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Check to see if 
application is 

complete

Check GIS to 
determine sign 

district

Check for 
compliance with 

code regulation for 
applicable district

Accepted (A)/
Rejected (R)

A

R

Email customer with 
case number and 

cost. Direct them to 
the permit center

Staff files application 
in office

Email customer 
with reason for 

rejection

Pre-submittal: The customer can come in or 
email to get a copy of the blank application.  A 
staff member can explain the requirements for 
completion.  Throughout the completion process, 
the customer and staff representative 
communicate to clear up any misunderstandings 
regarding the application's requirements.  
Submittal: The application can be dropped off or 
mailed in.  The review fee must be received at 
the time of submittal.

Ensure that the 
review fee is 

received

Application is filed 
with agent for 

review

The 9 sign districts are 
described, and hierarchy 
established, in section 
25-10-81.

- Ensure that application is complete
- Check legal description with TCAD
- For Freestanding, Roof and Projecting Signs

- Construction drawing with a seal of an architect/engineer
- Height of sign
- Details and Dimensions of all structural and nonstructural members to include sign supports
- Details and Dimensions of foundations and footing members
- Advertising area of all sign facades

- Complete site drawing to scale including:
- Location and setback distances from sign supports to property lines fronting on street
- Linear Feet street frontage dimensions
- Locations of all existing freestanding signs on same property
- Locations of all easements and/or utility lines within 20' of proposed location

- For all Wall and Awning Signs
- Construction drawings of the sign including:

- Details and dimensions of structural and nonstructural methods of attachment or anchoring 
- Advertising Area of the sign

- A drawing or photograph of the building facade including:
- Dimensions of the facade
- Locations and sizes of all other signs on the building

Sign Permit Fee is $.55 / square 
foot of sign with min of $33
Customer goes to Permit Center 
with case number to pay and 
receive permit.

Customer 
resubmits 
application

Customer has 6 months to resubmit 
application.  Within this time period, there is no 
additional review fee.
After six months, customer must start over

1.  Regulation turn around is 7 days.

1

If all requirements of 
preceding steps are met, 
application is approved.  
Otherwise, it is rejected.

Intake brings application to reviewer, and 
then he/she files them in a blue accordion 
folder that has 31 numbered slots.  The 
application is filed in the slot for the date 
they are due.  (E.g.., If they’re due on the 
2nd, they go in the 2 slot).  
AMANDA is updated at this time if this is a 
resubmittal.

Input to AMANDA 
and date 

application
Case numbers assigned 
at this time.  They are of 
the form BP-YY###-A

The review fee is $20 
for a wall sign and $30 
for a free standing sign.

Update 
AMANDA

Update 
AMANDA


