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Part 1 - Application 
 
 
 
 
 
Applicant 
 
 
 
 

 

 
 
 
 
 
Department 
of Finance 
 
 
 
 
 

 

 
Attorney 
General & 
Department 
of 
Buildings 

 

Yes 
No 

1.3 Clerk reviews 
Condo 

Apportionment 
Application and 

determines 
availability of lots.  

1.2 Completes 
& submits 

Condo 
Apportionment 
Application 

1.8 DOF –  
Business Center: 

A. Enters payment 
in NYCServ  
B. Issues receipt 

1.4 Clerk 
Approves 

Application 

1.5 Corrects 
Application 

and 
resubmits 

1.7 Pay 
Bill at 

Finance – 
Business 
Payment 
Centers 

1.9. Take 
Application 
and receipt 

to Clerk 

1.6 Prints 
Application and  
Payment Invoice 

1.1 Logs 
into 

system 
and 

registers  

 
 
Legend:   
1. Each shape has a number (#.#) to facilitate reading in numeric order 
2. Words in bold are forms/sections of Condo Apportionment system. 

3. Flow chart shapes: Boxes (□) are for processes; Diamonds (◊) are for decisions with different outputs;          is for physical printouts 
4. Basic flow starts at the left side and proceeds to the right side of the page. 
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Part 2 – Obtain Condo # & Lot #’s and Department of Building (DoB) Stamp   
 
 
 
 
 
Applicant 
 
 
 
 

 

 
 
 
 
 
Department 
of Finance 
 
 
 
 
 

 

 
 
Attorney 
General & 
Department 
of 
Buildings 
 

 

2.3 Submits 
Application 

to DoB 

1.9. Take 
Application 

and receipt to 
Clerk 

2.2 Clerk 
A. Verifies payment  
B. Assigns Condo # and 
lot #’s 
C. Approves Application  
D. Signs Application 

2.5 Obtain 
DOB PW1 
approval 

form 

2.4 Submits 
for review and 

approval 

 
 
Note: Lot numbers are to be issued by DOF before going to DOB which is performed in Step 2.2. 
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Part 3 – Worksheet  
 
 
 
 
 
 
Applicant 
 
 
 
 

 

 
 
 
 
 
 
 
Department 
of Finance 
 
 
 
 
 
 
 

 

 
Attorney 
General & 
Department 
of 
Buildings 
 

 

 
 
Note: 
1. Package represents the completed Application, Worksheet, PW1 approval, plans, and all other documents. 
 

Yes 

No 

Yes 

No 

3.1 Logs into 
system & 
complete  

Worksheet 

3.3 Clerk 
reviews 

package1 

to ensure 
package is 
complete.  

3.4 Clerk 
Approve 
Package 

3.5 Corrects 
Package 

and 
resubmits 

3.9 Pick up 
approved 
package 

from clerk 

3.2. Prints 
Worksheet 
& submits 
Package1 

3.6 Tax 
Map - 

Cartograph
er 

3.8 
Returns 

approved 
package 
to clerk  

3.7  
Approve 
Package

? 

reviews 
package 

and 
compares 

the 
worksheet 
to the tax 

map.  
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Part 4 – Apportionment   
 
 
 
 
 
 
Applicant 
 
 
 
 

 

 
 
 
 
 
 
 
Department 
of Finance 
 
 
 
 
 
 
 

 

 
Attorney 
General & 
Department 
of 
Buildings 
 

 

 
 
 

4.3 Email 
Notification is 

sent to the 
Tax Map 

Cartographer 
when 

Declaration is 
recorded 

4.4 Tax Map - Cartographer 
A. Verifies ACRIS update  
B. Updates Digital Tax Map 
(DTM) with new #s 
C. Marks Worksheet 
Complete - Second Approval 
D. Sent to DOF’s Property 
Master Database Files (RPAD) 
for update processing   

4.1 Submits 
Condo 

Declaration to 
City Register 
for recording 

4.2 City 
Register 
records 
Condo 

Declaration in 
ACRIS 


