
GENERAL INFORMATION

RE FORMS

The following real estate forms are referenced by number and/or 
name in this Amendment/Renewal Application. Forms marked with 
an “*” are part of the RE 635C Packet.

350 Publications Request*

600F Time-Share Purchase Money Security Instructions [B&P 
Code §12243/11244]

600K Time-Share Blanket Surety Bond [B&P Code 
§12243(c)/11244]

600K-1 Instructions (Time-Share Blanket Surety Bond)

600L Time-Share Surety Bond [B&P Code §11243(c)]

605 Subdivision Filing Fees*

608’s Consent to Service of Process (Public Report or Out-of-
State Registration)
[608 = Individual, Partnership, Corporation, Limited 
Liability Company];  
[608A = Consent to Service of Process (Out of State 
Trustee)]

611A Planned Construction Statement

614E Receipt for Public Report

615 Notice of Cancellation Rights

623 Budget Worksheet

624A HOA Common Facilities

624C Special District & Special Assessment District

626D Trustee/Escrow Depository Agreement (Out-of-State)

635C Amendment/Renewal Application (time-share)*

639 Supplemental Questionnaire (Common Interest 
Subdivision Conversion)

643C Assessment Security Agreement & Instructions to 
Escrow Depository [B&P Code § 11241]

643D Subsidy Security agreement & Instructions to Escrow 
Depository [B&P Code § 11242]

668A Notice of Intention

681 Budget Review Request
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 This	is	a	form	to	request	an	amendment	and/or	renewal	of	a	final	public	report	for	a	time-share	plan.

 Detach and retain this Part I for reference

State	of	California
Department	of	Real	Estate

Public Report 
Amendment/Renewal Application (Time-Share)
RE 635C Part I (Rev. 6/24)
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STATUTE REFERENCES

B&P Code Section 11212(z)(1)

A “single-site time-share plan” that is the right to use accommodations 
at a single time-share property.

B&P Code Section 11212(z)(2)

A “multisite time-share plan” that includes either of the following:

§ 11212(z)(2)(A):	A	“specific	time-share	interest”	that	is	the	right
to	use	accommodations	at	a	specific	time-share	property,	together
with use rights in accommodations at one or more other component 
sites created by or acquired through the time-share plan’s reservation 
system.

§	11212(z)(2)(B):	A	“non-specific	time-share	interest”	that	is	the	right
to use accommodations at more than one component site created
or acquired through the time-share plan’s reservation system, but
including	no	specific	right	to	use	any	particular	accommodations.

B&P Code Section 11234

Public	Reports	defined	above	should	include	all	that	information	
under B&P Code Section 11234.

I. When To Apply

If the time-share plan will not be sold out during the term of the 
final	public	report,	application	for	a	renewal	should	be	submitted
approximately six months prior to the expiration date.

If there are errors in the report or if there are or will be material 
changes	in	the	offering	(see	Regulation	2806),	the	existing	final
public report or conditional public report must be amended so
that the information therein contained is correct (amendment).

Pursuant to B & P Code Section 11226f(2), if there is a material 
change	to	the	offering	prior	to	implementation	of	the	change,
unless the change is beyond the control of the developer, written 
notice must be given to DRE as soon as reasonably practicable 
after the occurrence of the event necessitating the change. All
amendments, supplements and facts relevant to the change shall 
be	filed	with	DRE	within	20	days	of	the	material	change,.

If  there is a material change to the public report that is not
adverse to the purchasers, the developer may continue to sell
time-share interests so long as, prior to closing, the purchaser
is given a notice  that describes the material change and each
purchaser is given the previously approved public report.

If there is a material change that is material and adverse to
the purchasers, all purchaser funds shall be held in escrow,
and no closing shall occur until the amendment related to the
material and adverse changes have been approved by DRE.
After that approval, and the amended public report is issued,
the public report shall be sent to the purchaser and the seven-
day rescission period shall commence. If the DRE does not
approve amendment, all sales are subject to rescission and all
funds are to be returned.

II. Where To File Your Application

Please	submit	your	application	to	the	office	listed	below.

III. Use The Latest Forms

Always use the latest revised form. Use of an obsolete form
may invalidate or delay your application.

IV. All Documents Must Be Tabbed/Hole-Punched

In	order	to	efficiently	process	the	application,	we	require	that
all incoming documents, including those submitted after the
original application package, be tabbed with the item numbers
shown in RE 635C Part II. Use heavy stock or fabric tabs, not
plastic or paper tabs. Each tab must show the document’s precise 
item number.

Place the tabs on the right side of the documents. Do not place
all tabs in the same location, but stagger them up and down the
right edge of page. Do not place tabs on the upper two inches
of the documents.

The entire submittal package must be hole-punched as shown
in Figure C.

Note: • Be sure to also tab and hole-punch any documents 
submitted after the initial submittal of the application.

• Do not hole-punch original public reports or maps.

• Do not staple management documents together. They
may be fastened by Acco fastener.

V. Single Responsible Party (SRP)

In order to process your application expeditiously, we request
that a single responsible party (SRP) be designated on RE
635C. Normally, all communication from the DRE regarding
your application will be through this person. Other parties
having an interest in the application should contact the SRP
for status information, rather than the DRE. In addition copies 
of all written communications to the SRP will be sent to the
developer.

Submit	ten	self-adhesive	address	labels	for	the	SRP	of	the	filing
and	another	ten	labels	for	the	developer.	If	your	filing	includes
a	duplicate	budget	package,	submit	five	additional	labels	for
both parties with the DBP. Complete the labels as shown below:

Sample: Mr. John Smith
SMITH TITLE COMPANY
123 Main Street
Anywhere, CA 90000

VI. Communications with the Department

When	corresponding	with	the	Department	about	a	file	or	when
sending	in	deficiencies,	always reference the DRE application
file number and the name of the Deputy assigned.

Make copies of all documents submitted and to retain them for 
your reference.

Subdivisions	Office	–	Technical
651 Bannon Street, STE 506
Sacramento, CA 95811
Telephone: (916) 576-3374
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VII. Filing Fees

Submit a cashier’s check, money order or check payable to the
Department	of	Real	Estate	for	the	filing	fee.	Do not send cash.
Attach	and	submit	the	filing	fee	with	a	photocopy	of	page	1	of
RE 635C.

Note: Refer to Subdivision Filing Fees (RE 605) for appropriate 
fees.

VIII. Answer All Questions

If a question is not applicable, mark it NA. If you need more
space than is available to answer a question, do not hesitate to
use attachments.

IX. DRE Publications

A. Real Estate Law Book

Use RE 350 to order the Real Estate Law Book.

B. Subdivision Public Report Application Guide (SPRAG)

Although the Guide is designed to provide detailed
instructions when completing public report applications
for other than timeshare projects, the information could
prove useful to timeshare project applicants as well.

Use RE 350 to order SPRAG.

NOTE: The Guide is NOT copyrighted. You may reproduce
it if you wish.

C. Operating Cost Manual for Homeowners’ Associations

This manual gives instructions on how to prepare association 
budgets which may be required as part of your application. 
It also includes an approved format as well as average costs 
that can be used for computing assessments.

Use RE 350 to order Operating Cost Manual.

D. Time-Share Manual

A guide for processing Time-share Plan Public Report
Applications. This manual can be found on the DRE
website by following the Developers link on the homepage 
to Developers Information.

X. Public Report Preparation

Amended/renewed public reports are to be prepared by the
Developer in compliance with B&P Code Section 11234.
Following issuance of a Public Report, it will be mailed or
emailed to the entity designated as the Single Responsible Party 
(SRP)	in	the	RE	635C	application	unless	DRE	is	notified	by
the SRP to send it by other means.

XI. Receipt for Public Report — B&P Code § 11236

Each prospective purchaser must be given a copy of the public
report for which a receipt must be completed and retained for
three years. A Receipt for Public Report (RE 614B) shall be
used by the developer (or agent). (Refer to Figure A.) A copy
of RE 614B will be provided when the public report is issued.

The receipt is to be kept on file by the developer (or the agent)

for three (3) years.

Note: B&P Code § 11236(a) states: “A receipt on the form 
specified	 herein	 shall	 be	 taken	 by	 or	 on	 behalf	 of	 the	
developer from each person executing a reservation 
agreement under authority of a preliminary public report 
and	 from	each	person	who	has	made	 a	written	offer	 to	
purchase or lease a time-share interest under authority of 
a	preliminary,	conditional	or	a	final	public	report.”

Subdivision (b) of B&P Code § 11236 provides that the 
receipt shall be retained for a period of three years from 
the date of the receipt and shall be available for inspection 
by DRE during regular business hours.

Section 11234 of the Business and Professions Code stipulates 
when, and to whom, the developer or the developer’s agents or 
salespersons must give copies of the public report/permit:

Prospective Purchaser to Receive Report B&P Code 
§11234

The Developer shall provide the public report to each purchaser 
of a time-share interest in a time-share plan at the time of 
purchase.  The public report shall be in writing or in digital 
format and shall require the purchaser to certify in writing the 
receipt thereof.

A prospective purchaser or lessee must be given an opportunity 
to read the public report before the contract to purchase is 
executed or before any money or other consideration toward 
the purchase of a time-share interest is accepted from you.  See 
B&P Code § 11236(c).

XII. Regulations Regarding Use of Public Report

Interests	in	a	time-share	project	shall	not	be	offered	for	sale	or
lease	until	the	Real	Estate	Commissioner’s	final	or	conditional
(amended or renewed) public report thereon has been issued,
nor shall a deposit be accepted on, or an agreement of sale or
lease be executed for, any interest in the time-share plan until a 
copy	of	the	final	or	conditional	public	report	thereon	has	been
given to the prospective purchaser and a receipt taken therefor.

Each purchaser’s signed receipt for a copy of the final public
report shall be kept on file in the possession of the developer
(or agent) of the time-share plan for three (3) years subject
to inspection at any reasonable time by the Real Estate
Commissioner or his representatives.

No public report shall be used for advertising purposes unless
the report is used in its entirety, nor shall any person advertise or 
represent that the Department of Real Estate or the Commissioner
approves or recommends the time-share plan or sale thereof. No 
portion of the report shall be underscored, italicized or printed
in larger or heavier type than the balance of the report unless
the report issued by the Commissioner is so emphasized.

Sale of a time-share plan interest by the developer or agent
after its repossession shall be considered an original sale, and
a copy of the public report shall be given to the purchaser as
in the case of the original sale.
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The developer or agent shall immediately furnish data in writing 
to the Commissioner on any new condition or development in 
the	time-share	plan	being	offered	for	sale.	(See	Commissioner’s	
Regulation 2806 for an enumeration of material changes that 
require amended public reports.)

If the owner of a time-share plan options or sells 11 or more 
time-share interests to another entity, such option or sale shall 
constitute a material change within B&P Code § 11226(f) and 
Regulation 2806.

Note:All sections of the Business and Professions Code and the 
Regulations (California Code of Regulations) mentioned herein 
can be found in the Real Estate Law Book. A copy is available 
through the Department of Real Estate. See Publications Request 
(RE 350) for ordering instructions.

Review of Sections 11210 through 11288 of the Business 
and Professions Code and Regulations 2805 through 2817 
may	be	of	benefit	to	you.

XIII. Documents to be Delivered B&P Code § 11226.1

Pursuant to Section 11226.1 of the Business and Professions
Code, any person offering to sell or lease any interest subject to
the registration (public report) requirements of Section 11226
shall make a copy of each of the following documents available
for examination by a prospective purchaser or lessee before
the execution of an offer to purchase or lease and shall give a
copy of those documents to each purchaser or lessee as soon
as practicable before transfer of the interest being acquired by
the purchase or lessee:
(a) The declaration of covenants, conditions and restrictions

for the time-share plan.
(b) Articles of incorporation or association for the time-share

owners’ association.
(c) Bylaws of the owners’ association.
(d) Any	other	instrument	that	establishes	or	defines	the	common,

mutual, and reciprocal rights and responsibilities of the
owners or lessees of interest in the time-share plan as
members of the owners’ association or otherwise.

(e) The	current	budget	and	financial	statement	for	the	time-
share plan.

XIV. Request for Budget Review (RE 681)

If the application for the renewal or amendment of the public
report	 affects	 the	budget,	 a	 copy	of	 the	most	 recent	 audited
financial	statement	for	the	time-share	plan	with	a	certified	copy
of the budget must be submitted.  If the DRE, upon comparison 
of	 the	 budget	 and	 prior	 year’s	 audited	 financial	 statements,
determines	the	budget	is	deficient

XV. Duplicate Budget Package

A Duplicate Budget Package (DBP) is needed only if there 
is a material change to regular annual assessment pursuant to 

Regulation	2806(i)	AND	the	budget	is	not	certified	pursuant	
to B&P Code section 11240(g).

If a DBP is needed, it is to be set up as follows:

Attach a completed RE 681 to the outside front of a side-tabbed, 
legal-sized, manila folder. Attach all the DBP documents inside 
as shown in Figure C; attach the two-hole punched documents 
with an Acco fastener. Do not obscure any writing/drawing on 
the documents when attaching them to the folder.

The items to be included in the duplicate budget package are:

• Completed RE 681 (Do not tab. Fasten to outside of folder)
• Five address labels for both the SRP and subdivider
• Vicinity map
• Tract/parcel map
• Condominium plan, if applicable
• Plot plan/site plan
• A copy of the Part II of RE 635C
• RE 611A, if applicable
• RE 623
• Other phases information (phased projects only)
• RE 624A(s)
• RE 639 including all documents required by the 639

(conversions only)
• New or revised management agreement
• New or revised subsidy/maintenance agreement and

accounting procedure , if any
• New or revised contracts obligating HOA, if any
• New or revised use/easement agreements (miscellaneous

documents)
• Bylaws (if revised)
• CC&Rs (if revised)
• Declaration(s) of annexation, if revised (phased projects

only)
• Homeowners’	association	financial	statements

XVI. Special Circumstances

If	the	time-share	plan	public	report	was	issued	over	five	years
ago, the Department may require additional documentation.
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FIGURE “A”

Receipt For Public Report

The Laws and Regulations of the Commissioner require that you as a prospective purchaser 
or	lessee	be	afforded	an	opportunity	to	read	the	public	report	for	this	time-share	plan	before	
you execute a contract to purchase or lease a time-share interest or before any money or other 
consideration toward purchase or lease of a time-share interest is accepted from you.

You	must	be	afforded	an	opportunity	to	read	the	public	report	before	a	written	reservation	or	
any deposit in connection therewith is accepted from you.

DO NOT SIGN THIS RECEIPT UNTIL YOU HAVE RECEIVED A COPY OF 
THE REPORT AND HAVE READ IT.

I have read the Commissioner’s public report on _________________________________
__________________________________________________ (File No., Tract No., or Name). 
I understand the report is not a recommendation or endorsement of the time-share plan, 
but is for infor mation only. The date of the public report which I received and read is:                 
________________________.  Developer is required to retain this receipt for three years. 
(See Business and Professions Code § 11236(a-c)).

State	of	California	-	Department	of	Real	Estate	-	Time-Share	Receipt	for	Public	Report	- RE 614B (Rev. 5/17)

[SIGNATURE]

[DATE]

[NAME]

[DATE]

[SIGNATURE]

[NAME] Sam
ple
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FIGURE “B”

Subdivisions

NOTICE OF CANCELLATION RIGHTS

You may cancel the purchase of the time-share interest(s) in the time-share plan identified below 
without any penalty or obligation and are legally entitled to the return of all money and other 
considerations that you have given toward the purchase. If you decide to cancel your purchase, 
you must notify the developer in writing of your intent to cancel within seven calendar days of 
receipt of the public report or the date you sign the purchase contract, whichever date is later. 
Your notice of cancellation shall be effective upon the date sent and shall be sent to the developer 
at the address or facsimile number provided in your purchase contract. Any attempt to obtain a 
waiver of your cancellation right is void and of no effect. Refer to Business and Professions Code 
(BPC) § 11239(a-b).

CANCELLATION INFORMATION
NAME OF DEVELOPER FAX NUMBER

EMAIL ADDRESS OF DEVELOPER

MAILING ADDRESS OF DEVELOPER

CITY STATE ZIP CODE

NAME OF TIME-SHARE PLAN

DRE REGISTRATION FILE NUMBER

RE: ELECTION TO CANCEL THE SALE OF A TIME-SHARE INTEREST(S)
I hereby elect to cancel my purchase of the time-share interest(s) in the above-name time-share plan.

DATE

SIGNATURE

@
PRINT NAME

SIGNATURE

@
PRINT NAME

Note: To inform a purchaser of his or her right of cancellation under BPC § 11238, the developer shall attach this 
cancellation notice to the face page of every copy of a time-share public report given to a prospective purchaser and 
each notice shall also contain all developer-related information completed by the developer, as applicable, above; 
this form may be used by a purchaser to cancel the sale of the time-share interest as per first paragraph above.

State	of	California
Department	of	Real	Estate

Notice of Cancellation Rights (Time-Share)
RE 615 (Rev. 3/20)

Sam
ple
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Address Labels

Vicinity Map *

Tract/Parcel Map

Proposed or Recorded
Condo Plan *

Plot Plan *

RE 635C
Part II Questionnaire

(copy on top)

RE 611A, if applicable

RE 623

Future Phases Information

RE 624A

RE 639 (Including all documents 
required by RE 639)

Subsidy/Maintenance
Agreement and Accounting Procedure

Existing and Proposed Contracts
and Management Agreement

Use/Easement Agreements
(Miscellaneous documents)

Revised Bylaws

Revised CC&Rs

Revised Declaration
of Annexation

HOA Financial Statements

FIGURE “C”

DUPLICATE BUDGET PACKAGE FILE LAYOUT

Note: • Attach completed RE 615 to the outside front of the folder.
• Documents are not drawn to scale.
• *Vicinity map, proposed or recorded condo plan and plot plan must be large scale and legible.
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		18				Pages->2		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 3 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		19				Pages->3		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 4 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		20				Pages->4		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 5 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		21				Pages->5		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 6 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		22				Pages->6		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 7 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		23						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Formulas		Not Applicable		No Formula tags were detected in this document.		

		24						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Links		Not Applicable		No Link annotations were detected in document.		

		25						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Forms		Not Applicable		No Form Fields were detected in this document.		

		26						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Other Annotations		Not Applicable		No other annotations were detected in this document.		

		27						Guideline 1.2 Provide synchronized alternatives for multimedia.		Captions 		Not Applicable		No multimedia elements were detected in this document.		

		28						Guideline 1.3 Create content that can be presented in different ways		Form Annotations - Valid Tagging		Not Applicable		No Form Annotations were detected in this document.		

		29						Guideline 1.3 Create content that can be presented in different ways		Link Annotations		Not Applicable		No tagged Link annotations were detected in this document.		

		30						Guideline 1.3 Create content that can be presented in different ways		Links		Not Applicable		No Link tags were detected in this document.		

		31						Guideline 1.3 Create content that can be presented in different ways		Other Annotations - Valid Tagging		Not Applicable		No Annotations (other than Links and Widgets) were detected in this document.		

		32						Guideline 1.3 Create content that can be presented in different ways		RP, RT and RB - Valid Parent		Not Applicable		No RP, RB or RT elements were detected in this document.		

		33						Guideline 1.3 Create content that can be presented in different ways		Correct Structure - Ruby		Not Applicable		No Ruby elements were detected in this document.		

		34						Guideline 1.3 Create content that can be presented in different ways		Table Cells		Not Applicable		No Table Data Cell or Header Cell elements were detected in this document.		

		35						Guideline 1.3 Create content that can be presented in different ways		THead, TBody and TFoot		Not Applicable		No THead, TFoot, or TBody elements were detected in this document.		

		36						Guideline 1.3 Create content that can be presented in different ways		Table Rows		Not Applicable		No Table Row elements were detected in this document.		

		37						Guideline 1.3 Create content that can be presented in different ways		Table		Not Applicable		No Table elements were detected in this document.		

		38						Guideline 1.3 Create content that can be presented in different ways		Correct Structure - Warichu		Not Applicable		No Warichu elements were detected in this document.		

		39						Guideline 1.3 Create content that can be presented in different ways		Correct Structure - WT and WP		Not Applicable		No WP or WT elements were detected in the document		

		40						Guideline 1.3 Create content that can be presented in different ways		Header Cells		Not Applicable		No tables were detected in this document.		

		41						Guideline 1.3 Create content that can be presented in different ways		Summary attribute		Not Applicable		No Table elements were detected in the document.		

		42						Guideline 1.3 Create content that can be presented in different ways		Scope attribute		Not Applicable		No TH elements were detected in this document.		

		43						Guideline 1.3 Create content that can be presented in different ways		Article Threads		Not Applicable		No Article threads were detected in the document		

		44						Guideline 1.3 Create content that can be presented in different ways		Tabs Key		Not Applicable		Document does not have annotations		

		45						Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Images of text - OCR		Not Applicable		No raster-based images were detected in this document.		

		46						Guideline 2.1 Make all functionality operable via a keyboard interface		Server-side image maps		Not Applicable		No Link annotations were detected in this document.		

		47						Guideline 2.2 Provide users enough time to read and use content		Timing Adjustable		Not Applicable		No elements that could require a timed response found in this document.		

		48						Guideline 2.3 Do not design content in a way that is known to cause seizures		Three Flashes or Below Threshold		Not Applicable		No elements that could cause flicker were detected in this document.		

		49						Guideline 2.4 Provide ways to help users navigate, find content, and determine where they are		Outlines (Bookmarks)		Not Applicable		Document contains less than 9 pages.		

		50						Guideline 3.2 Make Web pages appear and operate in predictable ways		Change of context		Not Applicable		No actions were detected in this document.		

		51						Guideline 3.3 Help users avoid and correct mistakes		Required fields		Not Applicable		No Form Fields were detected in this document.		

		52						Guideline 3.3 Help users avoid and correct mistakes		Form fields value validation		Not Applicable		No form fields that may require validation detected in this document.		

		53						Guideline 4.1 Maximize compatibility with current and future user agents, including assistive technologies		4.1.2 Name, Role, Value		Not Applicable		No user interface components were detected in this document.		
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