City of Evanston
CONDOMINIUM CONVERSION CHECKLIST

The following procedure is to be followed for developing a condominium conversion in the City of
Evanston. Refer to Residential Condominium Regulations, Title 5, Chapter 4, for specifics. Applicable
sections are listed in italics on this Checklist. You can View the City Code on-line at cityofevanston.org.

For more information, contact: Planning Division Phone: 847-866-2928
Evanston Civic Center,
2100 Ridge, Room 3900,
Evanston, Illinois 60201

NOTICE TO TENANTS

e NOTICE OF INTENT
Provide Notice of Intent to tenants of intent to convert, no less than 210 days prior to requiring
tenants to vacate and at least 120 days before recording the condominium instruments. A copy of
the Residential Condominium Regulations must be attached to all such notices. 5-4-2-1; 5-4-4-1.

DOCUMENTS TO CITY OF EVANSTON

1. AFFIDAVIT
Submit a copy of the Notice of Intent to tenants and an Affidavit to the Planning Division. The
affidavit should list the tenants who received notice and the date of delivery. If no notice provided,
submit Affidavit with explanation. 5-4-2-1; 5-4-4-1

2. CONDOMINIUM DISCLOSURE STATEMENT
Submit Condominium Declaration Fee of $150 per unit to the Housing Planner. 5-4-1-6(A)

Submit Disclosure statement. This includes the disclosure statement, declaration, rules and
regulations, and escrow agreement. Two copies are needed for stamping by the City; one is
retained and the other is returned. If desired, you may submit one initial draft for review by
Planning Division before submitting two final copies. 5-4-3-1-(B)

Submit any corrections to the disclosure and declaration. Upon receipt and review of all the
documents required for filing, the City will stamp the first page of the Disclosure and Declaration
with this statement: ““The City of Evanston has received all the condominium instruments and
other required documents for filing as of this date. Such receipt does not constitute approval by
the City of the content, nor verification of the facts and statements contained therein.” 5-4-2-3(C)

Record the stamped declaration. Submit a copy of the recorded declaration to Housing
Planner within 10 days after recording. Submit a copy of the Escrow Agreement with
Account Number when the escrow account is established.

The disclosure statement must be provided to all existing tenants and a copy must be available for
public inspection in the sales office of the declarant. 5-4-3-1(A). The disclosure statement shall
not be distributed or used for any promotional purposes before filing with the City of Evanston.
Afterwards it shall be used only in its entirety. 5-4-3-1 (C).

Prior to distribution, the following paragraph must be conspicuously displayed on the first page of
each copy of the disclosure statement. 5-4-3-1(E)““The City has received the condominium
instruments, including this condominium disclosure statement, for filingon . The City has
reviewed the condominium disclosure statement only for compliance with the residential
condominium ordinance and assumes no liability for the project or the declarant’s actions or
failures to act.”

3. ARCHITECT/ENGINEER’S REPORT
Submit the Architect/Engineer’s Report to Building Division. The report should describe the
present condition of all structural components, major mechanical systems, the approximate date(s)
of construction, installations, major repairs, the expected useful life of each such item, and the
estimated cost (in current dollars) for replacement of major mechanical systems if they are planned
to remain. 5-4-2-3(A)2; 5-4-3-1-(B)7
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4. PERMITS & OCCUPANCY
Submit applications for permit and Interior Remodel Worksheet to the Building Division, with
four sets of permit application drawings. One application must be completed for all the units and
another application the common areas.

Based on review of Architect’s or Engineer’s Report and the Plans, a Code Compliance Report
will be prepared if necessary. The items included in the report must be included in the work to be
done and listed on the permit application. 5-4-2-2.

Construction/rehab work in the building may commence after permits have been obtained.
Contractor is responsible for scheduling all inspections required by the building department and
fire department.

After approval from the building department and fire department inspectors, a temporary
certificate of occupancy will be issued. Prior to the closing of any occupied unit, the common
areas (stairwells, storage areas, exterior decks/stairs, entry vestibule, trash rooms, etc.) must be
approved for occupancy as well.

After all work in the building is complete and all documents are in order, a final certificate of
occupancy will be issued. A final certificate of occupancy will not be issued without a recorded
copy of the Declaration submitted to the City.

DOCUMENTS TO PURCHASERS

1. DISCLOSURE STATEMENTS
Provide a purchaser of a unit with a copy of the condominium disclosure statement and all
amendments before entering into a contract of sale. Unless a purchaser is given the disclosure
statement more than 30 days before executing a contract, the purchaser may cancel the contract
within 30 days after first receiving the condominium disclosure statement 5-4-3-2.

2. ESCROW ACCOUNT
At closing, provide Purchaser with Warranty Escrow Account Location and Account Number.

3. TRANSFER OF CONTROL DOCUMENTS
At the time the declarant transfers control of the condominium project to the board, the declarant
should provide the board with all Warranties and other documents as required by the Illinois
Condominium Property Act, 765 ILVS 605, Section 18.2

PHONE NUMBERS: Fire Inspection, Fire Department: 847-866-5928
Housing Planner, Planning Division: 847-866-2928
Permits/Inspections, Building Division:  847-866-2932
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