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300 WEST 23RD STREET OWNERS CORP. 

300 West 23rd Street 

New York, New York 10011-2240 

APPLICATION PROCEDURES FOR COOPERATIVE APARTMENT SUBLEASE 

Procedures:  To make an application for the sublease of a cooperative apartment at 300 West 

23rd Street, documents must be completed and submitted to Sophia Del Cid Gonzalez, Closing

Department, Douglas Elliman Property Management, 675 Third Avenue, 6th Floor, New 

York, NY 10017 [e-mail address: Sophia.Gonzalez@ellimanpm.com]. Copies will be

distributed to members of the Board of Directors of 300 West 23rd Street for review. The Board 

of Directors reserves the right to request additional information at any time, and is under no 

obligation to approve the submitted application. Incomplete applications will not be accepted.  

The Board of Directors will require an interview of the proposed subtenant at a time and place 

to be arranged.   Douglas Elliman Property Management and 300 West 23rd Street Owners 

acknowledge that all information submitted will be treated confidentially, and its use will be 

solely for the consideration of the proposed sublease. 

Shareholders must own their apartment for at least one year before subletting. 

Shareholders may sublet for a maximum of two years. Initial lease will be for one year 

only but can be renewed for a second year.  The Board of Directors must approve the 

initial sublease package and approve the sublease through an in-person interview. 

Renewal of lease for a second year must also be approved by the board but a second 

interview would not be required.  

Application:  Please provide one (1) original of the following information to Sophia Del Cid 
Gonzalez at Douglas Elliman Property Management. Please be sure to prepare the package in 
sections, as set forth below: 

Section 1 
a) If you have financing on your apartment, you must obtain your lender’s written

consent to sublet.  If you do not have financing, you must provide the Board

with a notarized letter signed by each tenant-shareholder stating that fact

(sample letter attached).

b) REBNY Sublease Application (enclosed).

c) Blumberg Sublease Agreement (enclosed).

d) Rider to Sublease Agreement (enclosed).

e) Tenant Data Verification Form (enclosed).

f) Sprinkler Disclosure Form (enclosed).

g) Window Guard Form (enclosed).

h) Local Law 1 Lead Form (enclosed).
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Sublet Requirements 

300 West 23rd Street 

i) Lead Based Paint Disclosure Forms (enclosed):

The disclosure documents must be completed in their entirety and submitted

for review with the Board Package. The Board Package will not be sent to

the Board of Directors for review unless the Lead Based Paint Disclosure

documents are included. NO EXCEPTIONS be made. Enclosed is a

summary of the Lead Based Paint Disclosure Information.

j) Fire Safety Plan and Brochure (enclosed).

Section 2 - References 

a) Two (2) Business Letters of Reference.

b) Two (2) Personal Letters of Reference.

c) Bank Reference Letter(s) stating type of account, amount on deposit in dollars

and age of the account.

Section 3 - Addendum to Sublease Package – (to be completed by shareholder) 

a) Legal Mailing Address Form (enclosed).

b) Shareholder Information Form on Sublet (enclosed).

Term: 
All sublets approved by the Board of Directors will be for a maximum term of one (1) 

year. A sublet may be renewed if approved by the Board of Directors for a one 

additional year. Approval for renewal from the Board must be requested at least 45 

days prior to the expiration of the sublease. 

Fees for Shareholder: 

a) Monthly Sublet Surcharge – check payable to 300 West 23rd Street Owners

Corp. totalling 15% of the monthly maintenance.

All checks must be certified, bank or attorney escrow only 

b) Move-out Deposit – check payable to 300 West 23rd Street

Owners Corp. in the amount of $1,000.00 (this fee is refundable

provided there is no damage to the common areas of the building

during the move) must be submitted with Board package.

c) Move-out Fee – check payable to 300 West 23rd Street Owners

Corp. in the amount of $300.00 (non-refundable) must be

submitted with Board package.
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d) Administrative Fee – check payable to 300 West 23rd Street

Owners Corp. in the amount of $100.00 (non-refundable) must

be submitted with Board package.

Fees for Subtenant: 

All checks must be certified, bank or attorney escrow only 

a) Application Fee – check payable to Douglas Elliman Property

Management in the amount of $550.00 (non-refundable) must

be submitted with Board package.

b) Credit Report Fee – check payable to Douglas Elliman Property

Management in the amount of $75.00 per applicant (non-

refundable) must be submitted with Board package. If there

are two applicants for the sublease, each applicant must

complete a Tenant Data Verification Form.

c) Move-in Deposit – check payable to 300 West 23rd Street

Owners Corp. in the amount of $1,000.00 (this fee is refundable

provided there is no damage to the common areas of the building

during the move) must be submitted with Board package.

d) Move-in Fee – check payable to 300 West 23rd Street Owners

Corp. in the amount of $300.00 (non-refundable) must be

submitted with Board package.

All moves must take place on Monday, Tuesday, Wednesday and Friday from 

8:00 am to 4:00 pm and Thursday from 8:00 am to 2:00 pm only. 













































































FIRE SAFETY GUIDE
PART I - BUILDING INFORMATION SECTION

BUILDING OWNER/REPRESENTATIVE

BUILDING ADDRESS: 

BUILDING INFORMATION:

Year of Construction:
Type of Construction:
Number of Floors:
Sprinkler System:
Sprinkler System Coverage:

Combustible Non-Combustible
Above Ground Below Ground

Yes No
Entire Building Partial (complete all that apply):

Dwelling Units:
Hallways:
Stairwells:
Compactor Chute:
Other:

Fire Alarm: Yes Transmits Alarm to Fire Department/Fire Alarm Co. No

Location of Manual Pull Stations:

Public Address System: Yes No

Location of Speakers: Stairwell Hallway Dwelling Unit Other:

Means of Egress (e.g., Unenclosed/Enclosed Interior Stairs, Exterior Stairs, Fire Tower Stairs, Fire Escapes, Exits):
Type of Egress Identification Location Leads to

Other Information:

DATE PREPARED :

METRO MANAGEMENT
42-25 21st STREET
LONG ISLAND CITY, NY 11101

(718) 706-7755

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

New York, NY 10017
675 Third Avenue

1

01/02/2016

X

X

X

Douglas Elliman Property Management

Compactor Room

X

1931
X

X

Basement and Locker Room

300 West 23rd Street, New York NY 10011

(212) 370-9200

21

X

Enclosed Interior Stairwell LobbyA N/S

Enclosed Interior Stairwell LobbyB S/S

2344
























