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DATE: June 21, 2016

TO: Jess Zeng, SIA Consulting

FROM: Joshua Switzky, Planning Department

RE: PPA Case No. 2016-003994PPA for 55 Belcher Street

Please find the attached Preliminary Project Assessment (PPA) for the address listed

above. You may contact the staff contact, Jeremy Shaw, at (415) 575-9135 or

ieremv.shaw@sfgov.org, to answer .any questions you may have, or to schedule a

follow-up meeting.
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Preliminary Project Assessment 

 
Date: 6/21/2016 
Case No.: 2016-003994PPA 
Project Address: 55 Belcher Street 
Block/Lot: 3537/098, 099, 100 
Zoning: RTO – Residential Transit Oriented District 
 40-X 
Area Plan: Market/Octavia Area Plan 
Project Sponsor: Jess Zeng 
 SIA Consulting 
 (415) 922-0200 
Staff Contact: Jeremy Shaw – 415-575-9135 
 jeremy.shaw@sfgov.org 
 

DISCLAIMERS:  
This Preliminary Project Assessment (PPA) letter provides feedback to the project sponsor from the 
Planning Department regarding the proposed project described in the PPA application submitted on 
March 23, 2016, as summarized below. This PPA letter identifies Planning Department review 
requirements for the proposed project, including those related to environmental review, approvals, 
neighborhood notification and public outreach, the Planning Code, project design, and other general 
issues of concern for the project. Please be advised that the PPA application does not constitute an 
application for development with the Planning Department. The PPA letter also does not represent a 
complete review of the proposed project, does not grant a project approval of any kind, and does not in 
any way supersede any required Planning Department approvals listed below.  

The Planning Department may provide additional comments regarding the proposed project once the 
required applications listed below are submitted. While some approvals are granted by the Planning 
Department, some are at the discretion of other bodies, such as the Planning Commission or Historic 
Preservation Commission. Additionally, it is likely that the project will require approvals from other City 
agencies such as the Department of Building Inspection, Public Works, the Municipal Transportation 
Agency, Department of Public Health, San Francisco Public Utilities Commission, and others. The 
information included herein is based on the PPA application and plans, the Planning Code, General Plan, 
Planning Department policies, and local/state/federal regulations as of the date of this document, all of 
which are subject to change.  

mailto:jeremy.shaw@sfgov.org
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PROJECT DESCRIPTION:  
The proposal would merge three lots and construct a 4-story building with 25 residential units, 
comprising 4 studio units, 6 one-bedroom units, 15 two-bedroom units and a 3,550 square-foot shared 
open space on the roof. 12 vehicle parking spaces and 28 bicycle parking spaces would be included on the 
ground floor. The project would remove an existing curb cut and add one, ten-foot curb cut at the garage 
entry. 

ENVIRONMENTAL REVIEW:  

Community Plan Exemption 
Section 15183 of the California Environmental Quality Act (CEQA) Guidelines states that projects that are 
consistent with the development density established by a community plan for which an environmental 
impact report (EIR) was certified do not require additional environmental review, except as necessary to 
determine the presence of project-specific significant effects not identified in the programmatic plan area 
EIR. 

As discussed above, the proposed project is located within the Market and Octavia Area Plan, which was 
evaluated in the Market and Octavia PEIR, which was certified in 2007. If the proposed project is consistent 
with the development density identified in the area plan, it would be eligible for a community plan 
exemption (CPE). Please note that a CPE is a type of exemption from environmental review, and cannot 
be modified to reflect changes to a project after approval. Proposed increases beyond the CPE project 
description in project size or intensity after project approval will require reconsideration of 
environmental impacts and issuance of a new CEQA determination.  

Within the CPE process, there can be three different outcomes as follows: 

1. CPE Only. All potentially significant project-specific and cumulatively considerable environmental 
impacts are fully consistent with significant impacts identified in the Market and Octavia PEIR, and 
there would be no new "peculiar" significant impacts unique to the proposed project. In these 
situations, all pertinent mitigation measures and CEQA findings from the Market and Octavia PEIR are 
applied to the proposed project, and a CPE checklist and certificate is prepared. With this outcome, 
the applicable fees are: (a) the CPE determination fee (currently $14,017) and (b) the CPE certificate 
fee (currently $7,779).  

2. Mitigated Negative Declaration. If new site- or project-specific significant impacts are identified for 
the proposed project that were not identified in the Market and Octavia PEIR, and if these new 
significant impacts can be mitigated to a less-than-significant level, then a focused mitigated negative 
declaration is prepared to address these impacts, and a supporting CPE checklist is prepared to 
address all other impacts that were encompassed by the Market and Octavia PEIR, with all pertinent 
mitigation measures and CEQA findings from the Market and Octavia PEIR also applied to the 
proposed project. With this outcome, the applicable fees are: (a) the CPE determination fee (currently 
$14,017) and (b) the standard environmental evaluation fee (which is based on construction value). 
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3. Focused EIR. If any new site- or project-specific significant impacts cannot be mitigated to a less-
than-significant level, then a focused EIR is prepared to address these impacts, and a supporting CPE 
checklist is prepared to address all other impacts that were encompassed by the Market and Octavia 
PEIR, with all pertinent mitigation measures and CEQA findings from the Market and Octavia PEIR 
also applied to the proposed project. With this outcome, the applicable fees are: (a) the CPE 
determination fee (currently $14,017); (b) the standard environmental evaluation fee (which is based 
on construction value); and (c) one-half of the standard EIR fee (which is also based on construction 
value). An EIR must be prepared by an environmental consultant from the Planning Department’s 
environmental consultant pool (http://www.sfplanning.org/ftp/files/MEA/Environmental_ 
consultant_pool.pdf). The Planning Department will provide more detail to the project sponsor 
regarding the EIR process should this level of environmental review be required. 

Formal environmental review begins with Planning Department review of the Environmental Evaluation 
Application (EEA) filed by the project sponsor. The EEA can be submitted at the same time as the PPA 
application or subsequent to issuance of the PPA letter.  

The environmental review may be done in conjunction with the required approvals listed below, but 
must be completed before any project approval may be granted. Note that until an entitlement 
application is submitted to the Current Planning Division, only the proposed Project Description will 
be reviewed by the assigned Environmental Coordinator. EEAs are available in the Planning 
Department lobby at 1650 Mission Street, Suite 400, at the Planning Information Center at 1660 Mission 
Street, and online at www.sfplanning.org under the “Publications” tab. See “Environmental 
Applications” on page 2 of the current Fee Schedule for a calculation of environmental application fees.1  

A detailed and accurate description of the proposed project is essential for adequate environmental 
review. Please update the EEA project description as necessary to reflect feedback provided in this PPA 
letter, and include any additional documents requested herein. Furthermore, include the following 
information regarding the proposed project: clarify/label transformer vault location, passenger and 
freight loading, sidewalk width, existing and proposed curb cuts (including length); whether pile driving 
or other particularly noisy construction methods are required; and proposed stationary sources of air 
contaminants (e.g., diesel generators or boilers). If you have already filed your EEA, you may provide the 
required information and documents as supplements to your application. 

Below is a list of topic areas addressed through the environmental review process. Some of these would 
require additional study based on the preliminary review of the project as it is proposed in the PPA 
application.  

1. Historic Resources. The subject property is a vacant lot. The property is located within the Market & 
Octavia Historic Resources Survey Area2 and was found not to be located within a historic district. 
Therefore, the property is not subject to review by the Planning Department’s Historic Preservation 
staff and no additional analysis of historic architectural resources is required. 

                                                           
1 San Francisco Planning Department. Schedule for Application Fees. Available online at:  
http://www.sf-planning.org/Modules/ShowDocument.aspx?documentid=513. 
2 This document is available at http://208.121.200.84/ftp/files/Citywide/Market_Octavia/MO_Survey_Report.pdf 

http://www.sfplanning.org/ftp/files/MEA/Environmental_consultant_pool.pdf
http://www.sfplanning.org/ftp/files/MEA/Environmental_consultant_pool.pdf
http://www.sfplanning.org/
http://www.sf-planning.org/Modules/ShowDocument.aspx?documentid=513
http://208.121.200.84/ftp/files/Citywide/Market_Octavia/MO_Survey_Report.pdf
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2. Archeological Resources. Project implementation would entail soil‐disturbing activities associated 
with building construction, and may include excavation. The proposed project may be subject to 
Market and Octavia PEIR Mitigation Measure C2 General Soils Disturbing Activities, which applies to 
any project involving any soils‐disturbing activities including excavation, installation of foundations, 
or utilities or soils remediation beyond a depth of four feet and located within those properties for 
which no archaeological assessment report has been prepared. Pursuant to Mitigation Measure C2 
the proposed project will require Preliminary Archeological Review (PAR) by a Planning Department 
archeologist. To aid this review the Planning Department archeologist may request a Preliminary 
Archeological Sensitivity Assessment (PASS) by a Department Qualified Archeological Consultant, 
subject to the review and approval by the Planning Department archeologist. The Planning 
Department archeologist will provide three names from the Qualified Archeological Consultant list if 
the PASS is required. The PAR will assess the archeological sensitivity of the project site based on in-
house source material and will consider the potential for archeological impacts resulting from 
proposed soils disturbance. Provide detailed information, including sections, proposed soils-
disturbing activities, such as grading, excavation, installation of foundations, soils improvement, and 
site remediation in the EEA, and submit any available geotechnical/soils or Phase II hazardous 
materials reports prepared for the project to assist in this review. If the Planning Department 
archeologist determines that the project has a potential to adversely affect archeological resources, the 
PAR will identify additional measures needed to address the potential effect. These measures may 
include preparation of an archeological research design and treatment plan, implementation of 
project mitigation measures (such as archeological testing, monitoring, or accidental discovery), or 
other appropriate measures. 

3. Transportation. Based on the PPA submittal, a transportation impact study is not anticipated; an 
official determination will be made subsequent to submittal of the EEA. In order to facilitate that 
determination, Planning Department staff requires that the plans display existing curb cut 
dimensions and stacker specifications (length, depth, width). 

Transportation Demand Management Program 

On April 28, 2016, the Planning Commission adopted a resolution to initiate Planning Code 
amendments that would require development projects to comply with a proposed Travel Demand 
Management (TDM) Program. The intent of the proposed TDM Program is to reduce vehicle miles 
traveled and to make it easier for people to get around by sustainable travel modes such as transit, 
walking, and biking.3  

Under the proposed TDM Program, land uses are grouped into four categories, A through D. For 
each land use category that is subject to the TDM Program, the City would set a target based on the 
number of accessory vehicle parking spaces that the project intends to provide for that land use 
category. To meet each target, the project sponsor must select TDM measures—each worth a specified 
number of points—from a menu of options. In general, if a project sponsor proposes more parking, 
the target for that land use category—and thus, the number of TDM measures that the sponsor must 

                                                           
3 More information about the Planning Department’s TDM Program is available at: http://sf-planning.org/shift-encourage-
sustainable-travel 
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implement to meet it—would increase. Some of the TDM measures included in the menu are already 
required by the Planning Code. Points earned from implementing these measures would be applied 
towards achieving a project’s target(s). Project sponsors would be required to implement and 
maintain TDM measures for the life of the project.  

The proposed project includes 25 dwelling units, and thus would be subject to the proposed TDM 
Program. Based on the proposed 12 parking spaces associated with the residential uses, the project 
would be required to meet or exceed a target of 14 points for land use category C.  

The Planning Code would currently require the project, as described in the PPA, to provide the 
following TDM measures:  

• Bicycle Parking (Planning Code Section 155.2; TDM Menu ACTIVE-2 – option a) 
• Transportation demand management programs (Planning Code Section 163; TDM Menu INFO-3) 
• Parking unbundling (Planning Code Section 167; TDM Menu PKG-1) 

The project may be required to select and incorporate additional TDM measures to meet the targets 
listed above. A full list of the TDM measures included in the menu of options is available on this 
website. 

4. Noise. Construction noise would be subject to the San Francisco Noise Ordinance (Article 29 of the 
San Francisco Police Code), which includes restrictions on noise levels of construction equipment and 
hours of construction. If pile driving is to be used during the construction, measures to reduce 
construction noise may be required as part of the proposed project. The EEA application should 
indicate whether pile driving or other particularly noisy construction methods are required. 

5. Air Quality. The proposed 25 dwelling units do not exceed the Bay Area Air Quality Management 
District’s (BAAQMD) construction screening levels for criteria air pollutants.4 However, should 
project result in a substantial amount of excavation, an analysis of the project’s criteria air pollutant 
emissions would likely be required. Detailed information related to construction equipment, phasing 
and duration of each phase (including demolition), and cubic yards of both exiting building material 
to be demolished and sub-surface material to be excavated for the proposed garage and foundation 
shall be provided as part of the EEA. 

In addition, project-related demolition, excavation, grading and other construction activities may 
cause wind-blown dust that could contribute particulate matter into the local atmosphere. To reduce 
construction dust impacts, the proposed project will be required to adhere to the dust control 
requirements set forth in the Construction Dust Ordinance contained in San Francisco Health Code 
Article 22B and San Francisco Building Code Section 106.A.3.2.6. The proposed project is also 
required to prepare a Construction Dust Control Plan for review and approval by DPH. 

The project site is not located within an Air Pollutant Exposure Zone, as mapped and defined by 
Health Code, Article 38. The Air Pollutant Exposure Zone identifies areas with poor air quality based 

                                                           
4  BAAQMD, CEQA Air Quality Guidelines, May 2011, Chapter 3. 

http://library.amlegal.com/nxt/gateway.dll/California/planning/article15off-streetparkingandloading?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_155.2
http://library.amlegal.com/nxt/gateway.dll/California/planning/article15off-streetparkingandloading?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_163
http://library.amlegal.com/nxt/gateway.dll/California/planning/article15off-streetparkingandloading?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_167
http://sf-planning.org/shift-encourage-sustainable-travel
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on modeling of air pollution, exposures, and health vulnerability from mobile, stationary, and area 
source emissions within San Francisco. Given that the project site is not within an Air Pollutant 
Exposure Zone, additional measures or analysis related to local health risks are not likely to be 
required. However, if the project would generate new sources of toxic air contaminants including, 
but not limited to: diesel generators or boilers, or any other stationary sources, the project would 
result in toxic air contaminants that may affect both on-site and off-site sensitive receptors. Please 
provide detailed information related to any proposed stationary sources with the EEA.  

In addition, equipment exhaust measures during construction, such as those listed in Market and 
Octavia PEIR Mitigation Measure E2 Construction Mitigation Measure for Short-Term Exhaust 
Emissions may be required.   

6. Greenhouse Gases. The City and County of San Francisco’s Strategies to Address Greenhouse Gas 
Emissions presents a comprehensive assessment of policies, programs, and ordinances that represents 
San Francisco’s Qualified Greenhouse Gas (GHG) Reduction Strategy. Projects that are consistent 
with San Francisco’s Qualified GHG Reduction Strategy would result in less-than-significant impacts 
from GHG emissions. In order to facilitate a determination of compliance with San Francisco’s 
Qualified GHG Reduction Strategy, the Planning Department has prepared a Greenhouse Gas 
Analysis Compliance Checklist.5 The project sponsor is required to submit the completed table 
regarding project compliance with the identified regulations and provide project-level details in the 
discussion column. This information will be reviewed by the environmental planner during the 
environmental review process to determine if the project would comply with San Francisco’s 
Greenhouse Gas Reduction Strategy. Projects that do not comply with an ordinance or regulation 
may be determined to be inconsistent with the Greenhouse Gas Reduction Strategy. 

7. Wind. The proposed project would not involve construction of a building over 80 feet in height. 
Therefore, a consultant-prepared wind analysis is not required. However, the proposed project 
would be subject to Market and Octavia PEIR Mitigation Measure B2 All New Construction, which 
applies to all new construction and requires shaping or using wind baffling measures such that the 
development does not cause year-round ground-level wind currents to exceed more than 10 percent 
of the time, between 7am and 6pm, the comfort levels of 7 or 11 miles per hour equivalent wind 
speeds in public seating or pedestrian use areas, respectively. 

8. Shadow. The proposed project would not result in construction of a building greater than 40 feet in 
height. However, various rooftop appurtenances would extend above 40 feet in height. A preliminary 
shadow fan analysis prepared by Planning Department staff indicates that the proposed project 
would not cast shadows on any San Francisco Recreation and Park Commission property subject to 
Planning Code Section 295, or other non-San Francisco Recreation and Park Commission outdoor 
recreational facilities (see attached). Therefore, a detailed shadow study is not required.  

                                                           
5  Refer to http://sf-planning.org/index.aspx?page=1886 for latest “Greenhouse Gas Compliance Checklist for Private 
Development Projects.” 

http://sf-planning.org/index.aspx?page=1886
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9. Geology. The project site is located within a Seismic Hazard Zone (Liquefaction). Any new 
construction on the site is therefore subject to a mandatory Interdepartmental Project Review.6 A 
geotechnical study prepared by a qualified consultant must be submitted with the EEA. The study 
should address whether the site is subject to liquefaction, and should provide recommendations for 
any geotechnical concerns identified in the study. In general, compliance with the building codes 
would avoid the potential for significant impacts related to structural damage, ground subsidence, 
liquefaction, landslides, and surface settlement. To assist Planning Department staff in determining 
whether the project would result in environmental impacts related to geological hazards, it is 
required that you provide a copy of the geotechnical information with boring logs for the proposed 
project. This study will also help inform the Planning Department Archeologist of the project site’s 
subsurface geological conditions. 

10. Hazardous Materials. The proposed project may result in more than 50 cubic yards of excavation and 
is located in an area designated as being in the Maher Zone.  Therefore, the project is  subject to 
Article 22A of the Health Code, also known as the Maher Ordinance. The Maher Ordinance, which is 
administered and overseen by the Department of Public Health (DPH), requires the project sponsor 
to retain the services of a qualified professional to prepare a Phase I Environmental Site Assessment 
(ESA) that meets the requirements of Health Code Section 22.A.6. The Phase I ESA would determine 
the potential for site contamination and level of exposure risk associated with the project. Based on 
that information, soil and/or groundwater sampling and analysis, as well as remediation of any site 
contamination, may be required. These steps are required to be completed prior to the issuance of 
any building permit.  

DPH requires that projects subject to the Maher Ordinance complete a Maher Application, available 
at: http://www.sfdph.org/dph/EH/HazWaste/hazWasteSiteMitigation.asp. Fees for DPH review and 
oversight of projects subject to the ordinance would apply. Please refer to DPH’s fee schedule, 
available at: http://www.sfdph.org/dph/EH/Fees.asp#haz. Please provide a copy of the submitted 
Maher Application and Phase I ESA with the EEA.  

Additionally, as mentioned above under Air Quality, the project will be required to adhere to the 
dust control requirements in the Construction Dust Control Ordinance, which would ensure that 
construction dust impacts would not be significant through the reduction in the quantity of fugitive 
dust generated during demolition, site preparation, and construction work in order to protect the 
health of the general public and of on-site workers.  

11. Disclosure Report for Developers of Major City Projects. The San Francisco Ethics Commission S.F. 
Camp. & Govt. Conduct Code § 3.520 et seq. requires developers to provide the public with 
information about donations that developers make to nonprofit organizations that may communicate 
with the City and County regarding major development projects. This report must be completed and 
filed by the developer of any “major project.” A major project is a real estate development project 
located in the City and County of San Francisco with estimated construction costs exceeding 
$1,000,000 where either: (1) The Planning Commission or any other local lead agency certifies an EIR 

                                                           
6  San Francisco Planning Department. Interdepartmental Project Review. Available online at:  
http://www.sf-planning.org/Modules/ShowDocument.aspx?documentid=522.  

http://www.sfdph.org/dph/EH/HazWaste/hazWasteSiteMitigation.asp
http://www.sfdph.org/dph/EH/Fees.asp#haz
http://www.sf-planning.org/Modules/ShowDocument.aspx?documentid=522


Preliminary Project Assessment 

 8 

Case No. 2016-003994PPA  
55 Belcher St. 

 

for the project; or (2) The project relies on a program EIR and the Planning Department, Planning 
Commission, or any other local lead agency adopts any final environmental determination under 
CEQA. A final environmental determination includes: the issuance of a CPE; certification of a 
CPE/EIR; adoption of a CPE/Final Mitigated Negative Declaration; or a project approval by the 
Planning Commission that adopts CEQA Findings. (In instances where more than one of the 
preceding determinations occur, the filing requirement shall be triggered by the earliest such 
determination.) A major project does not include a residential development project with four or fewer 
dwelling units. The first (or initial) report must be filed within 30 days of the date the Planning 
Commission (or any other local lead agency) certifies the EIR for that project or, for a major project 
relying on a program EIR, within 30 days of the date that the Planning Department, Planning 
Commission, or any other local lead agency adopts a final environmental determination under 
CEQA. Please submit a Disclosure Report for Developers of Major City Projects to the San Francisco 
Ethics Commission. This form can be found at the Planning Department or online at 
http://www.sfethics.org. 

PLANNING DEPARTMENT APPROVALS:  
The project requires the following Planning Department approvals. These approvals may be reviewed in 
conjunction with the required environmental review, but may not be granted until after the required 
environmental review is completed.  
 
1. A Conditional Use Authorization from the Planning Commission is required pursuant to Planning 

Code Section 121.7 for the proposed lot merger greater than 5,000 square feet.   
 

2. A Conditional Use Authorization from the Planning Commission is required pursuant to Planning 
Code Section 207 to allow the project density to exceed one dwelling unit per 600 square feet of lot 
area and instead be determined based on applicable property development standards such as height, 
bulk, setbacks, open space, exposure, unit mix and applicable design guidelines, elements and area 
plans of the General Plan and design review by the Planning Department. The maximum density 
permitted as of right by the Planning Code on the 10,603 square foot lot is eighteen dwelling units; 
whereas, the project proposes twenty-five dwelling units. Therefore, a Conditional Use Authorization 
for increased density is required.   

 
3. A Variance from the Zoning Administrator is required pursuant to Planning Code (PC) Section 305 

for the following modifications from the Planning Code:  
o Obstructions (PC Section 136- Bay Windows/Decks) 

 
4. A Building Permit Application is required for the proposed new construction on the subject 

property. 
Conditional Use Authorization and Variance applications are available in the Planning Department lobby 
at 1650 Mission Street, Suite 400, at the Planning Information Center at 1660 Mission Street, and online at 
www.sfplanning.org. Building Permit applications are available at the Department of Building Inspection 
at 1660 Mission Street.  

 

http://www.sfplanning.org/
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NEIGHBORHOOD NOTIFICATIONS AND PUBLIC OUTREACH  

Project Sponsors are encouraged, and in some cases required, to conduct public outreach with the 
surrounding community and neighborhood groups early in the development process. Additionally, 
many approvals require a public hearing with an associated neighborhood notification. Differing levels of 
neighborhood notification are mandatory for some or all of the reviews and approvals listed above.  

This project is required to conduct a Pre-Application meeting with surrounding neighbors and registered 
neighborhood groups before a development application may be filed with the Planning Department. The 
Pre-Application packet, which includes instructions and template forms, is available at 
www.sfplanning.org under the “Permits & Zoning” tab. All registered neighborhood group mailing lists 
are available online at www.sfplanning.org under the “Resource Center” tab.  
 
Notification of a Project Receiving Environmental Review. Notice may be required to be sent to 
occupants of the project site and properties adjacent to the project site, as well as to owners and, to the 
extent feasible, occupants of properties within 300 feet of the project site at the initiation of the 
environmental review process. Please be prepared to provide mailing addresses on a CD upon request 
during the environmental review process. 

PRELIMINARY PROJECT COMMENTS:  
Market and Octavia Area Plan. The subject property falls within the area covered by the Market and 
Octavia Area Plan, which was evaluated in the Market and Octavia Area Plan Programmatic Final 
Environmental Impact Report (Market and Octavia PEIR) and been in effect since May 30, 2008. The Plan 
envisions an urban neighborhood that provides mixed-use infill development and affordable housing, 
buildings and open spaces that foster a unique sense of place, and a street experience that is inviting to 
pedestrians, cyclists and a balanced of transportation options.  

As proposed, the project is generally consistent with the overarching objectives of the Market and Octavia 
Area Plan, though the project and design comments below discuss any items where more information is 
needed to assess conformity with either specific policies or code standards or where the project requires 
minor modification to achieve consistency. The project sponsor is encouraged to read the full plan, which 
can be viewed at http://sf-planning.org/market-octavia-area-plan.  

The following comments address specific Planning Code and other general issues that may substantially 
impact the proposed project.  
 
1. Interdepartmental Project Review. This review is required for all proposed new construction in 

seismic hazard/liquefaction zones, in which the subject properties fall. An Interdepartmental Project 
Review application is enclosed.  
 

2. Restriction of Lot Mergers. Planning Code Section 121.7 requires a Conditional Use Authorization 
from the Planning Commission for the proposed lot merger greater than 5,000 square feet.  The 
Planning Commission may approve, as a conditional use according to the procedures of Section 303, 

http://www.sfplanning.org/
http://www.sfplanning.org/
http://sf-planning.org/market-octavia-area-plan


Preliminary Project Assessment 

 10 

Case No. 2016-003994PPA  
55 Belcher St. 

 

mergers exceeding 5,000 square feet only when one or more of the following findings can 
affirmatively be made and the project meets the intent of Section 121.7(a): 

(1) The lot merger will enable a specific residential project that provides housing on-site 
at affordability levels significantly exceeding the requirements of Section 415. 

(2) The lot merger will facilitate development of an underutilized site historically used 
as a single use and the new project is comprised of multiple individual buildings 

(3) The lot merger serves a unique public interest that cannot be met by building a 
project on a smaller lot. 

 
3. Density. Planning Code Section 207 requires a Conditional Use Authorization to allow the project 

density to exceed one dwelling unit per 600 square feet of lot area. Subject to a Conditional Use 
Authorization, the maximum density would be determined based upon the applicable property 
development standards such as height, bulk, setbacks, open space, exposure, unit mix and applicable 
design guidelines, elements and area plans of the General Plan and design review by the Planning 
Department. The maximum density permitted as of right by the Planning Code on the 10,603 square 
foot lot is eighteen dwelling units; whereas, the project proposes twenty-five dwelling units. 
Therefore, a Conditional Use Authorization for increased density is required.   
 

4. Rear Yard. Planning Code Section 134(a)(2) requires a rear yard setback of at least 45% of the lot 
depth to be provided at grade level and each succeeding level of the building. A reduction of the rear 
yard may be permitted based on the alternate method of averaging pursuant to Planning Code 134(c); 
however, a minimum rear yard of 25% of the lot depth and not less than 15 feet is required. As 
proposed, it appears the project aims to utilize the alternate method of averaging but incorrectly 
assumes a 75% rear yard for the adjacent building located at 67-69 Belcher Street. The Property 
Information Map (PIM) system indicates that the property at 67-69 Belcher Street includes a 
residential dwelling unit. Applying a 75% rear yard to the 67-69 Belcher Street property would only 
be required if it was a non-residential use; however, given the presence of a residential use, the 
building’s actual building footprint (abutting the rear property line) may be used for purposes of 
averaging. Since the resulting average based on the accurate assessment appears to be slightly less 
than 25% of the lot depth, the default minimum required setback is 25% of the lot depth. If it is 
determined that the property located at 67-69 Belcher Street does not contain a residential unit, then 
the method originally proposed would be accurate. Please verify the use of the adjacent property 
with the Department of Building Inspection (DBI) to ensure an accurate rear yard averaging.     
 

5. Landscaping/Permeability. Planning Code Section 132 requires at least 20% of the the required front 
yard setback to be landscaped and at least 50% of the required front setback to be permeable. The 
project plans do not currently contain landscape/permeable detail to demonstrate compliance. Please 
include landscape plans in any building permit application submittal to demonstrate compliance 
with this requirement.   
 

6. Obstructions. Planning Code Section 136 establishes the maximum dimensional plan requirements 
that bay windows and balconies may project into the required yard. The maximum length of each 
bay window or balcony shall be 15 feet at the line establishing the required open area, and shall be 
reduced in proportion to the distance from such line by means of 45 degree angles drawn inward 
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from the ends of such 15-foot dimension, reaching a maximum of nine feet along a line parallel to and 
at a distance of three feet from the line establishing the required open area. As proposed, it appears 
the plan envelope used to demonstrate compliance is accurate; however its placement is incorrect. At 
the front yard, the plan envelope is aligned along the front property line instead of with the required 
front setback. No such plan envelope is provided at the rear; however as outlined in the rear yard 
section above (item No. 2), the required rear yard may be inaccurately depicted. Once an accurate 
required rear yard depiction is confirmed, the maximum projection rear obstructions may be more 
accurately established. If an obstruction modification is sought, the Sponsor may elect to seek and 
justify a Variance from the Zoning Administrator; however Code-compliant obstructions are 
generally recommended for new construction.  
 

7. Street Trees. Planning Code Section 138.1 establishes that Project Sponsors shall plant and maintain 
street trees as set forth in Article 16, Sections 805(a) and (d) and 806(d) of the Public Works Code 
which requires one street tree for every 20 feet of property frontage for new construction. With 85’-
10” feet of linear property frontage along Belcher Street, 4 trees are required. No street trees are 
shown on the plans; therefore, the project requires revision to meet the minimum street tree 
requirement, or may seek a waiver or modification from the Director of Public Works.  

 
8. Bird Safety. Planning Code Section 139 establishes bird-safe standards for new building construction 

to reduce bird mortality from circumstances that are known to pose high risk to birds and are 
considered to be “bird hazards”. The two circumstances regulated by this Section are: 1) location-
related hazards, where the siting of a structure creates increased risk to birds, and 2) feature-related 
hazards, which may create increased risk to birds regardless of where the structure is located.  

The project site does not pose a location-related bird hazard since it is located more than 300 feet 
beyond an Urban Bird Refuge. Feature-related hazards include free-standing glass walls, wind 
barriers, skywalks, balconies, and greenhouses on rooftops that have unbroken glazed segments 24 sf 
and larger in size. Any structure that contains these elements shall treat 100% of the glazing on 
feature-specific hazards. Detailed architectural plans that specify the materials, colors and finishes of 
the project have not yet been provided in order to determine whether the project satisfies this code 
section.   

9. Rooftop Screening. Planning Code Section 141 requires that rooftop mechanical equipment and 
appurtenances to be used in the operation or maintenance of a building shall be arranged so as not to 
be visible from any point at or below the roof level of the subject building. The features so regulated 
shall in all cases be either enclosed by outer building walls or parapets, or grouped and screened in a 
suitable manner, or designed in themselves so that they are balanced and integrated with respect to 
the design of the building. Minor features not exceeding one foot in height shall be exempted from 
this regulation. Detailed architectural plans that specify the rooftop features of the project have not 
yet been provided in order to determine whether the project satisfies this Code requirement.  Any 
future project submittal must provide further Roof Plan detail to demonstrate compliance with the 
rooftop screening requirements. 
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10. Unbundled Parking.  Pursuant to Planning Code Section 167, all off-street parking spaces accessory 
to residential uses in new structures of 10 dwelling units or more shall be leased or sold separately 
from the rental or purchase fees for dwelling units for the life of the dwelling units, such that 
potential renters or buyers have the option of renting or buying a residential unit at a price lower 
than would be the case if there were a single price for both the residential units and the parking 
space.  

11. First Source Hiring Agreement. A First Source Hiring Agreement is required for any project 
proposing to construct ten or more dwelling units. Since the project proposes a new, four-story, 10- 
unit, residential project, a First Source Hiring Agreement is required. For more information, please 
contact: 

Ken Nim, Workforce Compliance Officer  
CityBuild, Office of Economic and Workforce Development  
City and County of San Francisco  
50 Van Ness Avenue, San Francisco, CA 94102  
(415) 581-2303 
 

12. Inclusionary Affordable Housing. Inclusionary Affordable Housing is required for a project 
proposing ten or more dwelling units. With 25 dwelling units, the inclusionary affordable housing 
requirement applies. The Project Sponsor must submit an ‘Affidavit of Compliance with the 
Inclusionary Affordable Housing Program:  Planning Code Section 415,’ to the Planning Department 
identifying the method of compliance, on-site, off-site, or affordable housing fee. Any on-site 
affordable dwelling-units proposed as part of the project must be designated as owner-occupied 
units, not rental units; unless a Costa Hawkins agreement is possible. Affordable units designated as 
on-site units shall be sold as ownership units and will remain as ownership units for the life of the 
project. The minimum Affordable Housing Percentages are 20% affordable housing fee, 12% on-site, 
or 20% off-site. Therefore, as proposed, the project would have a minimum requirement of (4) units if 
provided on-site, and (6) units if provided off-site. 

For your information, if a project proposes rental units, it may be eligible for an On-site Alternative to 
the Affordable Housing Fee if it has demonstrated to the Planning Department that the affordable 
units are either: 1) ownership only or 2) not subject to the Costa Hawkins Rental Housing Act (a 
Costa Hawkins exception). Affordable units are not subject to the Costa Hawkins Rental Housing Act 
under the exception provided in Civil Code Sections 1954.50 through one of the following methods: 

o direct financial construction from a public entity 
o development bonus or other form of public assistance 

 
A Costa Hawkins exception agreement is drafted by the City Attorney. You must state in your 
submittal how the project qualifies for a Costa Hawkins exception. The request should be addressed 
to the Director of Current Planning. If the project is deemed eligible, we may start working with the 
City Attorney on the agreement. 
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13. Stormwater. If the project results in a ground surface disturbance of 5,000 sf or greater, it is subject to 
San Francisco’s stormwater management requirements as outlined in the Stormwater Management 
Ordinance and the corresponding SFPUC Stormwater Design Guidelines (Guidelines). Projects that 
trigger the stormwater management requirements must prepare a Stormwater Control Plan 
demonstrating project adherence to the performance measures outlined in the Guidelines including: 
(a) reduction in total volume and peak flow rate of stormwater for areas in combined sewer systems OR 
(b) stormwater treatment for areas in separate sewer systems. The SFPUC Wastewater Enterprise, 
Urban Watershed Management Program is responsible for review and approval of the Stormwater 
Control Plan. Without SFPUC approval of a Stormwater Control Plan, no site or building permits can 
be issued. The Guidelines also require a signed maintenance agreement to ensure proper care of the 
necessary stormwater controls. To view the Stormwater Management Ordinance, the Stormwater 
Design Guidelines, or download instructions for the Stormwater Control Plan, go to 
http://sfwater.org/sdg. Applicants may contact stormwaterreview@sfwater.org for assistance. 
 

14. Recycled Water. Projects located in San Francisco’s designated recycled water use areas are required 
to install recycled water systems for irrigation, cooling, and/or toilet and urinal flushing in 
accordance with the Recycled (or Reclaimed) Water Use Ordinance, adopted as Article 22 of the San 
Francisco Public Works Code. New construction or major alterations with a total cumulative area of 
40,000 square feet or more; any new, modified, or existing irrigated areas of 10,000 square feet or 
more; and all subdivisions are required to comply. To determine if the proposed project is in a 
designated recycled water use area, and for more information about the recycled water requirements, 
please visit sfwater.org/index.aspx?page=687. 
 

15. Impact Fees. This project will be subject to various impact fees. Please refer to the Planning Director’s 
Bulletin No. 1 for an overview of Development Impact Fees, and to the Department of Building 
Inspection’s Development Impact Fee webpage for more information about current rates. Based on an 
initial review of the proposed project, the following impact fees, which are assessed by the Planning 
Department, will be required: 

a. Transit Sustainability Fee (411A) 
b. Child-Care (414) 
c. Affordable Housing Fee (415) 
d. Market-Octavia Neighborhood Impact Fees (421) 
e. Market-Octavia Affordable Housing Fee (424.3) 

 

http://sfwater.org/sdg
mailto:stormwaterreview@sfwater.org
http://sfwater.org/index.aspx?page=687
http://www.sf-planning.org/Modules/ShowDocument.aspx?documentID=9332
http://www.sf-planning.org/Modules/ShowDocument.aspx?documentID=9332
http://sfdbi.org/development-impact-fee-collection-process-procedure
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PRELIMINARY DESIGN COMMENTS:  
The following comments address preliminary design issues that may substantially affect the proposed 
project: 

1. Massing Open Space, Site Design. The massing and opens space seem to respond to and consider 
neighboring conditions such as rear yards open space and light wells. 
 
2. Street Frontage. The Planning Department recommends exploring opportunities for enhancing 
landscape features at the ground floor frontages, such as planters. 
 
3. Architecture. The Planning Department encourages more refinement of the vertical modulation of the 
frontage along Belcher Street. Staff suggests that the building modules be more defined in 25 foot 
increments to more closely resemble the neighborhood pattern. This could be accomplished by 
refinement of detailing and materials. Please clarify the materials. Staff encourages durable materials at 
the ground level. 
 

PRELIMINARY PROJECT ASSESSMENT EXPIRATION:  
This Preliminary Project Assessment is valid for a period of 18 months. Environmental Evaluation, 
Conditional Use Authorization, and Building Permit Applications, as listed above, must be submitted no 
later than December 21, 2017. Otherwise, this determination is considered expired and a new Preliminary 
Project Assessment is required. Such applications and plans must be generally consistent with those 
found in this Preliminary Project Assessment. 

Enclosure: Preliminary Shadow Fan Analysis – 55 Belcher  
Inclusionary Affordable Housing Affidavit 
Conditional Use Authorization Application 
Neighborhood Notification 
Variance Application 
Pre-Application Meeting Application 
Anti-discriminatory Housing Policy 
First Source Hiring Program 
SFPUC Recycled Water Information Sheet 

 
cc: 55 Belcher Street LLC, Property Owner 
 Christopher Townes, Current Planning 
 Alana Callagy, Environmental Planning 
 Joshua Switzky, Citywide Planning 
 Planning Department Webmaster (planning.webmaster@sfgov.org) 
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All projects that involve ten or more new dwelling units must participate in the Inclusionary 
Affordable Housing Program contained in Section 415 of the Planning Code. Every project 
subject to Section 415 must pay an Affordable Housing Fee that is equivalent to the applicable 
percentage of the number of units in the principal project, which is 20% of the total number 
of units proposed (or the applicable percentage if subject to different area plan controls or 
requirements).

A project may be eligible for an Alternative to the Affordable Housing Fee if the developer 
chooses to commit to sell the new on- or off-residential units rather than offer them as rental 
units. Second, the project may be eligible for an Alternative to the Affordable Housing Fee if it 
has demonstrated to the Planning Department that the affordable units are not subject to the 
Costa Hawkins Rental Housing Act. All projects that can demonstrate that they are eligible for 
an alternative to the Affordable Housing Fee must provide the necessary documentation to the 
Planning Department and the Mayor’s Office of Housing. Additional material may be required 
to determine if a project is eligible to fulfill the Program’s requirements through an alternative.

Before the Planning Department and/or Planning Commission can act on the project, this 
Affidavit for Compliance with the Inclusionary Affordable Housing Program must be completed.

1  California Civil Code Section 1954.50 et.al.

AFFIDAVIT FOR

Compliance with the Inclusionary 
Affordable Housing Program

Planning Department

1650 Mission Street

Suite 400

San Francisco, CA

94103-9425

T: 415.558.6378

F: 415.558.6409

www.sfplanning.org

Date: January 11, 2013 

To: Applicants subject to Planning Code Section 415: Inclusionary 
Affordable Housing Program

From: San Francisco Planning Department

Re: Compliance with the Inclusionary Affordable Housing Program
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Affidavit for Compliance with the Inclusionary Affordable Housing Program

Affidavit for Compliance with the Inclusionary Affordable 
Housing Program: Planning Code Section 415

Date

I,  , do hereby declare as follows:

a.	 The subject property is located at (address and block/lot):

	 	  
Address										         Block / Lot

b.	 The proposed project at the above address is subject to the Inclusionary Affordable Housing Program, Planning 
Code Section 415 et seq.  
 
The Planning Case Number and/or Building Permit Number is:  

	 	  
Planning Case Number				    Building Permit Number

	 This project requires the following approval: 

	 Planning Commission approval (e.g. Conditional Use Authorization, Large Project Authorization)

	 This project is principally permitted.

	 The Current Planner assigned to my project within the Planning Department is:

	 	  
Planner Name									       

	 Is this project within the Eastern Neighborhoods Plan Area? 

	 Yes (if yes, please indicate Tier)   	  		

	 No

	 This project is exempt from the Inclusionary Affordable Housing Program because: 

	 This project is 100% affordable.

c.	 This project will comply with the Inclusionary Affordable Housing Program by:

	 Payment of the Affordable Housing Fee prior to the first site or building permit issuance  
(Planning Code Section 415.5).

	 On-site or Off-site Affordable Housing Alternative (Planning Code Sections 415.6 and 416.7).



SAN FRANCISCO PLANNING DEPARTMENT V.09.08.2015

Affidavit for Compliance with the Inclusionary Affordable Housing Program

    2  California Civil Code Section 1954.50 and following.

d.	 If the project will comply with the Inclusionary Affordable Housing Program through an On-site or Off-site 
Affordable Housing Alternative, please fill out the following regarding how the project is eligible for an 
alternative and the accompanying unit mix tables on page 4.

	 Ownership. All affordable housing units will be sold as ownership units and will remain as ownership 
units for the life of the project.

	 Rental. Exemption from Costa Hawkins Rental Housing Act.2 The Project Sponsor has demonstrated 
to the Department that the affordable units are not subject to the Costa Hawkins Rental Housing Act, 
under the exception provided in Civil Code Sections 1954.50 though one of the following:

	 Direct financial contribution from a public entity.

	 Development or density bonus or other public form of assistance.

	 Development Agreement with the City. The Project Sponsor has entered into or has applied to enter 
into a Development Agreement with the City and County of San Francisco pursuant to Chapter 
56 of the San Francisco Administrative Code and, as part of that Agreement, is receiving a direct 
financial contribution, development or density bonus, or other form of public assistance.

e.	 The Project Sponsor acknowledges that failure to sell the affordable units as ownership units or to eliminate the 
on-site or off-site affordable ownership-only units at any time will require the Project Sponsor to: 

(1)	 Inform the Planning Department and the Mayor’s Office of Housing and, if applicable, fill out a new 
affidavit;

(2)	 Record a new Notice of Special Restrictions; and

(3)	 Pay the Affordable Housing Fee plus applicable interest (using the fee schedule in place at the time that 
the units are converted from ownership to rental units) and any applicable penalties by law.

f.	 The Project Sponsor must pay the Affordable Housing Fee in full sum to the Development Fee Collection Unit 
at the Department of Building Inspection for use by the Mayor’s Office of Housing prior to the issuance of the 
first construction document, with an option for the Project Sponsor to defer a portion of the payment to prior to 
issuance of the first certificate of occupancy upon agreeing to pay a deferral surcharge that would be deposited 
into the Citywide Affordable Housing Fund in accordance with Section 107A.13.3 of the San Francisco Building 
Code.

g.	 I am a duly authorized officer or owner of the subject property.

I declare under penalty of perjury under the laws of the State of California that the foregoing is true and correct.  
Executed on this day in:

	  
Location									         Date

 
Signature

 
Name (Print), Title

 
Contact Phone Number

        cc:	 Mayor’s Office of Housing
	 Planning Department Case Docket
	 Historic File, if applicable
	 Assessor’s Office, if applicable
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Affidavit for Compliance with the Inclusionary Affordable Housing Program

Unit Mix Tables
NUMBER OF ALL UNITS IN PRINCIPAL PROJECT:

Total Number of Units SRO Studios One-Bedroom Units Two-Bedroom Units Three-Bedroom Units

If you selected an On-site or Off-Site Alternative, please fill out the applicable section below:

	 On-site Affordable Housing Alternative (Charter Section 16.110 (g) and Planning Code Section 415.6): 
calculated at 12% of the unit total.

NUMBER OF AFFORDABLE UNITS TO BE LOCATED ON-SITE

Total Affordable Units SRO Studios One-Bedroom Units Two-Bedroom Units Three-Bedroom Units

	 Off-site Affordable Housing Alternative (Planning Code Section 415.7): calculated at 20% of the unit total.

NUMBER OF AFFORDABLE UNITS TO BE LOCATED OFF-SITE

Total Affordable Units SRO Studios One-Bedroom Units Two-Bedroom Units Three-Bedroom Units

Area of Dwellings in Principal Project (in sq. feet) Off-Site Project Address

Area of Dwellings in Off-Site Project (in sq. feet)

Off-Site Block/Lot(s) Motion No. (if applicable) Number of Market-Rate Units in the Off-site Project

	 Combination of payment of a fee, on-site affordable units, or off-site affordable units  
with the following distribution:
Indicate what percent of each option would be implemented (from 0% to 99%) and the number of on-site and/or off-site below market rate units for rent and/or for sale.

1. Fee	  % of affordable housing requirement.

2. On-Site	  % of affordable housing requirement.

NUMBER OF AFFORDABLE UNITS TO BE LOCATED ON-SITE

Total Affordable Units SRO Studios One-Bedroom Units Two-Bedroom Units Three-Bedroom Units

3. Off-Site	  % of affordable housing requirement.

NUMBER OF AFFORDABLE UNITS TO BE LOCATED OFF-SITE

Total Affordable Units SRO Studios One-Bedroom Units Two-Bedroom Units Three-Bedroom Units

Area of Dwellings in Principal Project (in sq. feet) Off-Site Project Address

Area of Dwellings in Off-Site Project (in sq. feet)

Off-Site Block/Lot(s) Motion No. (if applicable) Number of Market-Rate Units in the Off-site Project
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Affidavit for Compliance with the Inclusionary Affordable Housing Program

CONTACT INFORMATION AND DECLARATION OF SPONSOR OF PRINCIPAL 
PROJECT

CONTACT INFORMATION AND DECLARATION OF SPONSOR OF OFF-SITE 
PROJECT (IF DIFFERENT)

Company Name Company Name

Print Name of Contact Person Print Name of Contact Person

Address Address

City, State, Zip City, State, Zip

Phone, Fax Phone, Fax

Email Email

I hereby declare that the information herein is accurate to the best of my knowledge 
and that I intend to satisfy the requirements of Planning Code Section 415 as 
indicated above.

I hereby declare that the information herein is accurate to the best of my knowledge 
and that I intend to satisfy the requirements of Planning Code Section 415 as 
indicated above.

 
Signature

 
Name (Print), Title

 
Signature

 
Name (Print), Title



WHAT IS A CONDITIONAL USE?

WHEN IS A CONDITIONAL USE AUTHORIZATION NECESSARY?

HOW DOES THE PROCESS WORK?

Planning Department

1650 Mission Street

Suite 400

San Francisco, CA

94103-9425

T: 415.558.6378

F: 415.558.6409

Pursuant to Planning Code Section 303, the Planning Commission shall hear and 
make determinations regarding applications for the authorization of Conditional 
Use. The first pages consist of instructions which should be read carefully before 
the application form is completed.  

Planning Department staff are available to advise you in the preparation of this 
application. Call (415) 558-6377 for further information.

www.sfplanning.org

APPLICATION PACKET FOR

Conditional Use 
Authorization  

Print Form
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WHO MAY APPLY FOR A CONDITIONAL USE 
AUTHORIZATION?
A Conditional Use Authorization is an entitlement that 

INSTRUCTIONS:

application:

 300 Foot Radius Map and Address List:
 

 Authorization:

 Owner, Applicant, Contact Person, and Community 
Liaison:  

address any construction and/or operational concerns 

to the community liaison should be reported to the 

 Drawings:

plot plan

plans  
 

elevations
landscaping

under the Code and may require additional 

 

 Photographs: 
by 

contacted and asked to provide an electronic version 
of this application including associated photos and 
drawings.

Fees: 

www.sfplanning.org
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Application for Conditional Use

The Pre-Application Process:

 

 

 

 

 

CEQA Review:

Additional Conditional Use Criteria:

Planning Commission Hearing Material:

 

 

 

public comment to be included in Commission 
packets

 

Use application

to schedule an intake 

your completed application 
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EXAMPLE OF MAILING LABEL

Block # / Lot # #9331 / #07
Name JOHN DOE

Address 123 South Street #2 
San Francisco, CA 94100

NOTE: THIS EXAMPLE IS NOT TO REQUIRED SCALE

300-foot Radius Map Instructions

The following businesses have indicated that they provide professional 
notification services. This listing does not constitute an endorsement. 
Other professionals can also perform this work and can be added to this 
list upon request.

Build CADD
3515 Santiago Street 
San Francisco, CA 94116 
(415) 759-8710

Javier Solorzano
3288 - 21st Street #49
San Francisco, CA 94110 
(415) 724-5240 
Javier131064@yahoo.com

Jerry Brown Designs
619 - 27th Street, Apt. A
Oakland, CA 94612 
(415) 810-3703 
jbdsgn328@gmail.com

Ted Madison Drafting
P.O. Box 8102
Santa Rosa, CA 95407
(707) 228-8850 
tmadison@pacbell.net

Notificationmaps.com
Barry Dunzer
(866) 752-6266
www.notificationmaps.com

Radius Services
1221 Harrison Street #18
San Francisco, CA 94103 
(415) 391-4775 
radiusservices@aol.com

Notice This
(650) 814-6750
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interested in their application early in the 

 
 
Hearings. Private Transcription.

may authorize any person to transcribe the 

 

30 days

What Applicants Should Know About the Public Hearing  
Process and Community Outreach
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1. Owner/Applicant Information
PROPERTY OWNER’S NAME:

PROPERTY OWNER’S ADDRESS: TELEPHONE:

EMAIL:

APPLICANT’S NAME:

Same as Above 

APPLICANT’S ADDRESS: TELEPHONE:

EMAIL:

CONTACT FOR PROJECT INFORMATION:

Same as Above 

ADDRESS: TELEPHONE:

EMAIL:

COMMUNITY LIAISON FOR PROJECT (PLEASE REPORT CHANGES TO THE ZONING ADMINISTRATOR):

Same as Above 

ADDRESS: TELEPHONE:

EMAIL:

2. Location and Classification
STREET ADDRESS OF PROJECT: ZIP CODE:

CROSS STREETS:

ASSESSORS BLOCK/LOT:                LOT DIMENSIONS: LOT AREA (SQ FT): ZONING DISTRICT: HEIGHT/BULK DISTRICT:

                             /

APPLICATION FOR

Conditional Use Authorization 
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3. Project Description

( Please check all that apply )

  Change of Use

  Change of Hours

  New Construction

  Alterations

  Demolition

  Other  Please clarify:

ADDITIONS TO BUILDING:

  Rear

  Front

  Height

  Side Yard

PRESENT OR PREVIOUS USE:

PROPOSED USE:

BUILDING APPLICATION PERMIT NO.: DATE FILED:

4. Project Summary Table
 

EXISTING USES: EXISTING USES  
TO BE RETAINED:

NET NEW CONSTRUCTION 
AND/OR ADDITION: PROJECT TOTALS:

PROJECT FEATURES 

Dwelling Units

Hotel Rooms

Parking Spaces 

Loading Spaces

Number of Buildings

Height of Building(s)    

Number of Stories

Bicycle Spaces

GROSS SQUARE FOOTAGE (GSF)

Residential

Retail

Office

Industrial/PDR  
Production, Distribution, & Repair

Parking

Other (Specify Use)

TOTAL GSF

Please describe any additional project features that are not included in this table:   
( Attach a separate sheet if more space is needed )



Application for Conditional Use 
CASE NUMBER: 
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5. Action(s) Requested (Include Planning Code Section which authorizes action)

Conditional Use Findings
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Priority General Plan Policies Findings

1. That existing neighborhood-serving retail uses be preserved and enhanced and future opportunities for resident 
employment in and ownership of such businesses enhanced;

2. That existing housing and neighborhood character be conserved and protected in order to preserve the cultural 
and economic diversity of our neighborhoods;

3. That the City’s supply of affordable housing be preserved and enhanced;

4. That commuter traffic not impede Muni transit service or overburden our streets or neighborhood parking;



Application for Conditional Use 
CASE NUMBER: 

For Staff Use only
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5. That a diverse economic base be maintained by protecting our industrial and service sectors from displacement 
due to commercial office development, and that future opportunities for resident employment and ownership in 
these sectors be enhanced;

6. That the City achieve the greatest possible preparedness to protect against injury and loss of life in an 
earthquake;

7. That landmarks and historic buildings be preserved; and

8. That our parks and open space and their access to sunlight and vistas be protected from development.
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Estimated Construction Costs

TYPE OF APPLICATION:

OCCUPANCY CLASSIFICATION:

BUILDING TYPE:

TOTAL GROSS SQUARE FEET OF CONSTRUCTION: BY PROPOSED USES:

ESTIMATED CONSTRUCTION COST:

ESTIMATE PREPARED BY:

FEE ESTABLISHED:      

Applicant’s Affidavit

 

      Owner / Authorized Agent (circle one)
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Application Submittal Checklist

APPLICATION MATERIALS CHECKLIST

NOTES:
 

 Required Material. Write “N/A” if you believe 
the item is not applicable, (e.g. letter of 
authorization is not required if application is 
signed by property owner.)

 Typically would not apply. Nevertheless, in a 
specific case, staff may require the item.

 Two sets of original labels and one copy of 
addresses of adjacent property owners and 
owners of property across street.

Application, with all blanks completed

300-foot radius map, if applicable

Address labels (original), if applicable

Address labels (copy of the above), if applicable

Site Plan

Floor Plan

Elevations

Section 303 Requirements

Prop. M Findings

Historic photographs (if possible), and current photographs

Check payable to Planning Dept.

Original Application signed by owner or agent

Letter of authorization for agent

Other: 
Section Plan, Detail drawings (ie. windows, door entries, trim), Specifications (for cleaning, 
repair, etc.) and/or Product cut sheets for new elements (ie. windows, doors)

application including associated photos and drawings.

For Department Use Only



FOR MORE INFORMATION:  
Call or visit the San Francisco Planning Department

Central Reception
1650 Mission Street, Suite 400
San Francisco CA 94103-2479

TEL: 415.558.6378
FAX: 415 558-6409
WEB: http://www.sfplanning.org

Planning Information Center (PIC)
1660 Mission Street, First Floor
San Francisco CA 94103-2479

TEL: 415.558.6377
Planning staff are available by phone and at the PIC counter.  
No appointment is necessary.



Neighborhood 
Notification

Planning Department

1650 Mission Street

Suite 400

San Francisco, CA

94103-9425

T: 415.558.6378

F: 415.558.6409

www.sfplanning.org

GENERAL PLANNING INFORMATION

Subject:
Pursuant to Planning Code Sections 311 and 312, the 
Planning Department shall conduct a Neighborhood 
Notification for building expansions and certain changes 
of use dependent upon the zoning district of the subject 
property.    

Date: 
August 2012

What is Neighborhood Notification?
As required by Planning Code Section 311 and 312, Neighborhood Notification is 
conducted by the Planning Department for many discretionary permits within certain 
zoning districts. When an applicant submits a Building Permit to the Department of 
Building Inspection (DBI), the Planning Department is the first reviewing agency and 
will conduct the Neighborhood Notification.  Neighborhood Notification is mailed to 
neighbors within 150 feet of the subject property and relevant neighborhood groups for a 
30-day public review period.

Building Permits for work located within the RH Districts (Residential House), RM 
Districts (Residential Mixed), Residential Enclave Districts (RED), Residential Transit 
Oriented Districts (RTO), Western SOMA Planning Area Special Use Districts, NC 
(Neighborhood Commercial) Districts, and Eastern Neighborhood Mixed Use Districts 
are subject to Neighborhood Notification dependent upon the scope of work.  Typically,  
building expansions, certain changes of use, and formula retail uses (a.k.a. chain stores) 
require Neighborhood Notification.  

When is Neighborhood Notification Required?
Pre-Application Meeting
A Pre-Application Meeting is required for horizontal and vertical expansions that meet 
specific thresholds.  Please refer to page three of this document for additional information.  
Please keep in mind that the Pre-Application process must occur prior to conducting 
Neighborhood Notification.  

Residential Districts 
Neighborhood Notification is required in residential districts (RH, RM, and RTO, 
Districts) when there is an expansion of the building envelope or a change in use, 
including adding an additional unit.  Removal of more than 75% of interior wall framing 
or 75% of existing framing will also trigger Neighborhood Notification. 

Neighborhood Commercial, RTO, RED, and Western SOMA Planning Area Special 
Use Districts:
Neighborhood Notification is required for all building permit applications for demolition, 
new construction, or alterations which expand the exterior dimensions of a building.  In 
addition, Neighborhood Notification is required for all building permit applications for 
a change of use to a bar, a liquor store, a walk-up facility, other large institutions, other 
small institutions, a restaurant, a limited restaurant, a massage establishment, an outdoor 
activity, an adult or other entertainment use, a fringe financial service use, or a formula 
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retail use. In RTO Districts, a commercial change of 
use follows the provisions set forth in this section. 
In addition, any accessory massage use in the Ocean 
Avenue Neighborhood Commercial Transit District 
shall be subject Neighborhood Notification.  Please 
refer to the Planning Code for definitions of these uses 
or contact the Public Information Center (PIC) at (415) 
558-6377. 

Eastern Neighborhood Mixed Use Districts: 
Neighborhood Notification is required for all building 
permit applications for demolition, new construction, 
or alterations which expand the exterior dimensions 
of a building. In addition, Neighborhood Notification 
is required for all building permit applications for 
a change of use from any one land use category to 
another land use category. A “land use category” shall 
mean those categories used to organize individual 
land uses which appear in the use tables in Article 
8 of the Planning Code, and include the following: 
residential use, institutional use, retail sales and service 
use, assembly, recreation and entertainment use, office 
use, motor vehicle services use, industrial home and 
business service use, or other use.

How does the Process 
Work?
The process is split into four stages:  1) submittal, 2) 
planning review, 3) notification preparation, and 4) 
notification period. If you are unsure if your project is 
subject to Neighborhood Notification, please call the 
PIC at (415) 558-6377. You may also visit the PIC at 1660 
Mission Street, First Floor, San Francisco. 

Submittal

Some Neighborhood Notification materials must 
be submitted with the Building Permit Application. 
These materials generally include photographs, maps, 
and mailing lists. Please see the instructions below 
for a description of all required materials.  Planning 
Department staff at the PIC will review the packet to 
make sure that all the materials are included prior to 
submittal at DBI. The applicant is responsible for the 
accuracy of these materials.  Erroneous information 
may require re-mailing a notice or potentially lead to 
suspension or revocation of a permit.

Planning Department Review

After submittal, the Building Permit Application 
and associated notification materials will be routed 
to Planning Department staff for review against the 

Planning Code, General Plan, Residential Design 
Guidelines, and/or other application design criteria.  
Additional review may be required by the Residential 
Design Team or the Urban Design Advisory Team 
dependent upon the zoning district and scope of work. 
During the review, modifications to the project may 
be requested. Planning staff will send the applicant a 
“Notice of Planning Department Requirements,” that 
will describe necessary revisions, additional information 
required, and additional procedures needed to complete 
the application. If the issuance of the Neighborhood 
Notification is delayed by more than six months the 
notification materials will need to be redone to ensure 
their accuracy.

Notice Preparation

Once the Building Permit Application is complete 
and complies with all relevant Planning Codes and 
guidelines, the assigned planner will draft a notice 
describing the project.  The planner will request a 
reduced set of plans (11” X 17” per Planning Code 
Section 311 or 8.5” X 11” per Planning Code Section 
312),  to be mailed with the notice.  The plans must 
be legible. The planner will also request an electronic 
copy of the mailing list and plans on a CD-ROM.  The 
notice will be mailed to all owners and occupants 
within 150 feet of the subject property and all relevant 
neighborhood groups.  

An additional fee is required for mailing the notices that 
must be collected prior to the start of the notification 
period. Please refer to the Department’s Fee Schedule 
for additional information.

The planner will also create an 11” X 17” orange poster 
that must be posted at the subject site during the 30-day 
notification period.  The applicant is responsible for 
making sure that the poster is up for the duration of the 
notification period, and is posted in accordance with the 
Posting Ordinance.

Notification Period

During the 30-day notification period, neighbors may 
contact the Project Sponsor or Planning staff to voice 
concerns or make comments regarding the proposal.  
Revisions to the plans made during the notification 
period may require a new notice.  A neighbor may 
file for a Discretionary Review, which is a request for 
the Planning Commission to review the application. 
The Planning Department only accepts Discretionary 
Review applications prior to the expiration of the 30-day 
notification period. For more information regarding the 
Discretionary Review process, please visit 
www.sfplanning.org.
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If no Discretionary Review application is filed, Planning 
staff may approve the Building Permit Application after 
the 30-day notification period has ended and route the 
permit to the DBI for further review. The applicant must 
submit the Declaration of Posting after the Notification 
Period.

Who May Apply for a 
Building Permit Application?
Only the property owner or a party designated as 
the owner’s agent may apply for a Building Permit 
Application. [A letter of agent authorization from the 
owner must be attached.]

INSTRUCTIONS:

Please provide the following materials with the 
Building Permit Application if subject to Neighborhood 
Notification:

•	 150-Foot Map and Mailing List: See instructions on 
page 4.  Please be aware that the Planning Department 
will request that a CD-ROM with the mailing list in 
an excel mail merge format be submitted during the 
Notice Preparation stage of the process.

•	 Authorization: If the applicant in this case is the 
authorized agent of the property owner, rather than 
the owner, a letter signed by the owner and creating 
or acknowledging that agency must be attached and is 
included in the Building Permit Application.

•	 Drawings:  In all cases a plot plan is required, 
accurately showing full outlines of existing and 
proposed structures on both the subject property and 
on immediately adjoining properties, open spaces, 
driveways, parking areas, trees, and land contours 
where relevant. Floor plans are also required. 
Significant dimensions should be provided. 
 
Drawings of building elevations must be provided 
in most cases. Landscaping should be clearly shown 
on the plans. A north arrow and scale shall be shown 
on each plan, and unless an exception is specifically 
granted by the Zoning Administrator the scale shall 
be not less than 1” = 20’ for plot plans, 1/8” = 1’ 0” for 
floor plans, and 1/4” = 1’ 0” for plans showing layout 
of parking and loading.  Please see the Plan Submittal 
Guidelines for additional information.

•	 Photographs: The application must be accompanied 
by unmounted photographs, large enough to show 
the nature of the property and neighborhood context.

•	 Pre-Application Requirements. A Pre-Application 
Meeting is required for projects that require Section 
311/312 Neighborhood Notification and are equal 
to or greater to any of the physical expansion 
thresholds listed below. Please visit www.sfplanning.
org for the Pre-Application packet, which includes 
a comprehensive instruction guide and required 
materials that must be submitted along with the 
Building Permit Application.  Please be aware that 
a Pre-Application meeting is also required prior to 
the first Planning entitlement (i.e. Conditional Use 
Authorization, Variance) subject to Section 311/312 
Neighborhood Notification and meeting any of the 
thresholds listed below.

yy New Construction that requires Section 311/312 
Notification; 

yy Any vertical addition of 7 feet or more;
yy Any horizontal addition of 10 feet or more;
yy Decks that require Section 311 or 312 Notification; 
yy All Formula Retail uses subject to a Conditional 

Use Authorization. 

NOTE: A Pre-Application Meeting is required even 
if the horizontal addition referenced above does not 
increase the overall depth of the building. Similarly, 
a Pre-Application Meeting is required even if the 
vertical addition referenced above does not change the 
overall building height.

•	 CEQA Review:  The California Environmental 
Quality Act (CEQA) and Chapter 31 of the San 
Francisco Administrative Code implementing that 
act may require an Environmental Evaluation before 
the application may be considered. Please consult 
the Planning Department staff to determine if an 
Environmental Evaluation application must be 
submitted with this application. A separate fee is 
required for environmental review.  

•	 Historic Review:  Additional review by a Preservation 
Planner may be required for buildings that are over 50 
years in age or older. Typically, proposals that would 
require this review are visible from the public right of 
way and constitute a change from the original design. 

•	 Fees: Please refer to the Planning Department Fee 
Schedule available at www.sfplanning.org or at 
the PIC located at 1660 Mission Street, First Floor, 
San Francisco. For questions related to the Fee 
Schedule, please call the PIC at (415) 558-6377.  Fees 
are determined based on the estimated construction 
costs. Should the cost of staff time exceed the initial 
fee paid, an additional fee for time and materials may 
be billed upon completion of the hearing process or 
permit approval. Additional fees may also be collected 
for preparation and recordation of any documents 
with the San Francisco Assessor-Recorder’s office and 
for monitoring compliance with any conditions of 
approval.
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1.	 The map must show all properties within 
150-feet of the EXTERIOR boundaries of the 
property drawn to a scale of 1 inch to 50 feet. 
The notification area shall be all properties 
within 150 feet of the subject lot in the same 
Assessor’s Block and on the block face across 
from the subject lot. When the subject lot is a 
corner lot, the notification area shall further 
include all property on both block faces 
across from the subject lot, and the corner 
property diagonally across the street.

	 The notification map must include the 
following information:

	 a. Street Names and Addresses
	 b. Assessor’s Block and Lot Numbers
	 c. Number of Dwelling Units per Lot
	 d. Any Commercial Tenants

2.	 Submit a mailing list of the names and 
addresses, including the block and lot for 
each one, of all owners and occupants of 
the properties within 150 feet of the subject 
property. This data will subsequently be 
submitted in Excel format in a “mail merge” 
ready layout on a CD after Planning review.  
The latest Citywide tax roll is available at 
the Office of the Treasurer and Tax Collector, 
City Hall Room 140, 1 Dr. Carlton B. 
Goodlett Pl., San Francisco, CA 94102, for 
the preparation of this list. 

EXAMPLE

Block # / Lot # #9331 / #07
Name JOHN DOE

Address 123 South Street #2 
San Francisco, CA 94100

3.	 If you wish to prepare the materials 
yourself, block maps may be traced at the 
office of the Assessor, 81 Dr. Carlton B. 
Goodlett Place, City Hall, Room 190.

	 The width of the public right-of-way for 
the streets separating the blocks may be 
determined at the Department of Public 
Works, Bureau of Street Use and Mapping, 
875 Stevenson Street, Room 460, 554-5810.

NOTE: THIS EXAMPLE IS NOT TO REQUIRED SCALE

150-foot Map Instructions

4.  You may, for a fee that varies by firm, have a   	
     private drafting or mailing service prepare these 	
     materials. 

The following businesses have indicated that they provide professional 
notification services. This listing does not constitute an endorsement. 
Other professionals can also perform this work and can be added to this 
list upon request.

Build CADD
3515 Santiago Street 
San Francisco, CA 94116 
(415) 759-8710

Javier Solorzano
3288 - 21st Street #49
San Francisco, CA 94110 
(415) 724-5240 
Javier131064@yahoo.com

Jerry Brown Designs
619 - 27th Street, Apt. A
Oakland, CA 94612 
(415) 810-3703 
jbdsgn328@gmail.com

Notificationmaps.com
Barry Dunzer
(866) 752-6266
www.notificationmaps.com

Radius Services
1221 Harrison Street #18
San Francisco, CA 94103 
(415) 391-4775 
radiusservices@aol.com

Notice This
(650) 814-6750

Ted Madison Drafting
P.O. Box 8102
Santa Rosa, CA 95407
(707) 228-8850 
tmadison@pacbell.net

FOR OTHER PLANNING INFORMATION: 
Call or visit the San Francisco Planning Department

Central Reception
1650 Mission Street, Suite 400
San Francisco CA 94103-2479

TEL:	 415.558.6378
FAX:	 415.558.6409
WEB:	http://www.sfplanning.org

Planning Information Center (PIC)
1660 Mission Street, First Floor
San Francisco CA 94103-2479

TEL:	 415.558.6377
Planning staff are available by phone and at the PIC counter.  
No appointment is necessary.



WHAT IS A VARIANCE?
The Planning Code regulates the use of property, including the size, design, and siting of 
buildings that may be constructed on a piece of property. The Planning Code has standards 
for buildings that govern such features as rear yards, front setbacks, usable open space, height, 
and parking. A variance is a request for an exception to a Planning Code standard. The Zoning 
Administrator is the City official that interprets and maintains the Planning Code. 

WHEN IS A VARIANCE NECESSARY?
There may be special circumstances that make it difficult for a project to meet all of the 
Planning Code requirements. In those instances, a project sponsor may request that the 
Zoning Administrator grant a Variance from the Code provisions. Under the City Charter 
(Section 4.105), the Zoning Administrator has the power to grant only those variances that are 
consistent with the general purpose and the intent of the Planning Code. The power to grant a 
variance shall be applied only when the plain and literal interpretation and enforcement of the 
Code would “result in practical difficulties, unnecessary hardships, or where the results would 
be inconsistent with the general purpose of the [Code].”

Planning Code Section 305(c) outlines the five criteria that must be met in order for the Zoning 
Administrator to grant a variance. The Section 305(c) criteria are as follows:

1.	 That there are exceptional or extraordinary circumstances applying to the property 		
involved or to the intended use of the property that do not apply generally to other 		
property or uses in the same class of district; 

2.	 That owing to such exceptional or extraordinary circumstances the literal 			 
enforcement of specified provisions of this Code would result in practical difficulty 		
or unnecessary hardship not created by or attributable to the applicant or the owner 		
of the property; 

3.	 That such variance is necessary for the preservation and enjoyment of a substantial 		
property right of the subject property, possessed by other property in the same class 		
of district; 

4.	 That the granting of such variance will not be materially detrimental to the public 		
welfare or materially injurious to the property or improvements in the vicinity; and 

5.	 That the granting of such variance will be in harmony with the general purpose and 		
intent of this Code and will not adversely affect the Master Plan. 

Planning Department

1650 Mission Street

Suite 400

San Francisco, CA

94103-9425

T: 415.558.6378

F: 415.558.6409

Pursuant to Planning Code Section 305, the Zoning Administrator shall hear 
and make determinations regarding applications for variances from the strict 
application of quantitative standards in the Planning Code. The first pages consist of 
instructions which should be read carefully before the application form is completed.  

Planning Department staff are available to advise you in the preparation of this 
application. Call (415) 558-6377 for further information.

www.sfplanning.org

APPLICATION PACKET FOR

Variance 
from the Planning Code 
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HOW DOES THE PROCESS WORK?
Please review the instructions in this application and 
ask PIC staff if you have any questions. After filling out 
the application and collecting the required notification 
materials and plans, please contact the Planning 
Department for an intake appointment to process 
your application. At this appointment a planner will 
review your application to ensure that it is complete. 
The application will then be assigned to a planner on a 
specific Quadrant Team, dependent upon the location of 
the subject property. The assigned planner will review 
the application against the San Francisco General Plan, 
the Planning Code, and Planning Department policies 
and set a Zoning Administrator hearing date. All owners 
within 300 feet of the subject property will receive 
notification of the hearing. The assigned planner will 
gather comments and concerns from the neighborhood 
during the notification period. 

Upon submittal of a complete application to the 
Planning Department, the Zoning Administrator will 
schedule a public hearing to consider whether to grant 
the Variance. Variance hearings typically occur on the 
last Wednesday of each month. Upon issuing the formal 
written decision either granting or denying the Variance 
in whole or in part, the Zoning Administrator shall 
forthwith transmit a copy the Variance decision letter to 
the applicant. The action of the Zoning Administrator 
shall be final and shall become effective 10 days after the 
date of his written decision except upon the filing of a 
valid appeal to the Board of Permit Appeals as provided 
in Section 308.2 of the Planning Code.

 
WHO MAY APPLY FOR A VARIANCE?
A Variance is an entitlement that runs with the property; 
therefore, the property owner or a party designated as 
the owner’s agent may apply for a Variance. [A letter of 
agent authorization from the owner must be attached.]

INSTRUCTIONS:
The attached application for a Variance includes a 
project description, necessary contact information, and 
two sets of findings that must be answered. The first 
set of findings is for the Variance process and consists 
of a list of questions asking whether there is a hardship 
and whether there is an adverse impact on surrounding 
neighbors. The fact that it would be easier, or nicer, or 
less expensive, to do a project the way the owner wants 
instead of complying with the Planning Code does not 
constitute a hardship. The second set of findings are 
Priority General Plan Policy Findings, which determine 
San Francisco General Plan consistency. Please answer 
all questions fully. Please type or print in ink and attach 
pages if necessary.

Please provide the following materials with this 
application:

�� 300 Foot Radius Map and Address List: See 
instructions on page 4. 

�� Authorization: If the applicant in this case is the 
authorized agent of the property owner, rather than 
the owner, a letter signed by the owner and creating 
or acknowledging that agency must be attached and 
is included in the application for Variance. 

�� Drawings: The application must be accompanied by 
plans sufficient for proper determination of the case. 
In most cases a plot plan will be required, accurately 
showing existing and proposed structures on both 
the subject property and on immediately adjoining 
properties, open spaces, driveways, parking areas, 
trees, and land contours where relevant. Where the 
size or use of floor areas is material to the case, floor 
plans will also be required. 
 
Drawings of building elevations must be provided in 
most cases. All landscaping should be clearly shown 
on the plans, calling out species type. A sign program 
may be submitted at this time. Certain types of 
conditional uses have additional special requirements 
under the Code and may require additional 
information to be submitted with the application; 
the Department staff will assist in determining what 
materials are required. A north arrow and scale shall 
be shown on each plan, and unless an exception is 
specifically granted by the Zoning Administrator 
the scale shall be not less than 1” = 20’ for plot plans, 
1/8” = 1’ 0” for floor plans, and 1/4” = 1’ 0” for plans 
showing layout of parking and loading. 

�� Photographs: The application must be accompanied 
by unmounted photographs, large enough to show 
the nature of the property but not over 11 X 17 inches.

All plans and other exhibits submitted with this 
application will be retained as part of the permanent 
public record in this case.

After your case is assigned to a planner, you will be 
contacted and asked to provide an electronic version 
of this application including associated photos and 
drawings.
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Application for Variance

Fees: 
Please refer to the Planning Department Fee Schedule 
available at www.sfplanning.org or at the Planning 
Information Center (PIC) located at 1660 Mission Street, 
First Floor, San Francisco. For questions related to the 
Fee Schedule, please call the PIC at (415) 558-6377. Fees 
will be determined based on the estimated construction 
costs. Should the cost of staff time exceed the initial fee 
paid, an additional fee for time and materials may be 
billed upon completion of the hearing process or permit 
approval. Additional fees may also be collected for 
preparation and recordation of any documents with the 
San Francisco Assessor-Recorder’s office.

The Pre-Application Process:
The following types of projects require a Pre-
Application Meeting, provided that the scope of work is 
subject to Planning Code Section 311 or 312 Notification.  
Please be aware that a Pre-Application meeting is 
also required prior to filing any Planning entitlement 
application (i.e. Conditional Use Authorization, 
Variance) for projects subject to 311 or 312 Notification.  

yy New Construction; 

yy Any vertical addition of 7 feet or more;

yy Any horizontal addition of 10 feet or more;

yy Decks over 10 feet above grade or within the 
required rear yard; 

yy All Formula Retail uses subject to a Conditional 
Use Authorization. 

Please refer to the Pre-Application Meeting Instruction 
Packet for further detail or contact planning staff with 
questions. The Pre-Application Meeting Instruction 
Packet is available at www.sfplanning.org or at the 
Planning Information Center (PIC) counter at 1660 
Mission Street, First Floor, San Francisco. 

CEQA Review: 
The California Environmental Quality Act (CEQA) and 
Chapter 31 of the San Francisco Administrative Code 
implementing that act may require an Environmental 
Evaluation before the application may be considered. 
Please consult the Planning Department staff to 
determine if an Environmental Evaluation application 
must be submitted with this application. A separate fee 
is required for environmental review.
Planning Commission Hearing Material:
This timeline includes a deadline for project sponsors 
to submit material to staff to be included in the 
Commission packet. If the Sponsor does not submit the 
necessary material by the deadline, the project will be 
continued to a later hearing date.  

yy Three weeks prior to hearing: Project Sponsor 
submits draft project graphics (plans, renderings 
etc) to project planner.

yy Two weeks prior to hearing: Project planner 
submits Draft staff report (must include draft 
attachments) to Team Leader for review.  

yy Ten days prior to hearing (5pm on Monday): 
Deadline for submittal of all sponsor material and 
public comment to be included in Commission 
packets

yy One week prior to hearing:  Project planner 
delivers complete Commission packets to the 
Commission Secretary.

To file your Variance 
application, please call 
(415) 558-6378 in advance 
to schedule an intake 
appointment. At your 
scheduled appointment 
with a staff planner, please 
bring your completed 
application with all 
required materials.
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1.	 The map must show all properties within 
300-feet of the EXTERIOR boundaries of 
the property; a 300-foot radius map, drawn 
to a scale of 1 inch to 50 feet, either the 
original on TRACING paper or a blueprint 
copy (no photocopy accepted) is required 
for submittal with applications under 
the Planning Code, including variance, 
reclassification (rezoning), large project 
authorization, conditional use, and certain 
subdivision applications.

2.	 Submit two lists of the names and 
addresses, including the block and lot for 
each one, of all owners of the properties 
within 300 feet of the subject property and 
self-adhering labels with the same data. 
The latest Citywide tax roll is available 
at the Office of the Treasurer and Tax 
Collector, City Hall Room 140, 1 Dr. 
Carlton B. Goodlett Pl., San Francisco, 
CA 94102, for the preparation of this list. 
The labels will be used to mail notice of 
the time and place of the public hearing 
required.

EXAMPLE OF MAILING LABEL

 
Block # / Lot # #9331 / #07

Name JOHN DOE
Address 123 South Street #2 

San Francisco, CA 94100

3.	 If you wish to prepare the materials 
yourself, block maps may be traced at the 
office of the Assessor, 81 Dr. Carlton B. 
Goodlett Place, City Hall, Room 190.

	 The width of the public right-of-way for 
the streets separating the blocks may be 
determined at the Department of Public 
Works, Bureau of Street Use and Mapping, 
875 Stevenson Street, Room 460, 554-5810.

4.	 You may, for a fee that varies by firm, 
have a private drafting or mailing service 
prepare these materials.

NOTE: THIS EXAMPLE IS NOT TO REQUIRED SCALE

300-foot Radius Map Instructions

The following businesses have indicated that they provide 
professional notification services. This listing does not 
constitute an endorsement. Other professionals can also 
perform this work and can be added to this list upon request.

Build CADD
3515 Santiago Street 
San Francisco, CA 94116 
(415) 759-8710

Javier Solorzano
3288 - 21st Street #49
San Francisco, CA 94110 
(415) 724-5240 
Javier131064@yahoo.com

Jerry Brown Designs
619 - 27th Street, Apt. A
Oakland, CA 94612 
(415) 810-3703 
jbdsgn328@gmail.com

Notificationmaps.com
Barry Dunzer
(866) 752-6266
www.notificationmaps.com

Radius Services
1221 Harrison Street #18
San Francisco, CA 94103 
(415) 391-4775 
radiusservices@aol.com

Notice This
(650) 814-6750

Ted Madison Drafting
P.O. Box 8102
Santa Rosa, CA 95407
(707) 228-8850 
tmadison@pacbell.net
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Application for Variance

A.	 The Zoning Administrator encourages applicants 
to meet with all community groups and parties 
interested in their application early in the 
entitlement process. Department staff is available 
to assist in determining how to contact interested 
groups. Neighborhood organization lists are 
available on the Department’s web site. Notice of 
the hearing will be sent to groups in or near the 
neighborhood of the project. The applicant may be 
contacted by the Planning Department staff with 
requests for additional information or clarification. 
An applicant’s cooperation will facilitate the timely 
review of the application.

B.	 The Zoning Administrator requests that applicants 
familiarize themselves with the procedure for public 
hearings, which are listed below. 
 
Hearings. A public hearing may be held on any 
matter before the Zoning Administrator at either 
a Regular (every 4th Wednesday of the month) or 
a Special Meeting. The procedure for such public 
hearings shall be as follows:

1.	 A description of the issue by Zoning 
Administrator along with the Planning 
Department’s recommendation.

2.	 A presentation of the proposal by the project 
sponsor for a period not to exceed 5 minutes.

3.	 A presentation of opposition to the proposal, by 
organized opposition, for a period not to exceed 3 
minutes. 

4.	 Public testimony from proponents of the 
proposal. An individual may speak for a period 
not to exceed 3 minutes. 

5.	 Public testimony from opponents of the proposal 
would be taken under conditions parallel to those 
imposed on proposal proponents, not to exceed 3 
minutes. 

What Applicants Should Know About the  
Public Hearing Process and Community Outreach

6.	 The project sponsor or applicant will be given 
a period, not to exceed 3 minutes, within which 
to clarify any questions raised in previous 
testimony.

7.	 Discussion by the Zoning Administrator on the 
matter. 

8.	 The Zoning Administrator may impose time 
limits on appearances by members of the public 
and may otherwise exercise his or her discretion 
on procedures for the conduct of public hearings.

C.	 Opportunities for Appeals by Other Bodies: Zoning 
Administrator actions on Variances are final unless 
appealed to the Board of Appeals within 10 days of 
Zoning Administrator action. 
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1. Owner/Applicant Information
PROPERTY OWNER’S NAME:

PROPERTY OWNER’S ADDRESS: TELEPHONE:

(           )
EMAIL:

APPLICANT’S NAME:

Same as Above 
APPLICANT’S ADDRESS: TELEPHONE:

(           )
EMAIL:

CONTACT FOR PROJECT INFORMATION:

Same as Above 
ADDRESS: TELEPHONE:

(           )
EMAIL:

2. Location and Classification
STREET ADDRESS OF PROJECT: ZIP CODE:

CROSS STREETS:

ASSESSORS BLOCK/LOT:        LOT DIMENSIONS: LOT AREA (SQ FT): ZONING DISTRICT: HEIGHT/BULK DISTRICT:

                                /

3. Project Description

( Please check all that apply )

  Change of Use

  Change of Hours

  New Construction

  Alterations

  Demolition

  Other  Please clarify:

ADDITIONS TO BUILDING:

  Rear

  Front

  Height

  Side Yard

PRESENT OR PREVIOUS USE:

PROPOSED USE:

BUILDING APPLICATION PERMIT NO.: DATE FILED:

APPLICATION FOR

Variance from the Planning Code 
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4. Project Summary Table
If you are not sure of the eventual size of the project, provide the maximum estimates. 

EXISTING USES: EXISTING USES  
TO BE RETAINED:

NET NEW CONSTRUCTION 
AND/OR ADDITION: PROJECT TOTALS:

PROJECT FEATURES 

Dwelling Units

Hotel Rooms

Parking Spaces 

Loading Spaces

Number of Buildings

Height of Building(s)    

Number of Stories

Bicycle Spaces

GROSS SQUARE FOOTAGE (GSF)

Residential

Retail

Office

Industrial/PDR  
Production, Distribution, & Repair

Parking

Other (Specify Use)

TOTAL GSF

Please describe what the variance is for and include any additional project features that are not included in this 
table.  Please state which section(s) of the Planning Code from which you are requesting a variance.  
( Attach a separate sheet if more space is needed )



Application for Variance
CASE NUMBER: 
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Variance Findings
Pursuant to Planning Code Section 305(c), before approving a variance application, the Zoning Administrator needs 
to find that the facts presented are such to establish the findings stated below.  In the space below and on separate 
paper, if necessary, please present facts sufficient to establish each finding.

1.	 That there are exceptional or extraordinary circumstances applying to the property involved or to the 	
	 intended use of the property that do not apply generally to other property or uses in the same class 	
	 of district; 

2.	 That owing to such exceptional or extraordinary circumstances the literal enforcement of specified 		
	 provisions of this Code would result in practical difficulty or unnecessary hardship not created by or 	
	 attributable to the applicant or the owner of the property; 

3.	 That such variance is necessary for the preservation and enjoyment of a substantial property right of the 	
	 subject property, possessed by other property in the same class of district; 

4.	 That the granting of such variance will not be materially detrimental to the public welfare	 or materially 	
	 injurious to the property or improvements in the vicinity; and 

5.	 That the granting of such variance will be in harmony with the general purpose and intent of this Code and 	
	 will not adversely affect the Master Plan. 
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Priority General Plan Policies Findings

Proposition M was adopted by the voters on November 4, 1986. It requires that the City shall find that proposed 
projects and demolitions are consistent with eight priority policies set forth in Section 101.1 of the City Planning 
Code. These eight policies are listed below. Please state how the project is consistent or inconsistent with each policy. 
Each statement should refer to specific circumstances or conditions applicable to the property. Each policy must have 
a response. IF A GIVEN POLICY DOES NOT APPLY TO YOUR PROJECT, EXPLAIN WHY IT DOES NOT.

1.	 That existing neighborhood-serving retail uses be preserved and enhanced and future opportunities for resident 
employment in and ownership of such businesses enhanced;

2.	 That existing housing and neighborhood character be conserved and protected in order to preserve the cultural 
and economic diversity of our neighborhoods;

3.	 That the City’s supply of affordable housing be preserved and enhanced;

4.	 That commuter traffic not impede Muni transit service or overburden our streets or neighborhood parking;



Application for Variance
CASE NUMBER: 
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5.	 That a diverse economic base be maintained by protecting our industrial and service sectors from displacement 
due to commercial office development, and that future opportunities for resident employment and ownership in 
these sectors be enhanced;

6.	 That the City achieve the greatest possible preparedness to protect against injury and loss of life in an 
earthquake;

7.	 That landmarks and historic buildings be preserved; and

8.	 That our parks and open space and their access to sunlight and vistas be protected from development.
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Estimated Construction Costs

TYPE OF APPLICATION:

OCCUPANCY CLASSIFICATION:

BUILDING TYPE:

TOTAL GROSS SQUARE FEET OF CONSTRUCTION: BY PROPOSED USES:

ESTIMATED CONSTRUCTION COST:

ESTIMATE PREPARED BY:

FEE ESTABLISHED:      

Applicant’s Affidavit

Under penalty of perjury the following declarations are made:
a:	 The undersigned is the owner or authorized agent of the owner of this property.
b:	 The information presented is true and correct to the best of my knowledge.
c:	 The other information or applications may be required.  

Signature:  	 Date:  

Print name, and indicate whether owner, or authorized agent:

	     
	       Owner / Authorized Agent (circle one)



Application for Variance
CASE NUMBER: 
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Application Submittal Checklist

Applications listed below submitted to the Planning Department must be accompanied by this checklist and 
all required materials.  The checklist is to be completed and signed by the applicant or authorized agent and a 
department staff person.

APPLICATION MATERIALS CHECKLIST

NOTES:
	

 Required Material. Write “N/A” if you believe 
the item is not applicable, (e.g. letter of 
authorization is not required if application is 
signed by property owner.)

 Typically would not apply. Nevertheless, in a 
specific case, staff may require the item.

 Two sets of original labels and one copy of 
addresses of adjacent property owners and 
owners of property across street.

Application, with all blanks completed 

300-foot radius map, if applicable 

Address labels (original), if applicable 

Address labels (copy of the above), if applicable 

Site Plan 

Floor Plan 

Elevations 

Section 303 Requirements 

Prop. M Findings 

Historic photographs (if possible), and current photographs 

Check payable to Planning Dept. 

Original Application signed by owner or agent 

Letter of authorization for agent 

Other: 
Section Plan, Detail drawings (ie. windows, door entries, trim), Specifications (for cleaning, 
repair, etc.) and/or Product cut sheets for new elements (ie. windows, doors)



After your case is assigned to a planner, you will be contacted and asked to provide an electronic version of this 
application including associated photos and drawings.

Some applications will require additional materials not listed above.  The above checklist does not include material 
needed for Planning review of a building permit.  The “Application Packet” for Building Permit Applications lists 
those materials.

No application will be accepted by the Department unless the appropriate column on this form is completed.  Receipt 
of this checklist, the accompanying application, and required materials by the Department serves to open a Planning 
file for the proposed project.  After the file is established it will be assigned to a planner.  At that time, the planner 
assigned will review the application to determine whether it is complete or whether additional information is 
required in order for the Department to make a decision on the proposal.

For Department Use Only

Application received by Planning Department:

By:  	 Date:  



FOR MORE INFORMATION:  
Call or visit the San Francisco Planning Department

Central Reception
1650 Mission Street, Suite 400
San Francisco CA 94103-2479

TEL:	 415.558.6378
FAX:	 415 558-6409
WEB:	http://www.sfplanning.org

Planning Information Center (PIC)
1660 Mission Street, First Floor
San Francisco CA 94103-2479

TEL:	 415.558.6377
Planning staff are available by phone and at the PIC counter.  
No appointment is necessary.



    

WHAT IS A PRE-APPLICATION MEETING? 
The Pre-Application Meeting is a mandatory form of community outreach conducted by the 
project sponsor to receive initial feedback regarding certain project types prior to submittal 
to the Planning Department or the Department of Building Inspection. Adjacent neighbors 
and relevant neighborhood organizations are invited to attend this meeting which must take 
place during certain hours of the day and within a certain distance from the project site. The 
meeting's intention is to initiate neighbor communication and identify issues and concerns 
early on; provide the project sponsor the opportunity to address neighbor concerns about the 
potential impacts of the project prior to submitting an application; and, reduce the number of 
Discretionary Reviews (DRs) that are filed. 

WHEN IS A PRE-APPLICATION MEETING REQUIRED? 

�� New Construction; or

�� Any vertical addition of 7 feet or more; or

�� Any horizontal addition of 10 feet or more; or

�� Decks over 10 feet above grade or within the required rear yard (excludes roof decks); or

�� All Formula Retail uses subject to a Conditional Use Authorization; or

�� PDR-I-B, Section 313; or

�� Small Business Priority Processing Program (SB4P); or

�� Department Staff may request a Pre-Application meeting be conducted for any project. 

WHY IS A PRE-APPLICATION MEETING REQUIRED? 
The Pre-Application process is required for certain projects subject to Planning Code Section 
311 or 312 Notification, or as required by other activities listed above. It serves as the first 
step in the process prior to building permit application or entitlement (Conditional Use 
Authorization, Variance, etc.) submittal.  Those contacted as a result of the Pre-Application 
process will also receive a formal entitlement notice or 311 or 312 notification when the project 
is submitted and reviewed by Planning Department staff.

The benefits to project sponsors include: early identification of neighbor concerns; ability 
to mitigate neighbor concerns before project submittal; a more streamlined, predictable 
review from the Planning Department; and, elimination of delays associated with 
Discretionary Reviews. 
The benefits to the neighbors include: the opportunity to express concerns about a project 
before it is submitted and eliminating the need to file a Discretionary Review. 

INSTRUCTION PACKET AND AFFIDAVIT FOR

Pre-Application Meeting

Planning Department

1650 Mission Street

Suite 400

San Francisco, CA

94103-9425

T: 415.558.6378

F: 415.558.6409

www.sfplanning.org

Note: A Pre-Application 
Meeting is required 
even if the horizontal 
addition referenced 
above does not increase 
the overall depth of the 
building. Similarly, a 
Pre-Application Meeting 
is required even if 
the vertical addition 
referenced above does 
not change the overall 
building height.

This packet consists of instructions and templates for conducting the Pre-
Application Meeting.  Planning Department staff are available to advise you in the 
preparation of these materials. Call the Planning Information Center at (415) 558-
6377 for further information.
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Pre-Application Meeting
 

INSTRUCTIONS
Prior to filing any entitlement (this includes but is not limited to Building Permits, Variances, 
and Conditional Use Authorizations) the Project Sponsor must conduct a minimum of one Pre-
Application meeting if the proposed scope of work triggers such a meeting, as referenced on the 
previous page.

This meeting must be held in accordance with the following rules.

These groups and individuals must be invited to the meeting:

yy Invite all Neighborhood Organizations for the relevant neighborhood(s). Note that the 
number of organizations extends beyond just your neighborhood association. The full 
list for your area can be found by first typing “neighborhood groups” in the search bar 
at www.sfplanning.org.  Then, click on the relevant neighborhood on the map to find 
the neighborhood organization list in spreadsheet format. If the property is located on 
the border of two or more neighborhoods, you must invite all bordering neighborhood 
organizations. 

yy Invite all abutting property owners and occupants and property owners and occupants 
directly across the street from the project site.  Please be sure to include all occupants of the 
subject building.  (Note: Sec. 313 requires mailing to owners and occupants within a 300 foot 
radius). Refer to the Neighborhood Notification handout, available at www.sfplanning.org, 
for clarification. 

yy One copy of the invitation letter must be mailed to the project sponsor as proof of mailing. 
Invitations shall be sent at least 14 calendar days before the meeting. The postal date stamp 
will serve as record of timely mailing. 

The meeting must be conducted at one of these places:

yy The project site;

yy An alternate location within a one-mile radius of the project site (i.e. 			 
community center, coffee shop, etc.); or,

yy The project sponsor may opt to have a Pre- Application Meeting held at the Planning 
Department instead of the project site, for a fee.  A planner will be available for questions.

The meeting must be held within specific timeframes and meet certain requirements:

yy Meetings are to be conducted within 6:00 p.m. -9:00 p.m., Mon.-Fri.; or within 10:00 a.m. 
-9:00 p.m., Sat-Sun. If the Project Sponsor has selected a Pre-Application Meeting held at the 
Planning Department, this meeting will be conducted during regular business hours. 

yy A sign-in sheet must be used in order to verify attendance. Note if no one attended.

yy Preliminary plans must be available at the meeting that include the height and depth of 
the subject building and its adjacent properties, and dimensions must be provided to help 
facilitate discussion. Neighbors may request reduced copies of the plans from the Project 
Sponsor by checking the “please send me plans” box on the sign-in sheet, and the Project 
Sponsor shall provide reduced copies upon such request. 

yy Questions and concerns by attendees, and responses by Project Sponsor, if any, must be 
noted.

For accountability purposes, please submit the following with your Application:

□□ A copy of the letter mailed to neighbors and neighborhood organizations (use attached 
invitation) AND a letter with postmark as proof of mailing;

□□ A list of those persons and neighborhood organizations invited to the meeting; 

□□ A copy of the sign-in sheet (use attached template);

□□ A summary of the meeting and a list of any changes made to the project as a result of the 
neighborhood comments (use attached template);

□□ The affidavit, signed and dated (use attached template);

□□ One reduced copy of the plans presented to the neighbors at pre-application meeting.

Note: Please see the 
Department Facilitated Pre-
Application Meeting form 
at www.sfplanning.org for 
more information.  Refer to 
the Planning Department 
Fee Schedule, which may be 
obtained from the Planning 
Department’s website at 
www.sfplanning.org/planning 
or in person at the Public 
Information Counter (PIC) 
located at 1660 Mission Street, 
San Francisco, CA 94103. For 
questions related to the Fee 
Schedule, please call the PIC 
at 415.558.6377.

Note: When the subject lot is 
a corner lot, the notification 
area shall further include all 
properties on both block faces 
across from the subject lot, and 
the corner property diagonally 
across the street.
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Pre-Application Meeting

Notice of Pre-Application Meeting

Date

Dear Neighbor:
You are invited to a neighborhood Pre-Application meeting to review and discuss the development 
proposal at , cross street(s)  (Block/Lot#:

; Zoning: ), in accordance with the San Francisco 
Planning Department’s Pre-Application procedures. The Pre-Application meeting is intended as a way for the Project 
Sponsor(s) to discuss the project and review the proposed plans with adjacent neighbors and neighborhood organizations 
before the submittal of an application to the City. This provides neighbors an opportunity to raise questions and 
discuss any concerns about the impacts of the project before it is submitted for the Planning Department’s review. Once 
a Building Permit has been submitted to the City, you may track its status at www.sfgov.org/dbi.  

The Pre-Application process serves as the first step in the process prior to building permit application or entitlement 
submittal.  Those contacted as a result of the Pre-Application process will also receive a formal entitlement notice or 311 
or 312 notification after the project is submitted and reviewed by Planning Department staff.

A Pre-Application meeting is required because this project includes (check all that apply):

*	New Construction; 

*	Any vertical addition of 7 feet or more;  

*	Any horizontal addition of 10 feet or more;

*	Decks over 10 feet above grade or within the required rear yard; 

*	All Formula Retail uses subject to a Conditional Use Authorization; 

*	PDR-I-B, Section 313;

*	Small Business Priority Processing Program (SB4P). 

The development proposal is to:  	

Existing # of dwelling units: 	 Proposed: 	 Permitted: 	
Existing bldg square footage: 	 Proposed: 	 Permitted: 	
Existing # of stories:  	Proposed: 	 Permitted: 	
Existing bldg height: 	 Proposed: 	 Permitted: 	
Existing bldg depth: 	 Proposed: 	 Permitted: 	

MEETING INFORMATION:
Property Owner(s) name(s): 	
Project Sponsor(s): 	
Contact information (email/phone): 
Meeting Address*: 	
Date of meeting: 
Time of meeting**: 

*The meeting should be conducted at the project site or within a one-mile radius, unless the Project Sponsor has requested a 
Department Facilitated Pre-Application Meeting, in which case the meeting will be held at the Planning Department offices, at 1650 
Mission Street, Suite 400.

**Weeknight meetings shall occur between 6:00 p.m. - 9:00 p.m. Weekend meetings shall be between 10:00 a.m. - 9:00 p.m, 
unless the Project Sponsor has selected a Department Facilitated Pre-Application Meeting.

If you have questions about the San Francisco Planning Code, Residential Design Guidelines, or general development process in 
the City, please call the Public Information Center at 415-558-6378, or contact the Planning Department via email at pic@sfgov.org. 
You may also find information about the San Francisco Planning Department and on-going planning efforts at www.sfplanning.org. 
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Pre-Application Meeting

	
Affidavit of Conducting a Pre-Application Meeting,
Sign-in Sheet and Issues/Responses submittal

I,  , do hereby declare as follows:

1.	 I have conducted a Pre-Application Meeting for the proposed new construction, alteration or other   	
	 activity prior to submitting any entitlement (Building Permit, Variance, Conditional Use, etc.) in   
 	 accordance with Planning Commission Pre-Application Policy.

2.	 The meeting was conducted at  (location/address) 		
	 on  (date) from  (time).

3.	 I have included the mailing list, meeting invitation and postmarked letter, sign-in sheet, issue/
response summary, and reduced plans with the entitlement Application. I understand that I 
am  responsible for the accuracy of this information and that erroneous information may lead to 
suspension or revocation of the permit.

4.	 I have prepared these materials in good faith and to the best of my ability.

I declare under penalty of perjury under the laws of the State of California that the foregoing is true and 
correct.

EXECUTED ON THIS DAY, , 20  IN SAN FRANCISCO.

Signature

Name (type or print)

Relationship to Project (e.g. Owner, Agent)

(if Agent, give business name & profession)

Project Address
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Pre-Application Meeting

Pre-Application Meeting Sign-in Sheet
Meeting Date: 	
Meeting Time: 	
Meeting Address:	
Project Address: 	
Property Owner Name: 	
Project Sponsor/Representative: 	

Please print your name below, state your address and/or affiliation with a neighborhood group, and provide 
your phone number. Providing your name below does not represent support or opposition to the project; it 
is for documentation purposes only.

     NAME/ORGANIZATION	 ADDRESS	 PHONE #	 EMAIL		        SEND PLANS

1.   

2.  	

3.  	

4.  	

5.  	

6.  	

7.  

8.  

9.  

10.  

11.  

12.  

13.  

14.  

15.  

16.  

17.  

18.  
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Pre-Application Meeting

        
Summary of discussion from the 
Pre-Application Meeting
Meeting Date: 	
Meeting Time: 	
Meeting Address:	
Project Address: 	
Property Owner Name: 	
Project Sponsor/Representative: 

Please summarize the questions/comments and your response from the Pre-Application meeting in the 
space below.  Please state if/how the project has been modified in response to any concerns.

Question/Concern #1 by (name of concerned neighbor/neighborhood group): 	

	
Project Sponsor Response: 	 	

Question/Concern #2: 

Project Sponsor Response: 	

Question/Concern #3: 

Project Sponsor Response: 	 	

Question/Concern #4: 	

	
Project Sponsor Response: 	
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WHEN IS THE SUPPLEMENTAL INFORMATION FORM NECESSARY?
Administrative Code Section 1.61 requires the Planning Department to collect an application/
form with information about an applicant’s internal anti-discriminatory policies for projects 
proposing an increase of ten (10) dwelling units or more.  

WHAT IF THE PROJECT SPONSOR OR PERMITTEE CHANGE PRIOR TO THE 
FIRST ISSUANCE OF CERTIFICATE OF OCCUPANCY? 
If the permittee and/or sponsor should change, they shall notify the Planning Department and 
file a new supplemental information form with the updated information. 

HOW IS THIS INFORMATION USED?
The Planning Department is not to review the responses other than to confirm that all 
questions have been answered.  Upon confirmation, the information is routed to the Human 
Rights Commission.  

For questions about the Human Rights Commission (HRC) and/or the Anti-Discriminatory 
Housing Policy, please contact Mullane Ahern at (415) 252-2514 or mullane.ahern@sfgov.org.  

All building permit applications and/or entitlements related to a project proposing 10 dwelling 
units or more will not be considered complete until all responses are provided.  

WHAT PART OF THE POLICY IS BEING REVIEWED?
The Human Rights Commission will review the policy to verify whether it addresses 
discrimination based on sexual orientation and gender identity.  The policy will be considered 
incomplete if it lacks such protections.  

WILL THE ANSWERS TO THE QUESTIONS EFFECT THE REVIEW OF MY 
PROJECT?  
The Planning Department’s and Planning Commission’s processing of and recommendations 
or determinations regarding an application shall be unaffected by the applicant’s answers to 
the questions.  

INSTRUCTIONS:
The attached supplemental information form is to be submitted as part of the required 
entitlement application and/or Building Permit Application.   This application does not require 
an additional fee.  

Answer all questions fully and type or print in ink.  Attach additional pages if necessary.  

Please see the primary entitlement application or Building Permit Application instructions for 
a list of necessary materials required.  

Planning Department

1650 Mission Street

Suite 400

San Francisco, CA

94103-9425

T: 415.558.6378

F: 415.558.6409

Pursuant to Administrative Code Section 1.61, certain housing projects must 
complete and submit a completed Anti-Discriminatory Housing Policy form as part 
of any entitlement or building permit application that proposes an increase of ten 
(10) dwelling units or more.

Planning Department staff is available to advise you in the preparation of this 
application. Call (415)558-6377 for further information.

www.sfplanning.org

SUPPLEMENTAL INFORMATION PACKET FOR

Anti-Discriminatory 
Housing Policy
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FOR MORE INFORMATION:  
Call or visit the San Francisco Planning Department

Central Reception
1650 Mission Street, Suite 400
San Francisco CA 94103-2479

TEL:	 415.558.6378
FAX:	 415 558-6409
WEB:	http://www.sfplanning.org

Planning Information Center (PIC)
1660 Mission Street, First Floor
San Francisco CA 94103-2479

TEL:	 415.558.6377
Planning staff are available by phone and at the PIC counter.  
No appointment is necessary.

THIS PAGE INTENTIONALLY LEFT BLANK.  

http://www.sfplanning.org
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1. Owner/Applicant Information
PROPERTY OWNER’S NAME:

PROPERTY OWNER’S ADDRESS: TELEPHONE:

(           )
EMAIL:

APPLICANT’S NAME:

Same as Above 
APPLICANT’S ADDRESS: TELEPHONE:

(           )
EMAIL:

CONTACT FOR PROJECT INFORMATION:

Same as Above 
ADDRESS: TELEPHONE:

(           )
EMAIL:

COMMUNITY LIAISON FOR PROJECT (PLEASE REPORT CHANGES TO THE ZONING ADMINISTRATOR):

Same as Above 
ADDRESS: TELEPHONE:

(           )
EMAIL:

2. Location and Project Description
STREET ADDRESS OF PROJECT: ZIP CODE:

CROSS STREETS:

ASSESSORS BLOCK/LOT:    ZONING DISTRICT: HEIGHT/BULK DISTRICT:

                                      /

PROJECT TYPE:    (Please check all that apply) EXISTING DWELLING UNITS: PROPOSED DWELLING UNITS: NET INCREASE:  

  New Construction

  Demolition

  Alteration

  Other:                                                                  

SUPPLEMENTAL INFORMATION FOR

Anti-Discriminatory  
Housing Policy
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Compliance with the Anti-Discriminatory Housing Policy 

1.	 Does the applicant or sponsor, including the applicant or sponsor’s parent company, 
subsidiary, or any other business or entity with an ownership share of at least 30% of 
the applicant’s company, engage in the business of developing real estate, owning 
properties, or leasing or selling individual dwelling units in States or jurisdictions 
outside of California?

1a. If yes, in which States?                                                                                                                               

                                                                                                                                                      

1b. If yes, does the applicant or sponsor, as defined above, have policies in individual 
States that prohibit discrimination based on sexual orientation and gender identity in 
the sale, lease, or financing of any dwelling units enforced on every property in the 
State or States where the applicant or sponsor has an ownership or financial interest?

1c. If yes, does the applicant or sponsor, as defined above, have a national policy that 
prohibits discrimination based on sexual orientation and gender identity in the sale, 
lease, or financing of any dwelling units enforced on every property in the United 
States where the applicant or sponsor has an ownership or financial interest in 
property?

If the answer to 1b and/or 1c is yes, please provide a copy of that policy or policies as part 
of the supplemental information packet to the Planning Department.

  YES   NO

  YES   NO

  YES   NO

Applicant’s Affidavit

Under penalty of perjury the following declarations are made:
a:	 The undersigned is the owner or authorized agent of the owner of this property.
b:	 The information presented is true and correct to the best of my knowledge.
c:	 Other information or applications may be required.  

Signature:  	 Date:  

Print name, and indicate whether owner, or authorized agent:

	     
	       Owner / Authorized Agent (circle one)

Human Rights Commission contact information 
Mullane Ahern at (415)252-2514 or mullane.ahern@sfgov.org
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PLANNING DEPARTMENT USE ONLY
PLANNING DEPARTMENT VERIFICATION:

 Anti-Discriminatory Housing Policy Form is Complete
 Anti-Discriminatory Housing Policy Form is Incomplete

Notification of Incomplete Information made:

To:                                                           Date:                                          

BUILDING PERMIT NUMBER(S): DATE FILED:

RECORD NUMBER: DATE FILED:

VERIFIED BY PLANNER:

  Signature:                                                                                                  Date:                                           

  Printed Name:                                                                                           Phone:                                                        

ROUTED TO HRC: DATE:

 Emailed to:                                                                                      
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Section 1: Project Information
PROJECT ADDRESS BLOCK/LOT(S)

BUILDING PERMIT APPLICATION NO. CASE NO. (IF APPLICABLE) MOTION NO. (IF APPLICABLE)

PROJECT SPONSOR MAIN CONTACT PHONE

ADDRESS

CITY, STATE, ZIP EMAIL

ESTIMATED RESIDENTIAL UNITS ESTIMATED SQ FT COMMERCIAL SPACE ESTIMATED HEIGHT/FLOORS ESTIMATED CONSTRUCTION COST

ANTICIPATED START DATE

Section 2: First Source Hiring Program Verification
CHECK ALL BOXES APPLICABLE TO THIS PROJECT

 Project is wholly Residential

 Project is wholly Commercial

 Project is Mixed Use

 A: The project consists of ten (10) or more residential units;

 B: The project consists of 25,000 square feet or more gross commercial floor area.

 C: Neither 1A nor 1B apply.

NOTES:	
•	 If you checked C, this project is NOT subject to the First Source Hiring Program. Sign Section 4: Declaration of Sponsor of Project and submit to the Planning 

Department.
•	 If you checked A or B, your project IS subject to the First Source Hiring Program.  Please complete the reverse of this document, sign, and submit to the Planning 

Department prior to any Planning Commission hearing. If principally permitted, Planning Department approval of the Site Permit is required for all projects subject  
to Administrative Code Chapter 83.

•	 For questions, please contact OEWD’s CityBuild program at CityBuild@sfgov.org or (415) 701-4848. For more information about the First Source Hiring Program  
visit www.workforcedevelopmentsf.org

•	 If the project is subject to the First Source Hiring Program, you are required to execute a Memorandum of Understanding (MOU) with OEWD’s CityBuild program prior  
to receiving construction permits from Department of Building Inspection.

AFFIDAVIT FOR FIRST SOURCE HIRING PROGRAM

Administrative Code  
Chapter 83 

Continued...

1650 Mission Street, Suite 400 • San Francisco CA 94103-2479 • 415.558.6378 • http://www.sfplanning.org
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Section 3: First Source Hiring Program – Workforce Projection 
Per Section 83.11 of Administrative Code Chapter 83, it is the developer’s responsibility to complete the following 
information to the best of their knowledge. 

Provide the estimated number of employees from each construction trade to be used on the project, indicating how 
many are entry and/or apprentice level as well as the anticipated wage for these positions.  

Check the anticipated trade(s) and provide accompanying information (Select all that apply):

YES NO

1.  �Will the anticipated employee compensation by trade be consistent with area Prevailing Wage?  

2.  �Will the awarded contractor(s) participate in an apprenticeship program approved by the State of 
California’s Department of Industrial Relations?  

3.  Will hiring and retention goals for apprentices be established?  

4.  What is the estimated number of local residents to be hired? ___________

TRADE/CRAFT
ANTICIPATED
JOURNEYMAN WAGE

# APPRENTICE  
POSITIONS

# TOTAL  
POSITIONS

Abatement 
Laborer

Boilermaker

Bricklayer

Carpenter

Cement Mason

Drywaller/
Latherer

Electrician

Elevator 
Constructor

Floor Coverer

Glazier

Heat & Frost 
Insulator

Ironworker

TOTAL:

Section 4: Declaration of Sponsor of Principal Project 
PRINT NAME AND TITLE OF AUTHORIZED REPRESENTATIVE EMAIL PHONE NUMBER

I HEREBY DECLARE THAT THE INFORMATION PROVIDED HEREIN IS ACCURATE TO THE BEST OF MY KNOWLEDGE AND THAT I COORDINATED WITH OEWD’S 
CITYBUILD PROGRAM TO SATISFY THE REQUIREMENTS OF ADMINISTRATIVE CODE CHAPTER 83.

____________________________________________________________________________________________________________________________________________________________
(SIGNATURE OF AUTHORIZED REPRESENTATIVE)	                                                                                                                                        (DATE)

FOR PLANNING DEPARTMENT STAFF ONLY: PLEASE EMAIL AN ELECTRONIC COPY OF THE COMPLETED AFFIDAVIT FOR FIRST SOURCE HIRING PROGRAM TO 
OEWD’S CITYBUILD PROGRAM AT CITYBUILD@SFGOV.ORG

Cc:	 Office of Economic and Workforce Development, CityBuild	
	 Address: 1 South Van Ness 5th Floor San Francisco, CA 94103  Phone: 415-701-4848 
	 Website: www.workforcedevelopmentsf.org  Email: CityBuild@sfgov.org 

TRADE/CRAFT
ANTICIPATED
JOURNEYMAN WAGE

# APPRENTICE  
POSITIONS

# TOTAL  
POSITIONS

Laborer

Operating 
Engineer

Painter

Pile Driver

Plasterer

Plumber and 
Pipefitter
Roofer/Water 
proofer
Sheet Metal 
Worker

Sprinkler Fitter

Taper

Tile Layer/ 
Finisher
Other: 

TOTAL:
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San Francisco Public Utilities Commission 

Recycled Water Installation Procedures for Developers 
 

The City and County of San Francisco’s (CCSF) Recycled Water Ordinance requires property owners to install dual plumbing for recycled 
water use within the designated recycled water use areas in these situations: 
 

 New or remodeled buildings and all subdivisions with a total cumulative area of 40,000 square feet or more 

 New and existing irrigated areas of 10,000 square feet or more 
 
For more information on the Recycled Water Ordinance and the designated recycled water use areas, please visit 
www.sfpuc.org/recycledwater 
 
The following are procedures to guide developers and property owners with the installation of recycled water service lines. Drawings A 
and B show how and where the lines are to be installed, and the required backflow prevention assembly for development when recycled 
water mains have been installed in the streets (Drawing A), and when the mains have not been installed in the streets (Drawing B). 
 
Number of Water Lines Coming onto a Property 
Three to four lines:  

1) Fire    3)  Recycled water domestic 
2) Potable water domestic  4)  Recycled water irrigation (if property has landscaping) 

 
Number of Water Meters 
One water meter is required for each water line. 
 
Required Backflow Prevention Assembly  
Fire line – reduced pressure principle backflow preventer 
Potable water domestic – reduced pressure principle backflow preventer 
Recycled water domestic – reduced pressure principle backflow preventer 
Recycled water irrigation line – reduced pressure principle backflow preventer 
 
All backflow prevention assemblies must be approved by the SFPUC’s Water Quality Division. 
 
The backflow prevention assembly for domestic water plumbing inside the building and for the recycled water system must meet the 
CCSF’s Plumbing Code and Health Code.  
 
Pipe Separation 
California Department of Public Health regulations require new water mains and new supply lines to be installed at least 4-foot 
horizontally from, and one-foot vertically above a parallel pipeline conveying recycled water. 
 
Pipe Type 

 Transmission lines and mains – ductile iron 

 Distribution and service lines – purple PVC or equivalent 

 Irrigation lines – purple PVC or equivalent 

 Dual-plumbing – described in the CCSF’s Plumbing Codes 
**SFPUC’s City Distribution Division must sign off on pipe type prior to installation. Contact the City Distribution Division at 
(415) 550-4952.  
 

Temporary Potable Water Use Until Recycled Water Becomes Available 
The potable water line will be used to feed the recycled water lines(s) until such time that recycled water becomes available. When 
recycled water becomes available, the cross-connection will be broken by the SFPUC, and the potable and recycled water lines will be 
totally separated. Before recycled water is delivered to the property, cross-connection and backflow testing will take place to assure 
separation. 
 
Under no circumstances are developers or property owners to “t-off” of the potable water line to the recycled water lines(s).  
 
If you have questions, or would like additional information: 
 
Recycled Water Ordinances  
and Technical Assistance    
San Francisco Public Utilities Commission 
Water Resources Division 
(415) 554-3271 
 

Backflow Prevention 
San Francisco Public Utilities Commission 
Water Quality Division 
(650) 652-3100 
 

Recycled Water Plumbing Codes 
Department of Building Inspection 
Plumbing Inspection Services 
(415) 558-6054 

New Service Line Permits 
San Francisco Public Utilities Commission 
Customer Service 
(415) 551-3000 

 

http://www.sfpuc.org/recycledwater
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