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For your convenience, a digital copy of this application is available as a fillable PDF on our 

website www.bellrealtyny.com. 
 
Attached herewith please find the purchase/sublet application for 205 E. 10th ST. 
OWNERS INC.  Kindly return 4 copies and the original application (copy of application 
and all supporting documents), fully completed, to: 
                                                                   

BELL REALTY 
525 Northern Blvd., Suite 300 

Great Neck, NY 11021 
 
 
For both purchase and sublet applications: 
 
Return application with a bank check or money order payable to BELL REALTY in the 
amount of $400.00 for the non-refundable application fee.   
 
The applicant(s) must submit copies of financial information, such as tax returns and W-
2s, for the past two years (and any other pertinent financial information) as well as two 
verifiable letters of reference (original letters, a current landlord reference letter and 
employment letter)  when returning the application.  The above information is 
required for all occupants of the apartment.  A fully completed application, with 
additional information provided (if applicable), will help expedite the process.  
Signatures are required where indicated.  Incomplete or unsigned applications will not 
be accepted and will be returned.   
 
A copy of required insurance (copy of rule attached) must be on file with 
management prior to moving in. 
 
Also attached is a copy of the HOUSE RULES.  Please read and sign the attached 
acknowledgment. 
 
All roommates must formally apply and be interviewed by the Board of Directors. 
 
All shareholders are required to be in residence when having non-immediate family 
overnight guests.  Any houseguest is limited to one month’s duration. 
 
Dogs are not permitted in building. 
 
 
 



 
 
For purchase applications: 
 
A copy of the contract (and commitment letter for loan, if applicable) must also be 
submitted with the application package.  Please Note:  Applicants applying for a loan 
are responsible for the payment of the Co-op information processing fee of $100.00 per 
questionnaire form completed (from banks and/or appraisers) which includes providing 
documents such as copies of master insurance, financials, amendments, etc.  This fee, 
made payable to Bell Realty by bank check or money order, is to be submitted at the 
time of request.  
 
For sublet applications: 
 
If a sublet application is submitted, a copy of the proposed sublease must be included.  
Subleases cannot include any such clause that provides succession rights to any other 
party. 
 
 The surcharge for approved sublets is 10% (effective 1/1/10)  of the monthly 

maintenance.  This surcharge is due each month during the term of the sublease 
in addition to the monthly maintenance.   

 
 Shareholders must live in the building for three years before requesting 

permission to sublet. 
 
 A condition of subletting is that the Subtenant must have a Renters Insurance 

policy in place at the start of the sublease and copy of shareholder’s landlord 
insurance and submitted to Bell Realty. 

 
 Failure to obtain Board approval for roommates, houseguest or subletting will 

result in a fine. 
 

 
The application package will be forwarded to the Board of Directors for review.  The 
Board of Directors will then advise us of the next step, such as the scheduling of an 
interview.  Please allow at least one (1) month for the processing requirements.  
Notification of approval or denial is sent in writing by BELL REALTY to the owner of 
record.  
 
 
Please Note:  The refundable move in/out deposit in the amount of $500.00 must be 
rendered to the superintendent or BELL REALTY prior to moving.  The deposit will be 
refunded if no damages occur. 
 
Please feel free to call if there are any questions: 

Eileen Yengle, Managing Agent (516) 829-7300 
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A.   APPLICATION TO PURCHASE/ SUBLET 
       (Complete one for each applicant)  

       Date __________________ 
                                                                                                          
 
TO:        THE BOARD OF DIRECTORS  
    HEREBY REFERRED TO AS THE “CORPORATION”  
    LOCATED AT THE ADDRESS: 
    HEREBY REFERRED TO AS THE “LOCATION”  
 
FROM:    ________________________________________________________ 

     Applicant's name (please print) 
 
Check one: 
 The undersigned hereby submits this Application to Purchase ____________  shares of stock in the 

Corporation for apartment _________. 
 
 The undersigned hereby submits this Application to Sublet Apartment __________ at the location, 

shares for which are held by: 
________________________________________________________________________ 
insert name(s) of shareholder(s) 

 
I hereby acknowledge understanding of the following: 
 
1. Pursuant to authority granted in the Proprietary Lease and By-Laws of the Corporation, the Board of 

Directors or its authorized agents will use this application to obtain background information regarding 
the proposed purchaser(s) or subtenants of the Corporation's stock.   

 
2. The Board of Directors may require additional information and will require that the applicant(s) appear 

for a personal interview  (and unit owner, if requested).  Other persons  who will reside in the apartment 
may also be required to appear at this interview. 

 
3. The proposed purchase or sublet cannot be consummated without the consent of the Board of Directors. 
 
4. I have read the Proprietary Lease and House Rules which govern the occupancy of the apartment and 

agree to abide by these rules. 
 
5. In no event will the Corporation, the Board of Directors, or its agents be responsible for any liabilities or 

expenses incurred by an applicant whose application is not approved. 
 
6. While the Board of Directors will attempt to review all applications promptly, the Corporation, the 

Board of Directors, and its agents will not be responsible for expenses or liabilities resulting from any 
delay in the review. 

 
7. Falsification of any of the enclosed information or omission of material information may result, without 

limitation, in revocation of approval by the Board of Directors and termination of the applicant's 
Proprietary Lease or sublease. 
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The undersigned authorizes the Board of Directors or its agents to contact any of the employers, banks, 
landlords, educational institutions, references, etc. described herein for information bearing upon this 
application. 
 
The undersigned acknowledges that, if this application is accepted, the undersigned will not, without the prior 
written consent of the Board of Directors: 
 

---pledge the shares of the Corporation's stock 
---make structural alterations to the apartment 
---sublease the apartment 
---permit non-family members to reside in the apartment for more than one month  
---use the apartment for other than residential purposes 
---violate any provision of the Proprietary Lease, House Rules or By-Laws  

     
The undersigned acknowledges that the apartment is being acquired in "as is" condition. 
 
The undersigned confirms the accuracy of all information contained herein. 
 
FOR PURCHASE:     FOR SUBLET: 
 
 
_______________________________              ______________________________ 
Purchaser’s Signature      Subtenant’s Signature 
Date____________     Date_____________ 
 
 
 
_______________________________                _____________________________ 
Purchaser’s Signature     Shareholder’s Signature  
Date ____________                                          Date______________ 
 
 

_____________________________ 
Shareholder’s Signature 
Date:   _____________ 
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B.  GENERAL INFORMATION QUESTIONNAIRE 
      (Complete one for each applicant) 

 
This application is being submitted for Purchase  
                                                             Sublease                                     
   
APT. NO. __________# SHARES_______MONTHLY MAINTENANCE $_______________ 
 
NAME OF APPLICANT: ____________________________________________________ 
 

     ____________________________________________________ 
 
CURRENT ADDRESS: ____________________________________________________ 
 

     ____________________________________________________ 
 
TELEPHONE:  HOME  ____________BUSINESS ___________MOBILE_____________ 
 
EMAIL ADDRESS:   ____________________________________________________ 
EMAIL ADDRESS:  ____________________________________________________ 
 
SOCIAL SECURITY NUMBER:_____________________________________________ 
 
Will the applicant reside in the unit:      Yes     No  
 
Emergency Contact Name:  ____________________________________ 
Emergency Contact Telephone:  ____________________________________ 
Emergency Contact Email Address: ____________________________________ 
 
Name(s) in which cooperative stock will be held: 
 
______________________________  _________________________________ 
 
Names of all persons proposing  
to reside in apartment:   Relationship   Age 
 
___________________________ ___________________ __________________ 
 
___________________________ ___________________ __________________ 
 
___________________________ ___________________ __________________ 
 
Will any of the above persons be a shareholder?    Yes  No   
 
Who?__________________________________________________________ 
 
Have they completed a Cooperative Stock Purchase Application?  Yes   No  
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C.  EMPLOYMENT HISTORY QUESTIONNAIRE (Complete one for each applicant) 

 
Please indicate your employment history for the past ten years.  If you were a student during this period, please 
indicate the name of the school(s), dates of attendance, and degree(s) received.  Attach additional pages if 
necessary. 
 

CURRENT EMPLOYER: ___________________________________________________ 
 
   Address_____________________________________ Telephone_______________ 
 
   YOUR POSITION:_______________________________________________________ 
 
    DATES OF EMPLOYMENT:  From:___________________  To:_____________________ 
 
Telephone:  ________________________    Salary:__________________________ 
 
  IMMEDIATE SUPERVISOR: 
   
 Name:_________________________________________  Title:______________________ 
 
PREVIOUS EMPLOYER:______________________________________________________ 

 
   Address___________________________________ Telephone ______________________ 
 
   YOUR POSITION:________________________________________________________ 
 
    DATES OF EMPLOYMENT:  From:___________________  To:_____________________ 
 
   Telephone:  ________________________    Salary___________________________ 
 
   IMMEDIATE SUPERVISOR: 
 
   Name:_______________________________________  Title:_____________________ 
 
EDUCATIONAL BACKGROUND: 
 
   Name of School:_________________________________________________________ 
 
     Dates of Attendance:  From: _____________________  To:________________________ 
 
    Degree(s) Received:______________ Date:__________ Subject:____________________ 
 
    Name of School:_________________________________________________________ 
 
     Dates of Attendance:  From: _____________________  To:________________________ 
  
    Degree(s) Received:______________ Date:_________ Subject:_____________________ 
 
Professional Associations of which you are a Member:_______________________________  
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D.   FINANCIAL QUESTIONNAIRE 
       (Complete one for each applicant) 
       (If accounts are jointly held, please indicate and include on only one form.) 
 
ASSETS 
BALANCE 
 
Checking        $_________________ 
 
Savings         $_________________ 
 
IRA         $_________________ Market Value 
 
Securities  Describe  

_____________________________________  $_________________ 
 

_____________________________________  $_________________ 
 
Real Estate   _____________________________________  $_________________ 
 
Other (if you carry life insurance, please indicate in this section.) 
 

_____________________________________  $_________________ 
 

_____________________________________  $_________________ 
 
TOTAL ASSETS        $_________________ 
 
LIABILITIES 
Installment debts (describe)  Monthly Payment   Outstanding Balance 
 
______________________  $________________  $_________________ 
 
______________________  $________________  $_________________ 
 
 
Auto Loan    $________________  $_________________ 
 
    Make and year of vehicle  _____________________________________________ 
 
Mortgages & liens   $________________  $_________________ 
 
Alimony/Child Support   $_____________   $_________________ 
 
Personal Loans    $_____________   $_________________ 
 
Student Loans    $_____________   $_________________ 
 
Other (describe) 
______________________  $_____________   $_________________ 
 
______________________  $_____________   $_________________ 
 
TOTAL LIABILITIES       $__________________ 
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SAVINGS ACCOUNTS: 

Bank   __________________________________________________ 
 

Address  __________________________________________________ 
 

Account Number __________________________________________________ 
 
CHECKING ACCOUNTS: 

Bank   __________________________________________________ 
 

Address  __________________________________________________ 
 

Account Number __________________________________________________ 
 
OTHER ACCOUNTS: 

Bank   __________________________________________________ 
 

Address  __________________________________________________ 
 

Account Number __________________________________________________ 
 
CREDIT CARDS: 

Card Name  ______________________ Account  Number_______________ 
 

Card Name  ______________________ Account  Number_______________ 
 

Card Name  ______________________ Account  Number_______________ 
 
CO-OP/RE LOANS: 

Purchase price of stock  $___________     Amount financed___________________ 
 

Interest Rate:____________________ Term:______________years 
 

Type of mortgage: 
 

Fixed  Monthly payment   $___________________________ 
 

Adjustable Monthly payment first year  $____________________________ 
 

Annual cap ___________% Lifetime cap__________________% 
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E.  PERSONAL DATA QUESTIONNAIRE 
      (Complete one for each applicant) 

 
      PLEASE ATTACH TWO VERIFIABLE CHARACTER REFERENCE LETTERS. 
      ORIGINAL LETTERS ARE REQUIRED 
 
 
ATTORNEY'S NAME_______________________________________________________ 
 
LEGAL FIRM  ________________________________________________________ 
 
ADDRESS  ________________________________________________________ 
 
PHONE  ________________________________________________________ 
 
 
PLEASE ANSWER THE FOLLOWING QUESTIONS 
 
1.    Have you ever filed for bankruptcy?      Yes  No  
1a.  In what year?         ______ 
 
2.    Are there any outstanding judgments against you?    Yes  No 
 
3.    Have you ever been party to a lawsuit?                  Yes  No 
 
4.    Have you ever been convicted of a crime?     Yes  No 
 
5.    Have you ever been evicted from a residence?     Yes  No 
 
6.    Have you had property foreclosed upon or given  
       title or deed in lieu thereof?       Yes  No 
 
7.     Will any part of your cash payment be borrowed:     Yes  No 
 
8.    Are you a US citizen?        Yes  No 
 
8a.  If you are not, what is your nationality?     __________________ 
8b.  Please provide a copy of proof of residency with this application. 
 
9.    Do you or any member of your have diplomatic status?    Yes  No 
 
If you answered "Yes" to any of the above (exception:  #8), please attach an explanation using as many 
sheets as required. 
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F.   AFFIDAVIT OF COMPLIANCE 
               with  
      OWNERS CORP.  
      HOUSE RULES AND BY-LAWS 
      (Complete one for each applicant and shareholder) 

 
                                                                  Date_______________________ 

 
I, ____________________________________________________________, 

 
 hereby agree to be responsible for any and all damages incurred to the common areas  
 
(hallways, entrances, stairwells, elevator) at the location which is a direct result of my moving  
 
into/out of the building.                            
 

Should any damage result, I agree to pay for all repairs necessary to the satisfaction  
 
of the Board of Directors. 
 

I further agree to comply with all conditions set forth in the Proprietary Lease, By- 
 
Laws and House Rules established by the Owners Corp. 
 
 
_____________________________  _______________________________ 
Purchaser’s Signature      Purchaser’s Signature 
Date _____________    Date_____________ 
 
 
_____________________________  _______________________________ 
Seller/Shareholder Signature   Seller/Shareholder 
Date _____________    Date__________ 
 
 
_____________________________  _______________________________ 
Subtenant’s Signature    Subtenant’s Signature 
Date _____________    Date___________ 



205 EAST 10TH STREET OWNERS, INC. 

 
FOR SUBLETS ONLY 
 

TO BE COMPLETED BY SHAREHOLDER AND RETURNED WITH SUBLET 
APPLICATION 
 
  A COPY OF THE EXECUTED SUBLEASE AGREEMENT MUST BE 
  ATTACHED TO THIS APPLICATION.  THIS SUBLEASE AGREEMENT 
  IS SUBJECT TO THE WRITTEN APPROVAL OF THE BOARD OF 
  DIRECTORS OF 205 EAST 10TH STREET OWNERS, INC. 
 
  THE AGREED UPON RENTAL IS $______________ 
 
  THE SUBLEASE TERM IS ______________TO______________ 
 
A MONTHLY SUBLETTING SURCHARGE OF 10% OF THE MONTHLY 
MAINTENANCE IS DUE UPON BOARD APPROVAL FOR THE TERM OF THE 
SUBLEASE. 
 
  CURRENT MAINTENANCE:      _______________ 
 
  MONTHLY SUBLETTING SURCHARGE:  _______________ 
 
  TOTAL:            _______________ 
 
              ___________________________ 
              SHAREHOLDER 
              DATE: 
   



 
 
The following sublet policy was unanimously approved at the August 2, 2007 
Annual Shareholders Meeting more than 2/3 (7,103+) shares of the 10,664 issued 
shares were present in person or by proxy, all voted yea and the amendment passed: 
 

1. Sublet fee set at 10% of maintenance effective 1/1/10. 
2. Anyone wishing to sublet must have lived in the building for at least three years. 
3. Any rental tenant of a sponsor-held unit who applies to sublet must first receive 

permission from their shareholder (Landlord) before applying to be interviewed 
by the Board of Directors. 

4. Roommates must formally apply and be interviewed by the Board of Directors. 
5. Any renter (sublet or roommate) must have proof of a renter’s insurance policy 

for the unit. 
6. Subletting shareholders must have a Landlord’s policy or Co-op Homeowner’s 

Insurance policy in place on the unit. 
7. For all future purchasing owners, the sublet policy must be signed and notarized, 

as part of the Purchase Package. 
8. Shareholders wishing to rent must carry landlord insurance. 
9. All shareholders are required to be in residence when having non-immediate 

family overnight guests. There is no loaning out of apartments at will. (This is 
part of the original bylaws.) 

10. Any houseguest is limited to one month’s duration. 
11. A fine will be assessed to any owner who rents or sublets without notifying the 

Board and building management and to any owner who fails to go through the 
appropriate approval process with the Board. 

 
 

Read and Understood by: 
 
 
__________________________   Dated:____________________________ 
 
 
 
__________________________  Dated:____________________________ 
 
Sworn to before me this ______day of __________________, 20___ 
 
 
 
__________________________ 
Notary Public 





















Paperwork Checklist:  

All renovations must be first approved by our management company: Bell 

Realty Management, Inc, followed by the 205 E. 10
th 

St. Owners Inc. Board of 
Directors.  

PLEASE ALLOW 1-3 MONTHS FOR THIS REVIEW PROCESS TO 
OCCUR, depending on the scope of the project. Please take this into 
consideration when scheduling your Contractor.  

The review begins after all of the following required paperwork has 
been submitted here’s a description of what they mean:  

1. WRITTEN DESCRIPTION  

A detailed written description of the work intended, in either paragraph or 
outline form is required and needs to accompany your application.  

2. CONSTRUCTION PLANS  

Please provide detailed drawings by your contractor, or architect of all work to 
be performed, including plumbing, electrical schematics, and waterproofing 
details.  

Any walls to be removed must be inspected by our structural engineer. A 
signed letter certifying that the wall is not load-bearing and that the finished 
project will be structurally sound must be provided by the structural engineer.  

Please provide detailed specs for all appliances and plumbing fixtures to 
be installed.  

3. CONTRACT  

Some, but not all of the terms the Co-op requires in construction contracts are:  
 The contractor is subject to the terms of the alteration agreement.  
 No sledgehammers will be used  
 Upon completion of the work a release of lien from contractor and all 

subcontractors must be given to Bell Realty Management Inc.  
 Payments to contractors based on work benchmarks, not time 

benchmarks.  
 The ‘hold back’ and final “punch list” payment to be 10%. 



 The Contractor’s NYS license number should be on the contract.  
 The work to be performed must be detailed, itemized, and priced 

accordingly.  
 At least a one-year warranty is required on all work, and the Contractor’s 

Insurance policy with the Co-op corporation and it’s shareholders, and 
Bell Realty Management Inc. covered as ‘additional insured’ and has to 
be in force for that one year period as well.  

 
 
4. PROPOSED WORK CALENDAR AND RELATED CLEANING 
SURCHARGE  

Please include the proposed length of time and completion date; the Board 
will have the final sign-off on approving this schedule.  

There will be a one hundred dollar ($100.00) per week surcharge for the 
entire duration of your project to cover the additional costs of building 
cleaning that alteration and renovation work entails. This in no way lessens 
or modifies the Contractor’s obligations to clean under the rules of the 
Alteration Agreement.  

5. APPLICATION and ALTERATION AGREEMENT  

Bell Realty Management Inc. will provide you with this paperwork. This is 
a document that you and your Contractor must sign. This document is there 
for your protection and for the Co-op’s protection.  

Please do not hesitate to seek assistance if you need help understanding the 
Alteration Agreement or Renovation Procedures documents.  

6. INSURANCE DOCUMENTS  

 Contractor and all Subcontractors must have the required insurance. 
Please speak to Bell Realty Management Inc. for further clarification.  

 Contractor and subcontractor’s insurance policies listing you, The 205 E. 

10
th 

St. Owner Inc, and Bell Realty Management, Inc. as additional 
insured.  

 A copy of your homeowner’s insurance coverage sheet with the 205 E. 
10th St. Owner Inc and Bell Realty Management Inc. listed as additional 



insured.  

7. CONTRACTOR AND SUBCONTRACTOR LICENSES  

•All contractors and subcontractors must be New York State licensed 
and insured.  

8. WATER SHUTOFF PROCEDURE (if applicable)  

This document tells your contractor and plumber what may be unique about 
our building’s plumbing and the procedure for shutting down the plumbing 
systems.  

9. CONTACT INFORMATION:  

Before work begins a list of contact information (including your 
emergency contacts) must be circulated to:  

Contractor and all subcontractors Building Management (Bell Realty 
Management Inc)Building Super Co-op Board Shareholders of apartments next 
to, above and below  

10. FINAL REVIEW:  

Depending on the scope of the renovation, the Board of Directors may ask to 
meet with you for a final review. This is an opportunity for you to ask 
questions and gain further advice. We will be happy to assist you in any way 
that we can.  

Good luck! 205 E. 10
th 

St. Owners Inc Board of Directors  
 



Ten Tips for Hiring a Contractor:  

1. Can the contractor provide three or more references for similar 
work in the same neighborhood? You might even ask to visit a few, 
but at least call them.  

2. Are they licensed & Insured? You can check nyc.gov/  

3. How long have they been in business? Excellent carpenters are not 
necessarily excellent business operators. What if the business folds?  

4. Do they have staff to support yours as well as other projects 
simultaneously? If they sign several clients, who gets priority?  

5. Is the estimate itemized? Does it specify individual prices, types of 
materials and exclusions? Are all details in writing specifying what is 
and is NOT included? Examples of incomplete information are: prep 
walls (to what degree), custom millwork (paint or stain grade), install 
moldings (paint or stain grade), finish floors (what type of finish), install 
stone (sealer).  

6. How much money do you have to lay out in advance? If it’s over 
50%, beware.  

7. Are they members of any trade organizations or listed by 
theFranklin Report? It’s more likely they are serious pros and this 
provides another source or recourse.  

8. Did they clearly explain their approach/process? How they plan to 
proceed, staging area, protection, etc.  

9. Are estimates from different contractors “apples-to-apples”?  
 

10. 10.What written guarantee does the contractor provide? Should 
be a minimum of one year.  

Remember, as your Board of Directors we are available to assist and advise 
you in this process, in addition to managing the issues of compliance and the 
well being of the Co-op as a whole. We have been through this many times and 
are pleased to share whatever knowledge and tips we might have that can aid 
you in successfully completing this process.  



RENOVATION PROCEDURES  

205 E. 10
th 

St. Owners, Inc.  
Procedures for processing alteration applications and performing 
approved work 

WRITTEN APPROVAL FROM THE BOARD OF DIRECTORS FOR 
ALL ITEMS OF WORK IS REQUIRED BEFORE ANY 
SHAREHOLDER CAN PROCEED TO MAKE ANY ALTERATIONS. 
The Board recognizes that your proposed alteration is important 
to you. It is committed to protecting and balancing the interests of 
all involved --you, your neighbors, and the building --during the 
course of this process. Please review this covering memorandum 
and the attached proposed Alteration Application and Agreement 
so that the review can proceed properly and efficiently.  

Please allow 1-3 months for the review process depending on 
the scale of the renovation. Please make sure to allow enough 
time for this process to occur when scheduling your contractor.  

• The Board Renovation Review Committee review process may 
require requests for additional materials and documentation, design 
revisions, and resubmission of final review package.  

• The Board Renovation Review Committee might require one or 
more meetings with the shareholder and/or with the Architect, or 
Contractor depending upon what question(s) or issue(s) is involved.  

• If you receive approval of the proposed Work you will be advised 
in writing of what is approved. Once you have received approval to 
specific work, any changes you may wish to make in the work have to 
be submitted to the board.  

• Once Work is approved by the Board, the Board and/or their 
representative will be making both random spot checks and scheduled 
visits to confirm that the Shareholder and its Contractor are adhering to 
the agreed scope of the work being done, to the approved calendar for 
completion, quality of the workmanship, and adherence to the Coop’s 
rules and regulations.  

• Please obtain a schedule of the Superintendent’s current 
availability schedule for your Contractor and make all coordination 
arrangements through the Management Office.  



• Any scheduling of riser shut offs etc. must be arranged through 
Building Management. Any delays and/or costs related to these 
schedules remains exclusively the obligation of the Shareholder. 
Please see attached.  

• Since many things can occur during a renovation that might 
impact completion dates, please take contingencies into consideration 
when proposing your construction and completions schedule for Board 
• Inspection of all mechanical and sound insulation work by 
Building Management is required before closing the walls, ceilings and 
floors is allowed. Your Contractor must give ample notice to Building 
Management for expected mechanical (plumbing and electrical) 
systems ‘completion of work phase’ dates, so an inspection can be 
held as reasonably close to that date as is possible.  
• We wish you great success and will assist you in any reasonable 
manner that we can; understand that our primary responsibility is to the 
Coop itself and the protection of its physical plant and the quality of life 
issues for all shareholders.  
 
PLEASE REMEMBER THAT UNTIL YOU HAVE RECEIVED 
WRITTEN APPROVAL FROM THE BOARD OF DIRECTORS AND 
ARE IN COMPLIANCE WITH THE TERMS OF THE 
ACCOMPANYING ALTERATION APPLICATION AND AGREEMENT, 
YOU CANNOT DO ANY WORK.  

Good Luck!  

The Board of Directors 205 E. 10
th 

St. Owners, Inc   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



ALTERATION APPLICATION AND AGREEMENT 
205 E. 10th St. Owners, Inc. 

 

TO:    205 E. 10
TH 

St. Owners, Inc.   
c/o Bell Realty   
525 Northern Boulevard, Suite 300,   
Great Neck, New York   

 
RE:    Cooperative Apt. _____   

205 East 10
th 

Street,   
New York, NY 10003   
 

I (we) the undersigned am a proprietary tenant of cooperative apartment 

_____, 205 East 10
th 

Street, New York, New York (the “Apartment”). 205 E. 

10
th 

St. Owners, Inc. is the apartment corporation which owns the building and 
the lessor from which I hold the proprietary lease on my apartment. (the 
“Corporation” or “you”)  

I hereby request preliminary permission make the alterations and 
install the equipment described in the annexed, dated Work Description 
which is a plain language description of the work I wish to do in the 
Apartment (hereafter collectively referred to as the “Work”).  

If 205 E. 10
th 

St. Owners, Inc, agrees in principle to the work I have 
described in the Work Description, I understand that I will be advised in 
writing of what further materials I might need to submit. I agree that if I elect 
to proceed with the Work, that I will be bound by the requirements of that 
advisory, and I agree and represent that, if I perform any Work, I will be 
bound by the following:  

 
1) Copies of all contracts to be provided. I agree that, before any of the Work 
begins, I will provide you with (a) a complete copy of every contract I have 
made with contractors, subcontractors, suppliers and/or designers for the 
performance of the Work and (b) a complete copy of every construction plan 
and drawing, and (c) spec/tech sheets for all appliances, plumbing fixtures and 
related hardware and will confirm to you in writing that those contracts, plans, 
drawing and spec/tech sheets are final. If there are any changes which I wish 
to make to any of the Work after I have submitted these materials to you, I 



agree to write to you to obtain your written consent to such changes. I 
understand that it will be a breach of my proprietary lease if I do any work 
which has not been approved by you.  

2) Indemnity. I undertake to indemnify and hold harmless 205 E. 10
th 

St. 
Owners, Inc., its shareholders and employees, Bell Realty, and all occupants 
and invitees in the building for any injury to persons or damages to property 
suffered as a result of the Work performed hereunder including injury to the 
employees of my Contractors or Subcontractors and/or to the employees of 

205 E. 10
th 

St. Owners, Inc. whether or not caused by negligence, and to 
reimburse you and your agent for any expenses incurred as a result of such 
Work. I will be responsible for any fines assessed by any governmental 
agency against the corporation due to the Work or the disposal of building 
materials or debris.  

3) Original certificates of insurance to be provided. Prior to the commencement 
of Work, and as a precondition to any work, I will obtain from my contractor 
or workmen and from any subcontractors (or obtain myself) and provide to 
you original certificates of insurance showing the following coverages which 
shall remain in effect for the entire term of the Work. No workmen will be 
permitted on the property if the insurance is not in effect:  
a) a certificate of insurance showing that the contractor and/or the 
subcontractor has workmen’s compensation insurance for its employees as 
required by law  
b) a certificate of insurance for commercial general liability coverage, naming 

me ( the proprietary tenant of the apartment), 205 E. 10
th 

St. Owners, Inc., its 
shareholders and employees, and Bell Realty Management, Inc. as additional 
insured’s. The amount of coverage on the insurance provided by the 
contractor and any subcontractor shall be a combined limit of $ 5,000,000 per 
occurrence/$5,000,000 general aggregate for bodily injury and property 
damage and may be contained in one or more policies. This insurance shall be 

primary and non-contributory to any insurance that 205 E. 10
th 

St. Owners, 
Inc. has in force. The contractual liability coverage shall cover the 
indemnification agreement required as set forth in paragraph “4” of this 
Agreement and will include all third party-over liability claims of the 
contractor or of the subcontractor working for the contractor against the 
insured and additional insured’s by any employee of Contractor, 

Subcontractor, or 205 E. 10
th 

St. Owners, Inc. The insurance certificate will 
provide that there will be no cancellation of the insurance without 15 days 

prior written Notice to 205 E. 10
th 

St. Owners, Inc.  
 



4) Necessity to obtain indemnity from Contractor & Subcontractor. I will 
require that all contracts with my contractor or any subcontractor contain 
a provision that the contractor or subcontractor shall indemnify and hold 

harmless 205 E. 10
th 

St. Owners, Inc., its shareholders and employees, 
Bell Realty, me, and all occupants and invitees in the building for any 
injury to persons or damages to property suffered as a result of the Work 
performed hereunder, including injury to the employees of the Contractor 

or Subcontractors and/or to the employees of 205 E. 10
th 

St. Owners, Inc. 

and shall indemnify 205 E. 10
th 

St. Owners, Inc from all third party-over 
claims from any employees of the contractor or the subcontractor whether 
or not caused by negligence.  

5) Submission of plans to building’s architect. If required by you, I will 
arrange for the preparation of plans for the Work by a licensed architect 
and/or engineer, and will submit them to an architect or engineer 
designated by the corporation for his/her written approval prior to any 
filing with the NYC Department of Buildings. The fees for the services of 
the building’s architect or engineer in making such a review and in 
supervising the Work shall be at my expense. At minimum the fee for such 
initial review shall be $ 500.00.  

6) Compliance with all requirements of the Building Code. I undertake to file 
any plans required by law with the Department of Buildings as a 
precondition to the commencement for Work and will at my expense 
obtain all permits required, and, at the conclusion of the Work, any 
sign-offs required by law. If the Work requires the obtaining of a permit, I 
will obtain that permit and will display that permit during the course of 
Work. I will make the necessary filings with the New York City 
Department of Buildings to obtain clearance for any Work under the 
asbestos abatement law and handicapped access law. If required by reason 
of the Work, at the conclusion of the Work, I will obtain and provide to 
you an amended Certificate of Occupancy for the building.  

7) I will be guided by the written directives of the Corporation’s architect. 
Prior to beginning any of the Work, I will obtain from the Corporation’s 
architect written authorizations and directives as to items “5" and “6" 
hereinabove and will comply with same, including adding or subtracting 
items of the job.  

8) No deviation from the approved plans. I will not permit any of my 
contractors or workmen to deviate in any way from the plans which you 
have approved in final form as indicated by your written signature on the 



plans nor will I deviate from those plans.  
 
9) Assumption of risk. I assume all risks of damage to the building 205 East 

10
th 

Street, New York, New York and its mechanical systems, and to 
persons and to property in the building which may result from or be 
attributable to the Work and all responsibility for the maintenance and 
repair of any alterations and installations I have made, including any and 
all alterations and/or adjustments which may be made to the building or 
the building’s systems. If the operation of the building, or any of its 
equipment, is adversely affected by the Work, I shall, when so advised, 
promptly remove the cause of the problem at my expense.  

10) Shareholder responsibility for repair and maintenance of the Work in the 
future. Notwithstanding anything to the contrary contained in my 
proprietary lease, I accept sole responsibility for the Work and the 
maintenance, repair, restoration or replacement of any part of the Work or 
of any portions of the apartment directly affected by the Work. Should the 
corporation at any time in the future require the removal of any of the 
Work in order to gain access to a building system or part of the building to 
perform a repair or improvement, I will provide such access and will be 
responsible for the cost of providing the access and of restoring the Work 
after the corporation performs its work.  

11) Successor Owner to take on responsibility. If at any time after making the 
alterations or installation which are defined as the Work, I transfer the 
shares and proprietary lease for the apartment, whether voluntarily or 
involuntarily, I recognize that any successor in interest to me will be 
required to assume the full responsibility for the Work, as set forth in 
paragraph “9" hereinabove and including its repair and maintenance and 
the obligation to repair or remedy any condition in the building which may 
result from the Work, and the requirement that such Work may have to be 
removed temporarily at the shareholder’s expense in the event that the 
corporation requires access for repairs or improvements. I agree that the 
requirement that such an undertaking by the successor owner must be 
included in any contract of sale which I may hereafter sign, and that the 
apartment corporation may require a written confirmation of such 
undertaking by my prospective purchaser as a condition of its approval of 
my sale, and I fully understand that the corporation’s agreement to my 
Work hereunder is based upon my agreement to this condition.  

12) Homeowner’s insurance. I have been advised that in the event I perform 
this Work that the building’s multi peril insurance coverage may not cover 
the cost of restoring my betterments and improvements (the Work) should 



there be an event covered by the building’s multi-peril insurance in the 
future. I recognize that I and any successor owner of my apartment have 
been advised to review appropriate coverage for the Work with our 
insurance agents after it has been completed.  

 
13) Protection of Common Areas. During the Work, I will be responsible for 

the protection of the common areas of the building, including but not 
limited to, the walls, ceilings, and fixtures located therein, the elevator, 
lobby, entryway and courtyard, and all doors and means of access located 
in the building from any damage due to my Work. I will not permit the 
elevator to be used unless its protective covering is in place. I agree that no 
materials, tools, equipment, furniture, furnishings or debris may be raised 
to or lowered from the Apartment or any part of the building by way of 
windows or fire escapes and that nothing will be stored in or against the 

building. I will reimburse 205 E. 10
th 

St. Owners, Inc. for any damages 
caused to the building by any workmen or delivery men engaged in 
connection with my Work.  

 
14) Correction of Work I will make the job site available to the corporation’s 

employees, management staff, and architect/engineer to inspect during the 
course of the Work. I will not permit any plumbing or electricity work to 
be covered until it has been inspected by the corporation’s designated 
agent. I will promptly correct all Work rejected by you or your agents as 
defective or as failing to conform to this alteration agreement whether or 
not fabricated, installed or completed. I shall bear all costs of correcting 
such rejected Work, including compensation for any architect’s additional 
services made necessary thereby. If any portion of the Work is covered 
contrary to the request of the architect for the building or to any 
requirement specifically expressed in this alteration agreement, such Work 
must, if requested, be uncovered for inspection and, if found unacceptable 
it shall be corrected; if it is found to be acceptable, it shall then be 
recovered all at my expense.  

15) Payment for Work/Mechanic’s Liens. I will bear the entire cost of 
alterations and installations and pay all bills incurred in connection 
therewith, not later than thirty days after completion of the Work. If any 
mechanic’s liens are filed for Work claimed to have been done or 
materials alleged to have been supplied for or to me, I shall cause such 
liens to be discharged within ten days after such filing, by payment or 
bond set by court order. If I fail to do so, you may exercise any or all of 
your rights and remedies under the proprietary lease or this agreement. I 
will obtain releases of mechanic’s liens from each contractor or 



subcontractor as I make my final payments for Work performed.  

16) Keeping building clean. All precautions will be taken to prevent dirt and 
dust from permeating other parts of the building during the Work. 
Materials and rubbish will be placed in barrels or bags before being taken 
out of the apartment. All such barrels or bags, rubbish, rubble, discarded 
equipment, empty packing cartons and other materials will be taken out of 
the building and removed from the premises at my expense and only 
through the service entrance of the building. Nothing shall be stored in the 
common areas of the building. Under no circumstances shall there be any 
dumpster parked in front of the building by reason of my Work. I 
recognize that the elevator may be used for such removal only at such 

times as the 205 E. 10
th 

St. Owners, Inc.’s agent may direct and that the 
convenience of the other tenants shall have priority over my workmen. If 

required by 205 E. 10
th 

St. Owners, Inc, I will arrange for the private 
hauling of my debris. I will periodically during the Work and at the 
conclusion of the Work, cause any common areas of the building which 
may have become soiled by the Work to be cleaned to building standard at 
my expense.  

17) Work hours/Completions. No Work will start until I have received your 
approval that it may start on a given date. I agree that, once begun, the 
Work will be concluded within 90 days, unless the corporation extends my 
time, at its sole discretion. I will submit to you as a part of the plans for the 
Work and my request for a start date for the Work a Completion Schedule 
for the Work No Work shall be done except between the hours of 9:00 a.m. 
and 5:00 p.m. No Work shall be performed on Saturdays, Sundays or 
holidays at all, except that I understand that I may work on Saturday if the 
Work does not create any noise.  

18) Workmen to provide I.D. I agree that each contract I enter into for the 
Work will contain a provision that all workmen must provide their names 
and addresses, with proof of same, to the superintendent of the building.  

19) No use of building’s electricity. I will not permit the use of the 
building’s electricity service by any of my contractors or 
workmen.  

20) Limitations on work and on use of certain tools. I will not permit any of 
my contractors or workmen to use any sledge hammers, electric hammers, 
portable electric saws, automatic jack hammers or other pneumatic tools or 
other tools the use of which may disturb other occupants of the building or 



cause cracking in the walls of the apartments, unless the corporation has 
give me its prior written approval. I agree that any permission which the 
corporation may give for the use of these tools may be revoked at any time 
if my use of those tools causes a nuisance.  

21) Any work which involves demolition near or around plumbing or gas line 
areas, including but not limited to kitchen or bathroom renovations, 
requiring the shutting down of affected risers, must be coordinated by prior 
arrangement with Building Management. I have been advised that the 
risers are part of a paired-riser looped system, and the shutting down of the 
same requires the draining of those risers on a floor level lower than the 
floor on which the plumbing or demolition work is to occur and that the 
draining of this system must occur and be completed at least an hour prior 
to the start of any work on the system affecting the risers. I agree that if 
Building Management so requires, I will engage the services of a licensed 
plumber at my sole expense to supervise such demolition work.  

 
22) I recognize that my neighbors will be adversely affected by any shutdown 

of any risers and I agree that any interruptions in service necessary for the 
completion of the Work shall be for only a short time and subject to the 
direction of Building Management. Once I have authorization for any 
shutdowns which might result in the interruption of service, I agree that I 
will post notices in the common areas of the building advising as to the 
date and time of such shutdowns at least three (3) days prior to the 
shutdown. I agree that any shutdown in service shall be scheduled in a 
manner that service will be restored on any given day by 3 p.m. on that 
date so that my neighbors will not be unduly inconvenienced.  

 
23) Follow directives of architect/superintendent. If during the course of the 

Work, your architect or your building superintendent should direct me or 
my contractors or workmen to take any action or cease any action based 
upon this Agreement or as necessary for the safety, security or reasonable 
operation of the building, I will immediately comply with their directives.  

24) Breach of this agreement a breach of the proprietary lease. My failure to 
comply with any of the provisions hereof shall be a breach of the 
provisions of our proprietary lease pursuant to which your consent will 
have been granted, and, in addition to all other rights thereunder, I agree 
that you may, if I breach this agreement, suspend all Work and prevent 
workmen from entering the building and my apartment for any purpose 
other than to remove their tools or equipment. In such event, you may 
also revoke your permission for me to undertake the alterations and take 



all steps necessary to restore the premises, and I shall then be liable for 
all costs of restoration.  

25) Agreement to pay corporation’s expenses and professional fees in event of 
a breach. In the event that I breach this agreement and/or I or persons 
engaged by me to perform the alteration cause loss, cost or expense to the 
corporation or its property including the expense of (a) your engineer or 
architect for Work subsequent to his/her initial review, or (b) your 
attorneys in the event of my breach of the provisions of this alteration 
agreement, I agree to pay for such expenses.  

26) Deposit. If required by the corporation as a condition of its permission to 
do the Work, I will, prior to the commencement of the Work, deposit a 
sum of money with your management company as a deposit. If damage is 
done or the common areas require cleaning due to my Work or if any fines 
have been assessed by any governmental agency against me or the 
corporation due to my Work, I authorize the expenditure from the deposit 
of an amount reasonably necessary to remedy the deficiencies or to pay the 
fines, with any balance remaining after such expenditure to be returned to 
me. I understand that my liability to the corporation for damage is not 
limited to the amount deposited, and I understand that the return to me of 
any part of the deposit will not relieve me of my responsibility for any 
problems which may arise in or be discovered in the future.  

 
27) Payment to Corporation. In addition to the deposit which may be required, 

I agree that during the term of the Work, I will pay to the Corporation the 
sum of $100 per week, with any partial week counting as a full week, for 
each week that my Work is underway to help defray the additional costs of 
maintenance and duties incurred during my Work. Payment of this sum 
shall be due in advance based upon the approved Contraction Schedule and 
will be adjusted upward or downward depending upon the actual amount 
of time of the Work. Payment of this sum is in addition to my obligations 
hereunder to clean the common areas and perform the other undertakings 
of this Agreement.  

28) Waiver of jury trial. I waive any trial by jury of any dispute regarding 
this Agreement or the Work, and understand that the corporation by its 
approval of my Work also waives any trial by jury.  

29) I agree to meet the conditions imposed by 205 E. 10
th 

St. Owners, Inc. 
as may be set forth in your response to this application. At minimum, I 
agree to obtain and submit to you any of the following you may require:  



 APPROVAL OF PLANS BY BUILDING ARCHITECT 
 CERTIFICATES OF INSURANCE 
 DEPARTMENT OF BUILDINGS PERMIT 
 ASBESTOS CLEARANCE 
 HANDICAPPED ACCESS CLEARANCE 
 LICENSE FOR PLUMBING CONTRACTOR 
 LICENSE FOR ELECTRICAL CONTRACTOR 

30) Right to approve the contractor. I agree that any contract I enter into for 

the Work will be written so as to be subject to the consent of 205 E. 10
th 

St. 
Owners, Inc., which corporation reserves the right to deny its consent to 
the terms of the contract, the scope of work contained therein and to any 
specific contractor. I UNDERSTAND THE IMPORTANCE OF HAVING 
ANY CONTRACT WITH ANY CONTRACTOR CONTAIN THE 
PROVISIONS SET FORTH IN PARAGRAPHS “3” AND “4” OF THIS 
AGREEMENT.  

31) I undertake to be responsible for the timely and appropriate execution and 
completion of the work and will manage the work and my contractors. If 
advised by you that the work is not being properly supervised I agree to 
hire an engineer, architect or project manager to manage the work. If I fail 
or refuse to meet this obligation, I agree that you may engage an engineer, 
architect or project manager at my expense to supervise the timely and 
orderly completion of the work.  

32) I agree that any contracts with any Contractors for the work will provide 
that the Contractor has read this Alteration Application and Agreement 
and has agreed to be bound by the terms thereof. In the event of any 
conflict between this Alteration Application and Agreement and any 
Construction Contract, the terms of the Alteration Application and 
Agreement will govern.  

Dated: New York, New York  
 
 
 
 
Signature 
 
Signature 
 
 

 



205 E. 10
th 

St. Owners, Inc. 

WATER SHUTOFF PROCEDURE 

I have read & understand the following:  

1. Any work that involves demolition near or around plumbing or 
gas line areas (such as kitchen or bathroom renovations), must, 
by prior arrangement with the Building Manager, with no less 
than three days of publicly posted notice, have arranged for the 
shutting down of the affected risers, and if deemed necessary by 
Management, include the attendance of a Licensed Plumber at 
my expense.  

2. Only the building superintendent may shut off building systems.  

3. The plumbing risers are part of a paired-riser looped system. 
BOTH kitchen AND bathroom risers must be closed if work is to 
be done on either.  

4. The shut down requires the draining of the aforementioned risers 
to be performed on a floor level lower than the floor on which the 
plumbing or demolition work is to occur.  

5. The draining of this system must be completed after the risers 
are shut and prior to the start of any work, and occur at least an 
hour or more prior to the startup of said work to ensure that the 
system has fully drained.  

6. Any shutting down of risers will be for the absolute minimum 
amount of time necessary to complete that phase of work, and 
must be completed in a prompt and thorough manner.  

 
Very truly yours,  

 

Proprietary Tenant                  Date   

In agreement and acknowledgement hereof,  

 
Contractor  Date  
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