
 

SU B M I T T A L  RE Q U I R E M E N T S  
S i g n  P e r m i t  

  

Mailing Address: 
PO Box 660 

Napa, CA 94559 

Planning Division 
1600 First Street 

707.257.9530 

 
PURPOSE 
The purpose of sign permits are to provide adequate identification and information and preserve the character 
and quality of the environment while achieving aesthetic harmony for the community, and to reduce visual 
clutter. 
 
The Planning Commission may approve a Sign Permit if the following findings can be made: 
1. The proposed sign meets the requirements of the Zoning Code or any special conditions imposed on the 

development by the decision making body; 
2. The proposed sign’s color and illumination are not in conflict with safe flow of traffic on the City streets; 

and 
3. The proposed sign is compatible with the architecture of the building it identifies and is not incompatible 

with the aesthetic character of the surrounding neighborhood. 
 
PLAN REQUIREMENTS 
1. Size.  24”x36” trimmed and folded to 9”x12” maximum size. 
2. Scale.  Acceptable site plan scales are 1”=10’, 1”=20’, 1”=30’, or 1”=40’.  Acceptable architectural plan 

scales are 1/4”=1’ or 1/8”=1’.  
3. Other.  Include north arrow, date prepared, the scale, bar scale, and legend identifying symbols and 

abbreviations.   
4. Preparer.  Name, address, phone number, and email of person preparing the plan(s).  In many cases, plans 

must be prepared and signed by a licensed civil engineer, surveyor, licensed architect, landscape architect, 
and/or building designer. 

 
SUBMITTAL MATERIALS 
 

Some submittal requirements may be waived depending on the type of project.  Unless waived 
on this form with a cross-out/staff initial, all submittal information shall be provided before 

the application is accepted as complete. 
 

If another City permit or Project entitlement is also required, the materials supporting the 
added permit or entitlement must also be submitted. 

 
If your application requires multiple permits or entitlements, submit the number of plan sets 

for the permit or entitlement that requires the largest number of plans sets. 
 
□ 1 Planning Application Form - Completed and signed by all property owners holding a title interest. 

 
□ 2 Fee/Initial Deposit - City Fee Schedule charges staff time and materials. The initial deposit is $5,000, 

check payable to City of Napa. 
 

□ 3 Written Project Description - shall list ALL existing and proposed signs for the business; their type and 
size.  Comprehensive sign programs shall identify formulas for length and area for each tenant’s sign, 
letter style and size; type of materials to be used, mounting techniques, the color scheme, locations 
and number of all signs.   The statement should address how the proposed sign or sign program meets 
the findings described above. 
 

□ 4 Mailing labels - Provide a 500+ foot radius mailing list and mailing labels for public hearing notice per 
17.68.070. 
 

□ 5 Site Plan Drawings– (15 full size copies and a reduced set of all plan and map sheets at 8.5” X 11”) - 
Fully dimensioned and accurately drawn. Use as many sheets as necessary. Information may be 
combined as long as the plans are easy to read. Site plan shall show the location of all signs in relation 
to buildings, parking and landscape areas. 
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□ 6 Building elevations – (15 full size copies and a reduced set of all plan and map sheets at 8.5” X 11”) - 
All elevations of the buildings and structures showing specific locations of all signs; length and area of 
each sign; letter style and size; type of materials and lighting; the color scheme, and mounting 
technique. 
 

□ 7 Rendered elevations/site plan and Materials Board - Rendered elevations and a color palette are 
required at the time of project submittal 
 

ADDITIONAL SUBMITTAL REQUIREMENTS IN CERTAIN CIRCUMSTANCES 
 

□ 8 Photo simulations are encouraged, showing proposed signs as they would appear on the site.  In some 
cases site photographs showing locations of all proposed signs are acceptable; check with staff. 
 

□ 9 If site is in :SC Soscol Corridor Overlay District, applicants need to review the Soscol 
Corridor/Downtown Riverfront Design Guidelines to assure project compatibility with these Guidelines. 
Projects along the Downtown Riverfront should also consult the more detailed Downtown Riverfront 
Urban Design Plan.   
 

□ 10 If site is in :MU-T Mixed Use Tannery Bend District, applicants need to review the Tannery Bend 
Development & Design Guidelines to assure project compatibility with these Guidelines. 
 

□ 11 If site is affected by the Napa River/Napa Creek Flood Protection Project, the Community 
Development Director must first determine that the project is exempt pursuant to 17.52.300 after 
consultation with the Flood Project Manager before the application can be submitted. 
 

□ 12 If site is in :FP Floodplain Overlay District, floodway analysis (if applicable) and other materials must 
be provided to address Floodplain (17.38.050), and potentially floodway (17.38.090) and/or Flood 
Evacuation Area (17.38.070) requirements.  For properties in the floodway area, a detailed 
development plan and floodway development analysis showing all elements of Title 17 of the Napa 
Municipal Code.  For properties in the flood hazard areas, a development plan indicating the amount of 
fill required and/or floodproofing measures required by Title 17 of the Napa Municipal Code.  The site 
plan will need to show the approximate location of all areas subject to inundation of stormwater 
overflow and the location, width and direction of flow of all watercourses, including tidewaters.  For 
residential subdivisions in the flood evacuation area, a flood evacuation plan will be required. 
 

□ 13 If site is on the City’s Combined Historic Resources List, the structure is subject to the City’s Historic 
Preservation Ordinance. (NMC Chapter 15.52). A Certificate of Appropriateness may be required, and 
city “Rehabilitation Guidelines for Historic Properties” apply. Check with Community Development 
staff. 
 

□ 14 If new ground mounted mechanical equipment is needed for the proposed use (i.e. transformers & 
backflow prevention devices) a plan showing equipment screening shall be required. 
 

□ 15 Identification and justification for requested exemptions to the requirements of the Napa Municipal 
Code, the Public Works Standard Specifications or the City of Napa Design Guidelines. 
 

□ 16 Other data or information necessary to complete processing of the map and environmental documents. 
 

□ 17 Other - _________________________________________________________________________ 
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