
 

Easton Historic District Commission 
CERTIFICATE OF APPROPRIATENESS APPLICATION 

 

 - 1 - Revised January 2011 
  

PLEASE PRINT OR WRITE LEGIBLY 
APPLICATION MUST BE COMPLETE 
IN ORDER TO BE REVIEWED 

Check List: Your completed application must include: 

Drawings Samples or Catalog Cuts 
Full Façade Photos Product Specifications 
Historic Photos (if available) Other (specify)        

      
 

1.       

 Street Address of Property to be Reviewed 

2.                     

 Applicant Name(s) 

                         -      

 Mailing Address (if different from street)  City  State  ZIP  + 4 

 (     )     -                    

 Phone (daytime)  Email Address(es)   

3.                     

 Owner Name(s) (if different from applicant) 

                         -      

 Street Address (if different from property)  City  State  ZIP  + 4 

 (     )     -                    

 Phone (daytime)  Email Address(es)   

4.                     

 Engineer/Architect/Consultant (if applicable) 

                         -      

 Street Address (if different from property)  City  State  ZIP  + 4 

 (     )     -                    

 Phone (daytime)  Email Address(es)   

5. PROPERTY USE 
(check all that apply) 

 BUILDING TYPE 
(choose only one) 

 PROPERTY DATA 
(if unknown, leave blank) 

  Single Family Residence 

 Multi-Family Residence 

 Commercial/Retail 

 Industrial 

 Institutional 

 Mixed Use 

 Vacant  

 Single, Detached 

Duplex 

Row 

Apartment Building 

Warehouse 

      

 Other (specify  

       
Date Building Constructed   

      

Date of Most Recent Additions/Alterations 
 

6. PROJECT DESCRIPTION (check all that apply) 
  Repair  Alteration Demolition Sign/Awning 

  Replace  Addition New Construction Other:       
 

 
OFFICIAL USE ONLY  Application Number:       

Date of HDC Review:        Date of Council Action:       

 Approved   Approved with Conditions   Denied   Withdrawn   Conceptual Review 

Comments:       
   



City of Easton 
Historic District Commission 

CERTIFICATE OF APPROPRIATENESS APPLICATION 

                   
 

 
6. PROJECT DESCRIPTION: [check all that apply] 

 Repair   Alteration              Demolition              Sign/Awning 

 Replace                    Addition   New Construction   Other:[identify]___________________ 
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Description of Proposed Work / Signage: [List each item separately. Use additional sheets as needed.] 
 Example: 1.    Replace existing front door with wood four-panel door 

2. Install storm door 
__________________________________________________________________________________ 

_________________________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

Please circle the date of the HDC Meeting at which you would like your application to be considered.  
Applicant must be present for the application to be considered.  HDC Meetings are held at 5:30 PM in 
City Council Chambers, City Hall, 1 South 3rd St., Easton, PA 18042. (See instructions for filing 
deadlines.)  

 01/09/2012  04/09/2012  07/09/2012  10/08/2012 

 02/13/2012  05/14/2012  08/13/2012  11/13/2012 

 03/12/2012  06/11/2012  09/10/2012  12/10/2012 

 
I hereby acknowledge this as written notice of the HDC Meeting.  Further, I certify that I am the owner 
of record, or that the proposed project is authorized by the owner of record and that I have been 
authorized by the owner to make application as his/her authorized agent. 
 
_________________________________________________ __________________________________ 
Signature        Date 

                                                                                                                                                                                                 REV. 12/11 



City of Easton 
Historic District Commission 

CERTIFICATE OF APPROPRIATENESS APPLICATION 

                   
 

APPLICATION PROCESS 
To obtain a Certificate of Appropriateness for your project, please follow these ten steps: 

1. Determine if your property is located within Easton’s Local Historic District.  Refer to the 
Local Historic District Map.  If your property is located in the Local Historic District and you are planning 
work on its exterior, your proposal will require the review of Easton’s Historic District Commission 
(HDC).  Please circle your property on the map and submit it with your application. 

 
2. Obtain Certificate of Appropriateness application form.  Obtain the application package at the 

Codes Department, 3rd Floor, Easton City Hall, 1 South 3rd Street, Easton, PA 18042.   Obtain the 
applicable design guideline brochures at the same time. 

 
3. Review the design guidelines.  Talk with your architect or contractor about the guidelines and how 

your project meets the requirements.  If necessary, schedule an appointment to meet with the HDC on an 
informal basis to discuss your project. 

 
4. Take full façade photographs of your building and photographs which clearly illustrate the physical 

location of the proposed work.  Photographs of adjoining properties may also be required. 
 

5. Prepare scaled drawings if your project involves renovation, the addition of architectural elements, 
additions, or new construction. 

 
6. Collect samples of actual materials and/or product literature to be used in your project.   
 
7. Sign and submit the COA application with all required supporting materials.  (NOTE: 

Please submit ten (10) copies of the following:  application, drawings, 
photos, blueprints, and any other supporting materials.)  Use the checklists below 
to be sure that you have included all required supporting material for your project.  To appear on the 
meeting agenda, applications must be received by 12:00 noon on the last Monday of the month 
preceding the HDC meeting.  See meeting dates, below. 

 
8. Attend the HDC Meeting.  All business or building owners, or their designated representative, must 

attend the HDC meeting at which their COA will be presented.  Failure to attend will result in a delay in 
the issuance of a COA.  The application will either be recommended for approval with or without 
conditions, tabled pending additional information, or recommended for disapproval. 

 
9. Await final approval by City Council.  Upon approval by the HDC, a recommendation will be made 

to City Council to issue a Certificate of Appropriateness.  This is required prior to receiving a building 
permit or beginning construction of your proposed project. 

 
10. Contact the Codes Department to determine if a Building Permit is required for your project.  

Complete proposed work within one year from the date of City Council’s approval. 

                                                                                                                                                                                                 REV. 12/11 



City of Easton 
Historic District Commission 

CERTIFICATE OF APPROPRIATENESS APPLICATION 

                   
 

The Easton Historic District Commission (HDC) meets in a regular basis on the second Monday of every 
month at 5:30 PM in the City Council Chambers, City Hall, 1 South 3rd Street, Easton, PA 18042.  
Applications must be made at least 2 weeks prior to the monthly meeting.  The deadline for applications is 
12:00 PM on the last Monday of the month prior to the HDC Meeting. 
 

HDC MEETING DATES 2012 

MEETING DATE DEADLINE DATE 

January 9, 2012 December 27, 2012 

February 13, 2012 January 30, 2012 

March 12, 2012 February 27, 2012 

April 9, 2012 March 26, 2012 

May 14, 2012 April 30, 2012 

June 11, 2012 May 28, 2012 

July 9, 2012 June 25, 2012 

August 13, 2012 July 30, 2012 

September 10, 2012 August 27, 2012 

October 8, 2012 September 24, 2012 

November 13, 2012 October 29, 2012 

December 10, 2012 November 26, 2012 

Timing for Review 

Typically, a minimum of four to six weeks is required from the submission date of the Certificate of 
Appropriateness (COA) application to the issuing of a building permit. If the application is incomplete, fails to 
meet the appropriate deadlines, or if the HDC requests a change, this process could take longer. Including all 
required materials with a complete application expedites the review process. Contact the Codes Office at 
City Hall for assistance at (610) 250-6724.  

Supporting Material Checklists 

The HDC must have all required information to review an application for a COA. If all required information is 
not submitted, the application will be tabled until the information is received or recommended for denial. 

 

Repairs and Replacements 

 Certificate of Appropriateness Application 

                                                                                                                                                                                                 REV. 12/11 



City of Easton  
Historic District Commission 

CERTIFICATE OF APPROPRIATENESS APPLICATION 

 - 5 - Revised January 2011 

 

 
SUPPORTING MATERIALS CHECKLIST 
 
The HDC must have all required information to review an application for a COA. If all required information is 
not submitted, the application will be tabled until the information is received or recommended for denial. 
 

Repairs and Replacements 

 Certificate of Appropriateness Application 

 4”x6” (or larger) labeled photographs showing all public views of building or structure 

 Samples or catalogue cuts of materials to be used 

 Any additional information required by the HDC after an initial consultation or review 

 
Renovations, Alterations, Additions, New Construction, and Demolition 

 Certificate of Appropriateness Application 

 4”x6” (or larger) labeled photographs showing: 

 All sides of existing building and structure 

 Site surrounding existing building and structure 

 Adjacent sites, buildings, structures including adjacent properties and across streets or ways 

 Scaled drawings indicating all proposed changes and notations for new materials: 

 Site plan including adjacent sites, buildings 

 Floor plans 

 All elevations 

 Details of new exterior elements 

 Samples or catalogue cuts of materials to be used 

 Any additional information required by the HDC after an initial consultation or review 

 
Signs and Awnings 

 Certificate of Appropriateness Application 

 4”x6” (or larger) labeled photographs showing: 

 All public views of the existing building and adjacent buildings 

 Scaled drawings indicating: 

 Façade elevation with proposed sign or awning 

 Elevation of sign or awning with lettering style, logo and layout 

 Detail of attachment to building 

 Detail of illumination (if applicable) 

 Samples of materials to be used 

 Samples of lettering size and style to be used 

 Samples of colors to be used 

 Any additional information required by the HDC after an initial consultation or review 
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