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the lowest floor or the elevation to which the building is floodproofed, if applicable, certified by 
a registered surveyor or professional engineer, as appropriate. 

To ensure consistency with NFIP requirements, CCSF uses the FEMA elevation certificate 
(FEMA Form 81-31) and the FEMA floodproofing certificate (FEMA Form 81-65).  These 
forms are presented in Appendix F.16 The agency/department with jurisdiction for the project in 
question may work with the County Surveyor or other appropriate agencies/departments to 
obtain the appropriate certification from the property owner following completion of 
construction, and submits the certification to the County Surveyor for recordkeeping purposes. 

6.11 Certificate of Occupancy 

After the project passes final inspection, the appropriate authority issues a certificate of 
occupancy.  This certificate allows the owner or CCSF agency to occupy the newly constructed 
building or addition.  Usually, a new building cannot be sold until the seller has obtained this 
certificate. 

7. Procedures for Specific Project Types and Agencies/Departments 

This section provides a general discussion of the procedures used for specific types of projects 
and for various CCSF agencies/departments.  The CCSF agencies/departments with jurisdiction 
for these projects are responsible for developing more detailed, internal procedures for ensuring 
that the floodplain management ordinance is properly implemented. 

7.1 Individual Buildings and Complexes 

DBI, the Planning Department, and SFRA (where applicable) are responsible for review, 
permitting, and inspection of buildings and complexes (except for Port, Airport, and SFPUC 
projects, as described below).  The process, which is generally outlined in Figure 1 above, 
consists of the following steps: 

 The property owner submits plans for construction to DBI and the Planning Department 
or SFRA (if applicable). 

 DBI, the Planning Department, SFRA (if applicable), and the County Surveyor determine 
whether the project is located in an identified flood hazard area. 

 The Planning Department enters the project location into the Planning Information 
Database, which lists zoning information and all parcels located in identified flood hazard 
areas.17  If the project is located in an identified flood hazard area, the Planning 
Department flags the project within the database.  This indicates that the project will 
require an Interdepartmental Project Review. 

                                                 
 
16 The elevation certificate (FEMA Form 81-31) can also be obtained from the FEMA website at 
http://www.fema.gov/library/viewRecord.do?id=1383; and the floodproofing certificate (FEMA Form 81-65) can be 
obtained at http://www.fema.gov/library/viewRecord.do?id=1600. 
17 The Planning Department Property Information Map is available for a variety of useful property data, zoning and 
project information at http://propertymap.sfplanning.org.  
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 If the project is located in an identified flood hazard area, DPW works with the project 
sponsor to prepare a BFE.  If the project is greater than 50 lots or 5 acres, the developer 
prepares the BFE with the approval of DPW. 

 For improvements/repairs to existing buildings, DBI determines whether the project 
constitutes a substantial improvement/repair using procedures developed by DBI.  The 
Planning Department or SFRA is notified of substantial improvements involving lateral 
or vertical additions to residential and non-residential buildings.  The Planning 
Department does not need to be notified of projects involving substantial repair, with the 
exception of those involving repairs to the exterior of historic structures.  Certain 
historical structures may be exempt from substantial improvement/repair requirements. 

 For projects in which compliance with the ordinance causes an exceptional hardship due 
to the unusual physical characteristics of the property, or for certain historical structures 
and functionally dependent uses, DBI determines whether a variance should be granted.  
The project sponsor may appeal variance decisions through the Board of Supervisors if 
necessary.  The Planning Department and SFRA are not primarily responsible for 
determining and issuing variances related to compliance with the floodplain management 
ordinance.  However, the Planning Department and SFRA may grant variances on a 
project-by-project basis. 

 DBI identifies design requirements necessary to ensure compliance with the floodplain 
management ordinance. 

 DBI forwards the application to the Planning Department or SFRA to ensure that the 
additional construction details comply with other planning code requirements. 

 The Planning Department or SFRA conducts an IPR in collaboration with DBI, DPW, 
and the San Francisco Fire Department prior to new construction.  The IPR is mandatory 
for new construction projects that propose buildings eight stories or more, and new 
construction on parcels identified as seismic hazard zones.  This review will be extended 
to those projects located in an identified flood hazard area. 

 For projects involving Conditional Use Authorizations, the Planning Department 
conducts a review of the application through its Environmental Planning Division.  In 
addition to review of the proposed uses of the project, the Environmental Planning 
Division of the San Francisco Planning Department flags the application if the project is 
located in an identified flood hazard area.  The Environmental Planning Division 
forwards the Conditional Use Authorization application to the Planning Commission for 
final approval.  The Planning Commission determines issuance of the conditional use.  
The project sponsor may appeal the decision to the Board of Supervisors, if necessary. 

 Upon passing the IPR, successful incorporation of all requirements into the project plans, 
and approval of Conditional Use (if applicable), DBI issues a building permit to the 
property owner.  The building permit becomes the official authorization from the 
community, allowing the applicant to proceed with construction. 

 DBI conducts an inspection once construction is complete.  DBI will identify building 
compliance requirements for flood-prone properties as a special inspection item during 
field inspections.  Special inspection items are requirements such as satisfaction of 
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concrete testing and appropriate welding for certain projects.  DBI instructs the property 
owner to correct construction violations if applicable. 

 The County Surveyor prepares the elevation/floodproofing certificate, as appropriate, for 
the completed project. 

 DBI issues a certificate of occupancy once all requirements have been met. 

 DBI tracks substantial improvement/repair, variance, and permit information through the 
Permit Tracking System.  DBI submits a summary report of variance, permit, and 
elevation/floodproofing certificate information to the City Administrator’s Office for 
record-keeping every 6 months, in January and July. 

7.2 Treasure Island Development Authority 

All projects on the former naval base at Treasure and Yerba Buena islands, including new 
construction and alterations of existing buildings, must follow the Design Review and Document 
Approval Procedure (Procedure) established for the islands.  The Procedure incorporates 
applicable CCSF code requirements.  Plans for new construction and alterations of existing 
buildings must be approved by the TIDA Board and applicable CCSF agencies/departments, 
pursuant to the Procedure. 

Currently, OEWD is overseeing the development of plans for infrastructure that will reduce or 
eliminate most flood hazards on Treasure Island.  This infrastructure will include placement of 
fill to increase the elevation of building lots above flood elevations, and construction of 
perimeter facilities to eliminate potential hazards associated with wave action.  The elevation of 
building lots will occur through a phased process, with sub-phases involving design of two- to 
three-block areas.  Once building lots are elevated, structure-by-structure compliance with the 
floodplain management ordinance on these lots is not anticipated.  If FEMA publishes a FIRM 
showing flood hazard areas on Treasure Island, OEWD will work with the City Administrator’s 
Office and the County Surveyor to request map revisions from FEMA based on the proposed or 
actual elevations of the elevated lots as planning and design for sub-phases are completed (see 
Section 8 below for discussion of the map revision process). 

It is possible that several structures located in or near proposed open space on Treasure Island 
will not be elevated using fill through the process described in the preceding paragraph.  In such 
cases, OEWD will follow the Procedure to ensure that substantial improvement of existing 
buildings or construction of new buildings complies with the floodplain management ordinance. 

TIDA submits a summary report of variance, permit, and elevation/floodproofing certificate 
information to the City Administrator’s Office for recordkeeping every 6 months, in January and 
July. 

7.3 Port of San Francisco 

The Port has jurisdiction over projects located on piers and on-shore property owned by the Port, 
including projects implemented by the Port, other CCSF agencies/departments, and lessees of 
Port property.  Port projects must comply with the current Port of San Francisco Building Code. 
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Figure 2 shows the general process for ordinance implementation for the Port. 

Figure 2:  General Process for Ordinance Implementation – Port of San Francisco 
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The Port: 

 Coordinates with the City Administrator’s Office for all map revision requests and 
communication with FEMA regarding the NFIP 

 Reviews the proposed project to determine whether it is located in an identified flood 
hazard area 

 Determines the BFE for the project site by preparing the appropriate calculations; or 
requires the developer to determine the BFE 

 Determines whether the project constitutes a substantial improvement/repair for 
improvements/repairs to existing buildings 

 Determines whether a variance should be granted, per Section 017 of the current Port 
Code Procedures, for projects in which compliance with the ordinance causes an 
exceptional hardship due to the unusual physical characteristics of the property, or for 
certain historical structures and functionally dependent uses 

 Prepares plans with design details ensuring compliance with the floodplain management 
ordinance and the current Port of San Francisco Building Code; or requires the developer 
to prepare these plans 

 Reviews the plans and determines if all other required state and Federal permits have 
been obtained 

 Issues a permit for construction to owner or leasee, upon approval by the Chief Harbor 
Engineer 

 Issues certificates of completion and occupancy, upon inspection by the Chief Harbor 
Engineer 

 Prepares (or requires the developer to prepare) the elevation/floodproofing certificate, as 
appropriate, for the completed project 

 Submits a summary report of variance, permit, and elevation/floodproofing certificate 
information to the City Administrator’s Office every 6 months, in January and July. 

7.4 San Francisco International Airport 

The Airport’s Building Inspection and Code Enforcement (BICE) office is responsible for 
approval of construction projects involving buildings on airport property, including projects 
proposed by tenants.  Airport projects must comply with the current California Building Code 
and the San Francisco International Airport Tenants Improvement Guide.  DBI does not review, 
permit, or inspect Airport projects. 
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The Airport: 

 Coordinates with the City Administrator’s Office for all map revision requests and 
communication with FEMA regarding the NFIP 

 Reviews the proposed project to determine whether it is located in an identified flood 
hazard area.  Projects in flood hazard areas are flagged on the permit checklist, indicating 
that additional floodplain requirements must be met 

 Determines the BFE for the project site by preparing the appropriate calculations, or 
requires the applicant to determine the BFE 

 Determines whether the project constitutes a substantial improvement/repair, for 
improvements/repairs to existing buildings.  The Airport will develop procedures for this 
purpose 

 Determines whether a variance should be granted for projects in which compliance with 
the ordinance causes an exceptional hardship due to the unusual physical characteristics 
of the property, or for certain historical structures and functionally dependent uses 

 Prepares plans with design details ensuring compliance with the floodplain management 
ordinance; or requires the applicant to prepare these plans 

 Reviews the plans and determines if all other required state and Federal permits have 
been obtained 

 Issues a permit for construction upon approval by BICE 

 Issues certificates of completion and occupancy upon inspection by BICE and the Airport 
Fire Marshal 

 Prepares (or requires the applicant to prepare) the elevation certificate or floodproofing 
certificate, as appropriate, for the completed project 

 Submits substantial improvement/repair, variance, permit, and elevation/floodproofing 
certificate information to the City Administrator’s Office every 6 months, in January and 
July. 

7.5 San Francisco Public Utilities Commission 

SFPUC is responsible for ensuring that SFPUC projects and lessees comply with the floodplain 
management ordinance, including projects located outside San Francisco.  DBI does not review, 
permit, or inspect SFPUC projects unless SFPUC requests a courtesy review. 

SFPUC: 

 Coordinates with the City Administrator’s Office for all map revision requests and 
communication with FEMA regarding the NFIP 
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 Coordinates internally with all SFPUC divisions, including the Bureau of Engineering, 
Water Supply & Treatment Division, Real Estate Services, Hetch Hetchy Water and 
Power, and Power Enterprise to ensure compliance with the floodplain management 
ordinance 

 Reviews proposed projects involving new SFPUC-sponsored buildings18 to determine 
whether they are located in identified flood hazard areas in the community in which the 
projects are located.  In accordance with SFPUC Infrastructure Division procedures, 
floodplain determinations are required for SFPUC capital projects during the planning 
stage of design.  For projects involving new lessee-sponsored buildings, the Bureau of 
Environmental Management (BEM) performs floodplain determinations during 
California Environmental Quality Act reviews 

 Determines the BFE for the project site by checking the FIRM for the community in 
which the project is located; or by preparing the appropriate calculations.  SFPUC may 
work with DPW to determine the BFE for projects located within CCSF limits 

 Determines whether the project constitutes a substantial improvement/repair for 
improvements/repairs to existing SFPUC-sponsored buildings in identified flood hazard 
areas.  SFPUC will develop procedures for this purpose.  If the project constitutes a 
substantial improvement/repair, SFPUC will ensure compliance with the floodplain 
ordinance, or apply to BEM to obtain a variance.  For projects involving improvements/
repairs to existing lessee-sponsored buildings in identified flood hazard areas, SFPUC 
will ensure the lessee complies with the floodplain ordinance, or applies to BEM to 
obtain a variance 

 Determines, through BEM, whether a variance should be granted for projects in which 
compliance with the ordinance causes an exception hardship due to the unusual physical 
characteristics of the property, or for certain historical structures and functionally 
dependent uses; 

 Prepares plans with design details ensuring compliance with the floodplain management 
ordinance and the San Francisco Building Code; and approves plans for projects 
involving new construction and substantial improvement/repairs to SFPUC-sponsored 
buildings 

 Ensures that the local building jurisdiction has reviewed and approved projects involving 
lessee-sponsored buildings for compliance with the floodplain ordinance and the local 
building code 

 Determines if all other required state and Federal permits have been obtained through 
review by BEM 

                                                 
 
18 SFPUC-sponsored building is a structure that is owned, planned, developed, built, and maintained by SFPUC 
either on land owned or leased by SFPUC. 
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 Prepares the elevation/floodproofing certificate, as appropriate, upon completion of the 
project for new construction and substantial improvement/repairs to SFPUC-sponsored 
buildings.  SFPUC may work with the County Surveyor to prepare the elevation 
certificate/floodproofing certificate for projects located within CCSF limits 

 Submits substantial improvement/repair, variance, approval, and elevation/floodproofing 
certificate information to the City Administrator’s Office every 6 months, in January and 
July. 

7.6 San Francisco Redevelopment Agency 

SFRA oversees redevelopment projects in areas designated by the Board of Supervisors, which 
are located primarily in the central and eastern waterfront areas of San Francisco.19 SFRA is 
responsible for design review of private development projects proposed for: 

 Hunters Point Shipyard Phase 1 and 2 
 Mission Bay 
 Rincon Point-South Beach 
 Zone 1 Area of Bayview-Hunters Point (Candlestick Point area) 
 Zone 1 Area of Transbay (former freeway parcels) 
 Zone 1 Area of Visitacion Valley (Schlage Lock site) 

SFRA also provides local funding for the development of affordable housing throughout CCSF.  
DBI conducts review, permitting, and inspection of all SFRA projects. 

SFRA: 

 Reviews the proposed project to determine whether it is located in an identified flood 
hazard area 

 Determines the BFE for the project site by preparing the appropriate calculations; or 
requires the developer or lessee to determine the BFE.  SFRA may work with the DPW to 
determine the BFE for projects located within CCSF limits 

 Determines whether the project constitutes a substantial improvement/repair using 
procedures developed by DBI for improvements/repairs to existing buildings 

 Determines whether a variance should be granted for projects in which compliance with 
the ordinance causes an exceptional hardship due to the unusual physical characteristics 
of the property, or for certain historical structures and functionally dependent uses 

 Prepares plans with design details ensuring compliance with the floodplain management 
ordinance; or requires the developer to prepare these plans 

                                                 
 
19 A map of redevelopment project areas is shown on the SFRA website at 
http://www.sfredevelopment.org/index.aspx?page=3. 
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 Determines if all other required state and Federal permits have been obtained 

 Refers the project to DBI for permitting 

 Refers the project to DBI for final inspection 

 Prepares (or requires the developer or lessee to prepare) the elevation/floodproofing 
certificate, as appropriate, for the completed project.  SFRA may work with the County 
Surveyor to prepare the elevation/floodproofing certificate for projects located within 
CCSF limits 

 Submits substantial improvement/repair, variance, permit, and elevation/floodproofing 
certificate information to the City Administrator’s Office every 6 months, in January and 
July. 

Currently, SFRA is overseeing the development of plans for infrastructure that will reduce or 
eliminate flood hazards in several of the project areas.  SFRA does not anticipate construction of 
new buildings and improvements until this infrastructure is complete.  Once this infrastructure is 
complete, structure-by-structure compliance with the floodplain management ordinance will not 
be required if the flood hazards in these areas are eliminated and the flood hazard designations 
are removed either from the CCSF Interim Floodplain Map or from the effective FIRM, after 
FEMA publishes it.  If this infrastructure affects flood hazard data shown on the effective FIRM, 
SFRA and the developers will work with the City Administrator’s Office and the County 
Surveyor to request map revisions from FEMA (see Section 8 below for discussion of the map 
revision process). 

8. Map Revisions and Amendments 

As described above, FEMA has not published a FIRM for CCSF (other than the Airport, which is 
shown on the FIRM for San Mateo County).  Once FEMA publishes a FIRM, both property 
owners and CCSF may request revisions and amendments to the FIRM.  The City 
Administrator’s Office and the County Surveyor will coordinate requests to FEMA for map 
revisions and amendments.  Types of map revision and amendment requests, which FEMA refers 
to collectively as Letters of Map Change (LOMCs), are summarized below. 

 Letter of Map Revision (LOMR):  CCSF may request a revision to the FIRM based on 
more detailed technical data regarding existing floodplain conditions.  Additionally, 
Federal regulations at 44 CFR Section 65.3 require CCSF to submit a request for a 
revision to the FIRM within 6 months of completion of any physical modifications to the 
floodplain that affect flood hazard data shown on the FIRM. 

Map revision requests must be accompanied by supporting technical data, as described in 
FEMA’s MT-2 application package.20 FEMA reviews the requests and technical data 
and, once any issues regarding the data are resolved, issues a LOMR that constitutes an 
official revision to the FIRM.  CCSF may then use the updated flood hazard data 

                                                 
 
20 The MT-2 package is available on the FEMA website at http://www.fema.gov/library/viewRecord.do?id=1493. 
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presented in the LOMR for floodplain management purposes, and lenders and insurance 
companies use the LOMR for flood insurance purposes. 

In general, the CCSF agency/department with jurisdiction for the area or modifications in 
question prepares the data required for the map revision request.  The agency/department 
(or the developer in question, if applicable) is responsible for any fees that FEMA 
charges for processing the request.  The City Administrator’s Office, in cooperation with 
the County Surveyor, submits the map revision request to FEMA and coordinates with 
the agency/department in question regarding any issues that FEMA has with the request.  
Once FEMA issues the LOMR, the City Administrator’s Office and the County Surveyor 
each maintain a copy. 

 Letter of Map Amendment (LOMA):  An individual property owner may request that 
FEMA issue a LOMA when a building or property is shown to be in or near an SFHA on 
the FIRM, but is actually outside the SFHA.  The property owner may request a LOMA 
directly from FEMA without going through CCSF.  The property owner must compile the 
required technical data supporting the LOMA request using FEMA’s MT-1 application 
package.21 To request a LOMA for a single lot, the property owner may use FEMA’s 
MT-EZ application package,22 a shorter and simpler application than MT-1.  There is no 
fee for requesting a LOMA. 

 LOMR Based on Fill (LOMR-F):  An individual property owner may request that FEMA 
issue a LOMR for a property that has been removed from the SFHA through the 
placement of structural fill.  The property owner must prepare the required technical data 
using FEMA’s MT-1 application package, and submit the request through the City 
Administrator’s Office and the County Surveyor.  To request a LOMR-F for a single lot, 
the property owner may use FEMA’s MT-EZ application package, a shorter and simpler 
application than MT-1.  The property owner is responsible for any fees that FEMA 
charges for processing the request. 

Any of these LOMCs may be requested on a conditional basis; that is, FEMA may review 
LOMC requests based on proposed projects.  The MT-1 and MT-2 packages describe the data 
and fees that must accompany conditional LOMC requests.  The City Administrator’s Office and 
the County Surveyor have the same responsibilities for conditional LOMC requests as it does for 
regular LOMC requests. 

9. Record-Keeping and Reports to FEMA 

The City Administrator’s Office, as Floodplain Administrator under the floodplain management 
ordinance, is responsible for maintaining records documenting CCSF’s compliance and reporting 
to FEMA as required. 

                                                 
 
21 The MT-1 package is available on the FEMA website at http://www.fema.gov/library/viewRecord.do?id=1492. 
22 The MT-EZ package is available on the FEMA website at http://www.fema.gov/library/viewRecord.do?id=2328. 
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9.1 CCSF Records 

The City Administrator’s Office, with the help of DBI, the Planning Department, SFRA, DPW, 
the Airport, SFPUC, and the Port, maintains all records pertaining to CCSF’s participation in the 
NFIP and implementation of the floodplain management ordinance.  Applicable records include: 

 San Francisco Floodplain Management Ordinance 

 Approval letter regarding eligibility of CCSF to participate in the NFIP 

 Adoption letter regarding the FIRM, once FEMA publishes a FIRM for CCSF 

 Copies of all permits and decisions regarding new construction and substantial 
improvements/repairs of buildings located in identified flood hazard areas.  For each 
applicable property, the appropriate department maintains documentation of compliance 
with the floodplain management ordinance (i.e., elevation or floodproofing certificate). 

 Copies of all certificates of occupancy/compliance where applicable 

 Any variances issued for development in identified flood hazard areas 

 Copies of reports submitted to FEMA (see Section 9.2 below) 

 LOMC requests and LOMCs issued by FEMA. 

9.2 Reports to FEMA 

On a regular basis, FEMA collects data from communities participating in the NFIP.  This 
process provides communities such as San Francisco with an opportunity to identify floodplain 
mapping needs, and request assistance in implementing floodplain management programs.  It 
also provides FEMA with information on a community’s floodplain management program and 
changes in its flood hazard areas. 

FEMA is currently revising its process for collecting this information.  Previously, FEMA sent a 
Biennial Report to each community participating in the NFIP to gather the required information.  
FEMA has not yet developed a replacement for this tool.  In anticipation of FEMA’s renewal of 
this process, the City Administrator’s Office should keep track of the following: 

 Changes in community boundaries (with help from the County Surveyor) 

 Physical or topographical changes that affect flood hazard areas (with help from the 
County Surveyor) 

 Amendments to the floodplain management ordinance 

 Number of building permits issued in identified flood hazard areas 

 Number of variances issued 
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 Number of people and number of buildings in identified flood hazard areas. 

Assuming FEMA uses a process similar to that used for the Biennial Report, FEMA will notify 
the City Administrator’s Office, as Floodplain Administrator, of the requirement to submit the 
required information and will provide the appropriate tool for submittal.  The City 
Administrator’s Office will prepare the information, submit it to FEMA, and maintain a copy. 

9.3 Community Assistance Visits 

The CAV is a visit to a community by FEMA or DWR (on behalf of FEMA) that serves the dual 
purpose of providing technical assistance to the community and assuring that the community is 
adequately enforcing its floodplain management regulations.  Generally, a CAV consists of a 
tour of flood hazard areas, an inspection of community permit files, and meetings with the 
community Floodplain Administrator and other local officials.  If FEMA (or DWR) identifies 
any administrative problems, or potential violations are identified during a CAV, FEMA notifies 
the community and gives the community the opportunity to correct those administrative 
procedures and remedy the violations to the maximum extent possible within established 
deadlines.  FEMA or DWR will work with the community to help them bring their program into 
compliance with NFIP requirements.  In extreme cases where the community does not take 
action to bring itself into compliance, FEMA may initiate an enforcement action against the 
community.  FEMA conducts CAVs approximately every 5 years, or more frequently if 
requested by the community or required by circumstances. 

For CCSF, either FEMA or DWR will contact the City Administrator’s Office to arrange the 
CAV.  The City Administrator’s Office will provide documentation for review and will 
coordinate meetings with other CCSF agencies and departments as required. 

10. Training 

The City Administrator’s Office will deliver training to CCSF agencies/ and departments after 
consultation with the departments, and following completion of CAVs by FEMA or DWR. 
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Appendix A:  San Francisco Floodplain Management Ordinance 




















