
 

 
CITY OF SOUTH SAN FRANCISCO 

DOWNTOWN         
FAÇADE IMPROVEMENT 
PROGRAM 
      
 
  This guide is provided as a reference for business owners interested in applying for  

the City of South San Francisco’s Downtown Façade Improvement Program 
To apply, call (650) 829-6620 or email downtown@ssf.net 

 
Please check with City staff to discuss eligibility before completing the application.  

 
Complete application packets can be emailed to downtown@ssf.net or mailed to: 

 
 City of South San Francisco  

Economic and Community Development Office 
Downtown Façade Improvement Program  

PO Box 711 
South San Francisco, CA 94083-0711 

 
 

Your application will be reviewed for completeness and final eligibility. Please contact 
downtown@ssf.net or (650) 829-6620 with any questions concerning this program. 
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CITY OF SOUTH SAN FRANCISCO 
DOWNTOWN FAÇADE IMPROVEMENT PROGRAM  

Program Guidelines 
 

Overview 

The City of South San Francisco offers local businesses an opportunity to take part in beautifying the downtown 
streetscape. The Downtown Façade Improvement Program, which is funded through the federal Community 
Development Block Grant program (CDBG), provides grants to rehabilitate eligible downtown business facades. For 
business owners, it is a way to make your business more attractive to downtown visitors. An attractive streetscape 
increases civic pride and encourages support for businesses, which in turn is beneficial to the community and the local 
economy. 
 

IN ORDER TO BE ELIGIBLE FOR FUNDING, THIS APPLICATION AND ALL ADDITIONAL DOCUMENTS MUST 
BE SUBMITTED AND APPROVED BY THE CITY PRIOR TO COMMENCEMENT OF WORK. 

Eligibility 

 This program is intended exclusively for exterior improvements for downtown businesses. Refer to the map 
below. Businesses located facing the shaded streets may be considered geographically eligible for this program.  

 
 Eligible improvements include signs, awnings, exterior lighting, exterior painting, exterior decorative elements 

and structural façade improvements. 

 To be eligible for funding, the Applicant must either own the property to be improved or, if the Applicant is a 
tenant, written permission from the property owner is required.  

 Funds provided will be used for construction costs only, unless otherwise approved by the City.  

 Note that modifying the building may subject the project to state or federal environmental and historic 
preservation requirements. The City will provide assistance to the Applicant, where possible, regarding these 
requirements. 

 This program does not fund work in progress or work already completed. 

  



   

Conditions 

This program requires applicants to actively participate in the rehabilitation process and to cooperate with the City.  This 
may include attending meetings, accommodating site visits, and responding to the City in a timely manner. 
 
It is important that you remain in close contact with the City in order to ensure that you are in 
compliance with all program requirements.  Failure to meet the above conditions may result in 
funding being lost. 
 
CDBG regulations will require compliance with Davis bacon, NEPA, Section 3, and WBE/MBE as well as an 
Environmental Review. 
 

Funding Available 

 

*Funding is available on a first come, first serve basis 

Improvement Type Fund Type Limit 
Exterior Decorative and Structural Improvements 
g. signage, lighting, paint, awnings, ADA 

Grant Up to 50,000 



   

 
  

Contact 
Information 

 
 
 
 

Economic & Community 
Development Dept. 
400 Grand Avenue 
South San Francisco, 
CA 94080 
Phone: (650) 829-6620 
Fax: (650) 829-6623 
Email: downtown@ssf.net 
 
 

 
 
 

Building Division 
315 Maple Avenue 
South San Francisco, 
CA 94080 
Phone: (650) 829-6670 
Fax: (650) 829-6672 
Email: web-ecd@ssf.net 

 

 

Planning Division 
315 Maple Avenue 
South San Francisco, 
CA 94080 
Phone: (650) 877-8535 
Fax: (650) 829-6639 
Email: web-ecd@ssf.net 
 
 
 
 
 
Engineering Division 
315 Maple Avenue 
South San Francisco, 
CA 94080 
Phone: (650) 829-6652 
Fax: (650) 829-6689 
Email: 
engineering@ssf.net 
 
 
 
 

APPLICATION PROCESS  
1. Email downtown@ssf.net or call (650)829-6620 to obtain an application and 

schedule an appointment with City staff to review program procedures and 

requirements.  

2. Bring your completed Application and any preliminary designs you have to your 

appointment with City staff.  

3. The City will conduct an initial inspection to document existing property conditions 

and establish the scope of work.  

4. The City formally reviews the application and approves or denies grant proposal.  

DESIGN PHASE 
5. Consult with an architect, designer, or engineer (if applicable) to discuss the 

improvements and alterations to the building exterior.   

6. Architect/designer shall submit the following as applicable 1) building elevations,  

2) colors and materials, 3) site plan. 

7. Responsible party (owner, tenant, or contractor) must obtain all necessary Planning 

Division approvals which may include approval by the Design Review Board and/or 

Planning Commission.  

CONTRACTOR SELECTION PHASE 
8. With your assistance, City staff will obtain complete bids from at least three licensed 

contractors. Failure by the Applicant to actively participate in this phase may result 

in funding denial. 

9. City staff can provide guidance on the contractor selection based on cost efficiency, 

qualifications, proposed schedule, etc. However, the ultimate selection of the 

contractor is the Applicant’s responsibility. Note all contractors and subcontractors 

must have a valid South San Francisco business license and be able to meet the City’s 

insurance requirements.  

10. Applicant and the City finalize design and funding amount. 

CONTRACT PHASE 
11. Applicant and City execute a grant agreement. Any work not approved by the City will 

not be reimbursed.  

12. Note – the grant agreement will require applicant to maintain/clean, on a regular 

basis, all façade improvements funded by the City.   

13. Applicant executes contract with selected Contractor and submits a copy of the 

contract to the City. 

CONSTRUCTION/IMPROVEMENT PHASE 
14. All necessary building permits to be obtained by Applicant/Applicant representative. 

15. Applicant or Contractor is to provide a construction schedule. 

16. Once all contracts are in executed and all necessary permits and approvals are 

obtained, City issues Notice to Proceed.  

17. Construction begins. 

18. A progress inspection, prevailing wage interviews and a final inspection will be 

conducted.  

19. Change Orders: All change orders require City and Applicant approval.  

PAYMENT PROCEDURES 
20. City reimburses Applicant 

Applicant must submit the following documents in order to receive reimbursement: 

 Contractor original certified payrolls 

 A Request for Payment form (Page 8) 

 Copies of invoices from contractor working on the project 

 Proof of Applicant’s payment to the Contractor (cancelled checks, credit card 

receipts, or contractor receipts)  

 Final payment requires a copy of final building inspection (if applicable) 

The City will not pay for deposits or pre-payments, however progress payments are allowed. 

Program Process 
 



   

CITY OF SOUTH SAN FRANCISCO 
DOWNTOWN FAÇADE IMPROVEMENT PROGRAM  

Application 
Prior to the meeting with City staff, complete this Application to the best of your knowledge.  

Applicant Information 

 

Business Name:                                                                          
 
Business Type:        Restaurant       Retail       Service       Other                      
 
Business Address:                                                                            
 
Applicant Name:                                               
 
Applicant Mailing Address (if different from above): 
                                                                                  
 
Applicant Telephone:                                                                   
 
Applicant Email Address:                                                              
 
Best way to reach Applicant:  Email    Phone    SMS 
 
Are you the owner or tenant of the building?  I am the Owner    I am the Tenant  
 
If you are the Owner, describe your ownership interest in property to be improved.  

 
 Free and Clear       Mortgage       

 
Name(s) on Title: Specify ownership interest of each name on the title 
                                                                                 

 
                                                                                 
 
If you are a Tenant, you must obtain consent from your landlord prior to starting any work.  
Please have your landlord complete the attached Landlord Consent Form and submit this with your application. 

Improvement Information 

1. Is your business located in the eligible downtown commercial area?   Yes    No 

2. Number of stories:                                                    

3. Number of businesses located in the building:       

4. Names of current tenants:                                                         

5. Has construction already begun for this improvement?   Yes    No 

6. What is your proposed improvement(s) (Check all that apply): 
                Sign        Plain Awning     Exterior Painting        Exterior Lighting     Structural Façade Improvement   
 
                Awning with signage    Other                                               
 

7. Describe the current condition of the building (e.g. deteriorating, vandalized/defaced, unattractive, etc.) 
                                                                            
 
                                                                            
 
                                                                            



   

8. Do you currently have any code violations?  Yes    No 
If yes, what are the code violations? Please attach a copy of the code violation notice to this application  
                                                                            

 
                                                                            
 

9. Please describe your proposed improvements. Identify each type of work to be completed, such as signage, 
lighting, or interior improvements.  Be specific with size, dimensions, materials, and colors. Attach a separate 
paper if necessary. 
                                                                            
 
                                                                            

 
                                                                            
 
                                                                            

 
10. How will the improvement(s) benefit the business?  

                                                                            
 
                                                                            
 
                                                                            
 
 

Funding Requested 

11. What is the estimated cost of the project?                 
 

12. Funding Requested: Amount                  
 

Reference Table for Available Funding 

 
 

Improvement Type Fund Type Limit 
Exterior Decorative and Structural Improvements 
g. signage, lighting, paint, awnings, ADA 

Grant Up to 50,000 

Application Confirmation 

☐ I/we certify that all statements on this application are true and correct to the best of my/our knowledge. I/we 

understand that any intentional misstatements will be grounds for disqualification. I/we authorize City staff the right to 
access the property to be improved for the purpose of inspecting or obtaining information for the Downtown Façade 
Improvement Program. If application is accepted, I/we hereby agree to enter into a grant agreement with the City. I/we 
have read the Downtown Façade Improvement Program description and eligibility criteria and agree to carry out the 
work in accordance with these guidelines.  I/we further agree to comply with all City ordinances and the design 
recommendations of the Planning Division.  For any changes I/we want to make to the approved scope of work, I/we 
understand I/we must request and receive the approval of the Economic and Community Development Department first.  
 
 
______________________________       _                                                                                                    ___________________   

Signature                                                                                                                                                                                                                    Date 
 
______________________________       _                                                                                                    ___________________   

Signature                                                                                                                                                                                                                    Date 

 
  



   

CITY OF SOUTH SAN FRANCISCO 
DOWNTOWN FAÇADE IMPROVEMENT PROGRAM 
 

Landlord Consent Form 
 
If you do not own the building that your business is located in, you must have your landlord complete the form below.  
 

Consent 

 

The undersigned owner of the existing building located at ______________________________________  (ADDRESS) 

 

certifies that _________________________ (APPLICANT)  operates or intends to operate a business at this  
 
location. The undersigned agrees to permit APPLICANT and his/her contractors or agents to implement  
 
improvements listed on the City of South San Francisco Downtown Façade Improvement Program  
 
Application dated ____________________ (DATE ON APPLICATION).  The undersigned agrees to hold the City of  
 
South San Francisco (CITY) harmless for any charges, damages, claims, or liens arising out of the 

APPLICANT’s participation in the Downtown Façade Improvement Program.  

 

 
 

 

Property Owner 
 
________________________________ ________________________________ 

(Name) 
 
 
________________________________ ________________________________ 

(Title)  

________________________________  
(Mailing Address) 

 

________________________________ ________________________________ 

(Daytime Phone Number) (Email) 

 

 

 

 

As the legal owner of the above property, I hereby grant authorization to complete the improvements indicated on the 
submitted application. 
 

 
________________________________ ________________________________ 

(Signature) (Date) 
 

 
 



   

CITY OF SOUTH SAN FRANCISCO 
DOWNTOWN FAÇADE IMPROVEMENT PROGRAM 

 

Request for Payment Form 
 
 
Date:                      
   
Requisition Number:                      of                      
 
Applicant Name:                                                                         
   
Telephone Number:                                                                   
 
Business Name:                                                                             
 

Business Address:                                                                      
 

 

Contractor 
Description 

of Work Invoice # 
Invoice 

Date 

Total Cost 
(submit copy 

of invoice) 

Amount Paid 
by Applicant 
(submit proof 
of payment) 

 
Date Paid by 

Applicant 

 
Ex: 

 

Example 
Painting 

Company 

 

Painted 
building 
exterior 

Invoice 
#123 

 
1/18/13 

 
$10,000 

 
$10,000 

 
3/17/13 

1. 
 

  
 

    

2. 
 

  
 

    

3. 
 

  
 

    

4. 
 

  
 

    

5. 
 

  
 

    

 
 

  
  

Totals:    

 
 
 
 
 
 
The work listed above was performed in accordance with the approved improvement design and in compliance with all 
City of South San Francisco ordinances.  I certify that the amounts listed above are true and correct.  I am enclosing a copy 
of the invoice listed above and proof of payment. I further understand that it may take up to 30 days before a 
reimbursement check is issued. 
 
 
_________________________________________ 
 Applicant Signature 

 
Total Amount Requested:     



   

CITY OF SOUTH SAN FRANCISCO 
DOWNTOWN FAÇADE IMPROVEMENT PROGRAM 

 

Permit Information 
 

Building Permit:  The Building Division staff reviews plans and applications for completeness. After this, the 

Building Division staff determines the proper routing for the application. Applications for simple projects, such as building 
a small deck or shed, can sometimes be approved at the Permit Center. Applications for more complex projects, such as 
large-scale tenant improvements, must be routed to the appropriate departments within the City for approval. Once all 
approvals are obtained, the Building Division issues a permit. The time necessary for the plan review depends upon the 
number of reviews required and the complexity of the project. For more information, call (650) 829-6670.  
 
Construction Permit Application can be found here: 
http://casouthsanfrancisco.civicplus.com/DocumentCenter/Home/View/168 
 

Plan Check Application: Depending on the scope of work detailed in the application, the Planning Division 

may require submission of a Plan Check Application. For more information, call (650) 829-6670. 
 
Plan Check Application can be found here: http://www.ssf.net/DocumentCenter/Home/View/170 
 

Sign Guidelines: The City of South San Francisco encourages creative signs that complement the building’s design 

and the adjacent streetscape. Typeface, color and logo should generally conform to the adopted graphics of the company. 
The use of logos is encouraged as they are easy to spot from a distance. Signage should not completely fill a space; it should 
have enough blank area to contrast and balance with words and logos.  
 
Additional Sign Guidelines can be found here: http://www.ssf.net/DocumentCenter/Home/View/645 
 

 Type A Sign Permit: Temporary and permanent signs that are used by individual business establishments 
and have a maximum freestanding height of six feet or less and have a maximum surface area of 25 square feet or 
less. Type A Sign Permit can be found here: http://www.ssf.net/DocumentCenter/View/196 
 

 Type B Sign Permit: Signs that are used by individual or multi-tenant businesses and have a freestanding 
height of more than six feet and less than 10 feet and have a maximum surface area of more than 25 square feet and 
less than 100 square feet. Type B Sign applications require approval by the City’s Design Review Board.   
Type B Sign Permit can be found here: http://www.ssf.net/DocumentCenter/View/198 
 

 Type C Sign Permit: Signs that are used by individual or multitenant businesses and have a freestanding 
height of 10 feet or more, and less than 20 feet and have a maximum surface area of 100 square feet or more and 
less than 300 square feet and Master Sign Programs. Type C Sign applications require approval by the City’s Design 
Review Board and Planning Commission. Type C Sign Permit can be found here: 
http://www.ssf.net/DocumentCenter/View/199 

 

Encroachment Permit: Encroachment permits allow certain uses and improvements within the public Right-

of-Way or dedicated easement (e.g. awnings installed on public Right-of-Ways). Permits are issued by the Engineering 
Division upon review and approval of complete applications. Complete applications must include descriptions of 
construction work, diagrammatic drawing showing relationship to street, sidewalk, and property, utility 
trench detail, and traffic plans if road closures are required.  
 
Encroachment Permit Application can be found here: 
http://casouthsanfrancisco.civicplus.com/DocumentCenter/Home/View/2444 
 

http://casouthsanfrancisco.civicplus.com/DocumentCenter/Home/View/168
http://www.ssf.net/DocumentCenter/Home/View/170
http://www.ssf.net/DocumentCenter/Home/View/645
http://www.ssf.net/DocumentCenter/View/196
http://www.ssf.net/DocumentCenter/View/198
http://www.ssf.net/DocumentCenter/View/199
http://casouthsanfrancisco.civicplus.com/DocumentCenter/Home/View/2444

