
 

    

 
         

     
 

     
 

     
 

 

 
  

  
 

  
     

 
 

   
 

    
  

 
   

    
 

 
                

   
     

   
 

  
 

  
  
    
  

 
  

 

Community Development  Department 
Planning  Division  

Application Checklist  - Signs/Comprehensive  Sign  
Program  

Submit all materials and plan sets electronically (in a pdf file) through the online portal. All 
materials and plan sets should be submitted as a PDF in a format that is searchable. All 
plans shall be drawn to scale and completely dimensioned. The following are the minimum items 
needed for any planning application. Planning staff may request additional materials. 

The purpose of this checklist is to satisfy the California Permit Streamlining Act (Government 
Code § 65920 et seq.) 

Submit this checklist and following materials:  

I. Application through Permitting Online Portal 
☐ File an application using the Permit Online Portal. 

II. Required Fee 
☐ Pay the application fees. Consult the current fee schedule. 

III.  Application Authorization 
☐ Submit proof of owner authorization 

IV. Written Project Description (For Comprehensive Sign Programs) 
☐ Provide a detailed description of the proposed sign program, including design intent. 

V. For signs proposed for sites with a Comprehensive Sign Program, provide: 
☐ A copy of the comprehensive sign program 

VI. Project Plans. 
☐ Submit a plan set as a PDF in an 8.5 x 11 (Letter) format that is searchable for 

public hearings. Submit a plan set as a PDF in a 24” x 36” format that is searchable
for review. Submit full plan sets in a single, flattened/compressed PDF not 
exceeding 300MB in the following manner and with the following information: 

Order of sheets in plan sets: 

• Cover sheet 
• Colored Site/Landscape Plan 
• Architectural, such as colored elevations and photographs 
• Sign details (illumination, materials, etc.) 

Plan sets must show: 
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Signs/Comprehensive Sign Program Application Checklist 

A. Cover sheet: 
☐ Vicinity map (small schematic map of the project site location within the City (1/2-mile 

radius) 
☐ Project Data Matrix: 
☐ Project address(es) 
☐ Current (and proposed) zoning and general plan designations 
☐ Assessor’s Parcel Number(s) 
☐ Lot area 
☐ Number of signs 
☐ Maximum sign area allowed and proposed sign area 

☐ Scope of work 

B. Site Plan. 
☐ Include fully dimensioned site plans showing existing and proposed site conditions 

with: 
☐ Scale 
☐ North arrow (orient all sheets in the same direction) 
☐ Property lines, including distance from street centerlines and face of curb 
☐ Official plan lines for streets 
☐ Building setback lines 
☐ Lineal dimension of street and business building frontage 
☐ All easements and public/private utilities 
☐ Existing and proposed buildings and other structures (including overhangs) 
☐ Location of tenant space(s) subject to sign permit 
☐ Location of all existing and proposed signs 
☐ For monument/freestanding signs located near curbs and/or intersections, show 

that the proposed signs meet the requirements for Driveway and Intersection 
Visibility Clearance Areas (line of sight vision triangle).  

C. Sign Detail. 
☐ Provide the following: 
☐ Scaled color illustration of proposed sign(s), with sign height/width/depth, letter 

height/width/depth in plan view and profile views 
☐ Square footage of all existing and proposed signs 
☐ Description and details of illumination method 

D. Elevations. 
☐ Include existing elevations with proposed new elevations or changes. Show: 
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Signs/Comprehensive Sign Program Application Checklist 

☐ Elevations of all sides of the building(s) (existing and proposed) that will have 
signs. 

☐ Existing and proposed signs with materials and colors 
☐ All dimensions of signs, including sign height/width and letter height/width 
☐ Height from finish grade to bottom of the sign 
☐ Height from finish grade to uppermost portion of the sign 

E. Photographic Renderings. 
☐ Providing a simulated depiction of the proposed sign(s) as shown on a photograph of 

the subject building or property. 

F. Comprehensive Sign Programs. 
☐ For any parcel on which five or more sign are proposed that require a sign permit the 

owners shall submit a comprehensive sign program containing all the following: 
☐ An accurate plot plan of the subject property, of a quality and at a scale as the 

Director may reasonably require 
☐ Location of structures, parking lots, driveways, curb cuts, walkways, and 

landscaped areas on the subject parcel and names of adjacent streets and other 
applicable uses 

☐ Computation of the maximum total sign area, the maximum area for individual 
signs, the height of signs and the number of freestanding signs allowed on the 
parcel included in the proposed plan in compliance with the zoning code 

☐ Drawing(s) depicting the lettering or graphic style, lighting associated with, 
materials, and sign proportions (scaled) of each proposed sign 

☐ An accurate indication on the plot plan of each present and proposed future sign 
of any type, as well as scaled elevations depicting the size, height, and location 
of each present and proposed future sign. 

☐ Provide a material/color palette on the plans providing key-coded representations 
of colors and materials for signage. 

Contact Information  
Planning Division: 408-615-2450 | Email: planning@santaclaraca.gov 
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