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SANDWICH BOARD SIGN ~ REQUIREMENTS 

PTMC 17.73 

The Code Section below is from the Port Townsend Municipal Code (PTMC) Sign Chapter, 

PTMC 17.76 which is also available on-line at www.cityofpt.us.   

PTMC 17.76.080.F. Sandwich Board Signs.  

1. The intent of sandwich board signs is to help identify businesses located within the National 

Historic Landmark District but not at street level and/or not on Water or Lawrence Streets. 

Sandwich board signs may be placed upon a public or private sidewalk subject to the following 

restrictions and requirements: 

a. Sandwich board signs for businesses located on Water Street or Lawrence Street are limited 

solely to those businesses without a street-level window display fronting on Water or Lawrence 

Street. Individual window displays shall count while shared window displays shall not count. 

Maximum one sandwich board sign per building entrance. It is the responsibility of the property 

owner or manager to ensure that multiple spaces are accommodated on the sandwich board 

signage. Staff shall consult with the owner of the property in front of which the sign is to be 

placed, and seek to avoid conflict between competing businesses. 

b. Signs may be placed near markings separating parking spaces, but not within a crosswalk and 

not closer than 15 feet from the intersection of the extension of the curb lines (edge of curbs on 

the vehicular traffic side) of each intersecting street or from another sandwich board sign. 

Exception: Up to three sandwich board signs may be placed on the sidewalk of any street which 

intersects Water Street. Signs shall be placed no closer than 15 feet from the intersection placed 

adjacent but not obstructing the crosswalk adjacent to Water Street. 
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c. Maximum sign area is eight square feet per sign face; maximum sign width is 30 inches; 

maximum sign height is four feet; minimum sign height is 30 inches. 

d. Signs must be placed at least 30 inches but no further than six feet from curb or, if placed 

adjacent to a building, no further than three feet from the building line. Exception: Signs may be 

placed within 12 inches of the curb line wherever parking is prohibited in the adjacent street.* 

e. Signs may not be placed closer than 12 inches from any tree grate or other planting. 

f. No sandwich board sign may be placed within the National Historic Landmark District which 

advertises a business or premises which is located outside of the National Historic Landmark 

District. 

g. The sign area of each sandwich board sign shall be included in the total allowable sign area 

calculated pursuant to subsection A of this section for the premises in which the business 

advertised is located.  

h. Continuous proof of liability insurance must be provided naming the city as additional insured in 

amount and policy provisions as approved by the finance director of the city.* 

i. Each sign must be of sound construction and designed to the satisfaction of the director to 

withstand high winds.* 

j. No more than one sandwich board sign may be erected for each business advertised. 

k. Sandwich boards may not include attachments such as streamers and balloon(s). 

2. No other pole signs, portable, sandwich board, sidewalk or other freestanding signs are 

allowed, unless expressly authorized herein. 

(End of Code Section) 

NOTES:  *Please see other handouts regarding Sandwich Board Insurance Requirements, and 

Construction and Maintenance Requirements, as well as the attached page regarding 

sandwich board placement.. 

 With few exceptions, sandwich board signs are only allowed within the National Historic 

Landmark District, (portions of the Port Townsend Uptown and Downtown areas) for 

businesses located within the District.  Guidelines for exceptions, including directional 

signage for seasonal agriculture, public uses, and not-for-profit community events, may be 

found in PTMC 17.76.165 - Sign Standard Departures.   
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SANDWICH BOARD SIGN ~ REQUIREMENTS PLACEMENT 
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SANDWICH BOARD SIGN ~ INSURANCE REQUIREMENTS 

In addition to other requirements for sandwich boards (permit, style, 
location), City code requires the sign be covered under the owner’s general 
liability insurance, and to name the City as an additional insured on the 
owner’s policy. 
 
Please forward the following information to your insurance agent who will 
make sure your policy meets these requirements.  Your agent will need to 
(1) provide a Certificate of Insurance to the City to verify this coverage 
before the City can issue a sign permit for a sandwich board sign, and 
before the sign can be located on the sidewalk, and (2) provide proof of 
ongoing insurance (annually or per the term of the policy) to keep your 
sign permit active.  (For existing permitted signs, where no proof of 
insurance is on file, the certificate needs to be provided no later than three 
weeks after notification from staff of the need to have insurance.)  The City 
may require a certified copy of the entire policy.  See other side for sample 
certificate.     
 
A.. Minimum Limits of Insurance:  $1,000,000 (or more) per occurrence for bodily 
injury and property damage.  If there is a general aggregate, then it shall apply 
separately to the sign’s location, or the general aggregate limit shall be 
$2,000,000 minimum. 
 
B. Deductibles and Self-Insured Retentions: The payment of any deductible is 
the responsibility of the insured and not the City. 
 
C. Other Insurance Provisions:  The general liability policy is to contain, or be 
endorsed to contain, the following provisions: 

1. Coverage for all liability arising out of the placement of the sign for the City 
(and its officers, officials, employees and volunteers), with no special limitation. 
2. Coverage shall be primary insurance as respects the City (and its officers, 
officials, employees and volunteers).  Any insurance or self-insurance 
maintained by the City (its officers, officials, employees or volunteers) shall be 
in excess of the owner’s insurance and shall not contribute to it. 
3. Coverage for the City (and its officers, officials, employees or volunteers) 
shall not be affected by any failure to comply with reporting provisions of the 
policies. 
4. Coverage shall apply separately to each insured against whom claim is 
made or suit is brought (except with respect to the limits of the insurer's 
liability). 
5.  Coverage shall state it shall not be reduced, suspended, voided, or 
cancelled during the term.  

 
D. Acceptability of Insurers 
Insurance is to be placed with insurers with a Best rating of no less than A:VII. 
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SANDWICH BOARD SIGN ~ CONSTRUCTION AND MAINTENANCE 

 
Construction 
 

According to the Port Townsend Municipal Code (PTMC), sandwich board signs 
“must be of sound construction and designed to the satisfaction of the director to 
withstand high winds” (PTMC 17.76.080.F.i). 
 

The typical design is an “A” frame made of plywood that hinges at the top and 
has a platform in the center to hold a counter weight such as a building block.  It 
is important that the sandwich board stay upright so as not to create a tripping 
hazard.   
 

The back of this page illustrates the approved method of sandwich board 
construction. 
 

Sandwich board signs must be built within the following dimensions: 
 

Height:  Not less than 30” and not more than 48”.  This makes them high enough 
for pedestrians to see, but not so high that they block the storefronts when 
viewed from across the street.  
 

Width:  Maximum 30”.  Sandwich board signs take up room in the sidewalk.  The 
Port Townsend sidewalk can be a busy place, especially in the summer, so the 
Code limits their width.   
 

However, the sign cannot exceed 8 square feet per side.   
Example: A 48” x 30” sign would be too large at 10 square feet per side.  If you 
select a height of 48”, maximum width allowed would be 24”.  See “Sandwich 
Board Sign Requirements” flyer for information on approved sandwich board 
locations.     
 

Maintenance 
 

Every sandwich board sign takes a beating from wind, weather, and other factors 
like the occasional dog getting tied up to it.  After a while, they naturally get 
chipped, the paint starts to wear or flake off, and it gets obvious that the seagulls 
have flown overhead. 
 

That is why the Port Townsend Municipal Code (PTMC) Sign section includes 
the following in 17.76.020.D: 
 

Sign Maintenance. All signs shall be constructed with materials and workmanship 
of high quality to avoid problems of deterioration and maintenance which would 
give rise to unsightly and unsafe conditions. It is the responsibility of the business 
to maintain the signage in good repair and function at all times. Signs in disrepair 
may be subject to enforcement and removal. 
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Now that you have invested in the sign and the yearly liability insurance, take the 
extra step to make sure your sandwich board sign stays clean and in good repair.  
Your signage is a face of your business.  Keeping it clean keeps it readable so 
customers can tell where you are and what kind of services and products you 
offer. 
 

The City of Port Townsend recommends this standard of construction for sandwich board 

signs.  If followed exactly, this standard is automatically approved.  You may deviate 

from this standard; however, your proposed construction must be approved by the 

Planning & Community Development Director. 

 

Do not construct your sign before you obtain this approval. 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Face to be made from ½ inch exterior grade plywood.  Faces are to be coupled with strap 

hinges.   Hinges to be fastened with 1/8 inch or larger pop rivets.  The heads of rivets are 

to be on the readable face of the sign.  Use same procedure for fastening the hinges for 

the counter weight platform and the support. 

 

 

          

   

 

              

 

Maximum Width 
30”  

Height 

 30” to 48” Provide support 
for platform 

Provide adequate weight to hold sign 
in place (Building Blocks / Sandbags) 

Counterweight 
Platform 

. 

Strap hinges 

 

Note:  Each 
side not to 
exceed 8 

square feet 
 

 


