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§ 152.478 CERTIFICATE OF APPROPRIATENESS. 

   (A)   When required. No person  shall be permitted to construct, alter, move or demolish 
any building  or other structure  (including masonry walls, fences, light fixtures, steps and 
pavement, or other appurtenant features), nor above-ground utility structure , nor any type 
of outdoor advertising sign, in the Historic District without first applying for and obtaining 
a certificate of appropriateness for such construction, alteration, moving or demolition. The 
Historic Preservation Commission shall have the authority to issue a certificate of 
appropriateness subject to reasonable conditions necessary to carry out the purposes of 
this ordinance. Any building permit or other such permit not issued in conformity with this 
selection shall be invalid. 

   (B)   For administrative purposes, exterior work items are divided into four categories: 
routine maintenance, staff approval, minor work, and major work. The category of review 
required for various types of exterior work shall be as set forth in the Certificate of 
Appropriateness List (§ 152.479). 

      (1)   Routine maintenance does not require a certificate of appropriateness for repairs 
using original materials or designs that do not alter the exterior appearance of the 
property. 

      (2)   Minor work will require a certificate of appropriateness, and will be reviewed by 
the Minor Work Committee (M.C.) of the Swansboro Historic Preservation Commission. 
Minor work may be referred to the full SHPC if the staff/ committee determines that the 
change involves substantial alterations , additions, or removals that could impair the 
integrity of the district. 

         (a)   Members of the M.C. will consist of the chairman, vice-chairman of the SHPC, and 
the non-voting administrator of the SHPC. If either voting committee member is not 
available, the other member will choose a committee member from among the members of 
the SHPC including alternate members. If the non-voting administrator is unable to attend, 
the administrator’s assistant will take the position. 

         (b)   The Minor Work Committee (M.C.) will consider minor work applications within 
seven working days of application submittal. Should the two voting members not agree on 
the request, it is the right of the applicant to be heard by the full SHPC or if the two M.C. 
members decide that the item is best heard before the SHPC. The minor work request shall 
be scheduled for the next regular meeting, as long as the Town’s time policy for 
SUBMITTAL to the SHPC is met. All decisions of the M.C. will be reported in writing to the 
SHPC at the next regular meeting. 

      (3)   Major work will require a certificate of appropriateness and is reviewed by the 
Historic Preservation Commission. In general, major work projects involve a change in the 
appearance of a structure, and are more substantial in nature than routine maintenance or 
minor work projects. Where a certificate of appropriateness is required, the Town of 
Swansboro and all public utilities will conform in the same manner as private property 
owners . 
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   (C)   Required procedures. 

      (1)   Application submitted to the Administrator or his or her authorized agent. An 
application for a certificate of appropriateness shall be obtained from the town, completed 
by the applicant, and filed with the town. The SHPC application completed in form and 
content, and the application is filed within the time frame according to town policy for 
application submittal, then the application shall be considered by the SHPC at its next 
regular meeting. Otherwise, consideration shall be deferred to the next regular meeting 
thereafter. An applicant may file with his/her application any additional information 
relevant to the application. 

         (a)   An application for a certificate of appropriateness shall be obtained from the 
town, completed by the applicant, and filed with the town. The SHPC application completed 
in form and content, and the application is filed within the time frame according to town 
policy for application submittal, then the application shall be considered by the SHPC at its 
next regular meeting. Otherwise, consideration shall be deferred to the next regular 
meeting thereafter. An applicant may file with his/her application any additional 
information relevant to the application. 

         (b)   The Commission shall follow quasi-judicial procedures in acting on applications 
for certificates of appropriateness as specified in §§ 152.065 through 152.071. 

      (2)   Contents of application. 

         (a)   The SHPC shall require data as are reasonably necessary to determine the nature 
of the application. An application for a Certificate of Appropriateness shall not be 
considered complete until all required data have been submitted. 

         (b)   The applicant and/or his designee shall be present at the meeting at which his 
application is to be considered. If a third party is to represent the applicant, such 
permission must be in writing and become part of the application for certificate of 
appropriateness. (Nov. 7, 1991) 

         (c)   When the proposed application is also subject to any state/federal regulations, the 
complete application from the appropriate officials must be made a part of the application 
for certificate of appropriateness. The certificate of appropriateness application will be put 
in a holding file pending approval of the state and federal application. 

         (d)   An application fee as established by the Town of Swansboro shall be paid by the 
applicant upon filing of a major work application with the Administrator. An approved 
certificate of appropriateness may be re-submitted for minor revisions without payment of 
an additional application fee. Significant changes will require approval by the Commission 
in the same manner as the original application and appropriate fee. 

      (3)   Notification of Swansboro Historic Preservation Commission. Upon receipt of an 
application, the Administrator shall notify the Swansboro Historic Preservation 
Commission at least five working days before its regularly scheduled meeting. 
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      (4)   Review of application by SHPC. As part of its review procedure, the SHPC may view 
the premises and seek the advice of the Department of Cultural Resources or such other 
expert advice as it may deem necessary under the circumstances. 

      (5)   Swansboro Historic Preservation Commission action on application. The SHPC shall 
take action on each application for a certificate of appropriateness and shall take such 
action as shall provide a result that is congruous and in keeping with the special character 
of the district and the review criteria, contained in § 152.482. The SHPC’s action on the 
application shall be approval, approval with modifications, disapproval or tabled. Prior to 
final action on an application, the Commission, using the review criteria in § 152.482 and 
the Historic District Design Guidelines, shall make written findings of fact indicating the 
extent to which the application is or is not congruous with the historic aspects of the 
district.  

      (6)   Reasons for SHPC’s actions to appear in minutes. The SHPC shall cause to be 
entered into the minutes of its meeting the reasons for its actions, whether it be approval, 
approval with modifications, or denial. 

      (7)   Time limits. All matters will be processed by the SHPC at the meeting when the 
matter is first considered, if reasonably possible. All applications for certificate of 
appropriateness shall be reviewed and acted upon within a reasonable time, not to exceed 
180 days from the date the application for a certificate of appropriateness is filed, as 
defined by the ordinance. 

      (8)   Submission of new application. If the SHPC determines that a certificate of 
appropriateness should not be issued, a new application affecting the same property may 
be submitted, only if substantial change is made in plans for the proposed construction, 
reconstruction, alteration, restoration, or moving. 

(Ord. 2005-O3, passed 3-15-2005; Am. Ord. Ord. 2007-O4, passed 4-17-2007; Am. Ord. 
2008-O33, passed 11-18-2008; Am. Ord. 2016-O10, passed 9-13-2016; Am. Ord. 2021-O3, 
passed 5-24-2021) 

§ 152.480 APPEALS OF DECISIONS. 

   (A)   Appeals of any administrative decision may be made to the Historic Preservation 
Commission. 

   (B)   All decisions of the Historic Preservation Commission in granting or denying a 
certificate of appropriateness may be appealed to the Board of Adjustment in the nature of 
certiorari within times prescribed for appeals of administrative decision s in G.S. §160D-
405(c). To the extent applicable, the provisions of G.S. §160D-1402 shall apply to appeals in 
the nature of certiorari to the Board of Adjustment. 

   (C)   Appeals from the Board of Adjustment may be made pursuant to G.S. §160D-1402. 
Petitions for judicial review shall be taken within the times prescribed for appeal of quasi-



Town of Swansboro Unified Development Ordinance (Continued) 
Historic District §152.478, 480, 482 and Appendix III Design Standards 

Page 4 of 6  
 

judicial decision s in G.S. §160D-1404. Appeals in any such case shall be heard by the 
Onslow County Superior Court. 

(Ord. 2005-O3, passed 3-15-2005; Am. Ord. 2021-O3, passed 5-24-2021) 

§ 152.482 REVIEW CRITERIA. 

   (A)   Intent. 

      (1)   The SHPC shall take no action under this section except to prevent the construction, 
reconstruction, alteration, restoration, moving, or demolition of buildings, structures, 
appurtenant fixtures, outdoor advertising signs, or other significant features in the district 
which would be incongruous with the special character of the district. Nothing in this 
subchapter is construed to prevent the ordinary maintenance or repair of any exterior 
elements of any building or structure within the Historic District. 

      (2)   Authorized town officials may certify that a building in an unusually deteriorated 
condition is dangerous, hazardous, or unsafe; however, before a razing can be ordered, the 
Swansboro Historic Preservation Commission should have both the opportunity and 
authority to make recommendations to the property owner (s), town officials, and other 
interested parties in order to avert the necessity for the building’s demolition. 

      (3)   In granting a certificate of appropriateness, the Commission shall take into account 
the historic or architectural significance of the structure under consideration and the 
exterior form and appearance of any proposed additions or modifications to that structure 
as well as the effect of such change or additions upon other structures in the vicinity. 

   (B)   Exterior form and appearance. 

      (1)   All applications for certificates of appropriateness shall be subject to review based 
upon the design guidelines in effect. The Historic Preservation Design Guidelines are an 
appendix in the Unified Development Ordinance. 

      (2)   The characteristics and aspects of design that are illustrated and detailed in the 
Swansboro Historic Preservation Design Guidelines shall be considered, when relevant, by 
the SHPC in reviewing applications for a certificate of appropriateness. 

   (C)   Interior arrangements not considered. The Historic Preservation Commission shall 
not consider interior arrangements. 

(Ord. 2005-O3, passed 3-15-2005) (Am. Ord. 2007-O4, passed 4-17-2007; Am. Ord. 2008-
33, passed 11-18-2008) 

Appendix III  

HISTORIC DISTRICT DESIGN STANDARDS 



Town of Swansboro Unified Development Ordinance (Continued) 
Historic District §152.478, 480, 482 and Appendix III Design Standards 

Page 5 of 6  
 

SECTION 5: WINDOWS AND DOORS. 

   5.1   Windows and Doors - Standards 

   1)   Retain and preserve historic windows and doors, including all significant related 
elements such as frames, sashes, shutters, hardware, old glass, sills, and moldings. 

   2)   Repair existing historic windows and doors, rather than replacing entire window or 
door units. Use techniques such as wood epoxies and wood patches to repair and 
strengthen deteriorated wood elements. Replace only those elements that cannot be 
repaired. If replacement is needed and authorized by following § 152.479, appropriate 
materials can be sourced from architectural salvage companies. Existing original frames 
should be retained and reused with the addition of new siding tracks to hold the 
replacement sashes. 

   3)   Use replacement windows and doors that match the existing historic elements as 
closely as possible. If replacement windows or doors are required, consider first replacing 
only the deteriorated element, such as a single sash or door, rather than the entire frame or 
unit. Any new replacements shall match the original in all dimensions and detailing as 
closely as possible. 

   4)   Use storm windows to improve energy efficiency where needed. New storm units 
should have a baked-on paint finish compatible with the color of the house. Unpainted 
aluminum is not appropriate. Storm windows for double-hung sashes shall have horizontal 
dividers that are in alignment with the horizontal meeting rails or the original upper and 
lower sashes. Interior storm windows are also available. 

   5)   Replacement of historic windows and doors for the sole purpose of improved thermal 
performance is not appropriate. Storm windows and doors should be used. 

   6)   Tinted glass is not appropriate in the historic district in any area visible from the 
public view. Energy-saving or “low-E” glass may be used only if it is not tinted. 

   7)   Replacement windows shall be wooden, or wood clad on historic non-contributing 
structures (75 years and older) and contributing strictures. 

   8)   Use storm doors to improve energy efficiency where needed. New storm doors should 
be compatible with the original exterior doors and with the style and period of the 
structure. Wood storm doors of the full-view or large single-pane type are most 
appropriate because they do not obscure the original door. Louvered wood doors are also 
appropriate. Metal storm doors should be the full-view type and have a baked-on enamel 
paint finish in a color that is compatible with the colors of the structure. Standard or non-
historic storm doors are appropriate only on the rear or other area not visible from public 
view. Screen doors shall be appropriate for the period and style of the structure. 

   9)   Preserve and repair original or historic shutters, or replace in-kind. It is appropriate 
to add louvered shutters to a historic structure if there is evidence that it once had shutters. 
All new shutters shall be of wood, and installed so that they will fit the window frame 
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opening when closed and shall be of the correct proportions for each window. New 
shutters shall be provided with operable hardware, consisting of hinges, pintles, and 
holdbacks located in the appropriate position. Shutters made of synthetic or substitute 
materials, such as vinyl, are not appropriate. 

   10)   Original or historic windows or doors and their related frames and trim shall not be 
altered or removed on the main facades visible from the public view unless this action is 
part of a documented restoration to an earlier appearance. 

   11)   New windows and doors should not be added to the primary facades or front 
elevation, and are usually not appropriate on any other area seen from the public view. 
New window and door openings shall not alter the historic character of the building nor 
cause damage to historic materials or other significant architectural features. They must be 
detailed and sized to be compatible with the existing structure . 

   12)   If new doors are necessary, source from architectural salvage company or have one 
built in- kind. 

   13)   For projects involving painting doors, please reference the approved color palette. 

(Ord. 2005-O3, passed 3-15-2005; Am. Ord. 2021-O3, passed 5-24-2021; Am. Ord. 2024-O9, 
passed 4-23- 2024) 


