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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!

Check the zoning on city’s map page

Review the sign bylaw

Design sign, get the client’s approval and deposit

Ask client for property owner’s approval

Submit application

After permit is reviewed, order engineering if required
After permit is approved, arrange electrical permit
Install sign

Get engineer’s approval of installation (Schedule C)

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

“Copy Area means the area within a
i le, triangle or circle, or a
SI n area square, rectangle, g ,
g combination of these figures, which
encloses all the copy.” (Surrey Bylaw)

Type of sign

Then check what the sign allowance is for the zone:

Sign size
a) a maximum of two fascia signs...
COPY size b) the combined sign area of all signs
on alot ... shall not exceed | sq.m.

per linear metre of premises
frontage;

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

Clearance



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

.l SURREY CITY OF SURREY
F'Ianning & Development [)gpartmen( The following statemants nunuin clauses that walve certain rights of the applicant and thereby release the
= Building Division Cltyof Sutey trony AL ML RE- i amet.
13450 - 104 Avenue, Surrey, BC V3T 1V8 n consideration of being g-anu the permission appbed for, the appicant, and any party on behalf of whom the
mlluntm heroby agroos to:

Sign Permit Application No.: S -

1. Waive any and all claims that may anise in the future against the Gity of Surrey, s directors, officers and
construction

Project Address: . — mmmwmmnsamunolmuumemhalgnwmluanymnr
| | wnderfaken pursuant to tis parmit or for any inspections underaken as a result of this permit
Description of Work: FANAVEN 2. Release the Gy from
. = 3 any and all Eability for any loss, damage, injury or expense that may be suffered due to
Y, Ao, Ritecaian Retace. pus any cause whatsoever inchuding negligence or any breach of duty of care on the part of the Ciy as a resull of
emporary the issuance of this permit.

WA TOTE

Premises Use:
Retail S2ore,
Warthouse, Home Occupation

3. Indemnify and hold hamiess the City from any and all liabiity for claims, judgements, costs and expenses of
wmwmmwwmnumwmmmwwmumammw
mm:mhammmammwmw and incdental to the granting of this

4. Pay the cosls of repairing any damage to sidewalks, curbs andior any ofher City senvices by reason of the
buikting operations in respect of which this permit is applied for.

5. Comply with a requirements of the Sign By-law and all other acts, regulations and by-ws in force in the City
gluw , and certity that each sign and its support meet the construction requirements in the Sign By-law and

6. Wommmwm.nwwdmbmﬁm acknowledges that the City of
Surrey accepls for the accuracy or contained herein.

7. Accept that the payment of a permi fee andicr the (ssuance of a sign permit by the City of Sumey is done sclely
mummmmmmw»mm1asxuanwwuummmumwmnmw
the City of conformity with any or all other By-laws and Regutations.

8. Accept that this is only an nd does not constitule 0 erect any sign,

Applicant:
e
Phane )
Tenant/Business:

Cel:f )

Mumownwmmmmwmwmutmh.m Wariznes Pemit (DVP).
mmummwammlmtm. On tands that have been designated
Cel )

Planning Devision by way ‘way of an amendment to the DP. If a new DP or a new DVP is required for proposed signage,
applicatisn shall ba made by the building owner, or heher authorzed agent. directly to the Area Planning Division.

.nwldammgmmmuawnmwmmmam&mm&wmmmmm

City of Surrey wobsite “www surrey.ca” (search *Guide to Sign Permit Application” & “Sign By-law No. 136567}

Phone{ ) Issued Sign Permits
Fead Carefully Bk Signing Below Once permit has been issued, i the accapted drawin; ! roved scope of work shall
A3 cwme, of 85 Agent on behall of the Cwner (Applicant), | have read and understand the release of liabikty, waiver of caims mm:awuamlhm;)om:urh‘:aﬁ.mmm i gl

Ingemeity are contained on the reverss side of the appication and by signing this appcation | agree to all
wl Therein, rwmgwwuﬂmlwmmmh rights which |, or & party on whose
behalf | acl, may olhervise ‘agairst the City of Surrey. | have checked the titk of this property and very that there ane o
encumbrances cf restrictions against e property thal would provent the sign ing issued. | am aware that Inspection Requirements
this sign permil application shal become void after sk manths from diate unleas an exierion fas been requested in
writing and granted in writing by the Bulding Dhvision Manager or designate. | further understand this is enly an application and All signs ane required to be inspected. Telephone 504-531-4231 1o request a site visit by the Building Official once a
does not consiilite approval 1o commence construction. sign has been installed and all the related work has been completed.
Name (Print): Signature:

Dase ! ! [

OFFIDE u_s_z_ogn_.f T Zone: 0P o, DVP o -
Lag!: . I 014

POS Receipl No.: Receved by Dt | | powswrm




URREY Planning & Development
the future lives here. Bllilding Divisiorl

! ST CITY OF SURREY
|l

Authorization Form

Site Civic Address:

Legal Description:

Building or Sign Permit Application No.:

This document shall serve to notify the City of Surrey that [ am/we are the legal owner(s) of the
property described above and do authorize the person indicated below ("Authorized Agent”) to
act on my/our behalf on all matters pertaining to the refc ed Building/Sign Permit Application
for the above referenced property. In addition, I/we have read and understand the application
requirements on the reverse side of the Building/Sign Permit Application Form and authorize the
Authorized Agent to sign the Building/Sign Permit Application on my/our behalf.

Mame of Property Owner(s):
Mailing Address:

. Postal Code: o

Fax: ()i

Signature of Property Owner: Date:

Signature of Property Owner: Date:

Mame of Authorized Agent (Applicant):

Company Name:
Mailing Address:

. Postal Code: .oirerccinincnnes

Fax:{ )i

Signature of Authorized
Agent(Applicant): Date:

Note: All registered owners of the property shall sign this Authorization Form. Use additional
sheets if necessary. Mew Authorization Forms shall be submitted to the City if the
ownership of the property changes prior to issuance of the Building/Sign Permit or before
final approval is granted.




Coloured and scaled sign drawing

o

Side view
showing depth

Description Sion co! and attachment
LED ILLUMINATED SF FASCIA SIGN (STANDARD SIGN DEPTH AND FRAME) M 8 PY .
easurements
Size of lettering
1 250" (7.6m)
/
1810 ..
< > #10x|" Long i Eler L
Tek Screw S file -
I P Steak ¢5~ Pi N
1ZZAZZ ca 1ZZA :
. {
100 sf (9.3m2) Scale:3/8"=1" :
Scale of |
drawing R 7%'Dx4’L Wood —.]
S/F ILLUMINATED FASCIA SIGN (EXTERIOR) Or:dtg r;fg::"él';"::;“g:‘acg:i” . I
Masonry Wall (Min 3" Embedﬂ 1
-3/16" WHITE POLYCARBONATE FACE WITH 3M TRANSLUCENT |
VINYL APPLIED FIRST SURFACE i
- BACKGROUND TO BE WHITE s
- CABINET & RETAINER TO BE PAINTED BLACK e Aerylic Face — | T
- LED ILLUMINATION ey
Description of sign __i B
Materials to be used i
Lighting information fHr
Your contact 7 )
FIVE l STAR information
wwwivestarpemits.com Y‘::;:'f:; s Pizzazz Steak & Pizza
240 Parsons Road n
Okanagan Falls BC VOH TR3 address 10277 King George Blvd.
250.487.1210




Mock-up: before and after

7~ N\

\|

Title

Artist’s Rendering

After

Your contact
information

Before Jewss

Your

FIVE o STAR

client’s Pizzazz Steak & Pizza
www fivestorermits com name and 10277 King George Blvd.
240 Parsons Road address

Falls BC VOH 1R3
250.487.1210




Elevation drawing

Drawing of building
Sign to scale
Dimensions

Clearance

Roofline 5.3m

7.6m

Clearance 2.7m

1.2m I Pizzazz Steak & Pizza I

Grade Om
) Building Frontage 19.4m
Your contact
information
y (e
0 P peTy s com April 15,2016 " ome CI::ES
Falls BC VOH 1R3 -
250.487.1210 Scale 1em=1m__ sose name and

address

Pizzazz Steak & Pizza
10277 King George Blvd




gend
~ ~ Trails and Paths
~— River
— Creek
“=* Ditch
[ sports Fields
Diamonds
" Park Outdoor Recreation Fadilities
;’Z Playground
Outline of sign

on building, 7] \Nater Playground
drawn to scale

Your
client’s

name and
address

Lots (Yellow)

| | Lots (Outline)

Pizzazz Steak & Pizza
10277 King George Blvd.

Your contact
information

FIVE 3 STAR

. . www.fivestarpemits.com
Scale: 1:500 240 Parsons Road
o o WG Ve SO B RT3 1S SRR ey B G TS — Denagen FkAc W1
This informaticn is provided for inform ation and convenience purmoses only. Lot sizes, legal descripions and encumbrances must be e 250.487.1210
Qﬂnﬁn’nedilﬂe Land Title Office. Use and distribution of this map is subject to all copyright and disclaimer notice s at cosmos surey.ca Map created on: 11/04/2016




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.

1. THIS STRUCTURE HAS BEEN DESIGHED TO MEET
THE REQUIREMENTS OF PART 4 OF THE 2012 BCBC

DESIGNED TO CLIMATIC AND SEISMIC DATA AS
SHOWN IN TABLE C-2

| GLOBAL LETTERS

LOADS

WIND:

150 0.47 kPa (Bumaby) =
CoCa: 20

Ce: o7

2. DRAWINGS SEALED FOR STRUCTURAL CAP) 1

O THE oK CONECTION, msssmwms ma | . FULL RACEWAY

70 B READ IN CONJUNCTION WITH DRAWINGS & | . MATTE BLACK

23N MANUFACTURER. cmmm.pu. DMENS\UNE
PRIOR TO FABRICATING AND INSTALLATION.

3 STRUCTURAL STEEL MEMBERS TO | w

CONFORM
;&:mcs&ﬁ}::é,_mnsﬂwmnmmar SCALE: 3/8"=1-0"
4. ALUMINUM MEMBERS TG CONFORM TO s
CAN3-8157-05, "STRENGTH DESIGN IN ALUMINUM “SHAW'
SIGNAGE

STUCTURAL STEEL:

ALL HSS MEMBERS TO BE 380MPa STEEL LEDILLUM CHANNEL
STEEL PLATE AND ANGLE TO BE J00MPa MIN, T RS cw

oo —

STEEL PIPE TO BE 240 MPa MIN.

ALL STEEL TO BE PAINTED WITH 2 COATS
EXTERIOR GRADE PAINT AND SHALL
MAINTAINED BY THE BUILDING QWNER.

STUCTURAL ALUMINUM:
ALL ALUMINUM MEMBERS TO BE 170 WP MIN
ALLOY TO BE 6063-T6 OR BETTER

USE GASKETS TO PROVIDE GALVANIC

PROTEGTION BETWEEN STEEL AND
ALUMINUM

THE INTRODUETIGN OF HOLES, NOTCHES OR
ANY KIND IN
MEMBERS THAT ARE NOT EXPLICITLY SHOWN ON
THE STRUCTURAL PLANS ARE "
wmiout Pmcn WFIITI'EN APPROVAL OF THE
TRUCTURAL E

METALLING CONTRASTOR T0 TAKE BETALED
AL

ETC) AND EMAIL TO ryani@isnaineering.ca

ot ALY BACHS
5050 ALUM. RETURNS
%" POLYCARE. FACES
3 TRIM CAP

¥¢@x 1" HWH TEKS SCREWS SPACED @
=15 ofc (MIN. 18 TOTAL)

[ALESS M e
MIN. 4 PER LETTER)

SIGN SECTION

SCALE: 3/8"=1'-0"




Electrical permit

e An illuminated sign requires an electrical permit.

e 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.

nside sign
showing

Tape number of

measure
showing bolt

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 3 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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