
1st PARTY ON-PREMISE SIGNAGE GUIDELINES   
 
 

In accordance with the Structures for Signage Law, as harmonized in the 
Environmental Management & Protection Law, 2017, the Lagos State 

Signage and Advertisement Agency has the sole responsibility for regulating 
and controlling outdoor advertising and signage displays in Lagos State. 

 
 
 

 



KYC/Business 
Owner 
Registration 
Process 

Know Your Customer 
(KYC) –  A new client 
that intends to put up 
an on-premise sign(s) 
for their business is 
required to create an 
account by completing a 
KYC assessment online.  

 



KYC/Business 
Owner 
Registration 
Process 

 

Step  1 :  Log in  to  www. l a saa . com  

S tep  2 :  C l i ck  on  APPLY NOW  

Step  3 :  C l i ck  on  PROCEED to  reg i s t e r  a s  a  
Bus ines s  Owner  

S tep  4 :  F i l l  out  the  KYC Bus ines s  Owner  
Reg i s t r a t ion  For m and  c l i ck  Submi t  

S t ep  5 :  App l i ca t ion  i s  r ece ived  and  approved  
by  the  Agency ’s  loca l  b ranch  o f f i ce  ind ica t ed  
by  the  c l i en t .  

Timel ine :  24  hour s  

Step  6 :  The  approved  reg i s t r a t ion  fo r m i s  
r ece ived  by  the  IT  depar tment  and  a  LASAA 
account  i s  c rea t ed  fo r  the  c l i en t .  

S t ep  7 :  An  automated  ema i l  i s  s en t  to  in fo r m 
the  c l i en t  tha t  an  account  has  been  c rea ted  
fo r  the i r  o rg an iza t ion .  

The  c l i en t   can  now app ly  on l ine  fo r  the i r  on -
premise  s ignage.  

Timel ine :  24  hour s  

 

http://www.lasaa.com/


1st Party 
On-
Premise 
Signage 
Registration 
Process 

Step  1 :  The  app l i ca t ion  p roces s ing  fees  a re  a s  fo l lows :  

Mult i - tenanted  bui ld ings :  N6 ,000  

Single  Tenanted :  N11,000  

S tep  2 :  Reg i s t r a t ion  payment  i s  made  to  Her i t ag e  Bank  
Account  5100318951  (LASAA App l i ca t ion  Process ing  
Account )  

Step  3 :  Log in  to  www. l a saa . com  

S tep  4 :  C l i ck  on  APPLY NOW at  the  top  r igh t  o f  the  
page  

Step  5 :  C l i ck  on  LOGIN and  en ter  your  r eg i s t r a t ion  
ema i l  and  pas sword   

S t ep  6 :  F i l l  out  the  app l i ca t ion  fo r m and  up load  
p ic ture/photomontage  o f  the  p roposed  s ignage  a long  
with  bank  payment  ev idence  o f  app l i ca t ion  p rocess ing  
fee.  

Click  on  the  l ink  be low for  fur ther  deta i l s  o f  
process ing fees .  

 ht tp ://www. la saa . com/w p -

content/up loads/2022/11/PROCESSING -FEE.pdf  
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1st Party On-
Premise 
Signage 
Registration 
Process 
(cont’d) 

Step 7:  The submit ted appl ica t ion i s  
automat ica l ly  rece ived and processed by  the  
re levant  branch off ice  in  l ine  wi th the  loca l  
g overnment  area  ident i f ied  by  c l ient  on the  
appl ica t ion for m.  

Timel ine :  24 hours  

Step 8 :  Appl ica t ion i s  rece ived by  the  
Accounts  depar tment  to  ver i fy  the  process ing  
fee  payment  and then forwarded to the  
Business  Deve lopment  depar tment .  

Timel ine :  24 hours  

Step 9 :  Appl ica t ion i s  processed by  the  
Bus iness  Deve lopment  team and is  then 
forwarded to the  Cl ient  Ser v ices  and 
Regis t rat ion (CSR)  depar tment .  

T imel ine :  24 hours  

 



1st Party On-
Premise 
Signage 
Registration 
Process 
(cont’d) 

 

Step 10:  Appl ica t ion i s  rece ived and 
processed by  the  Re la t ionship Manager  of  
the  CSR depar tment responsib le  for  the  
branch off ice  f rom which the  appl ica t ion 
was  forwarded.  Appl ica t ion i s  then 
forwarded to the  Unit  Head and f ina l ly  to  
the  Head of  Depar tment  who g rants  the  
f ina l  approva l .   

T imel ine :  2  days  

Step 11 :  The Rela t ionship Manager  f rom the  
Client  Ser v ices  and Regis t ra t ion Depar tment  
sends  a  b i l l ing  not ice  to  the  Bi l l ing  Unit .  
The b i l l ing  not ice  inc ludes  the  fo l lowing :  

a .  The s ize  of  the  s ign  
b.  The type  of  s ign  
c.  The locat ion where  the  s ign i s  to  be  
ins ta l led  or  has  been insta l led .  

T imel ine :  24 hours  

 



1st Party On-
Premise 
Signage 
Registration 
Process 
(cont’d) 

 

Step 12:  The b i l l ing  not ice  i s  rece ived by  
the  Bi l l ing  depar tment  who creates  an 
account  for  the  c l ient  and a  b i l l  i s  
g enerated for  the  s ignage  be ing 
reg is tered.  

Timeline:  24 hours  

Below is  the Agency’s  bi l l ing rate card 
for  a l l  products:  

  http://www.lasaa.com/wp-
content/uploads/2012/06/LASAA -
RATE-REVIEW-2022-UPDATE.pdf  

Step 13:  The generated b i l l  i s  forwarded 
to  the   Head of  Unit  B i l l ing ,  who re -
assesses  the  b i l l  before  g rant ing  an 
approva l .  The b i l l  i s  then forwarded to 
the  depar tmenta l  head ,  who a lso g rants  
an approva l  a f ter  screening the  b i l l .  

Timeline:  2  days  
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1st Party On-
Premise 
Signage 
Registration 
Process 
(cont’d) 

 

 

 

Step 14:  The b i l l  i s  forwarded to the  
Audit  depar tment  for  ver i f ica t ion.  The 
bi l l ing  ver i f ica t ion i s  done to  ensure  
that  the  c l ients  are  b i l led  in  
compl iance  wi th the  off ic ia l  B i l l ing  
Rate  Card .  

Timeline:  1  day  

Step 15:  At  the  complet ion of  
ver i f ica t ion the  b i l l  i s  forwarded to 
the  Bus iness  Deve lopment  
Depar tment  for  f ina l  conf i r mat ion 
before  i t  i s  forwarded back to  the  
b i l l ing  depar tment  for  pr int ing.   

Timeline:  1  day  

 

 

 



1st Party On-
Premise 
Signage 
Registration 
Process 
(cont’d) 

 

Step 16:  The Bi l l ing  uni t  pr ints  the  b i l l  and 
forwards the  hard  copy to  the  re la t ionship 
manager  in  the  Cl ient  Ser v ice  and Regis t rat ion 
Depar tment .   

 The re la t ionship manager  a t taches the  b i l l  
to  the  Let ter  of  Approva l  f rom CSR.  The 
b i l l  and approva l  le t ter  are  then handed 
over  to  the  Business  Deve lopment 
Depar tment .   

Timeline:  1  day  

Step 17:  The Bus iness  Deve lopment  
Depar tment  d ispatches the  b i l l  and le t ter  of  
approva l  to  the  c l ient .   

Timeline:  2  days  

Step 18:  The c l ient  makes payment  for  the  
annua l  per mit  fee  on the i r  b i l l  to  the  Zenith 
Bank Account number 1011119613.  

 

 



Step 19: Finance and Accounts Department receives clients payment, 
confirms payment and issues a receipts. 
Timeline 24 hours 
 
Step 20: Finance and Accounts Department forwards receipts to the local 
branch offices to be distributed to clients. 
Timeline 24 hours 
 
Step 21: Local branch offices distributes receipts to clients.  
Timeline 24 hours  



BILLING RATES 

 LASAA rates and processing fees are available online using the 
links below: 

Processing Fees: 

 http://www.lasaa.com/wp-

content/uploads/2022/11/PROCESSING-FEE.pdf 

Annual Permit Rates: 

 http://www.lasaa.com/wp-content/uploads/2012/06/LASAA-

RATE-REVIEW-2022-UPDATE.pdf 
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For Further Information please Contact our Customer Service: 

 

Telephone Nos: 

Front Office: 09088019303 

Client Services: 09088019304 

Opening Hours:  

8.30a.m – 4.30p.m (Mon-Fri) 

Email: info@lasaa.com 

  

 

Head Office Address: 

Eleganza Building 

33, Mobolaji Johnson Avenue   

Alausa, Ikeja, Lagos. 

Signed  

Managing Director 

 Lagos State Signage & Advertising Agency 

December, 2022 

mailto:info@lasaa.com

