
CONDOMINIUM CONVERSION 
SUBDIVISION APPLICATION 

Title 16, Chapter 16.32 

GLENDALE MUNICIPAL CODE 

. . ' 

MSB 101 633 E. Broadway (818) 548.3200 
' ' 

Tentative Tract No. ____________ Existing Zoning _____________ Date _____________ 

Address _________________________________ Zip Code ___________ 

Legal Description _______________________________________________ 

Total Area ______________ Square Feet ______________ Acres _____________ 

Number of Buildings ___________________________Number of Lots-----------~-

UnitTvne Number of Uni"IB Per Unit . Per Unit 
Floor Area in Sguare Feet Balconv/Patio Area in Square Feet 

Efficiency 

One-Bedroom 

Two-Bedroom 

Three-Bedroom 

More than 3-Bedroom 

Date of final construction _______________ Date prope11y was acquired by current owner ____________ 

Are there deed restrictions now in effect that regulate the use of the property? ___ Yes _ __ No (If"Yes'". attach copy of said restrictions.) 

Abutting Street Improvements: Roadway width _____________ ft.; Right-of-\vay width ______________ ft. 

On-:nreet Parking: Non~ permitted----------~ One side only ______~--- Both sides _________ 

PROPERTY OWNER(S) 

I am (We are) the owner\s) of the land shown on the accompanying map 
entitled Tentative Tract No. and hereby consent to the 
subdivision of this land. 

Signature ofRecord Owncr(s) ofSite 

Name (Print} 

Address 

LEGALLY AUTHORIZED REPRESENTATIVE 

Pursuant to Section 66452. l of the Government Code, I herebv verifv 
that 1am the legally authorized representative of the subdivider.and arrl 
empowered to act on behalf of the subdivider and property owner. 

Signature ofLegal Rcpresentatfre 

Name(Print) 

A<ldress 

City Zip Code 
City Zip Code 

Telephone 
Telephone 

SUBDIVIDER 

I declare under penalty of pe1jury that the foregoing is true and correct. 

Executed on 

At 

Signature ofSuhdfridcr 

Name (Printl 

Address 

City Zip Code 

Telephone 

REGISTERED ENGINEER OR LICENSED SURVEYOR 

Name(Print) 

Address 

City Zip Code 

Telephone 

Registration No. 

Attach additional· sheets as necessary for property owners· 
signatures. names and addresses. and verification that the 
legal representative is empowered to act on behalf of the 
property owner. 

NOTICE TO SUBDIVIDER: The Building Division, Fire Department and Zoning Division are all required to inspect the premises to be 
converted. You~ the applicant. are responsible to make arrangements ,vith those offices for access to the premises and payment of the inspection 
fees to the Permit Center on the date of subdivision application filing. Failure to pav said fee and solicit site inspections at that time shall cause 
f'he application to be rejected. ~ 
ATTENTION TO SUBDIVIDER: You and/or your representative are expected to attend all public hearings on your subdh·ison application 
TIME \VAIVER: Pursuant to Section 66452.1 of the California Government Code, I hereby ,vaivc the provision relating to time limitations 
for action on Tentative Tract applications. 

Signature of Legal Rcprescntatfrc 
DO NOT WRITE BELOW THIS LINE 

Filing Fee _________ Receipt No. __________ Received By _________ Date Recei\'ed ________ 

Inspection Fee Paid _________ 

INSTRUCTIONS ON REVERSE SIDE OF APPLICATION 
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TENTATIVE TRACT MAP REQUIREMENTS 

A. Each tentative map shall have a minimum dimension of not less tha.'l cight~n inches by twenty-six inches. The scale of the map shall be I::irge enough to show clearly 
all details thereof. but in no case is to be smaller than one inch equnls one hundred feet. 

B. The tento.tive mo.p shall show the following mo.tters: 

! . The tro.ct number ru: secured from the county engineer. 

2. The .lpproximate boundurit!S of the property subdivided and its relation to other recorded subdivisions or recognized property lines; 

3. Names and addresses of record owner and owners of property immediately abutting: 

-1.. Name and address of the subdiviW. 

5. Name and address and regisrr;;i.tion number, certificate. or other accepto.ble evidence of professionetl certification; 

6. Location. size and character of all existing public utility facilities in the proposed subdivision or adjacent thereto: 

7. The locations. existing or recommended names. ;:md widths of all existing or proposed streets and freeways in or adjacent to the subdivision and thdr approxin1.1te 
gmd~: 

0. The approximate width and location of all existing and proposed easemenrs. whether public or private. for streets. drainage. sewerage and public utilities: 

9. Approximate: radius of each curvi.:: 

10. Approximate lot layout and lot numbering. and approximate dimensions for each lot: 

11. Area of each lot in the tract and total urea of the subdivision: 

12. Approximate boundaries of areas subject to inundation. stom1water ovetflow. and the location. width. and direction of flow of all water sources: 

13. Existing use or uses of property and to scale. outline of any existing buildings not to be moved in the development of the subdivision and their relation to existing or 
propo:,;ed streets and lot lines: 

!4. Statemt:nr of present use zone and proposed ust: or usi::s of propeny: 

15. Proposed public are::,,s to bi;: d-xiicated: 

16. Location of .ill trees or stands or tree:,; over eight inches in diameter in the area. proposed for subdivision: 

17. Re:-erve strips. walls or other de\·ices for controlling access to adjacent propi.::ny: 

18. Date. nonh arrow and scale: 

19. The location of any areas designated for parks. schoois or other public use. (Ord. 5◊09 § 33 (part). 1993: prior code§ 2Sw96) 

MATERIALS TO BE SUBMITTED AT THE TIME OF APPLICATION FILING, 

l. A statement that the applicant is the owner or is legally empowered to act for the owner of the property for which the application is filed. and showing the names of 
all persons. fim1s. or corpor.uions whose consent is necessary to pass title to o.ll street und other easements shown on said map. 

2. Twem~ (20) condominium cnversion subdivision applications /Page 1 onlyJ. 

3. Twenty 1201 tentative traCt maps. (with one colored copy: Bro,vn = Buildings Green =Landscape Gr-.a.y =Hard.scape). 

4. One I 1 l transparency of the tecntative n-:ict map. 

5. Fony (40) Swl/:2 inch by J!winch location maps at a scale of 1·· = 200' with the subdivision site crosswhutched. the truer number indicated. and a 300wfoot radius dr::i.wn 
from thl! project site·s perimeter. • Municipal section sheets available in Room 204 of rhe Municipul Services Building are to be utilized for this purposi::. 

6. Two i 2 l typed or printed lists giving the name and address and unit of each present tenant of the project. the identification of each vacant unit. and the current monthly 
rental chargi;;: for t:ach unit. 

7. T\\'o 12 l typed or printed lists lone on gummed labels: one copy) giving the names and addresses of recorded owners of property within three hundred (300) feet of the 
proji.:ct site's periphery. Provide affidavit signt:d by person prepxring this infommtion. 

S. Fi\ e i 5J plot plans of :1ppropriate size and scale identifying the location o.nd sizes of all structures. the parking layout. and access areas. One ( I J copy of said plot plan 
sh:.tll be colored as follows: Brown= Buildings Green= Landscape Gray= Parking spaces and access ways 
The tmcr number shall be displayed in numerals being a minimum height of 3/4-inch. 

9. A minimum of two (2) photographs of the site (4'" by 6" 35mm. coior prints or color digital photographs mounted on Swl/2·· by 11" paper.) 

!O. Five (5 J plans showing how the following minimum parking standards are met by the project. or if they are presently not met. plans showing how they will be met: 

a. Parking shall comply wi:h Codes a.pplicabk at time of construction provided that at least one (1,l covered. a.ccessibie parking space is provided for each 
dwelling unit in any building in the R+ zone subject to construction plan check prior to December 14. 1973. or any building in an R2. R3. R4L or a C zone 
subject to plan cht!Ck prior to October 25. 197-+. For any building in the R3R zone subject to construction plan check prior to Di::cember 14. 1973, covered 
residem purking and covered or open guest parking shall comply with Codes applicabk at thi:: time of construction provided that at k;;ist one (J l covered. 
accessible parking space i:,; provid-xi for each dwelling unit. 

b. For any building in R4 zone subject to construction pl:1n check on or afa.::r December 14. 1973. and prior to January 19. 1979. and for any building in the 
R2. R3. R4L or a C zone subject to plan check on or after Octobt!r 25. 1974. and prior to fanuo.ry l 9.1979. covered and accessible parking shall be provided 
as follows: 1.5 spaces for 0...11 efficiency or one~bedroom unit: 1.75 spaces for a rwowbedroom unit. and 2.0 spaces for units with three or more bedrooms. 
For any building in the R3R zone subject to construction plan check on or after December 14. 1973. and prior to January 19. 1979. covered resident prrrking 
and covered or open guest parking shall comply with Codes applico.ble at the: time of constr..1ction provided that the minimum covered and o.ccessible parking 

ratios specified herein above for the other zoning districts is observed. 

c. For any building in any zone subject to construction plan check on or after January 19. 1979. a covered and accessible parking ratio of 2.0 spaces per dwelling 
unit shall be provided. In addition. any building in th-: .R3R zone shall havt! covi.:red or open. accessible guest parking pursllant to Codes applicable at the time 
of construction. 

11. Five (5) plans showing how the following minimum sound attenuation standards are met by the project. or if they are not presently met. plans showing how they will 
be met: existing flooMo•ceiling a,.-_semblies betwt:en separate units shall meet a Sound Transmission Class of 50 and shall be certified by the Superintendent of Building 
in the building inspection repon: or wall•W•wall carpeting shall be provided in all rooms of dwelling units with the exception of bathroom. kitchen. and private open spuce 
area.~. 

12. Fi\·e 15 l plans showing how the following minimum private storage space standards arc met by thi;. project. or if they are not pr~ently met. plans showing how they 
will bl! met: each dwelling unit shall be provided with a minimum of ::-ixty (60) cubic fee: of enclosed sto~ge space outside the dwelling unit. 
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CONDOMINIUM CONVERSION SUBDIVISION APPLICATION 

Title 16, Chapter 16.32 • GLENDALE MUNICIPAL CODE 

13. Five (.5) plans showing how the following minimum fire detection stand~d::- are met by the project. or if they are not presently met. plans showing how they will be 

met: early wonting smoke detection systems in the living quo.rters and fire protection appurtennnces as required by current State and local law shall be required for all 

condominium conversion subdivisions. 

14. Five (5) schedules of proposed improvements which shall be made to the project. Said schedule shall include compliance with the minimum standards for conversion 

(Nos. 9 through 13 above) if said standards a.re not already met. 

1.5. At least sixtv (60) davs prior to submittal of the tentative tract maps. applications. and other attachments specified herein. the property owner or subdivider sho.11 

send a letter to each and every tenant in the building to be converted which letter shall advise the following and shall be signed by the ov.ner or subdl\·ider: 

"The owner(s) of this build;ng: at ______________________.. plans to file a tentntive map with the City of Glendale ro convert the premises 

from rental occupancy to condominium owner occupancy. Pursuant to the requirements of the Government Code of the State of California. the City of Glendale will 

give you, written notifico.tion of the dates and times of public hearings to be held on this application and you lpve the right to appear and be heard at any such hearings. 

If the City authorizes the conversion. I (we) will provide to you the following rights in a timely fashion in accordance with Municipal and State l::nvs: 

a. Each tenunt will be given a minimum of one hundred and eighty ( l 80) do.ys written notice of the intention to convert prior to temiino.tio~ of ten:mcy due to 

the conversion to condominium. 

b. E::i.ch teno.nt will be given~ exclusive right to contr:lct for the purcho..<se of his/her respective dwelling unit upon the same tern'IS o.nd condition:; tho.t si.lch 

unit will be initi::llly offered to the general public or tenns more favoro.ble to the tenant. o.nd so.id exclusive right shrtll run for a period of not less than ninety 

(901 do.ys from the d.1.te of issuance of the subdivison public report by t11e Depmment of Real E,.;;tute. unless the tenant gives prior written notice of his/her 

intention not to exercise the right. 

c. Eo.ch ten:::int will be given written notice within ten (10) do.ys of filing an application for a subdivision public report with the Dep::utment of Real Estate and 

upon issuo.nce of such report. it will be mo.de o.vailo.ble to any tenant upon request. 

d. Each teno.nt \vill be given "vritten notification within ten { 10) days of approval of the final tract map for the conversion to condominium. 

e. Unless tenants were given "vritten notice of the intention to convert to condominium by the owner or owner's agent ut the time the tenants signed rental or 

lea.,;;~ .1.greements. the teno.nts sho.11 b':! compensated for reloco.tion expenses o.s follows: actual cost of reloco.tion not to exceed five hundred dollars i$500l 

per residential unit to be paid at the time the notice of tennination (eviction\ is presented (if prior to the submino.1 of the final tract ~litp l: if temilnation of 

residency has not been noticed. and the relocation fee not po.id prior to filing of the final map. the owner shall enter into a written agreement with each 

ten::tnt to provide actual cost of relocation not to exceed five hundred dollars ($500) to said tenant at the time the notice of termination (eviction l is served. 

No units mo.y be sold in this building unless the conversion is approved by the City of Glendale and until afte~ the final tract map is recorded and a subdivision public 

report ha.<: been issued by the Dep::utment ofReai Estate." 

Commencing o.t o. date not less than sixty (60) do.ys prior to submittal of the tentative tmct 1110.ps. npplications o.nd other attachments specified herein. the property owner 

or subdivider shall give the same notific::nion outlined above. excepting therefrom po.ro.grnph "e•·. to eo.ch person applying o.fter such do.re for rental of a unit in the subject 

property immediately prior to the o.cceptance of any rent or deposit from the prospective tenant and prior to so.id prospective tenant's affinnation of a rento.1 or Ieo.se 

agrttment. Failure to give the required notice to each prospective teno.nt who becomes a tenant and who wus entitled to such notice o.nd who doe.,;; not purchase his/her 

dwelling t1nit. shall obligate the owner ro subdivider to compensate the tenants for relocation expenses as outlined in paro.gro.ph "e.. hertin and for the first momh·s rent 

on the teno.nt's new rental unit. if o.ny. immediately o.fter moving from the subject property. but not to exceed five hundred dollurs ($500). 

The letter to the tenant:,; may include other.text. however. the language specified herein shall not be altered. As it rel;:,tes to so.id letter. the following mote1io.ls shull be 

submitted o.t the time oftentati\'e tro.ct filing: 

r:.. A duly signed o.nd noturized written sto.tement by the owner to subdivider that the required letter has been sent to all tenants and .ils0 certifying tho.t the 

same notification \vill be given to all future tenants. 

b. A true copy of the letter sent to -all tenants. 

c. A tnte copy of Posto.1 Service Form No. 3Si7 "Accept::tnce of Registered. Insured. C.O.D. and Ce11ified Mui!." gidng the no.me ::tnd address of eo.ch and 

every ten::tnt to whom said letter was sent. 

In the co.se of ::in~ unit tho.tis \'acant commencing at o. do.te not less than sixty <60) do.ys prior to tento.tive tract filing or that subsequently vo.co.ted. if the unit is remed o.t 

any time prior to City Council considero.tion oft_he final n-act mo.p. the tenant shall be given the required notification o.s herein set forth and the materia]s·required in items 

"o." through "c·· above shall be immediately filed with the planning Division, 
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CONDOMINIUM CONVERSION SUBDIVISION APPLICATION 

Title 16, Chapter 16.32 • GLENDALE MUNICIPAL CODE 

!7. Concurrentlv with the tenant letter required in No. 16 herein. the propeny owner or subdivider shall send o. building condition questionnaire to each and every tenant 
in the building robe converted. which questionnaire shall specifically. state the following: 

"Tmct NO. _____ Address ______________________ Unit No. _________ 
Condominium Conven-ion Unit Condition Survey 

The City of Glendn.le requests your aid in a survey of the condition of the interior of the dwelling unit you occupy for any violation of the Building Code under 
which th;;:, building was constructed. or for any violation of the Glendale Housing Codi;;. The following questions are a general outline of areos to be checked: 

1. Are there any malfunctions of the plumbing system? (If yes. please explain.) 

2. Are there any malfunctions of the electrical system? (If yes, please explain.} 

3. Are there .:my ni:i.lfunctions of the heuting or cooling systems? tlf yes. plea.-.e explain.) 

-+. Are interior wul.ls d::unaged? (If yes. pleo.se explain.) 

5. Is your dwelling unit carpi;:ted? Yes___ No 

6. Does your dwelling unit have a smoke detector? Yes No 

7. Does your dwelling unit have .:my missing window screens? Yes___ No 

8. Ari::: thi:::re any deficiencies to the apartment building or apartment complex as a whole'? (Please explain) 

9. Other comments regarding building condition: 

Thank you for your cooperation. 

Pkase mail this questionnaire in the attached. o.ddres:.ed and stamped envdope to the Building Section 

Along with the above questionnaire each .:ind ewry ten.mt shall be given a stamped .:ind addressed envelope for return mail purposes. The envelope.­
shalt be uddressed to: Building Section. 633 Eo.st Broadway. Room JOO. Glendale. CA 912.06. 

As it relates to the said questionnaire and stamped. address..:d envelope. the following materials shall be submitted at the time oftento.tive truer filing: 

a. A duly signed- o.nd notarized written srn.tement by the owner or subdivider certifying that the required questionnaire .:ind return envelope huve 
been St!nt to all knunts. 

h. A true copy of the questionnaire .ind return envelope sent to all tenants. 

c. :.. true copy of Postal Service Fom1 No. 3877 "Accl:!ptunce of Registered. Insured. C.O.D. and Certified Mail". giving the name .:ind address of 
t!:lch und e\'t!l)' tenant to whom said questionnaire and return envelope was sent. 

l8. One ( ! ) copy of o. complt:te title repon encompussing. all property within the subdivision o.nd including map exhibits identifying the property described therein. The 
titlt: report sho.11 be dated so as not to be more tho.n 30 days old from the dme of the submittal oftht! Tentative m.i.p. Note: o.11 e.1:,ements of record enumerated in tht! title 
report shall he shown on the tentative n·act map. 

19. A l.:md use map o.t a scale of J" = 100· which identifies the spt!cific !.:ind use:- within 300 feet of the proposed project sire. Municipal section sheets uvailo.ble in Room 
2()..j. of the l'vlunicipal Services Building are to be urilized for this purpose. The tract number shul.l be displayed in numerals being a minimum height of 3/4-inch. Eo.ch 
lot shall be colored to indicati::: the usuge of the po.reel (see next page for col.or iist). 
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CONDOMINIUM CONVERSION SUBDIVISION APPLICATION 

Title 16, Chapter 16.32 • GLENDALE MUNICIPAL CODE 

COLORLIST 

Use Pri,;;m::icolor No. Color 

One house on one lot 915 Yellow 
Two houses or a duplex on one lot 918 Orange 
Three houses. a house and a duplex, or a triplex on one tot 943 Light Brown 
Four or more dwelling units on a lot • 946 Dork Brown 
Commercial retail or services • 929 Pink 
Wholesaling 924 Red 
Light industry 934 L::ivender 
Heavy industry 932 Purple 
Public property 902 Royal Blue 
Qu~i•public property 919 Light Blue 
Pm-ks and recreo.tion 913 Light Green• Yellow 
Conservation 910 Light Green•Blue 
P::irking 967 Gray 

Within each lot. each structure shall be identified with the following symbols and designations in block ink: 

Structure Type Svmbol Additional Notations 

Single f:::imily dwelling •Duplex CD 
Triplex (i) 
Multi•fam.ily housing EB Indicate number of units adjacent to symbol 
Commercial or wholesale A,. Indicate use adjacent to symbol 
Industry 11111 Indicate use adjacent to sym_bol 
School 
Church -.. 
Building under construction UC Also indico.te structural symbol 

20. A zoning mo.pat n scale of 1·· = 100· which identifies the specific zone boundary lines :10d zone designations within 500· of the proposed project site. The tmct number 
shall be displayed in numer.ils being a minimum height of 3/4 inch. 

21. The subdivider shall submit two (2) copies of those portions of the Declamtion of restrictions proposed to be recorded as required by state law. together with any 
and all documents required and relating to the items regulated by Title 16 of the Glendo.ie Municipal Code. Once the Declo.ro.ton i::; accepted in final form by the Planning 
Director. none of the portions of the Decbration shall be amended. modified. or ch..'tnged without first obtaining the \Vritten consent of the Planning Director and all of 
which shall contain. at the end of each such provision. a statelUent to that effect. The covenants. conditions and restrictions shall also include: 

Dedaration of project elements and covenants~ Conditions and restrictions 

A. General: To achieve the purpose of this chapter. the subdivider shall include a copy of those portions of the declarations of restrictions proposed to be recorded as 
required by stote low. together with any o.nd o.11 documents required and relating to the items regulated by this section and all proposo.ls for condominium subdivison made 
pursuant to the provisions of this section. Once the declaration is accepted in fin.ii fom1 by the director of plnnning, none of the portions of the declaration shall be amended. 
modified or changed without first obtaining the written consent of the director of planning and all of which shall contain. at the end of each such provision. a statement 
to that effect. 

B. Maintenance of Impact Insulation Class. The Impact Insulo.tion Cl::i.-"s (TIC) roting of all separating floor/ceiling assemblies. a.<: required by Section 16.32.060B. shall 
be described in the declaration. Where the minimum TIC rating is obtained through the use of floor covering{sJ. the declaration shall provide that such coYering shall not 
be removed for any purpose except_ cleaning or replacement o.nd further provide that o.ny replo.cement covering(sJ shall furnish the same or a greater degree of impact 
insulation as that originally installed. ;Prior code§ 28~ 1106J 

Assignment or convev:mce of private stora~e areas and parkin~ 

A. Assignment or Conveyance of Private Storage Areas. Air space of private srorage areas including but not livited to the private storage spac·! required by Section 
16.32.060C shall be described and conveyed \vith each unit as either exclusive easements apurtenant thereto or as component elements of units there0f. 

B. Assignment or Conveyance of Off~Street Pnrking Spaces. Required off~srreet parking spaces shall be conveyed with each unit as either exclusive easements appurtenant 
thereto or a.<: component elements of units thereof. All parking spaces shall be used solely by unit owners. members of their families. their guests or lessee~ of the O\Vner's 
unit. A unit occupant within the condominium project may rent one space toanother unit occupant or to the condominium ::issocbtion. proYided that a minimum of one 
space is reto.ined for use in conjunction \vith the re::;idential unit. (Ord. 5046 § 17. l 993: prior code § 1107) 

22. Owner Affidavit 

23. Conflict of interest statement 

24. Filing Fee: _____________ 

25. Inspection Fee: ___________ 
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