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PUBLIC WORKS DEPARTMENT 

ENGINEERING DIVISION 
701 Laurel Street 

Menlo Park, CA 94025 
phone: (650) 330-6702 

VACATION (ABANDONMENT) APPLICATION & AGREEMENT TO PAY FEES 

Please type or clearly print information in ink. Please provide all three project contacts (OK to note “Same as #” if one person 
serves multiple roles), and ensure that both Signature sections are filled out. 

 

NAME OF PROJECT 

PROJECT ADDRESS/LOCATION APN (ASSESSOR’S PARCEL NUMBER) 

1) PROJECT REPRESENTATIVE LEGAL NAME (primary 

day-to-day contact) 

MAILING ADDRESS 

EMAIL PHONE  

Check one:   Property Owner    Lessee    Agent of Owner    Other: 

2) OWNER LEGAL NAME (person who acknowledges 

project cost liability and rights to application materials) 

MAILING ADDRESS 

EMAIL PHONE  

Check one:   Property Owner    Lessee    Agent of Owner    Other: 

I (We) hereby agree to pay all personnel and related direct and indirect costs for the review and processing of application(s) 
for the subject project, at such time as requested by the Public Works Director. Direct costs include, but are not limited to, 
review of project application(s) for completeness by all applicable City Departments; telephone or written communication with 
applicant/property owner/architect, engineer, neighbors, interested parties, etc.; preparation of staff reports; and attendance 
by staff at public hearings. 

Deposits paid at the time of application are estimates of the minimum amount of staff time required to process an application. 
The City will send periodic invoices for the amount in excess of the deposit. Payments are due and payable within 30 days of 
the invoice. Failure to pay in a timely manner will result in the City stopping all work on the project. The applicant and the 
property owner will be responsible for the amount due. Unpaid accounts submitted for outside collection will be assessed a 
collection fee recovery charge of 25% to cover attorney’s fees and costs of collection. 

Furthermore, I (we) hereby agree to hold the City harmless from all costs and expenses, including attorney’s fees, incurred by 
the City, including but not limited to, all cost in the City’s defense of its actions in any proceeding brought in any State or 
Federal Court challenging the City’s actions with respect to my (our) project. 

I (we) hereby certify that the information stated on forms, plans, and other materials submitted herewith in support of the 
application is true and correct to the best of my (our) knowledge. It is my (our) responsibility to inform the City of Menlo Park, 
through the assigned project planner, of any changes to information represented in these submittals. I (we) either own the 
architectural copyright for the project plans or have obtained the architect/designer’s consent, and hereby authorize the City to 
post project plans and other application materials on the City web site and transmit them electronically to interested parties. 

 

Date:  Signature*: Printed Name:   
*Photocopies or facsimiles not acceptable 
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3) ENGINEER/SURVEYOR MAILING 
ADDRESS 

EMAIL PHONE  

This submittal complies with all applicable provisions of the City Code and the Government Code. 
 

Date:  Signature*: Printed Name: 
  
*Photocopies or facsimiles not acceptable   

 
 



 

 

 
 
 

 
PROCEDURE FOR 

Engineering Division 
701 Laurel Street 

Menlo Park, CA 94025 
Phone: (650) 330-6740 

VACATION OF PUBLIC STREETS AND EASEMENTS 
 

A. Definition and Authority 
1. Public Easement: means any private land designated for the 

maintenance, construction, or access of public infrastructure. Public 
Easements are dedicated to, and accepted by, the City, which shall be 
continuing and irrevocable unless formally vacated by the City. 

 
2. Public Right of Way (ROW): means any public land that establishes City 

ownership over streets, sidewalks, and utilities. The ROW limit is also 
typically the property line for abutting private properties unless otherwise 
defined by a public easement. 

 
3. Vacation: Section 8309 of the Streets and Highway Code defines 

VACATION as “The complete or partial abandonment or termination 
of the public right to use a street, highway, or public service 
easement.” 

 
B. Categories of Street Vacation Process 

The street vacation process can be separated into two categories, STANDARD 
and SUMMARY. Each process is specified by the Government Code, State of 
California, Streets & Highways Code, Section 8300. 

 
1. Standard: The standard process requires approximately 12 weeks or 

more between the acceptance of the vacation application/vacation binder 
(refer to sample binder below) and the final City Council hearing to 
approve, or disapprove of the vacation. After approval, the street or 
easement may then be deemed vacated upon the recordation of the City 
Council resolution. If the City holds a fee interest in the property under 
the street or easement vacated, then it may take several months to 
negotiate the sale of the property. 

 
2. Summary: Per the State of California Streets and Highways Code, 

Section 8300, If the vacation affects a street or highway, the following 
circumstances would qualify for a summary vacation: 

a. The street or highway has been superseded by relocation, and the 
vacation would not terminate all access to another person’s 
property, or terminate a public service easement; OR 

b. For a period of five (5) consecutive years, the street or highway 
has been impassable for vehicular travel, and no public money 
was expended for maintenance purposes during the same period; 
OR 

c. The street or highway is excess right-of-way and is not required 
for street or highway purposes; OR 
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d. The portion of a street or highway to be vacated lies within 
property under one (1) ownership and does not continue through 
such ownership, or end touching property of another. 

If the vacation would affect a public service easement, the following 
circumstances would qualify for summary vacation: 

a. The easement has not been used for its dedicated purpose for five 
(5) consecutive years immediately preceding the proposed 
vacation; OR 

b. The date of dedication or acquisition is less than five (5) years, but 
more than one (1) year, immediately preceding the proposed 
vacation, and the easement was not used continuously since that 
date; OR 

c. The easement has been superseded by relocation, and there are 
no public facilities located within the easement. 
 

3. The summary vacation process requires approximately 10 weeks or 
more between the acceptance of the vacation application/vacation binder 
and the final City Council hearing deciding the approval of the vacation. 

The street or easement may then be deemed vacated upon the 
recordation of the City Council resolution. If the City holds a fee interest 
in the property under the street or easement vacated, then it may take 

several months to negotiate the sale of the property. 
 
 

 
C. Procedures for Standard Vacation 

1. Formal Application to 
Engineering Division The 
applicant shall submit the 
following: 

 
a. Written request for abandonment describing the street/easement 

proposed to be vacated and the intended use of the area should 
the abandonment be approved. 

b. Plat map (8½” x 11”) and Legal Description signed and stamped 

by a licensed surveyor. 
c.  
d. Closure calculations with areas clearly identified. 
e.  
f. Site plan (if applicable) of the public ROW or easement vacation 

which shall include: 
• Plan size: 24” x 36”, Drawn in CAD 
• Accurately scaled using engineer’s scale, showing scale 
• North arrow 
• Assessor’s parcel numbers and addresses 
• Names of property owners for all parcels involved 
• Existing property lines in solid lines 
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• Proposed property line in dashed lines 
• Existing and proposed lot area (use sf if less than 1 acre), 
• Location of existing structures and driveways 
• Location of potential building sites and driveways 
• Grading and drainage (if applicable) 
• Location of existing water, sewer, gas, electricity, storm 

drainage, etc. 
• Location of any significant natural land forms, features and 

vegetation 
• Location of any existing or proposed easements 
• Plan preparer’s name, address, telephone number and 

email 
 

g. Recent Title Report, no more than two months old. 
 

h. Copies of the vesting documents for both lots that are affected 
showing who has title to the existing properties (e.g., Grant Deed, 
Deed of Trust). 
 

i. Letters of “No Objection” from all Utility companies that may have 

some interest in the street or easement to be vacated.  The 
letters must be signed by the utility company and indicate their 
approval of the vacation (see attached examples) 

 
 

j. Fees per current City fee schedule: 
https://menlopark.gov/Government/Departments/Administrative-
Services/Finance/Master-Fee-Schedule 

2. Staff Review 
If the submittal is complete, the Engineering Division will accept the application 
package. Incomplete submittals will not be accepted.  
 

 
3. City Council – 1st Meeting 

Upon completion of review, Staff will prepare a staff report recommending the 
City Council adopt a Resolution of Intention to Vacate the ROW and/or 
easement, setting a date for the Public Hearing and referring it to the Planning 
Commission. The date of the Public Hearing shall be at least 15 days from the 
date of the 1st Council meeting. 
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4. Planning Commission Meeting 

The Planning Commission considers the proposed abandonment. The Planning 
Commission’s recommendation and any input received from the utilities and/or 
affected parties is submitted to the City Council at the Public Hearing. 

 
5. City Council – 2nd Meeting (Public Hearing) 

a. Publishing Notice: The Notice of Adoption of Resolution of Intention and the 
date of the Public Hearing is published twice in a local newspaper in 
accordance with the requirements of the Streets & Highways code. 

 
b. At least 10 days prior to the Public Hearing: 

The Engineering Division shall prepare a Notice of Proposed Abandonment 
(Notice) to be approved by the City Clerk and advertised per the following: 

 
• Mailing: 

The Notice shall be mailed or emailed to applicable agencies and personnel 
including affected jurisdictions and utility agencies. 

 
• Posting: 

The Notice shall be posted conspicuously along the street and/or easement 
to be vacated. The postings shall be no more than 300 feet apart at a 
minimum of three locations. An ‘affidavit of posting’ shall be filed with the 
City Clerk by the Engineering Division subsequent to completion of this 
procedure.  

 
c. At the conclusion of the Public Hearing, the City Council makes its decision 

whether to approve the Abandonment. If the Council approves the 
Abandonment, a Resolution ordering the vacation of public streets and/or 
easements will be adopted. 

 
6. Recordation 

a. Staff shall provide the following documents to be recorded by the Applicant: 
• Wet signed Plat and Legal 
• Signed Resolution Ordering the Vacation 

 
b. If applicable, the Record of Survey shall be reviewed, approved and recorded by 

the San Mateo County Surveyor. 
 

c. The Applicant will then record the documents with the San Mateo County 
Recorder. Conformed copies must be return to the Engineering Division by the 
Applicant. Upon successful recordation, the title of the land reverts to the 
respective Owner(s) identified as the fee title owner(s) in the Title Report, 
subject to any restrictions. 
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D. Procedures for Summary Vacation 

Summary vacations require Planning Commission review, followed by City Council 
approval.  
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APPROVAL OF VACATION BY UTILITY COMPANIES 

 
Prior to applying for a street or easement vacation, you must check with all of the utility companies 
that may have an interest in the street or easement proposed for vacation. 

 
Below is a list of contacts for the different utility companies operating in Menlo Park. To expedite 
their review of your proposal, you should send each of them a copy of the plat map showing the 
area proposed for vacation, a letter requesting their review, and a pre-typed letter addressed to the 
City of Menlo Park that they can use for indicating their response to the proposed vacation. 
Examples of the letters can be provided upon request. 

 
Your application will not be accepted until you have a positive response from each of the affected 
utility companies. 

 
Utility Company Contacts: 

 
AT&T California 

 Attn: Mr. FranciscoBorceguin 

870 N. McCarthy Blvd., Suite 100 
Milpitas, CA 95035 

 

Comcast California Region 
Attn: Mr. Derek Nippe 860 
Stanton Rd, Burlingame, CA 
94010 

 

City of East Palo Alto 
Attn: Mr. Kamal Fallaha 
1960 Tate Street 
East Palo Alto, CA 94303 

 
Menlo Park Municipal Water District 
Attn: Mrs. Pam Lowe 
701 Laurel St. 
Menlo Park, CA 94025 

 

Pacific Gas and Electric 
Attn: Mr. Kevin Wun 
Land Surveying and Engineering Support 
111 Almaden Boulevard, Rm. 814 
San Jose, CA 95113 

 

West Bay Sanitary District 
Attn: Mr. Fariborz Heydari 
500 Laurel Street 
Menlo Park, CA 94025-3486 



 

SAMPLE LETTER TO UTILITY COMPANY 
Bold indicates information specific to your request 

 

 
 

Utility Company Name & Address 
 
 
 

Date 
 
 
 

SUBJECT: REQUEST FOR UTILITY APPROVAL OF THE VACATION OF: 
Description of Street or Easement proposed for vacation. 

 

Dear Contact Name: 
 

As the property owner, developer or owner’s agent of the property located at property 
location I/We are applying to the City of Menlo Park for the vacation of the Description 
of Street or Easement proposed for vacation adjacent to or across our property. 
One of the requirements of the City’s application is the consent of your company to 
vacate, or vacate with the retention of an easement which meets your requirements. 

 
Attached for your convenience are copies of the following: (check applicable boxes) 

 
 Assessor’s Parcel Map for APN Assessor Parcel Number 

 
 Final Map of Tract Number Tract Number 

 
 Plat of the property showing the easement / right-of-way to be vacated 

 
 Property description and/or description of the easement 

 
 Explanation of the proposed disposition of the easement or right-of-way, and an 

anticipated date by which I need the information. 
 

If you have any questions regarding this request, please contact me at phone number. 
 
 
 
 
 

Name 
Address 



 

SAMPLE LETTER APPLICANT PREPARES FOR UTILITY COMPANY’S 
USE IN RESPONDING 
Bold indicates information specific to your request  

 

 

ENDORSEMENT APPROVAL 
 
 

 
Director of Public Works 
City of Menlo Park 
701 Laurel Street 
Menlo Park, CA 95035 
 

Dear Director of Public Works:   

SUBJECT: VACATION OF: Description of Street or Easement proposed for 
vacation. 

 

Utility Company Name has reviewed the attached application for the vacation of 
Description of Street or Easement proposed for vacation and has the following 
response: 

 
 No objection to the vacation 

 
 No objection to the vacation, but with the following reservation:   

 
 

 

 Objects to the proposed vacation for the following reasons:   
 

 

 

 A plat map is attached for your information. 
 
 
 
 
Utility Contact Name 
Utility Company Name 
Utility Company Address 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

Sample Binder 
 
 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 

 


