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Sign Variance Application 
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I verify the property affected by this application is the exclusive ownership of the applicant, or the applicant has 
submitted the application with the written consent of all the owners of the affected property. 
 
Print Name:        
 

 
Signature:        Date:      

See attached for details on plan submittal requirements and cost. 

 
For more information, see Port Townsend Municipal Code Sign Chapter 17.76, also on the website: 
http://www.cityofpt.us/ 
 
 
 
 
 

Office Use Only 
 

Permit 
#_______________ 
 

Associated Permits: 
__________________
__________________
__________________
__________________ 
__________________
____ 
__________________
____ 

Property address or general location (cross-streets): 

Legal Description (or Tax #): 
 
Addition:____________________________, Block(s):_______________________,  
 
Lot(s): _____________________________________________________________ 

Briefly explain what signage is requested, and why; then provide answers to questions 1 – 6 on the next page.   

 

Property Owner: 

Name:  

Address:  

City/St/Zip:  

Phone:  

Email:  

 

 

Contact/Representative (if different): 

Name:  

Address:  

City/St/Zip:  

Phone:  

Email: 

  

Have any known wetlands or their buffers been identified on the property?    No     Yes 

If yes, attach wetland report. 

Are there any steep slopes (greater than 15%) on the property?    No     Yes  

If yes, attach geotechnical report. 

 

http://www.cityofpt.us/
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Additional Submittal Requirements 

 Completed Sign Variance application form (Page 1 and 2) 

 Application fee: $437.94 - includes $50.00 signboard deposit refunded when sign(s) returned.  

 Three copies of a site plan showing for the affected property: 

 Location(s) of existing and proposed signage 

 Dimensions of all existing and proposed signage 

 Elevation drawings with sign height (measured from the ground to the top of the sign)  

 A list of property owners within 200 feet prepared by a Title company, and those names and 
addresses prepared on mailing labels. 

These are the approval criteria used to review the sign variance.  Please explain, for each of 
the 6 following criteria, how your variance request would be met.  Attach an additional sheet 
of paper if needed. 

 
1.  Literal interpretation and strict application of the provisions and requirements of the Sign 

chapter would cause either: 
a. Undue hardship on the applicant because of unique or unusual conditions pertaining to the 

subject property;  
 No    Yes.  If yes, explain: 
 
or 
b. Loss or substantial modification of a sign which has been found by the historic preservation 

committee to contribute significantly to the historic district;   
 No    Yes.  If yes, explain: 
 

 
2.  The unique or unusual conditions do not result from actions of the applicant or owner of the 

subject property;  
 No    Yes.  If yes, explain: 
 

 
3.  Granting the variance would not confer a special privilege to the subject property that is denied 

to other similarly situated properties;  
 No    Yes.  If yes, explain: 
 

 
4.  Granting the variance would not be materially detrimental to the property owners in the 

vicinity or to the traveling public;  
 No    Yes.  If yes, explain: 
 

 
 5.  Granting the variance would not be contrary to the objects of this chapter relating to the 

placement of signs and the reduction of clutter; 
  No    Yes.  If no, explain: 
 

 and 
6. Granting the variance would be in harmony with the purpose and intent of this chapter and would 

not establish a precedent for subsequent variance requests which could diminish the effect of 
this chapter in furthering these purposes.  
 No    Yes.   
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Sign Variance Process 

From Port Townsend Municipal Code Section 17.76.160: 
 

The director shall have the authority to grant a variance from the requirements of this 
chapter in accordance with the following procedures and considerations: 

A. The person seeking a variance shall prepare and submit an application on forms 
provided by the director accompanied by a fee specified by Chapter 20.09 PTMC. 

B. Upon receipt of an application, the director shall first review the application for 
completeness. If the application is incomplete, the director shall promptly return it to the 
applicant and indicate the additional information needed to make the application 
complete. 

C. Within 15 days of receipt of a complete application, the director shall make a 
preliminary determination of whether to grant the application, grant the same under 
specified conditions, or deny the variance. In making his/her determination, the director 
may grant a variance only upon specific, written findings of fact setting forth and showing 
that the following conditions exist: (These are the six conditions listed in the application 
above.) 

D. In granting any variance, the director may attach thereto such conditions regarding 
the location, character and other features of the proposed sign as he/she may deem 
necessary to carry out the spirit and purpose of this chapter in the public interest. 

E. Within five days of making his/her preliminary determination, the director shall cause 
to be mailed a notice of the determination to the owner or reputed owner of the properties 
within 200 feet of the subject property, as shown by the property tax records of the 
Jefferson County assessor, and by posting notice in a conspicuous place on the subject 
property and at the Port Townsend City Hall. The applicant shall provide the list, prepared 
by a licensed title company, of tax parcels and their owners, with said owners’ names and 
addresses placed on labels suitable for mailing. The notice shall identify the applicant, the 
street address or legal description of the subject property, the variance requested, the 
director’s preliminary determination and where the application and director’s findings may 
be inspected, and shall indicate that written comments or objections will be received and 
considered by the director for a period of 10 days following the date of mailing. 

F. Within five days of expiration of the comment period, the director shall consider any 
comments or objections made and render a final decision. The director shall cause to be 
mailed notice of his/her final decision to the applicant and to each person from whom 
written comments or objections to the preliminary determination have been received. 
Such decision shall be final and binding unless appealed in writing to the hearing 
examiner within 15 days of the date of mailing of the director’s final decision. Any person 
may file such an appeal by completing an appeals application accompanied by an appeal 
filing fee specified by Chapter 20.09 PTMC. 

G. In the event of an appeal, the hearing examiner will review the reasons and 
information set forth in the letter of appeal, the findings, conclusions, and decision of the 
director, together with any written material submitted by the director, and may take public 
comment. The hearing examiner shall affirm the decision of the director unless s/he finds 
the decision to be clearly erroneous, or arbitrary and capricious, or contrary to law, in 
which case the hearing examiner may modify the decision or any conditions in connection 
therewith, or remand the same to the director. 

H. No action to set aside or modify the decision of the hearing examiner may be 
brought in any court or other tribunal unless the action shall be filed within 30 days of the 
effective date of the decision. (Ord. 3012 § 1 (Exh. A), 2010; Ord. 2571 § 2, 1997. 
Formerly 17.76.150).  
 

http://www.codepublishing.com/WA/PortTownsend/MunicipalCode/PortTownsend20/PortTownsend2009.html#20.09
http://www.codepublishing.com/WA/PortTownsend/MunicipalCode/PortTownsend20/PortTownsend2009.html#20.09

