
 

  

1. Sign Permit Application 
Leaving blanks on the application may cause delays in processing. So, please 
call us if you have questions. 

 

2. Insurance 
Contractor’s or Insurance from business if employees are performing the 
work: 
1. General Liability 
2. Worker’s Compensation or CE-200 exemption form (Search web – New 

York State Certificate of Attestation of Exemption CE-200) 
 

3. Maps 
1. List sign locations on the Site/Survey map 
2. Draw the following on the map 

a. Freestanding Signs: Sign distance to street* 
b. Wall Mounted Sign: Width of building/ tenant space (that sign 

is being mounted to) and setback distance to street* 
 

4. Photos  
 Photos of surrounding area or an aerial map of area, include street 

names* 

 Photos of each existing sign on premises* or list of signs and their 
location with sizes in place of photo. Indicate which signs are being 
replaced/removed. 

 

5. Additional Information 
Complete the Sign worksheet or include the following details: 

 Wall Signs: include width of building frontage/tenant space for each side 
that sign is being mounted on* 

 Freestanding: Include speed limit on street & # of lanes* 

 Projecting signs: Include details of existing signs and dimensions* 
 

6. Sign Plan(s) 
 Design of sign(s) in color 

 Sign dimensions (Width, length & height - if freestanding sign)* 

 If - Illuminated, indicate if lighting is internal/external and direction of 
beam* 

 If - Electronic message board, include messages, timing and transition (if 
applicable)* 

 
 
*  = Code requirement factors. Code details may be found at 
www.townofgates.org, <click> “Town Codes”, Article V. Signs, §190-20 - §190-29 

Sign Permit Documentation 

http://www.townofgates.org/


 

 SIGN PERMIT APPLICATION 
 

1. PROPERTY INFORMATION 
 

PROPERTY ADDRESS _______________________________________________________________________________ SUITE/BUILDING#_______________________ 

BUSINESS OCCUPANT AT PROPERTY ________________________________________________________ OCCUPANT’S PH#_____________________________ 

WHO OWNS THIS PROPERTY?___________________________________________________________ ADDRESS ________________________________________________ 

OFFICE USE:  ZONING, PARCEL, SUBDIVISION _____________________________________________________________ RESIDENTIAL    COMMERCIAL    INDUSTRIAL 
 

2. CONTACT INFORMATION 
 

WHO SHOULD WE CONTACT FOR PERMIT PICK UP?    OWNER OF PROPERTY   BUSINESS TENANT   OTHER (PLEASE SPECIFY CONTACT INFO BELOW) 

CONTACT NAME:  EMAIL:                                                                PHONE#:   
 

 

*PLEASE SUBMIT CONTRACTOR’S GENERAL LIABILITY INSURANCE & NYS WORKER’S COMPENSATION OR CE-200 EXEMPTION FORM.  BUSINESS MAY PROVIDE THEIR 

INSURNACE IF THEY ARE PERFORMING THEIR OWN WORK. LIST THE CERTIFICATE HOLDER AS TOWN OF GATES, 1605 BUFFALO ROAD, ROCHESTER, NY 14624.

 

 CONTRACTOR  –OR-   OCCUPANT INSTALLING SIGN:  

COMPANY _________________________________________________________ 

NAME ______________________________PHONE#________________________ 

ADDRESS __________________________________________________________ 

CONTACT EMAIL ____________________________________________________ 

 

SIGN DESIGN COMPANY  

COMPANY _________________________________________________________ 

NAME ______________________________PHONE#________________________ 

 ADDRESS __________________________________________________________ 

CONTACT EMAIL ____________________________________________________

3.  SIGN TYPES: 

PLEASE DO NOT GROUP MULTIPLE SIGNS ONTO ONE ROW. LIST EACH SIGN SEPARATELY. 
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SIGN TYPE 
● FREESTANDING SIGN  

● WALL MOUNTED             

● TEMPORARY SIGN  

● A-FRAME          

● BILLBOARD 

● WINDOW  SIGN OR DECALS 

● ELECTRONIC MESSAGE BOARD 

● PROJECTING SIGN 

SIGN FACING 
SIGN FACING WHICH STREET OR 

FACING NORTH, SOUTH, EAST, 

WEST?  
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OFFICE USE 

SIGN  PURPOSE 
● DIRECTING PARKING 

● REGULATING PROPERTY 

● PROPERTY ADDRESS 

● OCCUPANT NAMES 

● TENANT DIRECTORY 

● BUSINESS NAME 
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CODE REFERENCES 
 

           

           

           

           

           

           

           

           

 

4.  GENERAL DOCUMENT REQUIREMENTS:  

1. MAPS  

o SITE/SURVEY MAP, SHOWING LOT DIMENSIONS AND INCLUDE DISTANCE OF SIGN TO PROPERTY LINE/STREET 
 

2. SITE PHOTOS INCLUDING: 

o PHOTO OF PROPOSED SIGN LOCATION 

o PHOTOS OF EACH SIDE OF BUILDING SHOWING EXISTING SIGNS AND SURROUNDING AREA (CROSS OUT SIGNS THAT WILL BE REMOVED) 
 

3. SIGN DRAWING/PLAN INCLUDING:  

o COLORS OF SIGN, WITH DETAILS & DIMENSIONS (WIDTH, LENGTH, SF AND HEIGHT) 

o DETAILS OF ILLUMINATION OR ELECTRONIC MESSAGE BOARD TRANSITION AND TIMING 
 

4. SIGN WORKSHEET  

(FOR WALL MOUNTED, FREESTANDING, PROJECTING SIGNS, WINDOW SIGNS AND DECALS) 
 

5. INSURANCE (CONTRACTOR OR BUSINESS INSTALLING SIGN): 

o GENERAL LIABILITY  

o NYS WORKER’S COMPENSATION OR CE-200 EXEMPTION FORM  

 WAITING ON 

 

    
 



 

 

SIGN WORKSHEET FOR:_______________________________________ 
PROPERTY ADDRESS 

 

The following sign types have additional factors required by Town Code. Please complete the following: 
 

Freestanding sign(s) 

Si
gn

 #
 c

o
rr

e
sp

o
n

d
in

g 
to

 

p
la

n
s/

p
e

rm
it

 a
p

p
lic

at
io

n
 

Sign is facing which 
direction/street? 

# of street lanes on 
the side that sign is 

facing?  

 2 Lanes 

 4 Lanes 

 6 Lanes 

Speed limit on 
street? 

 30-40mph 

 45-50mph 

 55mph+ 

Yes or no questions 
(if yes, please include details with plans) 
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Wall Mounted sign(s)  
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How far is building to street 
(on the side that sign is being 

mounted on) 
● 1’ to 100’   ●101’ to 200’  

●201’ to 300’  ● 301’ to 400’  
● + 400’ 

What is the width of 
building or tenant space? 

(on the side that sign is 
being mounted to) 

 

Yes=(Y) or No=(N) questions 
(if yes, please include details with plans) 
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Projecting sign (Maximum of 1 projecting sign) 

Si
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 How many feet is sign projecting 
outward? (Sign projecting outward 

by 18” – 6) 
 

Wall Sign SF, if existing wall 
sign on same side of 

Projecting sign 

(Yes=(Y) or No=(N) questions 
(if yes, please include details with plans) 
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Continued on back 



 

 

Window Signs 
 
Window or Door#:_______      Size of Window/Door: ________ x ________=________SF        Window/Door Facing: __________________________       
 

Sign# Words on Sign or Decal Size of Sign or Decal 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

 
 
 
 

 
Window or Door#:_______      Size of Window/Door: ________ x ________=________SF        Window/Door Facing: __________________________       
 

Sign# Words on Sign or Decal Size of Sign or Decal 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

 
 
 
 

 
Window or Door#:_______      Size of Window/Door: ________ x ________=________SF        Window/Door Facing: __________________________       
 

Sign# Words on Sign or Decal Size of Sign or Decal 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

 
 
 
 

 
Window or Door#:_______      Size of Window/Door: ________ x ________=________SF        Window/Door Facing: __________________________       
 

Sign# Words on Sign or Decal Size of Sign or Decal 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 

#  __________ x __________=___________ 
 

 


