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Property & Contact Information 

Property Owner/s 

FHGC Address 

Mailing Address (if 
different from above) 

Telephone 

Email Address 

Required Supporting Documentation 

• Replacement window specifications with identifying numbers

• Photograph of house elevation/s with existing windows, marked with replacement window identifying

number from specifications

Project Details 

Type of window replacement ⃞   Insert (replace sashes and retain original window frame)  

⃞   Full rip-out (replace sashes and frames within the original masonry 

opening)   

Designated FHGC Window Trim Color:  _______________________________ 

If Aluminum Clad, Manufacturer’s Color: ______________________________  

Site Visit 

If a site visit is needed, please check the following to indicate your preference: 

⃞   I authorize access to the property; no prior notice is required. 

 ⃞   I prefer a scheduled visit.  (Selecting this option may require coordination of multiple site visits with    

committee members and will lengthen the review process.) 

Signature of Property Owner 

I understand this form is an application for approval and approval by the Forest Hills Gardens 

Corporation, if given, will only be valid if provided in writing.  Work may not commence until final written 

approval is issued.  I also understand that any work completed without express written approval from 

FHGC may constitute a violation and will be subject to remediation at my own expense. 

Two Tennis Place • Forest Hills, NY  11375 • (718) 268-2420  •  info@fhgc.org  •  www.fhgc.org 

Signature: _____________________________________________________ Date: ___________________ 

Forest Hills Gardens Corporation (FHGC) 

Application for Approval of Exterior Work: 

Window Replacements 

mailto:info@fhgc.org
http://www.fhgc.org/
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About My Window Project 

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________ 
___________________________________________________________ 

NOTE: Start your application early. You will need your Letter of Approval before you can begin 

your project. The Architecture Committee that reviews your project generally meets once each 

month, and the FHGC office requires some time for associated administrative functions. 

Please submit this application form (pages 1 and 2) together with your photos and supporting 

documents to the Forest Hills Gardens Office.  You may add additional pages to support/explain 

your project using the guidelines on the following pages. 

Do not make any purchases, sign any contracts, or begin installation until you have your official 

Letter of Approval from FHGC. 

Once you have your FHGC Letter of Approval and permit, you may begin your project.  

Share your Letter of Approval with your contractor so he may understand the full scope of your 

project and any specific requirements. Your contractor’s contract should adhere to the conditions 

stipulated in your Letter of Approval. 

Post your FHGC Permit in a prominent location while work is underway.

The following pages are for your reference and guidance only and are not to be submitted to the 

FHGC. 

Name of Contractor (if known): _____________________________________________
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Application Reference & Guidance Information 

Goal 

Replace windows to match the original window style inherent to the home’s architecture. 

Standards 

Insert and Full Rip Out Windows 

1. Insert replacement windows require the removal of only the existing sashes while retaining the original

perimeter wood frame. The replacement “insert” window containing a new frame with sashes will be

installed within the original wood frame. This method has the benefit of retaining the existing mullions (the

wood member between two adjacent windows) and interior and exterior moldings, while requiring the least

amount of modification to the home.

2. Full rip out replacement windows require the entire removal of the frame, sashes, moldings and mullions.

This option is usually selected when the original window frame is irreparably damaged and not cost

effective to repair. Note: This option will require duplicating the original window configuration.

3. Consult with your contractor and indicate the choice of window configuration on page 1 of your application.

Submit the Following Information with Your Application 

1. Photograph or sketch of each side of the home with each window planned for replacement marked with a

unique identifying number.

2. Provide manufacturer specifications of each window marked with the matching unique identifying number

from the marked photograph or sketch.

3. Verify the specifications includes manufacturer name, window series, style (insert or full rip out),

construction (wood or wood with aluminum cladding), dimensions, color, muntin profile and size, and

number of divided lites per sash (see example of a specification below).

4. Refer to the color palette for your home to determine the paint or clad color for your windows. If you do

not have a color palette you may obtain one from the FHGC office. Do not copy your neighbor’s color or

match the color you currently have as these may be inaccurate.
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Example Spec Sheet for Windows 
 

 
 

 

Example of House Photo with Windows Labeled with Identifying Numbers 
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Example of Exterior Paint Palette 
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