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1: UPN Project Goals1: UPN Project Goals

Consolidate the number of notification types – from more than 
40 to approximately 3 – 4 primary types

Standardize mailing and posting time periods and recipients

Improve consistency between mailed and posted notices

Transition to providing online plans and materials

Simplify or eliminate outdated noticing provisions

Create a streamlined notification process for small and minor 
projects



2: Requested Commission Action2: Requested Commission Action
The Department is seeking input regarding all elements of the 
draft proposal, including:

The proposed notification timelines for building permits and 
hearings

Providing an alternative building permit notification process  
for minor projects

Eliminating Block Book Notations (BBN)

The proposed formatting and content of notices and posters



3: Analysis of Current Notification Processes3: Analysis of Current Notification Processes

Summary of existing notification processes

Number and types of cases filed requiring notification

Radius Comparison

Cost



3: Summary of Common Notification Processes3: Summary of Common Notification Processes
Project Type Posting Mailing Newspaper

Building Permit Application (BPA)/Discretionary Review (DR)

Building Permit Application Notice (Section 
311/312) 30 day - 11x17 30 day - 150' owner/occupant.  Plans included. None 

Discretionary Review - Standard Hearing 
Notice 10 day - 30" x 30" 10 day – 150’ owner/occupant (practice is to notify adjacent 

properties). No plans included. None 

Environmental Review

Notice of Availability of Negative 
Declaration 20 day - 11x17 20 day - 300' owner 20 day

Notice of Preparation of Environmental 
Impact Report (EIR) 30 day - 11x17 30 day - 300' owner 30 day

Preservation

Landmark (Individual) None 10-day – owner of property. 20 day

Certificate of Appropriateness None None None 

Public Hearing for Project Entitlement

Office Allocation 20 day - 30" x 30" None None

Conditional Use (CU) 20 day - 30" x 30" 10 day - 300' owner. No plans included. 20 day

Variance 20 day - 30" x 30" 10 day - 300' owner. No plans included. None

Text/Map Change

Map Change - Greater Than ½ Acre None 10 day - 300' owner. Map included. 20 day

Text Change/General Plan Amd. None None 20 day

Other

BBN None 10 day notice (no plans) or signature on plans or phone call None



3: Radius Comparison3: Radius Comparison

Two Components of Notification:

Distance that materials must be mailed

Recipients of notice materials

The Department surveyed 21 properties to determine the median 
number of owners and occupants within 150 and 300 feet of a property.  

The following is a summary of this survey:

Radius Owners Occupants Total

150 feet 40 106 152

300 feet 114 243 353



3: Cost3: Cost

Type 150 feet 
(owner/occupant)

300 feet 
(owner)

300 feet 
(owner/occupant)

Hearing Notice 
(No plans included) $127.28 $64.98 $201.21

Section 312 
(8.5 x 11 plans included) $239.26 $342.09 $466.39

Section 311
(11 x 17 plans included) $563.02 $859.68 $1,218.28

The following is a summary of notification costs by notification type (NOTE: 
BOLD indicates current average fees for Hearing Notice and Section 311/312):

Current Costs:
• Hearing Notice (no plans included) = .57 cents (per notice)
• Section 312 (8.5 x 11 plans included) = $67.50 (base fee) + $1.13 (per notice)
• Section 311 (11 x 17 plans included) = $67.50 (base fee) + $3.26 (per notice)



4: Public Outreach4: Public Outreach

Website:
http://upn.sfplanning.org

Community Outreach Meetings:
May 19, 2009
July 9, 2009

Online Survey:
10 questions regarding existing and preferred 
notification processes 
15 responses since May 6, 2009

http://upn.sfplanning.org/


4: Online Survey Results4: Online Survey Results

Mailed notice with plans is the preferred distribution 
method

Most people would refer to online plans

Newspaper ads are the least useful distribution 
method 

Use plain language and avoid “Plannerese”



5: Draft UPN Proposal5: Draft UPN Proposal

The draft proposal is divided into two sections:

General Improvements to Notification Processes
(streamline and improve consistency of all processes)

Issues for Planning Commission Consideration 
(proposed changes to notification process for which Department is 
seeking Commission input and direction)



5: Draft Proposal 5: Draft Proposal –– General ImprovementsGeneral Improvements

Notification Content
• Highlight basic elements (i.e. property information)
• Add new fields (i.e. Plan Area, CEQA Status)

Format
• Create unified templates for notices and posters
• Summary table of existing/proposed conditions
• General procedural information



5: Current Hearing 5: Current Hearing 
NoticeNotice



5: Current Hearing 5: Current Hearing 
PosterPoster



5: Current 311/312 5: Current 311/312 
Notice and PosterNotice and Poster



5: Draft Hearing 5: Draft Hearing 
Notice and PosterNotice and Poster

Page 1 highlights project Page 1 highlights project 
informationinformation



5: Draft Hearing 5: Draft Hearing 
Notice and PosterNotice and Poster

Page 2 highlights procedural Page 2 highlights procedural 
informationinformation



5: Draft Proposal 5: Draft Proposal –– General ImprovementsGeneral Improvements

Recipients
• Public Hearings: 

• Increase recipient list from owners only to owners & 
occupants

• Distance to remain at 300 feet

• Discretionary Review Hearings: 
• Reduce distance from 150 feet to adjacent owners and 

occupants (to reflect current practice)



5: Draft Proposal 5: Draft Proposal –– General ImprovementsGeneral Improvements

Online plans and documents
• Entitlement Hearings:  provide online plans for 

entitlement hearings (conditional use authorization, 
variances, etc.)
(Currently the Department does not provide plans 
with public hearing notifications)

• Building Permit Applications (Section 311/312): 
continue to provide mailed plans, with an eventual 
transition to online plans



5: Draft Proposal 5: Draft Proposal –– General ImprovementsGeneral Improvements

Online list of application filings (bi-weekly)
Update Community/Neighborhood Groups mailing 
list
Include Community Advisory Committees (CACs) 
in notice (when requested)
Coordinate with Department of Building 
Inspection (DBI) on notification standards
Provide Guidelines and Training to Department 
Staff



5: Draft Proposal 5: Draft Proposal –– Issues for ConsiderationIssues for Consideration

Duration of Notice Periods (“30-20 Concept”)
• Building Permit Applications (Section 311/312): retain existing 

30 day mailed and posted notice period with transition to online 
plans

• Public Hearings:  increase notification period to 20 days for 
mailed notice (from 10 days) and retain 20 day posting 
requirement

• Discretionary Review Hearings: increase notification period to 
20 days for both the mailed notice and poster (from 10 days)

• Minor Building Permit Applications (Section 311/312): reduce 
notification for minor projects that are subject to 311/312 
notification from 30 days to 20 days



5: Draft Proposal 5: Draft Proposal –– Issues for ConsiderationIssues for Consideration

Duration of Notice Periods (“30-20 Concept”)

Issues for Consideration: 
• Is 20 day hearing notice enough time for public review 

and input?
• Should the Department further consolidate notification 

periods between hearings and building permit 
applications?



5: Draft Proposal 5: Draft Proposal –– Issues for ConsiderationIssues for Consideration

Newspaper Advertisements
• Eliminate newspaper ads where possible

Issues for consideration:
• Some members of the public rely on newspaper ads for 

notification



5: Draft Proposal 5: Draft Proposal –– Issues for ConsiderationIssues for Consideration

Minor Projects
• Develop reduced Section 311/312 notification 

processes for minor projects

• Reduce notification period from 30 days to 20 days

• Reduce notification radius from 150 feet to adjacent 
properties

Issues for consideration:
• Is 20 days adequate time to provide for public review?
• What types of project should be subject to this policy?



5: Draft Proposal 5: Draft Proposal –– Issues for ConsiderationIssues for Consideration

Block Book Notation (BBN)
• Eliminate Block Book Notation program
• Section 311/312 notification process has made BBN 

notifications obsolete/redundant

Issues for consideration:
• BBN may capture projects not subject to Section 

311/312 notification



6: Next Steps6: Next Steps

Incorporate comments into draft proposal

Community Outreach Meeting – tentatively scheduled for 
September 15, 2009

Conduct trial of proposed notification procedures

Develop capabilities for online distribution of plan and project
materials

Identify notification types that can be eliminated

Review notification periods for environmental review

Finalize formatting for notices and posters



ConclusionConclusion

“Ah, finally. I was always told this couldn't be done!”
-Comment from UPN Survey
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