working at EJF deal with the apartment offer and check if the rent is not too high in

consultation with the Social Security Office/Sozialamt/ZLA. At the same time, you also send the offer

to your case worker at the Social Security Office/Sozialamt/ZLA. You can hand in the offer personally

or send it to the case worker via fax or email. Ask the people working at EJF when they will be done

checking your apartment offer and when you can come back. 

If the Social Security Office/Sozialamt/ZLA agrees to the absorption of the costs for the submitted

apartment, you inform the landlord about it immediately. If the apartment is still available and the

landlord  wants  to  rent  it  out  to  you,  you  present  them  with  the  letter  of  the  Social  Security

Office/Sozialamt/ZLA. The landlord will then give you an appointment for signing the lease. 

Sometimes  it  takes  the  Social  Security  Office/Sozialamt/ZLA  a  very  long  time  to  examine  the

apartment offer. Most of the time the apartment has already been rented to other prospects by then.

While the examination is going on, you can call the landlord and let them know that you are still

interested in the flat. You can also ask us or the social workers about that. 

If the Social Security Office/Sozialamt/ZLA agrees to take over the rental costs, but the apartment has

been rented to someone else in the meantime – don't lose heart and go on searching! 

What do I have to pay attention to in the lease? 
Was muss ich beim Mietvertrag beachten?

If  the Social  Security Office absorbs the rental  costs,  if  the apartment is  still  available and if  the

landlord decides in favor of you, you have made it! You will be invited to sign the lease. Do not sign

the contract immediately, but take your time to read it carefully! You can also take it with you and if

necessary have it be explained by us or the social workers. A lot of the time, the nighttime peace and

the house rules which you should follow once you have moved into the apartment are stated in the

lease. 

In case you noted any defects during the viewing of the apartment, you should definitely have these

be registered in the contract or in a „Protocol of defects“/“Mängelprotokoll“ so that you cannot be

made responsible for them after you moved out. It would be best if you had the chance to walk

through the apartment together with the landlord and take down the defects in the lease, in a list of

defects or in a move-out checklist. The landlord is not obliged to sign this list or this protocol. It is

always good to bring acquaintances that bear witness of the flat handover. You can pick up a protocol

of defects from us. 

Most of the time it is clarified in the lease how the rent is being payed to the landlord. Do by no

means pay in cash!  You can present the letter  of the Social  Security  Office/Sozialamt/ZLA which

confirms that the Social Security Office/Sozialamt/ZLA will pay the rent for the apartment. Usually the

Social Security Office/Sozialamt/ZLA will transfer the rent directly to the landlord. The deposit will be
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payed  by  the  Social  Security  Office/Sozialamt/ZLA  as  a  loan  as  well  (see  „Who  pays  for  the

deposit/Kaution  /  commission/Provision  /  broker's  fee/Courtage  /  share  in  the

cooperative/Genossenschaftsanteile?”).

During the apartment handover, which often takes place at another day, you will receive the keys to

the apartment at the latest. 

Who pays for the first pieces of furniture? 
Wer zahlt die ersten Möbel?

You do not have to pay your furniture yourself. Instead you can file an „Application for an initial basic

equipment“ at the Social Security Office/Sozialamt/ZLA. We have this application and support you in

filling it out, if you want us to. The Social Security Office/Sozialamt/ZLA presets who receives how

much money:  

1 person 1.073 Euro

1 adult + 1 child 1.359 Euro

2 adults 1.417 Euro

1 adult + 2 children 1.611 Euro

1 adult + 3 children 1.821 Euro

2 adults + 1 child 1.736 Euro

2 adult + 2 children 1.899 Euro

2 adults + 3 children 2.109 Euro

for each additional child+ 165 Euro

With this money, you should be enabled to buy furniture for the  living room, the bedroom, the

children's room, the bathroom, the hallway, the kitchen, the garniture for the bed and household

effects. Electronic devices, curtains and carpeting are not included in this. You can apply for money

to  spend  on  electronic  devices  separately. For  a  lot  of  devices,  the  Social  Security

Office/Sozialamt/ZLA presets the following original prices: 

Electric stove + installation 250 Euro (a stove is usually already in the apartment)

Gas stove + installation 350 Euro (a stove is usually already in the apartment)

Fridge for up to 4 people 200 Euro

Fridge for more than 5 people 300 Euro

Washing machine 275 Euro

Usually there are individual rules that apply for further devices as well as for curtains. Concerning

this, you can ask the social workers or us. 

Who pays for electricity and gas? 
Wer zahlt Strom und Gas?

The costs for electricity are not included in the rent. The Social Security Office/Sozialamt/ZLA does

not pay the costs for light, telephone and internet; you have to pay for that yourself. If the stove is

run  by  electricity,  you  receive  more  money  each  month  from  the  Social  Security

Office/Sozialamt/ZLA. 

In Germany there are a lot of electricity providers that differ in their offers and especially in their

prices.  If  you  move  into  the  apartment,  you  already  have  electricity  from  the  default  provider

„Vattenfall“,  which  is  usually  very  expensive  though.  It  is  better  for  you  to  look  for  a  cheaper

electricity  provider  and  conclude  a  contract  with  them.  Sometimes  the  Social  Security

Office/Sozialamt/ZLA transfers the money for electricity directly  to the electricity provider. At the

same time, the amount of money that you get each month will be net of this sum. It is also possible

that you will pay the money to the electricity provider yourself. 

18



 – COUNSELING FOR THE APARTMENT SEARCH IN BERLIN – 2015/II – englisch

If the stove is run by gas, you have to pay the costs for this yourself. If the heating or hot water supply

is  run  with  gas  though,  you  receive  more  money  per  month  from  the  Social  Security

Office/Sozialamt/ZLA. In most of these cases, the costs for the gas heating are already included in the

rent. 

If the costs for gas are not included in the total rent, it is better to look for a cheaper gas provider and

conclude a contract with them. When you move into the apartment, you already have gas from the

default provider „Gasag“, which is usually very expensive though.

What else do I have to pay attention to? 
Was muss ich sonst noch beachten?

As soon as  you have moved into  your  own apartment,  you have to  notify  a  change in address

(attachment  13 „Registration  at  the  registry  office  after  moving  (Anmeldung  bei  der

Meldebehörde)“). Until now, all of your mail goes to the collective housing, where you currently live.

The people working at the collective housing are not obliged to forward your mail – in fact they do

this in the least of all  cases.  In order  for your mail to reach you, it  is  very important that you

announce your  new  address  to the Federal  Agency for  refugees  and migration/Bundesamt  für

Flüchtlinge und Migration (BAMF) as well as to the administrative court in case you entered an

objection. If you omit to notify them of your new address, it is possible that your asylum application

will be dismissed. In order to notify the change in address, you have to fill out and sign a form and

send it to the district authority of your district. We have this form and assist you with filling it out, if

you want us to. In your new apartment, your name should be on the mailbox. In case you charged a

lawyer with accept your mail, you immediately have to inform them about your new address as well

so that  they can forward your  mail  to  you. You can also approach the social  workers and social

guardians at the collective housing on that account. 

It  sometimes happens that the Social Security Office/Sozialamt/ZLA does not pay the rent to the

landlord on time.  Since you are  the one who signed the lease and is  therefore responsible,  the

landlord will write a letter to you, requesting you to pay the rent. In this case, ask the Social Security

Office/Sozialamt/ZLA immediately what the reason for the delay of the rent payment is. If you want

us to call the Social Security Office/Sozialamt/ZLA in your name, let us know. Most of the time, the

reason for the delayed payment is an administrative mistake and the rent will be payed in any case.

You should inform the landlord about this right away then.  

In Germany, all households have to pay a fixed rate for public service broadcasting (radio, TV, „GEZ“

which  stands  for  the  fee  collection  center  of  public-law  broadcasting  institutions).  It  does not

matter whether or not you actually watch TV or listen to the radio. A couple of weeks after you got

registered at the district authority, you will receive a letter in which you will  be requested to pay

17,98  Euro  per  month.  Since  you  receive  social  security  benefits  from  the  Social  Security

Office/Sozialamt/ZLA, you are exempted from this contribution and do not have to pay it! The last

notification that you got from the Social Security Office/Sozialamt/ZLA included a document called

„Bescheinigung  über  Leistungsbezug  zur  Vorlage  bei  dem  Beitragsservice  von  ARD,  ZDF  und

Deutschlandradio“ (this translates to „Certificate about the receipt of benefits for the presentation

at  the  fee  collection  service  of  ARD,  ZDF and  Deutschlandradio“,  the  latter  are  the  public-law

broadcasting  institutions).  You  now  have  to  send  a  copy  of  this  to  the  fee  collection  service/

Beitragsservice.

Whenever anything appears to be weird to you or you are uncertain about something, ask the social

workers or us about it! 
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Glossary
GEZ GEZ  stands  for  „Gebühreneinzugszentrale“,  which  translates  to  „Fee  

collection center of public-law broadcasting institutions“.  Colloquially,  this  

describes  the  contribution  that  has  to  be  payed  by  every  household  in  

Germany for the public broadcasting (radio and TV) each month. The fixed 

rate amounts to 17,98 Euro for each apartment, regardless of whether or not 

there actually is a radio or TV in the flat. All asylum applicants are exempted 

from these contributions. On that account, the „Certificate about the receipt 

of benefits for the presentation at the fee collection service of ARD, ZDF and 

Deutschlandradio“/„Bescheinigung über Leistungsbezug zur Vorlage bei dem 

Beitragsservice von ARD, ZDF und Deutschlandradio“ from the Social Security 

Office/Sozialamt/ZLA needs to be send to the fee collection service. 

Kaltmiete Cold rent. The cold rent describes the monthly rent without the additional  

heating and operational costs (also called „Nebenkosten“/utilities). 

Operational costs include for example cold water/sewage, cleaning of the  

building, lighting of the stairway and garbage disposal. 

Kaution Deposit. The deposit is a security which tenants pay to the landlord when 

they move into an apartment. The landlords can only ever draw on this if  

tenants do not pay the rent on time or do not repair damages themselves 

that they caused in the apartment. The deposit is not allowed to be higher 

than three times the amount of the monthly cold rent and can be payed in 

three equal monthly rates. Landlords pay back the deposit once the tenants 

move out, as long as all financial obligations were met. The deposit is 

absorbed by the Social Security office/Sozialamt/ZLA. 

Provision/Courtage Commission/Broker's fee. A lot of apartments are not brokered by the 

landlords themselves, but instead by real estate agents. In this case, tenants 

have to pay a fee the brokers for the successful finding of an apartment once 

they move in. The maximum amount of the commission or broker's fee 

cannot exceed two cold rents plus value added tax, which amounts to a 

maximum of 2,38 times the price of the cold rent. Up until now, the 

commission or broker's fee is not being absorbed by the Social Security 

Office/Sozialamt/ZLA. 

Staffelmiete Stepped rent. Stepped rent means that the rent will be increased by a certain

percentage at a certain point of time; for example the the cold rent will be 

raised by five percent each year.  The Social Security Office/Sozialamt/ZLA  

absorbs the costs for an apartment with a stepped rent only if the increases 

in rent are all right according to the table of the Social Security 

Office/Sozialamt/ZLA for the entire tenancy.   

Warmmiete Warm rent. The warm rent describes the whole amount of money that 

tenants monthly transfer to the landlords. The cold rent as well as the 

heating and operational costs are included in this. The monthly prepayments 

for heating and operational costs are usually being agreed upon in the lease. 

The costs for electricity are not included in the warm rent. Sometimes, the 

heating costs are not included in the rent as well because the apartment has 

a gas heating system for each individual storey. 

Sozialamt/ZLA Social Security Office, „Zentrale Leistungsstelle für Asylbewerber” („Central  

Service Facility for Asylum Applicants“. This department is in Turmstraße in 

the district of Moabit. The services include housing (collective housing or  

private apartments) besides food, health and clothing. 
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CHECKLIST FOR SEARCHING AN APARTMENT

BEFORE SEARCHING AN APARTMENT

□ Do a general, informal request for covering the rent in the office „Wohnungen für Flüchtlinge“ 

     (flats for refugees) of the EJF („Mietübernahmeschein“)

□ Be added to the waiting list for „Wohnungen für Flüchtlinge“ („flats for refugees“) at EJF

□ Send a request for your SCHUFA-report

□ Copy the „Aufenthaltsgestattung  “   (residence title)

□ Copy the notification for social security benefits of the Social Security Office/Sozialamt/ZLA

□ Copy the „Mietübernahmeschein“

□ Copy the SCHUFA-report

□ Copy the „Mietschuldenfreiheitsbescheinigung“ (confirmation to be free from rent debts)

□ Fill out the form „Selbstauskunft“ (personal information)

□ Create an email account

DURING THE APARTMENT SEARCH

● Search for free flats via internet, newspapers and housing societies („Wohnungsbaugesellschaften“)

● Make appointments for appartement viewings 

● Take a detailed flat offer provided at the viewings

● Hand in detailed apartment offer and informal application for rent coverage at the EJF

● Contact EJF and landlord to catch up

AFTER THE APARTMENT SEARCH

● Show the confirmation of cost-covering from Social Security Office/Sozialamt/ZLA to the landlord

● Read the rental agreement in detail and only then sign it

● Hand in informal application for coverage for basic equipment (Erstausstattung) at the EJF

● Maybe change energy provider (gas and/or electricity)

● Register on the new address

WE WISH YOU ALL THE BEST AND GOOD LUCK FINDING AN APARTMENT!

If you have any questions, please contact the staff of your housing facility or the EJF or visit us during 

our counseling meetings.
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Apartment Counseling in the Social Security Office/Sozialamt/ZLA

Turmstraße 21

Building K

Floor 1

10559 Berlin (Moabit)

EJF

Entrance Turmstraße
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How much can the apartment cost at most? (Mietobergrenzen) with

three exemplary cases

The following table shows how much the rent can be depending on the number of people, size of the

house and heating. This way, while looking at apartment offers you can immediately check if the rent

is too high or if it is okay.

The  calculation  of  how  much  the  apartment  can  cost  at  most  according  to  the  Social  Security

Office/Sozialamt/ZLA, is not all  that easy. Based on the table with the separate figures below we

calculated the rents for three exemplary cases: case 1) one adult, case 2) two adults and one child

and case 3) two adults and four children. If you have further questions you can ask us.

Calculation of how much the apartment can cost in general:

1: Size of the house in which the apartment is situated and the kind

of heating (fuel, gas, district heating)

Are you 

searching 

on your own 

or for 

your family?

How big is the size of the house in which the apartment is situated? And 

what is the kind of heating?

These information are almost never mentioned in the apartment offers 

though. That's why you can orientate yourself by the highest given rents. 

While the viewing of the apartment you can ask the renter about the 

concrete information.
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2: The kind of hot water supply

If the water in the flat is heated centrally (means not heated by a special boiler in the own flat) the

rent can be a little higher (so you will get a bit more money in addition to the maximum rent). The

amount depends on the number of people living there. For the most flats in Berlin this is how it

works.

March 2014            
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Case 1: one adult

1: Size of the house in which the apartment is situated and the kind

of heating (fuel, gas, district heating)

On top of  the size of the house and the kind of  heating the kind of hot  water supply will  be

important. You will find that on the next page!

Are you 

searching 

on your own

or for your 

family?

1 person

How big is the size of the house in which the apartment is situated? And

what is the kind of heating?

These information are almost never mentioned in the apartment offers

though.  That's  why  you  can  orientate  yourself  by  the  highest  given

rents. While the viewing of the apartment you can ask the renter about

the concrete information. In this example you can choose “Heizöl” with

a “Gebäudefläche” about “über 1000 m2”: 427,00€.
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Case 1: one adult

2: The kind of hot water supply

If the water in the flat is heated centrally (means not heated by a special boiler in the own flat) the

rent can be a little higher (so you will get a bit more money in addition to the maximum rent). The

amount depends on the number of people living there. For the most flats in Berlin this is how it

works.

3: How much can the apartment cost at most?
    

   427,00€ (size of the house and kind of heating) 

+ 10,00€    (hot water supply) 

= 437,00€ 

For one adult the apartment can cost 437,00 Euro at most.

for 1 person: 

10,00€ 

Are you 

searching on 

your own or for 

your familiy? 

1 person
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Case 2: two adults and one child

1: Size of the house in which the apartment is situated and the kind

of heating (fuel, gas, district heating)

On top of  the size of the house and the kind of  heating the kind of hot  water supply will  be

important. You will find that on the next page!

Are you searching 

on your own or for

your family?

2 adults + one 

children

= 3 persons

How big is the size of the house in which the apartment is situated? And 

what is the kind of heating?

These information are almost never mentioned in the apartment offers 

though. That's why you can orientate yourself by the highest given rents.

While the viewing of the apartment you can ask the renter about the 

concrete information. In this example you can choose “Heizöl” with a 

“Gebäudefläche” about “über 1000 m2”: 608,00€.
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Case 2: two adults and one child

2: The kind of hot water supply

If the water in the flat is heated centrally (means not heated by a special boiler in the own flat) the

rent can be a little higher (so you will get a bit more money in addition to the maximum rent). The

amount depends on the number of people living there. For the most flats in Berlin this is how it

works.

3: How much can the apartment cost at most?
          

            608,00€ (size of the house and kind of heating)

         + 16,00€    (hot water supply)

          = 624,00€

For two adults and one child the apartment can cost 624,00 Euro at most.

Are you searching 

on your own or for

your familiy? 

Two adults + one 

children

= 3 persons

for 3 persons: 

16,00€
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Case 3: two adults and four children

1: Size of the house in which the apartment is and the kind of

heating (fuel, gas, district heating)

On top of  the size of the house and the kind of  heating the kind of hot  water supply will  be

important. You will find that on the next page!

Are you searching on

your own or for your 

family?

Two adults and four 

children = 6 persons 

(„5 persons“ +  “for 

every additional 

person”)

How big is the size of the house in which the apartment is situated? And 

what is the kind of heating?

These information are almost never mentioned in the apartment offers

though.  That's  why  you  can  orientate  yourself  by  the  highest  given

rents. While the viewing of the apartment you can ask the renter about

the concrete information. In this example you can choose “Heizöl” with a

“Gebäudefläche” about “über 1000 m2”: 814,00€ (for five persons) and

101,00€  (for  every  additional  person),  in  total  for  the  whole  family:

915,00€ (814,00€ + 101,00€ = 915,00€).
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Case 3: two adults and four children

2: The kind of hot water supply

If the water in the flat is heated centrally (means not heated by a special boiler in the own flat) the

rent can be a little higher (so you will get a bit more money in addition to the maximum rent). The

amount depends on the number of people living there. For the most flats in Berlin this is how it

works.

3: How much can the apartment cost at most?
            

            915,00€ (size of the house and kind of heating)

         + 23,00€    (hot water supply)

         = 938,00€ 

For two adults and four children the apartment can cost 938,00 Euro at most.

Are you searching on 

your own or for your 

familiy? Two adults and

four children = 

6 persons

(„5 persons“ + 

“for every additional 

person”)

20,00€ (five persons) and

3,00€ (for every 

additional 

person), 

in total for the whole 

family: 23,00€ 

(20,00€ +3,00€ = 

23,00€)
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Glossary „Mietobergrenzen“

Größe der Bedarfsgemeinschaft: number of people living in the flat

Gebäudefläche: size of the building

Heizöl: fuel oil

Erdgas: natural gas

Fernwärme: district heating/long-distance heating

Richtwert Bruttowärme: reference point gross heat

Zuschlag in Euro pro Monat: addition in Euro per month
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Translation: Confirmation of cost-covering from Social Security

Office/Sozialamt/ZLA (Mietübernahmeschein)

Dear Madam or Sir,

I am willing to cover the costs for own housing, if:

• private  housing  is  more  cost-effective  than  communal  accommodation  (according  to  the

implementation regulations for the renting of housing space by beneficiaries of the German social

welfare law for asylum seekers [Asylbewerberleistungsgesetz]) 
• the gross warm rent is  appropriate according to social  welfare law (according to the bylaw for

defining the amount of appropriate applications for accommodation and heating under the Second

and Twelfth social code [Sozialgesetzbuch] – Wohnaufwendungsverordnung – WAV). 

The bearing of costs for a deposit or shares of a cooperative are going to be proved in the individual case.

Rent subsidy for a garage / parking place will principally not be taken over.

This letter serves only as guidance and is no binding assurance for the covering of rent costs.

A binding assurance for covering the costs for rent and heating can only be issued after checking a concrete

rental offer.

The rental offer should include the following information:

• living space in square meters 
• amount of net cold rent, operating costs and heating costs 
• information about the heating energy source (fossil oil, long-distance heating or natural gas)

•  information about the generation of warm water (centralised or decentralised) 
• size of the building’s heated living space 
• assurance of the tenant that the flat will be committed in a renovated condition and stove and sink

are part of the rental object. 

Please see attached the limits of total adequacy (Gesamtangemessenheitsgrenzen) in your individual case.

Note that there may not be confined living conditions respective the amount of people moving into the

future accommodation.

Confined living conditions would be present if the following living space (without kitchen and side rooms) is

not at least available:

for 2 persons                    1 room and altogether 30 sq m living area of the flat

for 3 persons                    2 rooms and altogether 50 sq m living area of the flat

for 4 persons                    3 rooms and altogether 65 sq m living area of the flat

for 5 persons                    4 rooms and altogether 80 sq m living area of the flat

Special arrangements apply in case of concluding a sublease contract.
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other information

personal information (mandatory)

date, signature

Wir schaffen Vertrauen

In der Datenübersicht nach § 34 Bundesdatenschutzgesetz finden Sie alle Informationen, die bei der SCHUFA 

über Sie gespeichert werden. Sie erfahren, woher diese stammen und an wen sie weitergeleitet wurden.

Angaben zur Person   (Pflichtfelder)

Bitte in Druckbuchstaben ausfüllen. Herr      Frau

Straße Hausnummer

GeburtsortGeburtsdatum

Wir weisen darauf hin, dass wir ggf. Angaben zu Ihren Personalien als zusätzliche Identifikationskriterien zum Zwecke der Erteilung von Auskünften 
in den SCHUFA-Datenbestand übernehmen.

Vorname

PLZ Wohnort

Name

Bestellformular Datenübersicht nach § 34 BDSG

S
ta

nd
: J

an
ua

r 
20

14
/2

Vorsitzender des Aufsichtsrats: Alexander Boldyreff

Vorstand: Dr. Michael Freytag (Vorsitzender), Holger Severitt, Peter Villa
SCHUFA Holding AG · Kormoranweg 5 · 65201 Wiesbaden · HRB 12286 Amtsgericht Wiesbaden

Wir wollen, dass Sie umfassend informiert sind. Sie erhalten mit Ihrer 

Datenübersicht nach § 34 Bundesdatenschutzgesetz auch die in den 

letzten 12 Monaten von Vertragspartnern angefragten Wahrscheinlich-

keitswerte mitgeteilt. Beim Scoring wird anhand von gesammelten

Erfahrungen eine möglichst zuverlässige Prognose für die Zukunft  

erstellt. Anhand mathematisch-statistischer Verfahren wird beispiels-

weise die Wahrscheinlichkeit berechnet, mit der ein Kunde seinen

Zahlungsverpflichtungen vertragsgemäß nachkommen wird.

Bitte ankreuzen, falls Sie auch Ihre aktuellen Wahrscheinlichkeitswerte

erfahren möchten.

Aktuelle Wahrscheinlichkeitswerte

Datum, Unterschrift

Sonstige Angaben   (optional)

Geburtsname Frühere Namen

Frühere Adresse (nur auszufüllen, wenn sich Ihre Adresse in den letzten 12 Monaten geändert hat):

Straße Hausnummer

PLZ Wohnort

Bestellung Datenübersicht nach § 34 BDSG

Ja, ich möchte die Datenübersicht nach § 34 BDSG (kostenlos) bestellen.

E-Mail-Adresse

Alternativ: Bestellung Bonitätsauskunft

Ihre Vorteile Zwei Dokumente auf einmal:

Ihre SCHUFA-Informationen enthält, sondern nur die, die nötig sind um Vertrauen zwischen Ihnen und Ihrem Geschäftspartner aufzubauen

• und eine klar strukturierte, umfangreiche Auskunft zu Ihrer persönlichen Verwendung, die alle Ihre SCHUFA-Informationen enthält.

Die Bonitätsauskunft erhalten Sie für €24,95. 

order form for the "overview of informationen § 34 BDSG (German Data Protection Law)", positive credit report

In the "overview of information § 34 BDSG" you will fnd all the information that are saved about you by SCHUFA.

Mr    Mrs

frst name

family name

stree
t

Postal code

street number

date of birth place of birth

birth name former names

e-mail adress
former adresses (only if your

adress
changed in the past 12 months)

Please tick the box if needed and you will
receive information about your current ability to pay. 

Yes, I want to receive the "overview of information § 34 BDSG" (for free).

Attention please! Ordering the "Bonitätsauskunft" is not necessary and costs 24,95€. So it is better not to tick the box!

city

Please tick the
box and you

will receive an
"overview of
information §

34 BDSG from
SCHUFA.

Postal code city

stree
t

street number

• beweiskräftige Auskunft für Ihre Geschäftspartner (z.B. wenn diese bei der Anmietung einer Wohnung verlangt wird), die nicht alle
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Easy Credit Branches

If you need the SCHUFA-report (positive credit report) very urgently, you can receive the SCHUFA-report

within one day in one of the easy credit branches. In order to receive a SCHUFA-report, you have to bring a

copy of your Aufenthaltsgestattung (residence title).  To receive the SCHUFA-report from an easy credit

branch immediately you have to pay 24,95€. You cannot pay this money in cash. You have to do a bank

transfer. If you do not have an own bank account at a German bank, please talk to the social worker of your

housing facility. There are the following easy credit branches in Berlin:

Charlottenburg

Tempelhofer Damm 181 

12099 Berlin

Mitte

Rathausstraße 5 

10178 Berlin

Steglitz

Schloßstr. 113 

12163 Berlin

Tempelhof

Tempelhofer Damm 181 

12099 Berlin

Wedding

Müllerstr. 29 

13353 Berlin 

The opening hours are the same in every branch: Monday to Saturday: 10:00 – 20:00.

The phone number is the same in every branch: 0911-53900.
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Form with personal details (Selbstauskunft)

Often you have to fill out a form with personal details (Selbstauskunft) directly during the viewing of

the flat in order to be added to the list of applicants. Though those questionnaires are generally licit,

landlords often ask for more personal data than they are allowed to by the law. Some questions

violate personal rights, for example asking about your wishes to have children, or how many visitors

you usually have. Landlords actually are also not allowed to ask for your place of birth or nationality.

Nevertheless  we  recommend  you  to  fill  out  the  form  with  personal  details  (Selbstauskunft)

completely in order to have a chance of getting the flat. But if there are any illegitimate questions

asked, your answers do not need to be truthfully.

Licit questions are for example those about your income and your size of household. An untruthful

answer here can be taken as a reason to cancel the rental contract.

In the following you will find an example of a form with personal details (Selbstauskunft):

Angaben zur Identität / information about your identity

Name, Vorname / last name, first name:_________________________________________________

Geburtsdatum / date of birth:_________________________________________________________

Geburtsort / place of birth:____________________________________________________________

Staatsangehörigkeit / nationality:______________________________________________________

Ausweisnummer / identification number:________________________________________________

Familienstand / family status

Kinder (Anzahl, Alter) / children (number, age):____________________________________________

Aktuelle Anschrift /current adress

PLZ, Ort / zip code, city:______________________________________________________________

Straße und Hausnummer / street and street number:______________________________________

wohnhaft seit / residing since:_________________________________________________________

Kontaktdaten / contact details

E-Mail / e-mail:_____________________________________________________________________

Telefon / phone number:______________________________________________________________

Bankverbindung / bank details

Kontonummer / account number:_______________________________________________________

BLZ / bank identification number:_______________________________________________________

IBAN / IBAN:________________________________________________________________________

S.W.I.F.T. / SWIFT code:________________________________________________________________

Angaben zur Einkommenssituation / information about income conditions

Ausgeübter Beruf / job as practised:_____________________________________________________

Arbeitgeber / employer:______________________________________________________________

Beschäftigungsbeginn / commencement of employment:___________________________________

Anschrift des Arbeitgebers / adress of employer:__________________________________________

Monatliches Nettoeinkommen in Euro / monthly net income in €:____________________________
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Anzahl der einziehenden Personen / number of people moving in: ___________________________

davon Kinder / number of kids among those:_____________________________________________

Zum Haushalt gehörende Kinder, Verwandte oder sonstige / Children, relatives and others 

belonging to the household:

Last name First name Date of birth Degree of relationship Personal income 

in €

Haustiere / pets:_____________________________________________________________________

Angaben zur Mietzahlung / information about the payment of the rent

Liegen Pfändungen vor? Wenn ja, in welcher Höhe? / Do garnishments exist? If so, in which 

amount? __________________________________________________________________________

Läuft gegen Sie derzeit ein Räumungsverfahren? / Are you currently under an eviction process? 

__________________________________________________________________________________

Ist in den letzten 3 Jahren von Ihnen oder den Mitmietern / In the last 3 years you or a joint tenant

- eine eidesstattliche Versicherung abgegeben worden? / declared any insurance under oath_______

- eine Haftstrafe angeordnet worden? / were sentenced to an imprisonment____________________

- Insolvenz beantragt worden? / registered insolvency______________________________________

Die Mietzahlung erfolgt / Payment of rent 

 per Dauerauftrag       per Barzahlung per Überweisung

 via standing order via cash payment via transferal

Wie wird die vereinbarte Kaution erbracht? / How will the deposit be payed?

Bankbürgschaft      per Barzahlung per Überweisung

bank guarantee via cach payment vial transferal

____________

The prospective tenant, his/her spouse or joint tenant assert, that the information made available

here is given truthfully.

I/we acknowledge, that the given information is the base for a rental agreement and this personal

information  sheet  will  be  part  of  the  rental  agreement.  The  landlord  is  allowed  to  reverse  or

terminate  the  rental  agreement  without  notice  or  refuse  the  flat  handover  due  to  deliberately

untruthfully given information.

The tenant asserts being able to cover for the rent and all running costs.

Julia Doerr
Schreibmaschinentext
20



– COUNSELING FOR THE APARTMENT SEARCH IN BERLIN – 2015/II – englisch

Free Internetcafés in Berlin

Freie Universität Berlin (University)
Arnimallee 3
14195 Berlin
030/ 83 87 53 76

Stadtteilbibliothek West (Library)
Nehringstraße 10
14059 Berlin
030/ 90 29-2 43 61

Haus der Jugend Zehlendorf (Youth Club)
Argentinische Allee 28
14169 Berlin
030/ 63 21-67 58

Marwelds Bar (Bar)
Schlossstraße 1, Eingang Bornstraße
12163 Berlin
030/ 7 92 20 99

Evang. Kirchengemeinde Martin-Luther-King (Church)
Martin-Luther-King-Weg 6
12353 Berlin
030/ 66 68 92 21

Outreach im Jugendclub Leinestraße 4 (Youth Club)
Leinestraße 4
12049 Berlin
030/ 62 70 87 80

SOS Familienzentrum (Family Center)
Alte Hellersdorfer Straße 65
12629 Berlin
030/ 562 71 04

Jugendeinrichtung Dreieinigkeit (Youth Club)
Orchideenweg 75
12357 Berlin
030/ 6 61 24 10

Berufliches Bildungszentrum - Bildung und Integration e.V. (Social Centre)
Tauentzienstraße 18
10789 Berlin
030/ 23 62 71 20

Outreach Jugendstadtteilladen (Youth Club)
Herzbergplatz und Bartastraße
12055 Berlin
030/ 56 82 18 60

Kontakt- und Anlaufstelle (Social Organisation)
Anklamer Straße 8
10115 Berlin
030/ 44 00 84 44

Julia Doerr
Schreibmaschinentext
21



– COUNSELING FOR THE APARTMENT SEARCH IN BERLIN – 2015/II – englisch

Alte Dorfaue (Gaststätte) (Restaurant)
Alt-Marienfelde 41
12277 Berlin
03o/ 723 20 311

Kinder- und Jugendzentrum am Humannplatz (Youth Club)
Wichertstraße 24
10439 Berlin
030/ 44 65 15 31

Die Stütze - Aufbruch von unten e.V. (Social Organisation)
Bastianstraße 21
13357 Berlin
030/ 46 40 86 00

Villa Media Internetcafé Berlin (Media Center)
Rauchstraße 66
13587 Berlin
030/ 35 50 56 87

Heinrich-Schulz-Bibliothek (Library)
Otto-Suhr-Allee 96
10585 Berlin
030/ 90 29-12217-12352

Hallescher Komet (Library)
Blücherplatz 1
10961 Berlin
030/ 90 22 61 03

FDP-Infopoint (Infopoint of a political party)
Blücherplatz 1
10961 Berlin
030/ 284 95 80

Deutsche Messebibliothek (Library)
Littenstraße 9
10179 Berlin
030/ 24 000 143

JHF Düppel (Youth Club)
Lissabonallee 6
14129 Berlin
030/ 63 21 83 25

Jugendfreizeitheim Haus Teltow (Youth Club)
Teltower Damm 228
14167 Berlin
030/ 63 21 50 44

CIA Jugend-PC-Werkstatt (Youth Computer Center)
Wilhelmstraße 15
13595 Berlin
030/ 33 29 08 60

Helliwood-Medienzentrum (Media Center)
Torgauer Straße 27-29
12627 Berlin
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030/9 98 57 73

Kinderbibliothek (Library)
Strassmannstraße 17-19
10249 Berlin
030/ 429 64 27

Netti Internetwerkstatt (Internet Center)
Barbarossastraße 64
10781 Berlin
030/ 21 73 01 81

Jugendfreizeitheim Flemmingstraße (Youth Club)
Paulsenstraße 22
12163 Berlin
030/ 63 21 25 62 oder 79 04 25 62

Zentral- und Landesbibliothek Berlin (Library)
Haus Amerika-Gedenkbibliothek
Blücherplatz
10961 Berlin
030/ 9 02 26-0

Dietrich-Bonhoeffer-Bibliothek (Library)
Brandenburgische Straße 2
10713 Berlin
030/ 90 29-159 01

Falken-Jugendzentrum Anton Schmaus (Youth Club)
Gutschmidtstraße 29-31
12359 Berlin
030/ 602 20 53

Seniorennet Berlin-Computertreff Silbermedia (Internet Center for elderly people)
Ansbacher Straße 5
10787 Berlin
030/ 21 47 55 54

Mark Twain Bibliothek (Library)
Mahrzahner Promenade 55
12679 Berlin
030/ 54 70 41-58/50

Stadtteilbibliothek Halemweg (Library)
Halemweg 24
13627 Berlin
030/ 90 29-2 52 84

Adolf-Reichwein-Bibliothek (Library)
Berkaer Platz 1
14199 Berlin
030/ 90 29-2 23 91

Neil-Armstrong-Jugendbibliothek (Library)
Rüdesheimer Straße 14
14197 Berlin
030/ 82 00-94 39
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Musik- und Stadtteilbibliothek Bundesallee (Library)
Bundesallee 1-12
10719 Berlin
030/ 88 72 55 81

IT Kompetenz-Zentrum Spandau (IT-Center)
An der Spreeschanze 10-12
13599 Berlin
030/ 35 39 90 00
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What for and how do I create an email account? 

It is advisable to create your own email account for the apartment search. A lot of the time it is difficult to

reach the renters via phone or they only give you an email address at first. Having your own email account

makes it easier for you to contact landlords.

There are plenty of email providers (googlemail, gmx, posteo, biomail, web). They differ from each other

regarding  data  and  computer  virus  protection,  storage  space  and  costs.  We  will  do  an  exemplary

demonstration here of how to create an account at „googlemail“. 

Type in the address www.googlemail.com.

Click the red button at the top on the right

which says „Create an account“.

Fill in the boxes with your name, the email

address that you wish to have, a password,

a birth date and a gender.  The data does

not need to be „real“, you can also make it

up! You  do  not  have  to  fill  in  the  boxes

„Mobile  phone“  and  „Your  current  email

address“.  It  is  possible  that  the  email

address you wish to have is already taken. In

that  case you can add a  number to it  for

example. 
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Then you only have to type in two words in

order to show that your request is not being

send by a robot. 

You have to agree to the Terms of Service. 

If you do not want Google to give away any

of  your  personal  data,  do  not  check  the

second box. 

Click  „Next  step“.  Your  email  account  has

been created now.

If you click on the little wheel on the right

side, you will find the „settings“ where you

can  change  the  general  settings  of  your

profile,  for  example  the  language  or  your

password.
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Do not forget to sign out  once you

are  done.  Otherwise  other  people

who  might  be  using  the  computer

will  have  access  to  your  email

account. 
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Exemplary sublease Contract (Untermietvertrag) in German

So könnte ein Untermietvertrag aussehen:

Zwischen Untervermieter_in:

und Untermieter_in:

wird folgender Untermietvertrag geschlossen:

Dem_der  Untermieter_in  wird  in  der  Wohnung  im  Vorderhaus  oder  Hinterhaus,  Stockwerk,  Straße,

Hausnummer, Postleitzahl, Berlin, ein Zimmer zur Nutzung untervermietet.

Des Weiteren ist der_die Untermieter_in berechtigt, Küche, Bad und Wohnungsflur mitzubenutzen, sowie

Ausstattung und Einrichtung des_der Untervermieter_in.

Der Beginn des Untermietverhältnisses ist der Datum. Für den Fall einer Kündigung ist eine Frist von einem

Monat einzuhalten. Die vereinbarte monatliche Gesamtmiete beträgt    Euro und ist zum ersten Kalendertag

jeden Monats zu zahlen.

Mit  Ausnahme  der  zuvor  getroffenen  Vereinbarungen  gilt  im  Übrigen  der  zwischen  dem_der

Untervermieter_in und dem_der Eigentümer_in der Wohnung geschlossene Hauptmietvertrag. Dieser wird

dem_der Untermieter_in in Kopie ausgehändigt.

Berlin, Datum

Name Untervermieter_in

Name Untermieter_in
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Exemplary sublease Contract (Untermietvertrag) in English

This is how a sublease contract could look like:

Between Tenant:

and Subtenant:

the following sublease contract is concluded:

The Subtenant is provided a room for use in the apartment in the front-house or rear house, floor,

street, house number, postcode, Berlin.

Furthermore, the Subtenant has the right to use the kitchen, the bathroom and the corridor, as well

as the furnishings of the Tenant.

Beginning of the sublease tenancy is the  date.  In case of termination there is a deadline of  one

month to be met. The agreed monthly total  rent amounts    Euro and is  to be paid on the first

calendar day of each month.

With  the  exception  of  the  previous  reached  agreement,  the  hard  lease  agreement  concluded

between the Tenant and the Owner of the apartment applies.  A copy of this  agreement  will  be

handed over to the Subtenant.

Berlin, date

 Name Tenant

Name Subtenant
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List with internet addresses for the apartment search

www.immobilienscout24.de

www.immonet.de

www.immowelt.de

www.kleinanzeigen.ebay.de

www.zweitehand.de/immobilien

Daily and weekly newspapers available on the internet:

tagesspiegel.immowelt.de

www.berlinonline.de/markt

www.morgenpost.de/berlin/wohnung-mieten/

Daily and weekly newspapers every Saturday:

„Der Tagesspiegel“

„Berlin Kompakt“ („Berliner Zeitung“ und „Berliner Kurier“)

„Berliner Morgenpost“

Wohngemeinschaft (WG)/ flat shares:

www.wg-gesucht.de

www.wg-company.de
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Registration at the registry office after moving

(Anmeldung bei der Meldebehörde)

Every person is legally responsible to register at the registration office in between 2 weeks after moving.

Otherwise it is a minor breach of the law and you may have to pay an administrative fine.

Every single person has to fill in their own form, except families and partnerships who lived together and

will live together - in this case you can just use one form. To prove your registration it is necessary to show

your personal documents concerning passport, family status, custody, divorce (if needed).

Guideline for filling in:

(1) new flat (street, house number, floor)

(2) old flat (street, house number, floor)

(3) Do you keep the old flat? Nein/no, Ja/yes

(4) Does any of the registered persons have another flat? Nein/no, Ja/yes

If  you  keep  your  old  flat  or  if  you  have  another  one  you  have  to  fill  in  an  additional  form  

called “Beiblatt  zur  Anmeldung  bei  mehreren  Wohnungen”  (additional  paper  for  registering  

several flats). You'll get it at the registry office.

(5) In case you lived in an foreign country before, you have to write the old address. (Because your

first address was the “Erstaufnahmeeinrichtung”, you don't need to fill in anything).

(6) Date of birth. Germans have to bring there birth certificate

(7) Sex.  

(8) Name, doctor's degree. If you have a doctor's degree please fill in and show the prove.

(9) First name

(10) Place of birth

(11) Citizenship. If you have several citizenships, please fill in all.

(12) Religion. if  your  religion  is:  Romansh-catholic,  old  catholic,  protestant  you  have  to  fill  in,  

otherwise you can leave a free space (this information is for the church tax).

(13) Family status. You have to prove your family status, if you are married, bring papers to prove this.

(14) Date and place of marriage/ civil partnership

(15) Identification number from the finance office. This number is for your identification in case of  

taxes, normally you just get it, when you're working and pay taxes.

(16) Income tax card. This is for the automatic application for an income tax card.

(17) for refugees and there place of living on 1.9.1939. This is just for people who lived on 1.1.1939 in  

the so called “Vertreibungsgebieten”.

(18) Information about partners who are not moving in this flat

(19) Dates of your ID-Card

(20) Dates of your passport: number, registry office, date of issue, valid until 

(21) legal guardian (first name, name, doctor’s degree, date of birth, address)

The  legal  guardian  has  to  be  stated  in  case  of  registration  from  minors  and  persons  under  

disability. You have to prove this. In case of common registration of couples and their kids, you  

don't have to write anything.
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Wir schaffen Vertrauen

In der Datenübersicht nach § 34 Bundesdatenschutzgesetz finden Sie alle Informationen, die bei der SCHUFA 

über Sie gespeichert werden. Sie erfahren, woher diese stammen und an wen sie weitergeleitet wurden.

Angaben zur Person  (Pflichtfelder)

Bitte in Druckbuchstaben ausfüllen. Herr      Frau

Straße Hausnummer

GeburtsortGeburtsdatum

Wir weisen darauf hin, dass wir ggf. Angaben zu Ihren Personalien als zusätzliche Identifikationskriterien zum Zwecke der Erteilung von Auskünften 
in den SCHUFA-Datenbestand übernehmen.

Vorname

PLZ Wohnort

Name

Bestellformular Datenübersicht nach § 34 BDSG

St
an

d:
 J

an
ua

r 
20

14
/2

Vorsitzender des Aufsichtsrats: Alexander Boldyreff
Vorstand: Dr. Michael Freytag (Vorsitzender), Holger Severitt, Peter Villa 
SCHUFA Holding AG · Kormoranweg 5 · 65201 Wiesbaden · HRB 12286 Amtsgericht Wiesbaden

Wir wollen, dass Sie umfassend informiert sind. Sie erhalten mit Ihrer 
Datenübersicht nach § 34 Bundesdatenschutzgesetz auch die in den 
letzten 12 Monaten von Vertragspartnern angefragten Wahrscheinlich
keitswerte mitgeteilt. Beim Scoring wird anhand von gesammelten  
Erfahrungen eine möglichst zuverlässige Prognose für die Zukunft  
erstellt. Anhand mathematisch-statistischer Verfahren wird beispiels-
weise die Wahrscheinlichkeit berechnet, mit der ein Kunde seinen  
Zahlungsverpflichtungen vertragsgemäß nachkommen wird.

Bitte ankreuzen, falls Sie auch Ihre aktuellen Wahrscheinlichkeitswerte 
erfahren möchten.

Aktuelle Wahrscheinlichkeitswerte

Datum, Unterschrift

Sonstige Angaben  (optional)

Geburtsname Frühere Namen

Frühere Adresse (nur auszufüllen, wenn sich Ihre Adresse in den letzten 12 Monaten geändert hat):

Straße Hausnummer

PLZ Wohnort

Bestellung Datenübersicht nach § 34 BDSG

Ja, ich möchte die Datenübersicht nach § 34 BDSG 
(kostenlos) bestellen.

E-Mail-Adresse

Alternativ: Bestellung Bonitätsauskunft

Ihre Vorteile Zwei Dokumente auf einmal: 
•	� beweiskräftige Auskunft für Ihre Geschäftspartner (z.B. wenn diese bei der Anmietung einer Wohnung verlangt wird), die nicht alle 

Ihre SCHUFA-Informationen enthält, sondern nur die, die nötig sind um Vertrauen zwischen Ihnen und Ihrem Geschäftspartner auf-
zubauen

•	� und eine klar strukturierte, umfangreiche Auskunft zu Ihrer persönlichen Verwendung, die alle Ihre SCHUFA-Informationen enthält.

Die Bonitätsauskunft erhalten Sie für 3 24,95. 
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Vorlage Selbstauskunft

Oft musst du direkt bei der Wohnungsbesichtigung eine Selbstauskunft ausfüllen, damit du auf die 

Bewerber_innen-Liste kommst. Zwar sind diese Fragebögen generell zulässig, aber oft fragen 

Vermieter_innen nach mehr persönlichen Daten, als ihnen rechtlich erlaubt ist. Manche Fragen 

verletzen das Persönlichkeitsrecht, zum Beispiel ob du einen Kinderwunsch hast oder viel Besuch 

bekommst. Auch nach Geburtsort und Staatsangehörigkeit dürfen Vermieter_innen eigentlich nicht 

fragen.

Trotzdem solltest du die Selbstauskunft komplett ausfüllen, damit du eine Chance auf die Wohnung 

hast. Bei unzulässigen Fragen müssen deine Antworten aber nicht der Wahrheit entsprechen.

Rechtlich zulässig sind hingegen Fragen nach Verdienst und Haushaltsgröße. Eine falsche 

Beantwortung kann einen Grund zur Kündigung des Mietverhältnisses liefern.

Hier siehst du ein Beispiel einer Selbstauskunft:

Angaben zur Identität

Name, Vorname: ______________________________________________________________

Geburtsdatum: _______________________________________________________________

Geburtsort: __________________________________________________________________

Staatsangehörigkeit: ___________________________________________________________

Ausweisnummer: ______________________________________________________________

Familienstand

Kinder (Anzahl, Alter): ____________________________________________________

Aktuelle Anschrift

PLZ, Ort: _______________________________________________________________

Straße und Hausnummer: _________________________________________________

wohnhaft seit: __________________________________________________________

Kontaktdaten

E-Mail: ________________________________________________________________

Telefon: _______________________________________________________________

Bankverbindung

Kontonummer: ________________________________________________________________

BLZ: _________________________________________________________________________

IBAN: ________________________________________________________________________

S.W.I.F.T.: ____________________________________________________________________

Angaben zur Einkommenssituation

Ausgeübter Beruf:________________________________________________________

Arbeitgeber: ____________________________________________________________

Beschäftigungsbeginn: ____________________________________________________

Anschrift des Arbeitgebers: ________________________________________________

Monatliches Nettoeinkommen in Euro:_______________________________________

Anzahl der einziehenden Personen: _________________________________________

davon Kinder: ___________________________________________________________
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Zum Haushalt gehörende Kinder, Verwandte oder sonstige:

Nachname Vorname Geburtsdatum Verwandtschaftsgrad Eigenes 

Einkommen in 

Euro

Haustiere: ______________________________________________________________

Angaben zur Mietzahlung

Liegen Pfändungen vor? Wenn ja, in welcher Höhe? ___________________________

Läuft gegen Sie derzeit ein Räumungsverfahren? ______________________________

Ist in den letzten 3 Jahren von Ihnen oder den Mitmietern

- eine eidesstattliche Versicherung abgegeben worden? _________________________

- eine Haftstrafe angeordnet worden? _______________________________________

- Insolvenz beantragt worden? _____________________________________________

Die Mietzahlung erfolgt

 per Dauerauftrag       per Barzahlung per Überweisung

Wie wird die vereinbarte Kaution erbracht?

Bankbürgschaft       per Barzahlung per Überweisung

____________

Der Mietinteressent, sein Ehegatte bzw. Mitmieter versichern, dass sie die vorstehenden Angaben 

wahrheitsgemäß gemacht haben.

Mir/uns ist bekannt, dass die vorstehenden Angaben als Grundlage für den Abschluss des 

Mietvertrages dienen, diese Selbstauskunft Bestandteil des Mietvertrages wird und der Vermieter 

berechtigt ist, wegen vorsätzlich unrichtiger Angaben den Mietvertrag mit sofortiger Wirkung 

aufzuheben bzw. fristlos zu kündigen bzw. die Übergabe der Wohnung zu verweigern.

Der Mieter versichert, dass er in der Lage ist, die Miete und die Betriebskosten zu zahlen.



Anmeldung bei der Meldebehörde 
Sehr geehrte Dame, sehr geehrter Herr! 
 
Die Meldebehörde hat Daten über die im Land Berlin wohnhaften und wohnhaft gewesenen Einwohner und deren Wohnung zu regist-
rieren. Diese Daten werden für die rechtmäßige Erfüllung der Aufgaben öffentlicher Stellen (z. B. Vorbereitung und Durchführung von 
Wahlen, Ausstellung von Lohnsteuerkarten) benötigt, dienen aber auch dazu, nichtöffentlichen Stellen (z. B. Privatpersonen) Auskünfte 
nach Maßgabe des § 28, 28a und 29 des Gesetzes über das Meldewesen in Berlin (MeldeG) vom 26.2.1985 - GVBl. S. 507, zuletzt 
geändert durch Artikel V des Gesetzes vom 25.01.2010 (GVBl. S. 22, 23), geben zu können. 
Damit die Meldebehörde diese Aufgaben erfüllen kann, beachten Sie bitte die folgenden Allgemeinen Hinweise sowie die umseitigen  
Erläuterungen zur Ausfüllung des Meldescheines. 
 

Allgemeine Hinweise  
Sie sind gesetzlich verpflichtet (§ 11 MeldeG) sich innerhalb zwei Wochen nach dem Beziehen Ihrer Wohnung anzumelden.  
Beachten Sie unbedingt, dass Sie diese Frist nicht überschreiten, da Sie andernfalls ordnungswidrig handeln und mit einer 
Geldbuße rechnen müssen. Die Voraussetzung zur Anmeldung ist allerdings erst dann gegeben, wenn Sie in Ihre Wohnung auch tat-
sächlich eingezogen sind.  
Für jede anzumeldende Person ist ein eigener Meldeschein zu verwenden. Personen mit denselben bisherigen und künftigen Wohnun- 
gen können gemeinsam einen Meldeschein verwenden, wenn sie derselben Familie oder Lebenspartnerschaft angehören. Es genügt,  
wenn einer der Meldepflichtigen den Anmeldeschein unterschreibt.  
Sie sind nach § 14 MeldeG verpflichtet, die erforderlichen Auskünfte zu geben und die zum Nachweis Ihrer Angaben erforderlichen 
Unterlagen vorzulegen (z. B. Personalausweis, Pässe, standesamtliche Unterlagen, Sorgerechtsbeschlüsse, Scheidungsurteile usw.) 
 
Sie müssen nach dem Meldegesetz folgenden Datenübermittlungen aus dem Melderegister ausdrücklich zustimmen: 

 Auskünften an Adressbuchverlagen 
 Auskünften über Ihre Alters- und Ehejubiläen 

 
Sie haben nach dem Meldegesetz die Möglichkeit, folgenden Auskunftserteilungen und Datenübermittlungen aus dem Melde-
register zu widersprechen:  

 Auskünften an Parteien, Wählergruppen und anderen Trägern von Wahlvorschlägen im Zusammenhang mit Wahlen und 
Abstimmungen,  

 Datenübermittlungen an eine öffentlich-rechtliche Religionsgesellschaft, der nicht Sie, aber Familienangehörige von Ihnen 
angehören. 

 Internetauskunftsabrufe durch Private 
Ihre Meldebehörde hält hierfür Erklärungsvordrucke bereit, in denen die entsprechenden Vorschriften des Meldegesetzes abgedruckt 
sind. 
 
Das Gesetz eröffnet auch die Möglichkeit, kostenfrei eine befristete Auskunftssperre zu beantragen bei persönlicher Gefähr-
dung oder der Gefahr für eine andere Person  
Wenn Sie (oder ein Familienangehöriger) von dem Antragsrecht Gebrauch machen wollen, beantragen Sie dies - ausführlich begründet    
- bei der Meldebehörde. 
 
Weiterhin hat der Einwohner des Recht auf kostenfreie  
a) schriftliche Auskunft über die zu seiner Person gespeicherten Daten und über die erteilten erweiterten Auskünfte 
b) Berichtigungen und Ergänzung der zu seiner Person gespeicherten Daten 
c) Sperrung der zu seiner Person gespeicherten Daten 
d) Löschung der zu seiner Person gespeicherten Daten 
Wenn Sie (oder ein Familienangehöriger) von dem Antragsrecht Gebrauch machen wollen, geben Sie dies bitte der Meldebehörde 
bekannt. Hierfür liegen für Sie besondere Antragsformulare bereit. 
 
Für Berliner Einwohner besteht die Möglichkeit, im Melderegister eine Person ihres Vertrauens eintragen zu lassen, die in 
vorgegebenen Notfällen benachrichtigt werden soll. 
Wenn Sie (oder ein Familienangehöriger) hiervon Gebrauch machen wollen, geben Sie dies bitte der Meldebehörde bekannt. Hierfür 
liegen für Sie besondere Antragsformulare bereit. 
 
Datenübermittlung 
Von der Meldebehörde werden regelmäßig Daten an andere Behörden übermittelt. Anlass und Zweck der regelmäßigen Datenübermitt-
lungen, Datenempfänger sowie die übermittelten Daten werden durch das Meldegesetz und durch die 1. und 2. Meldedaten- 
Übermittlungsverordnung des Bundes und durch die Verordnung zur Durchführung des Meldegesetzes bestimmt.  
 
Hinweis für Kraftfahrer  
Im Falle eines Wohnungswechsels innerhalb Berlins können Halter von in Berlin zugelassenen Kraftfahrzeugen oder Anhängern bei der 
Anmeldung auf der Meldestelle gleichzeitig auch die Eintragung im Fahrzeugschein bzw. Zulassungsbescheinigung Teil I (gebühren-
pflichtig) berichtigen lassen, sofern eine Änderung der Wohnungsanschrift in den genannten Papieren das erste Mal vorgenommen 
werden soll. Das gleiche gilt für die Fälle, in denen sich die Wohnungsanschrift eines Halters durch Umbenennung der Straße oder 
Hausnummer (gebührenfrei) geändert hat.  
 
Mit freundlichen Grüßen 
 
Ihr Bürgeramt  



Erläuterungen zu den einzelnen Feldern des Meldescheines 

(3) (4) Wird die Frage, ob die bisherige Wohnung beibehalten wird oder ob weitere Wohnungen bestehen, bejaht, so füllen Sie 

bitte zusätzlich zu diesem Anmeldeformular das "Beiblatt zur Anmeldung bei mehreren Wohnungen" aus. Dieses ist im 

Schreibwarenhandel oder bei der Meldestelle erhältlich. 

(5) Gilt nur, wenn Sie nach Berlin aus dem Ausland zuziehen: Geben Sie bitte Ihre letzte frühere Anschrift im Inland an.  

(6) Nach Berlin zuziehende Deutsche sollten die Geburtsurkunde zur Anmeldung mitbringen. 

(7) Durch diese Angabe wird die Führung des Melderegisters im automatisierten Verfahren erleichtert. Aus manchen 

Vornamen ist das Geschlecht nicht immer eindeutig erkennbar. 

(8) Wenn Sie einen Doktorgrad führen, ist auch dieser einzutragen. Der Meldebehörde sind geeignete Nachweise vorzule-

gen.  

(11) Bei mehreren Staatsangehörigkeiten sind sämtliche anzugeben.  

(12) Die Angaben sind von Angehörigen römisch-katholischer, evangelischer oder altkatholischer Religionsgemeinschaften 

zu machen.  

(13) Der Familienstand ist, soweit Sie nicht mehr ledig sind, bei erstmaliger Anmeldung in Berlin durch Urkunden nachzuwei-

sen.  

(15) Diese Angabe dient dem Zweck der eindeutigen Identifizierung des Einwohners in Besteuerungsverfahren 

(16) Die Angabe bewirkt, ob für den Einwohner beim nächsten Lohnsteuerkartendruck automatisiert eine Lohnsteuerkarte 

erstellt wird.  

(17) Diese Angaben dienen Zwecken des Suchdienstes (Heimatortskarteien). Sie sind nur erforderlich von Personen, die am 

01.01.1939 in den sog. Vertreibungsgebieten gewohnt haben.  

(21) Der gesetzliche Vertreter (auch allein Sorgeberechtigter) ist nur bei der Anmeldung von Minderjährigen und Entmündig-

ten anzugeben.  

 

Der Nachweis der Vertretereigenschaft (z.B. Beschluss über das Sorgerecht, Bestallungsurkunde) muss vorgelegt 

werden.  

 

Die Angabe entfällt bei der gemeinsamen Anmeldung von Ehegatten und deren Kindern.  

 



Bitte Ausfüllanleitung beachten! 
Bei mehr als 4 anzumeldenden Personen 
bitte weiteren Meldeschein verwenden! 

Die nachstehenden Daten werden aufgrund vor § 12 i.V. m. §15 des 
Berliner Meldegesetzes vom 26.2.1985 - GVBI. S. 507), zuletzt geändert durch 
Artikel V  des Gesetzes vom 25.01.2010 (GVBl. S. 22, 23)  erhoben 

ANMELDUNG bei der Meldebehörde 
Dienststelle Einzugsdatum Gemeindeschlüssel 

Tagesstempel der Meldebehörde 

Neue Wohnung (Straße / Platz, Hausnummer, Stockwerk) (1) 

 
Bisherige Wohnung (Straße / Platz, 1 Hausnummer , Stockwerk) (2) 
 

Zustellpostamt 

 
Berlin 

(PLZ, Ort, Gemeinde, ggf. Zustellpostamt, Lkr; falls Ausland: auch Staat angeben) 

 
 

Bei 

 
Hinweis auf Zustimmungs-  
und Widerspruchsrecht  
zur Datenübermittlung  gem. §§ 27 – 
29 MeldeG (siehe allg. Hinweise B.)   (die Namensangabe des Wohnungsgebers ist freiwillig; sie wird empfohlen, wenn der 

Einwohner nicht durch eigenes Namensschild an Haus- und Wohnungstür erkennbar ist.)
 erfolgt 

Wird die bisherige Wohnung beibehalten? (3)  Nein  Ja 

Hat eine der zur Anmeldung kommenden Personen eine weitere Wohnung? (4)  Nein  Ja 

Wird die bisherige Wohnung nicht aufgegeben oder bestehen weitere Wohnungen, füllen Sie bitte das 
"Beiblatt zur Anmeldung bei mehreren Wohnungen" aus. 

Bearbeitervermerke 

Bei Zuzug nach Berlin aus dem Ausland bitte hier gemäß Erläuterungen (5) gegebenenfalls die Anschrift eintragen: 
 

 (6) (7) (8)  (9) 

 Lfd. 
Nr. 

Geburtsdatum Geschlecht 
(m., w.) 

Familienname, Doktorgrad frühere Namen (z.B. Geburtsname), ggf. 
Ordens- oder Künstlernamen 

Vorname(n) (Unterstreichung eines 
Rufnamens erfolgt freiwillig) 

1     

2      

3      

4      

 (10)    (11) (12) (13) (14) 

Lfd. 
Nr. 

Geburtsort (Gde., Lkr., falls Ausland: auch Staat angeben 

 
Staatsangehörig- 
keit(en) 

Religion  (nur ev., 
rk. oder ak.) 

Familienstand Datum und Ort der Eheschließung/ 
Begründung der Lebenspartnerschaft 

1      

2 
     

3 
     

4 
     

 (15)  (16) (17) (18)  

Lfd. (15) Identifikationsnummer Lohnsteuerkarte  
Nr. 

 
nach § 139b der Abgabenordnung für das folgende Jahr  

gewünscht 

Für Flüchtlinge/ Vertriebene: 
Wohnsitz am 1. Sept. 1939 
(Wohnort, Landkreis, Provinz) 

Angaben über nicht mitzuziehenden Ehegatten/Lebenspartner 

1  Ja Nein  
Familienname Geburtsdatum 

 

2  Ja Nein  
Vornamen 

 
Religion (nur ev., rk. oder ak.)

3  Ja Nein 
Anschrift (Straße/Platz, Hausnummer) 

 
4  Ja Nein 

 

PLZ, Ort (ggf. Zustellpostamt) 

 (19) (20) 

Personalausweis  Reisepass / Kinderreisepass  Lfd. 
Nr. Seriennummer Ausstellungs- 

behörde 
Ausstellungs- 
datum 

Gültig bis Seriennummer Ausstellungs- 
behörde 

Ausstellungs- 
datum 

Gültig bis 

1 
        

2 
        

3 
        

4 
        

Gesetzlicher Vertreter (Vor- und Familiennamen, Doktorgrade, Geburtsdatum, Anschrift) (21) 
 

 Datum, Unterschrift eines Meldepflichtigen 

 



Die nachstehenden Daten werden gemäß §15 Abs. 3 des Berliner Meldegesetzes bestätigt. 

Anmeldebestätigung 

Dienststelle Einzugsdatum 
  

 

Neue Wohnung (Straße/Platz, Hausnummer, Stockwerk) 

 
 

 
Berlin 

 

 Berlin, den  
 

Dienstsiegel 
abdruck Im Auftrag 

 

 

Familienname, Doktorgrad Vorname(n) (Unterstreichung eines Rufnamens erfolgt freiwillig) Lfd. 
1    

2   

3   

 
 
 
Personen, 
die heute 
angemeldet 
wurden: 4   
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