
Village of Carol Stream 
 

Public Easement Encroachment Process 
 

NOTICE TO APPLICANTS: This informational handout has been prepared to assist 

applicants through the Easement Encroachment Process. Incomplete applications will not be 

accepted.  

 

1. The following items will need to be submitted for a complete application: 

 

 One signed and dated Easement Encroachment Application (Form F); 

 

 Application fee: $300.00; 

 

 Plat of Survey with legal description depicting the location of all structures on the 

property including setbacks from property lines. The structure or proposed 

structure that is the subject of the easement encroachment application also needs 

to be shown on the Plat, with dimensions provided. The easement that the applicant 

is requesting to encroach within must be clearly labeled on the Plat; 

 

 A cover letter addressed to the Mayor and Village Board of Trustees introducing 

yourself and explaining the details of the request. The cover letter should include 

a justification of the need to encroach within the easement as opposed to placing 

the structure elsewhere on the property. The letter should demonstrate that all other 

options have been considered and rejected as unreasonable; 

 

 For requests involving Public Utility Easements – If the easement being 

encroached upon is a public utility easement, you will need to provide the Village 

with letters from each of the four utility companies (ComEd, NICOR, AT&T and 

Comcast) in which they indicate no objection to your request. You will need to 

make your request in writing and include a copy of your plat of survey in your 

transmittal to the utility companies (addresses are provided on the attached sheet). 

A copy of the letters you send to the utility companies must be included with your 

application. It usually takes approximately six to eight weeks for the utility 

companies to respond, so your application will be put on hold until you have 

received all four letters from the utility companies. Once you have received the 

letters from the utility companies, submit copies of the letters to the Community 

Development Department. Staff will then begin processing your application as 

indicated below. 

 

2. Once the required application materials and fee are submitted to the Community 

Development Department, the applicant will be mailed a copy of the Terms of Approval 

Letter. The Terms of Approval Letter must be signed, copied for your own records, and 

returned to the Community Development Department prior to your request being 

scheduled for Village Board consideration. 

 



3. Community Development Department staff will transmit your Plat of Survey to the 

Director of Engineering Services and Public Works Director for their review and 

comment. 

 

4. Once the Director of Engineering Services and Public Works Director have provided their 

written commentary to the Community Development Department, staff will prepare a 

memo to the Village Manager asking that your request be placed on an upcoming Village 

Board agenda. This will not be done until the signed Terms of Approval Letter has been 

returned to the Community Development Department. Please note that the standard 

Terms of Approval requires the property owner to identify and hold harmless the 

Village from and for any and all claims for damages to real and personal property 

and injuries to or death suffered by persons by reason of the installation, 

maintenance, repair, or operation of the improvement or any other encroachment 

in the Easement. The Owner will also be required to add the Village of Carol Stream 

to its property insurance policy as an additional insured covered thereunder. 
 

5. The request will be placed on a Village Board agenda. Community Development 

Department staff will notify you of the date of the meeting. Meetings are held on the first 

and third Mondays of each month at 6:00 p.m. in the Village Board room in the Village 

Hall. The applicant will need to be present to answer any questions that the Board 

members may have. If the Village Board approves your request, a building permit must 

still be obtained for the structure. 

 

If you have any questions regarding the Easement Encroachment Process,  

please contact the Community Development Department. 

Phone: (630) 871-6230 or Fax: (630) 665-1064 

E-mail: comdevelop@carolstream.org 
Website: www.carolstream.org 

 

Village of Carol Stream, 500 N. Gary Avenue, Carol Stream, IL 60188  

 

Rev. 07/21 
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UTILITY NOTIFICATION FOR EASEMENT ENCROACHMENT 
 

Commonwealth Edison Company Phone# 630-576-6867 
Attn: Katie Morley Fax# N/A 
Real Estate & Facilities 
3 Lincoln Centre, Floor 4 

E-Mail katie.morley@comed.com  

Oakbrook Terrace, Illinois 60181   
   
   
Northern Illinois Gas Phone# N/A 
Attn: Kone Chansey  Fax# N/A 
1844 W. Ferry Rd. E-Mail x2kchans@southernco.com (preferred) 
Naperville, Illinois  60563   
   
   
AT&T   Phone# 779-230-6095 
Attn: Jacalyn M. Frost Fax# N/A 
262 N. Ottawa St., Floor 2 E-Mail jc1243@att.com  
Joliet, Illinois 60432   
(Do Not Send Requests Via US Mail)   
   
   
Comcast Phone# 847-652-6074 
Attn: Ted Wyman Fax# N/A 
688 Industrial Drive E-Mail ted_wyman@comcast.com (preferred) 
Elmhurst, Illinois  60126   
 

*** All requests for approval of an Easement Encroachment within a Public Utility Easement 
must be accompanied by written approval from each of the above listed utility companies 
before the Village Board will consider the request. 

 
*** When making a request for approval from a utility company, please submit, contact, and/or 

mark the following:  

 Submit a copy of your Plat of Survey with a legal description visible and the 
encroaching structure location sketched in on the survey, and a brief description of 
what is being done on the property; 

 Submit dimensions of the structure and measurements from rear or front of property 
line to the edge of the structure and from the side property line to the edge of the 
structure as it relates to the easement area and your property lines; 

 Place stakes in the ground or paint in the grass to identify the encroaching structures’ 
location prior to having a utility company inspect your property; 

 Call JULIE @ 800-892-0123 to locate any underground facilities and take pictures prior 
to digging or having a utility company inspect your property. 

 
*** Please note that utility companies typically only allow for ½ of an easement to be utilized.  
 
*** The approval process typically takes about 2 to 4 weeks.   
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