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BURNS STREET OWNERS CORP. 
REQUIREMENTS FOR SUBLETTING A COOPERATIVE APARTMENT 

 
Dear Shareholder / Applicant: 
 
Enclosed is the application to be completed for the sublet of your apartment.  This application and the 
documents requested should be returned to: Shoshana Shafran, Excel Bradshaw Management Group, 
LLC, 501 Surf Ave., Brooklyn, NY 11224. Shoshana can be reached at (718) 266-1110. 
 

Documents Required: One (1) Original Set and Seven (7) Copies 
 

1. Sublease Agreement – Blumberg Form P193 (enclosed) 
2. Sublease Application (enclosed) 
3. Financial Statement (enclosed) – please attach two (2) months’ bank statements 
4. Your last two (2) pay stubs 
5. Letter from your employer stating position, salary and dates of employment 
6. Consumer Credit Application (enclosed) 
7. In the event the Shareholder has obtained Bank Financing to purchase his apartment, the 

Shareholder must provide a letter showing the Shareholder Lender approves of the Sublet.  In the 
event approval is not required pursuant to the Shareholder’s Loan Documents, the Shareholder 
shall submit a Notarized Affidavit stating no such approval is required. 

8. Lead Based Paint Disclosure Forms (enclosed).  The disclosure documents must be completed in 
their entirety.  Enclosed is the Lead Paint Disclosure Brochure. 

9. House Rules Acknowledgement (enclosed) – Also enclosed is a copy of the House Rules. 
 

CHECKS TO BE ENCLOSED WITH APPLICATION 
 

$250 Application Fee – This fee is non-refundable.  Check payable to Excel Bradshaw Management 
Group, LLC.  This will cover our administrative costs in verifying your information. 

$150 Application Fee – This fee is non-refundable.  Check payable to Burns Street Owners Corp. 
$55 Per applicant for a consumer credit report.  Check payable to Excel Bradshaw Management 

Group, LLC.  This fee is non-refundable. 
*$500 Move In Fee – CERTIFIED CHECK payable to Burns Street Owners Corp. 
*$500 Move In Deposit – CERTIFIED CHECK payable to Burns Street Owners Corp. The Deposit Fee 

is refundable after the move-in if no damage has occurred.  See Move In Agreement 
attached. 

*$500 Move Out Fee – CERTIFIED CHECK payable to Burns Street Owners Corp.  This fee is 
payable by the Shareholder or current sublet tenant. 

*NOTE Checks will be held pending sublet approval.  Upon approval they will be processed. 
 
No application will be forwarded to the Board of Directors unless all of the items have been properly 
complied with, assembled into 8 complete packages (one original & 7 copies) and received by the Closing 
Department.  All inquiries regarding a sublet package should be from the applicant.  All other parties should 
contact you for any information regarding the status or processing your application. 
 
After the review of your application the Board of Directors may elect to arrange a meeting with your 
prospective subtenant.  After the meeting, you will be notified of the Board’s decision.  If approved, a sublet 
may then take place. 
 
The Board of Directors for Burns Street Owners Corp. meets on a monthly basis.  Please allow thirty (30) 
days from the time your completed application is submitted before an interview can be scheduled. 
 
Please be advised that only one (1) application will be reviewed and considered for each apartment at any 
one time. 
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BURNS STREET OWNERS CORP. 
 

MOVE-IN AND MOVE-OUT PROCEDURES FOR 
68-12, 68-20, 68-30, 68-36 AND 68-44 BURNS STREET 

 
In order to facilitate a successful move-in/out, the following procedures are to be followed when moving 
furniture, furnishings, and/or personal property into or out of the buildings: 
 
MOVE-IN / MOVE-OUT FEES AND DEPOSITS 
 
The payment of the following fees is due at the time of closing (for unit purchases and sales) or at any time 
you submit the sublet application (for sublets).  These fees apply to both moves IN and OUT of the 
buildings, and are payable by both the shareholder/seller who is moving out, and the prospective 
purchaser/sub lessee who is moving in. 
 

A. By certified check, bank check, or money order, the amount of FIVE HUNDRED 
DOLLARS ($500), payable to Burns Street Owners Corp., as a non-refundable move-in 
or move-out fee. 

 
B. By certified check, bank check, or money order, the amount of FIVE HUNDRED 

DOLLARS ($500), payable to Burns Street Owners Corp., as a security deposit for a 
move-in or move-out, which shall be refunded after final inspection by the 
Superintendent / Managing Agent and assurance that no damage has occurred 
during the move. 

 
All checks must be made payable to Burns Street Owners Corp. 
 
Please note that Shareholders who move out prior to a closing or a submission of a sublet application 
package must also submit to Excel Bradshaw Management Group the move-out fees and deposits required 
prior to scheduling a move-out date with the Superintendent.  No refund checks will be issued unless you 
inform Excel Bradshaw of your forwarding address.  The Superintendent will not schedule a moving date 
unless approval is received from the Managing Agent. 
 
MOVE-IN/OUT SCHEDULING 
 
Move in and out of the buildings must occur between 9:00 a.m. and 5:00 p.m., Monday through Friday, 
excluding holidays.  It is very important that you schedule a moving date with the Superintendent at least 
one week before the move.  This will allow the Superintendent to take the proper precautions, including the 
hanging of elevator padding, to prevent possible damage to common areas of the building.  Please take this 
into consideration when you make arrangements with moving companies.  There will be no exceptions to 
this policy. 
 
An inspection of the common areas of the premises, including elevators will be made within a reasonable 
time after you move.  If any damage has occurred, the managing agent will notify you in writing.  The cost of 
repairs will be deducted from your deposit amount and the balance, if any, will be refunded to you.  If there 
is any damage that exceeds the amount of your deposit, you will be required to pay the additional amount 
within ten (10) days of receipt of notification by the Managing Agent.  If there is no damage, the deposit will 
be refunded in full.  Please note that the refund process will take 30-45 days, since confirmation of no 
damage must be received and refund checks drawn.  Also, please be reminded that you must inform us of 
your new address if you are moving out of the building. 
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INSURANCE REQUIREMENTS 
 
Please note that all moving companies who are hired to move you in or out of the buildings will be required 
to provide the Cooperative with the required Certificates of Insurance.  This certificate will name Burns 
Street Owners Corp. and Excel Bradshaw Management Group, LLC as additionally insured on their policy.  
 The Certificate of Insurance requirements can be found within this package. 
 
 
 
Please sign below indicating that you have read and agree to abide by all of the above procedures. 
 
Print Name ___________________________Signature __________________________ 
 
Date ____________________ 
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Disclosure of Information on Lead-Based Paint and/or 

Lead-Based Paint Hazards 
 

Lead Warning Statement 
Housing built before 1978 may contain lead-based paint.  Lead from paint, paint chips and dust can pose health 
hazards if not managed properly.  Lead exposure is especially harmful to young children and pregnant women.  Before 
renting pre-1978 housing, lessors must disclose the presence of known lead-based paint and/or lead-based paint 
hazards in the dwelling.  Lessees must also receive a federally approved pamphlet on lead poisoning prevention. 
 
Lessor’s Disclsosure 
Presence of lead-based paint and/or lead-based hazards (Check (i) or (ii) below): 
 

(i) ---- Known lead-based paint and/or lead-based paint hazards are present in the housing (explain) 
__________________________________________________________________________________________ 
  

(ii) ---- Lessor has ne knowledge of lead-based paint and/or lead-based paint hazard in the housing. 
 
Records and reports available to the lessor (Check (i) or (ii) below): 
 

(i) ---- Lessor has provided the lessee with all available records and reports pertaining to lead-based 
paint and/or lead-based paint hazards in the housing (list documents below). 

(ii) ---- Lessor has no reports or records pertaining to lead-based paint and/or lead-based paint hazards 
in the housing. 

 
Agent’s Acknowledgement 
Agent has informed the lessor of the lessor’s obligations under 42 U.S.C. 4852d and is aware of his/her responsibility 
to ensure compliance. 
 
Lessee’s Acknowledgement 
Lessee has received copies of all information listed above. 
Lessee has received the pamphlet Protect Your Family from Lead in Your Home 
 
 
__________________ __________________ __________________ __________________ 
Lessee   Date   Lessee   Date 
 
__________________ __________________ __________________ __________________ 
Agent   Date   Agent   Date 
 
__________________ __________________ __________________ __________________ 
Lessor   Date   Lessor   Date 
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BURNS STREET OWNERS CORP. 
68-12/20/30/36/44 BURNS STREET 

FOREST HILLS, NY 11375 
 
 

HOUSE RULES ACKNOWLEDGEMENT 
 

Re: Building: ____________ 
Apartment ___________ 

 
 
I have received a copy and read the current House Rules for BURNS STREET OWNERS CORP. and 
abide by them. 
 
I also understand that I may not move into the building until: 
 

• The Board of Directors has approved my application 
 
• I/we have paid all required move-in fees and deposits and have scheduled a move-in date with the 

Superintendent. 
 
 
Signed:____________________________________ Date: ___________________ 
 
 
Signed:____________________________________ Date: ___________________ 
 
 
 
 
 
 
 
 













Recycled/Recyclable
Printed with vegetable oil based inks on recycled paper 
(minimum 50% postconsumer) process chlorine free.

If you think your home has high 
levels of lead:

� Get your young children tested for lead, even if
they seem healthy.

� Wash children’s hands, bottles, pacifiers, and toys
often.

� Make sure children eat healthy, low-fat foods. 

� Get your home checked for lead hazards.

� Regularly clean floors, window sills, and other 
surfaces.

� Wipe soil off shoes before entering house.

� Talk to your landlord about fixing surfaces with
peeling or chipping paint.

� Take precautions to avoid exposure to lead dust
when remodeling or renovating (call 1-800-424-
LEAD for guidelines).

� Don’t use a belt-sander, propane torch, high
temperature heat gun, scraper, or sandpaper on
painted surfaces that may contain lead.

� Don’t try to remove lead-based paint yourself. 

Simple Steps To Protect Your Family 
From Lead Hazards



Protect
Your
Family
From
Lead In
Your
Home

United States 
Environmental
Protection Agency

United States
Consumer Product
Safety Commission

United States
Department of Housing
and Urban Development


























