COMPLETING THE HERITAGE RESOURCE
DESIGNATION APPLICATION
Step 1: Request Pre-Designation
Submit a letter to the Heritage Preservation Officer requesting pre-designation or a copy
of the first page of the application with the top portion completed.
Step 2: Preliminary Research
Find out as much as you can about the building and its historical occupants, using basic
resources such as books, newspapers, vertical files, photos, diaries and interviews. Talk
to neighbors, Plano natives, local historians, and the Heritage Preservation Officer.
Resources:

Plano, Texas: The Early Years, Friends of the Public Library
Plano: An Historic Walking Tour, Nancy McCulloch
Sanborn Fire Insurance Maps, Municipal Reference Library
The Frances Wells Collection of Historic Photos, Harrington Library

Step 3: Deed Research
Visit the County Clerk’s office in McKinney. There you can trace ownership of your
property back to discover the names of historical owners, even possibly the exact date the
building was built. County staff will aid you in getting started and guide you through the
process. Start with the current owner. Using indices, you can find the deed transferring
the property to the current owner. Sometimes that deed will reference the deed recorded
for the previous transaction. At the very least, you will discover the name of the previous
owner and can track his/her ownership using the indices as well. Make a copy of
Attachment 4 from the application to aid in this process.
Step 4: Expanded Research
Using the same resources used in Step 2, research the names of owners and families
found in Step 3. This may further uncover the significance of your property and its
historical occupants.
Step 5: Complete the Form
Begin with Attachment 2. Write a complete, yet concise, history of the property and its
owners. Start by justifying its significance using the criteria at the top of the page.
Specifically cite the applicable criteria and explain how your property fits each. This
does not have to be lengthy or scholarly, just complete and ACCURATE. Please cite
your sources at the end. Add pages if necessary.
Skip Attachment 3. The Heritage Preservation Officer will complete this section.

Now fill in Attachment 4 using the information acquired in your Deed Research.
Next, take photos of the exterior of every building on your site. Use black-and-white
35mm film (Kodak Tri-X or equivalent). Take a photo of every side from any angle that
best documents and captures the building. When having the film developed, please
request that it be processed using black-and-white techniques, not color processing.
Color processing of black-and-white film creates a print with a purple tint and is less
stable. Attach the prints to the photo pages (Attachment 5) using double-sided tape,
rubber cement or a glue stick. Liquid glue will adversely affect the print. Add pages if
necessary. Please write captions to adequately describe each photo.
Draw a site plan on Attachment 6 to illustrate the location of each building on the site.
Include all outbuildings, wells, gazebos and any pavement (driveways and sidewalks).
Label streets, types of buildings and directions. This does not have to be to scale. Crossreference each building to the photo captions.
Attachment 7 can be used to organize and attach any back-up materials that you feel help
justify the significance of your property. It is not required.
Now go back to the first page of the application. YOU ARE ALMOST FINISHED.
Complete the top portion if you haven’t already. Refer back to Attachment 2 and list the
applicable designation criteria. Then, write a short summary of the Statement of
Significance.
Sign Attachment 1 and submit the completed application to the Heritage Preservation
Officer. The Heritage Commission meets the fourth Tuesday of each month.
Applications are due by 5:00pm on the Tuesday following each regular Commission
meeting for the next month’s meeting. If the Heritage Commission approves the
application, it will then go to the Planning and Zoning Commission and City Council.
The process may take as long as three months. Please keep in mind that
applications must complete the approval process by January 1 if tax exemption is
desired for that year.
Submittal Location:

City of Plano
Planning and Engineering
1520 K Avenue, Suite 250
Plano, Texas 75074

Enjoy the process! This is a time to really get to know your historic property. If you
have any questions, please contact the Heritage Preservation Officer at (972) 941-7151.

