
Certificate of Appropriateness 
Historic District Review Process 

 
Application 
Whenever a structure, public or private, within the historic district(s) is proposed to be 
constructed or erected or whenever an existing structure is proposed to be altered, 
reconstructed, enlarged or remodeled involving the exterior design, material, finish grade line, 
landscaping or orientation of the structure an application for certificate of appropriateness and 
the associated fee must be filed with the Zoning Enforcement Officer.   
 
The application shall be accompanied by: 

• A site plan and building elevations drawn to scale including (at a minimum): 
o Lot dimensions 
o Size, shape and dimensions of the structure 
o The location and orientation of the structure on the lot 
o The actual or proposed building setback lines 

• A detailed narrative description of the proposed design or change of design, use of 
materials, finish grade line, landscaping and orientation of the structure. 

• Colored elevation showing, at a minimum, the design, use of materials, finish grade line, 
landscaping and orientation of buildings and any significant architectural features. This 
is required for construction or remodeling increasing or decreasing the total gross 
building area by 50 percent or more.  Single family residential districts are exempted 
from this requirement. 

• The Historic Review Commission may require the submission of colored perspectives or 
architectural renderings in applications where the Commission feels it is required. 

 
Upon receipt of an application, the Zoning Enforcement Officer shall place the application on 
the agenda for the Commission at its next regular meeting.  Public notice of the application and 
a general description of the application will be published in the newspaper ten (10) days prior 
to the date of the hearing.  In addition, a notice placard will be placed on the property stating 
the application has been filed and the date of the hearing. 
 
Historic Review Commission 
The Commission consists of the members of the Planning Commission and two additional 
members representing the historic districts. 
 
Standards for Review 
In conducting its review the Commission shall examine and give consideration to the elements 
of the application including, but not limited to: 
 

• Height 
• Building massing 
• Window treatment 



• Exterior detail and relationships 
• Roof shape 
• Materials 
• Compatibility of design and materials 
• Landscape design and plant materials 
• Pedestrian environment 
• Signage 

 
The Commission may request such additional information, sketches and data as it shall 
reasonably require.  It may call upon experts and specialists for testimony and opinion.  It may 
recommend changes in the plans that it considers desirable and may accept a voluntary 
amendment to the application to reflect such changes. 
 
Determination 
When the review is concluded, the Commission will determine whether the application shall be 
approved.   
 
If approved, the Commission will return the application to the Zoning Enforcement Officer with 
the instruction the certificate be issued, provided all other requirements for a zoning permit are 
met.  The certificate will be valid for one year from the date of approval or such extension as 
may be granted by the Commission.   
 
If disapproved, the Commission will return the application to the applicant with a notice that 
the certificate shall not be issued.   
 
In the case of denial, the Commission shall attempt to work out an alternate plan with the 
owner.  If the Commission and the owner are unable to work out an alternate plan or if the 
owner does not wish to take that action, the owner may make an appeal to the Board of Zoning 
Appeals. 
 
Demolition 
Whenever a structure is proposed to be demolished, an application for certificate of 
appropriateness shall be filed.  The Commission shall limit its inquiry to the proposal for 
grading, landscaping and other design treatment of the property once the structure has been 
removed.  Nothing in the chapter shall prevent the demolition of a structure whether public or 
private. 
 
Repair or Maintenance Exception 
Nothing in the chapter shall be construed to prevent any ordinary repair or maintenance of an 
exterior architectural feature or any ordinary planting or landscaping now in the district(s). 



City of Mount Vernon, Ohio 
Historic Review Commission 
 
Application for Certificate of Appropriateness 
  

              

Applicant:    
 

Name:              
 
Address:             
 
Email:          Phone:      

 
 
Site Information: 
 

Address:             
 
Parcel Number:         Deed Volume and Page:     
 
Zoning District:          

 
Owner:               

 
Address:             
 

Project Description:             

              

             

              

              

Site plans, building elevations, renderings, and any other drawings, details, or brochures, as well 
as the detailed narrative statements must be attached to this application. 
 

Projects that required a Public Hearing require a $75.00 deposit.  Applicant will be billed for any costs which exceed 
the deposit.  General maintenance projects typically do not require a Public Hearing. 

               
 
Applicant hereby certifies that the information submitted on this application and on any sketches, drawings or 
other documents required to be submitted with the application are true and exact. 
 
 
              
Signature of Applicant      Date 
 
              
 

FOR OFFICIAL USE ONLY 
 
Case No.:      
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