
CITY OF VERNON
ENCROACHMENT PERMIT PROCESS 

Office Hours: 
Monday – Thursday 
7:00 AM – 5:30 PM 

Revised 06/2026 

How to Apply 

Submit your Encroachment Permit Application online through the City of Vernon Customer Self-Service Portal. 

Step 1: Visit the City of Vernon website. 

Step 2: Navigate to: How Do I? → Apply For... → Plan Check and Permit Process → City of Vernon’s Customer 
Self-Service Portal Link 

Step 3: Select “Encroachment – Regular” and complete the application. 

If you do not already have an account, you will need to create one. The portal will allow you to track the 
permit status, pay fees online, and submit future applications.  

Required Documents 

Please upload all of the following documents with your application: 

1. Construction Plans - Provide detailed plans that include the scope of work, drawings, and/or location map

2. Traffic Control Plans - Submit detailed traffic control drawings. (may reference: WATCHBOOK – Work Area
Traffic Control Handbook)

3. Insurance Documents - Submit a complete insurance packet meeting the City's requirements. (See Page 3:
Standard Insurance Requirement)

4. City Business License - Provide a copy of the City Business License for the contractor performing the work.

5. Contractor State License - Provide a copy of the contractor's State License. (Class A or Specialty Trade
according to proposed work)

6. Stormwater Acknowledgment Form - All contractors must complete and submit the Stormwater
Acknowledgment Form located on Page 2. This form confirms compliance with applicable stormwater
regulations.

Important 

• Incomplete applications may delay processing. To expedite review, upload all required documents through
the online portal when submitting your application.

• A pre-construction meeting is required after issuance, before any work begins.
• To schedule a pre-construction meeting, contact the staff listed below by phone or email.
• Inspection requests must be submitted at least 24–48 hours in advance.
• Permit fees are established by the City's General Fee Schedule, available on the City website under:

Government → Finance/Treasury → General Fee Schedule

Need Assistance? 
Hannia Contreras 

Administrative Assistant 
(323) 826-3623 ext. 818

hcontreras@cityofvernonca.gov 

Carlos Velazquez 
Assistant Engineer 
(323) 826-3623 ext. 526

cvelazquez@cityofvernonca.gov
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Please refer to the insurance requirements listed below. We suggest that you provide your 
insurance broker/agent with a copy of these requirements and request that they provide 
Certificates of Insurance complete with copies of all the required endorsements.  

1. Certificate of Insurance for Automobile Liability with coverage as indicated:
$1,000,000 combined single limit including owned, hired, and non-owned liability 
coverage. 

2. Certificate of Insurance for Workers Compensation with coverage as indicated:
$1,000,000 per accident; or 

  Provide a “waiver” form certifying that no employees subject to the Labor Code’s Workers’ 
Compensation provision will be used in performance of Contract; or  
Provide a copy of permissive self-insurance certificate approved by the State of California.  

3. Certificate of Insurance for General Liability with coverage as indicated:
Minimum limits of at least $1,000,000 per occurrence and $2,000,000 aggregate written  
on an Insurance Services Office (ISO) Comprehensive General Liability “occurrence” form or 
its equivalent for coverage on an occurrence basis. Premises/Operations and Personal Injury 
coverage is required.  

4. Certificate of Insurance for Professional Errors/Omissions with coverage as
indicated:  
$1,000,000 combined single limits. 

5. Additional Insured Endorsement:
  Endorsement must include reference to the Policy Number and the Insured as they 

appear on the Certificate. Blanket endorsements are also acceptable.  
The City of Vernon, its director, commissioners, officers, employees, agents and 
volunteers must be endorsed on the policy as additional insureds as respects liability 
arising out of the Contractor’s performance. 

*If  employing  other  contractors  as  part  of  the  services  rendered,  Contractor’s  Protective  Coverage  is
required.  All  subcontractors  may  be  included  as  insured  under  Contractors  own  policy  or  the  Contractor  shall 
furnish  proof  of  separate  insurance  for  each  subcontractor,  meeting  the  requirements  set  forth  herein. 

CERTIFICATE HOLDER MUST BE LISTED ON CERTIFICATE AS: 

City of Vernon  
Risk Management  
4305 Santa Fe Avenue 
Vernon, CA 90058  

Exclusively Industrial 

STANDARD INSURANCE REQUIREMENTS
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INSURANCE SCHEDULE (CONTRACTOR)

The contractor shall provide proof of insurance, including a standard certificate of insurance, in 
at least the following amounts and coverage (combined single limit permitted):

1. Coverage and Limits
Bodily Injury Property Damage

Hazards Each Person Each Accident  Each Accident
Automobile Liability
Owned Automobiles $1,000,000 $1,000,000 $1,000,000 
Hired Automobiles $1,000,000 $1,000,000 $1,000,000 
Non-Owned

Automobiles $1,000,000 $1,000,000 $1,000,000 

Workers’ Compensation $ Statutory 

Employers’ Liability $1,000,000 per employer 

II. Liability
Premises Operations $1,000,000 $2,000,000 $1,000,000 
Elevators

(if applicable) $1,000,000 $2,000,000 $1,000,000 
Independent
     Contractors  $1,000,000 $2,000,000 $1,000,000 
Products - Completed
     Operations $1,000,000 $2,000,000 $1,000,000 
Contractual Liability $1,000,000 $2,000,000 $1,000,000 

Umbrella Liability $2,000,000 $2,000,000 $2,000,000 

a. The general liability policy shall contain the following special endorsements which shall
be noted on or attached to the standard certificate of insurance:
1. An endorsement naming the City of Vernon, its officers, and employees as

insureds under the policy.
2. An endorsement providing the City of Vernon thirty (30) days notice of

cancellation or material reduction of coverage.
3. An endorsement providing coverage for all operations under the City of Vernon

permit and specifying the activities covered.
4. Such other endorsement as may be required by addendum hereto.
5. A copy of your general and umbrella insurance policy declarations page.
6. Copy of schedule of forms of endorsements.

NOTE: Contact City of Vernon, Risk Management at (323) 583-8811 with any questions. 
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City of Vernon, its director, commissioners, officers, employees, agents and 
volunteers

INSURANCE ENDORSEMENT 
M
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The City of Vernon, its directors 
commissioners, officers, employees, 
agents and volunteers. 
4305 S Santa Fe Avenue  
Vernon, CA 90058 

INSURANCE ENDORSEMENT
SAMPLE
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