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Encroachment Permit Instructions 
City of East Palo Alto 
Engineering Division – 1960 Tate Street, East Palo Alto, CA 94303 

 
An encroachment permit is required if work will be performed in the public right-of-way (ROW). The public ROW generally includes roads, curbs 
and gutters, sidewalks, and driveway aprons. Also utilities such as fire hydrants, street lights, utility poles, traffic signs, utility vaults and boxes, 
and so on. All these features are for the benefit of the public and the permitting process ensures that work is done correct and safe.  
 
Typical activities that require an encroachment permit include: 

• Water, sewer, and storm line work such as repairs and replacements.  
• Driveway enlargement or replacement.  
• Sidewalk or curb and gutter replacement.  
• Trenching, boring, potholing. 
• Closure of a vehicle lane, shoulder, or a sidewalk. 

There are parts of East Palo Alto that lack some of the features mentioned above and the boundary between the public ROW and private 
property may be difficult to distinguish. The image below may be used as a general guide in determining where the public ROW is located. 
 

 
 
ITEMS REQUIRED WITH ENCROACHMENT PERMIT APPLICATION  
 
1. Encroachment permit application. A copy may be obtained online or at the front counter at the Community Development Department on 1960 

Tate Street.  
 

2. Sketch of the work proposed. The sketch must be site specific and may be drawn on an 8.5x11 sheet. An internet map aerial view, streetview, or 
both may also be used depending on the type of work. Include street names, dimensions, locations of any utility poles, fences, trees, and so on.  
If the construction is related to a development project, a copy of the plans may be submitted. 
 

3. Traffic control plan. If there are any closures or diversions of the sidewalk, vehicle lanes, shoulder, and so on. Include a vehicle and/or pedestrian 
detour plan, if applicable. Show the work hours.  
 

4. Pay fees. Fees vary by project and will be determined at the time of submittal or at later date once the City Engineer has reviewed the plans.  
 

5. Security bond. Based on the construction cost estimate. 10% of estimate or $5000, whichever is greater. 

 
 

6. Proof of liability insurance. The City of East Palo Alto shall be named additional insured including its officials, agents, employees, and contractors. 
 

7. Business license. Contractor must have a City of East Palo Alto business license. This may be obtained at 1960 Tate Street.  
 

8. Contractor license. Contractor must have either a Class A or Class C8 license to work in the public right-of-way. 
 

9. Workers Compensation Insurance. Provide proof of insurance as required by the State of California.  
 

10. Other permits(If applicable). An approved permit by other public agencies such as the West Bay Sanitary District, East Palo Alto Sanitary District, 
City of Menlo Park, City of Palo Alto, and so on. This may be waived by the City Engineer if determined to not be necessary.  
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Encroachment Permit Application 
City of East Palo Alto 
Engineering Division – 1960 Tate Street, East Palo Alto, CA 94303 

 

 

 

Project Location 

Address:______________________________________________  

City:______________________  State:__________  Zip:________   

 
Description of Work: 
 
____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

Work Days_________________________________________________ 

Type of Permit(s) Applying for: 
 Curb/Gutter       Water       Gas 
 Sidewalk  Storm   Electric                 
 Driveway               Sewer               Communications  
 Paving               Other               

 

 
Applicant Represents  
 Owner      Contractor 
 
Applicant Information: 

Name:_____________________________________________ 

Company:__________________________________________ 

Address:___________________________________________ 

City:___________________ State:_______ Zip:____________ 

Phone:_____________________________________________ 

Email:______________________________________________ 

 
Contractor Information: 

Name:______________________________________________ 

Company:___________________________________________ 

Address:____________________________________________ 

City:________________________ State:_______ Zip:________ 

Phone:_____________________________________________ 

Email:______________________________________________ 

License (Class and Number):____________________________ 

City Business License Number:___________________________ 
(Must have a current Business License with the City of East Palo Alto, please contact the 
Planning Division for new licenses or Finance for renewals) 

Construction Cost Estimate Within Public R/W  (Including Labor) 
$_______________________________ 
 
Bond     
Cash       Check       Surety     
$_______________________________ (A final inspection is required to deem 
the project complete and the bond eligible for release. A copy of the original receipt must 
accompany the Bond Release Request) 

 
GENERAL CONDITIONS AND REQUIREMENTS ATTACHED 

Signature below acknowledges general conditions and any special conditions as deemed necessary by the City Engineer 
 
I hereby acknowledge that I have read this permit and any "Special Conditions," that the information given by me is correct, that I am the owner 
or the duly authorized agent of the owner, and that I agree to comply with the conditions and all applicable provisions of the state laws, city 
ordinances, and the rules of any governmental agency involved. 
 
 

Signature of Applicant Title Date 
 

 

OFFICE USE ONLY (DO NOT WRITE BELOW THIS LINE) 
 

  Construction Plan (2 sets,  11x17 maximum size) 

  Traffic Control Plan (2 sets, 11x17 maximum size)  

  Fees $_____________ Check #________ 

  Signature on this page 

  Bond $__________  

  Certificate of Liability Insurance from Contractor 

  Proof of Workers Compensation Insurance 

Received by:____________________ Date:___________ 
                    

PERMIT INFORMATION 
 

Permit Number:_____________________________  

Approved By:_______________________________  

Issue Date: ________________________________ 

Issued By: _________________________________ 

Permit Expiration Date: ______________________ 

USA Ticket Number: _________________________ 

Start Date: ________________________________ 

Completed On: _____________________________ 

Permit Number ________________ 
Call (650) 853-7253 2 business days prior to 
start of work for initial inspection AND for 
each inspection request.  
Uninspected work will be rejected. 

http://www.cityofepa.org/
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GENERAL CONDITIONS AND REQUIREMENTS 
City of East Palo Alto 
Engineering Division – 1960 Tate Street, East Palo Alto, CA 94303 

 
 

 
 

 
    

 
    

 
   

 
  

 
 

  
 

   
 

 
  

  
 

    
 

 
  

 
  

  
 
  

 
 
    
 
  

  
 
   

  
 

 
    
 
   
 
  
 
 

Fees are non-refundable. An extension may be issued before permit expires and all other requirements been satisfied.

THE FOLLOWING STANDARDS APPLY TO OWNER/APPLICANT AND HIS/HER CONTRACTOR AND SUBCONTRACTORS

1. The applicant shall notify the Engineering Division at 650-853-7253 two business days prior to start of work.

2. This permit only authorizes work within the public right-of-way (ROW) per the approved plans.

3. This permit does not grant overnight street parking for any vehicles including construction vehicles unless authorized by City Engineer.

4. Notification shall be given to Underground Service Alert (USA) at 811  or 1-800-642-2444 for all digging proposed in public ROW prior to the
commencement of any excavation. Applicant is responsible for determining locations and depths of existing utilities and facilities.

5. No equipment or materials shall be stored in the public ROW without written authorization from the City Engineer.

6. All work in the public ROW shall be conducted between the standard permit working hours of 8:00AM and 5:00PM Monday to Friday (except
City holidays), unless written authorization is obtained from the City Engineer 48 hours prior to the start of work.

7. A traffic control plan per current CAMUTCD standards is required for work that will block the public ROW.
NOTE: The traffic control plan may include restricted working hours which supersede standard permit working hours.

8. Any residents or businesses whose access will be affected shall be notified by the applicant at least 48 hours prior to start of work.

9. Extreme care shall be exercised when working in the public ROW. All work shall be performed in accordance with the City's Standard Plans, and
CalTrans Standard Specifications or as directed by Engineer.

10. Advance notice shall be given to City inspector for placing any concrete (including but not limited to: driveways, sidewalks, and so on) and all
trench work (including but not limited to: bedding cover, compaction, patching, paving, and so on).

11. All costs of repairing and restoring any and all infrastructure damaged within the public ROW shall be paid for by the owner/applicant, and
should be reported immediately to the City Inspector.

12. Any trenches or similar holes in the sidewalk/street shall be covered with non-flexible metal plates with a skid-resistant surface.

13. A bond (10% of construction cost or $5,000, whichever is greater) in the form of a deposit (cash or check) or a Faithful Performance Surety is
required for work in the public ROW. Bond shall not be returned until a final inspection has been performed and work has been approved.

14. Proof of current City Business License, workers compensation and liability insurance are required prior to issuance of an Encroachment Permit.
The City of East Palo Alto, its council members, subsidiary agencies, directors, officers, agents, employees, and servants shall be named as 
additional insured on any such policies of comprehensive general liability insurance. Applicant agrees to keep insurance active during the
duration of project.

15. All work and workers shall comply with all OSHA standards regarding shoring of excavation over 5 feet in depth.

16. During non-daylight hours, applicant shall use yellow flashing lights and reflective tape on all barricades, signs, and debris boxes.

17. All necessary permits must be obtained from the appropriate agencies prior to the issuance of an Encroachment Permit.

18. Special conditions (if any) are attached to this permit and shall be complied with. 
 

 
 

 
 

http://www.cityofepa.org/
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