Town of Sun Prairie
Driveway Permits
Standard Operating Procedure

A.

Purpose

To provide a standard procedure for issuing driveway access permits to town roads.

To provide inspection of the construction of driveway in order that the specifications of “Town
Driveway Permit and Specifications Ordinance’ are met.

This process outlines the responsibilities of the applicant/owner and town personnel.

Attached is a copy of the Town Driveway Permit and Specifications Ordinance.

Outline of Process

1

11.

12.

13.

14.

Town Road Access — Applicant/owner indicates to Town Business Office or Town Patrolman
personnel that they would like access to land from town road. The applicant/owner is given a
copy of:

1) Standard Operating Procedure
2) A copy of the Town Driveway Permit and Specifications Ordinance.

Applicant/owner is asked to prepare a site plan and stake out the area where they would like
the access. The prepared site plan is returned to the Town Business Office. Town Business
Office notifies Town Patrolman that the applicant is ready for site review. Provide map and
other information as needed.

Payment of $3,200.00 (2 checks: $3,000 & $200) is made out to the Town of Sun Prairie and
delivered to Town Business Office. Payment must be made before driveway permit is issued.

Inspection of the site is made by the Town Patrolman to determine if the site is appropriate for
an access and to determine the size of culvert needed.

The Town Business Office or Town Patrolman will notify the applicant/owner of the culvert
and site requirements.

The Driveway Permit form is signed and issued by Town Personnel. This signature allows the
applicant/owner to apply to for a zoning permit.

Installation of the culvert and the driveway may proceed.

The applicant/owner is to notify the Town Business Office when the installation of the culvert
and the driveway are complete and the landscaping is complete.

The Town Patrolman will make a final inspection of the site.

. The Driveway Permit form requires the Town Patrolman’s signature indicating that the culvert

and driveway are installed according to ordinance specifications. This signature allows the
applicant/owner to apply for a building permit.

All construction equipment is to access the lot from the driveway. The applicant/owner is
responsible for any potential damage to the town road caused by any construction equipment.

When the project is complete the applicant/owner or contractor shall contact the Town
Business Office for final inspection.

If there is no damage to the Town Road, $3,000 of the escrowed money will be returned to the
applicant/owner; in the estimation of the Town Patrolman. Applicant/owner should notify the
Town Business Office when the building and landscaping is complete. If there is damage to
the road, the road will be fixed and the cost will be deducted from the $3,000 escrow.

No comstruction materials are allowed in the public roadway. Dumping of landscaping
materials (mulch, stone, topsoil, etc.) on the road will cancel the return of the §3,000 escrow.

The remainder, $200.00 is retained by the Town for administrative fees in the issuance and
inspection process. ’
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1. State or County Road Access — Applicant/owner indicates to Town Business Olffice or Town
Patrolman that they have access to a state or county road and will be constructing a driveway.

2. Applicant/owner is to contact county or state for specifications of creating a driveway.

3. Field Access off of a State or County Road is obtained from the State or County.

Date written: February 12, 2001
Amended: May 12, 2003
Amended: April 9, 2014
Amended: April 16,2015
Amended: March 13, 2017
Amended: November 12,2018
Amended: July 27,2026
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A site plan would be greatly appreciated.
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Attach map of parcel with the driveway marked on map.
See example above.

The above map & parcel were made from AccessDane/DCi map. There are tools to help you draw
& measure.
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Driveway Permit Fee: $200.00

Town of Sun Prairie Road Damage Escrow: $3,000.

5556 Twin Lane Road
Marshall, WI 53559 Location:

1/4 of 1/4, Sec.

Application to Permit to Construct a Driveway
(Access from private property to a town road)

REQUEST BY APPLICANT/OWNER

Name

Address

Office phone Local phone: Fax:

Plans Prepared by Copy Enclosed Yes No

Location of Proposed North, South, East, West Side of Road
Access:

Section # Feet/Miles from

The applicant/owner understands and agrees that the permitted work shall comply with all permit provisions and
conditions listed on the reverse side hereof, any special provisions listed below or attached hereof, and any and all
plans, details or notes attached hereto and made a part thereof.

By Title
Signature of Applicant/owner
Date

Permit Conditions: Completed by Town Patrolman

e  Width of driveway

e  Center of driveway from property line:

e Drainage Culvert Needed No Drainage Culvert Needed

Size: Length: feet
Diameter inches

All Culverts are to have ends

All construction equipment must use this entrance to access lot. All Culverts must have ends
(wings). Culverts are to be completely installed prior to final inspection and approval by Town
Patrolman.

Other
Requirements:

No construction materials are allowed in the public roadway. Dumping of landscaping
materials (mulch, stone, topsoil, etc.) on the road will cancel the return of the $3,000 escrow.

The Town requires the Owner and Contractor(s) initial that they have read and understand
these terms.

Owner Contractor(s)

Estimated Starting Date Estimated Completion Date
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Notify the Town Business Office at 608-837-6688 when project is completed and landscaping is finished.

Permit Approval by Permitting Authority

The foregoing application is hereby approved and permit issued by the Permitting Authority subject to full
compliance by the Applicant/Owner with all provisions and conditions stated herein and all attachments hereto.

Federal Aid has been, or is being, used on this highway; current State of Wisconsin policy for accommodation
of utilities on highway rights-of-way applies.

$3,200.00 Permit fee applies (escrow $3,000.00 for road damage that may occur; returnable to
Applicant/Owner if no damages occur); ($200.00 for the administration costs; non returnable) The Town
requires the Owner and Contractor(s) initial that they have read and understand these terms.

Owner Contractor(s)

Other Special Provisions:

1.
Signature of Authorized Permitting Authority Representative
Date
2. ;
Title
Signature of Authorized Permitting Authority Representative
Date
3. ;
Title
Signature of Authorized Permitting Authority Representative Dat
ate
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