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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

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

Procedure (Steps 1 — 24)

Customer Process

e Step 1: SIGNING IN
o Ifyou 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

Ve

City of
Saskatoon

Please enter your username
and password

V4 s:iitoon
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o Step 2:
o Select the ‘Sign in’ button

Username

Password

Sign in

Create Account

Forgot your password?

e Step 3: WORKFLOW
o Click ‘Planning Approvals’

r refer to the bottom of this page to see your dashboard

hte which can contain multiple permits. These same permits will be shown on the ‘my activities” tab

Inquiries Y Business Licenses ‘ Complaints
p Address Change ( - Planning Approvals )

Property Info. Disclosure

CTIVITIES MY PROJECTS MY BUSINESSES

' City of
J Saskatoon Page 4 of 24



e Step 4: PERMIT TYPE

o Click ‘Sign Permit’ under Development Permits heading

pndment

ndment

rovals

lent Request

tificate

= Development Permits

Development Permit (When No Building Permi

Site Plan Control

e 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’

V4 s:iiioon

Welcome, Megan Heinbigner

Home Search Pay MyPayments Profile  SignOut

= Sign Permit sp-2024-00312 (Draft)

APPLICATION INSTRUCTIONS

Development Portal

~ver Permit Types =~ Work Scopes

Zoning Bylaw 8770

APPLICATION
Type of permit you are applying for Sign Permit

» Select the option that best describes the application: | New
*What type of work will be done:

* work scope:

[ —)

Buliging Bylaw 9958

< <K

V4 s:iitoon
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e 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
" (.'il_vu_/ j Welcome, Megan Heinbigner Home Search Pay MyPayments Profile  SignOut
Saskatoon
= | Sign Permit spr2024-00312 (praft)
Al‘lL‘IV.'A'.L\\ Hi"‘i\_llvll( NS - &{mﬂt‘w -
Permit Types 270 Work Scopes
[ The Zonkoo Driaw 770 ecules tha oo
.‘;'y-;:e[:r:;v;:rywueapwwng for: Sign Perm
* Select the option that best describes the application: | New v
*What type of work will be done: v
« Pick the primary work scope: ) v
« Work Description:
Vz
e Step 7: APPLICATION

Vs

o Select the type of application

Before you apply for your Sign Permit

APPLICATION
Type of permit you are applying for:

e different Permit Types and Work Scopes

Zoning Bylaw 8770 req

Sign Permit

#Select the option that best describes the application)/ New

* What type of work will be done:
* Pick the primary work scope:

* Work Description:

(None)

None)

City of
Saskatoon
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e Step 8:
o Select the type of work

© Pleasé'visitPennits-Byclickhgonthel-lomebmor'ur;hetopoftﬁispage.
Review the detailed information about the different Permit Types and Work Scopes
Before you apply for your Sign Permit:
@ This application is for a SIGN PERMIT Only. The Zoning Bylaw 8770 requires that all wall, roof, canoy]

electrified, illuminated, laser projected, animated and rotating types of signs. This applies to all comi|
and churches. Electrical and construction standards for all permanent signs are contained in the Bui|

APPLICATION

Type of permit you are applying for: Sign Permit
* Select the option that best describes the application: | New
*What type of work will be done: ) (None)
* Pick the primary work scope: [(None)
*Work Description:

e Step9:
o Select the primary work scope

Review the detailed information about the different Permit Types and Work Scopes
Before you apply for your Sign Permit:
@ This application is for 8 SIGN PERMIT Only. The Zoning Bylaw 8770 requires that all wall, roof, canog

electrified, illuminated, laser projected, animated and rotating types of signs. This applies to all
and churches. Electrical and construction standards for all permanent signs are contained in the

APPLICATION

Type of permit you are applying for: Sign Permit
* Select the option that best describes the application: |New
*What type of work will be done: [(None)
#fPick the primary work scope: )| (None)

+Work Description:




e Step 10:
o Enterin a description of the work being completed and click ‘Next’

d chu b a y andards for all permanent signs are co d in the By

APPLICATION

Type of permit you are applying for: Sign Permit
* Select the option that best describes the application: New
* What type of work will be done: (None)
* Pick the primary work scope: (None)
#Work Description: )

Next

e Step 11: LOCATIONS
o Follow the instructions from the Addressed Locations box below

ity oy
" Welcome, Megan Heinbigner Home Search Pay MyPayments Profile Sign Out

Saskatoon

= Sign Permit sp12024-00312 (Draft)

LOCATIONS
Addressed Locations
£ 5 te (pa a —rr——— s t of site - — 3

For Planning Approvals:

Development Portal

+Address: Search

Parcel ID Address Net Acres

Total Area

Specific Location:

' City of
J Saskatoon Page 8 of 24




Vs

Step 12:

o Enterin the address of the sign location (civic address) and click ‘Search’

pss: 222 3rd Ave N

Parcel ID Address Net Acres

Total Area

lific Location:

ER/TENANT

ha Address:

Search

Step 13: ADDRESS

o Select the appropriate address the sign will be located at and click ‘Select’

Add Addresses

Parcel ID Address
& 1249661 222 3rd AVE N, Saskatoon, SK
Select Clear All Check All Refine Search

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

* Address:
Parcel ID Address
| 1249661 222 3rd AVE N, Saskatoon, SK
Total Area

Net Acres
®

*Select Primary Address:{ 222 3rd AVE N, Saskatoon, SK

v )

Specific Location:

OWNER/TENANT
*Name:

* Mailing Address:

City of
Saskatoon
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Step 15: OWNER/TENANT INFORMATION

O

Fill out contact information and select ‘Next’
e Reminder, an * means it is mandatory

*

*

*

*

*

OWNER/TENANT

Name: (

Mailing Address:

City:

State / Province: (None)
Zip / Postal Code:

Phone Number: ( )
Email Address:

* City:

State / Province:
* Zip / Postal Code:
* Phone Number:

Email Address:

Back | Next
—H

(None)

Step 16: APPLICATION DETAILS

Enter Project Description, Existing Use and Proposed Use. These are mandatory

O
= S. P . APPLICATION DETAILS
= i S|gn Perm |t SPT-2024-00 = |gn ermit spr202. *Project Description: |
APPLICATION DETAILS
APPLICATION DETAILS +Project Description: | e )
| eisting s
_
2o (Proposed Use
* Existing Use:
*Proposed Use:
*Proposed Use:
City of
Sasiatoon Page 10 of 24



e 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’

Total Site Area:

Total Parking Spaces:

Site Width (Metric):

Zoning Designation: B6

Back ‘ Next '

e 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’

v Of
" < I’J ('/ Welcome, Megan Heinbigner Home Search Pay MyPayments Profile Sign Out

Saskatoon

= Sign Permit sp1:2024-00312 (Draft)

r-,-a;e uploed all "Required” documents and any "Optional” documents related 0 your project

DOCUMENTS TO ATTACH

Uploaded Attachment Type Description Sample Form
Detailed Drawing of Sig None
Detalled Site Pian ! None
Other Other Documents None
PLOADED DOCUMENTS
UPLOADED DOCUMENTS
File Name D

" City of

Saskatoon Page 11 of 24



e 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

DOCUMENTS TO ATTACH

Uploaded Attachment Type Description Sample Form
Required Detalled Drawing of Sign None
Required Detailed Site Plan None
Optional Other Other Documents None

UPLOADED DOCUMENTS
-

File Name Document Type ®, Comments

= (3) New Documents

Click ‘Next’

© 2011-2024 Computronix

V4 s:iitoon
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e 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

= | Sign Permit spr-2024-00312 (praft)

PROFESSIONALS/CONTRACTORS

Next

Professional/Contractor Search with Filter

Business Name: [

)
Search
PROFESSIONALS/CONTRACTORS
Enter the Contractors that will be performing the work

< Add Professionals/Contractors

Prime?
sack(_ext

" City of

Saskatoon
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Step 21:
(@]

CONTACTS

Ensure all entities are listed. Lack of information will result in delays in processing

TR REREREw W

—sigr -
CONTACTS

=+ Contact
Contact Type
Applicant

Step 22:
(@]

Step 23:

O

City of
Saskatoon

1 VLT VWV I &

(306) 97

ERRORS

Fix any errors that popped up due to incomplete information. Click on Fix to go directly
to the item

(ERRORS ON APPLICATION

he roliowing errors need to De fnxed Defore you can suD

ml
=3

Fix Please select a type of work will be done.

——
>
ma

Fix Please select the primary work scope

Fix Please enter a description of the work.

. r o 1] 4

= | Sign Permit spr2024-00312 (0

AGREE TO TERMS

Click on the box if you approve this application to be submitted

e A

'J Saskatoon

Welcome,

[ 11}

= | Sign Permit sp-2024-00312
(SUBMIT APPLICATION)

By clicking submit you are agreeing to the following

m The issuance of a permit and/or approval of this applicatior]
applicable codes, regulations, or bylaws. The applicant is thj
owner who applies for a permit and/or submits an applicati
to begin work on this project
Note: For Building Permits, all construction is to be complet
Standards may cancel and destroy the permit application ar|
is not paid or information required to continue *H

+

The Building Standards and Planning and Dew. b

lllll

SUBMIT APPLICATION

Sign Permit s

By clicking submit you are agreeing

The issuance of a permit and/or ag
applicable codes, regulations, or by
owner who applies for a permit andg
to begin work on this project.
Note: For Building Permits, all cons|
Standards may cancel and destroy
is not paid or information required

The Building Standards and Plannii

Page 14 of 24



Vs

O

Click Save, if you would like to save your work and come back to it later to be submitted

Note: For Building Permits, all construction is to be completed on site ui
Standards may cancel and destroy the permit application and supportin
is not paid or information required to continue processing the applicatio

The Building Standards and Planning and Development Departments us:

Authority Freedom of Information and Protection of Privacy Act

e submitted Please click e
C J 3 WL A

Back (swmitApplication) Save

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

NLEEy Iy

Saskatoon

Welcome, Megan Heinbigner

Ve

1

Sign Permit spr2024-00312 (submitted)
CONFIRMATION
ssion Successfu

Permit Number:  SPT-2024-00312

(o view the information and status for this Development Permit Application, click here. )

City of
Saskatoon

Page 15 of 24



Procedure (Steps 25-35)

Navigating the Customer Portal
e 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.

' City of Welcom
‘ Saskatoon

Please click on one of the following options or refer to 1

The "my inspections” tab will show your current inspections.
The *my activities® tab will show permits at all statuses.
The "my projects” tab will show projects that you create which c2

mp Permits b Inquirig
ot 7 B S
3

e Step 26: MY ACTIVITIES
o Click on “My Activities” to see sign permits that you have submitted.

- Address Change - Plaj

‘ Property Info. Disclosure

For Applications and Permits Submitted Prior to March 1, 2022

Book an Inspection Review Application

MY INSPECTIONS MY ACTIVITIES MY PROJECTS

- - - S Requested
tion Number  Result Next Action Inspection Discipline Date
P4-00244-001 Cancel Inspection Sign Permit Jul 3,2024
P4-00284-002 Cancel Inspection Sign Permit mmm dd, yyyy|
P4-00286-001 Cancel Inspection Sign Permit mmm dd, yyyy|

V4 s:iitoon
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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
show more...
Type File Number Location
= | Sign Permit SPT-2024-00382
= 9
= = | Sign Permit SPT-2024-00381
= | Sign Permit (SPT-2024-00312)  ABCAddress |, Saskatoq
= | Sign Permit SPT-2024-00301
= | Sign Permit SPT-2024-00299
=

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

Welcome, Megan Heinbigner

Ve oon

=] [Sign Permit sp12024.00312 (submitted))

Status: Submitted Application Date: Sep 11, 2024
Issue Date:
Completed Date:
Expiration Date:
Description: Sign Permit - New
DFTAILS DOCUMENTS CONTACTS
o 7~ B

City of
Saskatoon
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Vs

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.

City of
Saskatoon

= Sign Permit sp1-2024-00312 (Submitted)

Status: Submitted

Description: Sign Permit - New

Application Date: Sep 11,2024

Issue Date:
Completed Date:
Expiration Date:

DETAILS DOCUMENTS

DETAILS

Applicant: Homeowner
Permit Name: Sian Permit

Primary Location: ABC Address

Saskatoon, SK

Specific Location:

Approved Work

Description:

Use Designation: New

Work Type: Wall Sign (Group 1-3)

Primary Work Scope: Electrified (1-3)

Additional Work Scope(s)

LOCATIONS

Parcel ID Address Net Acres
A0S0 ABC Address, Saskatoon, SK
OWNER/TENANT

Name: Megan Heinbigner

Mailing Address: 222 3rd Ave N

City: Saskatoon State: (None)
Zip Code:

Phone Number: 3069752684

CONTACTS

RELATED INFORM

PERMIT ACTIVITI

FEES
You have no outstan

WITHDRAW PERMIT
To withdraw this perny

DOWNLOAD PERMI
You cannot download

REQUEST INSPECTI
You cannot request a

CONTACT US
I have a question regd]

Submit Request

Page 18 of 24



e 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:
e Detailed drawing of sign with complete measurements
e Detailed site plan indicating where proposed sign is on the building
e Detailed site plan indicating proposed location of the sign on site,
including measurements from property line (not from the curb)
e Engineered Drawings (when required under The Zoning Bylaw 9990 and
The Building Bylaw 9958)
e landlord’s Approval (when required)
o Please note that incomplete or missing information will result in delays in your
application being processed

Status: Submitted Application Date: Sep 11,2024
Issue Date:
Completed Date:
Expiration Date:

Description: Sign Permit - New

DETAILS DOCUMENTS CONTACTS
DETAILS
Applicant: Homeowner
Permit Name: Sign Permit
Primary Location: ABC Address, Saskatoon, SK

Specific Location:

'J Scaiglkilftoon

Page 19 of 24



Vs

= | Sign Permit spr-2024-00312 (Submitted)

Status: Submitted

Description: Sign Permit - New

Application Date: Sep 11,2024

Completed Date:
Expiration Date:

DETAILS

CERTIFICATES
Certificate Type

No certificate is available at this time.

SUPPLEMENTAL DOCUMENTS

DOCUMENTS

File Name

(3) New Documents

m
m

O
m
W
m
Q
o
o
=)
o0a
o
)

xample Sign Drawing Stamped by
Example Sign Drawings.pdf

Example Site Plan.pdf

CONTACTS

Created Date

Group by: () Type

Document Type

Y Filter by: (] Mar

Markups

Step 31: CONTACT INFORMATION
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)

O

City of
Saskatoon

Sign Manufacturer
Sign Installer

Application Date: Sep 11,2024

CONTACTS

Phone
(306) 123-4567 info@abccompany.com

Email

= Sign Permit spm-2024-00312 (Submitted)
Status: Submitted
Issue Date:
Completed Date:
Expiration Date:
Description: Sign Permit - New
DETAILS DOCUMENTS
< Contact
Name Contact Type
é ABC  HoldingsLtd  Owner
é Megan Heinbigner Applicant

®

(306) 975-2684 meganheinbigner1234@gmail.com $§

Page 20 of 24




Vs

Step 32
(@]

: HOME PAGE SUMMARY

On the Details tab, you will find Permit Information on the right-hand side. If you have a
guestion 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

TTYIT 1 STt Of "ZUZFUU0 1Z (OUDITIEu)

Status:  Submitted Application Date: Sep 11,2024
Issue Date:
Completed Date:
Expiration Date:

Description: Sign Permit - New

DETAILS DOCUMENTS CONTACTS

DETAILS RELATED INFORMATION

Applicant: Homeowner Type Description

Permit Name: Sign Permit

Primary Location:  Agc Address, Saskatoon, SK HOLDS

Specific Location Type Description Status
Approved Work

Description: PERMIT ACTIVITIES

Use Designation. New appesr dapending on wh

Work Type: Wall Sign (Group 1-3)

Primary Work Scope: Electrified (1-3)

Additional Work Scope(s)

LOCATIONS DOWNLOAD PERMIT
Parcel ID Address Net Acres You cannot download this permit at this time
0 75 Lenore DR, Saskatoon, SK

Total Area REQUEST INSPECTION

You cannot request an inspection at this time.
OWNER/TENANT
Name:
Mailing Address:

ner CONTACT US

have a question regarding my application.

City: State: (None!
Zip Code:

Phone Number: 3069752684

Submit Request

APPLICATION DETAILS
Project Description: 0

Existing Use: 0
Proposed Use: 0
BUSINESS

Total Site Area:
Total Parking Spaces:
Site Width (Metric)

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. | will make note that the

fees will not show up until the permit application has been reviewed and approved.

City of
Saskatoon

Profile  Sign Out

Page 21 of 24



e 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.

' City of e -
‘ Welcome, Megan Heinbigner Home Search Pay MyPayments Profile  SignOut
Saskatoon

Outstanding Fees

Permit fees d for “Draft” Plumbing

Select Type File Number Site Address Description Status Created Date  OUtstanding

Balance
O [E | signPermit SPT-2024-00209 222 3rd AVE N, Saskatoon, SK Sign Permit - New Submitted May 30, 2024 $800.00
C = ' Sign Permit SPT-2024-00175 123 Street, Saskatoon, SK Sign Permit - New Ready For Issue May 9, 2024 $290.00
’ Total: $1,090.00

Pay Selected

e 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.

FEES
You have no outstanding fees

WITHDRAW PERMIT
To withdraw this permit, please contact us.

DOWNLOAD PERMIT
You cannot download this permit at this time

REQUEST INSPECTION

You cannot request an inspection at this time

(CONTACT US )
| have a question regarding my application

Submit Request

V4 s:iitoon
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DOWNLOAD PERMIT
You cannot download this permit at this time.

REQUEST INSPECTION
You cannot request an inspection at this time.

CONTACT US
| have a question regarding my application.

ey

% | would like a meeting with an Inspector about SPT-2024-00382

Preferred Contact Method:| | Email: meganheinbigner1234@gmail.com

*Description / Request: Email: meganheinbigner1234@gmail.com
Mail: 222 3rd Ave N Saskatoon, SK S7K 0J5

Phone: (306) 975-2684

Screen ID: 1515609

City of
) / Welcome, Megan Heinbigner Home Search Pay MyPayments Profil

Saskatoon

“ | would like a meeting with an Inspector about SPT-2024-0(

Preferred Contact Method:  Email: meganheinbigner1234@gmail.com v

*Description / Request: Enter question or comments herd

' City of
‘ Saskatoon Page 23 of 24



Al

" (:il‘y Ol ‘ Welcome, Me
Saskatoon

“ | would like a meeting v

{CONFIRMATION})
Submission Successful.
Inquiry Id: 1Q-2024-000127

To view the information and status for this Inquiry, click here.

City of - .
‘ = Welcome, Megan Heinbigner Home Search Pay MyPayments Profile SignOut
Saskatoon

“ | would like a meeting with an Inspector about SPT-2024-00382
File Number: 1Q-2024-000127
Status: Submitted
Directed To: (Multiple users)
Submitted Date: Nov 1,2024
Description / Request: Enter question or comments here
Preferred Contact Method: | Email: meganheinbigner1234@gmail.com v
Save

V4 s:iitoon
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