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INSTRUCTIONS FOR COMPLETING A SIGN PERMIT APPLICATION 
(Applications must be completed in INK!) 

 
Photographs of ALL existing signs ON THE PROPERTY / LOT 

MUST accompany the application. FAXED applications WILL NOT be accepted. 
 
Article IX Signs; of the Zoning Ordinance regulates ALL signs on a parcel (lot) of land, 
not just the sign(s) being installed new.  
 
The left-hand portion of the sign application is where you list ALL existing signs on the 
property / lot. Be sure and give the sizes too. Attach photographs of the existing signs 
including the signs which are being removed.  (THE APPLICATION CANNOT BE 
PROCESSED WITHOUT PHOTOS OF THE EXISTING SIGNS.) State on the 
application which existing signs are being removed and which are remaining. (Yes/No 
box) 
 
The right-hand portion of the application is for the proposed new sign(s). Note the 
different types of signs (attached, projecting, freestanding, etc.). Note also the sign sizes 
are expressed in inches with the overall sign areas in square feet. The “store front linear 
frontage” (expressed in feet) information is critical in determining the allowable area of 
signage allowed on the property or for a given tenant, so make sure that information is 
accurate. What type of lighting is being proposed? A complete application with a site 
plan showing the location of the sign(s) and sketches of the sign(s) showing dimensions 
is critical for a quick review. Show “setback” dimensions to freestanding and monument 
signs on the site plan. 
 
Hint: Use the key number in the left-hand column of the application form to identify the 
sign(s) on your site plan and on the individual sign sketch(es). 
 
The following pages give an example sign application submittal. The first page is the 
completed sign application form. (Please note, the “For Office Use” portion is filled out 
as if the application has been reviewed. This area is not to be filled in by the applicant.) 
The second page is the sample site plan showing the location of all the existing and 
proposed signs on the building (attached & projecting), and the location of the proposed 
free standing sign with its setback dimensions. The next page are the photos of the 
existing signs with their sizes and the “key number” reference to the application form. 
Finally the sketches of the proposed signs (attached, projecting & free standing) are 
diagramed, all with key numbered references to the application.  
 
Additional information is available online at “cityofportsmouth.com”. Click on 
“Inspection Department” then click on “Permit Application Forms”.  Scroll down to the 
sign application information. The sign ordinance text and Table 14 are in PDF format. 
Table 14 gives the dimensional limits for signs located within a given zoning district. 
You must know the zoning district of the property for which your sign(s) are being 
proposed. Pay attention to footnotes (A) and (B) as they may take precedence over the 
values in the table. 




