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CERTIFICATE OF APPROPRIATENESS (COA) Application Checklist – BAR Review 
Please mark the checklist below, there is a 3-day acceptance period upon receipt of application & materials as required. 

 

 
Elevation drawings/graphics for proposed project drawn to scale with general dimensions and exterior materials 
identified. Proposed additions must be shown in context with the existing building. New buildings and additions must 
show all elevations with existing and proposed grade line, not a horizon line. 
  For additions/new construction: floor plan(s) and roof plan drawn to scale with general dimensions. 
Drawings and/or photographs documenting existing conditions and any deteriorated conditions. 

Copy of legal plat depicting the location of the proposed improvement, with required setbacks noted. 
Proposed site plan drawn to scale with general dimensions showing location and footprint of the proposed 
improvement(s). 
Statement of Justification explaining the project and how it addresses the Guidelines for the District where it is located. 
List of proposed materials with all specifications and product cutsheets including illustrations, profiles, and colors.  
Material samples – all composite materials require a physical sample in addition to cutsheets.  Not needed for cement 
fiber siding or wood construction materials.  Contact the Preservation Planner if you are unsure of which samples are 
needed for your project. 

Proposed color scheme with actual color samples from paint manufacturer. 

Perspective renderings and/or rendered elevations are encouraged for larger scale projects. 

Property owner permission (if submitted by someone other than owner of record). 

Approval of proposal from Home Owners Association or Virginia Department of Historic Resources (if applicable). 

Electronic copy of all of the above (except physical materials samples). 
 

 
A condition assessment of each window proposed for replacement with photos of deteriorated conditions.  

Dimension of the existing window opening(s) and size of the proposed replacement window(s).  

Type (e.g. double-hung sash; casement) and pane configuration (e.g. 2/2, 6/6) for existing and proposed windows. 

Measurement of the rails, stiles, jambs, sills, and exterior depth of reveal for existing and proposed windows.  

Muntin width and profile for existing and proposed windows.  

Muntin configuration including external grill and spacer bar for simulated divided light (SDL) replacement windows. 

Color and material of proposed windows.  

Characteristics of window glass (tinting, reflective film, etc.) if any. 

 
Structural report documenting existing building’s physical condition prepared by a state-certified architectural or 
engineering professional. 
Photographs of the building proposed for demolition showing all elevations and any deteriorated conditions. 

A narrative statement of justification for the demolition  

 Post-demolition plans (site plan and elevation drawings) or landscape plan for cleared site (general and non-binding).  

Note: an architectural survey or a Phase 1 archeology study may be required by the BAR as part of the demolition 
review process.  If one has already been completed, please provide it at the time of application. 

 

REQUIRED FOR ALL APPLICATIONS (UNLESS OTHERWISE NOTED BY STAFF) 
ALTERATIONS (INCLUDING SITE IMPROVEMENTS), ADDITIONS OR NEW CONSTRUCTION: 

IN ADDITION TO THE ABOVE, PROJECTS INVOLVING WINDOW REPLACEMENT OR INSTALLATION ALSO REQUIRES:  

IN ADDITION TO THE ABOVE, DEMOLITION/RELOCATION OF AN EXISTING STRUCTURE ALSO REQUIRES: 
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CERTIFICATE OF APPROPRIATENESS (COA) SIGN APPLICATION INFORMATION 
Refer to the H-1, Old & Historic District Sign Guidelines, Gateway Design Guidelines or H-2 Corridor Design Guidelines for 
additional information. 
 
Please mark the checklist below, there is a 3-day acceptance period upon receipt of application & materials as 
required.  
 
Required Submission Materials for ALL Sign Requests: 
 

Sign artwork with colors, materials, and dimensions shown. 

 Identification of sign materials to be used (a sample may be requested by the Preservation Planner). 

 Photo or drawing to indicate placement of sign on building or site.  

 Indication of sign clearance above sidewalk or public right-of-way (projecting sign only).  

Means of and material for structural support (projecting sign or freestanding sign only). 

Method of illumination and manufacturer’s cutsheet of proposed fixtures, if applicable.   

 
 
Please Note: For Old & Historic District (H-1) Applicants, a public hearing with the Board of Architectural Review 
will be required for a sign application if any of the following circumstances are applicable.  Please select any 
that apply:  
 

• The proposed sign exceeds 6 square feet in size;   
• The proposed placement of the sign is inconsistent with the locational recommendations contained in the 

Old & Historic District Sign Guidelines; 
• The proposed sign will obscure an architectural feature; or 
• More than two signs are requested. 

 
In any district, the Preservation Planner may determine that a particular application does not fully meet the criteria 
for administrative approval as outlined in the applicable design guidelines and may refer the application to the 
next available Board of Architectural Review meeting (for which public hearing requirements can be met) or the 
application may be withdrawn.  
 

Completed applications can be submitted electronically as a “project” via eTRAKiT: 
https://lee.csqrcloud.com/community-etrakit/.  For more information visit our website: 
www.leesburgva.gov/preservation  
 

https://lee.csqrcloud.com/community-etrakit/
http://www.leesburgva.gov/preservation

