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Certificate of Appropriateness Application  
 
 

Building & Site Information 
 

Address of the Site:              

Parcel ID #:              

Type of Designation:  ☐ Contributing      ☐ Non-contributing         Site within the       Historic District   
 
    ☐ Individually Designated Site, City Commission Resolution No.  ___________________________ 
 

 
Property Owner/ Applicant Information 
 
Property Owner(s) 
 Name(s):   __________         
 

 Mailing Address:  ___________         
    

 Phone Number(s):            Email:        

 

Applicant  
Name(s):           ________ 

 

 Mailing Address:            
 

 Phone Number(s):   ________________________ Email:        
 

Representative  
Name(s):           ________ 

 

 Mailing Address:            
 

 Phone Number(s):   ________________________ Email:        
 

Property Owner(s) Acknowledgements:- This application will not be considered complete without the signature of all property owners of 
record, which shall serve as an acknowledgement of the submission of this application.  The property owner's signature below shall also 

authorize the Applicant (if other than the property owner) and/or Representative to act in his/her behalf for the purposes of seeking approval 
for the application described herein. The undersigned consents to inspection and photographing of the subject property by the Historic 

Preservation staff for purposes of consideration of this Application and/or presentation to the Historic Preservation Board. 

 
I / We,          as Owner(s) of the subject property do 

hereby authorize the filing of this application on my/our behalf. 
 

      ____________________________________________________    ______________________ 
     Signature of Owner                  Date 

cgerg358
Pen
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Description of Requested Work 
Please indicate the type of work requested: 

Fence    Shed     Door(s)   Roof 

 Window(s)   Signage     Shutter(s)   Porch 

 

 Rehabilitation         New Construction          Demolition   Relocation 

  

 Site Improvements (describe)            

 Other (describe)              

 

Please provide a detailed description of the proposed work to be performed:  _____________    
 
               
 
               
 
             _________ 
 
Have other alterations been made to the site within the last 12 months?     ☐ No     ☐ Yes,    _________ 
 
Will the proposed work require a Zoning Variance?     ☐ No     ☐ Yes, Code Section(s):       
 
               
 
 
 

Application Requirements 

❏ $10.00 Application fee 
 
❏ Site Plan with dimensions. 
 
❏ Architectural Drawings:   

 Drawings should show all current and proposed floor plans and elevations, fences, walls, and any 
other landscape features. 

 Drawings should indicate materials to be used. 
 

❏ Photos - One (1) color photograph of the main façade of the site and photographs of any areas affected by 
the proposed project. 

 
❏   Material(s) specifications and/or sample(s)  
 
❏   Color samples. 
 
 
❏   Demolition – Plans for what will be taking the demolished structure’s place should be submitted. 
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– Chapter 23 – 
Preservation of Historic and Archaeological Sites, Structures, & Districts  

Article V. – Certificate of Appropriateness 
 

Section 23-41.  Required. 
No building, structure, improvement, landscape feature, or site within the city, which has been designated a 
historic site or historic district, shall be erected, altered, restored, rehabilitated, excavated, moved or demolished 
until an application for a certificate of appropriateness regarding any features, landscape features, or site 
improvements has been submitted and approved pursuant to the procedures in this chapter. Features shall 
include, but not be limited to, the architectural style, scale, massing, siting, general design and general 
arrangement of the exterior of the building or structure, including the type, style and color of roofs, windows, 
doors and appurtenances. Architectural features shall include when applicable, interior spaces where interior 
designation has been given pursuant to this chapter. Landscape features and site improvements shall include, but 
shall not be limited to, site re-grading, subsurface alterations, fill, paving, landscaping, walls, fences, courtyards, 
signs and exterior lighting. No certificate of appropriateness shall be approved unless architectural plans for such 
construction, alterations, excavation, restoration, rehabilitation, relocation or demolition are approved by the 
historic preservation board. 
 
Section 23-44.  Pre-application conference. 
Before submitting an application for a certificate of appropriateness, an applicant may confer, at such applicant's 
election, with the historic preservation officer to obtain information and guidance before entering into binding 
commitments or incurring substantial expense in the preparation of plans, surveys and historic data. The 
purpose of such conference is to further discuss and clarify preservation objectives and design guidelines. In no 
case, however, shall any statement or representation made prior to completion of official application review be 
binding on the city. 
 
Section 23-45.  Guidelines for review and issuance. 
The U.S. Secretary of the Interiors Standards for the Treatment of Historic Properties are hereby adopted as the 
standards by which applications for any certificate of appropriateness are to be measured and evaluated. In 
adopting these guidelines, it is the intent of this chapter to promote the proper maintenance, restoration, 
preservation, rehabilitation, or reconstruction appropriate to the property, and compatible contemporary 
designs which are harmonious with the exterior architectural and landscape features of neighboring buildings, 
sites and streetscapes. From time to time, the board may adopt additional standards to preserve and protect 
special features unique to the city. Based on the Secretary of the Interior's standards for the treatment of historic 
properties, the designation report, a complete application, any additional plans, drawings, photographs, and 
samples of materials to fully describe the proposed project, the historic preservation board may approve or deny 
the application for a certificate of appropriateness. 
 
Section 23-49.  Demolition. 
Review of any certificate of appropriateness for demolition shall be in accordance with criteria set forth in this 
section. Denial of an application for demolition shall be evidenced by written order detailing the public interest 
which is sought to be preserved. 
(1) The board may grant a certificate of appropriateness to demolish with a deferred effective date of up to 

eighteen (18) months from the date of the board's decision at a public hearing. The effective date shall be 
determined by the board based upon the relative significance of the structure and the probable time required 
to arrange a possible alternative to demolition. During the demolition deferral period, the board may take 
such steps as it deems necessary to preserve the structure in accordance with the purposes of this chapter. 
Such steps may include, but shall not be limited to, consultation with civic groups, public agencies and 
interested persons, recommendations for acquisition of property by public or private bodies or agencies, and 
exploration of the possibility of moving one or more structures or other features. After the specified 
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expiration date of the deferred certificate of appropriateness a demolition permit shall be issued if requested 
by the applicant. 

(2) In connection with any certificate of appropriateness for demolition of buildings or improvements the board 
may encourage the salvage and preservation of building materials or architectural details and ornaments, 
fixtures and the like for reuse in restoration of other historic properties. The board may also require, at the 
owner's expense and prior to demolition, the recording of the building for archival purposes by photographs. 

(3)  In addition to all other provisions of this chapter, the board shall consider the following criteria in evaluating 
applications for a certificate of appropriateness for demolition of designated sites or buildings within a 
designated historic district. 
a. Is the structure of such interest or quality that it would reasonably meet national, state or local criteria 

for designation as a significant historic or architectural site or structure? 
 b. Is the structure of such design, craftsmanship or material that it could be reproduced only with great 

difficulty or expense? 
 c. Is the structure one of the last remaining examples of its kind in the city, county or region?  
 d. Does the structure contribute significantly to the historic character of a designated district? 

 e. Would retention of the structure promote the general welfare of the city by providing an opportunity 
for study of local history, architecture and design or by developing an understanding of the importance 
and value of a particular culture and heritage? 

 f. Are there definite plans for re-use of the property if the proposed demolition is carried out, and what 
will be the effect of those plans on the character of the surrounding area? 

 
Section 23-50.  Moving existing structures. 
A designated structure or one which is located in a historic district, may not be relocated except upon approval of 
a certificate of appropriateness. In considering such certificate the board shall determine whether any reasonable 
alternative is available for preserving the improvement or structure on its original site and whether the proposed 
relocation-site is compatible with the historic and architectural integrity of the improvement or structure. 
------------------------------------------------------------------------------------------------------------------------------------------------- 
Variances 

Section 23-61.  Variances. 
The historic preservation board shall have the power to waive, with or without conditions, the set-back, off-street 
parking, height, signage, density and floor-area-ratio requirements of the underlying zoning district of those 
properties designated by the city commission as historic sites, either individual sites or buildings within districts, 
where it is deemed appropriate for the continued preservation of the historic site or historic district. The board 
shall only grant such variances when an application for a certificate of appropriateness has been issued to 
promote preservation, rehabilitation or restoration. In carrying out this responsibility, the historic preservation 
board must follow the same procedures specified for the board of adjustment in article VIII of chapter 22 of this 
Code of ordinances. 
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1) A property will be used as it was historically or be given a new use that requires minimal 
change to its distinctive materials, features, spaces, and spatial relationships.  

2) The historic character of a property will be retained and preserved. The removal of distinctive 
materials or alteration of features, spaces, and spatial relationships that characterize a property 
will be avoided.  

3) Each property will be recognized as a physical record of its time, place, and use. Changes that 
create a false sense of historical development, such as adding conjectural features or elements 
from other historic properties, will not be undertaken.  

4) Changes to a property that have acquired historic significance in their own right will be 
retained and preserved.  

5) Distinctive materials, features, finishes, and construction techniques or examples of 
craftsmanship that characterize a property will be preserved.  

6) Deteriorated historic features will be repaired rather than replaced. Where the severity of 
deterioration requires replacement of a distinctive feature, the new feature will match the old in 
design, color, texture, and, where possible, materials. Replacement of missing features will be 
substantiated by documentary and physical evidence.  

7) Chemical or physical treatments, if appropriate, will be undertaken using the gentlest means 
possible. Treatments that cause damage to historic materials will not be used. 

8) Archeological resources will be protected and preserved in place. If such resources must be 
disturbed, mitigation measures will be undertaken.  

9) New additions, exterior alterations, or related new construction will not destroy historic 
materials, features, and spatial relationships that characterize the property. The new work shall be 
differentiated from the old and will be compatible with the historic materials, features, size, scale 
and proportion, and massing to protect the integrity of the property and its environment.  

10) New additions and adjacent or related new construction will be undertaken in a such a 
manner that, if removed in the future, the essential form and integrity of the historic property and 
its environment would be unimpaired.  
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