
CITY OF RANCHO PALOS VERDES 
INSTRUCTIONS FOR PREPARING A VICINITY MAP AND PROPERTY OWNERS LIST 

 
In order to satisfy public noticing requirements, certain planning applications require the submittal of a vicinity map 
and accompanying property owners list. The size of the vicinity map varies by application and may involve either 
adjacent properties, a 100’ radius, or a 500’ radius. Please check on the application form you are submitting for the 
vicinity map size you must submit. 
 
With the exception of “Adjacent Properties” maps, a vicinity map and property owners list must be prepared by a Title 
Company or other professional mailing list preparation service. The mailing labels must be certified as accurate by 
the agent preparing the mailing list. Attached is a list of firms that provide services in preparation of vicinity maps 
and certified mailing labels. This is not intended to be an exhaustive list and the cost of the services provided will 
vary. 
 
If you have any questions regarding properties of the vicinity map or property owners list, as described below, please 
contact a planner at (310) 544-5228. 
 
VICINITY MAP 
 
The purpose of the vicinity map is to clearly show all properties within the required radius of the subject lot (applicant). 
The vicinity map must clearly show the required radius line, dimensioned and drawn from the exterior boundaries of 
the subject lot, as shown below. All neighboring properties (including lots outside R.P.V. city limits) which fall 
completely within, partially within or are just touched by the radius line, must be consecutively numbered and the 
names and the addresses of the owners provided to the City as described below. Please devise your own consecutive 
numbering system on the map and ignore the lot number, Assessors number, or any other number already found on 
the lots on the vicinity maps. An “adjacent properties” vicinity map does not involve a set radius but rather needs to 
identify all properties behind, besides, and in front of the proposed project site, as shown below. The city’s planning 
staff can provide the base map for preparing the vicinity map for a nominal charge. Applicants may also prepare their 
own maps, at a clearly marked scale of not less than 1” = 200’. 
 
PROPERTY OWNERS MAILING LIST 
 
The property owner of every parcel (even if vacant, rented or government owned), which falls completely or 
partially within the required radius on the vicinity map must be identified, placed on a mailing list and submitted to 
the City. The name and address of every property owner along with the assigned lot identification number, which 
corresponds to the vicinity map, must be neatly typed on 8 ½” x 11 sheets of Xerox or Avery self-adhesive labels, as 
shown below. Two (2) sets of self-adhesive labels and a Xerox copy of the list must be provided to the City with 
your subject application. These labels will be used by the City to mail notice of your subject application to 
neighboring property owners. The property owners list must be obtained from the most current L.A. County Tax 
Assessor’s roll. The City does not provide this service. The Assessor’s office located at 500 W. Temple Street, 
Room 205, Los Angeles, CA 90012. Office hours are 8:00 am to 4:30 pm Monday- Friday. The telephone number is 
(213) 974-3441. 
 
SAMPLE MAILING LABELS 
 
Assigned Lot I.D. Number 
Property Owner Name 
Address 
City, State, Zip Code 
 
1  2 
Harold Jackson  Malcolm Hill 
773 Graylog  4117 Greenwood Meadow 
RPV, CA 90275  Torrance, CA 90503 
 
 



 
 
 
 
  



 
 
 


