City and County of San Francisco

Phone: (415) 554-6920
Fax: (415) 554-6944
TDD: (415) 554-6900
http/iwww.sfdpw.com

Department of Public Works
Office of the Director

City Hall, Room 348

1 Dr. Cariton B. Goodlett Place

Willie Lewis Brown, Jr., Mayor
Edwin M. Lee, Director San Francisco, CA 94102-4645

| CONDOMINIUMS
NEW CONSTRUCTION OR CONVERSIONS
GENERAL INSTRUCTIONS / REQUIREMENTS

. Buyv an Application Packet for § 4.00 at this office and submit the following to this office:

1
B

U:\condoreg.doc Revised April 25, 1997

Prints of maps prepared by a licensed Land Surveyor or pre-1982 Civil Engineer. For 4 or Less units,
submit six sets, for 5 or more units submit eight sets.

A current ( within 6 months ) Title Report, Parcel Map Guarantee or Map Filing Report

Check payable to D.P.W. (For schedule of fess, refer to D.P.W. Order)
Lists A & B from the Application Packet completely filled out with duplicate copies where required.
Answer only those questions which pertain either to conversions or to new construction.

Proposition “M™ findings for the Planning Department review.
Photographs of both the front and rear of the building or property. Photos of the sides, if possible.

—ALSO INCLUDE for new condominiums and 5 & 6 unit condominium conversions—

Mailing package - to include;
a) 300’ Radius Map
b) Mailing list of property owners within the 300’ radius.

c) One set of stamped and addressed envelopes. Obtain the envelopes from our office which have our
return address’marked on them. ( Two additional sets of stamped and addressed envelopes will be

required , if there is a requirement for a Public Hearing ).
~—~ONLY INCLUDE FOR NEW CONDOMINIUMS---

————

Copy of the approved building permit.
Reduced copy (117 x 177) of the approved construction plans.

Effective December 1, 1995

INCOMPLETE SUBMITTALS WILL NOT BE ACCEPTED !!!!

IMPROVING THE QUALITY OF LIFE IN SAN FRANCISCO"™ We are dedicated individuals committed to teamwork, customer

service and continuous improvement in partnership with the community.
Customer Service Teamwork Continuous Improvement .




ADDENDUM TO APPLICATION PACKAGE

LISTB
ITEM 15

In accordance with section 1323-a(6) of the Subdivision Code of the City and County of
San Francisco, this statement is made as my statement that neither I nor any of my agents
shall retain any right, title or interest in any common area or areas of facilities except
those common areas in which I might retain any individual interest by virtue of
ownership of one or more of the individual units.

Date; Signed:
Date; Signed:
Date; Smd.




& & T hwawr AWrh WEAWLE u&‘l‘l

1,

declare, under penalty of perjury, that
: (Principal residence address)

(Unit)

has been for 2 period of at Jeast one (1) year, and will continue to be, my principal
residence. -

DATE: , SIGNED:
- . (Applicant)

(Printed name)

(For 2-umit building, wmmmsZ

m2 e mema= arcusisd oxly)




STATEMENT OF OWNER OCCUPANCY

(Provide for each unit)

L

declare, under penalty of perjury, that
’ (Principal residence address)

“(Unit)
bas been for 2 period of at least one (1) year, and will continue to be, my principal
residence. . :

DATE: _ SIGNED:

(Applicant)

(Printed name)

(For 2-vmit building,«l® 2

vmir gwmer occudied only)




L - iqmmmwff?&&m@iommm@deﬁmﬁm)'. .

i*4 or less Parcels . $ 500 $ 300
5 to 9 Parcels - $2300 . S .5%0
.10t0 19 Pareels - . -83,500 . SL165 -
20 to 49 Parcels . 54,800 - S1,790
50 to 99 Parcels 56,700 52,650
100 Parcels and over . 38,600 53,125
Plus $100 for each parc:lova' 100 pa.rc:!s , .

« Denotes fess

-

I. . Condominium Map ]
: ._%_—-m@mmm CW@

4 Units ot Jess $3500 S 165 - S3,800 s.xz’é)"/_{/
5 to 9 Units $5700 S 275  -S6600 $1.375
10 to 19 Units $6100 S -440 - .
20 to 49 Units 58608 .S 660
50 to 99 Units S11,400  $1,100
J00 Unitsand over _ 519,000 . $2200 . . L
' PIusSl?Sforc:acﬁunnovcrmOunns ST

Y P -

; KO$ = ﬁ'}ﬂ’a DRV, DCP.

Certificate of Corrections § 450 $ Depends on nature -
Lot Merger $1,300 $300 _
. Amending Map 81,500 S Depends on natore
- Lot Unmerge - 51300 $300 :

. Lot Line Adjustment -$ - 600 $7s

Certificate of Compliance § 450 $7 -
=Parce]l Map Waiver $ 75 . §25
* Denotes fess _ .. -

\
V.. Please notc that the above fes and deposits do not include cmt::tapphczblcmcw
fees forczthcragmssuchas” but not Emited to, ﬁchpartmcnt of City Planning.

Minimuze additional deposit for snbdﬁmons involving the following will be charged
accordingly: - - .

Public Improvements and/or Street Dedications * $53,000
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Ci- & County of San Francisco . .
1640 Mission Street, San Fraacisco, California 341 03-2414

3R PHYSICAL INSPECTION -
TNFORMATION FOR CONDOMINIUM
., CONVERSION ) S

-
-

refer to the Department of Building
Plezse refer also

The followiig procscuras
Tnspectioa’s 3R Physiczl Iaspeéction process.
‘to the-Dapartment. of Stvest-Use ard Mapping’s hancoulb - , ;
PROCEDURES GOVERNING CONVERSION AND CREATICN OF N=W CONDOMINZIUMS,
available at 875 Stevensom St., 4th flooz, phonme § (415) S554-

5827. )

1. When submitting an application for 3R physical jaspection, .
apbly for both a "Reporc of Resicencial Building Récozd® (3R
Report) anc 2 “Physiczl Ianspection® at Racords Management '
Svstems, available at 1560 Mission 'St., 1lst £loor, phome & (415
558-6081. ' ,

to hezr from an inspector by phone withina 2

weeks of vour zpplication. It is important tkat the contact
person’s nam2 and phone number(s) is/ars legible on tha .
application. The actual inspection is typically schedulsd £rom 3

to ¢ weeks afrer the zpplication is submitted..

" 2. <You skould expect

3. on.the scheduled date of inspection vour building will'be
inspected by building, electrical and plumbing’ inspectors. A
rhorough inspection can be completed in as little a2s 30 minutes
for a well-mzintazined, completely accessible building of 2 uv=its

but longer for sdditional units and/or larger builéincs. .

After the inspection, the research and preparation of tke
iczl Inspection® will take 2 to 4 weeks.

vour "Phwsical Inspecticn Report” will itemize the viglations
found and unless no violatioms are indicatsd, wou or your

i1l need to ©btaisl ssparate builéing, elect=i
violatiorns.

4

"Report of Povs
T

contractor(s} « ical
znd plumbing permits to clear the




To apply for a building permit bring a copy of your “Report:

of Physical Inspection® (and plans if reguired) to 1660 Mission
ist floor, Station £2 - Residential Permnit Counter. For

st..,
electrical and plumbing permit information please phone (415}
558-6030 and (415)- 558- 6054, respectively.

5.

6. When 21l of the violations have been corrected and the
- alectrical and plumbing inspectors have per;.omed their
inspections ‘and signed the FINAL INSPECTION portion of.your

building permit JOB CARD, you can then contact your district
building inspector.for the FINAL BUILDING INSPECTION. All items,

including required energy and water comservation 1tems, must be
satisfactorily completed. . _

Upon sat:.s&actory cor::ec!:z.on of 211 v:.olatzon.s, your building

7.

_nspector will sign your “JOB CARD" and issue you a Cert:.f:.cate
of Final Completion (CFC). Thereafter, submit a copy oi your CFC
and ‘a -copy of your Report of Physical Iaspection to the Bureau of

Street-Use and Mapoing (see item VI. R:.CORDA.TION in yvouxr
~procedures*® packet). ) }

. c . S . -
°

I£ vou —have any cuest:z.ons v-ega:c'__ng ‘thesa procedures please
contact Tom Co"l-t:t, building _ns::ector, at 558~ 5494, : .

-

€:\3ziale




BUREAU OF STREET-USE AND MAPPING
DEPARTMENT OF PUBLIC WORKS

PROCEDURES GOVERNING CONDOMINIUM CONVERSION
AND CREATION OF NEW CONDOMINIUMS

Appendix “A” Application Packet
Appendix “B” Construction Loan Guarantee Form
Appendbr “c” Deparmment of Building Inspection
General Information
- Ap c ﬂD" . V V — .' - - - _ .
- ) Informiation For Condominium
Conversions
Appendix “E” General Plan Referral Applicadon
and Proposition “M” Findings Form -
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WHAT YOU SHOULD KNOW ABOUT CONDOMINIUM CONVERSION

Pﬁmmﬁlmgmappﬁanﬁmfwtmmﬁmgymmﬂadﬁwmm'h writing that you are planning to file an
application with the local authority to convert your butlding to condominiums. You must clearly and brisfly inform
ymmsofﬂhdrﬁg!mwhichmprhqﬁpauyasﬁmowsz

1. Iheyhmarxgh:ofﬁstreﬁ:sdmpmd&ase!hemthcyocmpynammpncc

14

2. Ifthey do not wish 1o buy, they shall have 120 days following the date of recordation ofrheﬁalmbdmswnmzpm g

sesk substinute: housing and relocate, and be emiti=d to moving expense assistanee up w a maximum of $1,000.

5. If neither (1) nor (2) is their choice, they may epter fito an 2ereement whereby thev can continue to occupythcn'
apartments for a period of one year, following the date of approval (recordation) of the condominium map, in which -
event they will not be earited to the moving expense assistance.

4. If any tenant is 62 years of age of oldex, he or she shall be offered a life time lease.

Dishonesty on the part of the subdivider and tenants” opposition are by far the most common causes for disapproval by
the Jocal authority of a2 proposed conversion. You must, therefore, se<k full cooperation and understanding from vour
tenants, dispel their fears, offer them legitimars incentives, not threars; consider their welfare; 2bove all, create trust 2nd
good will. Remember, you must have mnmwpurchascfmmsszznedhrv‘w% of the tenants before your appHcation

can be considered.

After you have done your inizial hamewark, engage the services of 2 licensed land surveyor or engineering firm who is
famiiiar with condorniniom subdivisions. They must prepare a parcel map (for four units or fewer) or a tentarive map
(for 5 units or more) of the condominium and submit it along with the Applicarion Packet on your behalf 1o the
Deparment of Public Works (the Advisory Agency) for processing in Room 460. 875 StevensonSn'eet,Sanchxsco,

CA 94103,

mehﬂe,eompasonmﬁxenepmmofmﬂdm,lnspemantomqmsc (1) a Residsnrial Physical Inspection on
your building for any code violatians, and (2) 2 “3-R Report of Residential Record™ which lists 2ll the permits thar
have been issued in connection with your building. You will ill out a simple application and pay a fee. These reports

must be inchaded in your Application Packer.
*+ Early request for this inspection is recommended. If there are 2ny violations, it is not a prerequisite 1o have them
cmeacdbetm:hecandommmmapmbcmorded. )

** Note: Due w backlog i may take 5 xo4monﬂzstohavea}’hvsxcannspecuonreponzssuad bv DBLandmspecuon
request receipt is currently acceptad in lisu of the Inspection Report at initial applicadon submimal.
Inspection report must be submined before map recardation.

When these are done, you may get ready to prepare vour Application Packer which consists of two sets of forms - List
“A"™ for the Deparmment of Public Works and List “B” for the Department of City Planning. Some of the submitzal
items are: A five-vear rente! history of each umit; a brief account of the buildirg history: 2 statement on tepant CoRT2CS;
proposed sale price of each unir; 2 list conraining the names and spzrtment numbers of the t=pants and if more thar four
" units, 2 list of the names and addresses of the owness of the properties within a 500-foot redius from your propery
accompanied by stzmped 2nd addressed snvelopes for the Deparunent of City Placning to mail notice to them; Tenam

Intent to Purchzse Forms signed by ar I22s1 40% of vour tenants: St2tement of Repairs and Improvemeats.

If 2 public hearing is requirsd. either you or vour amtorney must be at the hzaring and be prepared 10 answer questions
Brine all docurnents, restirnonies and tenants sz.'pporting vour case. Be speciiic and honest.

When vour survevor or.eagineer is notiJed that the map or tentrive map has been 2pproved. he will finalize it by
making all necessary corractions. For vour part. pay 2ll vour tzx2s or liens which 2%e due and pavable. then aoply atthe
Conwoller's Office for 2 1ax certificats showing the amount of estimared taxes which zre due but not yet payzdle. For
the current tax liea which is ot vet dus or pavebis. vou can: (2) pay 2x in advance; or (b) 2o to vour bank fora
cashier's check (no personal checks) in the 2mount 2s shown oz said certificate; or (c) 2o o a2 bonding company for 2
subdivision tax boad for rwice the amount of ths esumated taxes” and submit the check or bond o the D2partment of

Public Works as 2 security guarantee to the Ciry that taxes will be paid when pavable.
]




proceed 10 correct the code violations. The simplest and bast way isto

While the Ciry is reviewing your application,
mgzg-ezﬁmedmmmdoﬂwwoﬂbyakhgmmqmypmi& When the work is complered, it must
ofBuﬂdingInspecﬁ’on);andwhcnthe-wotkisdonesaﬁs&mﬂy,

ber:ms:ecmdbytheCuyInspms (Deparunent
&Chymwmmmac@mofﬁnﬂcmkdm Yon must submit a copy to the Department of
PnbﬁcWorksbeﬁnﬂxegxapmbemﬁei
ndmhhmammwmﬁcmmgmmdmmfmyommdm The Soare law
ement documents consist of the following:

You may 1
requires that every condominitm must have an Association. The manag, 7
Covenants, Conditions and Restriction (CC and Rs); Bylaws of the Association; Articles, if incorporated; and Sales
Agreement and samiple Grant Deed. A copy of the CC and Rs must be submirted to the Ciry.

For

vaourcondaminiumbasfmn'arfcwernnits,irraquimtheaypmvalanlfyoftheDepamen:ofPubﬁc Works.
consisﬁngofmoremanfaurmhs,thc&udmapmns:beappmvedbyMoﬁcnofﬂchoardomeervisors,wﬁch

those
usnanyaddsamomhormaretothecunmsionpmcess.

Whmanmemquiremznszrcmct,thqummmaanbﬁc Works will send the Condominium Map to the Office of
the Recorder for recordation. The Department of Public Works will call vour title fnsurance company to issue a title
of the owners and rustees shown on the map must agree with the

emaranee as of the date of recordation. The names
' owners after the map has been signed, the names of the owners or
ing in additional cost and delay

in’mdaﬁonofﬂ:emap.
Parcondaminim;sai’mmﬂbznfowmis,subdﬂidamnstapp!yfara?’mzlSubdivisionPublichpmtﬁnmthe
CaﬁfomiaSmR:alEszmIkpzmmzbcfaremymhmbcphcedonthemz:kc:orbcsold!egn!]_v.
Sec. 1396 Anicle9oftthu_bdivisimnCodeofﬂ:eCiryandCoumyofSanchiscosetsanannmlﬁmiton.and
deﬁns,wegonies'ofbuﬂtﬁngnha:maybeconvmdmcondomininms.
(a)Btﬁldingca:sisﬁngoffowmmquzssinwﬁchaneofﬂ:eunishsbecnconﬁnnouslyocmpiedbyone
oftheapplfczntowne:sofrewrdfcnhnxympricrmthedazeofngiscaﬂmf_crﬁ:elopmyassdmdby
the Direcior. Lt o '

(b) Buildings consisting of six (6)
continuously occupied by the applicant owners of record

the Jowery as selected by the Director.

(c) Communiry 2parunents, s defined in Section 1508 of the Subdivision Code, which met the criteria for
communiry aparments as specified in s2id Section 1308 of the Code, and were approved as a subdivision by
the Deparmment of Public Works, on or before December 51, 1982, and where seventy-five percent (75%) of
the tmirs bave each been continuously occupisd by the zpplicant owners of record for three years prior 1o date
of regiswration for the lowery 2s selectad by the Director.

The condominium conversion process is regulazed by the California Stzr= Subdivision Map Act, the San Francisco
Subdivision Code, and Regulations. Tne informaztion which is of most concern to the property owners is in Article 9 of
the San Erencisco Subdivision Cods. which is readily available for refersnce in San Francisco Pubiic Libraries. Blazk
Condominium Conversion Application Packet and additional information are available in Room 460.

873 Stevenson Scest Professional practidoners may 2lso be consulzed for assistance.

unirs or Jess in which fifty percent (50%) of the unirs bave each been
for three vears prior to the date of registration for




ONDOMINIUM CONVERSION AND CREATION OF NEW

" PROCEDURES GOVERNING C

A Condominium whether conversion or new, falls within theamgmyofasnbdivisian;;sm&isgmedbyme
Subdivision Map Act of the State of California, the Subdivision Code of the City and County of San Francisco, and all

amendments thereto.
mﬁnmmmwmmwmmmmmmmwmnwwm k
knmmwofmmmmmwmmumgumdmmmm .
other real properties in the Ciry and County of San Francisco. They are within the realm of said Act and Code. T
Principally, there are two categories of condominium subdivision: -
(1) For projects consisting of four or fewer units, the filing of 2 parcel map is required;

(2) For a project consisting ofﬁvearmcuemizs,d:eﬁ!’mgofamﬁnﬁvemdaﬁnalmzp is required.

The major distinction is that the approval of a parcel map does not require action of the Board of Supervisars, whereas |
at:nmﬂyemzpnsuaﬂygoestbmugbtapnblic]hmingpmcedme,'zndtheﬁmlmapmustbczppmvedbyﬂmBoardof

Supervisors )
mmm@@mﬁmmm.gmmny@pymmmmm@mome

1. Inisial Submiccal: -

See Appendix “A” amched.

(Noz=: All Subdivision Maps must be prepared by a California Licensed Land Surveyor; or by 2 Registered Civil
Engineer Licensed before 1982.) . . - : _

II. Referral to other City agencies:
receives the complete initial submirtal package the Department will refer itto

When the Deparonent of Public Works

the Deparzment of City Planning at 1660 Mission Street, who will check for consistency with the General Plan and
other pertnent Planning Codes. ’ i

All projects must include a policy satement demonstrating consistency with the eicht priority policies of Section 101.1
of the San Francisco Planning Code, along with photographs of the subject property for review for general conformity
with the San Francisco General Plan. See Appendix E. : :

When required, referrals will be made to other City agencies for their cornments, recommendations 2nd information.

1I1. Approval, Conditional Approval or Disapproval of the Parcel or Tencative Map:

The Survevor or Enginser who prepared the map will be notified by Jemer of the 2pproval and conditions of such

approval or disapproval of the map.
Where 2 conversion involvas five or more units, the City Engineer mezy call 2 subdivision confersnce with the
subdivider or his agent prior to formally approving or conditionally approving the textative map.

Whers 2 condominium projest consists of 25 or more vnits, a public hearing may be rzquired and may bz held Jjointly
with the Deparoment of Cinv Planning.




- V. Last Submitcal of the M;

1. Uponmeadjusmgxtbythemne}mdmgheepcrthcinﬁa!(oraddiﬁm ifnmy}mk-npofﬁeptﬁminm
map‘ormivemzpﬁsafofpmposedpmlorﬁnalmapshaﬂbembmimedforzddiﬁamlcheddng. Hte
required adjustments are mincr, then the surveyor/enginesr can skip this step and procesd to step 2.

2. Snbﬁitmoam'fpi‘emsesofqaphmxla{baz:ingaﬂrequ&tdsignmaﬁdincwpbﬂﬁngaﬁwrm:ﬁons,

addirions or omissions as specified. Original sisnatures, stamps or seals must appear on s2id prints.

3. th:am&mﬁﬁﬂmojeﬁmﬁsfsoﬁwmmmiﬁ,mvdofﬁcﬁnﬂmapshanbcb}'legﬁaﬁm of the

Board of Supervisors before recordation.
4. The Subdivider must submit a curremt Tax Certificate issued by the San Francisco Controller's Office statine thar the

property is free of tax lien.

V. Actions Leading to Approval By the Board of Supervisors
TheBoardofSnpcrvisarslhola'shwing_v.ansubdivisionsmdotha'mmevayMonday,a:ceptwhmaMondavfalk
on a legal boliday. Generally speaking, it takes 2bout 4 to 5 weeks from the time a final map and required inclusions
are propetly submirted to the. ent of Public Works 1o the dme it is heard by the Board of Supervisors.

V1. Recordation

1. Conversions
NoP.arcclmzpo;ﬁndmapofamn&mhimcmmsimmaybcmordedmﬁl&esubdhﬁzhzsmbmimdacm
Physx'callns;‘:ecnon n:goxt:ﬁ'nmmebe.pmem_of Building Inspection demonstraring no violations of the Building and
ngsmgCoas. Buildings must also comply with Energy and Water Conservation Ordinances. If any such violarions
exist. they must be satisfactorily corrected. as evidenced byaCcrﬁﬁareofCompleﬁonissuedbyﬁchepammiiof

Buildhgh:specﬁon,beforetbemapcznberecor@ed.
2. New Copstruction
Noparcciarﬁnalma;rofanawconda:ninimn may be recorded unril 2 Cerdficare of Completion bas been issued by the

Deparunent of Building Inspection.
For new construction of condominium project. map recordation may take place befors the issuance of Cerdficate of
Final Completion or Certificate of Occupancy by the inclusion of cermain statements and general notes in the map.

3. Updating Title Guarantee
When a parcel or final map is ready for recordation, the ttle company will be requested to verify the property
ownership sBown on the mzp as of the dare of recordzation by issuirg 2n updated Tite Guarantes. )

4. Tax Certification
Se= Sscrion IV 4 earlizr. Also. subdivider sha!l requast 2 Tax Certificazz Jom the Conzollars Office w0 be forwardzd

directly 1o the Division of Subdivision 2nd Mzpping. Deparument of Public Works.




