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Master Sign Package



The Zoning Ordinance requires the approval of a Master Sign Package prior to design approval of shopping centers and other multiple (two or more) building complexes.  The checklist below is provided to assist you in preparing a successful Master Sign Package. (Refer to Section 7.100 of the Zoning Ordinance and the Multi-Tenant Freestanding Identification Sign Design Guidelines in preparing the package).

The Master Sign Package must include a cover sheet that identifies the project name and address, the applicant’s name address and telephone number and the date of preparation.  An architectural site plan, freestanding sign (monument) sign(s), and building elevations showing typical wall sign areas are required.  The information can also be shown by a combination of photographs, and/or catalogue cuts.


A.	Master Sign Package Narrative:

The narrative must describe the purpose of the request and provide design justification describing the signs’ compatibility with the project architecture.  The narrative must include, but is not limited to paragraphs on the types and the size of signs, letter style, color and illumination methods.


B.	Inventory and photographs:

An inventory and photographs of existing signs, noting all dimensions and signs areas.  Photographs must be mounted on boards no larger than 8 ½” x 11”.


C.	Site Plan:

The site plan information must include:

1.	A vicinity map showing the location of the property in relationship to adjoining properties.

2.	A north arrow, scale and date of plan preparation.  Project title and address.  Architect and/or consultants name, address and telephone number.  Property owner name, address and telephone number.

3.	A data table that includes the existing zoning and net site area.



4.	Property boundaries and dimensions.

5.	Show adjacent street-right-of-way, existing and proposed; and existing/proposed street and sidewalk improvements noted to centerlines.

6.	Show location of conceptual or existing landscaping including trees, shrubs, groundcovers, berms and screen walls.

7.	Show locations of proposed freestanding signs. Provide sign elevations which include dimensions, height, materials and colors, and methods of illumination.

8.	Plot sight/distance lines per City of Glendale Standard Detail COG G-447 or G-448 (Refer to the Design Guidelines for Site Development and Infrastructure Construction).


D.	Building Elevations:

Provide exterior elevations of typical major, tenant and pad shop buildings.  Show wall sign locations, area, materials and colors, and methods of illumination.  Provide typical cross sections.

Submit six (6) copies of the narrative, site plan and building elevations, and if necessary, freestanding sign elevations, and floor plans.  The plans must be scaled or dimensioned.  The preferred sheet size is 8 ½" x 11".  Sheets no larger than 24" x 36" are acceptable, but shall be individually folded 9" x 12".
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