
 
 
 
 
 
 
 
 
 
 
 

February 2024 
BUILDING DIVISION 

 

SIGN PERMIT APPLICATION 
This pamphlet is for general guidance only. It does not replace by-laws or other legal documents. 

 
All signs, except those which are exempt in the Sign By-law, require a Sign Permit. This guide has 
been prepared to help Owners, Tenants, and Sign Manufacturers prepare a complete package for a 
Sign Permit submission.  

 
 

Documents 
 

The following are required at the time of application: 
 
 Complete Application Form 

 Non-refundable processing fee 

 Two (2) sets of drawings which include: 

 Site Plan 

 Elevation Drawing/Photograph (colour copies printed on standard paper sizes) 

 Copy Drawing (colour copies) 

 Cross Section 

 Photograph of building face showing location of existing signage (colour copies 

printed on standard paper sizes) 

 Letter of Authorization 

 Schedule B for the “Structural” discipline (if applicable) 

 Signed & sealed Structural Drawings (if applicable) 

 By-law & Licensing Inquiry Form (zoning approval) or active Business Licence  

https://www.surrey.ca/sites/default/files/media/documents/BylawLicensingInquiryForm.pdf
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The following signs will require engineered drawings: 
 
 Fascia signs weighing over 68 kg (150 lbs) 

 Freestanding signs over 2.5 m (8’-2”) in height 

 Awning & canopy signs 

 Signs where the complexity and extent require Registered Professional involvement 
 
 

Fees 
 

The sign permit fees are based on the total sign area for each sign. Please refer to the current fee 
schedule in the Sign By-law. 

 
 Up to 3 sq. m (32 sq. ft) 

 Larger than 3 sq. m (32 sq. ft) up to 6 sq. m (64 sq. ft) 

 Larger than 6 sq. m (64 sq. ft) up to 10 sq. m (110 sq. ft) 

 Larger than 10 sq. m (110 sq. ft) up to 15 sq. m (160 sq. ft) 

 Larger than 15 sq. m (160 sq. ft) up to 18.6 sq. m (200 sq. ft) 

 Over 18.6 sq. m (200 sq. ft) 

 
In addition to the sign permit fee, the following fees may also apply where applicable:  

 
 Electrical permit fee (if a separate electrical permit is required) 

 Development Permit Minor Amendment Fee 

 Removal Bond (temporary signs) 

 
The non-refundable processing fee that is required upon application will be credited towards the 
total sign permit fee if the proposal is approved. 

 
 

Other Permits 
 

The following permits may be required prior to the issuance of the sign permit: 
 
 Building Permit for new awning or canopy installations 

 Building Permit for a new tenant occupying a new/existing space 

 Development Permit for new freestanding signs 

 Development Variance Permit if the proposal exceeds the requirements of the Sign By-law 



- 3 - 
 

 
 

Sign Permit Process 
 

To expedite the sign permit application process, please ensure the proposed signage complies 
with the following: 

 
 City of Surrey Sign By-law No. 13656; and 

 Applicable Development Permits and/or Development Variance Permits (please consult 
with Area Planning to review approved DP and/or DVP) 

 
Note: Sign Permit does not grant building occupancy or authorize business operations. Final 

Approval of the subject Tenant Improvement Building Permit and a Business Licence are 
required. 
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Drawings 
 

Photographs submitted as drawings should be in colour and printed on standard paper sizes. 
Multiple photographs printed on each page are acceptable. 

 
 

Site Plan 
 
 Civic Address  Area of Tenancy 

 Location of Premises/Lot Frontage  Building(s) on the property 

 Location of Proposed & Existing Signs for Unit  Property Lines 

 North Arrow  Streets labelled 

 Scale (must be legible) 
 
 

* Premises Frontage means the linear horizontal dimension of the side of a building which 
contains the main entrance of a building. 

 
* Lot Frontage means any building elevation which faces a highway. 
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Elevation Drawing/Photograph 
 
 Location of Proposed Signs  Length of Premise Frontage 

 Location of Windows & Doors  Sign Dimensions 

 Superimpose Proposed Signage  Heights & Clearances 

 Scale (must be legible) 
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Copy Drawing 
 
 Sign Dimensions  Copy Area w/Dimensions 

 Sign Area  Scale (must be legible) 
 
 

 
 

* Copy includes the letters, characters, numbers or graphics which make up the messages on a 
sign, but does not include the background colour. 

 
* Copy Area means the area within a square, rectangle, triangle, or circle, or a combination of 

these figures, which encloses all the copy. 
 

* Sign Area means the total area within the outer edge of the borders of a sign, counting all faces, 
and where the sign has no frame, border, or background, the sign area means the area contained 
within the shortest perimeter surrounding the copy. 

 
 

Cross Section 
 
 Wall Construction  Fastening/Anchorage Details 

 Foundation/Structural Details (if freestanding)  Sign Dimensions (height/depth) 

 Illumination Components  Scale (must be legible) 
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