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CERTIFICATE OF APPROPRIATENESS
APPLICATION INSTRUCTIONS 

Rev. 10.2014 

Well in advance of the COA application deadline contact staff to discuss your project, application 
requirements, and, if necessary, to make an appointment to meet with staff for a project consultation. Visit the 
Historic Preservation Web Manual for historic district profiles, project guidance and forms. 
www.houstontx.gov/HistoricPreservationManual 

Historic Preservation Office 713.837.7963 historicpreservation@houstontx.gov 

SUBMISSION INSTRUCTIONS   
To submit application to Planning Department: 

 email documents to historicpreservation@houstontx.gov (attachments must be less than 10MB)
 send a Dropbox shared folder invitation to historicpreservation@houstontx.gov, or
 contact staff to set up an appointment to drop off a disc or flash drive.

MEETING SCHEDULE 
 Applications are due 22 calendar days in advance of the HAHC meeting by 12 PM (noon) on the deadline

date. Exception: revisions to items deferred or denied at the previous HAHC meeting are due 15 days in 
advance of the scheduled meeting.  

 Application deadlines are firm. All materials must be submitted by the deadline to be considered at the following
HAHC meeting. Designs must be final at time of application; revisions will  not be accepted after the deadline. 

 HAHC will not accept new material or redesigns presented at the HAHC meeting. Deferral until the following
month’s meeting may be necessary in such cases to allow for adequate review by staff and commissioners. 

 HAHC monthly meetings are held at 3:00 PM at City Hall Annex, 900 Bagby Street, City Council Chambers,
Public Level. 

2014 Meeting Dates 
(Thursdays unless noted otherwise) COA Application Deadlines Demolition / Relocation 

Posted Sign Deadlines 

October 23 October 1 October 13 

November 20 October 29 November 10 

December 17 (Wednesday) November 25 December 7 

DEFINITIONS 
Addition: any expansion to an existing building, structure or object.
Alteration: any change to the exterior of a building or structure, including adding, moving, removing or replacing an 
exterior feature. 
Demolition: an act or process that destroys in whole, or a majority of, any building, structure, object or site. 
Excavation: to expose, uncover, or remove by digging, cutting or hollowing out. 
Exterior Feature: an element of the architectural character and the general arrangement of the external portion of a 
building, structure or object, including building materials. 
Mandatory Repair: a repair of a building or structure that is necessary to comply with Article IX, Ch. 10, Houston Code of 
Ordinances, as evidenced by an order of the hearing official or the building and standards commission or by a citation. 
New Construction: the erection of a new building, structure, or object, on a lot, site, or other property. 
Relocation: any change in the location of a building, structure, or object. 
Restoration: accurately recovering the form and detail of a building, structure, object, or site and its setting as it appeared 
at a particular period of time by means of the removal of later work, or by the replacement of missing earlier work, or both. 
 
 



CERTIFICATE OF APPROPRIATENESS 

ALTERATION & ADDITON CHECKLIST 

Rev. 10.2014 

Well in advance of the COA application deadline contact staff to discuss your project and, if necessary, to 
make an appointment to meet with staff for a project consultation. 

Complete all applicable items and submit with the COA application form. Staff can assist you in determining what items 
are required for your scope of work. An incomplete application may cause delays in processing or may be deferred to the 
next agenda. Application materials must clearly represent current and proposed conditions. Refer to Houston Code of 
Ordinances, Ch. 33 VII, Sec. 33-241 for approval criteria for alteration, rehabilitation, restoration and additions. 

PROPERTY ADDRESS: 

BUILDING TYPE  ALTERATION TYPE 

   single-family residence 

   multi-family residence 

   commercial building 

   mixed use building 

   institutional building 

 garage  

   carport 

   accessory structure 

   other 

   addition 

   foundation  

   wall siding or cladding 

 windows or doors 

 porch or balcony  

   roof  

 awning or canopy 

   commercial sign  

   ramp or lift  

   other 

WRITTEN DESCRIPTION 

   property description, current conditions and any prior alterations or additions 

   proposed work; plans to change any exterior features, and/or addition description 

   current building material conditions and originality of any materials proposed to be repaired or replaced 

   proposed new materials description; attach specification sheets if necessary 

PHOTOGRAPHS  label photos with description and location 

   elevations of all sides  

   detail photos of exterior elements subject to proposed work 

   historical photos as evidence for restoration work 

DRAWINGS  scale like drawings the same; include all dimensions and drawing scale; label with cardinal directions 

   current site plan   

   proposed site plan  

   current floor plans 

   proposed floor plans  

 current window and door schedule 

  proposed window and door schedule 

   demolition plan 

   current roof plan  

   proposed roof plan 

 current elevations (all sides) 

 proposed elevations (all sides) 

 perspective and/or line of sight 
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I (we) request approval of a Certificate of Appropriateness to… 
Revise an existing approved COA for the construction of a 2-story addition to the historic Whitaker-Graliano-Brown house at 400 
Cordell Street.  The changes to the approved exteriors consist of: returning to an enclosed porch, modification of windows, and 
relocation of an exterior door on the south wall of the addition.  The existing COA was approved in May of 2014; materials are 
attached to this application.

Statement of intent:
1. With approval in May of 2014 to" open up" the enclosed porch with side door entry, we are requesting to modify the size of the 
side entry while maintaining the indentation which delineates the existing house from the addition.
2. We request permission to revise a few windows on the Melwood Street side from double hung to smaller "fixed' windows for the
purpose of privacy and security.

Our requests are for the purposes keeping the existing historic house "in tact", but still define existing from new.
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