
 

 

 
 

City of Pasadena 

PUBLIC EASEMENT PROCESS 
 
A public easement granted to the City is required for the installation and maintenance of public 
facilities within private property.  The purposes of the easements granted include, but are not limited 
to, streets, sidewalks, alleys, sewer facilities, storm drain facilities, or other public utilities.  All 
easements shall be submitted to the Department of Public Works for review and shall be fully 
executed prior to the construction of any facilities under a permit. Easements granted by property 
owners must be accepted by the City and recorded with the Los Angeles County Clerk’s Office.   
 
All easement packages are processed online via the Self Service Portal which allows applicants to 
upload documents, submit payments, track the status, and view and print all the associated 
documents. New users please use Google Chrome to access the link to register and create an 
account at the following link: http://www.cityofpasadena.net/mypermits and follow the Registration 
Guide. 
 
Go to the “Apply” tab and select “Plans” module. 

 
Select “Public Works Drawing – Easement”: 

 
 
1. Applicant shall submit the following: 

a. Proof of ownership of the property granting the easement in the form of a Grant Deed.  
b. A set of legal description (as Exhibit A) and plat (as Exhibit B) for the easement prepared, 

stamped, and signed by a California licensed surveyor.  
c. A non-refundable processing fee per the City’s current General Fee Schedule.  

2. Upon review and approval of the exhibits, this office will prepare a draft grant deed for the 
applicant’s review and signature.   

3. The signed and notarized deed along with the approved stamped and signed exhibits, will be 
routed for signatures and acceptance by the City. 

4. The executed document will be recorded with the County by this office, with a recorded copy 
sent to the applicant. Please see the attached sample pages for a completed package. 

http://www.cityofpasadena.net/mypermits
https://www.cityofpasadena.net/planning/permit-center/permit-center-online/
https://www.cityofpasadena.net/planning/permit-center/permit-center-online/


 

 

 
 
 
 



 

 

 
 

 

 



 

 

  
 

 

 

 

 

 



 

 

 
 
 
 



 

 

 
 
 


