RULES OF PROCEDURE

For the Historic Preservation Commission
of the City of Aurora, Colorado
1. 
POWERS

The Historic Preservation Commission (hereafter known as “the Commission”) shall have all the powers and perform each and all of the duties specified by Article XIX of Chapter 146 of the Aurora City Code, as amended, together with any other duties or authorities which may hereafter be conferred upon the Commission by the Charter of the City of Aurora, or by the laws of the State of Colorado.  The performance of such duties and the exercise of such authority shall be subject to each and all of the limitations expressed in such legislative enactment or enactments.

2. 
FUNCTION AND DUTIES

It shall be the function of this Commission to consider, review, and make recommendations regarding the designation of landmarks, landmark sites or historical districts as spelled out in Article XIX of Chapter 146 of the City Code.  The Commission shall maintain an inventory of historically significant buildings, sites and districts within the City.  The Commission shall review on a regular basis development applications for previously designated buildings or sites as described in Article XIX of Chapter 146.  Public hearings for original designations and for development applications shall be carried out in accordance with the procedures described in Section 4 (Meetings) of these Rules.

3. 
PLACE OF BUSINESS

A. Administrative business of the Commission, including the filing of applications, payment of any fees and maintenance of official records regarding Commission actions shall be conducted through the offices of the Staff Liaison of the Commission during the regular business hours of that office.

B. Business meetings and public hearings of the Commission shall be held in any appropriate meeting place mutually acceptable to the Commission and the Staff Liaison.

4. 
MEETINGS

Regular business meetings of the Commission shall be held at 6:30p.m. on the first Tuesday of each month, unless otherwise specified by the Chair.  Public hearings regarding designations or development applications may be held in conjunction with regular business meetings or may be scheduled separately.  Notice for all meetings will be provided as described in Section 5 (Notice of Meetings) of these Rules.

The agenda for all meetings of the Commission shall be prepared by the Staff Liaison and provided to the Commission at least five (5) days prior to any meetings via U.S. Mail or email.

Special meetings of the Commission may be called by the Chair if necessary to further study or properly investigate major topics coming before the Commission.  Agendas for such meetings will be prepared in accordance with the regular procedures spelled out in this Section, with the Staff Liaison providing as much prior notice as reasonably possible. 

5.          NOTICE OF MEETINGS

A. Regular business meetings or special meetings of the Commission shall require no published legal notice.  Notice of such meetings will be provided to Commissioners at least five (5) working days beforehand.

B. Public hearings for the designations of historical landmarks, sites or districts, or for a    development application involving a major change, shall require appropriate notification procedures as generally described in Section 146-204D of the City Code.   

6. 
MEMBERS: NUMBER, TENURE, VACANCIES, & DUTIES

A. The Commission shall consist of eleven (11) voting members appointed by the Aurora City Council.  Five (5) members shall be professionals in the fields of archaeology, architecture, history, architectural history, or historic architecture. Six (6) members shall be from the general citizenry of Aurora.

B. Qualifications for appointments are described in Section 2-769 of the Aurora City Code.  Every reasonable effort to meet these qualifications shall be made.

C. Commission members shall serve a three (3) year term as described in Section 2-772 of the Aurora City Code.

D. Vacancies on the Commission shall be filled by the Aurora City Council in accordance with adopted City Council procedures.

E.  Members of the Commission whose term of office expires may apply for reappointment in accordance with adopted City Council procedures.

F.  Members of the Commission wishing to resign prior to completion of the appointment term shall inform the City Council in writing with a copy sent to the Commission Chair and the Staff Liaison.

G. The Chair may appoint any member to represent the Commission before the City Council on Commission business.

H.  It shall be the responsibility of all Commission members to review material received prior to Commission meetings, to notify appropriate staff of major concerns or problems, to attend and participate in Commission meetings, and to assist the Chair in setting future agendas.

I. New Commission members shall be notified and briefed by staff concerning policies, procedures, and history prior to their first meeting as a Commission member.

7. 
ATTENDANCE POLICY

A. Commission members shall make every reasonable effort to attend regularly scheduled business meetings and public hearings of the Commission.  Acquiring more than three absences within any six (6) month period may be cause for termination from the Commission upon the recommendation of the Chair and majority vote of the Commission.  This recommendation will then be forwarded to City Council for approval.  Members are expected to attend special meetings, but these meetings are not subject to regular attendance policies.

B. Attendance is one of the criteria the Commission will use in recommending members for renewal at the end of their terms.  In extreme cases of absenteeism, the Commission may recommend termination of the member prior to expiration of their term.

C.  In the event that a member of the Commission is called upon for active military service, the position may be held open by majority vote of the Commission for up to twelve (12) months.

D. This policy on attendance shall apply to all Commission members and shall be communicated to all new members immediately upon appointment. 

E. The Preservation Assistant Staff Liaison shall forward periodic reports of attendance as required by the City Council.

8. 
ELECTION AND DUTIES OF OFFICERS

A. Commission officers shall consist of a Chair, a Vice-Chair, and a Secretary.  Officers shall be elected at the regularly scheduled April meeting each year, with the election date and procedures to be decided by the Commission.  Officers shall serve a term of at least one (1) year and may be re-elected.  Members may submit a letter of interest for any office to the Chair prior to the regularly scheduled election.

B. The Chair shall conduct regular business meetings, public hearings and special meetings of the Commission.  The Chair may appoint Commission members to represent the Commission before City Council or to carry out other appropriate duties within the scope of these adopted Rules and Procedures.

C. The Vice-Chair shall serve in the Chair’s absence and will carry out other duties and assignments as reasonably necessary.

D. The Preservation Assistant Staff Liaison shall maintain an accurate record of all Commission meetings and shall distribute meeting agendas or meeting notices and maintain Commission records and/or files.

9. 
CONDUCT OF BUSINESS

A. Agendas for all commission meetings will generally follow this format:

1. Call to order by the Chair;

2. Roll call – determination of quorum;

3. Approval of previous minutes;

4. Staff reports;

5. Adopt-a-Landmark reports;

6. Old business;

7. New business – public hearings on designations or development applications;

8. Public invited to be heard;

9. Business presented by Commissioners;

10. Establish agenda for next meeting; and,

11. Adjournment.

B. A quorum shall consist of six (6) members of the Commission being present and able to participate in Commission business.  All administrative actions of the Commission shall be transacted by this established quorum.

C. Any action taken by a simple majority of Commission members present and voting, once a quorum is established at any regular business meeting or public hearing of the Commission, shall be deemed and taken as the official action of the entire Commission.

D. No member of the Commission shall abstain from voting on any matter unless that member has a direct or indirect financial interest in the matter before the Commission or is attending their first meeting as a Commission member.

E. No Commission member may tender his or her vote proxy to any other Commission member on any item.

F. Should the Commission vote to reconsider an agenda item already voted upon at a given meeting, final action on the action will be deferred until the following Commission meeting unless all involved parties are still in attendance when the vote to reconsider is taken.  If action is deferred, all interested parties shall be appropriately notified.  Any motion for reconsideration must come from a member of the prevailing side on the original action.

G. Presentations on any agenda item may not exceed fifteen (15) minutes without approval of the Chair.  Applicants for designation or development applications must be present for these presentations or the item will be continued.  The applicant must be prepared to respond to Commission inquiries.

10. 
APPLICATION PROCEDURES

Adopted procedures for application for historical designation or designated building alteration are attached to these Rules of Procedure.  These procedures are to be followed by all applicants unless written approval for variation is received from the Chair of the Commission or the Staff Liaison. 

11. 
REAPPLICATION OR AMENDMENT PROCEDURES

This section applies to applications for designations or alterations.  No application shall be resubmitted to the Commission within a period of twelve (12) months of their original consideration and/or denial, unless a substantial change in the original application has been made.  The Chair of the Commission and the Staff Liaison shall jointly decide whether a substantial change has been made.  The new submittal will be reviewed and scheduled for a public hearing in accordance with adopted procedures.  Amendments to an original application made by the applicant may be subject to review and approval of the Commission at the next Commission public hearing.

12.
DECISION OF THE COMMISSION

Following the presentation of all relevant facts and the consideration of all reasons for approval or denial, the commission shall vote and make appropriate decisions during regular business meetings and/or public hearings.  Such decisions regarding designations shall be forwarded to the Aurora City Council by the Staff Liaison within thirty (30) days.  Decision by the Commission on designations or development applications are final.

13. 
AMENDMENT OF RULES

These adopted Rules of Procedure may be amended in accordance with general Commission procedures, except that any amendment shall require the approval of at least eight (8) Commission members.
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I. INTRODUCTION

The historic buildings, archaeological sites, and other places in Aurora are the physical repositories of the City’s past.  They make up a composite resource which provides a link to Aurora’s history, and as such, they deserve to be preserved for future generations.  Toward this end, the City of Aurora has enacted an ordinance which establishes the Historic Preservation Commission and empowers it to identify, designate and preserve the buildings, structures, sites and areas which are reminders of Aurora’s history.

The purpose of this attachment and the Rules of Procedure are to document adopted policies and procedures for use by the Historic Preservation Commission in carrying out its responsibilities in the protection of Aurora’s cultural and architectural heritage.  This attachment is designed to be distributed separately to any citizen wishing to initiate the designation process or to alter an already designated property.  

Article XIX of Chapter 146 of the Aurora City Code states the following:

Sec. 1900 Purpose

(A) Purpose.  The purpose of this article is to establish historic areas and landmarks for the educational, cultural, and economic benefit of city inhabitants.  Due to the pressures resulting from population growth and development, which may result in the destruction, impairment, or alteration of historic resources that reflect elements of the city’s cultural and architectural heritage, the following policies and responsibilities are established:

1. Preserve, protect, enhance, regulate, and use buildings, structures, sites, and areas that are reminders of past eras, events, and persons important in local, state, or national history that are landmarks in the history of architecture or which provide significant examples of architectural styles of the past.

2. Preserve, protect, enhance, regulate, and use buildings, structures, sites, and areas which are unique or irreplaceable assets to the city and its neighborhoods, which provide good examples of the physical surroundings in which past generations lived, or which are archaeologically significant for present and future generations.

3. Enhance property values through the stabilization of neighborhoods and areas of the city, increase economic and financial benefits to the city and its inhabitants, and promote tourist trades and interests.

4. Develop and maintain the appropriate environment for such buildings, structures, sites, and areas reflecting varied architectural styles and distinguished phases of the city’s history and prehistory.

5. Stimulate an enhancement of human life by developing educational and cultural dimensions, provide for spiritual as well as physical needs by fostering knowledge of the city’s heritage, and cultivate civic pride in the accomplishments of the past.

6. Empower the historic preservation commission in its administration and enforcement of the city’s historic preservation management program.

7. Cooperate with state and federal historic preservation efforts as defined by the bylaws, policies, and procedures of the commission.

(B) 
Intention.  This section provides a process to evaluate and protect only those sites, buildings, structures, neighborhoods, and districts deemed to have historical, architectural, or archaeological significance.

II. DEFINITIONS

A. Alterations: Any change because of construction, repair, maintenance or otherwise, to buildings located within a historic district or designated as a landmark.

B. Applicant: The recorded owner of the site and/or buildings located thereon, the lessee thereof, or the person holding a contract to purchase same.

C. Building: Any structure, place or any other construction built for the shelter or enclosure of persons, animals or chattel or any part of such structure when subdivided by division walls or party walls extended to above the roof or without openings in separate walls.  The term “building” shall be construed as if followed by the words “or any part thereof.”  “Building” may refer to historically related compound such as “courthouse and jail” or “house and barn.”

D. Capable of Earning a Reasonable Return: Having the capacity, under reasonably efficient and prudent management, of earning a reasonable return.

E. Construction: The erection of any on-site improvements on any parcel of ground located within a historic district, or a landmark site, whether the site is presently improved, unimproved or hereafter becomes unimproved by demolition, destruction through natural causes or otherwise.

F. Demolition: The complete or constructive removal by an applicant of a building on any site.

G. Development Application: Any permit, site plan, rezoning, variance application, or administrative relief which could change the character or appearance of property and/or improvements thereon.

H. Exterior: All outside surfaces of any building.

I. Exterior Architectural Feature: The architectural style, design, general arrangement and components of all of the outer surfaces of an improvement as distinguished from the interior surfaces enclosed by said exterior surfaces, including, but not limited to: the kind, color and texture of the building material and the type and style of all windows, doors, light, signs and other fixtures appurtenant to such improvement.

J.  Historic District: An area designated by the Commission as a Historic District under the provisions of this ordinance.  A geographically definable area, urban or rural, which possesses a significant concentration, linkage or continuity of sites, buildings, structures or objects united by past events or aesthetically by plan or physical development.

A district may also comprise individual elements separately geographically but linked by association or history.

K. Historic Preservation: The protection, rehabilitation, restoration and reconstruction of districts, sites, buildings, structures and objects significant in Aurora history, architecture, archaeology, engineering or culture.

L. Historic Preservation Commission: A body established in Chapter 8, Article XXIII of the Code in accordance with Federal law 36 CFR 61.5, subsection 2, to administer the provisions of the Code as created in this chapter.

M. Inventory: A listing of sites, buildings, and structures within the City which reflect an earlier time or which contribute to the overall historic character of a district or to the heritage of the City, including a list of historic properties and archaeological sites determined to meet specific criteria of significance.

N. Landmark: A parcel with improvements designated as a landmark by the Historic Preservation Commission under the provisions of this ordinance.

O. Landmark Site: An unimproved parcel of ground declared by the Historic Preservation Commission to be a landmark site under the provisions of this ordinance.

P. Ordinary Repairs and Maintenance:  Work done on a building to prevent it from deterioration or to replace any part thereof in order to correct any deterioration, decay of, or damage to a building or any part thereof in order to same as nearly as practical to its condition prior to such deterioration, decay or damage.

Q. Owner: Any person or persons having such right to, title to, or interest in, any improvements as to be legally entitled upon obtaining the required permits and approvals from the City agencies having jurisdiction over building construction, to perform with respect to such property any construction, alteration, removal, demolition or other work as to which such person seeks the authorization or approval of the Historic Preservation Commission, the City Manager’s designee(s) or the City Council.

R. Permit: Any permit issued by the City pertaining to construction, alteration, removal or demolition of a building or feature within a designated historic landmark, landmark site or district.

S. Preservation Specialist: Person under the supervision of the Staff Liaison, who is the Commission’s staff person and as such prepares presentations for Commission meetings and serves as the initial receiver of development applications, pursuant to Article 19 of the Code.

T. Rules of Procedure and Bylaws: The rules adopted by the Commission governing notice, application, appeals and other procedural processes.

III. DESIGNATION PROCESS
A. Criteria for Designation

As stated in the Historic Preservation Ordinance, City Council may designate landmarks, landmark sites, and historical districts based on the recommendations of the Historic Preservation Commission.  It is the responsibility of the Commission to conduct a fact-finding hearing and make its recommendations for designation based upon the following criteria:

1. Sites associated with events which have made a significant contribution to the broad patterns of Aurora’s history;

2. Sites associated with the lives of persons significant in Aurora’s past;

3. Sites which embody the distinctive characteristics of a type, period, or method of construction, or which represent the work of a master, or which possess high artistic values, or which represent a significant distinguishable entity whose components may lack distinction;

4. To be eligible for City of Aurora landmark listing, an archaeological site must first possess integrity, both of its cultural materials, and its setting.  If the site has physical and visual integrity, it must next either have yielded or have the potential to yield information important to the prehistory or history of the local or regional area.

5. Sites which have yielded, or may be likely to yield, important information in prehistory or history.

B. Determination of Significance

In considering the above criteria, emphasis should be placed on local significance.  The following questions may serve as guidelines for determining significance:

1. Association with events – What event or historic theme in Aurora’s history is this building or site associated with?  Is it the only building or site associated with the event or theme in the community?  If not, why is the building considered the best example of the event or theme?

2. Association with individuals – What individual of importance in the history of Aurora is the building identified with, and why is that person considered historically significant?

3. Architecture – What style does the building represent?  Is the building outstanding in the context of the community in terms of its architecture?  Is the building one of the best representatives of its style and type?  Is the building intact, and does it retain physical integrity (see section on integrity)?

4. Archaeology – Does it provide any information which is considered important in the prehistory of the area?

C. Application of Integrity Criteria

Integrity of the structure or site should also be considered.  The seven ways integrity applies to all historic resources are:

1. Location – The place where the historic resource was constructed or the place where the historic event took place.  It involves relationships which exist between the resource and place.

2. Design – The composition of elements which comprise the form, plan, space, structure and style of a property.

3. Setting – The physical environment of a historic property which illustrates the character of the place in which the resource played its historical role (location, on the other hand, refers to a particular place).

4. Materials – The physical elements which were combined or deposited in a particular pattern or configuration to form a district, site, building, structure or object in a particular period in the past.

5. Workmanship – The evidence of craftsmen’s labor and skill in constructing a building, structure, or object, or altering, adapting, or embellishing a site.

6. Feeling – The quality a historic resource has in evoking the aesthetic or historic sense of a past period of time.

7. Association – The direct link between a property and an event or person, and so on, for which the property is significant.

D. Establishment of Historic Districts

The guidelines for designation of historic districts are outlined in the ordinance.  A district is an area possessing a concentration of structures unified historically or aesthetically by plan, physical development, or occupation.  These qualities translate into physical elements which are found either in repeated architectural styles and building materials, setting, distinct visual patterns, in shared alignment or set back, size, and shape.  Together these elements create an urban streetscape which has a defined character.

In establishing a historic district, boundaries should be based on historic considerations, original plats, the presence of a visual edge such as a highway, river, or ridge, or a change in character of the area marked by a later development or discontinuity of use.

All structures within the district should be examined for their merit as contributing or non-contributing elements.  Generally, the criteria for assessing contributing and non-contributing merit are the same as the criteria used for assessing integrity.  Non-contributing buildings are generally those buildings which have been significantly altered to a more modern appearance or were constructed within the last 35 – 40 years and do not share a continuity of historic use.

Upon receipt of the appropriate nomination material for any site, building, or landmark, the Staff Liaison will notify the property owner of this nomination.  This is especially important if the nomination is being made by other than property owner of record.

E. Recommendation of Landmark Site Designation

At the conclusion of the fact-finding hearing regarding a particular building or site, the Commission shall recommend to City Council the designation of landmark or landmark site if such structure or site is of particular historical, architectural, cultural, or archaeological significance and which:

1. Exemplifies or reflects the broad, cultural, political, economic or social history of the nation, state, or community; or

2. Is identified with historic personages or with important events in national, state, or local history; or

3. Embodies distinguishing characteristics of an architectural type or specimen inherently valuable for a study of a period, style, method of construction, or of indigenous materials or craftsmanship; or

4. Is representative of the notable work of a master builder, designer or architect whose individual ability has been recognized; or

5. Meets specific archaeological criteria as specified in III.A.4 above and in accordance with federal regulations and community standards; and

6. Does not deny the owner a reasonable use of his property.

F. Recommendation of Historic District Designation

At the conclusion of the fact-finding hearing for a historic district, the Commission shall recommend to Council the designation of a historic district if such district is an area containing significant concentration, linkage, or continuity of sites, buildings or structures, or objects united by past events or aesthetically by plan or physical development.  A district may also comprise individual elements separately geographically, but linked by association or history, which shall meet the following criteria:

1. A distinguished area which exemplifies or reflects the particular cultural, political, economic or social history of the community; or

2. A definite area identified with historical personages, groups, or with important events in national, state, or local history; or

3. A definite area which embodies distinguishing characteristics of an architectural type or style inherently valuable for the study of a period, method of construction or of indigenous materials or craftsmanship; or

4. A definite area which, due to its unique location or singular characteristic, represents established and familiar visual features of the neighborhood, community or city; or

5. An area which is representative of the notable work of a master builder, designer, or architect whose individual ability has been recognized; or

6. An area encompassing multiple significant archaeological sites; and

7. Which permits reasonable use of the owner’s property. 

Historic Preservation Commission

Rules of Procedure

ATTACHMENT 2: ALTERATIONS TO EXISTING DESIGNATIONS

I. INTRODUCTION

Pursuant to Article XIX of Chapter 146 of the Aurora City Code (Historic Preservation Ordinance), no exterior construction, alteration, removal, or demolition of a designated landmark, landmark site, or site within a designated landmark district without an approval from the Historic Preservation Commission or the Preservation Specialist.

To obtain such an approval, application must be made to the Preservation Specialist.  In accordance with the ordinance, the Certificate of Appropriateness is issued by the Commission pursuant to the public meeting on the proposed major alterations. Minor alterations may be reviewed and approved by the Preservation Specialist.

II. DEFINITIONS

For the purpose of this attachment, an “alteration” to a designated landmark shall be defined as any change to the exterior appearance or the exterior features of improvements or structures, and to the character or appearance of the land itself.  Routine maintenance and repainting are specifically exempted from the definition of an alteration.

There are two types of alterations to which this process applies:

G. Minor Alterations

Maintenance, construction, or reconstruction where all surface materials and other visible elements are to be replaced with identical materials and where such replacement will be in the original configuration;

A change to one element within a historic landmark or district;

New construction of a minor nature which, although involving some visible alteration, in the judgment of the Preservation Specialist introduces no significant change to the existing character; and, 

New construction which is located on a minor or secondary elevation of the structure, or on a non-visible portion of the property.

H. Major Alterations

New structures on a designated site, as well as structural additions or deletions to a designated landmark or to any building in a designated district;

Any exterior changes involving significant additions, deletions, or changes to any façade of a designated landmark or to its designated district;

The removal, addition, or modification of signs and/or billboards on any designated landmark or to its site, or to any building or site in a designated district; and,

Demolition of a designated landmark.

Each of these different types of alteration require different submittal materials as set forth in this manual.

III. PROCEDURES

Step One – Pre-Application Conference

The applicant should make an appointment with the Preservation Specialist for an initial review of the proposed alterations to the landmark site.  The Preservation Specialist will at that time determine whether the application to be made would be considered a minor alteration or a major alteration, based on the information provided.  Additionally, the Preservation Specialist will discuss submittal requirements with the applicant and provide advice on any special aspects of the submittal which may be of special interest to the Commission, and/or those aspects of the submittal which may be waived.

Step Two – Formal Application
To make a formal submittal, the applicant should obtain an application form (see attached) from the Preservation Specialist.  The list of submittal requirements is set forth in this attachment.

The application form and all required submittal materials should be filed with the Preservation Specialist by an agreed upon date which will give the Commission enough time to review the application and submittal materials.  No application fee is required for this process.

The Preservation Specialist should review the application for completeness and notify the Preservation Assistant to place the application on the agenda for public hearing at the next regularly scheduled meeting of the Commission.

Step Three – Posting and Notification

Subsequent to the submittal of a complete application, notice will be made of the public hearing for the application.  Notice of the time and place of the public hearing regarding the major alteration application should be posted on the property, and notices should be mailed to the owner and to all abutting property owners, at least five days prior to the public hearing.

Step Four – Review of the Plans/Public Hearing

At the prescribed time after receiving a complete application, the Commission will review the proposed alterations at a public meeting.  The applicant and/or a designated representative must answer any questions from the Commission.  All interested persons will be given the opportunity to speak to the issue.  Testimony, written and/or oral will be received in favor and opposed to the application.

The review of major alterations will focus upon determining the scope of the proposed alterations relative to the criteria set forth in Section 41-820 of the ordinance and the potential need, if any, for additional information from the applicant, as well as the need for advisory assistance.

If the Commission determines additional information is needed in order to adequately review the application, they shall immediately notify the applicant as to the exact nature of the additional information and the reason it is necessary.  The public hearing will be continued, and adequate time will be allowed to permit the applicant to provide all additional materials and/or information requested.

A second consideration by the Commission will be the need for advisory assistance.  The Commission may determine outside assistance from other City departments or from other specialists may be required,  If such assistance is deemed necessary, the Commission shall continue the public hearing, notify the respective agencies or individuals and schedule an additional review session to permit them to contribute to the review process.

Finally, the Commission will determine if there is a need for additional review sessions to permit Commission members adequate time to review the scope and implications for the submittal.  If additional review sessions are necessary the date will be set and publically announced.  The public hearing will be continued until that date.

At the conclusion of the pubic hearing the Historic Preservation Commission shall approve, approve with conditions, or deny the application for major alteration.  A simple majority of the Commission shall decide the outcome.  Advisory personnel do not have a vote on the issue.  The public hearing is then closed.

Step Five – Disposition/Certificate of Appropriateness

Immediately following the public hearing, the Commission shall send a written disposition of the Commission’s decision, including any conditions, to the applicant.  If the alterations are approved, the Commission will issue a Certificate of Appropriateness which will allow the applicant to begin work, providing all necessary permits needed to meet the normal requirements of the appropriate City departments are met.  The Certificate will be signed by the Commission Chair.

Signed copies of the Certificate of Appropriateness shall be sent to the applicant with a duplicate copy to be retained for the Commission’s permanent files, to be housed with the Staff Liaison.  The City’s Building Inspection Division will also receive a copy of the Certificate to assist in the review of necessary City building permits.

IV. SUBMITTAL MATERIAL REQUIREMENTS

An applicant for a Certificate of Appropriateness must submit proposed plans to the Commission in sufficient detail for the Commission to have full knowledge of the requested alterations.  For most projects, a brief description of the project with paint chips or samples of materials to be applied to the landmark may be sufficient. For more complicated projects, attach full architectural drawings to the application.  This will allow the Commission to visualize the effect of the proposed relationship of the changes to adjacent buildings.  It is recommended the applicant consult professional architectural firms with experience in historic preservation and restoration.

General Requirements for Submittals

1. Sign or have a designated representative sign the form.

2. Submit at least one current color photograph (8”x10”) accurately representing existing materials, colors, and textures of each elevation affected.  Date the photograph, label it to indicate the direction of view, and mount it on a heavy artist’s display board.  Clearly display the name of the landmark and the applicant.

3. Submit one copy of all drawings and related materials as required.  Use 24”x36” drawings and fold them to 9”x12”.  Include the following information on each sheet:

A. Name and address of project;

B. Name, address, and telephone number of owner;

C. Name, address, and telephone number of designer;

D. North arrow, engineer’s scale, and graphic scale;

E. 1” equals 20’ minimum scale for site plans; ¼” equals 1’ for floor plans and elevations; ¾” equals 1’ for details;

F. Date of drawings and date of revisions (if any);

G. Drawings of proposed demolition/repair must show all materials, areas, or features to be removed or repaired.

Include at a minimum all pertinent information identified below on the drawings, as well as any special information requested by the Historic Preservation Commission.  Additional copies may be requested by the Commission if required for use by persons or groups providing advisory assistance.  

Major Alterations

As part of item 3 above, materials and drawings for major alterations shall include at a minimum the following:

1. New structures on a designated site, as well as structural additions or deletions to a designated landmark or to any building in a designated district.

A. An appropriate scale site plan of the property showing all setbacks and streets, existing and proposed structures, signs, drives, parking, and principal landscaping, as well as structure edges, drives, and principal landscaping for bordering sites.

B. Appropriate scale elevations of all sides for new construction and all sides of existing buildings where structural alterations are proposed, with all new materials and appurtenances clearly identified.  Elevations must show all existing and proposed visible exterior features, equipment, and appurtenances located on the roof, on the walls, and/or on the ground.

C. Building sections, where necessary to illustrate special conditions.

D. Color chip samples adequately keyed to elevations.

E. Samples or appropriate manufacturer’s product literature as may be necessary to determine color, finish, texture, shape and/or size of materials and/or equipment to be used on the landmark, adequately keyed to the elevations.

2. Any exterior changes involving significant additions, deletions, or changes to any façade of a designated landmark, or to any building in a designated district.

A. Appropriate scale elevations of all sides of a building where façade alterations are proposed, with all proposed changes clearly identified. Elevations must show all existing and proposed visible exterior features, equipment, and appurtenances located on the roof, on the walls, and/or on the ground.

B. Color chip samples adequately keyed to elevations.

C. Samples or appropriate manufacturer’s product literature as may be necessary to determine color, finish, texture, shape and/or size of materials and/or equipment to be used on the landmark, adequately keyed to the elevations.

3. The removal, addition or modification of signs and/or billboards on any designated landmark or to its site, or to any building or site in a designated district.

A. For freestanding signs or billboards only, provide an appropriate scale site plan of the property showing setback lines, the outlines of all buildings and structures (including parking areas), the location of all existing billboards, and the location of existing and proposed principal landscaping.

B. Appropriate scale elevations of related buildings and the position of the sign/billboard to the buildings.  Elevations must show the principal exterior features, equipment and appurtenances of the buildings.

C. Appropriate scale drawings of each sign or billboard, showing the critical dimensions, size, and type of copy, colors, materials use, method of illumination (if applicable) and means of structural support.

4. The moving or relocation of any designated landmark or any building in a designated district.

A. Written information, provided by qualified individuals, verifying the physical integrity and all historic characteristics of the structure can be adequately preserved in the relocation process.

B. Evidence as necessary, provided by qualified individuals, verifying the new site is adequate in all respects to accommodate the building and it will fit harmoniously into its new surroundings, provided the new site is within the Aurora city limits.

5. Demolition of a designated landmark.

A. Written information, provided by qualified individuals, justifying demolition.  Statement shall include adequate economic evidence of the need for demolition, as well as a discussion of why relocation is not feasible.  The applicant is expected to address the effect of the action upon the community interest.
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