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DECD

State of Connecticut
Department of Economic and
Community Development

STATE HISTORIC PRESERVATION OFFICE

CONNECTICUT HISTORIC STRUCTURES REHABILITATION TAX CREDIT - CGS SECTION 10-416a

APPLICATION INSTRUCTIONS

Owners seeking tax credits under the Historic $tines Rehabilitation Tax Credit program is requitefile the
following applications with the State Historic Peegtion Office (SHPO):

Part 1 application - “Determination of Historic &tture Status” Form ITC- 100

Part 2 application - “Request for Approval of Preed Rehabilitation Plan” Form ITC- 100a

Part 3 application - “Request for Preliminary Cfagéition and Reservation of Tax Credits” Form ITXDOc
Part 4 application - “Request for Final Certificatiof Completed Rehabilitation” Form ITC-100d

Part 5 application - “Request for Issuance of Tadit Voucher” Form ITC-100e

Submission and approval of the Part 1 and Part 2 g@ications prior to the commencement of constructio is
required, unless the project qualifies under the tansition rule in CGS section 10-416a (e).

Application forms are filed in succession, onlyeafhpproval of each prior application as requinggitmgram
regulations. All forms must be submitted with amagj signature.

The SHPO shall review and issue a decision not itiname 30 calendar days after receipt of a complpdication.
If the application is incomplete, not more thancalendar days after receipt, the SHPO shall nttigyowner in
writing and indicate what information is neededitmlertake or complete review. The owner shall I&/ealendar
days to provide the information and may requesttimal time. SHPO approval of applications is ceywd only in
writing.

READ THE FOLLOWING INSTRUCTIONSCAREFULLY BEFOREFILLING OUT THE APPLICATION
FORMS.

PART 1 APPLICATION: DETERMINATION OF HISTORIC STRUCTURE STATUS-ORM ITC-100
Criteria

A “certified historic structure” means an histoc@mmercial or industrial property, that:
(A) is listed individually on the National or S¢aRegister of Historic Places, or
(B) is located in a district listed on the NatiowalState Register of Historic Places, and has loeetified by
the SHPO as contributing to the historic charastesuch district.

A building is considered to be contributing to thistoric character of a registered district if sn, setting,
materials, workmanship, integrity and associattadds to the district's sense of time and plaakhastorical
development.

Whether individually listed on the National or $t&egister of Historic Places or listed as pa# dfstrict listed on
the National or State Register of Historic Pladfethe property is a “complex”, that is, if it h&so or more
buildings that are functionally related historigalhe complex is considered a district.

If the property is a single building individuallyisted on the National or State Register of HistoRtaces, no Part
1 application is required.



Filing a Part 1 application is required if the pedly (a) is in a district listed on the NationalQtate Register of
Historic Places or (b) is in a complex individudited on the National or State Register of Hist®aces or (c) is
in a complex located in a district listed on thedibiaal or State Register of Historic Places.

If application is being made for certification undlee federal historic preservation tax incentigesgram, use the
National Park Service Part 1, “Evaluation of Sigrgihce,” Form 10-168, and attach the completedpgage cover
sheet of the state Part 1, “Determination of Hist&tructure Status,” Form ITC-100.

Completing the Part 1 Application

1. Building Data
» Fillin all blanks. Provide attachments.
» If the property has a known historic name, enterrtame. If not, enter not applicable or unknownthwi
respect to industrial buildings located in a compiadicate building name or number.

2. Owner Information

e Fillin all blanks. Provide attachments. Note: iCartificate of Title is unavailable, an executegy of a
Title Insurance policy can be provided.

* Name and signature authority - The Part 1 appbicatiay be filed by an individual owner, by joint osvs
(tenants-in-common), or by a business entity witltiple owners. The application must be signedHzy t
owner of record or by the authorized agent of tvaey of record. If the applicant, whether an indual or
a business entity, is not the owner of recordf tire individual is acting as the agent for mukiphlwners as
defined in the program regulations, the applicansthattach a statement authorizing the named ihoki
to sign the application. Such statement can bledridrm of a certified copy of a resolution or ade of
authorization.

» Indicate name of business entity as registered thitstate of Connecticut Office of the Secretdrgtate.

3. Statement of Historical and Architectural Sigrahce
* Provide information required in either section @orlf the application is only for the state Histo
Structures Rehabilitation Tax Credit program, catgkection b as follows:
« summarize how the building contributes to the sigance of either the complex or registered
district in which it is located. Reference, as agale, the criteria used for evaluating historic
character.

» provide photographs of all exterior elevationstef building, representative interior views, and
any significant interior features. Photographs #hée in color, numbered, dated, labeled with the
building address, and identified by architectutalation and/or feature shown. Images should be
no larger than 4"x6.”

« a map showing the location of the building or coemgh a district listed on the National or State
Register of Historic Places.

4. Owner Certification
» Owner must sign certification statement, and oebform must be submitted to the SHPO.

PART 2 APPLICATION: REQUEST FOR APPROVAL OF PROPOSED REHABILITATION &N, FORM ITC- 100a
Criteria

A building must be a certified historic structungop to the owner filing a state Part 2 applicatitiRequest for
Approval of Proposed Rehabilitation Plan,” Forn€CFL0Oa. If application is being made for certifioa under the
federal historic preservation tax incentives prograse the National Park Service Part 2, “Desanptf
Rehabilitation,” Form 168a, and attach the congulétvo-page cover sheet of the state Part 2, “Redoe
Approval of Proposed Rehabilitation Plan,” FornCFL0Oa.

In order to obtain approval of the Part 2 applmatithe proposed rehabilitation work must meetStandards for
Rehabilitationoutlined in the Regulations of Connecticut Staterdges Section 10-416a-7. The goal of the



Standards for Rehabilitatiois to preserve the historic character of a bugdirile returning it to good condition or
undertaking alterations for new uses.

Regardless of the status of construction at the tifrthe application and the eligibility of costl, completed,
ongoing and proposed work must meet$t@ndards for Rehabilitationn phased projects, sufficient information
must be provided to evaluate all project work.

Completing the Part 2 application

1. Building Data
e Fillin the blanks.

2. Owner Information

» Fillin blanks. Provide attachments. Note: if at@ieate of Title is unavailable, an executed cafya Title
Insurance policy can be provided.

« Name and signature authority - The Part 2 appticatiay be filed by an individual owner, by joint mevs
(tenants-in-common), or by a business entity witltiple owners. The application must be signedHzy t
owner of record or by the authorized agent of thaay of record. If the applicant, whether an indual or
a business entity, is not the owner of recordf tita individual is acting as the agent for mukiphwners as
defined in the program regulations, the applicanstnattach a statement authorizing the named ihaiabi
to sign the application. Such statement can bldridrm of a certified copy of a resolution or tide of
authorization.

» Indicate name of business entity as registered télstate of Connecticut Office of the Secretdr$tate.

3. Rehabilitation Project Data
» Provide information required in section a.
» If the application is only for the state Historitt®tures Rehabilitation Tax Credit program, pleps®ride
the following project information:

1.

Site Plan: Site plans that show existing conditions and psepowork are required: site survey
(including legal property boundary lines); existimgjldings and structures; buildings, building
sections, or structures to be removed; new cortginyexisting roads, walkways, and parking;
proposed roads, walkways and parking; and such eiteeimprovements as landscaping.

Architectural drawings: Drawings must show proposed demolition, existind proposed

building plans, roof plan, and elevations, mustdscale and, as a general rule, should be no
larger than standard half size or 16” by 22”. Arated elevations indicating scope and nature of
masonry, concrete, stucco, or wood siding repaidsax replacement of historic materials may be
required. Building sections or architectural constion details may be required. Drawings may be
required for millwork or new storefront construetidrawings that show existing window details
(sill, meeting rail, head, jamb and muntin profiég)d comparable proposed new window details
are required if existing windows are to be repladgthch window schedule.

Structural drawings:Framing drawings may be required if rehabilitatpdan includes
replacement, repair or reinforcement of existimgctural members. Drawings should be no larger
than standard half size or “16” by 22".

HVAC plans:Plans should show location of mechanical equipraamd,the layout of duct and
distribution systems. Drawings should be no latgen standard half size or “16” by 22".

Technical specificationsSpecifications must be submitted for masonry angticzgie work,

including replacement, repair, repointing, clearingluding paint removal) or application of
other materials. Submit specifications for the nepfhistoric metalwork. Names of products to
be used and under what conditions, and methodddsheundicated. Specifications for restoration
or replacement of interior historic finishes mayrbguired.

Other data: On a project specific basis, perspective draworggnderings may be requested by
the SHPO if further clarification of proposed waskdeemed necessary. Depending on the nature
of the proposed rehabilitation work, this categmay also include an engineer’s structural report,
environmental assessment, code documents, or ptbissional evaluations.



7. PhotographsExterior photographs should show all elevationthefbuilding and associated site
buildings or structures, and close-up views of majehitectural elements. If the rehabilitation
plan calls for window replacement, photographs duemnting representative existing condition(s)
must be submitted, including overall window viewsl&lose-up details on all elevations of the
building. Interior photographs should show spacebssagnificant historic features. All floors and
building sections must be documented. Key photdggap existing floor plan®hotographs
should demonstrate building conditions that requékabilitation work as explained in the
“Description of Project” attached to this applidan.

Photographs should be in color, numbered, datbe]dd with the building address, and identified
by architectural elevation and/or feature showmades should be no larger than 4"x6". In cases
where the rehabilitation plan calls for reconstiartbf a now-missing historic element or feature,
a copy of one or more historic photographs or oltigoric visuals may be required.

8. Description of Projectin numbered blocks, provide a description of adijpct work, including
site work, demolition, attached or adjacent newstttion, and rehabilitation work to the
certified historic structure. Using a separate blfoc each work item, indicate existing conditions
and work to be undertaken. Begin with work to tie, $hen exterior and interior work,
mechanical systems, electrical, and plumbing. @ereeral rule, address line items in Attachment
3C, “Schedule of Values” of the state Part 3 aggion, “Request for Preliminary Certification
and Reservation of Tax Credits,” Form ITC-100c #relfollowing building elements:

Exterior Interior

foundation structural system

walls floor plans

storefronts finishes (floors, walls, ceilings)
entrances millwork

windows decorative details or ornamentation
roof

new construction

In each block, indicate the corresponding drawimg photograph numbers. The form must be
typed. Handwritten applications will not be acespt Descriptions of proposed work should
explain clearly the nature and scope of work taha@ertaken, and the materials and methods to be
used. If project construction is in process attitme of application, indicate what items of work
have been completed in whole or in part to date.

If the project involves masonry or concrete wohle aipplication must include the following
statements, as applicable:

Repointing mortar shall match the color, textutegrgyth, joint width and profile of
the existing historic masonry. Good quality oveeald close-up color photographs of
sample masonry repointing shall be submitted tcStHEO for prior approval.

Cleaning or removal of paint from masonry or coterrfaces shall be
accomplished using the gentlest means possibled @oality overall and close-up
color photographs of sample masonry cleaning flgaubmitted to the SHPO for
prior approval.

If the rehabilitation work includes window replaocemh, the application must describe the existing
and proposed type of window operation, materia{§)zing pattern, and type of glazing.

If the Part 2 application is approved with conditis, use a Part 2 amendment, Form ITC-100b, to ohtai
approval from the SHPO before filing a Part 3 appétion, “Request for Preliminary Certification and
Reservation of Tax Credits.”

4. Owner Certification
» Owner must sign certification statement, and oebform must be submitted to the SHPO.



PART 3 APPLICATION: REQUEST FOR PRELIMINARY CERTIFICATION AND RESERVADN OF TAX CREDITS FORM ITC-100c
Criteria - General

Approval of both the state Part 1 application, ‘@atination of Historic Structure Status,” Form IT00, and the
state Part 2 application, “Request for Approvaipproved Rehabilitation Plan,” Form ITC-100a, ésjuired in
order to apply for preliminary certification andeservation of tax credits.

The applicant must demonstrate that the “qualifedthbilitation expenditures” meet the statutoryirdéién of
“substantial.” Under the Historic Structures Rdlition Tax Credit program, the term “substantiglhabilitation”
or “substantially rehabilitate” means the qualifiethabilitation expenditures of a certified histostructure that
exceed twenty-five percent of the assessed valsaalf structure prior to the commencement of caostm.

Applicants must also provide the information reqdiin the Regulations of Connecticut State AgenSistion 10-
416a-9 under “rating criteria” for preliminary céidation. Such information includes sources ofjpob financing,
compliance with governmental regulatory requireradintcluding building and fire codes), and a stasm
explaining how the project accords with municifgald-use, economic development or housing goals.

At the time of filing, the applicant, whether amlividual or a business entity, is required to pesgile to the
certified historic structure.

Eligible Costs

Under the Historic Structures Rehabilitation Taedt program (CGS section 10-416a), “qualified teli@ation
expenditures” means:

any costs incurred for the physical constructiamined in the rehabilitation of a certified histori
structure for residential use, excluding: (A) tlvener’s personal labor, (B) the cost of a new
addition, except as required to comply with anymion of the State Building Code or the State
Fire Safety Code, and (C) any non-constructionscesth as architectural fees, legal fees and
financing fees.

In cases where the certified historic structure mél combined residential and nonresidential aiaabilitation,
only those expenditures associated with the resalarse are considered eligible. Unless the ptajealifies under
the transition rule in CT General Statutes Sectid#16a (e), costs incurred prior to the approv#he state Part 2
application, “Request for Approval of Proposed Rulitation Plan,” Form ITC-100a, are not considepedt of the
basis for determining the amount of the tax credégardless of whether they are eligible or inbléy

The amount of tax credit reserved is equal to 25%equalified rehabilitation expenditures noetaeed $2.7
million per certified historic structure and is bdson the proposed schedule of values as approviée ISHPO.

Once a tax credit reservation is issued, the amouwf tax credits reserved under either program cannbbe
increased.

Completing the Part 3 application

1. Building Data
* Fill in the blanks. Provide attachments.

2. Owner Information

e Fillin blanks. Provide attachments. Note: if atfieate of Title is unavailable, an executed caybya Title
Insurance policy can be provided.

* Name and signature authority - The Part 3 appbicatiay be filed by an individual owner, by joint svs
(tenants-in-common), or by a business entity witltiple owners. The application must be signedHzy t
owner of record or by the authorized agent of tvaer of record. If the individual signing the amaliion
is the agent for multiple owners as defined inghegram regulations, a statement authorizing timeedh
individual to sign the application must be attacHeudch statement can be in the form of a certifiggly of
a resolution or a letter of authorization.



Indicate name of business entity as registered thitstate of Connecticut Office of the Secretdr$tate.

3. Documentation of Project Readiness

a. Use Attachment 3A, to list sources of projawricing and dollar amounts. For example, indiedtether
funds are governmental (federal, state, or municgmaprivate, the type of funding (loans, graftend
monies, or tax credits) and the committed or goditdd amounts.

b. Fill in the blanks. Regulatory requirementsynmeclude municipal planning and zoning regulatiantand
wetlands regulations, local historic district SHE®@rtificate of Appropriateness (if the buildingdgated in
a municipally designated local historic distridtical design review board, state of Connecticutddepent
of Environmental Protection permit, state of Cortiwet traffic control SHPO, and/or compliance witte
provisions of Section 106 of the National HistdPieservation Act. Submit approvals as attachme®¢e
sample municipal resolution.

c. Statement may be submitted by chief electedaipat officer, town manager, director of economic
development, municipal planner, or other municigféitial with planning responsibilities. Statemestiould
reference pertinent municipal documents and exsenaly be attache®o not submit more than one
statement, not to exceed two pages in length.

d. Use Attachment 3B to list only those code regpuints (including ADA) which may have an effecttba
historic character of the certified historic sturet, including retention/replacement of historibrfa or
features, alterations to existing floor plans, attdched new construction for the project to prdcee

e. Submit any attachments if applicable.

4. Estimated Qualified Rehabilitation Expenditr

Schedule of Values - Attachment 3C
» For projects involving only residential use, contpline items # 1 — 59 ; for projects involving
both residential and non-residential uses, compliéiee items # 1 — 57 and 60-66. Follow all
line item directions.
Fill in the blanks under sections a, b, and ¢ basethe data in Attachment 3C-“Schedule of Values.”
Fill out the fee payment form and attach $1,00@l0€ck. Check is made payable to Treasurer, State of
Connecticut. Personal and cashiers checks argtatde. No credit card payments are allowed.

5. Substantial Rehabilitation Test

Fill in the blanks. With respect to determiningesssed value, refer to program regulations.

6. Owner Certification

Owner must sign certification statement, and oebform must be submitted to the SHPO.

PART4 APPLICATION: REQUEST FORFINAL CERTIFICATION OF COMPLETED REHABILITATION, FORM ITG- 100d

Criteria

In order to obtain approval of the Part 4 applmatithe completed work must meet Btandards for Rehabilitation
and conform to work previously approved by the SHRPCPart 4 application can be filed for completed
rehabilitation work to a certified historic struotun its entirety or to an “identifiable portioffithe building.”
“Identifiable portion of the building”

means an entire floor, a section of the buildingesated from another section by an historic
firewall, or, in buildings with several periods @fnstruction, a section that represents a distinct
period of construction.

For projects in which the rehabilitation of a cietl historic structure is to be completed in mttren one phase, the
phase for which a Part 4 application is being fiteaist constitute an identifiable portion of thelBinig.

All work to the certified historic structure, inclding all phases, must be completed prior to the iexiion date of
the Reservation Certificate.

Costs incurred for the building in its entirety dor a specific phase after the Part 4 applicationfiled will not
qualify for purposes of computing the amount of axt credit voucher.



Completing the Part 4 application

1. Building Data
e Fillin the blanks.

2. Owner Information

» Fillin blanks. Provide attachments. Note: if at@ieate of Title is unavailable, an executed cafya Title
Insurance policy can be provided.

« Name and signature authority - The Part 4 appticatiay be filed by an individual owner, by joint mevs
(tenants-in-common), or by a business entity witlitiple owners. The application must be signedHzy t
owner of record or by the authorized agent of thaer of record. If the individual signing the amgliion
is the agent for multiple owners as defined inghegram regulations, a statement authorizing timeeaha
individual to sign the application must be attacHeudich statement can be in the form of a certifigaly of
a resolution or a letter of authorization.

» Indicate name of business entity as registered téstate of Connecticut Office of the Secretdr$tate.

3. Rehabilitation Project Data

» Fillin the blanks. Provide attachments.

» Photographs of completed rehabilitation work shaddespond to photographs submitted with the Part
application. Exterior photographs should show lelvations of the building and close-up views of onaj
architectural elements. Interior photographs shebluv representative interior spaces--including
residential units--and significant historic featiré?hotographs should be in color, numbered, dated
labeled with the building address, and identifigcabchitectural elevation and/or feature shown.desa
should be no larger than 4"x6.”

* You are not required to have filed the NationalkP&ervice Part 3 application, Request for Certifaaof
Completed Work (Form 10-168c) prior to filing tharp4 state application.

4. Owner Certification
» Owner must sign certification statement, and oebform must be submitted to the SHPO.

PART5 APPLICATION: REQUEST FOR ISSUANCE OF TAX CREDIT VOUCHER
Criteria

The “Request for Issuance of Tax Credit Voucheofk ITC-100e is filed after approval of the Pagpplication,
“Request for Final Certification of Rehabilitatiéf;orm ITC-100d.

In order to obtain one or more tax credit vouctiers the SHPO, the owner is required to providerification of
costs prepared by an independent certified pubtoantant. The certification must be on letterhaad signed by
the authorized representative of the accountimg, fand cite the pertinent statutory referencet@adasis for
determining the qualified rehabilitation expendisirin addition, the certification must specifigaliclude an
affirmative statement indicating that the procedwsed included “verification of qualified rehatation
expenditures by the examination of invoices, cdadathecks, settlement sheets and related docurhértis
certification of costs must be on the accounting' letterhead and signed. By statute, in no shsdl the amount
of the tax credit voucher exceed the amount ofakecredits reservedhcurred costs are those for which payment
has been made

The qualified rehabilitation expenditures must nthetsubstantial rehabilitation test.

For projects in which the rehabilitation of a ciéetl historic structure is to be completed in mttv@n one phase, the
Part 5 application can be filed after completioreath phase, provided the qualified rehabilitat®penditures
constitute a substantial rehabilitation for theniifeable portion of the building placed in residi@hservice. For
such phased projects, the amount of tax creditdadn@ is a portion of the total tax credits ressty Costs are
considered as incurred for the entire certifieddnis structure and are prorated for the portiothefbuilding placed
in residential service. Additional instructions fuiiased projects are posted on the SHPO website.

The owner is required to remit the required feenpayt upon request by the SHPO. The total fee isg@mth of one
percent of the “qualified rehabilitation expenddsi” Prior payment of $1,000 is credit againstttital amount due.



Check is made payable to Treasurer, State of CtisnecPersonal and cashiers checks are acceptilderedit
card payments are allowed.

Completing the Part 5 application

1. Building Data
e Fillin the blanks. Provide attachments.

2. Owner Information

» Fillin blanks. Provide attachments. Note: if atfieate of Title is unavailable, an executed cafya Title
Insurance policy can be provided

 Name and signature - The Part 5 application maildgbby an individual as the sole owner of recorcy
the authorized agent of the owner of record. Tgmieation must be signed by the owner of recordfor
the individual signing the application represehtsdwner, a statement authorizing the named ind@litb
sign the application on behalf of the owner ancetjuest the distribution of tax credits must badkted.
Such statement can be in the form of a certifiguyaaf a resolution or a letter of authorization.

» _Indicate name of business entity as registered thélstate of Connecticut Office of the Secretdr$tate.

3. Rehabilitation Project Data
e Fillin the blanks. Provide attachments.

4. Assignment of Tax Credit Voucher
* One or more tax credit vouchers, singly or in camakibn, can be issued to: an individual as the coieer
of record, a named business entity as owner, ¢ting taxpayer, or one or more multiple owners A
defined in the program regulations, multiple owners

means either direct owners in the form of tenamtseimmon or indirect owners in cases
where the limited liability partnership or limitdidbility company undertaking the certified
rehabilitation includes more than one person oirless entity as partners or members.

If the request is to issue a tax credit vouchezally to a “contributing” taxpayer, that taxpayeushbe a C
corporation, registered with the state of Conneti@ffice of the Secretary of State.

5. Owner Certification
«  Owner must sign certification statement, and oebform must be submitted to the SHPO.

Direct questions to :

Administrator, Historic Tax Credit Programs

CT SHPO located within the Department of Economid @&ommunity Development
General information number: (860) 256-2800

Send applications to:

Administrator, Historic Tax Credit Programs
CT State Historic Preservation Office

One Constitution Plaza"floor

Hartford, CT 06103



SAMPLE FORMAT

PART 2 APPLICATION, “REQUEST FOR APPROVAL OF PROPOS ED REHABILITATION PLAN”
DESCRIPTION OF PROJECT

Number 1

Existing building feature original altered c.

Description and Condition:

Proposed rehabilitation work:

Photo nos. Drawing no.

Number 2

Existing building feature original altered c.

Description and Condition:

Proposed rehabilitation work:

Photo nos. Drawing no.

Number 3

Existing building feature original altered c.

Description and Condition:

Proposed rehabilitation work:

Photo nos Drawing no



SAMPLE FORMAT

PART 3 APPLICATION, "REQUEST FOR PRELIMINARY CERTIF ICATION AND RESERVATION OF
TAX CREDITS”

CERTIFIED COPY OF MUNICIPAL RESOLUTION

I, , the duly qualified anéhgatlerk of the Town of ,

Connecticut, do hereby certify that the followirggolution was adopted at a meeting of

, held on ,

and is on file and of record, and that said resmiutas not been altered, amended or revoked

and is in full force and effect.

(RESOLUTION)

Signed:

Town Clerk

Date:




