
 
 

City of Pasadena 

LICENSE AGREEMENT PROCESS 
 
A license agreement with the City is required for the installation of any private improvements within 
the public right-of-way.  The improvements include, but not limited to, soldier beams, tie-backs, 
utility conduits, planters, and decorative sidewalk or driveway.  The license agreement application 
for any private improvement shall be submitted to the Department of Public Works for review and 
shall be approved by the City prior to the construction of the private improvement.  An executed 
license agreement will allow the applicant to install and maintain the private improvements within 
the public right-of-way with conditions.  
 
The purpose of recording a license agreement with the Los Angeles County Clerk’s Office is to 
provide notice to successor owners of the underlying property and to subsequent owners of the 
private improvements.  It insures that any subsequent owner(s) are subject to the obligations 
recited in the license agreement.  It protects the City, the applicant, and any subsequent owner(s), 
as well as the fee title owner of the property on which the license is granted.   
 
All license agreements 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. 
 
1. Applicant shall submit the following: 

 
a. A request in writing for a license agreement stating the improvements to be installed in 

the public right-of-way and why it is necessary to encroach in the public right-of-way  

b. A non-refundable application fee and a processing flat fee; both are based on the City’s 
current General Fee Schedule. 

c. A title report insuring that the applicant, or the City of Pasadena, has underlying fee title 
to the public right-of-way where the improvements will be placed.  Grant deed is not 
sufficient.  A license agreement can only be granted to the person(s) who has underlying 
fee title to the license area; 

d. A legal description of the license area prepared by a licensed Land Surveyor.  GPS 
locations of the license area may be used in lieu of a legal description, per approval by 
the City Engineer, and on a case by case basis 

e. A plan, and cross-section if applicable, indicating the proposed license agreement area 
showing the encroachment in the public right-of-way, utilities in the area of the 
encroachment, etc. 

f. In the case of temporary tie-backs and/or shoring, a shoring plan prepared, signed, and 
stamped by a licensed civil engineer.  

g. Insurance documents, see requirements below: 
 

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/


 
 

3. The Department of Public Works will forward the drawing and cross section to utilities and 
other agencies for comments.  The comment period will be three weeks. 

 
4. A license agreement for temporary shoring or tiebacks requires an indemnity bond in order 

to guarantee that shoring and tie-backs are free from defect due to faulty material, 
workmanship and failure.  Upon review of the license agreement exhibits, an indemnity 
bond estimate will be prepared and forwarded to the applicant.  The estimated amount is 
equivalent to the cost of reconstructing the public right of way, including all affected utilities, 
public facilities, and infrastructures, based on the plane of failure at a 45-degree angle from 
the lowest point of excavation.  The indemnity bond shall be submitted to the City prior to 
the execution of the agreement and the issuance of any building or demolition permits. 

 
5. All steel rods in every tie-back unit shall be relieved of all tension and stresses, and any 

portion of soldier beams and any portion of the tie-backs be removed entirely from the 
public right-of-way as directed.   A monthly monitoring report stamped and certified by a 
licensed surveyor shall be submitted to indicate that the deflection from any piles or soldier 
beams does not exceed one inch.  Upon completion of construction, the developer or his 
contractor shall remove all tie-back rods within the public right-of-way.  The removal shall 
be documented by a report certified by a licensed deputy inspector.  The report shall be 
submitted to the City for review and approval.  The applicant will be charged a penalty of 
$7,000 for each tie-back rod not removed from the public right-of-way.  For temporary tie-
backs or shoring, the maximum width of the license area fronting the development 
frontage(s) shall only extend to the centerline of the public right-of-way. 
 

6. At the end of the comment period, if there is no objection from the other utility agencies, a 
draft agreement will be prepared by the City and will be forwarded to the applicant for 
review and approval.   
 

7. If the Licensee is a corporation or a limited liability company (LLC), proof of the authorized 
signatory legally binding on the entity is required.  For LLC, the City requires a complete 
signed Operating Agreement showing the signatory by name and title authorized to sign 
and bind the LLC to contracts. For a corporation, the City requires a complete corporate 
resolution of the board of directors authorizing a President or a Vice President and a 
corporate secretary to sign contracts/agreements on behalf of the corporation.  In addition, 
the applicant shall also provide proof that a corporation or LLC is “active” on files with the 
California Secretary of State, such as a printout from the state website at: 
https://bizfileonline.sos.ca.gov/search/business 
 
 

8. Once the agreement is approved and signed by both parties and the insurance and 
indemnity bond are submitted, staff will route the signed and notarized documents to other 
City’s departments, and recommend the proposed license agreement to the City Manager 
for final approval, execution, and recordation.  
 

https://bizfileonline.sos.ca.gov/search/business


9. 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. 
 
 
 

 



 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 



 


