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Planning and Zoning Department 
240 Kensington Road 

Berlin, Connecticut 06037 
www.town.berlin.ct.us 

Town of Berlin     HDC # ______- ____  

 

 

Plan Title & Date: ______________________________ 
                                ______________________________ 

HISTORIC DISTRICT COMMISSION 
CERTIFICATE OF APPROPRIATENESS APPLICATION 

Application is hereby made for the issuance of a Certificate of Appropriateness under the Historic District 
Ordinance of Berlin, Connecticut, enacted pursuant to the enabling authority contained in Chapter 97, Section 7-
147d, as amended, of the General Statutes of Connecticut, proposed work as described below: 

Property Owner(s): ____________________________________________________________________  

Project Address: _________________________________  Map: _______ Block: ________ Lot: _______ 
Any town official and/or employee that the town deems necessary may enter the property to verify information submitted with this application. 

Applicant Information  
Name*: _________________________________  Firm Name: __________________________________

Street Address: ___________________________  City: __________________ ST: ______Zip: ______  

Email: __________________________________  Phone: ______________________________________

Signature: _______________________________  Date: _______________________________________

*Letter of Authorization Required (If not the Property Owner) 

Proposed Work Involves:  
¨ New Construction / Addition ¨ Renovation ¨ Repair 

to a: 
¨ Dwelling Unit ¨ Accessory Structure  ¨ Garage ¨ Other (Explain Below) 

Description of Project (Please be as specific as possible): 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
If more space is needed, then please provide separate narrative document. 
All municipal property taxes are paid in full at this location in accordance with Article 5, §4-40 local 
ordinance of the Town of Berlin.  

 ___________________________________ 
 
Collector of Revenue  Date 

NOTE: This form is for Historic District Commission Certificate of Appropriateness review ONLY.  The 
owner &/or applicant is responsible to obtain any other agency’s authorization in relation to the proposal. 
Please complete Instruction Checklist and refer to HDC Regulations for all submission criteria.  
  
To be completed by P&Z staff only:  HISTORIC DISTRICT COMMISSION DECISION: 
Received by: ____________________   

HDC Application #:  ________-_____ 

Scheduled on HDC Agenda of: ___________ 
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Planning and Zoning Department 
240 Kensington Road 

Berlin, Connecticut 06037 
www.town.berlin.ct.us 

Town of Berlin     HDC # ______- ____ 

  

HISTORIC DISTRICT COMMISSION 
CERTIFICATE OF APPROPRIATENESS  

Application Instructions And Checklist 

Project Address: ______________________________________________________________________  
All applications shall be submitted to Planning and Zoning Office during regular office hours. 

Applications must be submitted a minimum of 14 days prior to the meeting per the adopted calendar. 
 

Items To Be Submitted: 
☐ 1.  One original completed Historic District Commission Certificate of Appropriateness Application 

form with original applicant signature. (Make sure to obtain Tax Collector Office sign off.) 
☐ 2.  Notarized Letter of Authorization to act on behalf of the certified property owner(s) for matters 

related to this application, if required. 
☐ 3.  Scaled drawings showing the nature of the work to be performed, as well as a list of materials to 

be used. With respect to signs, the application shall state the size, materials and proposed 
location(s).  

☐ 4.  Applications for rehabilitation, new additions, and accessory structures shall include the following 
materials:  
☐ A.  Written specifications, with measurements. 
☒ B.  Photographs of building or lot. 
☐ C.  Plot plan when necessary (for additions or new structures). 
☐ D.  Historical photographs and statement including physical and/or documentary evidence or 

depictions of proposed changes. 
☐ E.  Description of existing materials and their condition, particularly if replacement is proposed. 
Be aware that the Commission may require or suggest material samples or color samples for either 
rehabilitation or new construction. 

☐ 5. Additional requirements for construction of new buildings or structures: 
Per §5.1.4.1 All new buildings or structures are to be designed by a licensed architect.  
Per §5.1.4.5 Plans are to be specific as to the architectural style, design, arrangement, texture, and 
material of architectural features; and also as to their relationship to the style and features of other 
buildings and structures in the immediate neighborhood. 
☐ F. Working drawings at a scale of no less than ¼ inch = one foot, with elevations of facades, 

site plans, and indications of materials. 
☐ G.  Streetscape elevation or architectural rendering of the new design in context of neighboring 

buildings or structures. 
 
To be completed by Planning and Zoning staff: 
☐ 6. It is the belief of staff that this application is incomplete because of the failure of the applicant to 

provide the materials referred to above. This application will be reviewed by the HDC and a 
decision made as to whether it is complete or incomplete. 

 
Items missing include item numbers: ________________________  

Applicant Signature: _____________________________________ Date__________________ 

Staff Signature:         _____________________________________ Date__________________ 




























