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INTRODUCTION

This manual is one of a set of manuals which provide step-by-step guidelines for the various
procedures in the overall process of maintaining and utilizing the MOS-1 data base for benefit
assessments. This manual covers the process of data collection and verification of the square footage
by land use for each and every property within the MOS-1 Benefit Assessment Districts.

All forms and letters have been developed to comply and coordinate with the administrative
requirements of the various outside agencies and the SCRTD Departments involved in the Metro Rail
Benefit Assessment Districts. Thus, they may need revision through the annual cycle or as agency
policies and procedures change.
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1.0 BUILDING & SAFETY PERMIT ACTIVITY MONTHLY REPORTS

The monthly Building and Safety Use reports (see Sample !) contain data on Building and Safety
permits issued for the City of Los Angeles during the report month. Thus, they are a good indicator
of building activity in the area. The permit activity for the month is grouped by permit type and
district of fice, then ordered by situs street address. The reports are available from:

Department of Building and Safety
Los Angeles City Hall

Room 420C

Phone No.: (213) 485-2351

1.1 PROCEDURE

Using the report, complete a first screening based on the following criteria:

A. Screen bv district office

Eliminate data on all permits issued from district of fices where all properties are outside the
MOS-1 Benefit Assessment District boundaries. The District Office is identified in the

column labeled "District Office” (see BLUILDING PERMIT INDEX CODING SHEET,

Sample 2). Those to be eliminated are identified as follows:

SP (San Pedro)
ST (Sunland Tujunga)
YN  (Van Nuys)
WL  (West Los Angeles)

B. Sc 0% eles ermits by use
Eliminate all permit categories which will not affect the calculation of direct assessment.

These categories are found in the column headed "USE CODE" (see BUILDING PERMIT
INDEX CODING SHEET, Sample 2) and defined as follows:

01 Dwelling, single
02 Dwelling, duplex
05 Apartment Buildings

07 Garages, private (dwellings & apartments)
19 Signs

20 Swimming Pools, private (dwellings only)
25 Solar Heater installations

70 Grading (hillside areas only-slopes)
[eliminate when "KIND OF PERMIT" is 6]

Xerox a copy of all report pages which have not been eliminated in this first gross screening.
At this stage eliminate by entire page only. Xerox pages for further review which contain
any records of interest. Place original copy of reportin BUILDING AND SAFETY REFORT
NOTEBOOK.

Using the copy produced from first level screening, proceed to next phase, screening by Situs
Location.



C. Screen by Situs Location

Eliminate all records for LA (Los Angeles District Office) issued permits for those properties
obviously outside the MOS-1 district boundaries.

Use the following as reference:

Thomas Brothers Guide
MOS-1 Street Range Listing (see sample 4)
MOS-1 Benefit Assessment District Map (see sample 3)

Underline records which require further research (see Sample 5). Note: at this stage it is
better to include questionable permits for further review. The underlined permit records
should satisfy the following conditions:

o Issued in LA District
o Use or purpose code indicates activity which may impact Direct Assessment
Category

0 Property inside MOS-1 District Boundary

Discard Xerox sheet copies which have no underlined permits on them. Proceed to next
phase, i.e., research permit activity at City Hall, Department of Building and Safety.



2.0 RESEARCH BUILDING PERMIT ACTIVITY AT CITY HALL

Building and Safety Permit Documents are available from:

Department of Building and Safety
Los Angeles City Hall

Room 460 - Counter E

Contact: Danette or Maria

Phone No. 485-7095

Review the MOS - 1 Boundaries and spot check to be sure you have included all addresses that fall
within the boundaries.

A,

Assemble the following to take with youw

o Copies of monthly report pages with underlined permits
o Building permit index

o MOS-1 Boundary Map

o Blank Building Permit Information Forms (see sample 20)

Go to main City Hall Building, 4th Floor, room 460, counter "E". This department
opens at 7:30 a.m. and gets crowded shortly afterwards. Late afternoon until 4:30 p.m.
is again a good time to work. Once you develop a proficiency on the permit
microfilm machines, the department will allow you to work independently on the
machines. However, you may be limited to a 30-minute work period per person on
the machine. There are five pieces of equipment and four are in constant use.
Priority is given to the Building and Safety staff.

New staff introduction and question and answer times are between the hours of 7:30
to 9:00 a.m.

When you arrive at counter "E", Sign in and ask to use 2 machine alone. You will be
told which machine to use (see W TO USE COMPUTE ESS MIT
DATA (DAFS MACHINE, page 15). From the report copy, find the first underlined
permit number. This will be a 5-digit number. From the instructions on using the
DAFS machine (pp. 15-16), locate the correct reel and load it into the IMF-150 Reel
Viewer Machine. Find the permit on the reel and review for a) type of building
activity; and b) verification of the location within MOS-1.

Complete a BUILDING PERMIT INFORMATION sheet for each permit reviewed on
reel (see Sample 22).

Once the index has led to the successful retrieval of a record, the Assessor's Book/
Page/ Parcel number must be listed at the top of the document as a cross-reference.

(see IDENTIFICATION OF PARCEL MAPBOOK NUMBERS, page 18)

This process may take several days to review the permits for one station area,
depending on the availability of microfilm machines.



No significant change to a structure is indicated when the structure is not added to, altered or
demolished in 2 manner which requires the recalculation of the direct assessment for the parcel.
Permits which will have no effect are those which do not under any circumstances change the square
footages or their allocation between the exempt, non-assessable or assessable categories of uses for
calculating the benefit assessment for the property. For example, a repair to the structure should be
noted on the monthly Building and Safety use report, but the data base is not updated as a result of
the repair. Certificates of Occupancy which show no change in occupancy type permitted are
considered to have no significant change (see Sample 12).

If no significant change is indicated, make a notation on the xerox copy of the Building and Safety
Use report and discard the uncompleted Building and Safety Information Sheet for that property,

The following are examples of permits which are categorically non-significant, and therefore, no
follow-up is required.

o Permit for Certificate of Grading (see Sample 15)

0 Permit for Sign (see Sample 16)

o Other Permits for "Use" codes listed on BUILDING AND SAFETY ACTIVITY
MONTHLY REPORTS, part B (see page 5).

o Permitto Add-Alter, Repair-Demolish with the following in work description, Section
1, No. l4;

- Remodel existing Office Space (see Sample 14)
- Compliance with Division 88/Earthquake Compliance (see Sample 18)
- Temporary Structure (see Sample 10)
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4.0 v

W OF M INDICATING A POTENTTALLY SIGNIFICANT ]

Potentially significant changes are those which alter the structure of the improvement in a manner
which results in a change of the gross square footages and/or a change in use category between
assessable, non-assessable or exempt classifications.

4.1 DEMOLITIONS

A demolition is defined as the dismantling of all or a portion of a structure. Demolition permits
issued for full or partial demolitions will appear on the certificate to Add-Alter Repair-Demolish
(see Sample 18). A Certificate used for demolition will always require follow-up. If a Permit for
Demolition has been submitted the following steps should be followed:

4,1.1

4.1.2

4.1.3

4,1.4

4.1.5

4.1.6

4.1.7

4.1.8

Review the documents on file at Building and Safety to determine why the structure
is being demolished and what will replace it.

Demolition will usually appear on Application 3 to Add-Alter-Repair-Demolish (see
Sample 18). Many times along with 2 permit to demolish, there will be an
Application to Alter (see Sample 18).

When there is a Certificate to Alter, record all pertinent information on the

BUILDING PERMIT INFORMATION SHEET (see Samples 19 through 24).
Pull the Parcel Record for each LDING PERM ATION

Match all data items against the information in the Parcel Record.

If there are no significant differences between the data items, proceed to the next
property.

If there are significant differences between the data items, a Field Survey should be

initiated (see FIELD SURVEY GENERAL GUIDELINES, page 19)

If during field survey you find that the building is still in use or shows no sign of
being demolished, place the record in a "tickler file" for future follow-up. After 30
days have elapsed, initiate another field survey.

Once a demolition or partial demolition is confirmed by a field survey, update the

PARCEL DATA SHEET, removing the square footages for the demolished
improvement from the square footage on the Parcel Record Sheet.

10
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4.2 NEW STRUCTURE

A new structure is defined as a recently erected structure that may be legally occupied. When an
application indicates a new structure, the following steps should be followed:

4.2.1

Record all information that psrtains to the improvement on the BUILDING PERMIT
INFORMATION SHEET (see Samples 19 & 20).

4.2.2 The information regarding a new structure would appear on a Building Certificate (see

4.2.3

4.2.4

4.2.5

4.2.6

4.2.7

4.2.8

4.2.9

APPLICATION FOR THE ERECTION OF " CLASS A" BUILDINGS, Sample 8 or

APPLICATION FOR INSPECTION OF NEW BUILDING, sample 10 or
APPLICA ILDING A RTIFICATE OF PANCY,

Sample 11). Note any plot plan attached to documents and make a sketch copy on the
back of the ILD INFORMATION SHEET.

Pull the Parcel Record for each BUILDING PERMIT INFORMATION SHEET.

Match all data items against the information in the Parcel Record.

If there are no significant differences between the data items, make a note on the
working copy of the monthly Building and Safety use report, discard the BUILDING

PEEMIT INFORMATION SHEET, and proceed to the next property.

Review Building and Safety documents for issuance of a Certificate of Occupancy.
Verify the type of occupancy permitted such as retail, restaurant, hotel, residential,
parking, office, etc.(see Sample 12).

If the Certificate of Occupancy is not yet on file, initiate a field survey to verify the
structural modifications and actual occupancy (FIELD SUURVEY GENERAL
GUIDELINES, page 19).

If structural modifications are not completed, allow 30-days time lapse before
returning to Building and Safety to check for the Certificate of Occupancy.

If the structure 15 completed or occupied, monitor Building and Safety documents to
verify that the Certificate of Occupancy is logged for that parcel address. Review
documents with similar addresses and other possible "mis-filings" {(see NOTES TO

RESEARCHING PERMITS BY ADDRESS, page 17).

After determining that the improvement has been structurally modified and there is
certification in the Building and Safety Office, complete the Certificate of Occupancy
portion of the Building and Safety Information sheet (see Sample 23). Initiate a field
survey to verify the uses with those indicated on the Certificate of Cccupancy.

4.2.10 Verify and cross-reference the parcel identification (see IDENTIFICATION OF

PARCEL MAPBOOK NUMBERS, page 19).

4.2.11 Calculate the revised square footages and complete a revised parcel data sheet (see

CALCULATION OF SQUARE FOOTAGE BY USE, page 22).

12
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4.3 STRUCTURAL MODIFICATION - CHANGE IN USE

Any structural change is defined as an alteration. The structural modification will appear on a
Certificate of Alteration (see Sample 14). Structural modification documents must be reviewed at
the Building and Safety Office. Even seemingly insignificant modifications may affect the
assessment calculation. For example, a structural change involving the re-location of an interior
wall of an improvement could decrease the square footages of non-assessable garage and at the same
time increase the square footages of an assessable restaurant.

If the structural change is considered insignificant (see NQ SIGNIFICANT page 8),
record the information on the xerox copy of the monthly Building and Safety use sheet. Discard
the BUILDING INFORMATION SHEET for the property.

When a significant modification takes place, proceed as follows:

4.3.1

4.3.2

4.3.3

4.3.4

4.3.5

4.3.6
4.3.7

438

Review the Building and Safety permit documentation including the plot plan (see
Sample 7).

Pull the Parcel Record for each BUILDING INFORMATION SHEET. Match all data
items against the information in the Parcel Record.

If there are no significant differences between the data items, record the information
on the xerox copy of the monthly Building and Safety use sheet, discard the
for the property, and proceed to the next

property.

If there are significant differences between the data items, a Field Survey should be

initiated (see FIELD SURVEY GENERAL GUIDELINES, page 19).

Recalculate square footages by use category (see CALCULATION OF SOUARE
FOOTAGES BY USE, page 22).

Monitor Building and Safety documents for a Certificate of Occupancy

If there is no Certificate of Occupancy let 30-days elapse before resuming monitoring
records and field data.

If you find a Certificate of Occupancy (see Sample 12), complete the Certificate of

Occupancy portion of the Building Information sheet (see Sample 23). Verify data
with a field survey (see FIELD SURVEY GENERAL GUIDELINES, page 19).

14



5.0 W T E MPLUTER A R DATA (DAFS MACHINE

Type F1
To clear the screen - keep typing FI until the address prompt comes up on the screen

Type in the exact address (see NOTES TO RESEARCHING PERMITS BY ADDRESS, page 17)

Use the exact format displayed in the brown notebook located on top of the DAFS
Machine when typing in the address (number, street name & abrv., direction)

Street number (use as many digits as needed)
Use AV for Avenue, BL for Boulevard, etc.(two Characters)
Type in direction (S,W,N,E) after the street name (one character)

Press RETURN twice

Once you have input all information, you may press space bar twice (brings up all
needed information)

The address you are looking for will come up with information beside it, e.g.;

Address of Building Date Reel Batch Doc.# User #
2300 Maple AvS 3-16-88 P143 00003.000064 87LAS5927

Take note of the Reel, Batch and Doc.#

You may also search by the "user document number" instead of by an address. The user document
number is the same as the permit number. By depressing F1, the user document number entry will
display on the screen. For example, key in 87L A81966 (date, office, permit number) and area return.
The screen will display the building permit and reel, batch and document number.

Pull the proper reel from file cabinet located behind you
Look for the correct user number--the Reel :BAT.DOC information will be on that line

Put the Reel into IMF-150 Reel Viewer Machine. On the machine’s key board, type in batch and
document Number (e.g., 3.64) using whole numbers only. The machine will start once you put the
reel into it, it will advance to where it perceives the document to be based on the number vou typed
and press search. Once the image appears on the screen sideways you must turn the knob for vertical
viewing. The machine may not stop on the exact document that you need in this case you will need
to advance it manually. Use the knob on the lower left hand side, the film control knob, will
advance the reel to view further documents. Turning the knob to the left will decrease the document
batch number and to the right will increase the document batch number.

Once the document you are looking for is on screen, fill out the form using INSTRUCTIONS FOR
PREPAR E BUILDI N FETY INFORMATION SHEET (see Sample [9). Then you
may proceed to the next document.

When exiting press refile button on keyboard of the IMF-150 Reel Viewer Machine which will
automatically rewind the reel. Pull the reel out and do the same for the next document.

15



If the document does not show "on file” - -

Press Fl to get an address prompt
Type in the address
Use AY for AVE, BL for Boulevard, etc.
Type in direction (S,W,N,E) after the street name
Press return twice
Look for the correct user number--the Reel :BAT.DOC information will be on that line

If the computer gets stuck on a screen, Type ~C, then (return)

The public is welcome to photocopy any of the documents on the Reels by using the DAFS Machine
as a copier, however, there is a fee of $1.50 for the copies.

16



6.0 NOTES TO RESEARCHI PERM B DDRE

Building Permits and Certificates of Occupancy are filed under year issued and then by address.
There is an index system available to aid in the determination of the year of issue. It is important
to understand the distinction between the address of 2 building and the situs address used by the
Assessor's Of fice. A building address usually relates in some fashion to the main entrance, or mailing
address. The County Assessor's Office uses the situs address to represent the parcel of land,
independent of any structure located on it. These addresses sometimes coincide, but as a rule, the
Assessor’s situs address will rarely help in the retrieval of a record at the Department of Building and
Safety.

List all building addresses in sequence and then systematically search the records index for permit
years and numbers. In addition to the main address, the entire possible range of addresses for a
building should be noted, including the cross street if the structure is on a corner lot. It is not
uncommon for an address to change by a significant amount for an older building.

Once the address has been identified, there are essentially three indexes to search for the proper
record. These are basically broken down by age (post 1970; 1940-1970; 1905-1940) but the more
recent indexes often contain information from the older ones. It is best, therefore, to begin the
search with the most recent index, and then revert back to the other indexes if the record is not
listed. There is a computer retrieval system, but it is highly limited. First, the computer only lists
those records issued during the last five years. Second, the address must be listed exactly as it
appears on the database or it will not show up. This means the computer will not retrieve 444 South
Grand Av if 440 South Grand Av is asked for, even if it is the same building. In addition, it will
not even retrieve it by asking for 444 South Grand Ave because the "e” in Ave will not match. All
in all, a time consuming systematic search of the microfilm indexes is the simplest and most effective
way to retrieve the records.

17



7.0 TION OF PARCEL MAPBOOK ER

The Assessor’s Mapbook parcel number is not recorded on the actual building permit. The correct
Assessor’s Mapbook parcel number must be identified for each BUILDING PERMIT
INFORMATION SHEET filled out from the search of building permits at City Hall (see

INSTRUCTIONS FOR PREPARING BUILDING AND SAFETY INFORMATION SHEETS, Sample
19). To identify the parcel number for a given address follow the steps outlined below:

7.1 Find the Assessor’s Mapbook book rumber for the property.

Locate the address in the Thomas Guide "Commercial Street Atlas~-Assessor’s Edition.” Pinpoint
the address on the map, thus determining the correct mapbook number. Remember that for
borderline addresses, numbers can lie in one mapbook or an adjacent mapbook. Odd numbers lie
to the north and west and even numbers lie to the south and east,

7.2 Find the correct Assessor’s Mapbook page number for the property.

Locate the address in the MOS-1 Districts Index of Assessor’s Parcel Maps. Remember the rule of
odd or even address to correctly determine which side of the street the address is located and thus

the corresponding page number. You may find a street atlas useful to be sure you are checking the
correct hundred block.

7.3 Locate the correct Assessor’s Mapbook parcel number for the property using the parcel record
notebook.

7.3.1 Turn to the page maps for the mapbook-page number

7.3.2 Find the property on the Sanborn map (see Sample 28)

7.3.3 Identify the correspording parcel on the Assessor’s map (see Sample 27)
7.4 Verify that the parcel number identified is the most current known.

7.4.1 Refer to the Index of Assessor’s Parcel Maps (Black Notebook).

7.4.2 Find the Assessor’s mapbook parcel number identified above. If maps and parcel
numbers match, write parcel number on Building and Safety Information form.

7.4.3 If the Assessor’s maps do not match, use the mapbook-parcel number from the most
current map. Update the Parcel Record Notebook by inserting a copy of the most
current Assessor’s parcel map and revising the PARCEL DATA SHEET.

7.5 Property identified as outside the boundaries.
If a property is identified as outside the boundaries of the MOS-1 districts, make a

notation on the xerox copy of the monthly building and safety use report and discard the Building
and Safety use form.

" MTA LIBRARY



8.0 FIELD SURVEY GENERAL GUIDELINES

A field survey involves an on-site inspection by two person teams to determine actual structural
configuration and to verify current land use and/or square footages. Include the following:

0 Verification of existing structures, parking lots, and vacant land

0 Yerification of demolitions

o Identification of land uses by parcel and improvement when Building and Safety
documents indicate changes

0 Identification of portion of the unit allocated to each use in the case of mixed-use
properties.

8.1 PREPARATION
Assemble a parcel record packet including the following maps and other materials:

8.1.1 Los Angeles Countv Assessor’s Map

A copy of the most recent Los Angeles County Assessor’s map available from the
SCRTD Real Estate Department on microfiche, of the block(s) to be surveyed. The
map details the parcel breakdown of the block(s) in addition to parcel dimensions and
legal description information (land tract, block, and lot) (see Sample 27).

8.1.2 Sanborn Insurance Company Map/Building Footprint Map

The Sanborn Insurance Company Maps (1970) from the Los Angeles City Planning
Office are a valuable source of information for improvements constructed prior to
1970. The maps included an accurate scale drawing of all improvements, including
number of stories, configuration of non-uniform levels, light courts, multi-level
atriums, basements, access ramps, and special internal configurations. These maps
were used as a basis for comparison in the original field survey. Any changes in the
map representation were recorded in the field, thus, updating any subsequent
demolition or additional construction which occurred after publication of the maps
(see Sample 28).

8.1.3 Parcel Data Sheets

The PARCEL DATA SHEETS document the complete land use breakdown including
calculations. Each parcel of land is represented by an individual inventory sheet. A

new PARCEL DATA SHEET is prepared and incorporated into the parcel record each
time the parcel data for that record is reviewed (see Sample 25).

8.1.4 Building and Safety Documents/Building Information Sheets

Including any Building and Safety documents or BUILDING INFORMATION
SHEETS in the parcel record for that property. Be sure to include the current

BUILDING INFORMATION SHEET with data currently under review,

19



8.1.5 Appeals Case Data/Other Supporting Documentation

Include any building plans, revisions to square footage or other data supplied as a
result of the Benefit Assessment Appeals process.

8.2 PROCEDURE

8.2.1 Note any modifications--additions, demolitions, conversions--to the structure
represented by the Sanborn map or more recent plot or building plan. Make a sketch

8.2.2

8.2.3

map reflective of any changes noted. Use the back of the PARCEL DATA SHEET.

For problems and special cases, do not use extraordinary measures, refer back to your

supervisor.

1. Complete the "Land Use Category” section of the PARCEL DATA
SHEET by checking appropriate land use(s) box(es). Indicate all land
uses (see Sample 26).

2. List all uses of structure, if possible, including retail within hotel or office
space. Indicate type and approximate percent in each use; e.g., 50% camera
store, 50% barber shop.

3. Watch for subterranean and/or below grade commercial or industrial space

4, Examples of uses listed as service includes radio and TV repair, refrigerator
service, paint shops, electric repair, laundries, auto service, beauty shops,
barbershops, ete.

Enter a description in the appropriate row under the "Working Description” heading

on PARCEL DATA SHEET.

Examples for working description include:

11 of 12 s office (indicates use of 11 of 12 stories as office space)

2 s 4 family apts (indicates a 2 story, 4 family, apartment building)
Portion of 1 s beauty salon (indicate actual use, not service)

For parking indicate the number of levels, watch for multiple levels of
:;xgtermnean parking structures. Indicate service to building, attendant, paid,
Yerify the number of stories per structure count from the outside check

building directory discretely compare with Sanborn map and compare withany
prior field notes on the property.

20



8.2.4 Complete the "Comments" section of the PARCEL DATA SHEET
1. Make a notation for all improvements under construction of demolition
2. Enter the property address

3. Mazke a complete report of any changes noted. Assume that you will not be
available to explain your notations to the next person who must use them.

8.2.5 Enter the date of the field check and initials of the field team in the box provided
on each PARCEL DATA SHEET.

When the field check is complete, information on the PARCEL DATA SHEET will
be used for the next phase, calculation of the gross square footage of each land use
category.

8.2.6 Complete the "Field Check" portion of the BUILDING PERMIT INFORMATION
SHEET (see Sample 24).

21



9.0 LCULATION OF ARE FOOTAGES BY 1I

9.1 LAND USE SQUARE FOOTAGES FOR IMPROYEMENTS

When structural changes occur, data for updating the improvement square footages is obtained by
one or any combination of the following sources which are listed below in order of priority:

9.1.1
9.1.2

9.1.3

9.1.4

Actual building area taken from the building plans.

Actual building area taken from the building records on file at the Office of Building
and Safety,

Estimation based on the overall building dimensions taken from the footprint maps
multiplied by the number of stories.

Building manager’s records and other records

Field Survey data is used to clarify and verify the information utilized from the above
sources.

9.2 CALCULATIONS:

The final gross square footages are calculated by the following basic formula;

Gross square footage is equal to the length of the improvement multiplied by its width
multiplied by the number of stories and adjusted for irregularities. That is,

where,

9.2.1

9.2.2

9.2.3

9.2.4
9.2.5

total area = # stories * adjusted floor area

adjusted floor area = (overall width * length) - (area of
light courts, etc.) + (area of any additions)

Common construction irregularities which reduce the usable floor area include
irregular building shapes, internal open-air courtyards, light courts, multi-story
lobbies and multi-floor atriums, including theaters and auditoriums.

If the ground floor of an atrium or open space is determined from the field survey
to be an assessable use that portion of the space is included in the calculation of gross
square footage.

Stairwells, elevator shafts, parking ramps, single floor lobbies are considered part of
the gross area.

Adjusted floor areas may vary with each level for some irregular buildings.
Some records require additional adjustments due to lack of records for alterations or
additions, questionable or obviously wrong square footages, an incorrect number of

stories, or courtyards or other anomalies in construction not included in
calculations (see Sample 29).
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9.3 DOCUMENTATION

9.3.1

9.3.2

9.3.3

9.34

9.3.5

Make any notes 2s necessary to clarify your calculation process, note any unusual or
distinctive structural features, or special identifications, etc. (see Sample 29).

The parcel record from the Sanborn Insurance Company Map may be enlarged
to more easily measure the dimensions with an engineering scale (see Sample 28).
Attach this map and a copy of the expanded footprint map to the PARCEL DATA
SHEET.

Complete the "Square Footage® section of the PARCEL DATA SHEET. Include the
final gross square footages disaggregated according to use. For mixed use parcels,
breakdown the total area into its respective components. Use categories for field data
are based upon the observed land uses, e.g., parking lot, office, retail store, etc. When
this data is coded for entry into the microcomputerized record, some reallocation of
data in the Data Base Use categories may be made to accommodate the calculation of
benefit assessments.

Compile any supporting documentation and attach to the PARCEL DATA SHEET (see
Sample 26).

Enter the date completed and initials of the person completing the calculations on the
ARCEL DATA SHEET.

23
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10.0 CALCULATION AND YERIFICATION OF PARCEL AREAS

The Assessor's Parcel maps are used to verify:

10.1

10.2

10.3

10.4

o parcel number
o parcel size
o parcel boundaries

Locate the most current copy of the Los Angeles County Assessor’'s Maps of the area (see

Sample 27). Use the masterfile of Assessor’s Maps. Verify that the Assessor’s map in the

Parcel Record Notebook is the same, most current map. These maps detail the parcel
breakdown of the block(s) in addition to parcel dimensions and legal description information
(land tract, block, and lot).

Calculate the parcel area. Parcel areas square footage is equal to the length of the parcel
multiplied by its width. The area for many irregular parcels has been calculated by the
Assessor’s Office. This area is often given in acres. For these cases convert the acreage figure
to square feet by multiplying the acres times the conversion factor (43560).

Document all calculations on the PARCEL DATA SHEET (see Sample 26). Attach supporting
documentation including the Assessor’s Parcel Map.

Enter the date completed and initials of the person completing the calculations on the

PARCEL DATA SHEET.
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Building And Safety Use Report
Building Permit Index Code Sheet

-1 Benefit A ment Dhstr

-1 Benefit A 15t i
n ilding An

B

DING AND SAF
Description of Building And Safety Documents
Plot Plan

Application for Erection of "Class A" Building
(City Owned Building)

Application for the Erection of Building
(Office Building)

Application for Inspection of New Building and
Certificate of Occupancy (Temporary Tenant)

Application for Inspection to Add-Alter-Repair
Demolish and for Certificate of Occupancy
(Retail Mall/Parking connection between)

Certificate of Occupancy
(for Retail Mall)

Application for Inspection of New Building
and for Certificate of Occupancy
(Temporary Permit)

Application for Inspection to Add-Alter-Repair-
Demolish and for Certificate of Occupancy
(remodel existing space/ do nothing)

Application for Inspection of Grading
and for Grading Certificate
(site preparation)

Application for Inspection of Sign
(Wall Neon Tubing/existing wall)

Application for Inspection to Add-Alter-Repair-

Demolish and for Certificate of Occupancy
(Demolition)
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Sample 1
Sample 2
Sample 3
Sample 4
Sample 5

Sample 6

Sample 7

Sample 8

Sample 9

Sample 10

Sample 11

Sample 12

Sample 13

Sample 14

Sample 15

Sample 16

Sample 17



Application for Inspection to Add-Alter-Repair-
Demolish and for Certificate of Occupancy
(Full Compliance with Division 88)

Instructions For Preparing The Building
and Safety Information Sheets Building

Building Permit Information Sheet
Building Permit Information/Office Preparation
Building Permit Information/Building Activity

Building Permit Information/Certificate of
Occupancy

Building Permit Information/Field Check
Parcel Data Sheet
Annotated Parcel Data Sheet

Assessor’s Map

Sanborn Map

Documentation of Calculation
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Sample 18

Sample 19
Sample 20
Sample 21
Sample 22

Sample 23
Sample 24
Sample 25
Sample 26 (1)-(3)
Sample 27
Sample 28
Sample 29
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SAMPLE 2
BUILDING PERMIT INDEX

CODE SHEET
CODE USE OR PURPOSE
01l Dwellings, Single
02 Dwellings, Duplexes
03 Airport Buildings
04 Anusenment buildings
05 Apartment Buildings
06 Churches :
07 Garages, Private (Dwellings § Apartments)
08 Garages, Public (Commercial)
09 Gasoline Service Stations, Auto Washes
10 Hespitals
11 Eotels
12 Manufacturing Buildings
13 Office Buildings
14 Public Administration Buildings
15 Public Utilities Buildings
16 Retail Storses
17 Restaurants
13 Schecol 3Suildings
19 Signg )
20 Swimming Fools, Private (Dwellings only)
Bl Theatar 3Buildings
2r varehcuses
25 Miscellanecus Buildings § Structures
i State Appreved Dwellings
23 Sclar Heater Installaticns
35 Cendeminiums
69
€1 Z Ccrupaney for Use of Land
70 Crading (Grading Eillside Areas Cnlv-Slcpes)
09 Special Permits - No Valuation
DISTRICTS KIND CODES FOR PINKS
S? - San Pedro . 39,96
WLA - West Lcs Angelss %' ieY Bul}dlngs
VN - Van Nuvs 2. Relocations
LA - Los Ancelsas 5. Alteration (minus or Plus)
. e 4. Additions (Marked Plus)
5. Demolitions
INSPECT. CODES 6. Grading.
B - Combination 8. Veid :
T - General 9. Specizl Permit-No Valuation
- eneral 61. Use of Land
Z - Sign Fermiz
M - Major
C - Conserv S
I - Earthqu
G - Grading
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SAMPLE 4

MDS—~1 BENEFIT ASSESSMENT DISTRICT
LIST OF STREETS

Al A2
NAMED STREETS NUMBERED STREETS NAMED STREETS
Alameda St Homard St Ist St Alvarado St
Alhambra Av Ingraham St 2nd St Beacon Av
fAliso St Jackson St -3rd P1 Bonnie Brae St
Alpine St Keller St 3rd St Burlington Av
Arcadia St Lebaron St 4th P1 Grand View St
Augusta St Lindley Pl 4th St Ingraham St
Avila St Los Arnpeles St Sth St Lake St
Bauchet St Lucas Av &th St Little 5t
Beaudry Av Lyon St 7th P1 Maryland St
Bellevue Av Mmacy St 7ith St Ccean View Av
Bixel St Main St ath kPl Olympic Bl
Blackstone Ct Maple Av gth St Park View St
Boyd St Market Ct 3th St Shatto St
Broadway Mercury Ct 11%h 5t Union Av
Bunker Hill Av New High St Westlake Av
Cernter 5t Clive St Wilshire Bl
Clara St Olvera St
Cleveland St Olympic Bl NUMBERED STREETS
Commercial St Ord St

Corydon Dr fas De La Plaza [?] 3rd St
Cottage P1 Plaza 5t L[71 Sth St
Court St [?71 Fuan Yin Ct L[?] &th St
Dewap Rd Quarn Yin Rd [?] 7th St
Diamord St Ramirez St ath St

9th St

Dragon Rd [?]
Ducommun St

Republic St
Rosabell St

Figueroa St St. Paul Av
Florida St St. Paul Rl
Flower St St. Vincent Ct

Fort Moore Pl L[?1

Francisco St

San Pedro St
Sanchez St [?1]

Frank Ct Spring S5t
Fremont RAv Sunset Bl
Garey St Teed St
Garland Av Temple St
Gen. Thadeus Turrer St
Kosciuszko vignes St
BGeorgia St Wall St
Solden Av Weller St
Grand Av Werdin P1
Guytino F1 Wilshire Bl
Harlem PI1 Wirston St
Hewitt St Witmer 5t
Hill F1 Yale St
Hill St
Hope St



PGM=B050002E

04786
TERATION-COMM
KIND OF USE "DISTRICT STREET STREET ISSUING - PERMIT DUELL IHG VALUATIOH NO. 'CARDS
PERMIT CODE OFFICE  ADDRESS OFFICE NUMDER UHITS
3 09 LA 01301 LA DREA AVE 5 LA 34951 5,000
3 09 LA 00600 7TH ST E LA 35694 30,000
35,402% 5
3 09 vH 05905 _ VAN HUYS BLVYD VH 02395 1,000 >
3 09 VN 11920 BALBOA BLVD LA 34624 6,500 3
3 09 VH 20505 ROSCOE BLVD LA 35030 6,500 3
: 14,000x 3 4
49,602%K s %
3 10 LA 03803 6TH ST W LA 34052 5,500 o
) 5,500% 1 L)
e
5,500 %x 1 &
23 11_.. LA 00838 _. . _ _____GRAMD_AVE..___ __ _ S LA 33478V __ . 60000 ¥ Liitonte .k:r.t*mr;;-,mg
Wl 1)l L LA . 00836 =38 _GRAND.AVE . w8 - LA-— e 33658 ¥ e 35,0009 CHRrMGE e
3 11 LA 00302 ~10 AVALON BLVD H LA 33732 114,000 . 2
3 11 . LA 00930 _ WILSHIRE._RLVD LA __36175¥ 5004000 Y ATEN o KNG L
-3 11 LA 01315 FLOWER ST 5 LA 34311 60,000
3 11 LA 00716 TRACTIOH AVE LA 364323 200 g:
3 ﬂ -}Mowq._._ﬁ_mﬂmueno;\-sr..-.,..-_. S "““tﬁ—"*_"‘“’z"'i""“";“'— f-g.;.gggrﬂ/-' 1PRITTICNS ~Celune g
3 0534 ALL 8T g 345848 i Cd2edy fviid oxloer 2
3 11 LA 01600 CAMPUS RD LA 34683 ~50,000 o Wi X2 2
3 11 LA 01600 CAMPUS RD LA 34684 40,000 c
3 11 LA 00901 6TH ST E LA 36811 180,000 s i Rear § REPE g
A LA L 00506 DOMMIE DRAE ... .. ..S5... LA . 34958V ""HMWA CF KO~ () ek
3 11 LA 00520.... .. _____GRAND AVE_ .. _....5 . .. LA e 35200V, — 50,00 .Kﬂ!ﬂcwgctr(xf(y_;',rﬂr‘:g
3 11 A 01ses 0% MM ST i 33417 taeae0
A 14TH ST X LA 541 .0 P
3 11 LA ___ 00710 BROADHAY 5L} 35546_v 690,000 $+p )T KA ODE~ ?;
1,771,250 16
3 11 VN 06500 SEPULVEDA DLVD VH 02055 900
900 x 1
3 11 Sp 00111 GAFFEY ST 5 SP 02608 17,300
17,300% 1

BUILDING AND SAFETY USC REPORT

LR el TR T

N

1,789,450KK 18



SAMPLE 6

DESCRIPTION OF
BUILDIN D SAFETY D MEN

The City of Los Angeles Department of Building and Safety has been continuously maintaining
building records since 1905, when building permits first became mandatory for purposes of
inspection of new construction. Building permits also included submission of building plans, and
the gross outside dimensions of the building were recorded on the permit application. After World
War II, the building permits also required a "plot plan” or sketch of the intended structure. The
building permits also served to record completion of construction until the late 1940°’s when
Certificate of Qccupancy documents were required to serve this function. Both permit and certificate

are still required today.
Buildine Perm;

The building permit is the best source available to determine the gross dimensions of a building.
It provides information about the original use of the structure, as well as the number of stories
constructed and dimensions based on the actual building plans. Any additiona! construction on a
particular site will not be recorded on an earlier permit, but will have its own unique permit. The
original permit does, however, provide a basis for determining dimensions despite any additional
construction. If the permit has an accompanying plot plan with dimensions, the area can usually
be determined. Permits issued after the late 1970's provide floor area information.

Certificates of Occupancy

Certificates of Occupancy note the availability of a structure for use following the completion of
construction. They list the building dimensions, original use, and often refer to the original building
permit. The dimensions listed on a Certificate of Occupancy are often identical to those listed on the
permit, but can be approximations if this information is not readily available, and therefore, these
dimensions are not as reliable as those on the building permit. Certificates of Occupancy are only
used as a source of dimensions when the building permit is unavailable.

Temporary Certificates of Occupancy

New developments are included in the benefit assessment program as temporary Certificates of
Occupancy are issued. The assessment is based on the number of square feet indicated on the
Certificate as acceptable for occupancy. For buildings under construction, the square footage of
the space available for occupancy is entered into the data base as assessable when the temporary
Certificate of Occupancy is issued. Any additional square footage is entered as stages of construction
are completed and additional Temporary Certificates of Occupancy issued.

Manthly Building and Safetv Reports

The General Analysis Department of Building and Safety runs

monthly computer printouts on building permit activity for Los Angeles City. These reports contain
such information as job address, permit number, type of permit, number and type of dwelling units,
value of construction, etc. The reports are ordered by street address. Data for construction,
demolitions, and alterations with building permit number and valuations by building are included in
these reports. These monthly reports from Building and Safety are used to monitor structural changes
occurring within the MOS-1 Benefit Assessment Districts.
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SAMPLE 19

INSTR ION R PREPARIN
JILDING AND SAFETY INFORMATION E

Complete the top portion of the TION SHEET (see Sample

21) before going to City Hall. Use a separate form for each parcel being researched within

the MOS-1 Boundary. Assemble the [ INF A N

with the top portion already completed and proceed to City Hall.

Complete the Building Activity portion of the form (see Sample 22). Use the computer
accessed permit data (DAFS Machine) to pull up Building and Safety documents related to
the property being researched (see HOW TQ USE DAFS MACHINE, page 17). Screen each
permit carefully. Be sure to review the type of building activity and to check for
inconsistencies in use (see Sample 11). The Building Activity portion of the Building and

Safety Information Sheet must always be filled out completely. When finished, initial and
date form.

Check property records for a Certificate of Occupancy for the Building Permit data under
review. If there is no Certificate on file, proceed to review records for next BUILDING
PERMIT INFORMATION FORM, If there is a Certificate on file, proceed to completing the
Certificate of Occupancy portion of the BUILDING PERMIT INFORMATION FORM (see
Sample 23).

Complete Certificate of Occupancy portion of the LDING PERMIT INFORMATION
FORM (see Sample 23). Use the DAFS Machine (see HOW ISE DAFS MACHINE) to

review Building and Safety documents for the property. Following each permit there will be
a Certificate of Occupancy or a Temporary Certificate of Occupancy (see Sample 12) for the
building, if one has been issued. Screen each certificate for inconsistencies and cross check
the uses. Using the information from the DAFS Machine fill out the Certificate of
Occupancy portion of the form. When finished initial and date form.

Enter the Assessor’s Mapbook parcel number to the top portion of the form (see

IDENTIFICATION OF PARCEL MAPBOOK NUMBERS)
The field check portion of the Building and Safety Information Form (see Sample 24) should

be filled out after a site visit has verified the completion of the activity under review (see

ELD YEY .22-25). However, interim field checks may
be necessary and should be documented on a PARCEL DATA SHEET and the completed
sheets attached to the DING AND SAF IN HEET. When filling out
this portion of the form, screen the previously completed information on the Building and
Safety Information Form. Cross check for inconsistencies. Complete the final portion of the
form. When finished initial and date the form. Proceed to the calculation phase of the

process (see CALCULATION OF SQUARE FOOTAGE BY USE, pp. 25-27).




SAMPLE 20

BUILDING PERMIT INFORMATION SHEET

BUILDING PERMIT INFORMATION

Building Address

Parcel Kumber Permit FKumber

Month Issued Reel XNunber

EUILDING ACTIVITY

Present use of Euilding:

New use c¢f the Euilding:

Addition + square footage
Alteration: +/- oo sguare foctage
Demolition
Other

Size cf existing building: Wicth Length

Description of work:

Plot Flan on file: Initial Date

CERTIFICATE COF OCCUPANCY
Certificate of Occupancy Number . Issue Cate

————— e — e e et it

Description

T T T e e e e e e e i e e o e e N e B e e e e e e A e e e o e e e e e e e — et o e

Field Check Conducted

Comments:

Initial _ Date




SAMPLE 21
Office Preparation

BUILDING PERMIT INFORMATION

= "y P2~ = ot E

Building Address 7/"—9 F/@(Ct‘,?/xr/f’ NFEET 'E'
Parcel Kumker Permit Number "'/ 5:// §
/ p—t

Month Issued L/d 2?(;7 Reel Number P/'/'“% E.

b e e T T a1 S A - LN ] )

EUILDING ACTIVITY

Present use c¢f Building:

New use of the Building:

Addition + square footzge
Alteration: +/- _ square footage
Demolition
Cther
Size cf existing building: Wicth Length
Description of work: o
Plot Flen on file: g Initial___ Date_

S i e e e M s e T T R Y T T T

CERTIFICATE OF OCCUPANCY

Certificate of Occupancy Number Issue Date

Descrirption

Initizl Cate

e e T e e e - A 4 S ]

Field Check Concducted

Commente:

Initial Date

—




SAMPLE 22
Building Activity

BUILDING PERMIT INFORMATION

= o =L e
Fuilding Aédress Tl FiGULROA \ETFEE

Parcel Kumker Permit KNumber ”3(¢ﬁ9/

Gy o /
Month Issued "~ "-ﬂé Reel Nurber ’ //r

EUILDING ACTIVITY ///
S ; ~ >
Present use ¢f Building: /%éiy%&, /Q@%L. #%%%%44?

rd
Kew use of the Euilding: W4l

:7 i /t
Addition + Auﬁj /Tﬂr —_ sguare footage

Rlteration: (/- / STIRY ﬁf523’7(f425— square foctage

Demolition
Cther
Size cf existing building: Wicth ~0 Lencth éﬁ?¢

Description of work: _JEILLE  LipINELTTION  SDETTISEN

PAE 10l & Al LDING

I e =
Plot Flan on file: 5 Initialﬂﬂé’ Date*/‘fﬁ

CERTIFICATE OF OCCUPAKCY
Certificate of Occupancy Number ___ Issue Date

Descrigtion

Initial LCate

Field Check Conducted

Commente:

Initial _ Date

LU T T L TR T T



SAMPLE 23
Certificate Of Occupancy

EUILDING PERMIT INKFORMATION

Building Address 725 /;E%Qkﬁgl}? \STEFET

Parcel Rurmker Permit Number ﬁfﬂ S0/

Month Issued '*j-.s'?c? Reel Nurnber ,P/f'ﬁ;—{

e e e e e A e T T E S I I I I T I T M M e e e e i o R T e Ew e

EGILDING ACTIVITY
Present use of Euilding: Szl ALALL %%%56%445

New use of the Euilding: S#ME

Addition + o X /457 sguare foctage
Alteration: (/- _/ \5/0KY /ﬁ§%§f%7fA/467§quare footage

Demolition

Cther

Size cf existing tuilding: Width DL Length é%9¢£
Description of work: ALP0ANE Dol ELT IO o7/ 770/
PN G AT 115

Plot Elazn on file: Initial;&giL Date_éé:ﬁ%

CERTIFICATE CF QOCCUPAKCY E
Certificate of Occupancy Number Zﬂ.p&%%@;"gglssue Cate o?"/L/"c-}é E
Descrigtion _J&/UA CRTTF/ICATE OF (0 AWEY T (v 28 Pyl E
[INSTZRY | VFE T, DFFILE\SSRCE (i) TITIRE S I Ao S
g JD) FHETToH P PFUIR, mitizy M. rate 458 :_E-

Field Check Corductecd

Commente:

Initial Date

—




SAMPLE 24
Field Check

BUILDING PERMIT INFORMATION

Building Address JLD PG FROA STEEST

Parcel Xumber Permit Number /*/ =

T T T T T T T T T i D o o g gy —

EUILDIKRG ACTIVITY ///
ey -
Present use cof Building: /‘4-’774//\, SdBLL %0//’/(5?

¥ew use of the Buildingr SA4ME

Addition + Ay 1727 square footage

S -
Alteraticen: (#/- _/ S0V 5547 /45 square footage

Demolition

Cther

€ize cf existing builéing: Wicth "ﬁ_f)’:) Length ///_/‘//
Description of work: Af£OAIE Oy eECTIoN Seridezn/
FALKIAIS & Sl/edinks |

Plot Flan on file: a Initial /_//'C Date <~ /7

e e e e et P | + § 3 7 4 3 3 4§ ¢

CERTIFICATE OF OCCUPAKCY

Certificate of Occupancy Number _.-",i:’.f"_f’f&/'.air_‘?* Y5 1ssue Date "/”/- 7
Description JZmif. CEEijF/(ATE JF ﬁ'f”_r"t/r/fﬂ”r/'.//?;/ i, ﬁ%ﬁf#/%
[[\STTRY 73 T, JFNE SFACE. On ENTEE S¥ 72 Apoky
AtD BTN OF 55@/’7/)0@ Initial_ftﬁz_ Dateﬂ

gt e e e e e e e i e e e i e e e . - e S o i g T S S g L Al S i g M e e g e e
B e e e R A A s s S S 1 T

Field Check Concducted l/’ffS

Comments: (EETVFIATE  OF [OCUEANC Y 727t A0y .—/c'?’/ﬂ//e{‘:/j
) _

TIANST AID) LONETE)  THEEAE

] Y, rs "’f
Initial A5 Date -/‘o/f




SAMPLE 25

Parcel Data Sheet

.. - -

LAND USE CATEGORY

WORKING DESCRIPTION

SQUARE FOOTAGE

SOURCE

DATABASE
USE FIELD

DATA
ENTRY]

FFICE

f
OTEL/MOTEL

AIL/RESTAURANT

—

IHDUSTRIﬁL/HAREHOUSE
PARKING LOT

RAGE

-

INSTITUTE/GOVERNMENT

WRESIDENTIAL

SERVICE

IXED COMMERCIAL

—H—F

WMIXED WITH RESIDENTIAL

e

ACANT LAND

THER

0|10 0 |g|jg|gjo |0 o |8(o|0|0c|0

pate and Lnitiais:

-—F

+

PARCEL AREA




l’ LAND USE CATEGORY

Sample 26 (1)
Annotated Parcel Data Sheet

| WORKING DESCRIPTION | SQUARE FOOTAGE | SOURCE '

JEFF‘ICE

I' HOTEL/MOTEL
| RETAIL/RESTAURANT DI
I INDUSTRIAL/WAREHOUSE O3 I

l' PARKING LOT ol
GARAGE ol
INSTITUTE/GOVERNMENT O3
' RESIDENTIAL ol
\SERVICE ol
YIXED COMMERCIAL ol

0 .
é 4 5105 (&)

MIXED WITH RESIDENTIAL D)
VACANT LAND O

s‘OTHER 0
i .

1 udte dna anitidis:

torrmen ts:

2 Pores mr..g L77e
Ay s
s sy

| I

ﬁ'\eﬂ{;[ AT

/7 6
i~ ’ ‘*Léo e ‘:SCC\{‘&,

TE-paepe
s s gs'/ ®

. )
B e

1

22746 o

PARCEL AREA

5142 loos|o3e

hﬂ‘rnnﬂrr l-\ﬂ?’

USE FIELD  Ienth

12,9772 @
- Sea Attadhments

L@) m.;' ¢ (s’ x(@) 4 =

227 §

MTA LIBRARY
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Sample 26 (2)
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