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REVOCABLE PERMIT APPLICATION  
PROCESSING INSTRUCTIONS 

Preparation of Application Package 
1.  Type or neatly print all information in blanks on attached REVOCABLE PERMIT APPLICATION FORM. 

2.  List all active building permits on attached BUILDING PERMIT IDENTIFICATION FORM. 

3.  Provide description of the encroachment area (This does not require to be prepared by Professional Land Surveyor). See 
attached form. 

4.  Prepare a site plan that is neat, readable, fully dimensioned and inclusive of all site conditions (see attached example for 
requirements). 

5. Identify the agencies requiring clearance letters by using attached REVOCABLE PERMIT CLEARANCE MATRIX.  
Clearance Letters for items on the REVOCABLE PERMIT CLEARANCE MATRIX can be obtained for the applicant by 
Development Engineering staff for a nonrefundable service fee of $140. Contact Development Engineering for revocable 
items that are not included in matrix. 

6.  Fill in applicant section on REVOCABLE PERMIT CLEARANCE LETTER and forward the letter and one copy of the scaled 
drawing to the City department and/or other agency identified on the REVOCABLE PERMIT CLEARANCE MATRIX or by 
DE staff.  When review is complete, collect all REVOCABLE PERMIT CLEARANCE LETTER responses and resolve all 
problems or issues with the City department and/or other agency prior to submitting the application package. 

7.  Provide proof of liability insurance as directed by attached REQUIREMENTS FOR CERTIFICATES OF INSURANCE.  
Provide certificate of insurance and endorsement from owner with the City of Sacramento listed as certificate holder and 
as additional insured.  List project address.  For more information contact the City of Sacramento Risk Management 
Office at (916) 808-5556.   

8.  APPLICABLE ONLY TO ‘OUTDOOR SEATING AND DINING REQUEST.” Sewer Impact Fee Ordinance (SRCSD-0106) 
http://www.srcsd.com/ordinaces.php#fee-ord  Applicant shall contact the Sacramento Regional County Sanitation District 
(SRCSD) for a calculation of Sewer Impact Fees due. Proof of payment shall be included with the Revocable Permit 
Application Package Submittal. (Applicant is recommended to obtain all approved clearance letters prior to payment of 
Sewer Impact Fees.) SRCSD Contact Info: SRCSD Permit Services Unit, 10060 Geothe Rd., Sacramento, CA 95827 
Phone: (916) 876-6100  Fax: (916) 854-8863. 

Submission to the City 
After the applicant has completed the above items, the following shall be submitted to Development Engineering,    
300 Richards Blvd., 3rd Floor: 

   Completed "Revocable Permit Application Form" 

SIGNED clearance letters (Approved) 

Description of the Encroachment Area (See attached form) 

   8 1/2" x 11" site plan - 3 copies 

   Proof of insurance (ACCORD & ADDITIONAL INSURED ENDORSEMENT) 

   Application Fee:         >  $190 for staff issued permits, or 
>  $390 for permits requiring City Council approval, or  
>  $50 permit for bike racks. 

   List of active building permits for this location (see attached "BUILDING PERMIT 
IDENTIFICATION FORM" 

***Work may begin only AFTER the City has issued the building or excavation/encroachment permit*** 
 
 

 

 

CITY OF SACRAMENTO 
DEPARTMENT OF TRANSPORTATION 

ENGINEERING SERVICES DIVISION 
DEVELOPMENT ENGINEERING 

300 RICHARDS BLVD., 3RD FL.  .  SACRAMENTO, CA 95811-0218  .  PH: (916) 808-8300  .  FAX: (916) 808-1984 

 

 

 

 

 

INCOMPLETE APPLICATIONS WILL NOT BE ACCEPTED 
AND WILL BE RETURNED TO THE APPLICANT 
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REVOCABLE PERMIT APPLICATION AND PERMIT FORM 

PROPERTY LOCATED AT: ________________________________________________________ 

Name of property owner: ___________________________________________________________ 

Address: ___________________________________________________________ Zip: ________ 

Email: _________________________________________________________________________ 

It is herby requested that revocable permit be granted to: 

Name of Recorded Owner: _______________________________________ Phone: ____________________ 

Address: _____________________________________ City _________________ State: ____ Zip: ________ 

Purpose of Permit 

  Monitoring Will (Qty ___)  Bus Shelter  Bicycle Rack 

  Other (Describe in detail) 

 

In the event the permit for which application is made is granted, it shall be subject to conditions including but not 
limited to the general conditions set forth in resolution 81-845 adopted by the City Council on November 17, 1981. 
The undersigned agrees to comply with all such conditions imposed on the permit. (MUST BE SIGNED BY 
OWNER) 

___________________________________   ______________________ 
Owner’s Signature        Date 

Please do not write below this line 

GRANT OF PERMIT 

This permit is granted subject to attached ”General Provisions – Revocable Encroachment Permit,” which were 
adopted by the City Council in Resolution No. 81-845, date November 17, 1981, and the hereinafter specified 
special conditions. This permit shall be effective only after the applicant files with the Risk Management Division of 
the City of Sacramento, the insurance certificates required by the General Provisions, unless specifically excepted 
in the special conditions. 

For Bus Shelters Only: (check if applicable) 

Reference is made to Revocable Encroachment Permit, City Council Resolution No.86-862, dated 
November 12, 1986 

Reference is made to City Managers Agreement No.95-073, dated March 17, 1995, Agreement for 
providing Electrical Service to Bus Shelters. 

Special Conditions      See attachment for additional conditions 

 _______________________________________________________________________________________ 

 _______________________________________________________________________________________ 

 
PERMIT ISSUED BY:  ___________________________________  DATE: ___________________ 

                                                                    (Transportation Engineer) 

CITY OF SACRAMENTO 
DEPARTMENT OF TRANSPORTATION 

ENGINEERING SERVICES DIVISION 
DEVELOPMENT ENGINEERING 

300 RICHARDS BLVD., 3RD FL.  .  SACRAMENTO, CA 95811-0218  .  PH: (916) 808-8300  .  FAX: (916) 808-1984 

   

 

 

 

PERMIT # 
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Site Plan Requirements (Revocable): 

 Approval Signature block 

 Provide description of material of the structure encroaching within the public right-of-way 
 North Arrow 
 Dimension (dim.) of work  
 Street Name (nearest cross street) 
 Show Project Site (indicate address) 
 Show features that might be impacted by construction activities, such as operation of equipment, 

utility installation, material storage, excavation, etc.  Show distance from the work site: 

 Fire Hydrant 
 Gates/Fences 
 Driveway Location/ramps/curb&gutter/sidewalk/planter 
 Utility Pole 
 Street Light 
 Parking Meters 
 Street Trees (indicate if to be pruned or removed) 
 Other structures that may affect the proposed work

Approved By:   

Name:  _________________ Signature: ______________ 

Department:  ________________________ Date: ______ 
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DESCRIPTION OF THE ENCROACHMENT AREA 
 
 
BEGINNING AT THE CENTERLINE INTERSECTION OF __________________ AND 

_________________________________________; THENCE FROM SAID POINT OF 

BEGINNING ALONG THE CENTERLINE OF _____________________________ IN A 

       (NORTHERLY)       (SOUTHERLY)        (WESTERLY)        (EASTERLY) 

DIRECTION _____ FEET; THENCE IN A       (NORTHERLY)       (SOUTHERLY) 

        (WESTERLY)        (EASTERLY) DIRECTION 90 DEGREES TO ________ FEET 

TO THE: _____________________________________________________________ 

________________________________________________________________ 

 
 
 
 PROPOSED MONITORING WELL: MW __________________ 

 CORNER OF PROPOSED BY _______ FOOT BUS SHELTER 

  OTHER: ___________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

CITY OF SACRAMENTO 
DEPARTMENT OF TRANSPORTATION 

ENGINEERING SERVICES DIVISION 
DEVELOPMENT ENGINEERING 

300 RICHARDS BLVD., 3RD FL.  .  SACRAMENTO, CA 95811-0218  .  PH: (916) 808-8300  .  FAX: (916) 808-1984 
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REVOCABLE PERMIT CLEARANCE LETTER 
Respondent should complete this form with comments regarding the present and future effects 
of this encroachment on their facilities and operations. 

Note: Discuss all problems and solutions directly with the applicant. 

When completed, return this letter to the APPLICANT.  

 
APPLICANT SECTION: 

Name: _____________________________________________________________________ 

Address: __________________________________________________________________ 

City: ______________________________________ State: _________ Zip: ____________ 

Daytime Phone: ________________________________ Fax: _______________________ 

Permit Location: ___________________________________________________________ 

Description of revocable permit item: ____________________________________________ 

 ________________________________________________________________________ 

 

RESPONDENT SECTION: 

To: Development Engineering 

From: ______________________________________________ Date: __________________ 

Department / Agency: _________________________________________________________ 

The revocable permit described above has been requested. My comments and 
recommendations regarding the effects of this encroachment on our operations and facilities, 
present and future are below. 

Comments:  

 __________________________________________________________________________ 

 ________________________________________________________________________ 

 ________________________________________________________________________ 

 ________________________________________________________________________ 

 _________________________________________________________________________ 

 

By: ________________________________________________ Date: __________________ 
 

06-09 

CITY OF SACRAMENTO 
DEPARTMENT OF TRANSPORTATION 

ENGINEERING SERVICES DIVISION 
DEVELOPMENT ENGINEERING 

300 RICHARDS BLVD., 3RD FL.  .  SACRAMENTO, CA 95811-0218  .  PH: (916) 808-8300  .  FAX: (916) 808-1984 
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300 RICHARDS BLVD., 3RD FL.  .  SACRAMENTO, CA 95811-0218  .  PH: (916) 808-8300  .  FAX: (916) 808-1984

CITY OF SACRAMENTO
DEPARTMENT OF TRANSPORTATION

ENGINEERING SERVICES DIVISION
DEVELOPMENT ENGINEERING

IF THE REVOCABLE ITEM IS NOT LISTED BELOW, CONTACT DEVELOPMENT ENGINEERING FOR REQUIRED CLEARANCE AGENCIES

REQUIRED CLEARANCE AGENCIES FOR COMMON REVOCABLE ENCROACHMENT PERMITS
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Clearance letters from additional agencies may be required depending on site conditions.

Notes:Revocable Item
ATM x x
Antenna, Building Mounted x x x
Art, Building Mounted x x x x
Art, Free Standing x x x
Awning/Canopy x x x x
Banner, Pole Mounted x x x x
Banner, Building Mounted x x x
Bench x x
Bicycle Rack x x x
Bollard x
Bus Shelter x
Light Fixture x x x x x
Pipe, Private Water & Sewer x x
Planter

Sidewalk, Decorative x
Sidewalk Café/Seating x x x x x
Sign, Structure Mounted x x
Well, Monitoring x
General Notes:

 Feb-10

Contact Jon Liffring- Construction Inspection, DOT first for feasibility review.  Design Review if in DR 
District

No Clearance Letters Necessary

Brick, Stone Paving, Exposed Aggregate, etc.  Design Review if in DR District

Notes:

Design Review if in Design Review District

Design Review if in Design Review District

Design Review if in Design Review District

Design Review if in Design Review District

Clearance Letters do not constitute a full review or approval and does not guarantee permit issuance.  Revocable Encroachment Permit Application Package must be processed and reviewed by 
Development Engineering prior to permit issuance.  Clearance Letter response or approval can be obtained for the applicant by Development Engineering staff for a non-refundable service fee of 
$140. 

Design Review if in Design Review District.

Design Review if in Design Review District

Design Review if in Design Review District

Norm Colby- Street Maintenance, DOT.  Sompol Chatusripitak- Electrical Design, DOT.  Non-profit orgs only.

No Clearance Letters Necessary. See application for requirements.
Provide Sign Permit Applicaion # at submittal.
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REVOCABLE PERMIT CLEARANCE LIST 

After filling out APPLICANT section of the “REVOCABLE PERMIT CLEANCE LETTER” hand carry or mail one 
copy of the letter and one copy of the scaled drawing of the encroachment to the departments / agencies as 
indicated by the Development Engineering. 

Submit signed clearance letters at the same time as the application for a revocable permit. 

CITY DEPARTMENTS 

City Manager’s Office – City Hall 

915 I Street, 3rd Floor, New City Hall 

Sacramento, CA 95814 

(916) 808-5704 

City Attorney’s Office – City Hall 

915 I Street, 4th Floor, New City Hall 

Sacramento, CA 95814 

Building Division 

300 Richards Blvd, 3rd Floor 

Sacramento, CA 95811 

 (916) 808-5656 

Fire Marshall 

5770 Freeport Blvd, Suit 200 

Sacramento, CA 95822 

 (916) 808-5471 

Planning Division  

300 Richards Blvd, 3rd Floor 

Sacramento, CA 95811 

(916) 808-5656 

Electrical Design-Dept of Transportation 

915 I Street, 2nd Floor, New City Hall 

Sacramento, CA 95814 

On Street Parking-Dept of Transportation 

300 Richards Blvd., Suite 200 

Sacramento, CA 95811 

 (916) 808-5354 

Street Services-Dept of Transportation 

5730 24th Street, Bldg 1 

Sacramento, CA 95814 

Traffic Engineering-Dept of Transportation 

915 I street, 2nd Floor, New City Hall 

Sacramento, CA 95814 

Department of Utilities 

1395 35th Avenue 

Sacramento, CA 95822 

City Council 

915 I Street, 5th Floor, New City Hall 

Sacramento, CA 95814 
 

 

ADA Coordinator 

Department of Transportation 

915 I Street, 2nd Floor, New City Hall 

Sacramento, CA 95814 

OTHER AGENCIES 

CalTrans, District 3 

District Permit Engineering 

P.O. Box 911 

Marysville, CA 95901 

P.G.&E. 

5555 Florin-Perkins Road 

P.O. Box 7444 

Sacramento, CA 95826 

S.M.U.D. 

6201 S Street 

P.O. Box 15830 

Sacramento, CA 95817 

Comcast 

1242 National Dr 

Sacramento, CA 95838 

SBC (Pacific Bell) 

P.O. Box 15038 

3675 T Street, Room 211 

Sacramento, CA 95851 

Sacramento Regional Transit 

1400 29th Street 

Sacramento, CA 95816 

County of Sacramento Department of Public Works 
Water Quality Division 

10545 Armstrong Avenue, Suite 2 

Mather, CA 95655 

Other 

 ______________________________________ 

 ______________________________________ 

 ______________________________________ 

 ______________________________________ 
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BUILDING PERMIT IDENTIFICATION FORM 
 

 

 

 

 

 

Development Engineering Counter Person: 

The following building permits are associated with this permit application. Route this 
application to the plan checker listed in the commercial database. 

 

 ______________________________________________________________________ 

      Address 

 

 

Building Permit # ________________________________ 

Building Permit # ________________________________ 

Building Permit # ________________________________ 

Building Permit # ________________________________ 

Building Permit # ________________________________ 

Building Permit # ________________________________ 

 

 

 

02-09 

CITY OF SACRAMENTO 
DEPARTMENT OF TRANSPORTATION 

ENGINEERING SERVICES DIVISION 
DEVELOPMENT ENGINEERING 

300 RICHARDS BLVD., 3RD FL.  .  SACRAMENTO, CA 95811-0218  .  PH: (916) 808-8300  .  FAX: (916) 808-1984 

Applicant: 
 
List all active building permits associated with this address and return this sheet 
with the permit application: 
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