
VANITY ADDRESS GUIDELINES 

 

According to the authority found in Section 1043 of the New York City Charter, the Queens Borough 

President’s Office adds a new rule to Chapter 4 of Title 45 of the Rules of the City of New York, in 

accordance with the requirements of Section 1043. The proposed rule concerns the provision of new 

services and the assessment of fees for those services by the office’s Topographical Bureau, pursuant to 

Charter Section 82. New matter in the following rule is underlined, and deleted material is in brackets. 

This rule was not included in the Queens Borough President’s Office’s regulatory agenda. 

 

Purpose 

 

This proposed new rule, to be included in the rules of the Queens Borough President’s Office, under  

Chapter 4 of Title 45, creates a procedure for assigning, and assessing a fee for the assignment of,  

vanity addresses (i.e., addresses that are not regular, sequential house numbers), according to Section 

82 of the New York City Charter, which specifies that the Borough President will maintain a  

Topographical Bureau that will provide certain services. These services include, among other things,  

issuing and ensuring the proper display of house numbers, and preparing, reviewing, and maintaining 

a variety of maps. 

 

The Borough President’s Office has received requests from building developers and owners for the  

assignment of vanity addresses. Because these addresses are not regular, sequential addresses, they 

could cause confusion and delay in the prompt arrival of emergency services, including police, fire, and 

ambulance services. It is therefore important that strict size and location standards be applied in 

permitting the use of vanity addresses, and that close oversight be used in the assignment, 

implementation and continuing use of these addresses. This is a time consuming and 1abor intensive 

process, and for this reason, this rule would provide for the assessment of fees for applying for vanity 

addresses, for the assignment of vanity addresses, and an annual inspection fee for owners of sites with 

vanity addresses.  

 

Rule 

 

Section 1. Subchapter B of chapter 4 of Title 45 of the Rules of the City of New York is re-lettered  

subchapter C, sections 4-05, 4-06 and 4-07 of such subchapter are re-numbered sections 4-09, 4-10 and 

4-11, and a new subchapter B is added, to read as follows: 

 

 

Subchapter B.  Vanity Addresses 

 

Section 4-05. Vanity addresses.: 

Vanity addresses [i.e., addresses that are not regular sequential house numbers] will 

be assigned by the Office of the Queens Borough President, at its discretion. 

 

(a)  Applications.   

Applications for vanity addresses will include the following:  the name, address and 

contact information of the property owner and of the property owner’s representative 

on the project of the site under consideration; two (2) copies of a signed and sealed  

site plan, approved by the New York City Department of City Planning or the New 

York City Department of Buildings, which shows all building entrances and the 

streets which front on the block on which the site is located; two (2) copies of the tax 

map for the block on which the site is located; a signed letter from the property owner 

requesting the assignment of a vanity address; and the payment of a non-refundable 

application fee as provided in subchapter C of this chapter . 

 



 

(b)  Signage. 

 

1) As part of the processing of a vanity address application, the property owner must 

submit two (2) sets of signage drawings, showing the proposed signage for the vanity 

address location in the form specified in these rules, to the Office of the Queens 

Borough President for approval. 

 

2) The property owner, in addition to displaying the vanity address, must also display 

the assigned house number and street name at the primary entrance to the property 

and as required by the other sections in this subchapter. 

 

3) The property owner must notify the Office of the Queens Borough President when 

the signage has been installed.  

 

4) There will be an annual inspection, for which the property owner must pay an 

annual fee, as provided in subchapter C of this chapter, to ensure that official house 

number addresses can be seen on buildings and are otherwise in compliance with this 

subchapter.    

 

 

 

Section 4-06. Vanity address specifications. 

 

 (a) Specifications.: 

All vanity addresses must be at least five (5) inches in height and may be 

metal, metal foil, glass, plastic, wood or paint in make-up; 

where such house numbers are displayed in paint, such  

   numbers must be an even and uniform 5/8”. 

 

 (b) Location.:  

All vanity addresses must be located at any of the following locations: 

 

   1) On the front wall of the building within two (2) feet of the 

knob side of the door and not less than four (4) feet from  

the bottom of the wall, nor at a height greater than the height 

of the door; or 

 

 2) On the front wall of the building above the door, at the center 

line of the opening and within two (2) feet of the height of 

the door. All transoms will be considered part of the building 

wall for purposes of these rules; or 

 

3) Where an entrance door is recessed in excess of three (3) feet  

from the building line, the vanity address must be placed on 

the front wall of the building nearest the front entrance in 

accordance with either subdivision (b) or paragraph (2) above; 

[and] or 

 

4)  On the front wall of the building adjacent to the entrance doors; and 

 

5) Such other locations on the front of the building as may be  

approved by the Office of the Queens Borough President. 



 

6) For purposes of this subdivision, the term “front” means the side of  

the building which faces the street on which numbers have been assigned. 

 

 

 

  (c) Responsibility  for display and illumination. 

All owners, agents, or other persons in charge of buildings to which vanity 

addresses have been assigned by the Queens Borough President’s Office are 

responsible for the display of such addresses in accordance with the requirements of 

this subchapter, so that they may at all times be plainly legible from the sidewalk 

in front of such buildings.  When necessary to ensure visibility, proper illumination 

must be provided for all address signage required by this subchapter . 

 

 

(d)  Penalties for violations. 

Failure to comply with these rules and those sections of the Administrative Code 

applicable to them within thirty (30) days of receipt of notice of violation will subject 

the owner, agent or other person in charge of any building to the penalties provided 

for in the Administrative Code, including possible revocation by the Queens 

Borough President’s Office of the right to use a vanity address. 

 

 

Section 4-07. Directional sign-display of vanity addresses. 

 

(a) Sign facing city streets.: 

A directional sign must be installed within five (5) feet of the  

building line, facing the street upon which the address is 

assigned. The sign must display all the assigned addresses, in addition to the name 

of the street, and must include arrows or other symbols, approved by the Queens 

Borough President’s Office, to direct pedestrians toward the building entrance. 

 

 

(b) Additional signs. 

 

1) Based on distance of building entrance to street. 

One additional directional sign must be posted for each two hundred (200)feet of 

distance between the building entrance and the street on which the address is 

given. 

 

2) Based on changes of direction between building entrance and street. 

One additional directional sign must be posted at each change indirection to be 

traveled between the building entrance and the street on which the address is 

assigned. 

 

(c) Posting of address on door. 

The complete address, which will include the vanity address and the name of the 

street on which the address is assigned, must be placed upon or adjacent to the 

entrance door in accordance with these rules. 

 

(d) This section also applies whenever the Queens Borough President’s Office 

determines that addresses may not be clearly visible from the street, such as when 



buildings are set back from the street, where entrances are routed out of a parallel 

plane to the building line, or where buildings do not front on city streets. 

 

 

Section 4-08.Interior directional signs. 

 

(a)  This section applies in all cases where the  

Queens Borough President’s Office determines that addresses may not clearly direct 

the public to their designated location within the building(s) assigned: 

This situation usually arises with respect to developments 

where two or more buildings have a common entrance, or in  

cases where specific building towers or sections of a building 

require separate address designations. 

 

(b)  Interior directional sign(s) to be posted within lobby. 

An interior directional sign must be installed within the immediate 

lobby area of the main entrance, which clearly directs the public to the appropriate 

tower(s) or section(s) of the building. The sign must display all the assigned 

addresses, in addition to the name of the street, and must include arrows or other 

symbols as approved by the Queens Borough President’s Office. 

 

(c ) Additional interior directional signs required. 

 

(1)  One additional interior directional sign must be posted for each one hundred (100) 

feet of distance between the lobby and the appropriate tower or section of the building 

to which the address is assigned. 

 

(2)  One additional interior directional sign must be posted at each 

   change in direction to be traveled between the lobby and the appropriate tower 

or section of the building to which the address is assigned. 

 

 (d) Address to be posted at base of each tower. 

The address, which will include the name of the street upon which the address is 

assigned, must be placed within the entry area of the assigned portion of the building, 

or at the base of the appropriate tower. 

 

(e)  Review of plans for directional signs. 

The Office of the Queens Borough President may require the submission of proposed 

plans of directional signs for review and approval prior to the fabrication and 

installation of directional signs.  

 

 

Under this new rule, the following fees apply to vanity address applications:  

 

$10,500   Vanity Address Fee  

$11,500   Non-refundable Vanity Address Application Fee 

$10,500   Annual Vanity Address Inspection Fee     

                                                                                  


