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TO:  Shareholders of 201 West 16 Owners Corp. 
 
FROM:  201 Board of Directors 
 
RE:  Alterations and Renovations at 201 West 16th Street 
 
As stated in the Proprietary Lease, shareholders at 201 West 16th Street are required to obtain written 
permission from the Board of Directors through its managing agent, currently FirstService Residential, 
Inc., prior to commencing apartment alterations or renovations that require paid-for help. 
 
Alterations requiring managing agent approval are to be classified as either Minor Alterations or Major 
Alterations.  Insurance requirements are identical for both types of alterations (see 3) under “Major 
Alterations,” below). The following policies will govern all such alterations made at 201 West 16th 
Street: 
 
MINOR ALTERATIONS:  Minor Alterations are interior renovation projects for which:  

1) Outside contractor help is required and paid for; 
2) Work can be completed by the shareholder’s contractor(s) in less than seven (7) business days. 

(Examples of Minor Alterations are the painting of apartment interiors, floor sanding, and/or 
installation of wall-to-wall carpeting.) 
 
NO ADMINISTRATIVE FEE WILL BE CHARGED FOR MINOR ALTERATIONS. 
Applicants are nonetheless responsible for obtaining managing agent approval for planned Minor 
Alterations and for notifying the building superintendent of the start and end dates for all approved 
Minor Alterations so that work can be completed in an orderly manner. The superintendent will ensure 
that the requisite insurance has been obtained and that the Minor Alteration does not conflict with other 
building priorities and concerns. 
 
MAJOR ALTERATIONS:  All other alteration plans that are not classified as “Minor Alterations” 
are classified as “Major Alterations.” Major Alterations include, but are not limited to, kitchen and 
bathroom renovation projects, and all projects which involve any demolition, movement, or the altering 
of walls, floors, ceilings or the building’s electrical or plumbing systems. 
 
Shareholders planning Major Alterations must submit a “Request for Alteration Approval” form, 
including a written scope of work to the Managing Agent.  The Managing Agent’s non-refundable 
processing fee is $250 made out to FirstService Residential. The building’s non-refundable application 
fee is $500 made out to 201 West 16 Owners Corp.  If any items, such as walls, plumbing, wiring, etc. 
are to be moved or changed, a licensed architect or engineer’s construction drawing of the existing 
condition and the proposed alteration must be included. 
 
 
 

FirstService Residential New York, Inc. 
575 Fifth Ave. | 9th Floor | New York, NY 10017 

Tel 212.634.8900 | Fax 212.634.3946 
www.fsresidential.com/new-york 
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The building’s architect will review the Major Alteration proposal.  Any issues needing 
clarification will be reviewed with the shareholder.  The shareholder shall bear the cost of such a 
review.  After the building’s architect approves the proposed scope of work, he/she will submit it 
to the Board of Directors for approval. 
 
Upon receiving the Board of Directors’ approval for the Major Alteration, and prior to the start of 
any work: 
 
The shareholder must submit to the Managing Agent the following: 

1) A signed Alteration Agreement; 
2) The names, addresses, telephone numbers and license numbers of all contractors; 
3) A Certificate of Insurance in the amount of one million dollars ($l,000,000.00) from the 

contractor, showing the certificate holder and additional insured as: 
    201 West 16 Owners Corp. and 
    FirstService Residential 
    575 Fifth Avenue, 9th floor 
    New York, NY  10017 

4) A copy of the complete submission package(s) and permit(s) from applicable city agencies; 
5) An initialed set of 201 West 16 Owners Corp. “Construction Rules and Regulations,” with 

a proposed schedule of work.  The Corporation reserves the right to limit the number of 
construction projects at any one time. 

 
In order to defray the Corporation’s cost of scheduling, hoisting, coordinating and clean-up, a 
charge of $500.00 for the first 4 weeks, then $125 per week until the 21st week, then $250 per 
week until completion will be billed to the shareholder on the monthly maintenance bill for a Major 
Alteration. A refundable security deposit of $5,000, made payable to 201 West 16 Owners Corp., 
will be held until completion of the Major Alteration work.  
 
When all of the above procedures have been followed, work may proceed according to the "House 
Rules Concerning All Construction Activity" and the Alteration Agreement. 
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201 WEST 16 OWNERS CORP. 
201 West 16th Street 
 
 REQUEST FOR ALTERATION APPROVAL 
 
Name of Shareholder(s):           
 
 
Apartment #                    Daytime Phone #        
 
 
     Evening Phone #        
 
Proposed Scope of Work: (Please attach any additional sheets as necessary.  If any items, such as 
walls, plumbing, wiring, etc., are to be changed, please include a licensed architect or engineer's 
construction drawing of the existing condition and the proposed alteration.) 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
Proposed start date:                            Expected completion:    
 
     Signed:          
 
     Date:          

 
 
 

FirstService Residential New York, Inc. 
575 Fifth Ave. | 9th Floor | New York, NY 10017 

Tel 212.634.8900 | Fax 212.634.3946 
www.fsresidential.com/new-york  
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ALTERATION AGREEEMENT 
 

Date: 
Board of Directors 
201 WEST 16 OWNERS CORPORATION 
New York, New York 
 
 Re: Apartment Number(s)    (the “Apartment”) 
  New York, New York (the “Building”) 
 
To the Corporation: 
 
Pursuant to paragraph 22 of the Proprietary Lease between the 201 West 16 Owners Corp. (the 
“Corporation”) and the undersigned (the “Lease”), the undersigned (herein referred to as “Shareholder”) 
hereby requests permission to make the alterations described in the accompanying plans and specifications 
(herein collectively referred to as the “Work”) in the Apartment, which Work shall be completed within  
  weeks by      (the “Completion Date”), and agrees to the following 
terms and conditions: 
 
1. Shareholder’s Submissions.  Shareholder herewith delivers to the Corporation: 
 

a. detailed plans, specifications and drawings of the Work, including a room-by-room list of 
all alterations to be undertaken, and if required by the Corporation, detailed plans and 
specifications (the “Plans”) prepared by a licensed architect and shall not be modified by 
the Shareholder after they are approved by the Corporation’s architect or engineer without 
the building’s architect’s or engineer’s subsequent approval. 

 
b. a check with respect to the security payable in connection with this Agreement in the sum 

of $5,000.00 payable to the Corporation in accordance with paragraph 14 of this 
Agreement, if applicable. 

 
c. a check in the sum of $250.00 payable to FirstService Residential, Managing Agent for the 

Building (the “Managing Agent”) as a processing fee in connection with this request.  
 
d. As a processing fee for the request a check in the sum of $250.00 payable to 201 West 16 

Owners Corp. 
 
2. Corporation’s Review of Work as Proposed.  Shareholder acknowledges that the Corporation 
will designate an architect and/or engineer, who will, at Shareholder’s expense, (a) review plans and 
specifications for the Work and (b) from time to time observe the Work to ensure that the Work conforms 
to the approved Plans and is otherwise in conformity with the requirements of this Agreement. 
 
Shareholder shall provide access to the Apartment, from time to time, to permit the Corporation’s architect, 
engineer, the Managing Agent, the superintendent of the Building, or any other person the Corporation may 
authorize, to observe and inspect the Work.  Shareholder agrees to make all corrections specified by the 
Corporation as a result of such inspections. 
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• Corporation reserves the right to limit the number of construction projects ongoing in the 
building at any one time. 

 
• Shareholder is responsible for alerting neighbors, next door, above and below of the work 

schedule and for the appropriate gestures to minimize neighbors disruption and promote 
cooperative living. 

 
• A certificate of insurance must be provided naming as the Certificate Holder: 
 

201 West 16 Owners Corp. 
c/o FirstService Residential 
575 Fifth Avenue, 9th Floor, 

New York, NY  10017 
 

And as Additional Insureds: 
201 West 16 Owners Corp. and 

FirstService Residential 
 

• The use of 5 to 30 or similar cubic yard disposal bins stationed curbside is prohibited.  
Construction debris and rubbish must be removed from the building via the service entrance 
and removed from curbside the same day.  No parking of removal apparatus at the curb after 
6:00pm. 
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REPRESENTATION AND INDEMNITY AGREEMENT 

The undersigned, ______________________________________ ("Owner"), owner of 
apartment _______ ("Unit") at   _____________________________ , NY, and 
 ____________________________ , representing Owner as an architect, engineer, or 
designer (Consultant"), in order to induce FirstService Residential, as agent 
("Agent") for ____________________________ ("Coop") to sign form PW3 (the "Form") 
in connection with planned alterations to the Unit, hereby agree as follows: 

1. Owner and Consultant represent to Agent and Coop that all information presented in the 
Form, including, without limitation, the Lease Holder's Statements in Paragraph 7, are true 
and correct to the best of their knowledge. 

2. Owner and Consultant agree that they will notify Agent immediately if they become aware 
that any information in the Form has changed in any material respect and in a manner which 
requires amendment of the Form. 

3. Owner and Consultant agree that the representations, covenants, and indemnities 
contained in this Agreement shall apply to the Form, any amendments of the Form, and any 
other instruments which Agent or the Coop shall sign in connection with the planned alterations to 
the Unit. 

4. Owner and Consultant, jointly and severally, agree to indemnify Agent and Coop, and their 
respective officers, directors, managing directors, employees, and shareholders, and hold them 
harmless, from and against any damages, costs or liabilities, including, without limitation fines and 
penalties, arising out of, or in connection with, the planned alterations to the Unit, the execution 
of the Form by Agent, and the statements contained therein. Owner and Consultant shall 
reimburse Agent and Coop promptly, on demand, for any expenses incurred by Agent or Coop 
in connection with the planned alterations and execution of the Form, including, without 
limitation, attorney' fees and disbursements. 

This Agreement may be signed in counterparts. 

______________________________________ 
Name: Owner 
 
 
______________________________________ 
Name: Consultant 
 
 
______________________________________ 
Date 
 
 


