

Encroachment Process
[bookmark: _GoBack]STEP 1 – RECEIVE APPLICATION
1) Accurate forms on webpage.
2) Applicant submits request.
a) Approval from Zoning, SIGN, B.A.R. before submittal
b) It is VERY important to review the drawing and description of encroachment.  Is the drawing to scale?  Is the intended work clearly marked?  Would you understand the intent without more explanation?
3) Sign RECEIVED and DATE; DATE STAMP the application.

Step 2 – PROCESS APPLICATION
4) Review meetings for Temporary Encroachments are held the second and fourth Thursdays of each month, 10 am, Public Service Conference Room.  All paperwork MUST be completed and reviewed prior to the meeting.
5) Scan doc into respective folder.
a) Email applicant receipt of ENC application.
6) Report any cash/check payment to Excel record each payment received and turn the money in twice a month to Engineering Tech.  
List the money received for permit fees.  Be sure to mark each check with the account number.  Refer to the attached copy.  Give the original and a copy plus the cash or check(s) to Permit Tech. They will get it to Business License as they have employees that go daily to the Finance Dept. to leave $$$ for deposit.  Keep a copy of the record until the stamped one comes back from Finance.
Enter information into Agenda for next meeting, create letter of approval, and enter into Excel Approved Encroachments file.  Make sure that each request is entered into the Agenda for the Review meeting and into the “Approved Encroachments” spreadsheet on the PUB SERV PER drive.  You should be able to add the ENCR approval to the Zoning entry.  The cut off for Encroachment requests for review will now be the close of business the Wednesday prior to the Encroachment Review meeting, allowing five business days for inspection and paperwork preparation.  




Step 3 – PREPARE FOR REVIEW
7) Prior to the Encroachment Review meeting, Stormwater Superintendent and the Engineering Inspector for the area of the proposed encroachment will meet in the field to review all encroachments that are being proposed in easements or rights-of-way.  They will then complete their recommendations based on the field review and transmit them to Department Coordinator to add to ENC package for the Director’s review.
8) To prepare for the Review meeting you will need to have an In-House Agenda and Letter of Approval for the Director to sign, each request packet neatly organized.
9) Approval/Denial letters are prepared based on the conditions noted by the inspectors.  Examples are found in the previous letters.

Step 4 – DEPARTMENTAL REVIEW
10) Director, Lead Inspector and Department Coordinator will meet to review the field inspection results for inclusion in the package.
	This chart can be updated in Task Schedule.xls
	Wednesday
	Thursday thru Tuesday
	Friday

	First and Third week
	Encroachment Request cut off.  Distribute copies of requests to Inspectors.
	Inspectors meet at job sites for review of each request.  Recommendations will be transmitted that day Department Coordinator.
	

	Second and Fourth week
	Have each application prepared with original app, approval checklist and letter for signature so Tom can do a pre-review of the entire package.
	
	
Director, Inspector and Department Coordinator will review results and give approvals/denials for each request.
Distribute 
copy of packet to Applicants and or Contractors. 
 Clerk of Council gets the originals of packets and In-House agenda.   


Step 5 – FINALIZE PROCESS
11) Once the approval has occurred the applicant will receive an email with approval packet attached.  If applicable they will go to the Permit Center for an Engineering Permit to complete the physical work in the ROW.
12) Update EnerGov to show approvals. 
13) Originals of packet and copy of letter go to Clerk of Council for recording.  
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