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This checklist should be reviewed with a Planner at the Permit Center and must be submitted 
with the application.  Incomplete applications cannot be processed and will be returned to the 
applicant together with a checklist specifying the items that are incomplete. 
 
MINIMUM SUBMITTAL REQUIREMENTS: 
Listed below are the minimum submittal requirements for Urban Lot Splits.  If there are multiple 
entitlements, they may be combined under one submittal. 
 

   SUBMITTED BUILDING PERMIT NUMBER  
A Building Permit for proposed residential development must be submitted prior to, or 
concurrent with, submittal of an Urban Lot Split application.  
a) Check the box to confirm prior or concurrent submittal of project plans 
b) If known, write permit application number:_____________________________ 

 
   DIGITAL COPIES (PDF) of all application material 

c) Submit via USB Flash Drive. 
 

   MASTER APPLICATION (three copies) 
a) Cover Sheet with Applicant Signature. 
b) Environmental Assessment. 
c) Tree Inventory. 
d) Taxpayer Protection Act Disclosure Form with required signature. 

 
   SITE PLANS (three full size copies and two 11”x17” reductions) 

a) Applicant name, address and phone number. 
b) Project site address, north arrow and drawing scale. 
c) Property lines. 
d) Internal and external rights-of-way and any vehicular access or other easements. 
e) Existing and proposed structures with their uses labeled. 
f) Location of structures on adjacent properties and their uses. 
g) Mature trees 4 inches or more in diameter (on-site, adjacent to property lines and in 

public right-of-way). 
h) Yard dimensions. 
i) Topography (when applicable). 
j) Vicinity map showing ½-mile radius street system with project site highlighted 

(integrated at lower right hand corner of plan). 
 

   OWNERSHIP VERIFICATION (one copy) 
a) Copy of Grant Deed. 
b) Written Consent from property owner to authorize representative (if applicable). 

 
   PHOTOS (two sets) 

a) A minimum of four photos (varied angles) of the project site showing walls, trees and 
existing structures (no Polaroids permitted).  The photos shall be keyed to the site plan 
or map to show what angles the photos represent. 

 
   APPLICATION FEES 

 
   CHECKLIST FOR SPECIFIC ENTITLEMENTS & OTHER ITEMS 
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Refer to the reverse page for additional submittal requirements. 
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ADDITIONAL REQUIREMENTS: 
In addition to the minimum submittal requirements, the following additional requirements for 
Urban Lot Splits shall also be submitted: 
 

   SUPPLEMENTAL APPLICATION (three copies) 
a) Description of Project. 
b) Owner’s Statement. 
c) List of Public Works Requirements for Map Submittal – please review the below 

requirements with Public Works Counter staff prior to submittal: 
a. In accordance with Pasadena Municipal Code, if a lot or parcel of land requiring 

a sewer connection is so situated that access to the public sewer is not possible 
except across another lot or parcel, a sewer connection may be placed in a 
recorded public easement which includes the right to lay and maintain such 
connection and is appurtenant to the lot or parcel of land to be served by such 
sewer connection. Each building having separate frontage on a public street on 
which there is a public sewer must be separately connected to the public sewer. 

b. Public easement dedication for sewer (or all utilities) purposes - Easement 
documents shall be executed with a separate fee prior to Final Map processing, 
or shown as part of the Final Map. 

c. Access easement or covenant if both parcels are using the same existing 
driveway. Easement documents shall be executed with a separate fee prior to 
Final Map processing, or shown as part of the Final Map. 

d. If additional access/driveway is needed for the new parcel, relocation of any 
conflicting public facilities shall be subject to further review and approval.  

e. All residential drive approaches shall comply with City standard plan S-403 (min. 
of 12-feet wide with 3 feet min. transition each side).  The minimum distance 
between drive approaches shall be two feet of full height curb. 

f. The minimum clearance between a new driveway and an existing street tree or 
street light or utility pole shall be seven feet. 

g. Any proposed removal of public street trees is subject to review and support by 
the Urban Forestry Advisory Committee.  

h. All costs associated with easement processing or facilities relocation shall be 
borne by the applicant. 

i. Final Map processing and boundary monument requirements are subject to PMC 
16.28 and 16.24 respectively. 

d) List of Transportation Requirements for Submittal – please review the below 
requirements with Department of Transportation staff prior to submittal: 

a. Satisfy driveway visibility triangle per Zoning Code 17.40.180.B.2.d.3 
b. Satisfy obstructing views at the corner of an intersection per PMC 12.12.020 
c. Comply with overnight parking restrictions per PMC 10.44.010 
d. Comply with existing posted parking restrictions per PMC 10.40 

 
   TENTATIVE MAP (three full size copies and two 11”x17” reductions) 

a) Applicant name, address and phone number. 
b) North arrow and drawing scale. 
c) Project site address. 
d) Map number and date map prepared. 
e) All information outlined in “Public Works Requirements” (see Supplemental Application), 

including streets, street lights, trees, drainage, sewage disposal, utilities and structures. 
f) Vicinity map showing ½-mile radius street system with project site highlighted 

(integrated at lower right hand corner of plan). 

https://library.municode.com/ca/pasadena/codes/code_of_ordinances?nodeId=TIT16SU_CH16.28FIMAPAMA
https://library.municode.com/ca/pasadena/codes/code_of_ordinances?nodeId=TIT16SU_CH16.28FIMAPAMA
https://library.municode.com/ca/pasadena/codes/code_of_ordinances?nodeId=TIT16SU_CH16.24SURE
https://library.municode.com/ca/pasadena/codes/code_of_ordinances?nodeId=TIT17ZOCO_ART4SIPLGEDEST_CH17.40GEPRDEUSST_17.40.180WAFE
https://library.municode.com/ca/pasadena/codes/code_of_ordinances?nodeId=TIT12STSI_CH12.12OBSTSI_12.12.020OBVIPR
https://library.municode.com/ca/pasadena/codes/code_of_ordinances?nodeId=TIT10VETR_CH10.44PANI_10.44.010UNWH
https://library.municode.com/ca/pasadena/codes/code_of_ordinances?nodeId=TIT10VETR_CH10.40STSTPA
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g) Any existing trees on the site that may be affected by the proposed development (size 
and species of each tree). 

h) The approved addresses shown on each proposed air parcel. Addresses must be 
approved by the City’s Addressing Coordinator. 

 
   HILLSIDE OVERLAY DISTRICT INFORMATION (if applicable, three copies) 

a) Slope-density formula/topographical map. 
b) Soils report. 
c) Hydrology report. 
d) Grading plan. 
e) Preliminary landscape plan. 

 
   TENANT RELOCATION INFORMATION (if applicable, two sets) 

a) If there are existing tenants residing on the site that will be displaced, a Tenant 
Relocation Assistance Plan is required.  Please contact the Housing Division at 744-
8318 for plan submittal requirements (plans must be approved by the Housing Division 
prior to application approval). 

b) If there are existing tenants residing on the site and the project includes a condominium 
conversion, comply with all items outlined in the Condominium Conversion (Ownership) 
checklist handout. 

c) If there are no tenants residing on the site, the applicant shall submit an affidavit stating 
that there are currently no tenants at the site. 

 
   AFFIDAVITS REQUIRED 

a) Affidavit stating that owner/applicant, nor any person acting in concert with 
owner/applicant, has previously subdivided an adjacent lot using an Urban Lot Split 

b) Affidavit stating that applicant intends to occupy one of the housing units on the newly 
created lots as their principal residence for a minimum of three years 

 
   COVENANT REQUIRED 

a) Prior to approval of Urban Lot Split, a covenant must be recorded which prohibits 
further subdivision of parcel(s) and prohibits leasing or renting of residential units for a 
period of less than 30 days.  

 
ADDITIONAL ITEMS: 
In addition, the following items may be required by the Planner for submittal: 
 

   FLOOR PLANS    LANDSCAPE PLAN 
 

   CIRCULATION PLAN    DEVELOPMENT SCHEDULE 
 

   ELEVATIONS    LEASE AGREEMENT 
 

   STREET ELEVATION SKETCHES    OTHER ITEMS _______________________ 
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Project Address: __________________________________________________________ Case #  __________________________  

 
DESCRIPTION OF REQUEST: 
This Urban Lot Split is to: 
 
 ____________________________________________________________________________  
 
 ____________________________________________________________________________  
 
 ____________________________________________________________________________  
 
 ____________________________________________________________________________  
 
 ____________________________________________________________________________  
 
 ____________________________________________________________________________  
 
 ____________________________________________________________________________  
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OWNER’S STATEMENT: 
Use additional sheets if more space is necessary to complete your response. 
 
Name of Property Owner of Record:   
 
Address:   
 
Phone:   Email:   
 
 

Registered Engineer or Licensed Surveyor:   
 
Address:   
 
Phone:   Email:   
 
 

Total site area in square feet:   Acres:   
 
Square footage of each lot (use additional sheets if necessary): A:   B:   
 

C:   D:   E:   F:   G:   
 
Is this a condo conversion:     Yes  No New Condo project:     Yes  No 
 
Existing Land Use(s):   
 
Proposed Land Use(s):   
 
List existing street improvements (curb, gutter, sidewalk, etc.):   
 
  
 
List Proposed street improvements:   
 
  
 
Proposed method of sewage disposal:   
 
Source of water supply:   
 
Proposed utility improvements:   
 
Date improvements will be completed:   
 
    
 Subdivider’s Signature Date 
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PUBLIC WORKS REQUIREMENTS: 
Consult with a Public Works engineer at (626) 744-4191 before filing the subdivision application 
to review the adequacy of the map.  The information below must be provided on all tentative 
subdivision maps.   
 
I. TENTATIVE MAP: 
 
Streets: 
 

1. Location, name and width of adjacent streets, highways, ways and access driveways/ 
easements, and all existing improvements within the street right-of-way. 

 
2. Location, name and width of all existing or proposed streets, highways, ways and access 

driveways/easements within the subdivision and their approximate grades if in excess of 
six percent (6%).  If any street improvements are contemplated, indicate proposed 
widths, grades, location, dimensions and type (including pavement, curbs, gutters and 
sidewalks). 

 
3. Approximate radius of each curve. 

 
4. Indicate future street extensions with dotted lines if it is reasonably expected that the 

subdivision could potentially be re-subdivided in whole or in part. 
 
Street Lights: 
 

5. Type and location of existing streetlights and any streetlights proposed to be installed or 
relocated. 

 
Trees: 
 

6. Approximate location of each area covered by brush or trees. 
 

7. Existing and proposed trees (type and size) within the existing and proposed public right-
of-way. 

 
Drainage: 
 

8. Approximate width and location of all existing or proposed drainage easements and 
watercourses; also indicate drainage structures. 

 
9. Areas subject to inundation or storm water overflow (flooding). 

 
10. Indicate the direction from which water drains to the project site, and where does and will 

the project site drain water. 
 
Sewer Disposal: 
 

11. Location, size and type of nearest existing public sewer. 
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12. Approximate width and location of all existing or proposed sewers and easements for 
sewage. 

 
Utilities: 
 

13. All existing or proposed easements for public utilities. 
 
14. Outline each existing or proposed structure, drawn to scale, shown in its exact location 

in relation to existing and proposed streets and lot lines. 
 
Miscellaneous: 
 

15. Map Number (secured from the LA County Department of Public Works). 
 
16. Date, north arrow and scale. 
 
17. Indicate square footage of each lot. 
 
18. Approximate lot layout and approximate division of each lot. 
 
19. Contours. 
 
20. Building pad for each lot. 
 
21. Open space easements (if applicable). 
 
22. Hillside subdivision must include slope-density calculations per Section 17.29.050 of the 

City’s Zoning Code. 
 
II. FINAL MAP: 
 

23. Consult with the Public Works engineer with regard to the City’s requirements and 
contract.  Arrange with Public Works for necessary financial assurances (letter of credit, 
certificates of deposit and contract) that all improvements will be completed. 

 
24. Submit final map to LA County Public Works for map analysis (County fee required). 
 
25. Submit to the city of Pasadena Public Works and Transportation Department one 

original and 24 copies of final map, and eight (8) title sheets with a letter from the County 
offices verifying map analysis. 

 
26. Submit plans and profiles of all public improvements to the City of Pasadena Public 

Works Department for plan check. 
 
27. Consult with a public works engineer for City Council map presentation requirements. 
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ATTACHMENT TO SB 9 URBAN LOT SPLIT PARCEL MAP APPLICATION 

AFFIDAVIT 
 

 
Case No.:_________________________Address:______________________________________ 
 
1. OWNER OCCUPANCY STATEMENT 
 
NOTICE TO OWNER 
 
If you are applying for a Parcel Map to create an Urban Lot Split pursuant to Senate Bill 9 
(2021), Government Code Section 66411.7(g)(1) requires that applicants sign an affidavit stating 
that the owner/applicant intends to occupy one of the housing units as their principal residence 
for a minimum of three years from the date of approval of the Urban Lot Split application. This 
provision does not apply to an applicant that is a community land trust or a qualified nonprofit 
corporation1.  
 
OWNER PROJECT INFORMATION 
 
Based upon the above-stated requirement, does the owner/applicant for the proposed Urban 
Lot Split intend to occupy one of the housing units to be created on one of the new lots as their 
principal residence for a minimum of three years from the date of approval of the Urban Lot 
Split application? (Select “Yes” or “No” and follow the related instructions) 
 
___ YES 
 
___ NO (The project is therefore not permitted to apply for an Urban Lot Split) 
 
___ NO (The applicant is a “community land trust” or “qualified nonprofit corporation”) 
 
OWNER OCCUPANCY DECLARATION 
 
I am the owner/applicant for the SB 9 “project”. I acknowledge and understand that 
owner/applicants who have no intention of occupying one of the housing units created as a 
result of the Urban Lot Split are not eligible to utilize the provisions of SB 9. Violations of this 
affidavit may result in a revocation and/or stay any approvals (including Parcel Maps and 
building permits) as well as additional penalties as applicable under the law. I have read the 
above “Notice to Owner” and have answered the Owner Project information to the best of my 
ability.  
 
1. Community Land Trust is defined in clause (ii) of subparagraph (C) of paragraph (11) of subdivision (a) of Section 402.1 of the Revenue and 
Taxation Code. A qualified nonprofit is described in Section 214.15 of the Revenue and Taxation Code 



2. ALTERATION AND/OR DEMOLITION OF EXISTING HOUSING STATEMENT 
 
NOTICE TO OWNER 
 
If you are applying for a Parcel Map to create an Urban Lot Split pursuant to Senate Bill 9 (2021) 
that includes the alteration or demolition of existing housing, Section 16.08.240 of the 
Pasadena Municipal Code requires that applicants provide a comprehensive history of the 
occupancy of the units and sign an affidavit stating that the proposed lot split would not require 
demolition or alteration of any of the following types of housing: 
 

1. Housing that is subject to a recorded covenant, ordinance or law that restricts rents to 
levels affordable to persons and families of moderate, low- or very-low income. 

2. Housing that is subject to any form of rent or price control through a public entity's valid 
exercise of its police power. 

3. A parcel or parcels on which an owner of residential real property has exercised the 
owner's rights under Chapter 12.75 (commencing with Section 7060) of Division 7 of 
Title 1 to withdraw accommodations from rent or lease within 15 years before the date 
that the development proponent submits an application. 

4. Housing that has been occupied by a tenant in the last three years. 
 
OWNER PROJECT INFORMATION 
 
Based upon the above-stated requirements, does the owner/applicant for the proposed Urban 
Lot Split propose demolition or alteration of any of the above referenced housing units? (Select 
“Yes” or “No” and follow the related instructions) 
 
___ YES (The project is therefore not permitted to apply for an Urban Lot Split) 
 
___ NO  
 
OWNER DECLARATION 
 
I am the owner/applicant for the SB 9 “project”. I acknowledge and understand that 
owner/applicants who propose alteration and/or demolition of the types of housing units 
referenced above are not eligible to utilize the provisions of SB 9. Violations of this affidavit 
may result in a revocation and/or stay any approvals (including Parcel Maps and building 
permits) as well as additional penalties as applicable under the law. I have read the above 
“Notice to Owner” and have answered the Owner Project information to the best of my ability.  
 
 
3. PRIOR LOT SPLIT STATEMENT 
 
NOTICE TO OWNER 
 



If you are applying for a Parcel Map to create an Urban Lot Split pursuant to Senate Bill 9 
(2021), Section 16.08.240 of the Pasadena Municipal Code requires that both property owner(s) 
and applicants sign an affidavit stating that neither the owner nor applicant, nor any person 
acting in concert with the owner or applicant, has previously subdivided an adjacent parcel via 
an Urban Lot Split. 
 
OWNER PROJECT INFORMATION 
 
Based upon the above-stated requirements, have the property owner(s), or applicant for the 
proposed Urban Lot Split or any other person acting in concert with the owner or applicant 
previously utilized the Urban Lot Split provisions to subdivide a lot adjacent to the subject 
property? (Select “Yes” or “No” and follow the related instructions) 
 
___ YES (The project is therefore not permitted to apply for an Urban Lot Split) 
 
___ NO  
 
PROPERTY OWNER DECLARATION 
 
I am the property owner of the subject property related to the proposed SB 9 “project”. I 
acknowledge and understand that a parcel may not be subdivided using the provisions of SB 9 if 
I or anyone acting in concert with myself have previously subdivided an adjacent parcel under 
the provisions of SB 9. Violations of this affidavit may result in a revocation and/or stay any 
approvals (including Parcel Maps and building permits) as well as additional penalties as 
applicable under the law. I have read the above “Notice to Owner” and have answered the 
Owner Project information to the best of my ability.  
 
OWNER/APPLICANT DECLARATION 
 
I am the owner/applicant for the SB 9 “project”. I acknowledge and understand that a parcel 
may not be subdivided using the provisions of SB 9 if I or anyone acting in concert with myself 
have previously subdivided an adjacent parcel under the provisions of SB 9. Violations of this 
affidavit may result in a revocation and/or stay any approvals (including Parcel Maps and 
building permits) as well as additional penalties as applicable under the law. I have read the 
above “Notice to Owner” and have answered the Owner Project information to the best of my 
ability. 
 
 
 
 
SIGNATURES 
 
For the purposes of this affidavit, an “owner/applicant” is a person with a lasting interest in the 
completed project, such as the property owner or lessee/user of a project. An “applicant” is not 



someone filing the case on behalf of a client, such as an agent or representative. The property 
owner and any party functioning as an applicant in this process must sign this affidavit. 
Applicant and Property Owner signatures must be signed/notarized in the presence of a Notary 
Public. The City requires an original signature from the owners and applicants with the “wet” 
notary stamp. A notary acknowledgement is available for your convenience on the following 
page.  
 
 
Signature: ________________________________________     Date: _____________________ 
 
Print Name: _______________________________________  
 
Owner/applicant (Circle one) 
 
 
 

Signature: ________________________________________     Date: _____________________ 
 
Print Name: _______________________________________      
 
Owner/applicant (Circle one) 
 
 
Signature: ________________________________________     Date: _____________________ 
 
Print Name: _______________________________________      
 
Owner/applicant (Circle one) 
 
 
Signature: ________________________________________     Date: _____________________ 
 
Print Name: _______________________________________      
 
Owner/applicant (Circle one) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

ACKNOWLEDGEMENT 
 
 
 
 
 
State of California  } 
County of Los Angeles  } 

 
On _________________ before me, ___________________________, personally appeared 
________________________________, who proved to me on the basis of satisfactory evidence to 
be the person(s) whose name(s) is/are subscribed to the within instrument and acknowledged  to me 
that he/she/they executed the same in his/her/their authorized capacity(ies), and that by his/her/their 
signature(s) on the instrument the person(s), or the entity upon behalf of which the person(s) acted, 
executed the instrument. 

 
I certify under PENALTY OF PERJURY under the laws of the State of California that the foregoing 
paragraph is true and correct. 

 
WITNESS my hand and official seal. 

 
 

Signature____________________________              (seal) 
                    Signature of Notary Public 
 

A notary public or other officer completing this certificate verifies only the identity of the individual 
who signed the document to which this certificate is attached, and not the truthfulness, accuracy, 
or validity of that document.  
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RECORDING REQUESTED BY: ) 
     ) 

) 
     ) 
     ) 
AND WHEN RECORDED MAIL TO: ) 
     ) 
     )  
     )    
     )             Space for Recorders Use Only 
      

COVENANT AND AGREEMENT FOR URBAN LOT SPLIT 
 

 The undersigned hereby certify that they are the owners of the following described real 
property in the City of Pasadena, County of Los Angeles, State of California: 
 
LEGAL DESCRIPTION:    

  

______________________________________________________________________ 

 also known as , Pasadena, CA. 911  
 

The above described real properties have been created through an urban lot split located as 
set forth in the site plan attached hereto as Exhibit A.  In accordance with Pasadena Municipal Code 
Section 16.08.240, the undersigned hereby agree and covenant with the City of Pasadena that said 
parcels shall not be further subdivided into additional parcels. Non-residential uses shall not be 
permitted on said parcels, including short-term rental of residential units for a period of fewer than 30 
consecutive calendar days.  
  

This covenant and agreement shall run with the above described land and shall be binding 
upon the undersigned, and all future owners, encumbrances, their successors, heirs or assignees 
and shall continue in effect until released by the City of Pasadena.   
 
I am (we are) the owner(s) of the above-described real property and do hereby approve the 
Covenant and Agreement for Urban Lot Split.  
 

 
 
Dated:____________    By:_________________________   By:________________________ 
          (Homeowner #1)        (Homeowner #2)   
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ACKOWLEDGEMENT 
 
 
 
 
 
State of California  } 
County of Los Angeles  } 

 
On _________________ before me, ___________________________, personally appeared 
________________________________, who proved to me on the basis of satisfactory evidence to 
be the person(s) whose name(s) is/are subscribed to the within instrument and acknowledged  to me 
that he/she/they executed the same in his/her/their authorized capacity(ies), and that by his/her/their 
signature(s) on the instrument the person(s), or the entity upon behalf of which the person(s) acted, 
executed the instrument. 

 
I certify under PENALTY OF PERJURY under the laws of the State of California that the foregoing 
paragraph is true and correct. 

 
WITNESS my hand and official seal. 

 
 

Signature____________________________              (seal) 
                    Signature of Notary Public 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DO NOT RECORD UNTIL PAGE 3 IS EXECUTED BY THE CITY OF PASADENA 
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A notary public or other officer completing this certificate verifies only the identity of the individual 
who signed the document to which this certificate is attached, and not the truthfulness, accuracy, 
or validity of that document.  
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FOR CITY OF PASADENA USE ONLY 

 
 
 
Dated:__________________    By:__________________________________      
      Zoning Administrator Signature  
 
 

ACKOWLEDGEMENT 
   
 
 
 
 
State of California  } 
County of Los Angeles  } 
 
On _______________  before me, ___________________________, personally appeared 
___________________________________, who proved to me on the basis of satisfactory evidence 
to be the person(s) whose name(s) is/are subscribed to the within instrument and acknowledged  to 
me that he/she/they executed the same in his/her/their authorized capacity(ies), and that by 
his/her/their signature(s) on the instrument the person(s), or the entity upon behalf of which the 
person(s) acted, executed the instrument. 
 
I certify under PENALTY OF PERJURY under the laws of the State of California that the foregoing 
paragraph is true and correct. 
 
WITNESS my hand and official seal. 
 
 
Signature____________________________              (seal) 

        Signature of Notary Public 
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A notary public or other officer completing this certificate verifies only the identity of the individual 
who signed the document to which this certificate is attached, and not the truthfulness, accuracy, 
or validity of that document.  


