
WHAT IS AN OFFICE ALLOCATION?

WHEN IS AN OFFICE ALLOCATION 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

www.sfplanning.org

APPLICATION PACKET FOR

Office Allocation  

Pursuant to Planning Code Section 321, the Planning Commission shall hear and 
make determinations regarding applications for Office Allocations. 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.



2 SAN FRANCISCO PLANNING DEPARTMENT V.08.07.2012

WHO MAY APPLY?

INSTRUCTIONS:

 300 Foot Radius Map and Address List:
 

 Authorization:

 Owner, Applicant, Contact Person, and Community 
Liaison: 

 Drawings:

plot plan

plans  
 

elevations
landscaping

 

 Photographs: 
 

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

Fees: 
www.sfplanning.org or at the 
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application

CEQA Review:

Planning Commission Hearing Material:
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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

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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Hearings. Private Transcription.

 

What Applicants Should Know About the Public Hearing  
Process and Community Outreach
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Application for Office Allocation 
CASE NUMBER: 

For Staff Use only
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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 ANY CHANGES BEFORE OR AFTER APPROVAL 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

Office Allocation 



8 SAN FRANCISCO PLANNING DEPARTMENT V.08.07.2012

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 )
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Office Allocation Guidelines
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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;
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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 321 Requirements

Priority General Plan 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 (i.e. windows, door entries, trim), Specifications (for 
cleaning, repair, etc.) and/or Product cut sheets for new elements (i.e. 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.
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