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Outline 

1. Why do we need a sign permit 

2. How to get started: zoning and  

 bylaw check 

3. Preparing an application package 

4. Installation and inspection 



Why do we need a permit? 
 Almost all municipalities require a permit to install a 

sign. It’s a basic city requirement, just like a business 
license and an occupancy permit. 

 Some require a permit to replace the face of a sign. 
 The goal of the municipality  

is to ensure that signs  
are installed safely  
and conform to the  
community’s sign bylaw. 



Be the Hero 
 Marketing experts suggest businesses provide a 

value-added service – something special that sets 
you apart from the competition.  Arranging for the 
sign permit is exactly that. 

 
 Let your client know that this is an important part of 

your service, and charge for it accordingly.  

 



Additional benefits 
 Taking out permits allows you to establish a good 

relationship with City staff 
 
 A permit also protects your relationship with your 

client.  A client with a takedown order is an unhappy 
customer. 

 



Let’s get started! 
1. Check the zoning on city’s map page 

2. Review the sign bylaw 

3. Design sign, get the client’s approval and deposit 

4. Ask client for property owner’s approval 

5. Submit application 

6. After permit is reviewed, order engineering if required 

7. After permit is approved, arrange electrical permit 

8. Install sign 

9. Get engineer’s approval of installation (Schedule C) 

10. Call city for inspection 

 



Check the zoning 
The City’s map page is a great place to start. 

Information that is commonly available: 
 Addresses 
 Legal descriptions 
 Zoning 
 Aerial photos 

 



Review the sign bylaw 
Now we’ll review the city’s sign bylaw 

Check the various definitions that apply to your application: 

 Copy area 

 Sign area 

 Type of sign 

 

Then check what the sign allowance is for the zone: 

 Sign size 

 Copy size 

 Clearance 

“Copy Area means the area within a 
square, rectangle, triangle or circle, or a 

combination of these figures, which 
encloses all the copy.” (Surrey Bylaw) 

a) a maximum of two fascia signs… 
b) the combined sign area of all signs 

on a lot … shall not exceed 1 sq.m. 
per linear metre of premises 
frontage;  

c) the copy area shall not exceed 50% 
of sign area (Surrey Bylaw) 

 



Talking with your client 
 Now that you know what’s allowed, you can start the 

design process. 
 Once your client has approved the design, refer them to 

their landlord for approval and signing of the owners 
form. 

 Let your client know how long the permit process 
takes. Establish a reasonable timeframe. 

 Ensure the deposit includes the permit costs, including 
engineer’s fees. 

 An illuminated sign also needs an electrical permit. 



Application package 
 Go to the city’s website and search for “sign permit” 
 Typical requirements are: 

◦ Application form 

◦ Approval letter from the property owner 

◦ Coloured and scaled sign drawing 

◦ Side-view showing method of attachment 

◦ Elevation drawings or photo mock-ups 

◦ Site plan or aerial photo showing sign location 

◦ Permit fee 

◦ Engineered drawings are sometimes required 



Application form 

Sign copy 
Measurements 
Size of lettering 

  



Owner’s approval form 

 



Coloured and scaled sign drawing 

Description Sign copy 
Measurements 
Size of lettering 

Side view 
showing depth 
and attachment 

Scale of 
drawing 

Description of sign 
Materials to be used 
Lighting information 

Your contact 
information 

Your client’s 
name and 
address 

 



Mock-up: before and after 
Title 

Your contact 
information 

Your 
client’s 

name and 
address 

 



Elevation drawing 

Your contact 
information 

Your 
client’s 

name and 
address 

Scale 

Drawing of building 
Sign to scale 
Dimensions 
Clearance 

 



Site plan 

Your contact 
information 

Your 
client’s 

name and 
address 

Scale 

Outline of sign 
on building, 

drawn to scale 

Street 
name 



Engineered drawings 
Each city makes its own policy on whether or not engineering is required. 
 
The engineer can design an attachment method for you, 
or you can provide one for their review. 
 
Signs must be installed according to the engineer’s drawings. 

Engineer’s 
stamp 



Electrical permit 

• An illuminated sign requires an electrical permit.  

• Arrange for the electrical permit after the sign permit 
is approved. 

• The application is made by the person who will be 
connecting the sign to the electrical.  

• Some cities have their own electrical permit process, 
and others go through the BC Safety Authority. 



Installation 
During installation, let the engineer know if the site conditions are different than what 
was expected. 
 
After installation, arrange for final inspection (or provide pictures) for the engineer’s 
sign-off. In BC, the Schedule C is the engineer’s assurance to the city that the sign was 
installed properly. 

Tape 
measure 

showing bolt 
length 

Inside sign 
showing 

number of 
connections 

Materials 
used on site 



After installation 
 Contact the city and let them know 

the sign is installed. 
 
 They may send out an inspector.  

This finalizes the permit. 

 



You did it! 

Your permit is approved, your sign is installed,  
your inspection is complete. 

Good job! 

 



Thank you for reviewing this presentation. 

Please contact us if you have more questions. 

FIVE STAR
Canada’s Sign Permit Specialists

Five Star Permits 
Cy Atkinson & David Atkinson 

Phone 250.487.1210 
 

www.FiveStarPermits.com 
 

Cy@FiveStarPermits.com 
David@FiveStarPermits.com 
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