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HOW TO APPLY FOR A SIGN PERMIT 
 

Visit onestopshop.gilbertaz.gov 
 
Note:  If you have not registered for an account on One Stop Shop, please refer to the One Stop Shop 
Registration Guide prior to applying for a Sign Permit. 
 
After logging into One Stop Shop: 
 

 
 
Click on Apply. 
 

 
 
Locate the Sign Permit category and click Apply. 

https://onestopshop.gilbertaz.gov/


 
NOTE:  If applying for multiple free-standing signs (i.e. monument or freeway sign) each sign will require its 
own application and fee. 
 
Click on the blue tile to add the site location.  Notice that this information is required. 
 

 
The location can be added by Address or Parcel Number. 
In this example, a search is done on the Parcel Number where no address has been assigned. 
 



 
1. Click on the Parcel button. 
2. Enter Parcel number. 
3. Check the Action box. 
4. Click on Search Associated Addresses. 
5. As no associated addresses populated, click on Add Selected. 

 
Make sure all parcel numbers for the project are entered.  If needed, click on Add Location again to repeat 
for each parcel number.  When finished, click Next. 
 

 
 
In this example, a search is done on the address.  



 
 

1. Enter address.  It is best to only enter the street number and name, but not the street type such as 
Drive or Road. 

2. Click on the Magnifying Glass.  The results will list all similar addresses. 
3. Choose the address by clicking on Add. 

 
Enter as many addresses or parcel numbers as needed for the project.  Once all locations have been added, 
click Next.  At any point during the process, you can click on Save Draft and finish at a later time but the 
application will not be submitted to the Town of Gilbert until all steps have been completed. 

 
 
On the next screen: 



 
1. Enter the description of the request. 
2. Enter the total square feet of the requested signage. 
3. Enter the total valuation. 
4. Click Next. 

 
This will advance to the Contacts screen.  The registrant’s contact information will default to the first 
contact card listed.  Click on the blue tile to search for the required Owner contact. 
 

 
 
On the following screen: 



 
1. In the search box, type in Name, Email or Company Name. 
2. Click on Magnifying Glass. 
3. If the person, email, or company is an existing contact, click Add.  If the contact is not found, they 

most likely have not yet registered for One Stop Shop and can be added manually.  
 

 
1. Click on Enter Manually. 
2. Enter required contact information. 
3. Click Submit. 

 
After all contacts have been entered, click Next. 



 
 
On the More Info page, add the information for each sign in the application.  Click Add Row to begin 
entering the required information. 
 
NOTE:  If applying for multiple free-standing signs (i.e. monument or freeway sign) each sign will require its 
own application and fee. 
 

 

 



1. Use dropdown menu to select Type of Sign. 
2. Enter Quantity. 
3. Enter total Square Feet/Area 
4. Click Save. 
5. Repeat as necessary for each sign by clicking on Add Row. 

 

 
 
A link to the Sign Permit Checklist and Requirements is provided.  Please review prior to advancing to the 
next screen to upload attachments.  Click Next when ready to proceed to next step. 
 
DO NOT complete any information in the Office Use Only section.  Standard Plan Review Type is the only 
type that is offered for Sign Permits. 
 
On the Attachments screen, notice the tiles with Required showing – you will need to upload at least one 
PDF Attachment to each of the required tiles in order to proceed with your application.  Make sure that the 
PDF’s are single layer only, and exhibits are either 8.5” x 11” or 11” x 17”.  DO NOT UPLOAD 24” X 36”.  
You may add additional attachments outside of the required categories by using the last tile – choose the 
file type using the dropdown box.  Click Next when you are done attaching all your files. 
 



 
 
On the Summary page, verify the information that has been entered is accurate and click Submit.   
 
A message will appear that your permit application has been submitted successfully and a Permit Number 
has been assigned. 
 

 
 
After the submittal has been reviewed for completeness, you will receive an email instructing that the fees 
can now be paid. 
 

How to Pay an Invoice 
 
From the Dashboard, click on View My Invoices. 
 



 
 
Click on the invoice you wish to pay. 
 

 
 
 
After the following screen opens: 
 

 
1. Click on the Printer Icon if needed to save or print a copy of the invoice. 
2. Click Add to Cart. 



 
A new screen will open.  Click on Check Out. 

 
The MyGovPay website will open.  Enter the Payment Details and click Pay Now. 
 

 
Please Note:  A convenience fee will be added when paying online by credit card.  You may pay by debit 
card with no convenience fee by calling (480) 503-6700.  Please have Permit Number when calling. 



 
Once the invoice is paid, you will automatically be logged out of One Stop Shop. 
 
 

How to Retrieve Redlines and Upload Revised Exhibits 
 
From the Dashboard, there are several ways to view Permits.  You can click on the tiles under My Permits 
or the Permit/Plan specific links or View My Permits.  In this instance, we will search for the Sign Permit via 
View My Permits. 
 

 
 
From here, you can search by either:  

 
 

1. Typing in the Sign Permit number. 
2. Filtering the list by Case Type. 
3. Searching the list of Permits that have been applied for. 

 
Click on the Permit Number. 
 



 
 
Click on the Attachments button. 

 
 
Click on the tile that has a link to the redlined exhibit.  Clicking on the link will open the file in your PDF 
viewing software which then can be saved to your computer.  Once the corrections have been made, return 
to this screen and upload the corrected version by clicking on the blue Add Attachment tile.  Choose from 
the dropdown the type of exhibit that is being uploaded, and then follow the same steps as you did for the 
original submittal.  Town staff will be notified automatically upon resubmittal of files. 
 

How to Access the Approved Permit 
 
Once you have received an email that your permit has been approved, navigate back to the permit from the 
Dashboard using one of the previously described methods and click on the Permit Number. 
 



 
 
Click on the Printer Icon to open the Permit. 
 

 
 
The Permit will open in a new window for saving or printing. 
 



 
 
That’s it!  You have now successfully received your permit.  Return to this screen after the sign has been 
installed and you are ready to request the inspection. 


