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SIGN - PERMANENT /TEMPORARY PERMIT APPLICATION 
(Incomplete applications will not be accepted) 

 

Signage installed prior to approval and permit issuance will be cited. 
 

PROJECT INFORMATION 

Business Name: Business License # 

Address: 

Valuation of Sign Required: 

CONTRACTOR/APPLICANT 

Contact Name: Company Name: 

E-mail address: 

Address: 

City: State: Zip Code: 

Phone Number: Fax Number: 

ROC Contractor License #: 
 

AZ Sales Tax License #: City Sales Tax License #: 

PROPERTY OWNER     

Name: 

Address: 

City: State: Zip Code: 

Phone Number: E-mail address: 

Property Owner Authorization/Signature: Print Signature: 

DESCRIPTION OF WORK 

Quantity Type of Sign Square Footage 
Height 

(freestanding only) 
Sign Fee 

     

     

     

     

Unauthorized Installation = Double Applicable Fees 
 PERMANENT SIGN 
 Plan review fee - $30 

 Electrical Fee - $40 per sign 

 Permit Fee * 

 Submit checklist requirements 

* Permits are calculated by the 
following: 
 0 – 31 sq. ft

. 
$70.00 per sign 

 32 – 47 sq. ft.
 
$100.00 per sign 

 48 sq. ft. + $155.00 per sign 

 TEMPORARY SIGN 

 Each sign - $30 

 Submit checklist requirements 

The following review schedule shall apply for all development applications: See Attached SB-1598 (Explaining 
applicant due-process and stated plan review turn times) 

 

CASE NO. __________________ 

Approved by: _______________ 

Date:  _____________________ 

Acct # 101-5400-00-4458 

Fees:  _____________________ 
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 SIGN SUBMITTAL CHECKLIST 
 

 

PERMANENT FREESTANDING SIGN 

Site Plan (2 copies) with the following: 
  Provide distance from leading edge of sign to back of curb. 
  Provide distance from any driveway to the leading edge of sign. 
  Location of any utilities or utility easements within 30 ft. of sign (above or underground) 
  Show sight distance triangle in accordance with City of Avondale Detail No. A1020 if located within 

100 ft. of a street or driveway intersection. 
  Denote locations of any existing freestanding signs on the parcel or within the same multi-tenant 

center. 
 
Sign Elevations (2 color copies) with the following: 

  Provide sign height from adjacent street grade. 
  Show length and width of sign structure. 
  Indicate method of illumination, if applicable. 

 
Installation detail/section drawing of sign including footing specifications. 
Landscape Plan in compliance with Zoning Ordinance Section 907.B.3. 
 

PERMANENT WALL MOUNTED SIGN  

Site Plan with the following (2 color copies): 
  Show location on the building where the wall mounted sign will be affixed. 
  Provide dimensions of all exterior walls of building or tenant suite on which the sign will be located. 

 
Sign Elevations with the following (2 color copies): 

  On buildings over one story, indicate floors on elevation plan. 
  Show height and length of all wording, horizontal spacing, and insignia. 
  Show color and materials of sign. 
  Provide elevation view of sign indicating location on building; to scale. 
  Provide dimension of sign from top of roof, side of building, and from any façade elements (windows, 

doors, awnings, columns, etc.). 
  Indicate method of illumination, if applicable. 

 
Installation detail/section drawing of sign. 
 

TEMPORARY SIGN 

Site Plan (1 copy) with the following: 
  Provide distance from leading edge of sign to back of curb (freestanding sign only). 
  Provide distance from any driveway to the leading edge of sign (freestanding sign only). 
  Show location on the building where the temporary sign will be affixed (banners). 
  If applicable, approximate location of sign walker(s) only (max. 5 per application).  Sign walkers may 

locate on private property with the permission of the private property owner. 
 
Sign Elevation or Photograph (1 copy) with the following: 

  Provide sign height from adjacent street grade (freestanding only). 
  Show length and width of sign. 
  Indicate how the sign will be affixed (banner) or anchored (freestanding). 
  Denote material of sign. 
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City of Avondale  
 
Licensing Time Frames Compliance Review Policy 
 
 

PURPOSE 
 
The Arizona Legislature, in 2011, codified Arizona Revised Statutes Section 9-831 et seq. that 
applies to all Arizona municipalities and counties. The purpose of this policy is to bring city and 
county development review and application processing procedures into compliance with 
applicable State law. 

 
APPLICABILITY 
 
A. This policy applies to the various City of Avondale application review procedures that  
 produces outcomes that qualify as “licenses,” defined in A.R.S. § 9-831 (2) as “the whole 
 or part of any municipal permit, certification, approval, registration, charter or similar  
 permission required by law.” 
 
B. As required by A.R.S. § 9-831 et seq. this Compliance Review Policy supersedes over any  
 timeline as outlined in our Development Services and Engineering standard review times,  
 and/or our Zoning Ordinance in the event of a conflict. 
 
C. As required by A.R.S. § 9-833 et seq. inspections required for any regulated persons will  
 be conducted only after proper identification, notifications, and documentation has been  
 presented. 

 
The procedures outlined below involve a variety of license application types. Some 
requirements are the same for all applications, and some application procedures have unique 
requirements. In addition, most procedures have detailed user guides prepared and provided by 
the Department. The procedures should be read carefully to ensure a complete application is 
prepared. 
 

 
EXEMPTIONS – SHORT TERM EXEMPT LICENSES 
 
The following licenses are exempt from this policy and statute: 
 
A. A license that is issued within 7 days of application. 
 
B. A license that expires within 21 days of issuance. 
 
C. A license made exempt under the provisions of A.R.S. Section 9-835(N), which includes 
licenses necessary for the development of a residential lot, including swimming pools, 
hardscape and property walls, subdivisions or master planned community. 

 
REVIEW 
 
The City has consistently supported and practiced expeditious review of all applications, 
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and will continue to do so under the time frames set forth in this Policy. The Development 
Services and Engineering Department will continue to engage in process improvement to review 
various applications in the most expeditious way possible and will continue to work with 
customers to review their applications in a manner that provides the following: 
 

• Flexibility when permitted and appropriate; 

• Assures the public health and safety; and, 

• Allows a customer complying with the City’s development regulations to achieve 
  their permitting and development goals in a timely manner. 

 

APPLICATION FORM CONTENTS 
 
City of Avondale development review applications shall include the following information as 
required by A.R.S. § 9-836: 
 
A. A list of all required steps in the application/approval process; 
 
B. Applicable time frames; 
 
C. Contact person (name and telephone. number) who can answer questions or provide  
 assistance throughout the application process; 
 
D. Website address; and, 
 
E. Notice for opportunity to clarify ordinances/regulations, or “authorized substantive policy  
 statements” as defined by A.R.S. Section 9-831. 

 
REVIEW TIME FRAME REQUIREMENTS 
 
A. A.R.S. § 9-835 requires the City to have in place an overall time frame during which the  

 City will either grant or deny license applications. A.R.S. § 9-835(C) provides for flexibility  
 in structuring the license process for certain types of “licensing.” The time frame  
 requirements for application review are listed in tables provided below. 
 

NOTICE OF COMPLETENESS 
 
The City shall review applications for administrative completeness. The City shall send notice to 
the applicant of the application’s status within the applicable administrative completeness review 
time frame. The notice shall cite a list of all deficiencies, if any, and inform the applicant that the 
City’s administrative completeness and overall time frames are suspended pending receipt of 
requested corrections or any missing information. 
 
The Development Services and Engineering Department will accept all applications upon 
submittal and evaluate each application for administrative completeness. An application shall 
contain a planning, engineering, or building application form, the relevant checklist, any 
information specifically required by the zoning ordinance, building code, general engineering 
requirements manual, or such additional information specified by the Project Manager as may 
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be required by city code, rule, or compliance review policy, and applicable fee. An application 
must be made by the property owner or authorized agent. 
 
An applicant will be notified in writing and/or electronically if the application is incomplete and 
will be provided with a list of the specific deficiencies. Upon resubmission of the required 
materials the Project Manager/Planner will notify the applicant whether the application is 
complete or remains incomplete.  
 
When an application is determined to be complete, and the notice of administrative 
completeness has been issued, the substantive review time frame begins and the application 
will be scheduled for review by the Development Review Team or scheduled for a public 
hearing as required by the applicable code provision or ordinance. 

 
TIME FRAME SUSPENSIONS 
 
Overall time frames are suspended for the following reasons: 
 
A. From the date of issuance of the notice to the applicant of corrections in an application, 
 whether on review for administrative completeness or substantive review, to the date that 
 the City receives the missing information from the applicant. 
 
B. Time for completion of certain events related to the application, such as; public hearings, 
 state, or federal  licenses. 
 
C. After supplemental requests for corrections by the City to the applicant. 

 
TIME FRAME EXTENSION PROCESS 
 
A. During substantive reviews of license applications, the statute provides that the City shall 

request no more than one comprehensive request for corrections, except that the City may 
make supplemental requests if an applicant fails to resolve the issues identified in the 
request for corrections. 

 
B. The City may deem an application withdrawn, if during the administrative completeness 

time frame, the applicant fails to supply documentation or information requested, or an 
explanation of why it cannot be provided within 15 days of the notice from the City.  The 
City may also deem an application withdrawn after 30 days of the notice during the 
substantive review time frame for the same reasons. 

 
C. Under A.R.S. § 9-835(I), by mutual electronic or written agreement, the City and applicant 

may extend the substantive review time frame and the overall time frame. The extensions 
shall not exceed 50% of the overall time frame. Should agreement not be reached then the 
City may deny pursuant to A.R.S. § 9-834 and 9-835(J). 

 

REFUNDS 
 
Pursuant to A.R.S. Section 9-835(K), if the City does not send notice to an applicant regarding 
approval or denial within the overall time frame or any mutually agreed extension thereof, the 
City shall refund the application fees within 30 days of the expiration of the overall time frame or 
any mutually agreed extension thereof and waive any additional fees for the application. 
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WORKING DAYS 

Working days as stated in this document refer to City of Avondale working days excluding all 

observed holidays.  
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(TABLE - 1) REVIEW TIME FRAME REQUIREMENTS 

COMPLIANCE REVIEW TIME FRAMES  

 
DEVELOPMENT TEAM  
APPROVAL PROCESS 

 TIME FRAMES* 

APPLICATION TYPE 
Administrative 
Completeness 

Substantive 
review  OVERALL 

Business License 

1
st
: 8 days 

2
nd

: 6 days 
 

14 City working 
days 

 
1

st
: 12days 

2
nd

: 8 days 
 
 

20 City 
working 

days 
 

34 City 
working  

days 

Design Review Waiver 
Site Plan/Design Review 

Electrical Connections 

Revision of Existing Permits 

Home Occupations 

New Construction 

Civil Engineering; Plans & Reports 

Non-conforming uses 

Seasonal Sales 

Temporary and Permanent Sign permits 

Tenant Improvements 

Wireless Communication Uses (that do not require 
CUP) 

Landscape Plans 
*Time frames applicable unless otherwise exempt under A.R.S. Section 9-835(N). 

 
 

(TABLE – 2) REVIEW TIME FRAME REQUIREMENTS 

PUBLIC HEARINGS & CITY COUNCIL 
APPROVAL PROCESS 

 TIME FRAMES* 

APPLICATION TYPE 
Administrative 
Completeness 

Substantive 
review  OVERALL 

Final Plat 
 

1
st
: 8 days 

2
nd

: 6 days 
 

14 City working 
days 

 

 

 
1

st
: 12 days 

2
nd

: 8 days 
 

20 City 
working 

days 

 
 

34 City 
working 
days 

Minor Land Division 

City Center Site Plan 

 

**Time frames applicable unless otherwise exempt under A.R.S. Section 9-835(N). 
 


