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Notice to Sign Contractors 

 
Beginning November 18, 2024, all applications for signs will now be electronic and 
submitted through the Building Departments Contractor E-Permitting Portal.  
 
Once submitted, the permit packet will be given a cursory review for sufficiency and 
then routed to Planning and Zoning for review of applicable zoning requirements. Once 
approved by Planning and Zoning, the Building Department will review for FBC 
requirements. All Planning and Building fees will now be paid at time of submittal. Unless 
there are review comments to the submitted permit package, no additional 
documentation should be required at a later date.  
 
We believe this change in procedure will save the applicants time and you will be able 
to track the status and upload any corrections to comments online. 
 
In order to begin applying for permits, if you have not already done so, you must 
register for online permitting with the Building Department.  Please contact 
contractorlicensing@cityofpsl.com or call 772-871-5132, to confirm your registration 
status or for assistance in registering.  
 
Please note, when submitting for a permit all documentation previously required will still 
be required except in electronic format. Please be sure you are submitting clear, legible 
PDF’s. All plans sets must be digitally signed and sealed in one pdf file. 
 
NEW PROCESS: 
Step 1:  Submit for sign permit via Contractor E-Permitting Portal 
     Documents required for submittal:  

a. Site plan w/approved location 
b. P&Z Sign Permit Checklist 
c. Set of digitally signed/sealed plans (one combined pdf) 
d. Master Sign Program Board approval letter (if applicable) 
e. Master Sign Program Design Board stamped plans (if applicable) 
f. Elevation plans sets 
g. Design Calculations 
h. Property owner affidavit 

  
Step 2:  Planning and Zoning will review for compliance with applicable zoning codes 
Step 3:  Building Department will review for compliance with applicable building codes. 
Step 4:  If applicable, any additional fees are paid, permit is issued.  
Step 5:  Log into online portal and download stamped, approved plans for jobsite.  
Step 6: Schedule inspections via online portal. 

mailto:contractorlicensing@cityofpsl.com
https://www.cityofpsl.com/Government/Your-City-Government/Departments/Building/Contractor-E-Permits-Portal
https://www.cityofpsl.com/files/assets/public/v/1/departments/building/documents/owner-affidavit-online-per.pdf

