
 
City of Thousand Oaks 

 
                                                     PUBLIC WORKS DEPARTMENT 

 

 
NEWSRACK PERMIT PROCEDURES 

 
 
Required of Applicant/Company: 
 

• Completed encroachment permit form. 
• Attachment sheet listing locations for each permit.  Locations should be 

identified by the nearest address or major intersection.  Please group 
newsracks within close geographic proximity together on the list. 

• City map with a colored dot indicating each rack location. 
• Copy of liability insurance certificate (minimum coverage requirements - 

250,000 individual and $500,000 aggregate). 
• Separate endorsement sheets naming the City as additionally insured and for 

business auto.  See attached for correct forms. 
• Check for fee of $105.00 for each group of ten racks or fraction thereof. 

 
Process  
 
Review the attached sample Encroachment Permit.  Following the example, complete 
the upper portion of the permit and sign.  
 
Submit permit, list, map, insurance and fee to Public Works Department.  The applicant 
will be issued an encroachment permit, along with a sticker for each newsrack.  The 
stickers must be affixed to the newsracks in a conspicuous, easily visible location in 
front of the newsrack. 
 
 
NOTE:   
All permits expire on March 31 of each year, regardless of their issuance date. 
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Instructions for Completing Encroachment Permit Application 
 
 

 
1. Permit No. & Date 

Completed by Public Works staff. 
 

2. Permittee Block 
Enter name of periodical or parent company. 

 
3. Contractor Block 

Enter contractor’s or distributor’s name and contact information. 
 

4. Streets and/or Public Places Used 
Enter “Various locations - see attached list.” 

 
5. Purpose 

Enter “Annual permit for ____ (quantity) newsracks.” 
 

6. No. Days 
Leave blank, but enter “March 31, 20__” for expiration date. 



 
 

ENCROACHMENT PERMIT 
City of Thousand Oaks 
Public Works Department 
2100 Thousand Oaks Boulevard 
Thousand Oaks, CA 91362-2903 
(805) 449-2400 FAX (805) 449-2475 

 

 
Permit #: _____________________ 
Date: ________________________ 
Project #: _____________________ 

Please read carefully:  Permittee must comply with all City regulations and standards, including the Conditions on the 
reverse side of this form and attachments, if any.  Permittee must notify the City 24 hours before work is to start.  
Permittee is responsible for any damage within the City right-of-way. 

Permittee:   
Address:   
City:      Zip     
Phone:   

Contractor:   
Address:   
City:   Zip:  
Phone:   

    
Signature of Permittee  Print Permittee’s Name 

Streets and/or public places used:     
        
  
Purpose (plans attached):  
  

# of days: ___________ Beginning date________________________ Expiration Date March 31, 20___ 

If checked or listed, the following are Conditions of this permit (in addition to those on the reverse): 
� Specifications attached � Notification to area businesses � Traffic Control Plan attached 
� Road Standards Plate F-4 � Road Standards Plate F-8 � Additional conditions (as follows): 
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� Driveway approach 
� Trenching 

OFFICE USE ONLY 
� Weekend signs 
� Curb & gutter or sidewalk 

 
� Street Improvements 
� Other 

Fees: 
Permit: $    
Inspection: $     
Plan Check: $    
 $     
Total Fees: $     

Certificate of Insurance: ALWAYS 
NEEDED 
�  On file   �  Attached 
�  Not required 
Receipts: 
#  $    
#  $    

Security Deposit: 
$     
Receipt #    
PW #    
Additional Inspection  
Fees: Hours   

Inspection Remarks: 
 

 

Office of the City Engineer:     Completed: 
 
               
Issued by    Date   Inspector   Date 
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POLICY NUMBER:         BUSINESS 
AUTO 



 
 
 

THIS ENDORSEMENT CHANGES THE POLICY.  PLEASE READ IT CAREFULLY 
 

ADDITIONAL INSURED 
 

This endorsement modifies insurance provided under the following: 
 

BUSINESS AUTO COVERAGE FORM 
 

It is agreed that the “who is an Insured” provision is amended to include as an insured 
the person or organization designated below as an additional insured, subject to the 
following provisions: 
 
(1) This insurance applies only with respect to any liability arising out of the 

operation of covered autos on the additional insured’s premises described below; 
 
(2) The Named Insured is authorized to act for such additional insured in all matters 

pertaining to this insurance, including receipt of notice of cancellation; 
 
(3) Return premium, if any, shall be paid to the Name Insured; 
 
(4) Nothing contained herein shall affect any right of recovery as a claimant which 

the additional insured would have if not designated as such. 
 
 
City of Thousand Oaks 
Public Works Department 
2100 Thousand Oaks Boulevard 
Thousand Oaks, CA 91362-2903 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
POLICY NUMBER:       COMMERCIAL GENERAL 
LIABILITY 
 
 

THIS ENDORSEMENT MODIFIES INSURANCE PROVIDED UNDER THE 
FOLLOWING: 

 
ADDITIONAL INSURED - OWNERS, LESSEES OR 

CONTRACTORS (Form B) 
 

This endorsement modifies insurance provided under the following: 
 

COMMERCIAL GENERAL LIABILITY COVERAGE 
PART 

 
 

SCHEDULE 
 

 
Name of Person or Organization: 
 
City of Thousand Oaks 
Public Works Department 
2100 Thousand Oaks Boulevard 
Thousand Oaks, CA 91362-2903 
 
(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 the person or 
organization shown in the Schedule, but only with respect to liability arising out of “your 
work” for that insured by or for you.  
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