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1. GETTING STARTED 

Overview 

The following steps will provide an overview of how to apply for a permanent sign permit.  

You must be set up as a customer in the City of Saskatoon. If you have a business license or a non-
resident business license, this should be completed already. If you do not, please reach out to our 
Customer Service Centre to enquire about obtaining a business license in the City of Saskatoon prior to 
applying for a sign permit.  

Credit card payments can only be made for fees under $5,000.00 once the sign permit application has 
been approved. 

Supplementary Information 

 New Account & Profile Setup Guide  
 Development Portal  
 How to Pay for a Sign Permit Fee  

Procedure (Steps 1 – 24) 

Customer Process  
 Step 1: SIGNING IN 

o If you are not currently set up with a City of Saskatoon Account, see Add a Customer 
Workflow, above to complete this step 

o Enter your username and password 
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 Step 2:  
o Select the ‘Sign in’ button 

 
 

 Step 3: WORKFLOW 
o Click ‘Planning Approvals’ 
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 Step 4: PERMIT TYPE 
o Click ‘Sign Permit’ under Development Permits heading 

 

 
 

 Step 5: APPLICATION INSTRUCTIONS 
o Click ‘Development Portal’ if you need to look up the zoning district of the location you 

are applying for. This would be used if you are uncertain if you can apply for a sign 
permit of a particular sign type in a particular zoning district. For instructions on how to 
use the map, see “Supplementary Information” on Page 4 

o If you have confirmed you can proceed, the zoning is automatically pulled when you 
enter the address below and you do not need to look this up in the ‘Development 
Portal’ 
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 Step 6: BEFORE YOU APPLY 
o Sign Regulations are set out in the Zoning Bylaw 8770 and the electrical and 

construction standards for signs are set out in the Building Bylaw 9958. Review these 
bylaws before applying and can be found here 

o Please note, anything with a red asterix (*), is a mandatory field 
 

o  
 

 Step 7: APPLICATION 
o Select the type of application 
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 Step 8:  
o Select the type of work 

 

 
 

 Step 9:  
o Select the primary work scope 
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 Step 10:  
o Enter in a description of the work being completed and click ‘Next’ 

 

 
 

 Step 11: LOCATIONS  
o Follow the instructions from the Addressed Locations box below 
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 Step 12:  
o Enter in the address of the sign location (civic address) and click ‘Search’ 

 

 
 

 Step 13: ADDRESS 
o Select the appropriate address the sign will be located at and click ‘Select’ 
 

 

 Step 14: PRIMARY ADDRESS 
o The address will auto populate, now click the drop-down arrow and select the primary 

address. If this is multi tenant building, this is where you would select what unit # this 
application is for 
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 Step 15: OWNER/TENANT INFORMATION 
o Fill out contact information and select ‘Next’ 

 Reminder, an * means it is mandatory  
 

 

 

 Step 16: APPLICATION DETAILS 
o Enter Project Description, Existing Use and Proposed Use. These are mandatory 
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 Step 17: ZONING DESIGNATION 
o Note: With the selection of the address on the previous page, it has automatically pulled 

the zoning district from the system. No action required. Select ‘Next’ 
 

 

 Step 18: DOCUMENTS 
o Upload all relevant and required documents here. Read and follow the instructions 

carefully. The ‘Upload Files” button may take a moment to appear. Click ‘Upload Files’ 
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 Step 19: UPLOADED DOCUMENTS 
o Once all relevant documents have been attached, select the dropdown for ‘Document 

Type’ and indicate what attachment is what. This is mandatory. ‘Comments’ is optional 
 

 
 
 Click ‘Next’ 
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 Step 20: PROFESSIONALS/CONTRACTORS 
o Click + to add the contactor information. This would be as follows: 

 Applicant (if different from Owner/Tenant info, so on behalf of the customer) 
 Sign Manufacturer 
 Sign Installer 
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 Step 21: CONTACTS 
o Ensure all entities are listed. Lack of information will result in delays in processing 

 

 
 

 Step 22: ERRORS 
o Fix any errors that popped up due to incomplete information. Click on       to go directly 

to the item 
 

 
 

 Step 23: AGREE TO TERMS  
o Click on the box if you approve this application to be submitted 
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o Click Save, if you would like to save your work and come back to it later to be submitted 
 

 
 

 Step 24: SUBMIT APPLICATION 
o If you chose to Submit Application, you will get a confirmation message, along with the 

Permit Number associated with the application. You are in your customer portal and can 
click ‘click here’ to go to the permit application, which is interactive 
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Procedure (Steps 25-35) 

Navigating the Customer Portal 
 Step 25: REVIEW APPLICATION INFORMATION 

o Once you submit your application you will be taken to the home page of your account 
portal. This is where you can: 

 View your application information; 
 Make changes to the documents you have uploaded; and 
 Submit a question through the “Submit Request” button which is directed to our 

Bylaw Compliance Team. 

 

 Step 26: MY ACTIVITIES 
o Click on “My Activities” to see sign permits that you have submitted. 
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 Step 27: SIGN PERMIT FILE 
o Click on the sign permit application that you just submitted to view all the details about 

it 

 

 Step 28: SIGN PERMIT FILE CONTINUED 
o On this page you will find 3 tab: Details, Documents and Contacts. This is a summary of 

the information you filled out for your application 

 

  

 

 

ABC Address 
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 Step 29: DETAILS 
o The Details tab has a summary of all the information you submitted, including Address, 

Work Type, Primary Work Scope, Owner/Occupant Information, etc. 
 

 

  

ABC Address 

ABC Address, Saskatoon, SK 
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 Step 30: DOCUMENTS 
o The Documents tab has the list of documents you uploaded for the sign permit 

application. This is for all documents required for the permit application. Please note, 
that even for wall signs, you are required to upload a site plan indicating where the 
proposed sign will go on the building. 

  Required document examples: 
 Detailed drawing of sign with complete measurements 
 Detailed site plan indicating where proposed sign is on the building 
 Detailed site plan indicating proposed location of the sign on site, 

including measurements from property line (not from the curb) 
 Engineered Drawings (when required under The Zoning Bylaw 9990 and 

The Building Bylaw 9958) 
 Landlord’s Approval (when required) 

o Please note that incomplete or missing information will result in delays in your 
application being processed 

 

ABC Address, Saskatoon, SK 
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 Step 31: CONTACT INFORMATION 
o Contacts is the information you uploaded at the time of application. This information 

was formerly found on both pages 1 and 2 of the old application form: 
 Applicant (if different from Owner/Tenant info, so on behalf of the customer) 
 Sign Manufacturer 
 Sign Installer 

 

 

ABC (306) 123-4567 info@abccompany.com 
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 Step 32: HOME PAGE SUMMARY 
o On the Details tab, you will find Permit Information on the right-hand side. If you have a 

question or comment about the application you have submitted, you will click “Submit 
Request” and it will be forwarded to the Bylaw Compliance team for response 

 

 Step 33: MY PAYMENTS TAB 
o At the top right-hand corner of the home page you will find other tabs. My payments 

tab will be where your current outstanding fees will be listed. I will make note that the 
fees will not show up until the permit application has been reviewed and approved. 

 

ABC Address, Saskatoon, SK 
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 Step 34: FEES OWING 
o It will show all outstanding sign permit fees owing at this location. You will then be 

prompted in how to pay when you select the corresponding box and then click “Pay 
Selected” button. See “How to Pay for a Sign Permit” instructions. 

 

 Step 35: SUBMIT REQUEST 
o If you have a question or comment, you can select “Submit Request” on the Home 

Screen. You will then be prompted with a drop down to choose to email your question 
and you will be contacted with a response. 

 

123 Street, Saskatoon, SK  Sign Permit - New 
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