
Signature of Owner ______________________________________ Date ____ 

Commission for Architectural Review 

Application for Certificate of Appropriateness 
900 E. Broad Street, Room 510 

Richmond, VA 23219 | (804)-646-6569 
www.rva.gov/planning-development-review/commission-architectural-

review  
 

Property (location of work) 
 
Address: _____________________________________________________________________________ 
 
Historic District: _______________________________________________________________________ 
 

Applicant Information          Billing Contact 
 
Name: ____________________________________ 
 
Email: ______________________________________ 
 
Phone: _____________________________________ 
 
Company: _________________________________ 
 
Mailing Address: ___________________________ 
 
__________________________________________ 
 
Applicant Type:      Owner      Agent      Lessee 
 
      Architect      Contractor      
 
 Other (specify): _____________________________ 

Owner Information          Billing Contact 
 
       Same as Applicant  
 
Name: ___________________________________ 
 
Email: ____________________________________ 
 
Phone: ___________________________________ 
 
Company: _________________________________ 
 
Mailing Address: ___________________________ 
 
_________________________________________ 
 
_________________________________________ 
 
**Owner must sign at the bottom of this page** 

 
Project Information 
   
Project Type:        Alteration              Demolition            New Construction (Conceptual Review Required) 
 
Project Description (attach additional sheets if needed): 
 
 
 
 
 

Acknowledgement of Responsibility 
 
Compliance: If granted, you agree to comply with all conditions of the certificate of appropriateness (COA). 
Revisions to approved work require staff review and may require a new application and approval from the 
Commission of Architectural Review (CAR). Failure to comply with the conditions of the COA may result in project 
delays or legal action. The COA is valid for one (1) year and may be extended for an additional year, upon written 
request and payment of associated fee. 
 
Requirements: A complete application includes all applicable information requested on checklists available on the 
CAR website to provide a complete and accurate description of existing and proposed conditions, as well as 
payments of the application fee. Applications proposing major new construction, including additions, should meet 
with staff to review the application and requirements prior to submitting an application. Owner contact information 
and signature is required. Late or incomplete applications will not be considered. 
 
Zoning Requirements: Prior to Commission review, it is the responsibility of the applicant to determine if zoning 
approval is required an application materials should be prepared in compliance with zoning. 

5/22/2022

http://www.rva.gov/planning-development-review/commission-architectural-review
http://www.rva.gov/planning-development-review/commission-architectural-review


 

Certificate of Appropriateness 
Application Instructions 

 
In advance of the application deadline, please contact staff to discuss your project, application 
requirements, and if necessary, to make an appointment to meet with staff for a project 
consultation. The CAR website has additional project guidance and required checklists: 
www.rva.gov/planning-development-review/commission-architectural-review 

 
Staff Contact: (804)-646-6569 | alex.dandrige@rva.gov | alyson.oliver@rva.gov  
 
Submission Instructions 
 
Certain exterior work can be administratively approved by Staff. Please contact staff via email with the 
project address in the subject line. Submit the following items via email to staff: 

 One (1) signed and completed application (PDF) – property owner’s signature required 

 One (1) copy of supporting documentation, as indicated on appropriate checklist (PDF) 

 Application fee, if required, will be invoiced via the City’s Online Permit Portal. Payment of the fee 
must be received before the application will be scheduled. Please see fee schedule brochure 
available on the CAR website for additional information. 

 Application deadlines are firm. All materials must be submitted by the deadline to be considered 
at the following Commission meeting. Designs must be final at the time of application; revisions 
will not be accepted after the deadline. Incomplete and/or late applications will not be placed on 
that month’s agenda. 

 A complete application includes a signed application form, related checklist, legible plans, 
drawings, elevations, material specifications, and payment of the required fee as described in Sec. 
30-930.6(b). 

 The Commission will not accept new materials, revisions, or redesigns at the meeting. Deferral until 
the following month’s meeting may be necessary in such cases to allow for adequate review by 
staff, Commissioners, and public notice, if required. 

 
Meeting Schedule and Application Due Dates 
 

 The CAR meets on the fourth Tuesday of each month, except for December when it meets on the 
third Tuesday. 

 The hearing of applications starts at 4:00pm via Microsoft Teams. The owner and/or applicant is 
encouraged to attend the meeting. 

 All applications are due at 12 noon the Friday after the monthly CAR meeting, except in December, 
when applications are due the following Monday. For a list of meeting dates and submission 
deadline dates for each meeting please visit www.rva.gov/planning-development-
review/commission-architectural-review or contact staff. 

 Exception: Revisions to applications that have been deferred or conceptually reviewed at a CAR 
meeting can be submitted nine (9) business days after that meeting in order to be reviewed at the 
following meeting. Please contact staff to confirm this date. 

 
Fees 
 

 Full Demolition: $1,500 

 New construction/addition to a building other than for a single- or two-family dwelling or 
accessory building, including multi-family or mixed-use developments: $500 

 New construction/addition to a single- or two-family dwelling, or accessory building: $250 

 Amendments to previous certificates of appropriateness (COAs) concerning non-structural 
alterations, changes to signage, and changes to plans: $150 

 Extension of a certificate of appropriateness (COA): $25 

 

http://www.rva.gov/planning-development-review/commission-architectural-review
mailto:alex.dandrige@rva.gov
mailto:alyson.oliver@rva.gov
http://www.rva.gov/planning-development-review/commission-architectural-review
http://www.rva.gov/planning-development-review/commission-architectural-review


Created 7/2016 

 
CERTIFICATE OF APPROPRIATENESS 

 

ALTERATION AND ADDITION CHECKLIST 
 
 
 
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 sections 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 Standards for Rehabilitation outlined in Section 30.930.7(b) of the City Code, as well as, 
the Richmond Old and Historic Districts Handbook and Design Review Guidelines. 
 
PROPERTY ADDRESS:   
 
BUILDING TYPE ALTERATION TYPE 
□ single-family residence □ garage □ addition □ roof 

□ multi-family residence □ accessory structure □ foundation □ awning or canopy 

□ commercial building □ other □ wall siding or cladding □ commercial sign 

□ mixed use building   □ windows or doors □ ramp or lift 

□ institutional building   □ porch or balcony □ 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 material description:  attach specification sheets if necessary 
 

PHOTOGRAPHS place on 8 ½ x 11 page, label photos with description and location (refer to photograph guidelines) 

□ elevations of all sides 

□ detail photos of exterior elements subject to proposed work 

□ historical photos as evidence for restoration work 

 
DRAWINGS (refer to required drawing guidelines) 
□ current site plan □ list of current windows and doors □ current elevations (all sides) 

□ proposed site plan □ list of proposed window and door □ proposed elevations (all sides) 

□ current floor plans □ current roof plan □ demolition plan 

□ proposed floor plans □ proposed roof plan □ perspective and/or line of sight 

□ legal “plat of survey” 

3404 E. Broad St. Richmond, VA 23223
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T-1

SINGLE FAMILY RESIDENCE at
3404 E BROAD STREET

RICHMOND, VA 23223

PROPOSED SURVEY PLAN
T-1

A-1

TITLE SHEET, SITE SURVEY & BUILDING INFO.

A-2 BASEMENT PLAN, ROOF PLAN,
FOUNDATION & PORCH DETAIL

A-3 1ST FLOOR PLAN & 2ND FLOOR PLAN
EXTERIOR ELEVATIONS

C-1 CONTEXT ELEVATIONS & PLANS
GENERAL CONSTRUCTION NOTES

A-4
EXTERIOR ELEVATIONSA-5

CONSTRUCTION CODE:  VCC 2009, IRC 2009  -  CONSTRUCTION TYPE: V-B
BUILDING AREA (INCLUDING THE EXTERIOR WALL): 1ST FLOOR:   1,300 SF

2ND FLOOR:  1,300 SF
TOTAL:     2,600 SF

STORIES ABOVE GRADE: 2         HEIGHT ABOVE GRADE: 28'+/-
USE GROUP: SINGLE-FAMILY       SPRINKLER SYSTEM: NO
FIRE DETECTION: YES,  HARD-WIRED SMOKE DETECTION SYSTEM
INSULATION VALUES:   CEILINGS:  R-38 BATT INSUL
                                WALLS:     R-13 BATT INSUL
                               FLOORS:   R-30 BATT INSUL

General Conditions:

Contractor to carefully review the contract documents and existing conditions of the job site to achieve full
comprehension of the project renovation requirements.  Contractor to include cost for all work described and
required to satisfy the intent of the contract documents and required by existing conditions.  Architect to be
notified of  conflicts between existing conditions and new work conflicts or omissions in the drawings and any
limitations related to the execution of the work.  In the case of conflicts within the contract documents, the strictest
condition or requirement is to be included in the cost and scope of work.  Contractor shall not proceed with the
work, involved in such errors, omissions, or discrepancies until written instructions are given by the Architect.  The
Contractor shall be responsible to correct all work erroneously installed prior to receiving said instructions.

All work shall be in accordance with the Virginia Statewide Uniform Building Code and International Residential Code,
latest editions, to the satisfaction of authorities having jurisdiction.  All manufactured products shall be used per
manufacturer's written specifications.  Contractor to apply for, pay for and obtain all permits, fees and inspections
by authorities having jurisdiction over the work.  Copies of all transactions shall be made available to the owner.
Notify the architect of any variance with current codes.  Contractor shall be responsible for compliance with  public
authorities regarding the performance of work.

Contractor to make available to the owner a construction schedule along with a schedule of values prior to
commencement of work.

Contractor shall supply all labor, materials, equipment, tools, handling, transportation, debris removal, and all related
costs and services necessary for the execution of the work.

Work is to be executed by the general contractor unless provisions are made otherwise.  References to
“contractor” are to include general contractor and subcontractors.  The contractor shall be solely responsible for
and have control over all construction means and methods required by the contract documents including
coordination of work.  The contractor is to be responsible for acts and omissions of the contractor's employees,
subcontractors and their and employees, and any other persons performing any of the work under contract with the
contractor.  The architect will not be responsible for errors, omissions or delays caused by the contractor.

Field Verifications: Verify all dimensions in the field before performing the work.  The Contractor will be responsible
to correct any work that is done in error because of failure to verify or clarify dimensions.

Substantial changes to the drawings or actual work are to be issued by the architect with the owner's approval.

Construction Coordination:

Contractor is to coordinate and protect all new and existing work in place when exposed to potential damage by
work of  multiple trades.  The Contractor shall coordinate construction of all required mechanical, electrical and
plumbing.

All work and improvements shall be in strict accordance with the current codes adopted by the local jurisdictions
and approved by the local building inspection office.  All work  is to comply with applicable provisions of the the
occupational safety and health act- OSHA.

The contractor is to keep the premises free from excessive accumulation of waste materials or rubbish caused by
construction and will remove it from the site in a timely fashion or as directed by the owner.  Upon completion of the
project, the contractor shall remove all remaining materials, waste or otherwise, as well as all construction
equipment.  The work and support areas shall be left broom clean.

Product information and samples:

Shop-drawings and all other submittals are to be examined by the general contractor and checked for compliance
with contract requirements.

GENERAL STRUCTURAL NOTE: STRUCTURAL ITEMS ARE SHOWN FOR REFERENCE.  ALL STRUCTURAL ELEMENTS ARE TO BE SPECIFIED/APPROVED
BY A STRUCTURAL ENGINEER PRIOR TO CONSTRUCTION.

Quality Control:

Complete all construction and install materials per manufacturer's specifications and instructions and in a manner
consistent with industry standards of workmanship and the products selected.

Material Acquisition:

Protect products during all stages of handling to prevent damage.  Comply with all requirements of specified
product and manufacturer's instructions to ensure optimum condition of final installed product.

Work  Conditions:

Create appropriate environmental conditions for installing or applying finishes to the products specified.

Prior to product installation, evaluate all existing surfaces to receive product per product manufacturer's
recommendation.  Installation shall imply acceptance of substrate and shall not be grounds for claims against
improper performance of installed materials.

Keep exits, exit lighting, fire protection and life safety devices operational during construction.  Keep means of
egress clear of all tools, materials and debris.

Guarantee:

Warrant all materials, finishes and equipment supplied under this contract shall be new, unless otherwise specified,
and that all work shall be of good quality, free from defects and in compliance  with the contract documents.  For
one year beginning at the date of substantial completion, contractor will promptly remedy work found not to be in
compliance with the contract documents.  Contractor shall assume all costs for corrections.

Transfer all manufacturer warranties, product literature, maintenance requirements and schedules to the owner at
completion of the project.

Products:

Contractor to provide products specified in the following specifications or in the other contract documents.  If no
product is specified, contractor shall provide a match in quality and appearance to typical materials used in other
similar buildings.

Construction execution:

Dimensions to be verified in the field.  If dimensions can not be verified or the verification would cause a delay in the
progress of work, contractor shall guarantee dimensions to the subcontractor for coordination.  Drawings may be
scaled for reference only.

Wall partitions, unless noted otherwise, shall be located as dimensioned and shown on the construction plans and
details.  Dimensions are to faces of finished partitions.  Actual partition thicknesses are used.  Contractor shall
verify dimensions.  All vertical dimensions are given from top of finished flooring unless otherwise noted.

Contractor shall prepare concrete floors, if applicable, to be a smooth uniform surface.  All floor anchors and
penetrations shall be coordinated by contractor as part of the floor preparation.

Clean all surfaces and equipment 24 hours prior to occupancy.  Vacuum or mop, as required, all floors and clean
windows and glazing.

The date when the project is available for owner occupancy will be known as substantial completion. Additional
touch-up or minor installation work may be incomplete.

Construct all items in strict adherence to the approved shop drawings and the referenced product standards.
Connections of all parts being accurately and neatly fitted and securely fastened together.

DRAWING INDEX:BUILDING INFORMATION:

SHOP DRAWINGSSD-1
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BASEMENT FLOOR PLAN

SCALE:  1/4"=1'-0"
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TYPICAL PORCH DETAIL

SCALE: 1/2" = 1'-0"

6x6 TREADED POST

RAILING: RICHMOND RAIL, PAINTED

W/ 2x2 PICKETS @ 4 1/2" OC

2x10 TREATED
JOIST SECURED TO EXTERIOR

WALL W/ GALV LAG BOLTS @

2'-0" OC

(2) 2x8 GIRDER BOLTED TO 6x6

POSTS W/ (2) GALV 1/2" Ø THRU

BOLTS W/ WASHERS - TYP

2x8 TREATED JOISTS @ 16" OC

ATTACHED TO GIRDERS W/

JOIST HANGERS

(2) 2x8 GIRDER BOLTED TO 6x6

POSTS W/ (2) 1/2" Ø GALV THRU

BOLTS W/ WASHERS - TYP

FLASHING OVER JOIST

SEE PLAN

16x16 BRICK PIER

EXTERIOR WALL

5/4 x 6 TONGUE & GROOVE

DECKING

18"

4" PERFORATED PVC DRAIN PIPE
WRAPPED IN FILTER CLOTH, IN

GRAVEL: CONNECT TIGHTLINE TO
GRADE

FIBER-CEMENT LAP SIDING,
HARDI-PANEL OR EQUAL

2 X 8 TREATED WOOD PLATE

2 X 4 STUDS #2 SOUTHERN YELLOW PINE
@ 16" O.C.,

15# BUILDING PAPER OR TYVEK ON 1/2" MIN.
CDX PLYWOOD OR GYP SHEATHING PER WALL

TYPES

2 X 4 TREATED WOOD PLATE

1/2" HEADED ANCHOR BOLTS @ 36" O.C.,
EMBED 8" INTO GROUTED CELLS,

LAP SPLICE TO FOOTING

FINISH GRADE

R-13 FIBERGLASS BATT INSULATION

GYP WALL BOARD PER WALL TYPE

FINISH FLOORING AND

BASE AS SPECIFIED

,10" X 18" CONC. FTG. WITH (3) #4
BARS CONT. LAP SPLICE 2'-6" MIN.

6 MIL VAPOR RETARDER

8" CMU BLOCK, GROUT SOLID,
#4 BARS, VERTICAL
REINFORCEMENT 4' O.C.

PARGING AT ALL EXPOSED MASONRY

R-19 FIBERGLASS BATT
INSULATION

SEE STRUCTURAL FOR JOIST
SIZING & SPACING

FIBER-CEMENT 1X10 WATER TABLE W/ DRIP AND
FLASHING, HARDI-PANEL OR EQUAL

TYPICAL WALL SECTION

SCALE: 1/2" = 1'-0"

1ST FLOOR

2ND FLOOR

BEARING HEIGHT

( + 0'-0" )

( + 9'-1" )

( + 10'-5 3/4" )

( + 19'-6 3/4" )

ROOF PEAK

( VARIES )

BEARING HEIGHT

R-13 FIBERGLASS BATT INSULATION

R-38

1 1/4" NOM WOOD FLOOR

R-13 FIBERGLASS BATT INSULATION

2X4 WOOD STUDS

@ 16" O.C. - TYP.

(2) 2x4 TOP PLATE

(2) 2x4 TOP PLATE

FIBER-CEMENT LAP SIDING,
HARDI-PANEL OR EQUAL

15# BUILDING PAPER OR TYVEK ON 1/2" MIN.
CDX PLYWOOD OR GYP SHEATHING PER WALL

TYPES

GYP WALL BOARD 

GYP WALL BOARD 

FIBER-CEMENT LAP SIDING,
HARDI-PANEL OR EQUAL

15# BUILDING PAPER OR TYVEK ON 1/2" MIN.
CDX PLYWOOD OR GYP SHEATHING PER WALL

TYPES

PLYWOOD ROOF

SHEATHING

MEMBRANE ROOF

INSULATION BOARD

TRIM BOARD

FLASHING

HURRICANE TIE

SIMPSON H-8 

R-13 FIBERGLASS BATT INSULATION

GYP WALL BOARD 
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FRONT ELEVATION

SCALE:  1/4"=1'-0"

RIGHT ELEVATION

SCALE:  1/4"=1'-0"

ARCHITECTURAL KEY NOTES:

1.  FOUNDATION:  SUPERIOR WALL FOUNDATION

3.  RAILING: RICHMOND RAIL, PAINTED
4.  FRONT COLUMNS: FIBERGLASS DORIC COLUMNS PAINTED, 4X4 INTERIOR POST
5.  PORCH ROOFING: MEMBRANE, BLACK FINISH
6.  WINDOWS: MW JEFFERSON 300 SERIES WINDOW
7.  DOORS: SEE PLAN FOR SIZE
8.  SIDING AND TRIM:  FIBER-CEMENT ('HARDIPANEL' MATERIAL OR EQUAL)
9.  FASCIA BOARDS:   FIBER-CEMENT ('HARDIPANEL' MATERIAL OR EQUAL)

11.  ROOF FLASHING: METAL, COLOR TO MATCH FASCIA BOARD
12.  UPPER ROOF: MEMBRANE ROOF OVER 5/8" OSB
13.  REAR PORCH STRUCTURE: PRESSURE TREATED STAINED, VERTICAL 6X6 POSTS
14.  PORCH PIER: 16"X16" BRICK PIER.  24"X24"X12" CONCRETE FOOTING.  (3) # 4
REBAR HORIZONTAL. (2) #4 REBAR VERTICAL, GROUT SOLID.

1

2.  FRONT PORCH FLOORING AND TRIM: TONGUE AND GROOVE DECKING

10.  WOOD STEPS & RAILING: RICHMOND STYLE

15.  WOOD LATTICE PANEL
16.  NOT USED
17. 18" x 24" ATTIC VENT
18. P.T. WOOD PORCH FRAMING, PAINTED
19. SYNTHETIC SLATE
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LEFT ELEVATION

SCALE:  1/4"=1'-0"

ARCHITECTURAL KEY NOTES:

1.  FOUNDATION:  SUPERIOR WALL FOUNDATION

3.  RAILING: RICHMOND RAIL, PAINTED
4.  FRONT COLUMNS: FIBERGLASS DORIC COLUMNS PAINTED, 4X4 INTERIOR POST
5.  PORCH ROOFING: MEMBRANE, BLACK FINISH
6.  WINDOWS: MW JEFFERSON 300 SERIES WINDOW
7.  DOORS: SEE PLAN FOR SIZE
8.  SIDING AND TRIM:  FIBER-CEMENT ('HARDIPANEL' MATERIAL OR EQUAL)
9.  FASCIA BOARDS:   FIBER-CEMENT ('HARDIPANEL' MATERIAL OR EQUAL)

11.  ROOF FLASHING: METAL, COLOR TO MATCH FASCIA BOARD
12.  UPPER ROOF: MEMBRANE ROOF OVER 5/8" OSB
13.  REAR PORCH STRUCTURE: PRESSURE TREATED STAINED, VERTICAL 6X6 POSTS
14.  PORCH PIER: 16"X16" BRICK PIER.  24"X24"X12" CONCRETE FOOTING.  (3) # 4
REBAR HORIZONTAL. (2) #4 REBAR VERTICAL, GROUT SOLID.
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2.  FRONT PORCH FLOORING AND TRIM: TONGUE AND GROOVE DECKING

10.  WOOD STEPS & RAILING: RICHMOND STYLE

15.  WOOD LATTICE PANEL
16.  NOT USED
17. 18" x 24" ATTIC VENT
18. P.T. WOOD PORCH FRAMING, PAINTED
19. SYNTHETIC SLATE
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