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How To: Annual Temporary Sign Business License Application 

1. From the Home Page of the Customer Portal, select Apply for or Renew Licenses.

2. Under Signs, select Annual Temporary Sign Business License
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3. Enter the requested Activity Start Date for when the license is to start; Click Next.

4. Check off either New Business (see Create Business Profile Job Aide) or Existing Business. If an
existing business, choose it in the drop-down field. Click Next.

5. Enter the number of signs that will be part of the annual business license.
Note: An individual temporary sign license is still required for all signs, including sandwich boards
that are being placed on HRM property or parkland. See Individual Temporary sign application job
aid for this process.
Click Next.

https://halifaxns-my.sharepoint.com/personal/snairta_halifax_ca/Documents/Regional%20Licensing/How%20To%20-%20Create%20a%20Business%20Profile%20-%20Business.pdf
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6. The required documents will need to be uploaded by clicking the + Upload File.
Once they’re uploaded, choose the attachment type from the dropdown menu. Click Next.

Note: Each document must be uploaded individually and named. 

Attachment Types required are the Proof of Insurance which must show evidence of a minimum of two 
million dollars liability, and a letter stating that Property Owner Approval will be requested from all 
property owners prior to the placement of signs on private property. 
Click Next. 
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7. Confirm all details of application, and click off box under Customer Attestation to advise you have
read and understand the information.

Note: Until the fees are paid, the application remains as a draft and is NOT submitted. It will not 
appear in any queue for processing until the fees are paid, and the application is submitted. 

Once the details are confirmed, click Pay Fees & Submit Now. 
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8. On the Checkout Page, enter in details of the payment method.
EXAMPLE:




