
1. Submittal 2. Permit Services Unit (PSU)
Reviews Submittal for

Completeness and Accuracy
(See Page 2 for details)
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ENCROACHMENT PERMIT WORKFLOW PROCESS

3. Create Application in Accela
Process Payment of Fees if not billable

Add Documents To Case

4. Obtain Customer and 
Order Number from ASO

Provide copy of Surety Bond
or Surety Cash Deposit

Receipt to ASO
In Accela Workflow, Route Case

For Review

5. Monitor Tasks in Accela
When Operating Departments

Have Approved, conduct Final Review
And Approve. Ensure that all documents

are attached to case.
and issue Permit

6. Create PDF file of all documents 
and email or mail Permit to Customer.
Inform customer that they need to set-up
a pre-construction meeting to activate permit.

7. When project is field accepted
Begin Bond Release or

Cash surety deposit Refund process

8. Update Workflow in Accela and attach 
refund documents or Bond Release Letter

9. If Cash Surety Deposit
Provide—Refund documents to Controllers office
If Surety Bond—MAS will process Bond Release



Initial Encroachment
Permit Inquiry

Permit Services Unit
Public Front Counter

Research and Review

Encroachment Permit?
Utility Plan?

Improvement Plan?

Residential
Driveway / Culvert 

Encroachment 
Permit

Sidewalk Repair 
Encroachment 

Permit

Commercial 
Driveway 

Encroachment 
Permit

Annual 
Encroachment 

Permit

1.  Encroachment Permit Application
2.  Driveway Detail Plan (8.5 x 11)
3.  Driveway Culvert Instructions
4.  $104.50 Fee

Encroachment
Permit

Improvement
Plan Refer to

Site Improvement Unit

1.  Encroachment Permit Application
2.  Repair Detail Plan (8.5 x 11)
3.  Copy of Letter from DOT
4.  $365.75 Fee & $2,500 Bond / Deposit
No fee and no deposit required for 
voluntary residential sidewalk repairs 
and Government, Park District, and 
School Districts

1.  Encroachment Permit Application
2.  Driveway Detail Plan (11 x 17)
3.  $365.75 Fee & $2,500 Bond /   
Deposit

1.  Encroachment Permit Application
2.  $365.75 Fee & $25,000 Bond / Deposit

(Utility Companies and Customers
that have already posted $25,000
Bond do not require Bond submittal)

Utility 
Encroachment 

Permit

1.  Encroachment Permit Application
2.  Utility Plan (11 x 17)
3.  $365.75 Fee & $2,500 Bond / Deposit

(Utility Companies and Customers
that have already posted $25,000
Bond do not require Bond submittal)

4. Traffic Control Plan

Refer to
Site Improvement Unit

Utility
Plan

Key Contacts:
Permit Services Unit 874-9116
Department of Transportation 875-4163
Department of Water Resources (Drainage) 874-4636
Department of Water Resources (Water Supply) 875-6869
Sacramento Area Sanitation District (Sewer) primary 876-6386
Sacramento Area Sanitation District (Sewer) secondary 876-6386
Construction Management Inspection Division 875-2782

Miscellaneous 
Encroachment 

Permit

1.  Encroachment Permit Application
2.  Encroachment Detail Plan
3.  $365.75 Fee & $2,500 Bond / Deposit

(Utility Companies and Customers
that have already posted $25,000
Bond do not require Bond submittal)

4. Traffic Control Plan
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ENCROACHMENT PERMIT INTAKE WORKFLOW PROCESS
(For Work Within County Right-Of-Way Only)

Dumpster Permit

1.  Dumpster Permit Application
2.  Site Plan (8.5 x 11)
3.  $104.50 Fee
4.  $1,000,000 Liability Insurance
Do not need Customer # or Order #

ENCROACHMENT PERMITS FOR STATE 
HIGHWAYS ARE PROCESSED BY THE STATE 

AND NOT THE COUNTY
HWY 160
HWY 104

HWY 16 – JACKSON RD
HWY 220
HWY 12

RANDALL ISLAND RD
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