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COUNTY OF IMPERIAL 

DEPARTMENT OF PUBLIC WORKS 
CONSTRUCTION ENGINEERING DIVISION 

 
 

ENCROACHMENT PERMIT APPLICATION 
 SUBMITTAL CHECKLIST 

 
 

List of items to be submitted electronically as PDF files:  
   

1. Application filled out correctly        □ 

2. Certificate of liability insurance with additionally insured endorsement   □ 

3. Liability insurance filled and signed (sheets 6 & 7)     □ 

4. Temporary Traffic Control Plan        □ 

5. Plans (site, grading or offsite improvements plans) *     □ 

6. Improvements quantity estimate by engineer **      □ 

7. Written Scope of Work ***        □ 

8. Recorded Conditions of Approval ****       □ 

 

Once the application has been reviewed and deemed complete for acceptance, an $85.00 
application fee will be required. 
 

* May be required to be stamped and signed by a licensed professional as determined by this Department. 

** The only exception is if the encroachment is for a single residential driveway access, unless otherwise accepted by 
the Road Commissioner. Sufficient breakdown of both, dry, and wet utility line crossings at roadways and lines 
paralleling roads are primarily required, additional, lineal footage of curbs, gutters and sidewalks; driveway width and 
whether residential or commercial/industrial should be made. If the project includes roadwork, include square yardage 
of asphalt to be placed. Estimate should be broken down in a manner that is easy to compare with the approved plans. 
All appurtenances including, fire hydrants, valves, meters, manholes, catch basins etc. must also be itemized. 
 
*** A brief written scope of work of all proposed encroachments into public right-of-way must be included in the 
application. 
 
**** Recorded Conditions of Approval shall be submitted for all projects that required Planning Commission approval. 
 

 
Disclaimer.- Once the application has been processed after receiving the application fee our Department 
will verify the Right-of-Way affecting the property to determine if it’s deemed, prescriptive or private in order 
to continue processing the application. If survey monuments may be affected, corner record cards may be 
required to be provided by a Licensed Professional Land Surveyor. Time and Material expenses will apply. 

Checklist updated 11/21/19 CY 
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County of Imperial Department of Public works 
Encroachment Permit Application Package 

(Ordinance No. 1370, adopted August 12, 2003 and effective September 11, 2003) 

Following items are attached for your use in obtaining an Encroachment Permit from this Department: 

1. Checklist and Application for Encroachment Permit. (Required for all permits)
2. Encroachment Permit Fee Schedule
3. Hold Harmless/Indemnity Statement (required on case by case basis).  Intended for projects, which may subject

the public to potential liability or harm.
4. Certificate of Liability Insurance Sample (required on case by case basis as mentioned in item 4 above).  County,

its employees and agents in conducting of Encroachment Permit field inspection and review duties shall be listed
as additional insured on certificate.  Dollar amount of general liability shall be provided as recommended by the
County Road Commissioner/Director of Public Works in coordination with the County Risk Manager.

5. Encroachment Permit informative brochure.

Following is a step-by-step summary of the Encroachment Permit Process: 

1. Applicant submits a complete Encroachment Permit Checklist and Application with required Fee Deposit.
2. Public Works staff reviews information provided and proceeds as follows:

a. Review application and additional information for completeness, making recommendations/changes to
meet this Department’s requirements.

b. Check for any Conditions of Approvals or other requirements associated with the site, including, but not
limited to; Conditional Use Permits, Parcel Maps, Zone Changes or Building Permits, etc.

c. Ensure Conditions of Approvals or other requirements such as Right-of-Way dedications, Grading and
Drainage Plans/Studies or other Road Improvement Plans that have been approved.

d. Determine the amount of permit fees and request fees from applicant.  The applicant will be required to
submit quantities and “take offs” along with drawing to expedite the process.  This information provides
data for determination of the required fees.

e. When item “C” and “D” above have been addressed, staff writes up permit and contacts applicant to
provide Hold Harmless Agreement and Insurance Certificates (if required).

f. After the above items have been addressed and are completed, the Department sends the applicant the
Encroachment Permit with attached conditions/stipulations.  As Built Plans will be required in most
cases.

3. After construction, and if the permit was made out of the contractor (on a larger project), then the owner must
obtain an Operate and Maintain Permit. This is a condition of the Construction Encroachment Permit.  The fee is
the “Basic Permit Fee”, which is $85.00 at the present time unless the fee schedule is updated.

4. Encroachment Permits are typically issued for a 6-month period.  Time extensions may be granted as necessary
for the current extension fee in effect.

Contact information as to status of Encroachment Permits can be directed to the Construction Engineer Coordinator of the 
Public Works Department at (442) 265-1818 
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IMPERIAL COUNTY PUBLIC WORKS DEPARTMENT 
155 South 11th Street El Centro, CA  92243 
Tel: (442) 265-1818 Fax: (442) 265-1858 

icpw@co.imperial.ca.us 

ENCROACHMENT PERMIT 
APPLICATION 

(Ordinance No. 1370, adopted August 12, 2003 and effective September 11, 2003) 

DATE 

Complete All Numbered Spaces! Please Type or Print! See Additional Handouts 
1 Property Owner’s Name Phone Number 

2 Mailing Address Zip Code 

3 Project Site Address 

4 Assessor’s Parcel No. Reference No. (TM, PM, CUP, ETC.) Legal Description 

5 Describe Intended Use/Scope of Work 

6 Describe the proposed work (Attach sheet for additional information) 

7 Engineer / Contractor Phone No. 

8 Mailing Address Zip Code 

9 Name to which all Billings, Correspondence, and Refunds will be sent (if different from above. Please denote Owner, Engineer, or Other) Phone Number 

10 Address to which all Billings, Correspondence, and Refunds will be sent (if different from above. Please denote Owner, Engineer, or Other) Zip Code 
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Quantity Estimate Note:  A quantity estimate of all items within public road right of way must be provided.  The 
estimate shall be prepared by a licensed engineer.  The only exception is if the encroachment is for a single residential 
driveway access, unless otherwise accepted by the Road Commissioner.  The estimate shall be attached to the 
Encroachment Permit Application.  Public Works staff shall review the estimate and compare as necessary to the 
approved plans.  If there is any difference in interpretation from staff’s calculation and the estimate resulting in staff’s 
determination that the quantity is greater than shown in the estimate, the engineer will be contacted to provide more detail 
to staff.  If staff cannot agree, the Road Commissioner or his designee shall have the final decision in quantity to be used 
for permit fee calculations. 

Sufficient breakdown of both, dry, and wet utility line crossings at roadways and lines paralleling roads are primarily 
required, additional, lineal footage of curbs, gutters and sidewalks; driveway width and whether residential or 
commercial/industrial should be made.  If the project includes roadwork, include square yardage of asphalt to be placed. 
Estimate should be broken down in a manner that is easy to compare with the approved plans.  All appurtenances 
including, fire hydrants, valves, meters, manholes, catch basins etc. must also be itemized. 

Scope of Work Note:  A brief written scope of work of all proposed encroachments into public right-of-way must be 
included in the application. 

ENCROACHMENT PERMIT FEE DEPOSIT INFORMATION 

Encroachment permits include an $85 basic fee that is required for initial processing.  Additional fees include: Inspection 
Fee, Plan Check Fee which is separate from the plan check fees by the Engineering division and other fees as may be 
required in the Encroachment Permit Fees adopted by the County Board of Supervisors, Ordinance No. 1370.  A copy is 
included in the permit application.  One of the following must be checked: 

Encroachment Permit Deposit for Processing $85 ____ (check if attached) 
  ____  (check if provided with Improvement    

      and Site Development Plan submittal 

During Processing and prior issuance of permit, applicant shall be notified of additional required fees to be paid.   

PERMIT PROCESSING TIMES

Processing time varies with complexity of project and whether approvals of engineering plans are required. If the project 
is reviewed through the engineering division the applicant can elect to have the encroachment permit processed 
concurrently with the plans. If this is done the Department can have the permit ready for issuance within seven (7) 
working days from the date the plans are approved for construction provided all necessary instruments of Liability/Surety 
and Traffic Control have been submitted and approved.  Otherwise permits are normally processed AFTER plan approval. 
This necessitates permit application by applicant and several weeks of Department processing. If the encroachment permit 
does not require engineering plan approval, permit can be ready for issuance within seven (7) working days from the date 
of permit application acceptance provided all necessary instruments of Liability/Surety and Traffic Control have been 
submitted and approved. Please be advised that acceptance is determined after reviewing the application and that the 
application may be returned unaccepted if incomplete. 
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I, the undersigned Applicant, hereby apply for permission to excavate, construct and/or otherwise encroach on County 
right of way.  I also agree to do the wok in accordance with your terms, conditions, restrictions, rules, and regulations and 
subject to your inspection and approval. I verify that all items necessary for this project and checked above are attached.  I 
understand that if any of the above required items, are not provided the Department reserves the right to reject the 
submittal without performing any plan check or permit processing.  Receipt of submittal package does not guarantee 
acceptance for plan checking.  If submittal is deemed incomplete, notification to applicant and engineer within one 
working day by fax and telephone will be made indicating unchecked submittal is available for pick up.  Alternately the 
submittal may be returned by regular mail. 

___ 

_____________________  _________________ 
Signature Date 

_____________________ 
Name Printed or Typed 

 
 
WHITE – OFFICE MASTER   /–  

For County Use Only 
Accepted for Processing Date Received Date Accepted for Processing 

Yes No

By:  Print Signature Date 

Permit No. 

 

Approved By INITIAL 
FEE     $  
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PERMITTEE ______________ 

COUNTY OF IMPERIAL 
DEPARTMENT OF PUBLIC WORKS 

 
ENCROACHMENT PERMIT FEES EFFECTIVE September 11, 2003 

Per Ordinance No. 1370 Adopted August 12, 2003 
       ESTIMATED FEE 

A. BASIC PERMIT FEE (NON-REFUNDABLE)     $85.00 

     In addition to the basic permit fee, the following will apply: 
 
B. Inspection fee (non-refundable) 
 
    Plow trench (longitudinal, shoulders) 
 000 - 500' $0.20 linear foot, minimum   $ 100.00  ____________ft.  $ _____________ 
 501’-1000’ $0.10 ea. Additional foot over 500’   ____________ft.   $ _____________ 
      1001’-4000’ $0.05 ea. Additional foot over 1000’  ____________ft .  $ _____________ 
     over 4000’ $0.03 ea. Additional foot over 4000’  ____________ft.   $ _____________ 
 
    Open trench (longitudinal, shoulders) 
 000 – 500’ $0.25 linear foot, minimum $50.00   ____________ft.   $ _____________ 
        over-500’ $0.15 ea. Additional foot over 500’   ____________ft.   $ _____________ 
 
    Underground road crossing (Longitudinal and Perpendicular) 
 Paved road 
    trench        $3.00 linear foot, minimum $200.00    ____________ft.   $ _____________ 
    boring/jack $1.00 linear foot, minimum $100.00      ____________ft.   $ _____________ 
 
       Unpaved rd. $2.00 linear foot, minimum $100.00     ____________ft.   $ _____________ 
 
    Driveway 
    commercial, $100.00 minimum per driveway  # _____  $ _____________ 
    residential $85.00 minimum per driveway  # _____  $ _____________ 
 
    inspection fee subtotal  (total of all B.)    $______________ 
 
C. Plan check fee (non-refundable) 
    50% of inspection fee or $85.00 minimum.       $______________ 
 
D. Blanket permit $7.50 per location in reporting period # location ____________   $______________ 
 
E. Any unusual permit can require a deposit for estimated inspection time at the option 
    of the Director of Public Works.  A final billing will be made upon completion of all  
    work.  A refund will be made or additional charges assessed at that time. 
    See attached breakdown of estimate.       $______________ 
 
F. Work done without a permit, except as authorized under emergency 
    circumstances, will be charged at double the above fees.     $______________ 
 
G. Reactivating an expired permit or extending the completion time 
     period will have an additional $50.00 fee.       $______________ 
 
H. Public agency applicants for either a routine permit or a major or 
     blanket permit may elect to have the routine permit billed to them for an additional  
     charge of $15.00 per permit.        $______________ 
 
Grand total permit fees (total of A through H)       $______________ 
 
Work order # _______________ date approved _____________   approved by__________________________ 
 
Inspection by construction _________ Field __________ Trust fund permit yes _____ no _____ 
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LIABILITY FOR DAMAGES:  ___________________________________ hereinafter referred to as “the 

Permittee,” is responsible for all liability for personal injury or property damage which may arise out of work herein 

permitted, or which may arise out of failure on the Permittee’s part to perform his/her obligations under this permit in 

respect to maintenance or resulting from defects or obstructions, or from willful misconduct or negligence in performance 

of the obligations provided and contemplated by the permit.  The Permittee shall be responsible for any liability imposed 

by law for injuries to or death of any person, including but not limited to the Permittee, persons employed by the 

Permittee, persons acting in behalf of the Permittee or damages to property arising out of work permitted and done by the 

Permittee under a permit. 

 By acceptance of receipt of this encroachment permit the Permittee agrees to indemnify and save harmless the 

County of Imperial and all officers, agents and employees thereof, including but not limited to the Board of Supervisors 

and the Director of Public Works, from all claims, suits or actions of every name, kind and description brought for or on 

account of injuries to or death of any person, including but not limited to the Permittee, person employed and/or 

contracted by the Permittee, persons acting on behalf of the Permittee and the public or damage to property resulting from 

the performance of work under the permit, or arising out of the failure on the Permittee’s part to perform his/her 

obligations under any permit in respect to maintenance or any other obligations, or resulting from defects or obstructions, 

or from willful misconduct or negligence in the performance of the obligations during the progress of the work, or at any 

subsequent time work is being performed under the obligations provided and contemplated by the permit, except as 

otherwise provided by statute.  The duty of the Permittee to indemnify and save harmless includes the duties to defense as 

set forth in California Civil Code §2778.  The Permittee waives any and all rights to any type of express or implied 

indemnity against the County of Imperial, its officers or employees. 

 It is the intent of the County of Imperial and the Permittee that the Permittee will indemnify and save harmless the 

County of Imperial, its officers and employees from any and all claims, suits or actions as set forth above regardless of the 

existence or degree of fault or negligence, whether active or passive, primary or secondary, on the party of the Permittee, 

persons employed and/or contracted by the Permittee or persons acting on behalf of the Permittee. 
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RESPONSIBILITY FOR DAMAGES:  The County of Imperial and all officers, agents and employees thereof, 

including but not limited to the Board of Supervisors and the Director of Public Works, shall not answer to, nor be held 

accountable in any manner for, the following: injury to or death of any person, including but not limited to the Permittee,  

persons employed by the Permittee or persons acting in behalf of the Permittee; or damage to property from any cause 

which might have been prevented by the Permittee, those persons employed by the Permittee or persons acting on behalf 

of the Permittee. 

 INSURANCE:  This permit shall not be effective for any purpose unless and until the Permittee files with the 

County of Imperial, as the grantor, an insurance policy which shall have limits in the amount of no less than 

___________________ dollars ($____________) and a deductible amount of no greater than _____________________ 

dollars ($_________________).  The County of Imperial, its officers, agents and employees shall be expressly listed as 

named insured under this insurance policy and the policy shall provide coverage for general negligence claims and for 

claims of errors and omissions.  The Permittee shall be responsible to keep this insurance policy in full force and effect 

until final completion of the work contemplated in the request for an encroachment permit.  The cost of any and all 

premiums for this insurance policy shall be borne by the Permittee.  In the event of claims against the policy, the 

Permittee shall be responsible for payment of any deductible amounts.  A Certificate of Insurance shall be provided to the 

Director of Public Works for the County of Imperial and shall verify that the insurance coverage may not be cancelled 

without thirty (30) days written notice to the Director of Public Works for the County of Imperial. 

STATEMENT OF ACCEPTANCE OF THE CONDITIONS FOR ISSUANCE OF THE 

ENCROACHMENT PERMIT:  I have read and understand each of the conditions set forth for issuance of this 

Encroachment Permit and on behalf of __________________________, and being duly authorized to do so I accept the 

encroachment permit subject to these conditions. 

 
 
_____________________________________  ______________________________________________ 
Witness  Date  (Signature)   Date 
 
       On behalf of 
 
 
       ____________________________________ 
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