
awninginfo.com

Applying for a Permit 
Reference Guide

PAMA FABRIC AWNING & CANOPY

For more information, contact PAMA at 1801 County Rd. B W., 

Roseville, MN 55113-4601, USA; +1 651 222 2508, 800 225 4324; 

fax +1 651 631 9334; email awndiv@ifai.com; 

visit PAMA’s website: awninginfo.com.

© Professional Awning Manufacturers Association, Div. IFAI, 2009

PAMA_PermitManual_cvr.indd   cv1 11/5/09   2:13:07 PM



Industrial Fabrics Association International (IFAI)
The Industrial Fabrics Association International (IFAI) is the only trade association 
in the world representing the entire technical textiles industry value chain. IFAI was 
founded in 1912 by 14 manufacturers of canvas and awnings, and is today comprised 
of 2,100 member companies in 58 countries. Member companies range in size 
from one-person shops to multinational corporations; members’ products span the 
entire spectrum of the specialty fabrics industry, from fi ber and fabric suppliers to 
manufacturers of end products, equipment, and hardware.
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Professional Awning Manufacturers Association (PAMA)
PAMA, a division of IFAI, is open to companies that manufacture or sell awnings, 
as well as those who supply goods/services to the awning industry.

PAMA’S Mission
To establish PAMA and its members as the preferred fi rst source for awning and 
awning-related products and services to end users.

PAMA Objectives
• Promote, educate, and implement programs to advance the fabric 

awning industry

• Identify issues of common concern to the awning industry and take a proactive 
role in implementing and seeking solutions for those concerns

• Raise general awareness of awnings as image-enhancing, energy-saving, and 
attractive additions to residential or commercial structures

• Provide a central resource for the dissemination of information relating to the 
techniques, materials, standards, regulations, markets and tax information in the 
awning industry

FOR MORE INFORMATION, contact PAMA at 1801 County Rd. B W., Roseville, 
MN 55113-4601, USA; +1 651 222 2508, 800 225 4324; fax +1 651 631 9334; email 
awndiv@ifai.com; visit PAMA’s website: awninginfo.com.
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Introduction
Th e Professional Awning Manufacturers Association (PAMA) represents the fabric 
awning and canopy industry, including awning fabricators, installers, and suppliers that 
service the industry. One of PAMA’s goals is to educate members about industry-related 
issues. Building permits and the process to obtain the required permits is one such issue.

Th e purpose of the PAMA “Fabric Awning & Canopy Applying for a Permit Reference” 
is to provide a handbook of information on how to go about applying for a permit and 
the steps that may be required. Th e examples given in this document are in no way 
conclusive, but are intended as a guide only and should not be considered comprehensive.

How to Use Th is Document
As noted, this document serves for reference purposes only. An awning and canopy 
professional will need to assess all pertinent information, learn the requirements 
necessary for the entire service area, and be acquainted with the diff erent guidelines 
and permits for each municipality before bidding on a job. A good place to start is the 
county website. Sign permits are usually under zoning as well as a copy of the zoning 
ordinance for that municipality. In addition, each professional awning manufacturer 
needs to determine what all costs are before bidding a job. Th at includes the price of 
any required permits. Th is document is broken down into areas in which your work 
may be aff ected by national, state and local laws and persons acting upon them. 
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Getting Started
Contact Your Local Offi cials
Contacting your local code offi  cials is one of the fastest ways to fi nd out all the 
requirements necessary to fulfi ll your job. Generally the county, city or municipality 
website will provide the general information you need on zoning and permit 
guidelines and in some cases, permit forms. Sign permits are usually under zoning as 
well as a copy of the zoning ordinance for that municipality. Most states have adopted 
one forum of the ICC International code. Th at can be obtained on the state website 
and/or the International Code Council website, iccsafe.org.

Licensing
Make sure you know if you are supposed to be licensed or not. Some cities require an 
annual sign erectors license while other towns do not. Some states require a diff erent, 
more extensive type of licensing. You will need proof of liability insurance. And oft en 
you must list that city as “additionally insured.” Awning professionals should research 
online and through phone calls to the local jurisdiction to fi nd out what specifi c 
licenses are needed. 

Working in a Small Town Versus a Metropolis
For persons servicing small towns, fi gure out who has jurisdiction where the project is 
located. Most city limits end at certain streets and are not easily defi ned. If outside the 
city limits, usually the county is in jurisdiction. Again, research online. Phone calls to the 
local jurisdiction and time with legal counsel will have a lasting return on investment. 
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Types of Permits and 
Permit Requirements
Th ere are many types of permits and what is required varies from city to city. Check 
with your local code offi  cials to determine what is required for your job.

Types of permits and what is typically needed to apply for them

Zoning Permits
Building Permits
Signage Permits

Th e following items are a list of what you may need to present or answer to obtain 
the required permits. 

 1. Compute the square footage of the signage that is allowed for that 
  particular building.

 2. Designate the type of sign (usually wall mounted, marquee, 
  awning or canopy.)

 3. Th e city offi  cials will need to know who owns the building.

 4.  Submit the name of the business and address as well as the zoning 
  of the property.

 5. Be prepared to provide the length of the building on the street or streets—this is  
  oft en used in combination with the height of the building to fi gure out the total 
  square foot sign allowed.

 6. Know height-to-grade for the awning or canopy.

 7. Indicate what signage is on the building now, if any, and the calculation of   
  the square footage.

 8. Prepare a rendering to show what the proposed awning or canopy would look like 
  on the building.

 9. Indicate the color and fabric choice.

 10. Prepare additional drawings, an accurate site plan and graphics to 
  scale on the awning.

  See “Submitting Drawings for a Permit,” Chapter 3 of the 1987 Awning 
  Design & Standards Manual.
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  11.  A fee will be required.

  Th e fees associated with sign permits vary. Some municipalities charge a fl at fee. A  
  county may charge $15-$20. Some cities charge based on the cost of the project.

 12. You will be asked if you are requesting a variance.

 13. Is it illuminated?

Illuminated awnings are not permitted in all municipalities. Th ey require electrical 
fi xtures which must be installed by a licensed electrician. Many awning companies 
do not have a licensed electrician on staff  and instead refer the customer to 
electricians in the area. It is important to check on the appropriate codes and 
restrictions for each area. For example, some cities allow illumination, but in white 
letters only, accomplished with eradicable fabric or sewn-in letters. Other cities do 
not allow internally-illuminated awnings. 

 14.  Does it project over a public right-of-way?

Projections over the public right-of-way, usually sidewalks, must adhere to 
projection code and height-to-grade code. Th e sidewalks are city or municipality 
property and safety is the city’s main concern. To deviate from the code you must 
request an encroachment variance. If it is approved, the city is no longer liable for 
what happens in front of the building. Snow removal is a big concern in northern 
climates, which has led to increases of height-to-grade over the years to prevent 
damage to awnings during snow removal.

 15.  You will need signatures of the property owner and the applicant.

 16. Are you insured? A copy of your insurance certifi cate for the code offi  cial   
  may be needed in order to obtain a permit. 

 17.  Other issues:

  a. Fire code

  b. Structural/architectural

  c. Historical

  d. Beautifi cation/aesthetics

  e. Homeowner or condominium associations

  f. Wind loads for extreme conditions such as hurricanes

  g. Snow loads
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Steps to Apply for a Permit
Here are several scenarios of what might be needed to apply for a permit, depending on 
the city or municipality.

Scenario 1

Some municipalities’ procedures for applying for a permit are not complicated. For 
example, in some cities in Florida, there are four steps:

 1.  Filling out the application form

 2.  Providing a current survey or site plan of the project with the    
  awning(s) and/or canopy(ies) noted

 3.  Providing the isometric and side elevation of the awning(s) and/or   
  canopy(ies) with attachments

 4.  Have the city inspect the permit for zoning compliance

Examples of application forms, site plans and isometric drawings and zoning permit are in 
the appendix on pages 12–25.

Scenario 2

In other cities, a more complex process is required.

 1. Complete the application forms which must be the correct color    
  for the types of applications needed, the permit application and the   
  Zoning Improvement Permit Application.

 2. In addition to the permit applications, two complete sets of the following   
  items must be submitted with the applications:

  a. Site plan or survey

  b. A fabric sample with fl ame residency certifi cate

  c. Awning or canopy drawings – signed and sealed by an engineer

  d. Calculations for awning frames as attached to the building, or not   
   attached to the building—the higher the elevation of the building, the   
   higher the calculations need to be

 3.  Th e project needs to be reviewed by the Environment Review Protection   
  Board (ERPB) which requires (11) sets of the following:

  a. Color photos: two to four views
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  b. Fabric sample with fabric fl ame residency certifi cates

  c. Isometric drawings/site plans (if over a sidewalk another site plan is   
   required with the detail)

Th e sets need to submitted 14 days before the review, and the ERPB meets only once 
per month. Th e awning company needs to attend the meeting.

 4.  Once the ERPB approves your application, the awning company needs to go  
  back to the City Building Department for the project to be reviewed by the   
  structural, building, fi re and zoning offi  cials.

Finally, the awning company gets the permit!

Scenario 3:

 In some cities/municipalities diff erent awning and canopy permits are needed 
based on whether it is a new awning or canopy, or if it is a recover of an existing 
awning or canopy.

For a new awning or canopy, three sets of the following might require submittal:

  a. Completed application

  b. Elevations of the awning(s) and /or canopy(ies) front and side

  c. Calculations for both commercial and residential awnings/canopies, 
   depending on the complexity of the project and the mood of the offi  cial

  d. Site plan or survey with the proposed awning(s) and/or canopy(ies)   
   site shown

A particular city might require that the Board of Architects (BOA) review the project 
before all the other departments including building, structural and zoning. Some areas 
(neighborhoods) within a city have their own BOA that has to approve the project 
before it goes to the city for approval.

For recovering existing projects, two sets of the following might be required:

  a. Completed application

  b. Photos

  c. Microfi lm or prior permit that has the color of the awnings to be   
   replaced listed

  d. Drawings with the fabric sample attached

  e. Site plan or survey showing the location of the awning(s)/canopy(ies)
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  f.  If the client changes the color of the awning, the awning/canopy is 
   then treated as “new” and three sets of the documents as described
   above must be provided to the local BOA for review and approval before
   the project is reviewed by all the other departments. 

Scenario 4:

A very challenging scenario for applying for a permit would follow along 
these lines:

  a. Completed application

  b. Two sets of site plan or survey

  c. Two sets of fabric samples with fl ame resistance certifi cation

  d. Two sets of drawings

  e. Two sets of calculations

  f. Reviews by all departments including building, zoning, structural,   
   public works and fi re

  g. Possible extra reviews—planning review, historical planning review, special 
   planning review 

If a project is in a “special district,” a class II permit may be necessary. Zoning will refer 
to this and the two additional sets of plans will be required, including:

  1. A hold harmless affi  davit signed by the property owner

  2. Color photos

  3. Drawings and a site plan

  4. Additional fees are costly

 Project is reviewed and in two weeks client will know if project is approved or not. If it 
is, pick up the permit!

To fi nalize the permit fi ve separate inspections are needed, plus a fi nal inspection upon 
job completion. Th is scenario varies from city to city whether the inspection is done by 
fi ve diff erent people and whether or not you or a representative of your company needs 
to be present. 
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Variances
A variance is a request to allow certain projects that do not follow the zoning ordinance. 
Variance requests are generally made to the city manager or the city council. Most 
variances are for the height-to-grade rule. Each municipality varies in their practice 
of allowing variances. Frequently, the aesthetics of the proposed project would be 
hindered if it needed to comply with the prevailing zoning ordinance. 

For example, City A has a height-to-grade restriction of 10'. Because the window awning 
you plan to install would look out of place at the required 10' you request a variance to 
hang it at 8' 6". Th is is when you request a variance on the aesthetics alone. Oft en-times 
the city will grant the variance but will make the owners of the building responsible for 
snow removal and hold them liable for any injuries that might result. Th e city is then not 
held liable should the awning collapse and cause injury or property damage. 

One PAMA Member’s Experience
Every municipality that we deal with has a diff erent set of codes. Awnings and canopies 
that do not have legs, and have a four foot projection or less many times can be 
approved with a simple line drawing and without engineered drawings. All canopies 
with legs on city sidewalks will at a minimum need a building permit. All awnings and 
canopies with lettering or logos will require a separate sign permit. Th e best way to get 
started is to take a picture of the front of the building and do a simple red line drawing 
of the awning or canopy on the front elevation and talk to your local code offi  cial to 
fi nd out what requirements they will need before you start the process for permitting. 
Th is has saved hours upon hours, simplifying the process and reducing wasted time on 
jobs that the cities will not allow. Depending on the location of the building, there are 
also, historic areas that have their own unique set of rules and regulations. 
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Additional Resources
Other Resources for PAMA Members

• Awning Design Manual—Can be ordered through the IFAI Bookstore at 
ifaibookstore.com or by calling 651 225 6931.

• PAMA website: awninginfo.com—Th e website includes the current “Awning & 
Canopy Fabric Specifi er’s Guide”, illustrations of standard awning designs, and 
illustrations of common attachments. In the Members Only section, you will fi nd 
additional educational information, including the “Fabric Awning & Canopy Building 
Code Reference”. PAMA members can access the Members Only section by using their 
company email address as their user name and their main IFAI membership number, 
also known as constituent identifi cation (ID) number. 

• Th e “Fabric Awning & Canopy Building Code Reference”, Section 4, contains a list 
of engineering companies that have experience working with fabric awnings and 
canopies. Th is document is available on the PAMA website, awninginfo.com, in the 
Members Only section or through the IFAI Bookstore at ifaibookstore.com or by 
calling 651 225 6931.

• Ask Your Peers—this online networking tool allows PAMA members to ask other 
PAMA members industry-related questions and get answers and advice from their 
peers. It is accessible through the Members Only section of the PAMA website, 
awninginfo.com. See directions to access the Members Only section above. 
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Appendix
Examples of Permit Documentation 

 12 Miami-Dade County Building Department Permit Application

 13 City of Coral Gables Building and Zoning 
  Department Permit Application

 14 Town of Miami Lakes Building Permit Application

 15 Harbor Springs Sign/Lighting Review Application and 
  Sign/Lighting Permit

 16 Boyne City Application for Sign Permit

 17 City of Petroskey Sign Permit Application

 18 Evangeline Township Zoning Permit Application

 19 Miami-Dade County Zoning Improvement Permit and 
  Inspection Record

 20 Site Survey

 21 Site Survey

 22 Drawing of Canopy Including Attachments

 23 Awning Permit Example

 24 Sign Permit

 25 Zoning Improvement Permit and Inspection Record
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Miami-Dade County Building 
Department Permit Application
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City of Coral Gables Building and 
Zoning Department Permit Application
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Town of Miami Lakes Building Permit Application
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Harbor Springs Sign/Lighting 
Review Application and Permit
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Boyne City Application for Sign Permit
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City of Petroskey Sign Permit Application
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Evangeline Township Zoning Permit Application
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Miami-Dade County Zoning Improvement 
Permit and Inspection Record
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Site Survey
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Site Survey
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Drawing of Canopy Including Attachments
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Awning Permit Example
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Sign Permit
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