
 
 
 

TEMPORARY SIGN PERMIT APPLICATION 
 
Complete application and supporting documents (see below) shall be submitted to the Clerk’s Office, 500 Genesee 
Street, Delafield, WI  53018, attention Jackie LaFond, Office Assistant (jlafond@ci.delafield.wi.us).   
A completed application includes the following: 

• Complete and signed application.   
• Site plan showing the location of the sign(s) on the property and/or building.   
• Color rendering showing the dimensions, color and text of each sign. 
• $100 application fee per location to be made payable to the City of Delafield.  **Non-Profit entities 501(c)(3) are 

exempt from fee** 
City Administrator/Director of Public Works Tom Hafner will review the application.  If you have any questions regarding 
the status of the application please call the main office at 646-6220 or send an email to jlafond@ci.delafield.wi.us.   You 
will be notified of approval or denial via email.  **Please note: prior year submittals are not kept on file**   
 

~ INCOMPLETE SUBMITTALS WILL NOT BE ACCEPTED ~ 
 
Applicant Name:             Business/Group Name:              

       (Please Print)   Is this a non-profit entity?  ___Yes (must attach evidence of exemption) 
       ___No 

 
Applicant Mailing Address:               
       Suite/Unit  City  State  Zip 
 
Applicant Phone:               E-Mail Address:         
 
Property Owner Name & Signature:            
  
Purpose of Sign:               

(i.e. Fundraiser, Business Opening/Closing, Parade, etc…) 
Event Name:                
 
Location(s) of Sign(s):                
**If applying for a banner to be displayed in St. John’s Bay, please submit the application a minimum of two (2) weeks prior to the event in order for DPW to schedule 
time for posting the sign.  Also, please drop off the banner at the Public Works Department, 111 Main Street one week prior to the event** 
 
Time Period Requested (90 days max):              
 
 
  

This permit is effective from _____________________________ to  ______________________________________ 
 
Approved by: ______________________________________  Date: ____________________________________ 
            
Denied by: ________________________________________ Date: ____________________________________ 
 

   
 

 
Revised:  June 11, 2014 
 



GROUND MOUNTED BANNER STANDARDS FOR ST. JOHN’S BAY 
 

1. The City will install approved temporary ground mounted banners promoting events for not-for-profit 
community organizations only. The City’s Public Works Department will install and take down the 
banners.   
 

2. Banner content shall primarily promote the not-for-profit community organization event. Banners may 
include the logo of a corporate sponsor but no further corporate sponsor advertising.   

 
3. For conflicting date requests, the organization that submits their application to City Hall first would get 

preference.   
 

4. No more than four (4) banner installations per organization per year shall be permitted.  
 

5. Banners may be installed a maximum of two (2) weeks prior to the scheduled event and shall be removed 
within three (3) days after the event.    
 

6. Banners meeting the required size, materials, construction and mounting standards indicated below 
shall be provided to the Public Works Department at least one (1) week prior to the date it is to be 
installed. The City cannot guarantee timely installation for banners that do not meet the required size, 
materials, construction and/or mounting standards and for banners that are not delivered to the Public 
Works Department at least one (1) week prior to the date it is to be installed.  
 

7. All banners shall be of uniform size with the standard dimensions being twelve (12) feet in length and 
three (3) feet high.  
 

8. It is recommended that all banners be two-sided as both sides will be visible to traffic on Genesee Street.  
 

9. Banners shall include reinforced rope pockets along the entire length of the top and bottom of the 
banner.  Ropes shall be provided through each of these pockets. Each of the two (2) ropes shall be twenty 
two (22) feet in length such that there is five (5) feet of excess rope at each corner of the banner.   
 

10. Banners shall include reinforced corners with grommets in all four (4) corners.    
 

11. Banners shall include reinforced air-flow slits spaced as necessary to allow wind to blow through the 
banner to avoid damage to the banner on windy days.   
 

12. The City is not responsible for damage to the banners.  
 

  

Revised:  June 11, 2014 
 



City of Delafield Municipal Code Section 17.68 Temporary Signs. 
 
17.68(1) - Temporary signs may be authorized in any district for not more than 90 days at a time by written 
permit, which shall show the size, shape, content, height, type of construction and location of such signs and 
period during which authorized upon a finding on the basis of written information furnished by the applicant 
that the proposed signs are necessary for the direction of the public and not contrary to the spirit and purpose 
of this chapter and upon payment of a fee for each permit and renewal of each sign.  Entities with a 501c3 tax 
exemption or entities that are eligible to apply for a 501c3 tax exemption are exempt  
from paying a fee.(Am. #507; Am. #474) 
 
17.68(2) - Any sign which is not fastened, anchored and resting on a permanent foundation shall be considered 
a portable sign and shall not be permitted in any district, unless approved by the Plan Commission and issued a 
portable sign permit pursuant to § 17.69(9). (Am. #474) 
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