
 

DATE RECEIVED:                                                          

(We) (I) certify that the information furnished within this application is a true and correct to the best of my (our) knowledge. In 
addition, I understand that acceptance of this application and fees do not constitute submittal of a valid and complete application 
until so informed in writing by the Director. 
 

Signature of Applicant: ___________________________________________________________  Date: _____________________ 

Print Name: ________________________________________________________________________________________________ 

EVENT DESCRIPTION  

Name of Proposed Event: ______________________________ 

Date of Event: _______________________________________ 

Proposed date banner(s) to be installed: __________________ 

Proposed date banner(s) to be Uninstalled: ________________ 

REQUIRED DOCUMENTS: 

 Art - Include pocket size, font size and overall dimensions 

 Liability Insurance  

      $1,000,000.00 per occurrence and $2,000,000.00 aggregate

APPLICANT: 

Business Name: _______________________________________ 

Contact Person: _______________________________________ 

Mailing Address: ______________________________________ 

City/State/Zip:________________________________________ 

Phone (cell preferred): _________________________________ 

Email (required):  _____________________________________ 

The submitted application must be complete with accompanying required documents. Incomplete applications, as determined by 
the director, shall be rejected. 
 

If the application is not approved, city staff will contact the applicant to explain why and will document the same upon               
the application. 
 

The director reserves the right, but is not required to do so, to require the applicant change any or all information provided in the 
application or to provide further information prior to making a decision regarding the application. Refusal by the applicant to 
make such changes or provide additional information will result in denial of the application. 
 

Once approval has been given, city staff will mail an invoice to the applicant for the required fees. The reservation of the          
approved banner spaces shall not be considered confirmed until full payment is received. 
 

The physical banners must be delivered to the city office no later than five days before scheduled installation date.  
 

The city reserves the right to refuse installation of any or all banners for any reason, including but not limited to any deviation 
from the specified procedure or any of the stipulations agreed upon by the authorized signature on the completed event banner  
application, or changes to the approved banner design specifications not approved by the city in writing. 

BANNER APPLICATION 
COMMUNITY DEVELOPMENT 

CITY OF COLLEGE PLACE 

625 S College Ave 

College Place, WA 99324 

509.394.8520 

Submit application to planbuild@cpwa.us 

The purpose of the banner code is to allow for the display of public service messages of the city, its schools, and university, for the 
promotion of city events or activities, and for announcements promoting events or activities taking place within the city of College 
Place city limits or other such events or activities in which the city participates or sponsors. All use is limited to events or activities 
that are of community nature, for example, cultural, historical, and sporting events, and school pride. Banners may not be used for 
political or commercial purposes and lewd or obscene material as defined in RCW 7.48A.010 and as amended, is prohibited.  



REQUIREMENTS 

A.   All banners are to be 18 inches by 36 inches 
B.   Openings: Four-inch pockets across the top and bottom with double stitched turn down  
C.   Grommets must be installed on the upper and lower inside corners  
D.   Approved materials: 
 1.   Acrylic 
 2.   Nylon 
 3.   Cotton canvas 
 4.   Vinyl 
 5.   Other fabrics with equivalent strength or approved by the city  
E. Banners shall be in satisfactory condition meaning, new or in like new condition, with no signs of tears, cracks, rips, holes , or     
        weather or sun damage and not be brittle or threadbare. The director reserves the right to  not authorize the installation of  
        banners that are not in satisfactory condition and/or to order the removal of banners that are not in satisfactory condi tion. 

BANNER DESIGN 

The city evaluates each banner submission on a case-by-case basis based on this Code. It is strongly recommended that you  
obtain approval for your respective design before you order the banners to be printed. The city will not assume responsibilit y for 
any costs associated with non-approved banners. Prior approval of any banner design does not exempt the banner from further 
and subsequent review for each application. 
 
A.   All event banners must feature a community event or activity occurring within the city  
B.   All event banners must include the event date(s) 
C.   Banners should be aesthetically pleasing 
D.  Event/host organization logos may be approved as banner artwork and are limited to 20 percent or less of the printable  
      banner area 
E.   Letter size should be no smaller than three inches in height 
F.   Banners must be printed on both sides 

TIME LIMITATION 
 

A.  Applications shall be submitted at least 60 days in advance of the requested installation date. For banner pole use for  
      recurring events/activities previously approved should be submitted at least 30 days in advance of the requested installati on   
      date. The city shall process only complete applications and will respond to the application on or before 14 calendar days.  
B.  Banners may be installed for a maximum of two calendar weeks prior to the event or activity start date.  
C.  Banners may be installed for a maximum of four calendar weeks following the event or activity start.  
D.  Banners not associated with an event date may be installed for up to 12 weeks.  
E.  There shall be a gap of at least 12 weeks between reinstallation of the same banner(s); the fact that a banner is being  
      reinstalled at a different banner pole does not alleviate this time gap requirement.  
F.  The city will remove banners immediately upon expiration of the approved time period for the banner.  
G.  The city reserves the right to temporarily remove banners for a period of up to seven business days to hang city banners for    
      Federal, state, and city holidays. 

Only city employees or city authorized contractors shall install or remove any banner on city-owned banner pole. Banner locations 

may be designated for exclusive use by the city, for city use, its schools use, and its universities use. For school and university use, 

prior to use of banner poles, a use agreement approved by the city council is required. The entity designated for exclusive use is 

responsible for the cost to repair any damage or replace due to damage to city-owned property that may result from use of the 

banner poles. The entity shall annually provide the city a certificate of liability insurance naming the city as an additional insured in 

the amounts of $1,000,000.00 per occurrence and $2,000,000.00 aggregate, or city approved equivalent proof of self-insurance or 

member in good standing of a risk pool, or as required per the use agreement(s).  

RESTRICTED USE 
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