CHECKLIST FOR SIGN PROGRAM

Community Development Department — Planning Division
125 East College Street « Covina, California 91723 « (626) 384-5450

Sign Program Checklist

The items listed below are considered a minimum. Additional information may be necessary for
clarification during the review process. Submit a complete standard application form, 2 sets of plans
and sign program and sign program fee.

O A.

O B.

Building Wall Signs:

Ot.

Detailed Site Plan, drawn to scale, shall include the following:

O Project site area including dimensioned property lines

[0 All site improvements including, but not limited to, buildings, parking areas,
driveways, etc.

O Shade the building where the proposed building signs are to be located

. Building Elevations:

O Accurate building elevations showing building face with dimensions
O Exact location and placement of the proposed signs

. Detailed Elevations of Signs:

O Dimensions of proposed signs

O Depth of signs (thickness)

O Letter style, size, materials, and colors of sign copy
O Method of illumination

Monument Sign:

O 1.

a 2.

Detailed Site Plan, drawn to scale, shall include the following:

O Location of proposed monument sign, including setback dimension from curb
face and other monument signs

Project site area including dimensioned property lines

All site improvements including, but not limited to, buildings, parking areas,
driveways, etc.

Public street frontages and improvements

Proposed landscaping and irrigation system around the monument sign
Detailed Elevations of monument sign:

O Dimensions of the proposed sign and the base

O Depth of signs (cross sections)

O Letter style, size, materials, and colors of sign copy and the background

O Full base description including materials, colors, and height

O Landscape materials around the base of the sign

O Method of illumination

oo oOo

Menu Board(s) and/or Directional Sign(s) for Drive-Through Facilities:
[0 Sign locations

O Sizes (maximum sign area, minimum and maximum letter height)
O Colors (including color number)

O Materials

O Illumination
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O C. Written sign criteria:
Tenant category definitions (major sub-major shop tenant pad tenant)
Sign locations.
Sizes (maximum sign area, minimum and maximum letter height)
Colors (including color number)
Materials
Illumination
Other additional information
Lettering style(s) (type, lower and/or upper case)
Major tenants' sign criteria
Graphic logo criteria

Ooo00O0Ooogao

O D. Summary of sign criteria in the table format as shown in the below and to be included in
the Sign Program

Sign Program No.

Summary of Sign Criteria

Dimension the width and height for the graphic logo and the sign letters and the total sign copy
(graphic logo and letters)

SHOW SAMPLE OF SHOW SAMPLE OF SIGN COPY IN LETTERS

GRAPHIC LOGO




Sign Permit Application (Sign Program)

Community Development Department — Planning Division
125 East College Street » Covina, California 91723 e (626) 384-5450 / Fax: (626) 384-5479

Please complete all applicable sections of this application for approval.

Sign Permit Procedure:

Fill out application for Sign Permit

Include requested attachments as listed on the bottom of page 2;

Pay the applicable Sign Permit fee: ($316.00 — Permanent Signage or $105.00 — Temporary Banner)

When the Sign Permit is approved by the Planning Division you will be called for pick-up; and

You will then submit two sets (stamped by Planning) to the Building Safety Division for their review and Building
Permit issuance (keep in mind Building safety Division will NOT accept applications without Planning Division’s
approval first).

.

Applicant Information

Name: STAFF USE ONLY
Address:

City and Zip Code: FILE / MUNIS NO:
Phone: ()

Contact Information (if different from above)

Name:
Address:

Ciity and Zip Code:
Phone Email:

Project Information

Project Address:

How many stories is the subject building? | How tall is the subject building? (In feet)

Is the sign located on a multi-tenant building? (Yes or No)

Does your Commerical Center have a Master Sign Program? (Yes or No)

If so, you are required to obtained signage approval from the property manager. This can be done in the form of an
attached letter or authorized signature on a copy of the sign plans.

Name of Master Sign Program: (if applicable)

Project Description:

Type of Signs (please check all that apply)

O Wall Sign O Window Signage O  Electronic Message
3 Changeable Copy (Face Change) O Free-standing O  Temporary Banner
O Directional O Monument Sign O  Temporary Signage (COVID-19)
O Canopy (| O
(Other) (Other)
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No Sign Type INluminated | Sign Dimensions | Total Sign Area Length of

(Yes or No) (WxH) (in square feet) Storefront

Supplemental Requirements

Three (3) scaled sets of:

1. Color copies of Elevations, showing sign materials, the building and exact location of sign(s) (proposed and
existing); dimensions, materials, illumination, color, and finishes; building frontage (in feet); and background area
(in square feet), and architectural features. If a freestanding or monument sign, show maximum height, sign
thickness, and sign dimensions.

2. Drawn Sections.

3. Site Plan, which includes property lines, adjacent streets, and exact location of the sign(s).

4. Additional information/materials may be required based on type of sign(s)/circumstances.

Date Received: Received by: Receipt No:

FORMULA:

(Occupancy frontage) X 16 ft (Always 1-story) = X .15 (15% of 1* story height of bldg.)

= X .8 (80% of sign area) = (Max. signage allowed)

Community Development\Planning\FORMS\Checklist 02/2024
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