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Certificate of Appropriateness Supplemental Requirements
*In addition to Residential Zoning OR Administrative Zoning Compliance Permit Requirements

Certificate of Appropriateness applications are subject to review and approval by the Historic District Commission as well as by Town staff. For assistance with this application, please contact the Chapel Hill Planning Department. 

Please submit all materials listed on this sheet. The Historic District Commission meets on the second Tuesday of each month at 6:30pm. For confirmation of a meeting date and the placement of your request on the agenda, please call the Planning Department. Applications are due one month in advance of meeting. 

Application Process:

1.  Historic District Commission Review of Certificate of Appropriates (COA) Supplemental materials
2.  Staff review of Residential / Administrative Zoning Compliance Permit (ZCP) materials.
**COA (step 1) and ZCP (step 2) materials may be submitted simultaneously or separately. 


Required Application Materials
(In addition to Residential Zoning Compliance Permit or Administrative Zoning Compliance Permit Requirements)

An Electronic copy of each document is required in addition to paper copies.

Provide a single set of the following materials:

	[bookmark: _GoBack]     
	1. 
	Application Form. Either Residential Zoning Compliance or Administrative Zoning Compliance.

	     
	2. 
	Recorded plat or deed verifying property current ownership

	     
	3. 
	Recorded Plat of easements, right-of-way, and dedications, if applicable

	     
	4. 
	Mailing of Property Owners, applicable within 100 feet of property boundaries

	
	The Town will prepare a formal notice to be mailed to surrounding property owners about the application.  You may find it helpful to discuss the proposed changes with your neighbors in person so you can address their concerns both in your planning and presentation.      

	     
	5. 
	Mailing notification fee. The fee per address can be found on the Planning Department’s Fee Schedule

	     
	6. 
	Certificate of Appropriateness fee per Planning Department’s Fee Schedule

	     
	7. 
	Reduced Site Plan Set (reduced to 8.5"x11")

	     
	8. 
	Building Elevation (label building height from top of roof to finished grade line)

	     
	9. 
	Floor Plan, only if accessory apartment, duplex, or commercial applications.






(Continued)


	     
	10. 
	Written Description

	
	Describe all proposed changes to the property, list all materials to be used, and address the criteria (listed below) that the Commission uses to determine appropriateness.  Presenting you proposal with these criteria in mind will provide a clear basis for the Commission’s deliberations.

	
	a) 
	The height of the building in relation to the average height of the nearest adjacent and opposite buildings;

	
	b) 
	The setback and placement of the building on the lot in relation to the average setback and placement of the nearest adjacent and opposite buildings;

	
	c) 
	The exterior construction materials, including textures and patterns;

	
	d) 
	The architectural detailing such as lintels, cornices, brick bond, and foundation materials;

	
	e) 
	The roof shape, form, and materials;

	
	f) 
	The proportion, shape, location, pattern, and size of any elements of fenestration (windows, doors);

	
	g) 
	The general form and proportion of the buildings;

	
	h) 
	The accessory fixtures and other features (including lighting fixtures, hardware, awnings, etc);

	
	i) 
	The architectural scale in relation to existing structures and surrounding buildings; and

	
	j) 
	Structural conditions and soundness.

	
	Provide photographs of existing property and elevation drawings of the proposed changes.  Depict changes in as much detail as possible, paying special attention to those features which the Commission uses to determine appropriateness.  This section of the application allows the Commission to see the current state of the property, to visualize the proposed changes, and to assess the impact.  The visual description must include dimensions.  For new buildings and major additions, the visual description must include the interior floor plan.

	

	     
	11. 
	Information Regarding Surrounding Properties

	
	For new construction or large projects, the applicant is required to provide information on:
· The height of the nearest adjacent and opposite buildings;
· The setback and placement of the nearest adjacent and opposite buildings;
· The scale of the nearest adjacent and opposite buildings, including percentage of lot coverage.

	
	

	     
	12. 
	Demolition Information (if applicable)

	
	Provide a description of architectural features, additions, remodeling, and any alterations to the structure(s).  Make note of any outbuildings on the site plan of the property.  Provide a history of the structure, giving the construction date and architect or carpenter, briefly noting any significant events, persons and/or families associated with the property.  Provide current exterior photographs of the property.
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