
Outside Dining Encroachment 

Submittal Requirements 

1. Encroachment application with the following information: 
a. Business name, address and phone number. 
b. Property Owner: name, address, and phone number of person 

providing signature for the agreement. 
c. Letter from Property Owner in support of outside dinning.  Property 

Owner must be willing to enter agreement. 
d. Grant Deed with legal description 
e. Detailed drawing(s) with measurements showing: 

i. Site Plan showing sites relative to an intersection. 
ii. Lot width and depth. Show complete restaurant dimensions 

(square footage) and location of all parking spaces. 
iii. Parkway and street depth. 
iv. Building location and distance from property line. 
v. Door and window replacement. 

vi. All parkway topography (light poles, traffic signals, fire 
hydrants, tree wells, etc.). 

vii. Proposed table and chair placement (see drawing example). 
viii. Site location/address. 

2. Final agreement will require: 
a. (3) Original encroachment agreements. 
b. Signatures to be notarized on all copies and returned to Public Works 

Dept. 
c. A Certificate of Insurance and Separate Endorsement from the 

business owner, naming the City of Burbank as an additional insured, 
must be on file with the Public Works Department. 

d. A Recording Fee- determined by the number of sheets to be 
recorded.  Make checks must be made out to the L.A. County 
Recorder. 

e. Outside dining annual encroachment fee is $415.00 payable to the 
City of Burbank. ($208.00 renewal per year) 

f. Sewer facilities charges $250.00 per chair (one-time fee). 
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CITY OF BURBANK  
Public Works Department 

APPLICATION FOR PERMIT/AGREEMENT 
TO ENCROACH ON CITY PROPERTY 

This application form, notwithstanding the signed approval by the Director of Public Works or his deputy, below, 
does not constitute a permit.  The Permit shall be contained in an Agreement/Covenant the terms of which shall be 
in accordance with BMC Title 7 Chapter 3 Article 7, as prepared by the City Attorney, signed, notarized and 
recorded accordingly.  Among other provisions in the Agreement will be the payment of charges and applicable 
fees as set by the latest Burbank Fee Resolution, filing of evidence of public liability insurance with additional 
insured endorsement or hold-harmless agreement, and a building permit and/or excavation/construction permit as 
the case may require. 

Information contained in this application shall form the basis for the agreement and must be true and as complete 
as possible. 

1. REAL PROPERTY ABUTTING PROPOSED ENCROACHMENT:

a. Commonly Known As (Address):

b. Legal Description:   Tract No. Block     Lot 

Assessor’s Parcel No.

2. DESCRIPTION OF CITY-OWNED PROPERTY PROPOSED TO ENCROACH UPON:

3. ENCROACHMENT:

a. Is the encroachment:  □ Subterranean    □ Surface □ Aerial

b. Describe in Words:

c. Purpose of Encroachment:

d. EXHIBIT PLANS:  An exhibit plan or plans of the encroachment must be submitted.  The plans  shall be
of professional quality, preferably in 8-1/2” x 11” sheets for document processing facility,  and shall show to 
a convenient scale the shape, dimensions, and extent of the encroachment as  related to the abutting 
property and nearby public  improvements and utilities, which must be fully and completely shown 
and located.  A vicinity plan is to be submitted. 

4. APPLICANT INFORMATION:
a. Owner/s of Abutting Real Property:

i. Name    Tel. 
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ii. Name   Tel. 

Address

Authorized Agent 

b. Applicant if Other than Owner/s:

Relationship to Owner/s

Name    Tel. 

Address:    Tel. 

I/We the undersigned understand and agree: that any permit issued hereon shall be issued pursuant and subject to 
the provision of Title 7 Chapter 3 Article 7 of the Burbank Municipal Code, that such permit may be canceled by the 
City of Burbank, acting by and through its Public Works Director, at any time, and that the encroachment must be 
removed within thirty (30) days thereafter; that no right, title or interest in any property owned by the City of Burbank 
shall vest or accrue to me/us by reason of the issuance of such permit or exercise of the privilege given thereby; 
that I/we will not suffer or permit any dangerous or defective condition of property to exist in connection with 
exercise of the privilege; and that I/we assume and will pay for all injuries and damage to persons and property 
arising from or in connection with exercise of the privilege.  

Signature   Date 

Referred to: 

x DEPT/DIV DATE SIGNATURE COMMENT 

Redevelopment 

Building 

Planning 

Fire Dept. 

Police Dept. 

BWP Fiber 

BWP Electric 

BWP Water 

Park & Rec. 

Traffic 

Sanitary 

Street/Storm 

□ Approved subject to signed Agreement prepared by City Attorney

□ Disapproved

   Director, Public Works Dept.     Date 
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Please Note:  Items (A) and (B) are to be sent to Public Works Department by 
the Applicant’s insurance company.  Only Applicant's insurance company can 
add the City of Burbank as Additional Insured. 

City of Burbank 
PUBLIC WORKS DEPARTMENT 

150 North Third Street 
Burbank, California 91510-6459 

Tel: 818 238 3950    Fax: 818 238 3999 

Insurance Requirements for Public Works Permits 

For purposes of issuing right-of-way Permits (Excavation, Street Use, Transportation 
Encroachment, Real Estate Open House signs, Special Events, and others ) the Public Works 
Department, City of Burbank requires applicants to furnish the City evidence of public liability 
insurance, in the form of (A) Certificate of Insurance and (B) Additional Insured Endorsement, 
prepared by their insurance company/agency, with information as indicated below:

1. Companies Affording Coverage
2. Named Insured
3. Policy Number
4. Effective and Expiration Dates
5. Signature of insurance agent or representative of the company affording coverage
6. The City of Burbank, its officers, and representatives named as Additional Insured
7. Cancellation to read “Should any of the above described policies be cancelled or modified

before the expiration date thereof, the issuing company will mail 30 days written notice to
the Certificate Holder”

(A) – CERTIFICATE OF INSURANCE preferably in the Accord form (see sample) 

shall contain, among other information, the following:

a. Minimum coverage limits of:
$1,000,000 aggregate General Liability (Applicable to all Permits)

     or 
$1,000,000 combined Automobile Liability (Transportation Permit only) 

b. The CERTIFICATE HOLDER must be listed as:
City of Burbank
Public Works Department
P.O. Box 6459
Burbank, CA 91510-6459

(B) – ADDITIONAL INSURED ENDORSEMENT naming the City of Burbank as 

additional insured, in either the Form prepared by the City Attorney or the insurance 
company Standard Form CG 20 12 or CG 20 26, applicable for the issuance of Permits (see 
forms samples attached herewith) 

Both items (A) and (B) must be submitted. If either item is lacking or is not in the appropriate 
form, your liability insurance will not be on file with the City of Burbank, Public Works 
Department, and the Permit applied for will not be issued.  

Public Works Department 
ENGINEERING DIVISION 

K:\Admin\Public Works Permits & Engineering\Front Counter Permits (Master)\Insurance\Insurance.pdf



Insurance Company X
111 Alameda Ave.
Burbank, CA 91502

Company Y 
112 Alameda Ave
Burbank, CA 91502 

SAMPLE ONLY

City of Burbank
Public Works Department
ATTN: Permits
P.O. Box 6459
Burbank, CA 91510-6459



COMMERCIAL LIABILITY 1ST REPRINT 

CGL-ENDORSEMENTS JUNE 1991 

POLICY NUMBER: COMMERCIAL GENERAL LIABILITY 

THIS ENDORSEMENT CHANGES THE POLICY.  PLEASE READ IT CAREFULLY. 

ADDITIONAL INSURED 

STATE OR POLITICAL SUBDIVISIONS-PERMITS 

This endorsements modifies insurance provided under the following: 

COMMERCIAL GENERAL LIABILITY COVERAGE PART. 

SCHEDULE 

State of Political Subdivision: 

(If no entry appears above, information required to complete this endorsement will be shown in the 
Declarations as applicable to this endorsement.) 

WHO IS AN INSURED (Section II) is amended to include as an insured any state or political subdivision 
shown in the Schedule, subject to the following provisions: 

1. This insurance applies only with respect to operations performed by you or on your behalf for
which the state or political subdivision has issued a permit.

2. This insurance does not apply to:

a. “Bodily injury”, “property damage”, “personal injury”, or “advertising injury” arising out of
operations performed for the state or municipality: or

b. “Bodily injury”, or “property damage” included within the “products-completed operations
hazard”.

CG 20 12 05 09

Copyright Insurance Services Office, Inc., 1984 

V1.H.210 

ACCEPTABLE FORM 

# CG 20 12 05 09

City of Burbank 

Its Officers, Employees 

Representatives are included 

As Additional Insured(s) 

123456789

CG 20 12 11 85

SAMPLE ONLY



123456789

CG 20 26 05 09

SAMPLE ONLY



Revised: July 21, 2008 

ADDITIONAL INSURED ENDORSEMENT 
(PERMITS) 

Insurance Company: _______________________ 

This endorsement amends and modifies such insurance as is afforded by the provisions 
of Policy No. __________________ relating to the following: 

1. The City of Burbank, 150 North Third Street, Burbank, CA  91510, its officers,
employees, agents and representatives (collectively the "City") are named as
additional insureds (“additional insureds”) with regard to liability and defense of
suits with respect to operations performed by the insured or on their behalf for
which the City has issued a permit. This insurance does not apply to (a) "bodily
injury", "property damage", "personal injury" or "advertising injury" arising out of
operations performed for the City; or (b) "bodily injury" or "property damage"
included within the "products-completed operations hazard."

2. With respect to claims arising out of the operations and uses performed by or on
behalf of the named insured for which the City has issued a permit, such
insurance as is afforded by this policy is primary and is not additional to or
contributing with any other insurance carried by or for the benefit of the additional
insureds.

3. This insurance applies separately to each insured against whom claim is made or
suit is brought except with respect to the company’s limits of liability.  The
inclusion of any person or organization as an insured shall not affect any right
which such person or organization would have as a claimant if not so included.

4. With respect to the additional insureds, this insurance shall not be cancelled, or
materially reduced in coverage or limits except after thirty (30) days written notice
has been given to the City of Burbank, Public Works Department 150 North Third
St., Burbank, CA  91510.

(Completion of the following, including countersignature, is required to make this 
endorsement effective.) 

Effective ____________________, this endorsement forms a part of 

Policy No. ______________________ 

Issued to:  _______________________________________ 
Named Insured 

COUNTERSIGNED BY: _________________________________________ 

Printed Name:  __________________________ Title:  ___________________ 

Insurance Company Name: _________________________________________  




