
 
 
 
 

All work within the public right-of-way requires separate permit(s) issued by the Department of 
Public Works.  Public property generally includes roadway, sidewalk, parkway, drive 
approach, curb, gutter, and in some cases, public easements granted to the City of Pasadena 
within private property.  
 
All permittees are required to create an online account via the Self Service Portal in order to 
submit payments, view their permit status, and print the permit once issued. 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.  
 
There are two (2) basic requirements to apply for most Public Works Occupancy permits: 
 

1. Pre-Inspection Appointment: The applicant(s) shall schedule an appointment for pre-
inspection online at https://egov1.cityofpasadena.net/apps/pwappt/. A Public Works 
inspector will conduct a field meeting with the applicant(s) or their representative(s) to 
evaluate the proposed work and to discuss any necessary public safety and/or traffic 
related issues. 

 

2. Insurance:  After the pre-inspection, the applicant shall provide current insurance 
information.  Permit will be issued to the insurance holder.  In addition to insurance for 
general liability, automobile, and workers compensation, the “City of Pasadena” shall be 
included as an additional insured on a separate endorsement page, as well as the waiver 
of subrogation page. For complete insurance requirements, please visit the City website 
at: https://www.cityofpasadena.net/public-works/engineering-and-construction/public-
works-permitting/. The turn-around review time for insurance is five (5) days. Please email 
all documents to pw-permits@cityofpasadena.net and include the permit job location and 
description of work.  

 

Contractor’s License:  A third requirement for all permittees performing construction in the 
public right-of-way is to provide proof of a valid contractor’s license. The license class 
required shall correspond to the specific type of work to be permitted:  

- Asphalt/Earthwork/Potholing A; C-12 
- Concrete    A; C-8 
- Drainage/Sewer/Storm drain  A; C-34; C-36; C-42 
- Electrical     A; C-10 
- Gas/Water (from meter to PL)  A; C-34; C-36  
- Temporary drive approach   A; B; C-12  
- Tree protection fencing   A; B; C-13 

 
A permit will be issued upon meeting all the above requirements.  All permits will be charged 
a non-refundable administrative processing fee and other applicable fees, based on the City’s 
General Fee Schedule. Upon receipt of payment, permits will be issued within two (2) 
business days.  Please pre-plan and schedule your activities accordingly.  
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