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SCHEDULING FOR BOARD REVIEW 

A complete application must be submitted to the Historic Preservation Program, Department of 

Neighborhoods.  Please allow 28 days from the date you submit your application for the Historic 

Preservation staff to determine if it is complete.  Once an application is determined to be complete, 

it will be placed on the agenda for the next available Board meeting.  

 

Board meetings are on held the second and fourth Tuesday of every month at 4:30 p.m., in the 

Donnie Chin Community Room* in Hirabayashi Place, 442 S. Main St., unless otherwise noted. 

Board meetings are open to the public.  

 

QUESTIONS?  

If you have general questions or are considering doing any work on your building or property and 

would like assistance in preparing your application, please contact the Board Coordinator at  

206-684-0226 or visit our website, http://www.seattle.gov/neighborhoods/preservation/id.htm.  

Interpretation assistance is available, by request.  

 

2 0 2 0  BOARD MEETING SCHEDULE 
 

 Meeting Dates Meeting Dates 

 January 14 July 14 

 January 28 July 28 

 February 11 August 11 

 February 25 August 25 

 March 10 September 8  

 March 24 September 22 

 April 14 October 13 

 April 28 October 27 

 May 12 November 10  

 May 26 November 24 

 June 9 December 8* 

 June 23  

 
* There will be only one meeting in December.  

 

Note:  The Annual Board Election will be held Tuesday, November 17, 2020. 

 

http://www.seattle.gov/neighborhoods/preservation/id.htm




 

Amendment Date: August 9, 2001  

PROCEDURES FOR THE  

INTERNATIONAL SPECIAL REVIEW DISTRICT BOARD 

RULES AND PROCEDURES  

1. At its first meeting in January of each year the Board shall elect a Chairperson and a 

Vice-Chairperson to serve one-year terms. The Chairperson shall preside at all 

meetings. The Vice-Chairperson shall preside at meetings in the absence of the 

Chairperson. The Chairperson and Vice-Chairperson may serve in that capacity a 

maximum of two consecutive terms.  

2. All meetings of the Board shall be open meetings in accordance with the Open Public 

Meetings Act of l971 (RCW 42.30).  

3. The Board shall hold regular meetings twice monthly on the second and fourth 

Tuesdays of each month at 4:30 p.m. Notice of the time, date, and place of such 

meetings shall be released to the press and neighborhood/community newspapers. 

Special meetings of the Board shall be held upon the call of the chairperson, or at the 

request of four (4) members, upon three (3) days public notice.  

4. Conduct of meetings will be governed by the latest edition of Robert's Rules of Order, 

a copy of which shall be at the hand of the Chairperson.  

5. A quorum for the conduct of any meeting shall be a majority of the currently 

appointed and elected members.  

6. All official actions of the Board shall require a majority vote of the members present 

and voting. In the event of a tie, a motion shall be defeated.  

7. A Board member with a conflict of interest shall inform the other Board members 

and the Coordinator of the conflict before the matter comes up. He or she shall 

recuse him or herself from the matter. Before a vote is taken, the Chairperson shall 
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ascertain if all members present are informed on the matter of the vote. Seattle 

Municipal Code 4.16 (Code of Ethics) shall apply to all Board members.  

 
8. Voting by the Board members at all meetings and in all votes shall be by show of 

hands.  

 
9. The Board may establish such committees as it desires, without limit on the number 

thereof or the number of persons who serve on any particular committee. Committee 

members shall be appointed by the Chairperson; with the approval of the Board. Non-

members of the Board may be invited to serve on such committees.  

 
10. If any elected member of the Board resigns, is incapacitated, or dies, the Board may at 

its discretion recommend a replacement to the Mayor. The Board will consider the list 

of candidates who were not elected during the previous election, and interested 

community person. Notice of the vacancy on the Board shall be published in local 

community and neighborhood newspapers. The length of term shall extend only until 

the expiration date of the replaced Board member's position. Appointment would be 

subject to City Council confirmation.  

 
11. If any member of the Board shall have more than (3) consecutive unexcused absences 

from regular meetings, the Board will notify the member concerning the absences. The 

Board may, at its discretion, ask the Mayor to appoint a replacement for this member. 

Appointment would be subject to City Council confirmation.  

 
12. Members of the Board shall serve without compensation.  

 
13. The Board Coordinator of the Department of Neighborhoods shall act as Executive 

Secretary of the Board in accordance with Ordinance 102455 as amended; shall be the 

custodian of its records; shall conduct official correspondence and generally supervise 

the clerical and technical work of the Board as required to administer the International 

Special Review District Ordinance (as amended). A tentative agenda shall be mailed to 

Board members in advance of each meeting and minutes of the last meeting or 

hearing shall be provided to each member for approval by the next regular meeting.  

 
14. The Board may, at its pleasure, add to, subtract from, or amend these rules, adopted 

14 August 1979, in accordance with Ordinance 102228, City Administrative Code.  

 
 

Amended October 23, 1986. 

Amended August 9, 2001.  
 
  
 
 
Signed by Jim Diers, Director, Department of Neighborhoods  
 
These procedures filed with the City Clerk on August 10, 2001. 
 









































 
 

Design Guidelines for Awnings and Canopies, 

Facade Alterations, Security and Signs 
Date of Adoption: September 13, 1988 

I. AWNINGS AND CA NOPIES 

Those businesses that want to install awnings or canopies shall conform to the following requirements: 
 

A. PERMITTED ELEMENTS 

1. Awnings shall be of a solid through color, i.e., the underside of the awning is the same color 
as the exposed face. 

2. Awnings shall be a color compatible with the building facade. 
3. Interior lighted awnings shall be permitted if the lighting system is encased or screened 

from view underneath. Warm color lighting systems and neon are encouraged. 
4. The scale of the awning, i.e., height, length, depth and overall bulk shall be compatible with 

the building storefront. 
5. Signage and graphics applied to awnings shall be reviewed for color, scale, and overall 

design compatibility. Large letter sizes and message areas shall not be permitted on awnings. 
Asian symbols or designs are encouraged elements. 

 
B. PROHIBITED ELEMENTS 

I. Awnings shall not be made of shiny, high-gloss, and translucent materials. 
2. Awning shall not cover distinctive architectural features of the building face, nor shall 

installation of the awning damage the structure. 
3. Curved shaped awnings are not permitted. A curved shape may be considered only when the 

curved component is only a minor element of overall design. 
 

C. REQUIREMENTS 

1. Awnings over sidewalks shall overhang the sidewalk a minimum of five feet (5'). 

D. CANOPIES 

1. Tiled covered canopies are an encouraged element. 
Administered by The Historic Preservation Program  
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II. STOREFRONT AND BUILDING DESIGN GUIDELINES 
 

The following guidelines will be used by the board in the evaluation of requests for storefront and 
building design approval and shall apply to the Asian Design Character District (SMC23.66.326). 

 
A. Any exterior facade alteration shall respect the original architectural integrity of the storefront. 

 
B. Earthen materials such as brick, wood, concrete and tile shall be used for entry doors, windows 

and the main facade. The painting of brick shall be discouraged. 
C. Recessed entryways and/or alcoves shall be maintained for existing street level storefronts. 

 
D. Original storefront fenestration shall be preserved (i.e., bay windows, transom areas and door design). 

 
E. Anodized aluminum or other metal materials shall be reviewed by the board and permitted   when: 

 
I. The historic appearance of the building and district is preserved by replicating visual building 

details. 
2. The aluminum or metal material is painted of a compatible color. 
3. The building is a non-contributing historically or architecturally significant building. 
4. The appearance does not impact a primary facade. 

 
F. All glass and window areas shall be clear. Mirrored glass is not permitted in the district. 

 
G. Physical elements that exhibit the district's Asian character shall be encouraged, preserved and 

restored. Such items include calligraphic signs, lattice work, and tiled canopies. 
 

Ill. SECURITY SYSTEMS 
 

The following guidelines will be used by the board in the evaluation of requests for security systems that 
impact the exterior appearance of a facade. 

 
A. Permanent window and door security bars shall be discouraged on primary facades within the Asian 

Design Character District. Primary facades are those which front on a public right-of-way or can be 
viewed from a public right-of-way. 

 
B. Sliding scissor gates or roll-down panel systems are preferred to minimize the visual impact during 

business operating hours. 
 

C. Security systems shall not cover distinctive architectural features on the facade nor should installation 
damage the structure. 

 
D. Other security systems considered that do not have a negative visual impact to the exterior facade 

shall be utilized if feasible. Such systems may include internal alarms or transparent film coverings 
for windows. 

 
IV. SIGNAGE for interior-lit cabinets 

 
The following guideline will be used by the board in the evaluation of requests for interior lighted cabinet 
signs. 

The background color of an interior lighted cabinet shall be compatible and integrated with the building 
face upon which it is attached. 

Date of Adoption: September I3, I 988 Signed by. David Mosley, Director Department of Community 
Development 
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DESIGN GUIDELINES FOR SIGNS 
Date of Adoption: OCTOBER  9, 1990 

 
These guidelines will be used by the board in the evaluation of requests for facade design and sign 
approval and shall apply to the International Special Review District as a whole (SMC 23.66.336.8). They 
supplement the " Design Guidelines for Awnings and Canopies, Facade Alterations; Security and Signs" 
adopted September 13, 1988. 

 
I. AUTHORITY 
Proposals for exterior signs must be approved by the Director of the Department of Neighborhoods based 
on a recommendation by the board (SMC 23.66.338.8) and the development standards in the 
International Special Revie w District Ordinance (S MC 23.66.338). 
The board may recommend use and development standards when such standards are not provided in the 
Ordinance (SMC 23.66.020.C). Rules consistent with the standards in the Ordinance may be adopted 
administratively by the Director, following recommendation by the board (SMC 23.66.025.C). These 
guidelines are adopted as rules consistent with the District's goals and objectives to improve visual 
relationships and assure that new development is compatible with the character of existing buildings 
(SMC 23.66. 302- .304). 

 
11. DESIGN GUIDELINES 
A. BUILDINGS WITH MULTIPLE TENANTS: The following design guidelines apply to buildings with 
multiple tenants: 

 
I. All signs on a single building shall be coordinated as to size, shape, color and location. They shall 

be of shapes, colors, and textures compatible with each other and with the architecture and 
exterior finish materials of the building. 

2.  When a tenant's space has no street frontage, the maximum permitted sign area shall be one half 
(SO%)of the area allowed in SMC 23.66.338 D, using the width of the tenant space projected to 
the nearest street in place of the street frontage measurement. 

 
B. BUILDING GREATER THAN ONE STORY: Projecting signs or surface-mounted internally-lighted 
"box" signs shall be prohibited above the s ill line of the second floor. Signs identifying the building or a 
single primary tenant are excepted from this pro vis ion. 

 
C. IN T ERNALLY LIGHTED SIGNS IN ALL LOCATIONS: The color of the cabinet or "box" shall 
be compatible and integrated with the building face to which it is attached. 

 
Ill. PROCEDURES 
A. Applicants for new construction, renovation, or change of use of three or more tenants of a multi - 
tenant building shall submit an overall sign plan for the building as part of and at the time of their 
application for facade design approval, or at use approval if no facade changes are proposed. 
B. Building sign plans shall include the total number of building and tenant signs proposed and the 
location, size, and shape of each. 

 
C. Building sign plans may, at the applicant's option, include proposed sign colors, materials, methods of 
lighting, and/or letter styles. 

 
D. Preparation and approval of building sign plans is intended to aid applicants in the design of signs and 
to streamline board approval of applications. Individual signs still require review and a certificate of 
approval by the board. 
Signed by: Rona Zevin, Acting Director Department of Community Development 
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SIDEWALK DISPLAY RACKS 
 

Date of Adoption: November. 24, 1993 
 

These guidelines will be used by the International Special Revie w District Board (Board) in the 
evaluation of requests for sidewalk display racks and shall apply throughout the International Special 
Review District. 

 
I. DESIGN GUIDELINES FOR SIDEWALK DISPLAY RACKS: 

 
A Certificate of Approval is required for any change to the public right of way in the International 
District (SMC 23.66 030). 
Rules consistent with the use and development standards in the Ordinance may be adopted administratively 
by the Director, following recommendation by the board (SMC 23.66.025.C). These guidelines are adopted 
as rules consistent with the District's use and development standards which give preference to street level 
uses which are "pedestrian -oriented retail shopping and service business uses that are highly visible or 
prominently display merchandise in a manner that contributes color and activity to the streetscape" [SMC 
23.66.326(b)]. Providing use of the sidewalk adjacent to street level retail shops is consistent with these 
preferred street level uses and perpetuates a sense of outdoor markets found throughout Asia. Use of the 
street adjacent to street level shops increases the vitality of the neighborhood, and enhances the public safety 
and pedestrian friendliness of the streets. 

 
II. DESIGN GUIDELINES 

 
I. [n order to encourage the use of sidewalk displays adjacent to street level retail shops and to 

ensure pedestrian safety, the use of the public sidewalks for the display of merchandise requires a 
Street Use Permit from the Seattle Engineering Department and a Certificate of Approval from 
the International Special Review District Board. A Street Use Permit must be renewed every year. 
A new Certificate of Approval will be required only if there are changes in the location of the 
display racks. 

2. Display racks must be adjacent to the front of the building. They must not extend more than three 
feet (3') from the face of the building or beyond the sides of the storefront. The exact location of 
permitted use will be determined by the Seattle Engineering Department, as storefront 
configurations and sidewalk width vary within the International District. 

3. Display racks must be portable and must be stored overnight inside the business   premises. 
4. The business owner is responsible for keeping the sidewalk free of boxes, debris or any other 

tripping /slipping hazard to pedestrians. The business owner must provide proof of insurance, 
acceptable to the Seattle Engineering Department with the Street Use Permit application. The 
insurance must cover the display racks for pedestrian safety. 

5. In order to "encourage the use of street level spaces for pedestrian oriented retail specialty shops 
with colorful and interesting displays", the sidewalk display area is to be used as an extension of 
the store premises. The items in the sidewalk display area must be associated with the 
merchandise sold within the store. 

6. Purchase of the merchandise must occur inside the store. 
7. The permitted sidewalk display area is for the display of produce or merchandise. Preparatory 

packaging, bund ling or cleaning of produce or merchandise is limited to the same three feet (3') 
area in which dis play racks are permitted, as determined by the Seattle Engineering Department, 
and limited to the items on display. 

8. Sidewalk use shall correspond to business hours of the adjacent business. 
 
Ill. PROCEDURES 

 
I. Applicants for sidewalk display racks shall submit an application for a Street Use Permit with the 

City of Seattle Engineering Department and an application for Certificate of Approval with the 
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International Special Review District Board. The Engineering Department will do a site 
inspection and prepare a field report noting the permitted area for sidewalk display racks. 
Engineering will send one copy of the field report to the applicant and one copy to the Board 
Coordinator. Once the field report is received by the Board Coordinator, the application will be 
placed on the Board agenda. 

2. The Board will review the application for a Certificate of Approval at the next available Board 
meeting. The Board meets the second and fourth Tuesday of every month. Applications must be 
received by noon, on Tuesday, one week prior to the scheduled Board meeting. 

3. The Board Coordinator will send the applicant and Engineering Department a copy of the Board's 
action. The applicant will provide the Engineering Department with proof of insurance, 
acceptable to Engineering before a street use permit will be issued. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 



 



 

































































































































































































































*ATTORNEY-CLIENT PRIVILEGED COMMUNICATION*  

INTERNATIONAL SPECIAL REVIEW DISTRICT (ISRD) BOARD  

TRAINING SESSION 

June 2016 

 

Liza Anderson 

Assistant City Attorney 

 

 

 

I. ROLE OF BOARD MEMBERS                                                                                     1 

 

II. MAKING DEFENSIBLE DECISIONS                                                                         2 

 

III. CODE OF ETHICS AND CONFLICTS OF INTEREST 

 

 A. General Rules                                                                                                         3 

 

 B. How the EEC Interprets the Code of Ethics                                                          4 

 

 C. Navigating potential conflicts of interest                                                              5 

 

 D. Consequences for violating the Ethics Code (SMC 4.16.100)                             6 

 

 E. State code of ethics (RCW 42.23.070)                                                                 6 

 

IV. OPEN PUBLIC MEETINGS ACT                                                                               7 

 

V. APPEARANCE OF FAIRNESS AND EX PARTE COMMUNICATIONS              8 

 

VI. USEFUL RESOURCES                                                                                                 9 

 

Appendix A: SMC 4.16.070, Code of Ethics and Conflicts of Interest 

 



*ATTORNEY-CLIENT PRIVILEGED COMMUNICATION*  

1 

 

I. ROLE OF BOARD MEMBERS 

SMC 23.66.316 defines Board Members’ Roles: The Board reviews all applications for 

certificates of approval and makes recommendations to the DON Director.*   

Certificates of approval are required for: 1) any proposed changes to the external 

appearance of structures (which includes fences and walls) on private property as 

well as 2) public rights of way and 3) public spaces.  4) A certificate is also 

required for any proposed changes to the principal use of property.   

 

B. The Board is required to: 

 

1. Review applications; 

2. Hold public meetings; and 

3. Make recommendations to DON Director recommending approval, 

approval with conditions, or denial of certificate of approval. 

 

* All recommendation must be based on the extent to which the proposal is consistent 

with the goals and objectives of the ISRD, the use and development standards in the 

applicable ordinances, and the District Design Guidelines. 

** It is your duty to make informed, reasoned, consistent recommendations for 

applications for Certificates of Approval.  

 

C. Based on the Board’s recommendation, the DON Director makes the final 

decision on the issuance or denial of a certificate of approval.  The Director’s 

decision is appealable to the Hearing Examiner.  If the Director's decision is 

appealed to the Hearing Examiner, Board members may be called to testify at the 

hearing about the basis for their recommendation. 

 

D. Board members are City Officers with special obligations and responsibilities 

 

1. Board members are extensions of the government and are subject to the 

Code of Ethics.  

2. Board members should not have any actual or perceived conflicts of 

interest in relation to any application under consideration.   

3.  Decision-making should be done in a fair and open manner.  

 

E. Board members play no role in the following decisions: 

 

1. Determination of Code violations (DON can refer alleged violations to 

DPD for enforcement);  

2. Issuance of DPD and SDOT permits. 
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II. MAKING DEFENSIBLE DECISIONS 

A. Know the Law:  Your recommendation must be based on the Code and 

Guidelines.  Maintain a small notebook with the relevant legal texts: 

 

1. SMC 23.66 – Includes the Development and Use Standards 

2. District Design Guidelines – Implementing and interpreting the Code 

3. Secretary of the Interior's Standards of Rehabilitation for Historic 

Buildings 

 

Your recommendation must be based on the Code and Guidelines. Get to know the 

relevant standards very well.  Mark up your materials to highlight the key standards. 

 

B. Staff Report:  Prior to the meeting, take time to review the staff report.  The staff 

report will provide a list of standards and guidelines that staff believes is 

important to the discussion.  The report will also include a draft motion 

 

C. Deliberations:  In discussions, do your best to link relevant facts to specific 

standards.  Expressly refer to all the relevant standards, even ones that disfavor 

your decision.  Discussing the specific standards during deliberations will: 

 

1. Instill confidence that your recommendation is grounded in law 

2. Show that your decision is being made in a fair and impartial manner  

3. Makes your vote more understandable to the audience 

4. Just saying “It looks good to me” or “I like it” does not instill a lot of 

confidence that your recommendation is grounded in the law 

 

D. Avoid dwelling on standards or issues that are not relevant.  You may have very 

good reasons for thinking that a particular proposal is desirable or not.  But if 

those reasons cannot fit under the banner of a relevant standard, you should avoid 

saying things that make the Board look like it was wandering beyond the 

standards it’s authorized to consider.   

 

Do not discuss or make a recommendation based on something outside of the 

Board’s purview, for example: 

• Prior violations 

• Economic impact (but you can consider surrounding community’s need for 

parking) (Costs of complying with standards) 

• Personal preference  
 

E. Motions:  Once the Board is ready to make a motion, a member may refer to the 

draft motion or propose a separate motion generated from the Board’s discussion 

of an application. Include references to the reasons for the Board's decision.  If 

the written motion provided by staff accurately expresses the Board’s decision and 

the basis for that decision, the Board member may read the motion verbatim. 
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III. CODES OF ETHICS AND CONFLICTS OF INTEREST 

City Code of Ethics applies to Board members.   Ask before you proceed. 

 

A. SMC 4.16.070 sets forth the Code of Ethics and Conflicts of Interest.  The 

Code language is set forth in Appendix A of this packet (p. 10-12). 

1. It applies to Board Members because you are an extension of the government 

2. The Code’s purpose is to ensure fairness and the appearance of fairness.  

3. Requires you to act in a judicial capacity- as an independent and neutral 

decision-maker.  

 

4. Conduct that is specifically prohibited by the Code 

 

a. Engage in any transaction or matter that would be in conflict or appear 

to a reasonable person to be in conflict with duties as a board member 

 

b. You or a family member have a financial or other private interest in 

any matter before the board- direct or indirect interest 

 

c. The applicant has been a client within the past 12 months or is a family 

member 

 

d. Improperly uses- or appears to use- your official position 

 

i. For the purpose of private benefit (not city benefit) 

ii. Use city property for private benefit 

iii. Assist any person in any city transaction or matter where your 

board position enhances the transaction 

 

e. Accept gifts or loans that could be seen as an attempt to influence your 

decisions 

 

f. Disclose privileged information gained by your board position 
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B. How the Ethics and Elections Commission interprets the City code of ethics. 

The Commission reads “transaction” and “matter” broadly.  The terms include 

applications for certificates of approval that come before this review board. 

 

According to past Commission rulings, you must disqualify yourself as a Board 

member in any of the following circumstances: 

 

1. You are the applicant or have a financial or private interest in the applicant 

or application. 

 

• Includes circumstances where you are a member of an association 

or other group that is applying for a certificate of approval 

 

2. You have ever performed work “related to” the matter before the Board 

EITHER: 

 

• directly for the applicant; OR 

• indirectly as some sort of subcontractor to another contractor for 

the applicant. 

  

3. The applicant is in a certain type of client relationship to you now or in the 

last 12 months.  Either: 

 

• the matter involves any client of a firm of which you are or were a 

partner or in which you had some financial interest (simply being 

an employee of the firm does not count, however); or 

• you personally performed work for that client, even if that work is 

unrelated to the matter before the Board. 

• If any member of your immediate family1 would have to disqualify 

himself or herself for one of these reasons, you must disqualify 

yourself. 

                                                 
1Includes any: (1) spouse or domestic partner; (2) dependent parent, parent-in-law, child or son-in-law or daughter-

in-law; or (3) parent, parent-in-law, child, son-in-law, daughter-in- law, sibling, uncle, aunt, cousin, niece or nephew 

residing in your household.  SMC 4.16.030.F. 
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C. Navigating potential conflicts of interest. 

1. In general: 

 

• Be aware of personal and employment situations that might form 

the basis for a challenge. 

 

• Evaluate whether a personal or family interest would limit your 

ability to function as an impartial Board member. 

 

• Remember that appearances matter to that “reasonable” third party. 

 

2. Procedure: 

 

• Check the agenda in advance of the meeting. 

 

• If you see a matter on the agenda that might present a conflict, 

notify Rebecca Frestedt (684-0226) ASAP, so she can tell the 

Chair, who is responsible for determining if there is a conflict of 

interest.  The Chair or staff can call the City Attorney’s office for 

further advice if they need to assess a close call or question. 

 

• If your reasons need to stay confidential and you are still uncertain 

whether the situation constitutes a conflict, you can call the City 

Attorney’s office directly (contact information below). 

 

3. If in doubt, ask in advance. 

 

• There are going to be close calls to make. 

 

• Remember that you can ask the Ethics and Elections Commission 

for advisory opinions if you have questions ahead of time.  Those 

inquiries can remain confidential, but the response time may not be 

as quick as necessary. 

 

4. If you have to disqualify yourself…. 

 

• DO NOT participate in the meeting as a Board member—either to 

deliberate or to vote.  Physically get up from the table and sit in the 

audience. 

 

• A quorum remains in effect despite the disqualification of one or 

more members from voting on any particular matter.  The 

remaining members participate and vote on the matter. 
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• You may participate as a member of the public on matters from 

which you have disqualified yourself. 

 

D. Consequences for violating the Ethics Code (SMC 4.16.100) 

The Commission may take one (1) or more of the following actions for violation 

of any provision of Chapter 4.16: 

 

1. Recommend prosecution or other remedy to the appropriate authorities; 

 

2.  Impose a monetary fine of up to five thousand dollars ($5,000) per 

violation or three (3) times the economic value of anything sought or 

received in violation of Chapter 4.16, whichever is greater; 

 

3. Require reimbursement for damages of up to ten thousand dollars 

($10,000) sustained by the City that were caused by the violation and were 

not recovered by the City; 

 

4. Require costs, including reasonable investigative costs, that do not exceed 

the amount of any monetary fine; 

 

5. Recommend to the Mayor and the appropriate agency that they request the 

City Attorney to bring an action to cancel or rescind the result of action 

taken by the violator, upon a Commission finding that: 

 

a. The violation has substantially influenced the City action, and 

b.  Interests of the City require cancellation or rescission. 

 

Each act that violates one or more provisions of Chapter 4.16 may constitute a 

separate violation. Violation may be proven by a preponderance of evidence, and 

need not be proven beyond a reasonable doubt. 

 

E. State code of ethics (RCW 42.23.070). 

Basically, this code of ethics has four provisions regarding “municipal officers,” which 

term arguably includes members of this Board.  These might be superseded by the City’s 

more specific ethics code: 

 

1. No municipal officer may use his or her position to secure special 

privileges or exemptions for himself, herself or others. 

 

2. No municipal officer may, directly or indirectly, give or receive any 

compensation, gift, gratuity, or reward from any source, except the 

employing municipality, for a matter connected with or related to the 

officer’s services unless otherwise provided by law. 
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3. No municipal officer may accept employment or engage in business that 

the officer might reasonably expect would require him or her to disclose 

confidential information acquired by reason of his or her official position. 

 

4. No municipal officer may disclose confidential information gained by 

reason of the officer’s position, nor may the officer use such information 

for his or her personal gain. 

 

IV. OPEN PUBLIC MEETINGS ACT (RCW CHAPTER 42.30). 

A. What is subject to the Act? 

1. Any meeting at which “action” is taken. 

 

a. “Action” means the transaction of the official business of a public 

agency by a governing body including but not limited to receipt of 

public testimony, deliberations, discussions, considerations, 

reviews, evaluations, and final actions. 

b. The Act spells out some exceptions, but they are not frequent 

occurrences for this Board. 

 

2. Do you need a quorum to be subject to the Act? 

 

  Technically, yes.  But if something less than a quorum of the whole Board 

has the authority to act in some official way, then be careful. 

 

3. Are telephone and e-mail discussions subject to the Act if they do not 

happen in real time? 

 

  The case law is not clear on this.  But if you are conducting Board 

business in some kind of interactive way (something more than sending 

out a notice or other neutral information over e-mail, for example), the Act 

might come into play. 

 

B. Putting limits on public comment. 

1. Limits are OK, but try to be fair. 

 

a. The Act does not require public comment, but where you allow 

public comment, you should strive to do so even-handedly. 

b. Try to apply time limits consistently, although the applicant 

probably has a fair claim to make a more detailed presentation than 

do those commenting on the proposal. 

c. If you have to limit available time, consider inviting people to 

supplement their testimony with written comments (which might 

force you to postpone a decision until the written comments are 

submitted). 
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2. The Act provides a process by which to handle unruly meeting participants 

(RCW  42.30.050), paraphrased below.   

 

If order cannot be restored by the removal of individuals, the members of 

the governing body conducting the meeting may order the meeting room 

cleared and continue in session or may adjourn the meeting and reconvene 

at another location selected by majority vote of the members.  If so, final 

disposition may be taken only on matters appearing on the agenda.  Press 

reps or other news media, except those participating in the disturbance, 

shall be allowed to attend relocated session.  

 

V. APPEARANCE OF FAIRNESS AND EX PARTE COMMUNICATIONS (RCW 

CHAPTER 42.36). 

A. In 1982, the Legislature codified the appearance of fairness doctrine in the context 

of land use decisions. 

B. Technically, because the ID Board is not conducting “quasi-judicial” proceedings 

within the meaning of this statute, it does not apply to you.   

1. However, as a matter of policy and to further insulate the Director’s 

decisions from legal challenge, it is a good idea to stay within the bounds 

of the statute’s parameters. 

 

2. Increases public confidence in the fairness of your decisions and 

eliminates needless legal disputes down the line. 

 

C. The idea is that the proceedings should not only be fair in fact, but they should 

also appear to be fair. 

1. Avoid conflicts of interest, as outlined above, and ex parte 

communications, as outlined below. 

 

2. Strive to preserve an atmosphere of fairness and impartiality, even if a 

given decision may seem to be a foregone conclusion.  For example, do 

not announce that your mind is made up before the hearing. 

 

D. Ex parte communications 

1. What is an ex parte communication? 

 

An ex parte communication is a one-sided discussion between a decision-

maker and the proponent or opponent of a particular application or matter 

that takes place outside of the hearing or meeting process.  It might be 

one-way communication—including a letter or a phone message from a 

party to which you do not respond. 
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2. Does it apply before the filing of an application? 

 

a. The statute’s ban on ex parte communications applies only during 

the pendency of a proceeding.   

b. The bright line is probably the filing of an application.  

Communications with parties before that time is likely not subject 

to the appearance of fairness doctrine. 

 

3. What happens if it occurs? 

 

Under the statute, ex parte communication is not automatic grounds for 

disqualification.  If such a communication occurs, the statute says to place 

the substance of that communication on the record, make a public 

announcement of the content of the communication, and allow persons to 

rebut the substance of the communication.  The statute says that this must 

happen at each hearing on the matter. 

 

 

VI. USEFUL RESOURCES. 

 Rebecca Frestedt (684-0226) and Sarah Sodt (615-1786).  They likely have dealt 

with many of these situations before. 

 City Attorney’s Office.  Roger Wynne, Land Use Section Director (233-2177). We 

are here to make certain that you get the advice you need.  Roger will be best able to 

assign someone if follow-up is necessary. 

 City Ethics and Elections Commission (http://www.seattle.gov/ethics).  Their web 

site contains answers to frequently asked questions and other interpretative resources.  

For example, you may search their ethics opinions by topic or by section of the 

Seattle Ethics Code.  These opinions put real-life facts to the test with the Code, 

usually while keeping names confidential. 
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Appendix A: 

As noted in Section III, the Code of Ethics and Conflicts of Interest are set forth below.  

 

SMC 4.16.070 outlines prohibited conduct.   

No current City officer or employee shall: 

 

1. Disqualification From Acting On City Business. 

 

* a.  Engage in any matter or activity, which is, or would to a reasonable 

person appear to be, in conflict with or incompatible with the proper 

discharge of official duties, or which impairs, or would to a reasonable 

person appear to impair, the officer’s or employee’s independence of 

judgment or action in the performance of official duties and fail to 

disqualify him or herself from official action in those instances where the 

conflict occurs; 

 

* b.  Have a financial or other private interest, direct or indirect, 

personally or through a member of his or her immediate family, in any 

matter upon which the officer or employee is required to act in the 

discharge of his or her official duties, and fail to disqualify himself or 

herself from acting or participating; 

 

* c.  Fail to disqualify himself or herself from acting on any manner which 

involves the City and any person who is, or at any time within the 

preceding twelve (12) month period has been a private client of his or 

hers, or of his or her firm or partnership; 

 

* d.  Have a financial or other private interest, direct or indirect, 

personally or through a member of his or her immediate family, in any 

contract or matter to which the City or any City agency may be a party, 

and fails to disclose such interest to the appropriate City authority prior to 

the formation of the contract or the time the City or City agency enters 

into the matter; provided, that this paragraph shall not apply to any 

contract awarded through the public bid process in accordance with 

applicable law. 

 

2. Improper Use Of Official Position. 

 

a.  Use his or her official position for a purpose that is, or would to a 

reasonable person appear to be primarily for the private benefit of the 

officer or employee, rather than primarily for the benefit of the City; or to 

achieve a private gain or an exemption from duty or responsibility for the 

officer or employee or any other person; 
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b.  Use or permit the use of any person, funds, or property under his 

or her official control, direction, or custody, or of any City funds or 

City property, for a purpose which is, or to a reasonable person would 

appear to be, for other than a City purpose; provided, that nothing shall 

prevent the private use of City property which is available on equal terms 

to the public generally (such as the use of library books or tennis courts), 

the use of City property in accordance with municipal policy for the 

conduct of official City business (such as the use of a City automobile), if 

in fact the property is used appropriately; or the use of City property for 

participation of the City or its officials in activities of associations of 

governments or governmental officials; 

 

* c.  Except in the course of official duties, assist any person in any City 

matter where such City officer or employee’s assistance is, or to a 

reasonable person would appear to be, enhanced by that officer or 

employee’s position with the City; provided that this subsection 

4.16.070 A1c shall not apply to: any officer or employee appearing on 

his or her own behalf or representing himself or herself as to any matter 

in which he or she has a proprietary interest, if not otherwise prohibited by 

ordinance; 

 

* d.  Regardless of prior disclosure thereof, have a financial interest, direct 

or indirect, personally or through a member of his or her immediate 

family, in a business entity doing or seeking to do business with the City, 

and influence or attempt to influence the selection of, or the conduct of 

business with, such business entity by the City. 

 

3. Accept Gifts or Loans. 

 

Solicit or receive any retainer, gift, loan, entertainment, favor, or other 

thing of monetary value from any person or entity where the retainer, 

gift, loan, entertainment, favor, or other thing of monetary value has been 

solicited, or received or given or, to a reasonable person, would appear to 

have been solicited, received or given with intent to give or obtain 

special consideration or influence as to any action by such officer or 

employee in his or her official capacity; provided, that nothing shall 

prohibit contributions which are solicited or received and reported in 

accordance with applicable law. 

 

4. Disclose Privileged Information. 

 

Disclose or use any privileged or proprietary information gained by 

reason of his or her official position for a purpose which is for other than 

a City purpose; provided, that nothing shall prohibit the disclosure or use 

of information which is a matter of public knowledge, or which is 

available to the public on request. 
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5. Hold Financial or Beneficial Interest in City Transaction. 

 

a.  Regardless of prior disclosure thereof hold or acquire a beneficial 

interest, direct or indirect, personally or through a member of his or her 

immediate family, in any contract which, in whole or in part, is, or which 

may be, made by, through, or under the supervision of such officer or 

employee or which may be made for the benefit of his or her office; or 

accept, directly or indirectly, any compensation, gratuity, or reward in 

connection with such contract from any other person or entity 

beneficially interested therein, in violation of Chapter 42.23 RCW; 

 

b.  Regardless of prior disclosure thereof, be beneficially interested, 

directly or indirectly, in any contract or transaction which may be made 

by, through or under the supervision of such officer, in whole or in part, or 

which may be made for the benefit of his office, or accept, directly or 

indirectly, any compensation, gratuity or reward in connection with such 

contract or transaction from any other person beneficially interested 

therein. This subsection shall not apply to the furnishing of electrical, 

water, other utility services or other services by the City at the same rates 

and on the same terms as are available to the public generally. 
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The City of Seattle has one of the oldest and strongest 
historic preservation programs in the United States.  
Seattle is home to eight historic districts and more 
than 350 individually designated landmarks.  

There are extra steps when applying for a permit to do 
a project that:

n is located in a landmark or special review district

n involves a designated City landmark

n includes property that may be eligible for landmark 
designation

The purpose of this Client Assistance Memo (CAM) 
is to guide the applicant through the Department 
of Planning and Development (DPD) and landmark 
processes.  In certain circumstances, projects that are 
subject to the State Environmental Policy Act (SEPA) 
will have an impact on historic resources. All projects 
that involve exterior alterations to property located 
within special review or landmark districts, or involve 
changes to the designated features of a City landmark 
require a Certificate of Approval, however, even if they 
are not subject to SEPA.

All projects involving properties located in special review 
or landmark districts or City of Seattle landmarks must 
submit an application for a Certificate of Approval before 
they can submit their Master Use Permit (MUP) applica-
tion or Construction Permit application.  A Certificate of 
Approval is required prior to issuance of the MUP.

Contact the appropriate Department of Neighbor-
hood (DON) staff member to begin the Certificate of 
Approval process. You can find staff phone and email 
information on the Historic Preservation website at 
http://www.seattle.gov/neighborhoods/preserva-
tion/contact.htm.

3000

SEPA REVIEW
The SEPA review process impacts the sequencing 
of permit issuance. The SEPA ordinance establishes 
thresholds for SEPA review based on the square feet 
and/or number of dwelling units by each zoning cat-
egory. Demolition of a structure may also be subject 
to SEPA. See DPD Director’s Rule (DR) 12-2012 and 
Tip 208, When Environmental Review is Required in 
Seattle, for more information about SEPA review.

In most locations where there are special reviews or 
landmark districts, the SEPA threshold is 20 dwelling 
units as shown in Table 1.  Infill SEPA thresholds of 200 
dwelling units are in effect only in the Northgate and 
South Lake Union urban centers and in North Beacon 

Table 1 
SEPA Environmental Review Categorical Exemptions  

(Threshold Levels) for Residential Uses and DON 
Referral Thresholds for Landmark Review

Zone

RESIDENTIAL USES
Number of Exempt Dwelling Units

Outside of 
 Urban  

Centers, and 
Urban Villag-
es contain-
ing Station 

Area Overlay 
Districts

In most 
Urban  

Centers, 
and Urban 

Villages with 
Station Area 

Overlay 
Districts

DON refer-
ral thresholds 
for additions, 
modifications,  
demolitions, or 
replacement of 
non-landmarks 
that may meet 

landmark criteria 
in SMC 25.12

SF, RSL 4 4 4

LR1 4 20 4

LR2 6 20 6

LR3 8 20 8

NC1, NC2, 
NC3

4 20 4

C1, C2 4 20 4

MR, HR, 
SM

20 20 20

Downtown 
zones

N/A 20 20

Industrial 
zones

4 4 4
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Hill, North Rainier, and Rainier Beach urban villages. It is 
the applicant's responsibility to be current on the appli-
cable threshold level.

The SEPA ordinance indicates that if an existing building 
that is proposed for demolition or modifications or addi-
tions may meet criteria for landmark designation in SMC 
25.12, it will have a lower set of thresholds for referral to 
DON for landmark review (shown in the fourth column in 
Table 1, above).  Table 1 also illustrates the threshold for 
non-landmarks.  

For an applicant who may be affected by the difference 
in these thresholds and whose building or site is more 
than 50 years old, it is to the advantage of the applicant 
to get a formal determination as to whether the building 
or site appears to meet the designation criteria.  Appli-
cants may provide information to DON that includes the 
information described in Appendix A of the DPD/DON 
Interdepartmental Agreement (on page 6 of this CAM) 
prior to applying for a Master Use Permit with DPD.  
In making a determination about eligibility, DON will 
evaluate the information submitted by the applicant and 
determine whether a landmark nomination application 
should be prepared and submitted to the Landmarks 
Preservation Board for consideration.

The relationship to SEPA thresholds is determined at the 
time of the Master Use Permit (MUP) or Construction 

Permit application intake appointment with DPD.  Due 
to higher SEPA thresholds within Urban Centers and 
within Urban Villages that contain Station Area Overlay 
Districts, this advice is most important for buildings 
and development proposals within these areas.  To see 
if your property is located within one of these areas, 
see DPD’s website at http://www.seattle.gov/dpd/
Research/Zoning_Maps and the Future Land Use Map 
at www.seattle.gov/dpd/planning/compplan.

If a project is subject to SEPA review, the threshold 
determination for SEPA must be made before the 
appropriate historic preservation board or commis-
sion can issue a Certificate of Approval. To determine 
if your project is subject to environmental review, see 
DPD Director’s Rule 12-2012. 

DEVELOPMENT PERMITTING PROCESS 
FOR LANDMARKS AND PROJECTS  
AFFECTED BY HISTORIC PRESERVATION 
RULES AND LAWS
First, determine if your property is listed as a City 
landmark, or is located in a special review or land-
mark district. This information is available through the 
DON Historic Preservation Program at (206) 684-0228, 
or you can check the website at http://www.seattle.
gov/neighborhoods/ preservation.  If you discover 
your project is located in an area governed by historic 
preservation rules/laws or involves a landmark:

1. Discuss your proposal with the appropriate Historic 
Preservation Program staff.  

2. If your project is located in a special review or 
landmark district, obtain copies of the district ordi-
nance and rules/design guidelines for the district.  
If your project affects a designated City of Seattle 
landmark, obtain copies of the Landmarks Preser-
vation Board ordinance, the designating ordinance 
for the Landmark, and the Secretary of the Interior’s 
Standards for Rehabilitation and any relevant 
district guidelines.  

3. Obtain an Application for Certificate of Approval.  
This information is available online on the Historic 
Preservation website.  The website also lists staff 
members for each district and individual landmarks: 
www.seattle.gov/neighborhoods/preservation.

4. Schedule a pre-submittal conference with DPD.  
Ask DPD staff to invite the appropriate Historic 
Preservation Program staff member to the pre-sub-
mittal conference.  Including Historic Preservation 
Program staff in DPD’s pre-submittal conference 

Notes:  Urban centers and urban villages are identified in 
the Seattle Comprehensive Plan.  

Zone

NONRESIDENTIAL USES
Exempt Area of Use (sq feet of gross floor area)

Outside of 
 Urban  

Centers, and 
Urban Villag-
es contain-
ing Station 

Area Overlay 
Districts

In Most 
Urban  

Centers, 
and Urban 

Villages 
with Station 
Area Overlay 

Districts

DON refer-
ral thresholds 
for additions, 
modifications,  
demolitions, or 
replacement of 
non-landmarks 
that may meet 

landmark 
criteria in SMC 

25.12

SF, RSL,  
LR1, LR2, 
LR3

4,000 4,000 4,000

MR, HR, 
NC1, NC2, 
NC3

4,000 12,000 4,000

C1, C2, SM,  
Industrial  
zones

12,000 12,000 12,000

Downtown 
zones 

N/A 12,000 4,000
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will help facilitate coordinated review between 
DPD and DON.  Historic Preservation Program staff 
may also identify issues to be resolved related to 
historic preservation early in the design review and 
permitting processes.  

5. Schedule a preliminary project briefing with the 
Architectural/Design Review Committee of the 
Landmarks Preservation Board or appropriate Spe-
cial Review or Landmark District Board to get early 
feedback and guidance on the project design.

6. Complete an Application for Certificate of Approval.  

7. Schedule a Master Use Permit (MUP) application 
intake appointment with DPD.

8. Before attending your MUP intake appointment, 
schedule an appointment with the appropriate His-
toric Preservation Program staff to submit your Ap-
plication.  Historic Preservation Program staff will 
date-stamp your application form received, then 
make a copy for you to submit to DPD along with 
your MUP application.  DPD will not take in your 
MUP application if you have not already submitted 
an Application for Certificate of Approval to DON.  

Pursuant to SMC 25.05.070, the Landmarks Preser-
vation Board or Special Review or Landmark District 
Board cannot take action on your Certificate of Appli-
cation until DPD issues the SEPA determination for the 
project. Historic Preservation Program staff will review 
your Application for Certificate of Approval within 28 
days of its receipt, and let you know if the application 
is complete or if it is missing any required information/
documentation. Be sure to submit all required informa-
tion and documentation so that your application can 
be scheduled for Board action as soon as DPD issues 
the environmental (SEPA) determination. Incomplete 
applications cannot be scheduled for Board action.  

During DPD’s MUP review period, continue to sched-
ule preliminary project review sessions with the appro-
priate Architectural Review Committee as your design 
progresses, as needed. You may also request to brief 
the appropriate full Board on the project. After DPD 
concludes the SEPA review and publishes the thresh-
old determination together with the MUP decision, 
your complete Application for Certificate of Approval 
will be scheduled for action on the first available 
meeting agenda of the appropriate board for action. 

Downtown Historic Properties

In 2006-2007, 387 properties in downtown Seattle that 
were built before 1966 were surveyed and inventoried 
and the historic significance of those properties was 
evaluated. Of those 387 properties, 176 were identi-

fied as being so altered that they would not qualify as 
Seattle landmarks.  No landmark nomination will be 
required during SEPA review for any application involv-
ing those buildings.  The complete list of Category 4 
buildings is available at http://www.seattle.gov/neigh-
borhoods/preservation/survey_and_inventory_07_
results.htm#cat4. If your property is listed in Catego-
ries 1, 2 or 3, please contact the Historic Preservation 
Program about the status of your property. 

DPD AND DON REFERRAL PROCESS FOR 
DETERMINING LANDMARK ELIGIBILITY

In order to appropriately assess potential impacts 
to historic resources during SEPA review, DON has 
an interdepartmental agreement with DPD to review 
properties that are proposed for development actions 
but that may be eligible for landmark designation.  
As noted under “SEPA Review” earlier in this CAM, a 
property owner may find it advantageous to determine 
eligibility for landmark designation in advance of sub-
mitting development proposals.  

If the building is not currently a landmark and land-
mark eligibility has not been previously determined or 
documented, the DPD land use planner may ask the 
project applicant to prepare information that will assist 
the DON Historic Preservation staff and DPD in mak-
ing a determination about the building’s significance. 
The determination to refer a project to the Historic 
Preservation staff will be based on the following:

n whether the building is over 50 years old

n whether the existing building or facility or the pro-
posal exceeds the DON referral thresholds in Table 
1 of this Tip

n whether public comment suggests that the building 
has historic significance

n the historic building survey or inventory identifies 
the building

Once a determination has been made by the land use 
planner that the building exhibits one of the attributes 
mentioned above, he/she will ask the project appli-
cant to submit the following information for referral to 
the Historic Preservation Officer:

n photos of all elevations and vicinity

n photocopy of Land Use map page

n copies of relevant comment letters

n information regarding the actual or estimated age 
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of any on-site structures, as well as technical infor-
mation in response to the items in Appendix A of 
the Interdepartmental Agreement attached to this 
CAM (a 2- to 3-page response, often prepared by 
a historic building researcher or preservationist).

APPLICABLE SEPA POLICIES
SEPA review includes evaluation of impacts to historic 
buildings, districts, or sites of archaeological signifi-
cance. SMC 25.05.675H establishes both policies and 
review criteria when new development that is subject 
to environmental review includes a proposal to demol-
ish or substantially modify a building that is more than 
50 years old. In addition, if a proposal that is subject to 
SEPA is across the street or adjacent to a designated 
City of Seattle Landmark, historic review is required.

The following is the code section from the City’s SEPA pol-
icy pertaining to Historic Preservation (SMC 25.05.675H): 

Historic Preservation
 1. Policy Background

   a. Historic buildings, special historic districts, and  
   sites of archaeological significance are found  
   within Seattle.  The preservation of these buildings,  
   districts and sites is important to the retention of  
   a living sense and appreciation of the past.

   b. Historic sites, structures, districts and archae- 
   ological sites may be directly or indirectly threat- 
   ened by development or redevelopment projects.

   c. Historic buildings are protected by the Land- 
   marks Preservation Ordinance, as admin- 
   istered by the Landmarks Preservation Board.   
   However, not all sites and structures meeting  
   the criteria for historic landmark status have  
   been designated yet.

   d. Special districts have been established to  
   protect certain areas, which are unique in  
   their historical and cultural significance,  
   including, for example, Pike Place Market,  
   Pioneer Square, and the International District.   
   These areas are subject to development  
   controls and project review by special district  
   review boards.

   e. Archaeologically significant sites present a  
   unique problem, because protection of their  
   integrity may, in some cases, eliminate any  
   economic opportunity on the site.

 2. Policies

   a. It is the City’s policy to maintain and preserve  
   significant historic sites and structures and to  
   provide the opportunity for analysis of archae- 
   ological sites.

   b. For projects involving structures or sites, which  
   have been designated as historic landmarks,  
   compliance with the Landmarks Preservation 
   Ordinance shall constitute compliance with the  
   policy set forth in subsection H2a above.

   c. For projects involving structures or sites which 
   are not yet designated as historical landmarks  
   but which appear to meet the criteria for desig- 
   nation, the decision maker or any interested  
   person may refer the site or structure to the  
   Landmarks Preservation Board for consideration. 
   If the Board approves the site or structure for  
   nomination as an historic landmark, consider- 
   ation of the site or structure for designation as 
   an historic landmark and application of controls  
   and incentives shall proceed as provided by  
   the Landmarks Preservation Ordinance.  If the  
   project is rejected for nomination, the project  
   shall not be conditioned or denied for historical  
   preservation purposes, except pursuant to  
   paragraphs d or e of this subsection.

   d. When a project is proposed adjacent to or  
   across the street from a designated site or  
   structure, the decision-maker shall refer the  
   proposal to the City’s Historic Preservation  
   Officer for an assessment of any adverse  
   impacts on the designated landmark and for  
   comments on possible mitigating measures.   
   Mitigation may be required to insure the  
   compatibility of the proposed project with  
   the color, material and architectural character  
   of the designated landmark and to reduce  
   impacts on the character of the landmark’s  
   site.  Subject to the Overview Policy set forth  
   in SMC Section 25.05.665, mitigating measures 
   may be required and are limited to the following:

    n Sympathetic facade treatment

    n Sympathetic street treatment

    n Sympathetic design treatment

    n Reconfiguration of the project and/or  
         relocation of the project on the project site;  
      provided, that mitigating measures shall not  
      include reductions in a project’s gross  
      floor area
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   e. On sites with potential archaeological signifi- 
   cance, the decision-maker may require an  
   assessment of the archaeological potential of 
   the site.  Subject to the criteria of the overview  
   policy set forth in SMC Section 25.05.665,  
   mitigating measures which may be required to  
   mitigate adverse impacts to an archaeological  
   site include, but are not limited to:

    n Relocation of the project on the site

    n Providing markers, plaques, or recognition  
      of discovery

    n Imposing a delay of as much as 90 days  
      (or more than 90 days for extraordinary  
      circumstances) to allow archaeological  
      artifacts and information to be analyzed

    n    Excavation and recovery of artifacts

Links to electronic versions of DPD Tips and 
Director's Rules are available on the "Tools & 
Resources" page of our website at www.seattle.
gov/dpd.  Paper copies of these documents, as 
well as additional regulations mentioned in this 
CAM, are available from our Public Resource Cen-
ter, located on the 20th floor of Seattle Municipal 
Tower at 700 Fifth Ave. in downtown Seattle, (206) 
684-8467.

Access to Information

http://www.seattle.gov/dpd
http://www.seattle.gov/dpd
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APPENDIX A 

ADDITIONAL INFORMATION TO DETERMINE WHETHER A STRUCTURE 
APPEARS TO MEET ANY OF THE CRITERIA FOR LANDMARK 

DESIGNATION  (2- TO 3-PAGE RESPONSE ANTICIPATED):
________________________________________________________________________

Physical Description: Provide a physical description of both the interior and exterior of 
the structure(s).

Architect or Builder: Provide information about the architect/builder; i.e., regarding 
education, career, other works in Seattle.  If other structures were built in Seattle, indicate 
whether they remain and their location.   

Statement of Significance:  Current and past uses and owners of the structure(s).  The 
role these uses and/or owners played in the community, city, state or nation.   

Photographs: Clear exterior photos of all elevations of the building; interior photos of 
major or significant spaces; available historic photos; neighborhood context photos.  

Bibliography of sources
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New Construction within the Boundaries of Historic Properties 
 
 
It is possible to add new construction within the boundaries of historic properties if site conditions allow 
and if the design, density, and placement of the new construction respect the overall character of the site. 
According to the Secretary of the Interior’s Standards for Rehabilitation – Standard 9 in particular – and 
the Guidelines for Rehabilitating Historic Buildings, new construction needs to be built in a manner that 
protects the integrity of the historic building(s) and the property’s setting.  
 
In addition, the following must be considered: 
 
• Related new construction – including buildings, driveways, parking lots, landscape improvements and 

other new features – must not alter the historic character of a property. A property’s historic function 
must be evident even if there is a change of use.   
 

• The location of new construction should be considered carefully in order to follow the setbacks of 
historic buildings and to avoid blocking their primary elevations. New construction should be placed 
away from or at the side or rear of historic buildings and must avoid obscuring, damaging, or 
destroying character-defining features of these buildings or the site.  
 

• Protecting the historic setting and context of a property, including the degree of open space and 
building density, must always be considered when planning new construction on an historic site This 
entails identifying the formal or informal arrangements of buildings on the site, and whether they 
have a distinctive urban, suburban, or rural character. For example, a historic building traditionally 
surrounded by open space must not be crowded with dense development. 
 

• In properties with multiple historic buildings, the historic relationship between buildings must also be 
protected. Contributing buildings must not be isolated from one another by the insertion of new 
construction. 
 

• As with new additions, the massing, size, scale, and architectural features of new construction on the 
site of a historic building must be compatible with those of the historic building. When visible and in 
close proximity to historic buildings, the new construction must be subordinate to these buildings. 
New construction should also be distinct from the old and must not attempt to replicate historic 
buildings elsewhere on site and to avoid creating a false sense of historic development.   
 

• The limitations on the size, scale, and design of new construction may be less critical the farther it is 
located from historic buildings. 
 

• As with additions, maximizing the advantage of existing site conditions, such as wooded areas or 
drops in grade, that limit visibility is highly recommended. 
 

• Historic landscapes and significant viewsheds must be preserved. Also, significant archeological 
resources should be taken into account when evaluating the placement of new construction, and, as 



appropriate, mitigation measures should be implemented if the archeological resources will be 
disturbed. 
 

For additional guidance, see the Technical Preservation Services’ Publications and Online Materials 
index. 
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Administered by The Historic Preservation Program 
The Seattle Department of Neighborhoods 

“Printed on Recycled Paper” 

GENERAL INFORMATION 
 
CERTIFICATES OF APPROVAL 
 
Certificates of Approval are official notices of approval issued by the International Special Review District Board and the 
Director of the Department of Neighborhoods.  They are required before the City will issue permits for work resulting in any 
change to the exterior appearance of any International Special Review District structure, including facade alterations, new 
construction, demolition or remodeling.  They also are required before building use, street use or sign permits will be issued.  
In addition, Certificates of Approval are required for work that normally would not require a permit, such as minor exterior 
remodeling and painting.  All new signs require Board review and approval. 
 
Repair-in-Kind:  If the work you want to do involves ONLY repair using the same materials and exact same details and 
finishes, then a Certificate of Approval is not required.  However, Board staff must be notified when you are planning in-
kind maintenance or repair prior to undertaking the work. 
 
WHY CERTIFICATES OF APPROVAL ARE REQUIRED 
 
The International Special Review District was established by City Ordinance 102455 in 1973.  This Ordinance attempts to 
protect the historic and ethnic character of the District through land use and design controls administered by the International 
Special Review District Board, a seven-member citizen advisory board that has five members elected by the community and 
two appointed by the Mayor and confirmed by City Council.  Any of the changes listed above require review by the Board 
which makes a recommendation to the Director of the Department of Neighborhoods.  The attached map shows the 
boundaries for the Special Review District. 
 
THE PROCESS 
 
Board Review:  Board review may involve one review of a final proposal, but for larger, more complex proposals, Board 
review will occur during the conceptual, design development and final "working drawings" stages of the project.   The Board 
uses its regulations and guidelines to evaluate proposals.  It then makes recommendations to the Director of the Department 
of Neighborhoods as to whether a Certificate of Approval should be issued, issued with conditions, or denied. 
Environmental Review:  is generally required for larger scale projects, and usually consists of review of an "environmental 
checklist."  Check with Board staff about the need for this review. 
Board Meetings:  are held on the 2nd and 4th Tuesdays of each month at the Bush Asia Center, 409 Maynard Avenue South.  
The meeting time is 4:30 p.m. in the basement meeting room.  Meetings are conducted in accordance with the City's 
Administrative Code. 
 
SCHEDULING FOR BOARD REVIEW 
In order to have a proposal reviewed by the Board, the application form, all required documentation and any applicable fees 
must be submitted to the Board staff.  Please see attached Application Instructions for timelines and information about 



 

determination of a completed application.  Once the Board staff has determined that your application is complete, your 
proposal will be placed on the agenda for review at the Board’s next regularly scheduled meeting. 
 
ASSISTANCE 
Copies of pertinent guidelines, procedures, development regulations, and other information are available for download on the 
Historic Preservation Program’s website, http://seattle.gov/neighborhoods/preservation/id.htm. You may request a hard copy 
by contacting the Board Coordinator at the Department of Neighborhoods, Seattle City Hall, 600 4th Avenue, 4th Floor, PO 
Box 94649, Seattle, Washington 98124-4649.  Phone Number:  206-684-0226. 
 
REVISIONS TO PLANS, EXPIRATION OF CERTIFICATES 
Work must occur exactly according to approved plans.  ANY revisions, omissions or additions to plans must be reviewed by 
the Board prior to execution.  Unless specified otherwise, work approved under any Certificate of Approval must be 
completed within eighteen (18) months of the date of issue.  If work has not been completed within eighteen months, the 
Certificate becomes null and void. 
 
APPEAL PROCEDURE 
Any interested person may appeal a decision of the Board to the City Hearing Examiner.  The appeal and a copy of this 
decision must be filed with the Hearing Examiner’s Office at 700 5th Avenue, Suite 4000, Seattle, WA 98124 before 5:00 
p.m. on the fourteenth (14th) day following the date of issuance of this certificate, and must be accompanied by a $85.00 
filing fee in the form of a check payable to the City of Seattle.  Appeals must be in writing and must clearly state objections 
to the decision.  A copy of the appeal shall also be served upon the Department of Neighborhoods Director, Seattle City Hall, 
600 4th Avenue, 4th Floor, PO Box 94649, Seattle, Washington 98124. 
 
MAP of the INTERNATIONAL SPECIAL REVIEW DISTRICT  
 

  

http://seattle.gov/neighborhoods/preservation/id.htm


 

 
 

APPLICATION FOR CERTIFICATE OF APPROVAL 
 
 
Please read the attached Application Instructions and General Information Section carefully before completing the 
application form.  IMPORTANT NOTE:  ALL ITEMS MUST BE COMPLETED OR THE APPLICATION 
CANNOT BE CONSIDERED BY THE BOARD FOR REVIEW. 
 
Date Submitted:______________________________ 
 
Business/Property Name:  
 
Business/Property Address:  
 
Building Name:   
 
Applicant/Owner's Name: Phone #  
 
Mailing Address: City/Zip Code:  
 
Applicant Representative: Phone #  
 
Representative Address:__________________________________________________________________________ 
 
Representative E-mail:___________________________________________________________________________ 
 
********************************************************************************************** 
 
• Approval Requested for: 
 
 [  ]  Change of Use [  ]  Sign(s) [  ]  Street Use Permit 
 [  ]  Colors [  ]  New Construction [  ]  Other-Specify 
 [  ]  Facade Alteration [  ]  Demolition   
 
• Certificate of Approval Fee:  Project cost:  
 (Check made payable to City of Seattle)                                Date paid:________________________ 
 
 



 

• Completed description of proposal (attach a separate page if necessary): 
 
   

   

   

   

  

  

  

   

   

   

 

• Applicant’s signature:               Date:  

• Property owner’s signature/consent: Date:  

• Property owner’s name (printed):  

• Property owner’s mailing address:  

 

 

Contact the International Special Review District Board Coordinator at 206-684-0226 

if there are any questions regarding this application. 



 

APPLICATION INSTRUCTIONS 

 
• Fill out the application form completely.  For Board members to properly act on a Certificate of 
Approval request, they require an accurate and thorough understanding of the proposal.  Incomplete 
applications will not be scheduled for Board review.  If you have questions, please call the Board 
Coordinator, at 206-684-0226. 
 
• Submit a hard copy of the completed application form and four sets of hard copies of all 
documentation needed to clearly understand the proposal (see below) along with the application fee (see 
below) to Board staff.  
 
• Determination of Completed Application: The Director of the Department of Neighborhoods shall 
determine whether an application is complete and shall notify the applicant in writing within twenty eight 
(28) days of the application being filed whether the application is complete or that the application is 
incomplete and what additional information is required before the application will be complete.  Within 
fourteen (14) days of receiving the additional information, the Director of the Department of 
Neighborhoods shall notify the applicant in writing whether the application is now complete or what 
additional information is necessary.  An application shall be deemed to be complete if the Director of the 
Department of Neighborhoods does not notify the applicant in writing by the deadlines in this section that 
the application is incomplete.  A determination that the application is complete is not a determination that 
the application is vested. 
 
The determination of completeness does not preclude the Director of the Department of Neighborhoods or 
the Board from requiring additional information during the review process if more information is needed to 
evaluate the application according to the criteria in this Chapter and in any rules adopted by the Board, or if 
the proposed work changes.  For example, additional information that may be required could include a 
shadow study or a traffic study when new construction is proposed. 
 
• Applicants will receive a copy of the agenda for the meeting in which their proposal will be 
reviewed approximately one week in advance of the meeting.  Applicants should attend the meeting.  Please 
contact the Board Coordinator if you can not attend. 
 
• You should not make any changes, repairs, install signs, etc. without having Board approval. 
 

FEE INFORMATION 
 
SMC 22.900G.010 requires that an application fee be charged for each review for a Certificate of 
Approval.  The fee is determined by the dollar value of the proposed project: 
 

Design Approval 
$0 - 1,500 of construction costs......$25.00 
Each additional $5,000 of costs......$10.00 
Maximum fee per review...........$4,000.00* 
Use Review……………………....$25.00 
Street Use Review………………..$25.00 



 

* Except that the maximum fee for a Certificate of Approval for new construction projects shall 
be $20,000; except projects including housing financed, in whole or in part, by public funding; or 
projects that elect the MHA performance option according to Sections 23.58B.050 or 23.58C.050. 
 
Estimate the construction costs, calculate the fee and make checks payable to the City of Seattle. 
                                 

Total Project Cost related to project work included in application: ___________ 
 
Fee submitted                                                                                      ___________ 

 
 

REQUIRED DOCUMENTATION 
 
The following information must be provided in hard copy for a Certificate of Approval Application 
to be complete: 
 
CHANGE OF USE APPROVAL:  Includes any proposed new use, change of use, or expansion of use. 
 
1.  [  ]  A site plan of existing conditions, showing adjacent streets and buildings; 
  
2.  [  ] Four (4) sets of floor plans drawn to scale for the building and/or particular space involved.  
 
3.  [  ] A detailed description of the proposed use. 
Note:  Any proposed use or change of use must comply with both the underlying zoning and the 
International Special Review District ordinance and guidelines.  State Environmental Policy Act (SEPA) 
review may be required to establish a new use or change use.   
 
STREET USE APPROVAL:  Includes street furniture, sidewalk displays or cafes, vending carts, and 
temporary structures.   
 
1.  [  ]  A detailed description of the proposed work, including:  
 A.  [  ]  Any changes that will be made to the building or site; 
 B.  [  ]  Any effect that the work would have on the public right-of-way or other public spaces; 
 C.  [  ]  Any new construction; 
 
2.  [  ]  Four (4) sets of scale drawings, with all dimensions shown of: 
 

A.  [  ]  A site plan of existing conditions, showing adjacent streets and buildings, and, if the 
proposal includes any work in the public right-of-way, the existing street uses, such as street trees 
and sidewalk displays, and another site plan showing proposed changes to the existing conditions; 
B.  [  ]  Elevations and sections of both the proposed new features and the existing features; 
C.  [  ]  Construction details; 
D.  [  ]  A landscape plan showing existing features and plantings, and another landscape plan 
showing proposed site features and plantings; 

 



 

3.  [  ]  Clearly printed photographs of any existing features that would be altered and photographs showing 
the context of these features, such as the building facade where they are located (scanned images and dark 
or blurry photographs may not be accepted); 
 
4.  [  ]  One (1) sample of proposed material(s) and colors, if the proposal includes new finishes or paint, 
and an elevation drawing or a photograph showing the location of proposed new finishes or paint; 
 
5.  [  ]  If the proposal includes replacement, removal, or demolition of existing features, a survey of the 
existing conditions of the features that would be replaced, removed, or demolished; 
 
DESIGN APPROVAL:  Includes any exterior alterations to buildings, sites, or rights-of-way. 
 
1.  [  ]  A detailed description of the proposed work, including:  
 

A.  [  ]  Any changes that will be made to the building or site; 
B.  [  ]  Any effect that the work would have on the public right-of-way or other public spaces; 
C.  [  ]  Any new construction; 
D.  [  ]  Any proposed use, change of use, or expansion of use; 

 
2.  [  ] Four (4) sets of scale drawings, with all dimensions shown of: 
 

A.  [  ]  A site plan of existing conditions, showing adjacent streets and buildings, and, if the 
proposal includes any work in the public right-of-way, the existing street uses, such as street trees 
and sidewalk displays, and another site plan showing proposed changes to the existing conditions; 
B.  [  ]  A floor plan showing the existing features and a floor plan showing the proposed new 
features; 
C.  [  ]  Elevations and sections of both the proposed new features and the existing features; 
D.  [  ]  Construction details; 
E.  [  ]  A landscape plan showing existing features and plantings, and another landscape plan 
showing proposed site features and plantings; 

 
3.  [  ]  Clearly printed photographs of any existing features that would be altered and photographs showing 
the context of these features, such as the building facade where they are located (scanned images and dark 
or blurry photographs may not be accepted); 
 
4.  [  ]  One (1) sample of proposed colors and materials, if the proposal includes new finishes or paint, and 
an elevation drawing or a photograph showing the location of proposed new finishes or paint; 
 
5.  [  ]  If the proposal includes replacement, removal, or demolition of existing features, a survey of the 
existing conditions of the features that would be replaced, removed, or demolished; 
 
6.  [  ] If the proposal includes demolition of a structure or object: 

 
A. [  ]  A statement of the reason(s) for demolition; and 
B. [  ]  A description of the replacement structure or object and the replacement use. 

 



 

SIGNAGE, AWNINGS, OR EXTERIOR LIGHTING:  
 
1.  [  ] A detailed description of the proposed work, including:  
 

A. [  ]  Any changes that will be made to the building or site; 
B.  [  ]  Any effect that the work would have on the public right-of-way or other public spaces; 
C.  [  ]  Any new construction; 
D.  [  ]  If signage is proposed, include the calculation of the linear street frontage where the sign or 
awning will be located. 

 
2.  [  ]  A site plan of existing conditions, showing adjacent streets and buildings, and, if the proposal 
includes any work in the public right-of-way, the existing street uses, such as street trees and sidewalk 
displays, and another site plan showing proposed changes to the existing conditions; 
 
3.  [  ]  Four (4) sets of scale drawings of proposed signage or awnings, showing the overall dimensions, 
material, design graphics, typeface, letter size, and colors; 
 
4.  [  ]  Four (4) sets of a plan, clearly printed photograph or elevation drawing showing the location of the 
proposed awning, sign or lighting (scanned images and dark or blurry photographs may not be accepted); 
 
5.  [  ]  Four (4) copies of details showing the proposed method of attaching the new awning, sign, or 
lighting; 
 
6.  [  ]  The wattage and specifications of the proposed lighting, and a drawing or picture of the lighting 
fixture; and 
 
7.  [  ]  One (1) sample of proposed sign or awning material and color(s). 
 
 
Preliminary Design 
 
An applicant may make a written request to submit an application for a Certificate of Approval for a 
preliminary design if the applicant waives in writing the deadline for a Board decision on the final design 
and any deadlines for decision on related permit application under review by the Department of 
Construction and Inspections.  The staff may reject the request if it appears that approval of a preliminary 
design would not be an efficient use of staff or Board time and resources, or would not further the goals and 
objectives of SMC 23.66.  To be complete, an application for preliminary design must include the 
information listed on the cover page of the application and in the Design Approval Section 1., 2.A.-C.; 3. 
and 6.  A Certificate of Approval that is granted for a preliminary design shall be conditioned upon 
subsequent submittal and Board approval of the final design, including all of the information listed above in 
subsection B, prior to issuance of permits for any work. 
 
 Revised January 2019 
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