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Typical Encroachment Agreement Process – February 2023

Right of Way or 
Easement

Residential or 
Commercial

Contracts Office 
Staff Review

Required

Not 
Required

Plans Examiner Staff 
Review

Submission of 
Additional 

Documentation 

Approve

Deny

Tier III
Encroachment

Approve

Deny

Notification to 
Applicant to Submit 
Official Documents

Submission of 
Official Documents

Documents Prepped 
and Routed for 
Signatures**

Contracts Office
Staff Review**

Submission of 
Additional 
Documents

Legal Department 
Signature Department 

Director Signature
City Secretary 
Signature and 

Contract Number 
Assignment

Recorded at County 
Real Property 

Records

**Process continues with 
Documents Prepped..

Project Facilitation

Corrections

City Council
Review

Yes

No

Contract 
Management 
Signature

*Upload exhibits with the 
application

Submission for 
Encroachment*
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