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INSTRUCTIONS FOR COMPLETING THE 

SUMP PUMP MAINTENANCE COVENANT 

How to fill out the forms, prepare required exhibits, and navigate the City review and recordation process. 

 

 Purpose of this handout: The City of La Cañada Flintridge requires that a Sump Pump Maintenance Covenant be 
prepared, reviewed by the City, notarized, and officially recorded with the Los Angeles County Recorder's Office as a 
condition of permit approval. This packet explains step by step how to complete the covenant form, what to include in 
Exhibits A and B, and how to move through the City review and county recordation process. 

 

Important sequence notice: The covenant must be approved by City Building and Safety before it is signed or 
notarized. Do not sign or notarize until you have received written City approval. 

 

SECTION 1 

HOW TO COMPLETE THE COVENANT FORM 

 

Overview: The Covenant form is the legal document that will be recorded against your property. All fields must be filled in 
completely and accurately. Do not alter, redline, or modify any of the pre-printed legal language in the form. Only the fillable 
fields described below should be completed. 

 

FORM FIELD INSTRUCTIONS 

Owner Name(s) Enter the full legal name(s) of all person(s) or entity(ies) on title to the property. If 
the owner is a trust, enter the full trust name (e.g., "The Smith Family Trust, dated 
January 1, 2020"). If the owner is a corporation or LLC, enter the full legal entity 
name exactly as it appears in formation documents. 

Assessor's Parcel Number 
(APN) 

Enter the 10-digit Assessor's Parcel Number as shown on your property tax bill or 
title report (format: XXXX-XXX-XXX). This must match Los Angeles County 
Assessor records exactly. 

Tract Number Enter the recorded Tract Number for your parcel as shown on the legal description 
in your title report or grant deed (e.g., "Tract No. 12345"). 

Lot Number Enter the Lot Number as shown on the recorded tract map (e.g., "Lot 10"). 

Property Address Enter the complete street address of the property, including street number, street 
name, city (La Cañada Flintridge), state (CA), and ZIP code. 
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Legal Description Transcribe the full legal description from your grant deed or title report into the 
legal description box. If the description is lengthy, attach a continuation sheet 
labeled "Legal Description — Continuation" and note "See Attached" in the box. 

Building Plan / Grading Plan 
Reference (GRADE# / BLR#) 

Enter the Building/Grading permit number assigned by the City of La Cañada 
Flintridge Building and Safety Department. This number will be provided to you at 
plan check submittal.  

Owner Signature(s) Do NOT sign until City Building and Safety has approved the covenant text and 
exhibits (see Section 4). All persons or authorized signatories listed as owner must 
sign in blue or black ink in the presence of a California Notary Public. 

Print Name / Title / Date Print the full legal name of each signer, their title or capacity (e.g., "Owner," 
"Trustee," "President"), and the date of signing. Date must match the date of 
notarization. 

Notary Acknowledgment 
Block 

This section is completed by the California Notary Public at the time of signing. Do 
not fill in any part of this block yourself. The Notary will complete all fields and affix 
their official seal. 

 

⚠  DO NOT ALTER THE LEGAL LANGUAGE: The covenant contains pre-approved legal language required by the 

City of La Cañada Flintridge. Do not add, delete, strike through, or modify any pre-printed text. Only fill in the 
designated blank fields. Any unauthorized alterations will result in rejection of the document and will require 
preparation of a new covenant. 
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SECTION 2 

EXHIBIT A — SITE PLAN REQUIREMENTS 

 

What is Exhibit A? Exhibit A is a scaled site plan drawing that shows the location of the sump pump and all associated 
discharge infrastructure on your property. It must be attached to the covenant and will be permanently recorded with the 
document. 

 

Format requirement: The site plan must be printed on a standard 8.5" × 11" sheet. If your engineer or surveyor produces 
a larger format drawing, it must be reduced and reproduced to fit on an 8.5" × 11" sheet while remaining clearly legible. 
Multiple 8.5" × 11" is acceptable if the property can not be shown on one sheet.  

 

REQUIRED ELEMENTS — YOUR SITE PLAN MUST SHOW ALL OF THE FOLLOWING: 

 

✓ ELEMENT NOTES 

☐ Sheet Size 8.5" × 11" (letter). Number additional sheets if needed. 

☐ 
Scale & Scale Bar Standard engineering scale (e.g., 1"=10', 1"=20'). A graphic 

scale bar must appear on the sheet. 

☐ North Arrow A north arrow must be clearly shown. 

☐ Property Lines All property lines with bearings and distances, clearly labeled. 

☐ 
Adjacent Streets All adjacent public streets and rights-of-way with street names 

labeled. 

☐ 
Existing Structures & Improvements All buildings, walls, fences, driveways, and other improvements 

on the property. 

☐ 

Sump Pump Location Exact location, labeled "SUMP PUMP" (or similar). Must be 
dimensioned from at least two fixed reference points (property 
lines or structures). 

☐ 

Discharge / Outlet Point(s) Exact location(s) of all outlet structures, daylight points, or 
connections to an approved disposal facility. Must be labeled 
and dimensioned. 

☐ 
Discharge Line Route Route of all underground and surface discharge pipes, with pipe 

material, diameter, and slope noted where available. 

☐ 

X/Y Coordinates — Sump Pump Provide precise coordinates in one of the following formats: (a) 
Geographic: Latitude/Longitude in Decimal Degrees (NAD 83), 
minimum 6 decimal places.     Example: Lat. 34.XXXXXX°N, 
Long. -118.XXXXXX°W (b) State Plane: CA State Plane Zone V 
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(NAD 83), U.S. Survey Feet.     Example: N: XXXXXXX.XX ft, E: 
XXXXXXX.XX ft 

☐ 
X/Y Coordinates — Outlet Point(s) Precise coordinates for each outlet/discharge point, in the same 

coordinate system used for the pump location. 

☐ 

Preparer Information Name, license number (if applicable), address, phone, and 
signature of the plan preparer. If prepared by a licensed 
engineer or surveyor, their official seal must appear on the 
sheet. 
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SECTION 3 

EXHIBIT B — MANUFACTURER'S MAINTENANCE REQUIREMENTS 

 

What is Exhibit B? Exhibit B establishes the minimum maintenance standard that the property owner must meet under the 
recorded covenant. It must consist of the official manufacturer's maintenance documentation for the specific sump pump 
model installed at the property. 

 

What to attach: Attach the relevant pages from the manufacturer's owner's manual or the manufacturer's published 
maintenance schedule (printed from the manufacturer's website). If the manufacturer's documentation does not address all 
items in the checklist below, you must supplement it with a written maintenance protocol prepared and signed by a licensed 
Engineer. 

 

PUMP SYSTEM IDENTIFICATION — Complete before submitting: 

 

Pump Manufacturer:  

Pump Model Number:  

Pump Horsepower / 
Rated GPM: 

 

 

 

DOCUMENTATION CHECKLIST — Check all items your attached documents address: 

 

# MAINTENANCE ITEM MINIMUM FREQUENCY 

1 
Inspection of pump motor, impeller, and housing for wear, corrosion, 
or damage. 

Annually 

2 
Cleaning of pump intake screen/strainer to remove debris and 
sediment. 

Annually or per mfr. 

3 
Inspection and cleaning of discharge piping, fittings, and outlet 
structures. 

Annually 

4 Testing of float switch and automatic start/stop mechanism. Annually 

5 
Wet-run test of pump under load to verify pumping capacity and 
proper operation. 

Annually 

6 
Inspection of check valve (if present) for proper seating and backflow 
prevention. 

Annually 

7 
Inspection of electrical connections, conduit, wiring, and GFCI 
protection. 

Annually 



  City of La Cañada Flintridge  |  Building and Safety Department 

https://lcf.ca.gov/  |  Building & Safety: (818) 790-8651  |  Page 6 of 9 

8 
Cleaning of sump pit/basin; removal of accumulated sediment or 
debris. 

Annually or as needed 

9 
Lubrication of mechanical moving parts, bearings, or seals per 
manufacturer specs. 

Per manufacturer 

10 
Replacement of worn seals, bearings, impellers, or components at 
end of service life. 

As needed 

11 Verification that all alarms (high-water, failure alerts) are operational. Annually 

12 
Maintenance of written inspection log, retained for a minimum of five 
(5) years. 

After each event 

 

ATTACH ONE OR MORE OF THE FOLLOWING TO SATISFY EXHIBIT B: 

 

  ☐   Owner's Manual — relevant maintenance and inspection sections (highlight or tab the applicable pages). 

  ☐   Manufacturer's published maintenance schedule printed from the manufacturer's official website. 

       (If using a website printout, note the URL and date accessed: 
_______________________________________________) 

  ☐   Written maintenance protocol prepared and signed by a licensed Civil Engineer, addressing all 12 items above 

that are not covered by manufacturer documentation. 

 

Note: Whichever documentation you attach, it must be legible, in English, and clearly identify the pump make and 
model to which it applies. 
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SECTION 4 

CITY REVIEW AND COUNTY RECORDATION — STEP-BY-STEP 

 

Follow the five steps below in the exact order shown. Completing steps out of order — especially signing or notarizing 
before City approval — will require you to prepare a new covenant at your own expense. 

 

STEP 1   |   ASSEMBLE YOUR COMPLETE COVENANT PACKAGE 

• Complete all fillable fields in the Covenant form (owner name, APN, tract/lot, address, and legal description). 

• Prepare Exhibit A (Site Plan) per the requirements in Section 2 of this handout. The drawing must be on an 
8.5" × 11" sheet, drawn to scale, and include all required elements including X/Y coordinates. 

• Prepare Exhibit B (Manufacturer Maintenance Requirements) per Section 3. Attach manufacturer 
documentation and/or a licensed Engineer’s maintenance protocol. 

• Complete the Pump System Identification block on the Exhibit B cover page. 

• Collate the package in this order: (1) Covenant form, (2) Exhibit A — Site Plan, (3) Exhibit B — Maintenance 
Documentation. 

⚠  DO NOT sign or notarize at this step. The document must be reviewed and approved by the City 

first. 

 

STEP 2   |   SUBMIT FOR CITY BUILDING AND SAFETY PLAN CHECK 

• Submit the complete, unsigned covenant package to the ConnectLCF Permit portal for Plan Review: 

• Staff will review the covenant text, Exhibit A (Site Plan), and Exhibit B (Maintenance Documentation) for 
completeness and compliance. 

• If corrections are required, staff will contact you with specific comments. Make all corrections and resubmit. 
Do not sign or notarize the document during this period. 

• City approval will be indicated by the authorized City staff signature and date in the "FOR DEPARTMENT 
USE ONLY" box on the covenant form. 

⚠  You must have the signed City approval block in hand before proceeding to Step 3. 

 

STEP 3   |   EXECUTE SIGNATURES BEFORE A CALIFORNIA NOTARY PUBLIC 

⚠  CRITICAL: Only after City approval has been granted may signatures be executed. 

• All persons listed as Owner on the covenant must sign in person before a California-licensed Notary Public. 
Bring a valid, government-issued photo ID. 

• If Owner is a trust, bring a copy of the Certification of Trust (Prob. Code § 18100.5). If Owner is a corporation 
or LLC, bring a corporate resolution or statement of authority authorizing the signer. 
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• All signatures must be original (wet ink) — photocopies or electronic signatures are not acceptable for 
recorded documents. 

• The Notary Public will complete the California All-Purpose Acknowledgment block and affix their official seal. 
Do not fill in any part of the notary section yourself. 

• Do not make any changes, additions, or corrections to the document after it has been signed and notarized. 

 

STEP 4   |   RECORD WITH THE LOS ANGELES COUNTY REGISTRAR-RECORDER 

• Take the original, City-approved, signed, and notarized covenant (with Exhibits A and B attached) to: 

• Los Angeles County Registrar-Recorder/County Clerk  

• Pay the applicable recording fee. Fees are set by the County Recorder and are subject to change — contact 
the Recorder's office for the current fee schedule. 

• The Recorder will stamp the document with the Document Number, Recording Date, and reel/image 
reference in the 3" × 3" box at the top right of the first page of the Covenant. 

• Request a conformed or certified copy of the recorded document at the time of recording, or order one 
afterward. A certified copy will be needed for Step 5. 

 

STEP 5   |   RETURN A RECORDED COPY TO THE CITY 

• Deliver or mail a conformed or certified copy of the fully recorded Covenant to: 

o City of La Cañada Flintridge — Building and Safety Department, 1 Civic Center Dr, La Cañada 
Flintridge, CA 91011 

o The copy must show the Recorder's official stamp, including the Document Number, Recording 
Date, and recording reference. 

• Your building or grading permit cannot be issued until this step is complete and the recorded copy is 
received and verified by City staff. 

• Retain an additional copy of the recorded Covenant in your permanent property records. This document runs 
with the land — it will be relevant to any future sale, refinancing, or transfer of the property. 
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QUICK-REFERENCE CHECKLIST 

Use this checklist to track your progress through the covenant process. 

 STEP 1 — Package Preparation 

☐ Covenant form fully completed (all fields filled in; no alterations to pre-printed legal text). 

☐ Exhibit A (Site Plan) prepared on 8.5" × 11", to scale, with all required elements and X/Y coordinates. 

☐ Exhibit B completed: pump identification fields filled in; manufacturer documentation attached. 

☐ Package collated: Covenant → Exhibit A → Exhibit B. Document is NOT yet signed or notarized. 

 STEP 2 — City Plan Check 

☐ Complete package submitted to City of La Cañada Flintridge Building and Safety Department. 

☐ Any City correction comments received, addressed, and resubmitted. 

☐ City approval received — "For Department Use Only" block signed and dated by authorized City staff. 

 STEP 3 — Notarization 

☐ 
All Owner(s) signed the covenant in wet ink, in the presence of a California Notary Public — AFTER City 
approval. 

☐ Notary completed the California All-Purpose Acknowledgment block and affixed official seal. 

 STEP 4 — County Recording 

☐ Original covenant (with Exhibits A & B) submitted to LA County Registrar-Recorder for recording. 

☐ Recording fee paid; Recorder's stamp and document number received. 

☐ Conformed or certified copy of recorded document obtained. 

 STEP 5 — Return Copy to City 

☐ Conformed or certified copy of recorded covenant returned to City Building and Safety. 

☐ Copy of recorded covenant retained in owner's permanent property records. 

 

Questions? Contact us: 

City of La Cañada Flintridge — Building and Safety Department 

Building and Safety Department, 1 Civic Center Dr, La Cañada Flintridge, CA 91011 

Phone: (818) 790-8651   |   Website: https://lcf.ca.gov/ 

 



COUNTY OF LOS ANGELES 
DEPARTMENT OF PUBLIC WORKS 
BUILDING AND SAFETY DIVISION 

900 S. FREMONT AVENUE, 3RD FLOOR 
ALHAMBRA, CA 91803-1331 

 
Space above this line is for Recorder’s use 

 

MAINTENANCE COVENANT FOR SUMP PUMP 
 

I (we),  , hereby certify that I (we) am (are) the legal owner(s) of the real property described as follows, 
located in the County of Los Angeles, State of California: 

 
LEGAL DESCRIPTION 

 
ASSESSOR’S ID # TRACT NO. LOT NO.  

ADDRESS:     

 
That owner(s) shall maintain the dual sump pump system shown on the attached Exhibit A map and on Grading/Building Plan #___________________, on 
file in the office of the La Cañada Flintridge Building and Safety Division, in a good and functional condition to safeguard the property owners and adjoining 
properties from damage.  
 
The owner(s) shall conduct maintenance inspection of all drainage devices shown on the Grading/Building Plan #___________________, on file in the 
office of the City of La Cañada Flintridge Building and Safety Division, at least once a year and retain proof of the inspection.  
 
The undersigned also covenants and agrees for himself, his heirs, successors, and assigns to indemnify, defend, and save harmless the City of La Cañada 
Flintridge, its agents, officers and employees from and against any and all liability, expenses, including defense costs and legal fees, and claims for 
damages of any nature whatsoever, including, but not limited to, bodily injury, death, personal injury, or property damage arising from or connected with the 
construction or maintenance of said work.   
 
Owner makes this Covenant and Agreement on behalf of itself and its successors and assigns.  This Covenant and agreement shall run with the Subject  
Property and shall be binding upon Owner, future owners, and their heirs, successors and assignees, and shall continue in effect until the release of this  
Covenant and Agreement by the City of La Cañada Flintridge, in its sole discretion. 
 
Owner(s): 

By:  Date:  
 

By:  Date:  

 

 
STATE OF CALIFORNIA, COUNTY OF on , 20 before 
me,  personally appeared , who proved to me the 

(Name and Title of the Officer) (Name of Signer) 

basis of satisfactory evidence to be the person(s) whose name(s) is/are subscribed to the within instrument and 
acknowledged to me that he/she/they executed the same in his/her/their authorized capacity(ies), and that by his/her/their 
signatures(s) on the instrument the person(s), or the entity upon behalf of which the person(s) acted, executed the 
instrument. I certify under PENALTY OF PERJURY under the laws of the State of California that the foregoing paragraph 
is true and correct. 

WITNESS my hand and official seal. 
Signature   

(Signature of Notary Public) 

 
 

 
 

FOR DEPARTMENT USE ONLY: 
MUST BE APPROVED BY CITY OF LA CAÑADA FLINTRIDGE BUILDING AND SAFETY DIVISION PRIOR TO RECORDING. 

 
APPROVED BY:      Date   

(Print Name)   (Signature) 

RECORDING REQUESTED BY 
AND MAIL TO: 

Applicant 
Address 

A notary public or other officer completing the certificate verifies only the identity of the individual who signed the document to 
which this certificate is attached, and not the truthfulness, accuracy, or validity of that document. 
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