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Application Timeline

Overall Sign Permit Process

Sign Plans reviewed 
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One Start Center
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electronic file (TIFF or PDF) 
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Contractor
requests
required 

inspection

SUBMITTAL REVIEW PERMIT ISSUANCE INSPECTION 

Must be done in 
person

Must be done in 
person

Presenter
Presentation Notes
This is our Permit Review model. We are now treating  Sign permits just like any other permits. Apology…
Why we wanted this meeting…

PROCESS:
Submittal – 
Arlingtonpermits.com – register online – application online – submit drawings online (TIFF)
In person at OneStart – 
Complete application – in future slides – refer to the submittal requirements handout

Fees – Plan review fees need to be paid upfront. If they choose to pay sign permit fee, there is a possibility that the sign may be denied and then they would need to request a reimbursement in writing… note that there is a processing fee of $50 .
Also, if they do not give electronic file , there is a scanning fee that they will need to pay before the permit can be picked up.

If the full permit fee is paid up-front and your permit is denied then the applicant will have to submit a refund request in writing.  A full refund is not garanteed.



Submittal 
Requirements for 
all Sign Permit 
Applications

Presenter
Presentation Notes
“Illuminated” – electrical permit requirement
Free standing sign



Required information 
for Freestanding 
Signs:

- Height 
(OAH & cabinet height)

- Width
(sign cabinet width and          

pole width)

-Engineered drawing for 
pole signs

- Copy text of the proposed 
sign



Freestanding Signs (contd.)
• Plot plan: A plan view of a particular business or area, showing streets, buildings, 

traffic flow, property lines, sign locations, etc.

Sign location must be identified

Presenter
Presentation Notes
Plot plan will be required for all freestanding signs



Wall Sign Required Information 

Required 
Measurement

Required 
Measurement



Wall Sign Required Information 

Cross Sectional Drawing



Summary
• Applications

– Incomplete applications will not be accepted

• Revisions
– Revised Plans will only accepted through the OneStart Desk

• Approved sign permits 
– Pick up from the OneStart Desk
– Must be on-site during the installation process 

• Fees
– If approved plans are not submitted electronically in a TIFF format a 

scanning fee will be charged. (0.25 per legal and letter sheet, $1.00 
for larger sheets)

• Inspections
– Service Representative, 24-hour Recorder, or online at 

www. ArlingtonPermits.com



Questions?

For scheduling inspections:
1. 24-hour Recorder: (817) 261.8817
2. Permit Tech: (817) 277.5561
3. www.arlingtonpermits.com
4. OneStart Desk
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