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Yes. Life 's good here. 

Jeff Levine, AICP, Director Tammy Munson, Director 
Inspections Division Planning & Urban Development Department 

CONDOMJNWM CONYE APPLICATIO~ION PERMIT 

fEES: $150 administrative fee and $75 Certificate of Occupancy fee PER UNIT. There is an 
additional fee for any building alterations using normal permit fee structures. 

Before and owner offers to convey a converted unit, a conversion permit shall be obtained. Condo 
Conversions are NOT a change of use. They are considered a change of ownership of building area, not land. 
Subdivision is not involved. Only the LEGAL number of dwelling units may be condominiumized. Any 
illegal units shall be removed or made legal by proper permitting. 

The entire purpose of this ordinance is to protect existing residential tenants & to ensure that 
converted housing is safe and decent. 

Notice of intent to convert: All tenants shall be given a specific notice of intent to convert their unit to a 
condominium, from the owner. This notice shall contain a specific offer and terms for the tenant to 
purchase their unit. The notice shall contain specific wording outlined within the Ordinance that notifies the 
tenants of irrevocable rights and how to contact the City of Portland. The tenant shall also be given a 
specific time for notice to vacate based upon the number of years that they have occupied their unit. The 
minimum notice to vacate is 120 day notice: 

0-4 years= 
5 years= 
6 years= 

120 days notice 
150 days notice 
180 days notice 

7 years = 210 days notice 
8 years = 240 days notice 
9 years= 270 days notice 

10 years= 300 days notice 
11 years= 330 days notice 
l 2+years=360 days notice 

Sixty days after their notice, the tenant has an exclusive, irrevocable option to purchase their own unit. 
During that time, the owner/developer may not convey, nor offer to convey, the unit to any other person. 
For the next 180 days, the owner/developer cannot offer a more favorable price or term to any other person 
unless the same terms are offered to the original tenant first. 

Rent may not be altered during the official noticing period unless expressly provided in a pre-existing 
written lease. The owner/developer shall post a copy of the issued permit in a conspicuous place in each 
unit, and shall make copies available to prospective purchasers upon request. 

Relocation payments: If the tenant does NOT purchase, the owner shall (before the tenant vacates) make a 
cash payment to the tenant in the amount of rent for the preceding two months ONLY if the tenant meets 
the current 80% of the low/moderate income rules adjusted for family size as given to the City of Portland 
by the Federal Government. Additionally, the developer shall provide other assistance to the tenant in the 
form of reasonable accommodations, referrals, and determining tenant eligibility. 

***Copies of your notice to each of your tenants MUST be attached to your permit application. NO permit 
will be issued without copies of the notices. If there are building vacancies, this office requires the reason 
why the unit is vacant, with the previous tenant's name, new address, and phone number to contact them.*** 

PLEASE READ SPECIFIC ORDINANCE FOR EXACT INFORMATION 

389 Congress Street* Portland Maine 04101-3509 *Phone: (207) 874-8703 *Fax: (207) 874-8716 
I I - I • • I I • U •I I • ............. • • •11 I •I I• • • • .......... . I I 


