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ENCROACHMENT PERMITS 

I. OBJECTIVE 
The objective of this Administrative Regulation is to establish policy and procedures for the 
issuance of Encroachment Permits, to assist in responding to citizen inquiry and complaints 
concerning Encroachment Permits, to provide reasonable standards for public safety in 
connection with Encroachment Permits, and to protect the City against litigation arising out of 
incidents related to closure of portions of the City right-of-way. 

II. PROCEDURES 
1. A City Encroachment Permit shall be completed by an applicant and submitted to the City 

Clerk along with proof of liability insurance and fee. 
2. The City Clerk shall review the insurance submitted to verify its adequacy. 
3. The City Clerk shall forward the Encroachment Permit to the Director of Public Works (for 

construction projects) or the Technical Advisory Committee (for parades and special 
events). 

4. The Director of Public Works or Technical Advisory Committee shall review the application 
and determine appropriate special conditions which they shall then forward to the City Clerk. 

5. The City Clerk, or designee, shall compute fees due and notify the applicant. 
6. The City Clerk shall sign the Encroachment Permit and provide copies to the Applicant, 

Public Works Department, Police Department, Community Development Department and 
Engineering Department.  The original Encroachment Permit shall be filed in the City Clerk’s 
office. 

7. The Applicant shall be required to contact the Engineering Department to schedule an 
inspection for Encroachment Permits pertaining to construction projects. 

8. The Engineering Department shall do a site review and verify that the project is properly 
cordoned off in order to assure public safety; if corrections are needed the contractor or 
property owner shall be contacted to inform them of the corrections. 

9. For Encroachment Permits pertaining to parades and special events, the Public Works 
Department shall provide barricades as needed.  The Police Department shall coordinate 
with the Applicant regarding any necessary traffic control for the event (see Administrative 
Regulations regarding Street Closures). 

10. Processing of Annual Encroachment Permits will follow the guidelines listed in Items 1-6 
above.  Additionally the following apply: 
a) The amount of insurance required for Annual Encroachment Permits shall be $1 million 

and must be non-site specific. 
b) The fee for Annual Encroachment Permits shall be $175 ($75 issuance fee and $100 

permit fee). 
c) Contractors must notify the Public Works Department 24 hours in advance of any work 

being conducted.  The notification needs to identify the location, the type of work to be 
conducted, and the expected duration of the work.  Public Works staff will then 
determine whether an inspection is necessary.  Advanced notification is not required for 
emergency repairs (i.e., abatement of immediate hazards), for window-washing routes, 
or for routine repair and maintenance activities (i.e., replacement of a light bulb). 


















