
Components of 
a Successful 
Application: 

Requirements 
Exist 

for a Reason

California State Parks
Office of Historic Preservation

Presenter
Presentation Notes
The Application with its parts is the owner’s formal entry into the voluntary tax incentives program.  These forms are your legal documents and should be treated with care and timeliness. 



Review of each certification request within the general 60 day cycle         for the federal Historic Preservation Tax Incentives program is based      on receiving a completed, adequately documented application.   



The goal for the Application is to certify all of its parts:



To confirm the property as a “certified historic structure,”



To certify that the entire project meets all ten of the Standards  (and to confirm that the rehabilitation is “substantial”), 



To notify the SHPO and NPS of any project changes after initial approval,



To certify that the work has been completed as previously approved. 



In 

the 

beginning...

TAX CREDITS
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It can seem as if the various parts of the application are overlapping and layered, but they do progress in a sequential manner. 



Applying as early as possible in the process gives everyone flexibility in consideration of alternatives and possible ways to achieve a successful project.  



Be aware that there may also be other regulatory requirements that are parallel to the tax incentives programs and which need to be addressed separately or which may be a tool to assist the project.    



A thorough reading of the instructions and guidelines are critical in sorting through the information required for each part of the application.  



The challenge is to provide the needed information and supporting documentation at each step.  The forms have evolved to be flexible but certain data must still be present – for instance, the cover sheets for each part are critical in format. 





Read the Instructions...
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There are several excellent sources of guidance and information to assist in completing the application forms          for the tax incentives program. 



Start with the instructions that come with the forms, and then the National Park Service guidance web site, and finally the SHPO technical assistance bulletin 15, available on-line and    of course, the SHPO staff. 



Review the Guidance...

http://www.cr.nps.gov/hps/tps/tax/ 
incentives/index.htm
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The National Park Service has created a very informative on-line guidance site that provides practical examples for completing the forms and for including the supporting documentation. 







Call for Help

Contact 
staff at the 
SHPO office 
with any 
questions  
or   
concerns
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The SHPO staff is available to assist well before the actual review phase.   



Consider us a resource for answering questions about completing the application forms and about project aspects.



If we don’t know the answer immediately, we guarantee to research it ourselves, or to direct you to others who can provide the answer. 







Tax Incentives

PART 1

PART 2

PART 3

Certified Certified 
RehabilitationRehabilitation

AMEND
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The formal application consists of multiple parts, each of which fulfills a requirement for the goal of a certified rehabilitation for a certified historic structure.



They are the legal documents that provide evidence that a project has successfully completed the requirements and goals of the program.  The challenge is to provide clear, concise and comprehensive descriptions and details and documentation. 



The reviewers are not to act as plan checkers, nor are they to guess about a project, nor should they find scopes of work illustrated in the drawings that          are not described in the text. 



The information in each part supports the next section or “Part” of the overall application as they connect in sequence to the goal of a successful project.



It is important for this sequence, when the owner designates a Part 1 and Part 2 CONTACT to remember that the SHPO and NPS rely on that contact to inform them about the project and answer questions so it is vital that the contact information is current and correct.  



Also, be sure the Contact you designate is directly involved with the project and can connect with all the various project staff throughout the entire cycle.  



Part 1  Evaluation:
• Base = Historic Districts = Contributor
• Functional Relationship = One Part 1
• Present Condition (not NR list)
• Alterations – when & what
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A Part 1 Application is used most often to request certification that a depreciable building contributes to the significance of a registered historic district and therefore qualifies as a “certified historic structure” for the purpose of rehabilitation.

Base Realignment and Closures (BRAC) have usually already identified their historic properties as part of closure process but other projects may need to ultimately list their property in the National Register of Historic Places as part of the process.   In either case, the property must be confirmed to be listed before the credits may be finally claimed. 

Ordinarily each building requires its own Part 1 submittal, but in the case of buildings that were functionally related historically to serve an overall purpose one Part 1 form is used but each building must still be documented  individually with a full description and its own photos.



FOR THE EVALUATION:  The documentation for buildings in districts must be sufficient to:

1.  Make a judgment about how the building relates to the district, and

To determine which features of the building comprise its historic character.



To do this, provide information about the major features of the building on both the exterior and interior as it is in its PRESENT CONDITION, not as described in the NR (which can be older or brief with usually no interior descriptions) and

Fully describe any CHANGES that have been made to the building since its original construction. (additions, porch enclosures, new storefronts, relocation of  doors and windows, and alterations to the interior.)

State how the building relates to others in the district or neighborhood (siting, scale, material, construction, and date), give its period of significance and confirm that it retains the essential character for which it was originally nominated.

Finally, include 

  a.  35 mm photos of the site and setting, exterior elevations and interior rooms, noting the major circulation and include vertical circulation if more than one story.  Be sure to include significant features and existing architectural elements. 

  b.  Provide a photo key numbering and noting where pictures were taken within the building

and

  c.  Include an official boundary map of the historic district with the property located on it



• Describe whole project

• Feature by feature by feature

• What & How (Quantify)

• Photos: – good-clear-specific

• Match text and plan sheets

• Text takes precedence

Part 2  Rehabilitation Work:
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The Part 2 is where the owner decides on a 24 or 60 month project time frame   and the scope of work is explained in sufficient detail so that the reviewer may:

make a judgment whether the overall project is consistent with all ten of the Standards, and 

significant historic materials and features of a building are retained during the rehabilitation process. 

This is where applicants can expedite their project by being certain that the materials describe the full project and its components and what the completed project will be, including areas where work will not occur.   Note especially historic finishes and layout including room sequences, circulation, space, and volume.



Be concise, but not too abbreviated.   Abbreviated is “all walls will be repaired      in-kind,”  concise is “About 10% of the surface of the plaster walls are damaged and will be repaired by cutting back to a sound edge and infilling with plaster layers, finished with a skim coat.  Large areas will be patched with gypsum board and then finished with the skim coat.”



Good photographic coverage augments and clarifies the application descriptions.  Use as many photos as are needed to tell us the story of your project, its work scope components, and the nature of the building.  We never complain about getting too many photos.

Please remember that the descriptions in the application form take precedence over all other documentation submitted with the application.  Therefore it is important to describe all aspects and features to be affected, also describe where work will not occur.   Make certain all work in the drawings is referenced in the text.

This is where the SHPO and NPS reviewers rely on the owner’s designated contact to inform them about the project so it is important that their contact’s information is current and correct.  Also, be sure the Contact you designate is directly involved with the project and can connect with all the various project staff.   



Credit Card

Fee Form =

Expedite    
if pay up  

front
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The NPS will not review a Part 2 application until the initial $250 fee has been paid, nor a Part 3 until the final fee is paid. 

  

The Standard fee billing cycle can add weeks to an application process.  



Therefore the NPS has developed the credit card form to expedite fee payment and initiate review as soon as the application is received and processed in Washington, D.C.



The credit card form is sent with the Part 2 or Part 3 applications to the SHPO and the SHPO forwards it to the   NPS with their review.    There is a copy in your packet. 





Continuation or 
Amendment

• Request For Information is a Continuation.

• Use an Amendment to address NPS 

conditions or to note field scope changes.

• Use for completion of a phase for               

a phased project.
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The Continuation/Amendment Form 10-168(b)  is a flexible and versatile form that may be used to provide varied supplemental information about a project, such as:



Providing additional requested information to clarify the initial submittal – this is a continuation 



Responding to conditions required by the NPS to bring the project into conformance



Notifying the SHPO and NPS of design or field changes in previously approved scopes of work



Indicating that a Phase of a Phased project has been completed. 



This NPS Form 
10-168(b)   
must look    
like it does     
in the 
Application  
Set 
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Your first page for any Amendment/Continuation must be filled out and submitted exactly as it looks in the Application set.  

 

There is a copy of this sample sheet in your packet for future reference. 



Near the top, check the small box for whether you are submitting a continuation or amendment, always include the NPS project number.



The Amendment or Continuation must be NUMBERED and a SUMMARY of the subject of the submittal included in the blank area.   All the basic information must be on this one page 



The owner’s and NPS’ signatures must be at the bottom of the page.



Supporting documentation may be attached, but the cover sheet must always contain a full summary of the purpose of the submittal.



When you download this form as a Word file, do not push the signatures to the second page.   We will have to return all applications that do not have the amendment/continuation cover sheet in the correct format, and that will add time to the processing. 





Supporting Documentation
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In addition to the standard drawings, specifications, and other materials that must be included, it is helpful when the applicant decides to include specific and supplemental  information about the building, especially when demolition is involved.   



This drawing, sent in by an applicant, identifies by color-coding the extant historic walls (in red) and later demising walls that are outside the period of significance (dark blue).   



With this graphic representation, the reviewer can easily understand the effects of the demolition on the historic floor plan and remaining character-defining features.



Note, highlighted in orange, the numbered circles with direction arrows that illustrate where photos were taken.  (The squares are plan key notes.)



Another example of specific information provided by an owner are window surveys when extensive repair or replacement may be a project concern.



Photograph:
• Exteriors
• Interiors
• Provide 
overview and 
details for both
• Photos are the 
NPS and SHPO 
model of the 
building
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For the tax incentives applications, photos augment a “thousand words” and should be 35 mm color prints, loose, labeled on the back, numbered and identified on photo keys.   

Do not glue to a page or place in sleeves, these will be returned and it will add time to the process. 



Illustrate for us the features and areas of the building and its site.   Context and close-ups are equally important as they help create   a model of the building for the reviewers.



Preferred format is 35 mm prints, or digital with same level of detail as a standard print.



Digitals must be on photo quality paper and at sufficient resolution to provide the same quality of detail as a standard print.  Do not print multiples on 8 1/2 by 11 inch copy paper as the clarity is poor.  Instead, they should be loose photo prints, labeled on the back and numbered to a photo key.  We still prefer prints.



A photo key is necessary to orient the reviewer to the building. 



Make sure we understand and can orient ourselves to where we are in your building.   Unlike the architects and project staff, we have not spent time in the building, so the photos must provide us with a good and comprehensive model of the building and its spaces, features, and elements.  Help us know the details.



Gallery of Photo Examples

Good Context
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Comprehensive photos augment and support descriptions of work scope.   



Clarity and exposure are important components of conveying the visual message.   



Provide context with overview photos and then details of a feature.  



These photos help us understand the nature of the surrounding environment. 



The obscure...
Gallery of Photo Examples
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The reviewer needs to be able to see detail in a photo.  If the exposure is bad, details cannot be determined.



Be sure there is adequate light for interior shots or practice adjusting your camera for low light situations.



Please don’t send us these kinds of photos, they do us absolutely no good.  



Adjust 
for

Shadows
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Pay attention to exposure and ambient lighting and the surrounding landscape. 



Come back at a different time of day, or adjust the camera.    



Adjusting the camera will reveal more details of the structures, even if shadows are present.



But be careful not to lose details, note that the patterned pavement visible in the upper photo disappears in the lower photo while the details of the arch are highlighted. 



It is better to seek a time of day when the shadows can be eliminated naturally or if both details are important, provide    several varied exposure shots.



• Final Certification – 
completeness of scope of work

• Phased Project ?
Advisory Letters
Final Certification

• Matching Photos to Part 2

PART 3  Completed Work:
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Once the project has gone through the complete cycle, the Part 3 completes the cycle of applications for a 2 year project and marks the final phase of a phased 5 year project.



The Part 3 is not the place to submit additional work items.   

Documentation of work completed to meet a NPS condition may  be included BUT, If there is outstanding work to review or the spaces aren’t finished, then the project is generally not complete.



If the owner decides to not finish a previously approved part of the work, then that must be stated clearly and the spaces involved photographed to illustrate that no work was done in the   designated locations.    



The most critical part of this application is the “after” photos. 

The more closely they match the Part 2 photos in view and features, the easier it is to determine if the project has been completed as previously approved.   If there were special NPS conditions for conforming to the Standards, then those work item locales should be clearly documented as well. 





Start Early & Stay in Touch:
•Let us know about your project

•A scope of work approval or a 
conditional approval does not 
mean we vanish

•Keep us informed of design 
changes or field discoveries

Presenter
Presentation Notes
Initiating consultation early on will introduce your project to the Incentives program staff.   



It will also provide needed flexibility in case proposed project plans may affect historic character-defining features.  



Waiting until plans are finalized and drawings are well along may result in project delays if the adaptive use is not a good fit for the building or for meeting the Standards. 



Once your proposed project has been reviewed, please stay in touch especially if plans change or alterations are desired.  



Notifying us last may add time to the process if the pre-selected solution isn’t consistent with the Standards.



If construction conditions or discoveries require alterations to the approved scope, please notify us as soon as this is determined, we may be able to help with advice or alternate solutions.  



GOAL:

A clear, 
complete, 
and concise 
set of 
applications 
for 
expeditious 
review.
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Review is most easily expedited when the submitted application and supporting materials are in the correct format, comprehensive, and clear.



The National Park Service has developed a check list and guidance summary that is very useful as a final walk-through of your application before placing it in the mailing folder.



A copy is in your packet.



You might want to include a copy of the checklist with your application submittal.  But remember that it contains the most basic information, you may be including more in your submittal and that should be noted. 







•Two of everything
•Loose, not bound, 
no photo sleeves 

•Text & plans match

•Whole project 
is described

•Good photos,  
with labels
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In summary, following the instructions and consulting with the SHPO with any questions or concerns will result in applications that will reduce review time and that can better support successful projects. 
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