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VILLAGE OF MARCELLUS 
CODE ENFORCEMENT OFFICE 

6 Slocombe Ave. 
Marcellus NY 13108 

   315-673-3112  
Fax: 315-673-3217 

 

 
SIGN PERMIT 

APPLICATION PROCEDURE 
 
 

1) Complete all applicable sections of the Sign Permit Application. 

2) Sign and date the bottom of the application. 

3) Submit the following required items with your completed application: 
(Some may not be applicable to your project) 

 Proposed Sign Schematics 

o Indicating the dimensions, height, lettering and graphics of the proposed sign 

 Location Plan or Copy of the Property Survey  

o Indicating the proposed sign location on the ground or building face and, for ground and 
projecting signs, the distance from the nearest property lines 

 Dimensions and locations of all existing signs on the site/building 
 Mounting Schematics 

o Indicating the exact location of the sign on the building face including the exact distance 
from the top of the sign to the ground level and the method of fastening the sign to the 
building or supports 

 Lighting Details 

 Contractor Insurance Certificates with Town of Marcellus as certificate holder: 
o General Contractor’s Liability Insurance Certificate 
o General Contractor’s Workman’s Compensation Insurance Certificate or exemption  

(Form C-105.2, GSI-105.2, U-26.3, CE-200, SI-12 or BP-1) 

4)  Signs, excluding temporary signs, may require approval of the planning board prior to issuance of a  
permit. 

5)  The Code Enforcement Officer will review all completed applications and typically approve or 
deny the application within ten days of receipt or approval of the planning board. 

6)  It is a violation to erect a sign that requires a permit prior to obtaining the permit and paying the fee. 
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VILLAGE OF MARCELLUS 
6 Slocombe Avenue, Marcellus, NY 13108 

315-673-3112 / Fax: 315-673-3217 

SIGN PERMIT APPLICATION 

All applicable sections of this application must be completed - incomplete applications will be returned. 

Business/ Organization Name:                            Phone & Fax:                   

Address:                                         Email:                       

Property Owner (if different):                             Phone:                       

Owner’s Address:                                   Email:                        

Type of Sign Permit requested: (  ) Temporary  (  ) New (  ) Alteration of Existing   (  ) Special Sign Permit   

Type of Sign: (  ) Wall (  ) Window (  ) Roof (  ) Ground  (  ) Projecting   (  ) Poster/Banner 

Sign Dimensions:  Width:           Length:           Height:           Sq. Footage:          

Temporary Signs: Date of Event:          Date Sign(s) will be erected:          (no more than 30 days prior) 

Purpose of the temporary sign(s):                                                   

Number of signs being requested:          (List on the back side where the temporary signs will be located.) 

Non-Temporary Signs: Does the building contain more than one commercial use:  (  ) Yes (  ) No 

If yes, what is the linear building street frontage of the individual use the sign is for:           

If no, what is the width of the building face to which sign is proposed to be attached:           

Distance from ground to top of the sign:             Total cost of the signage: $          

Will the sign be lighted:  (  ) Yes (  ) No  If yes:  (  ) Down Lit (  ) Internally Lit 

Has the applicant applied to the Planning Board for Site Plan Review:  (  ) Yes (  ) No 

If yes, has site plan approval been granted:  (  ) Yes (  ) No 

Applicant must provide a scaled, detailed drawing of the proposed sign, its proposed location on any building or  

land and the position of any lighting or extraneous devices. 

Sign Contractor:   Contact person:                      

Address:   Phone:                  

Applicant Certification:  I hereby certify that this application is true and correct to the best of my knowledge. That all  

work done under any resulting permit will comply with the requirements of the New York State Uniform Fire Prevention  

and Building Code, the Village of Marcellus Code and all other applicable regulations. I also understand that the granting of  

a permit does not give authority to violate or cancel the provisions of any other laws or regulations. 
 

SIGNATURE OF APPLICANT: DATE: 
 

Official Use Only 

 

Date Completed:            Date Approved:            Approved By:                   
 

Application No.:           Date Denied:                 Denied By:               
 

FMV:                  Date Notified:                                  
 

Fee:                   Reason Denied:  


