
POTTAWATOMIE COUNTY 
DRIVEWAY ENTRANCE APPLICATION 

Send to: Director of Public Works 
612 E. Campbell St. 

Westmoreland, KS  66549 
PART A:  COMPLETED BY APPLICANT                                             
 
NAME                                                                                 DATE____________ 
 

MAILING ADDRESS _____________________________________________________ 

   _____________________________________ Zip Code________  

 Phone (____) _____________ Alternate Number (_____)                              

WE REQUIRE (2) SEPARATE CHECKS 

$50.00 Application Fee:  Cashed upon receipt.                CHECK #____________    
$250.00 Deposit:                                              CHECK #____________ 
 

*THIS APPLICATION WILL EXPIRE 6 MONTHS FROM DATE ON DEPOSIT CHECK * 

Is this a/an? 

New residence �; Existing residence �; Field entrance �; Other (explain) ______________________ 

_____________________________________________________________________________________ 

Directions to Proposed Site (where entrance is to be located):  

(Address-Road Name and/or Legal Description) _______________________________________________________________ 

 

 

The entrance is marked by? _____________________________________________________________  

(Please be sure to mark the entrance site.) 

Comments: ___________________________________________________________________________ 

_____________________________________________________________________________________ 

NOTE: Upon approval, the applicant agrees to the specifications set forth in Pottawatomie County’s policy 

on Driveway and Field entrances. (See additional page)  

 If this application becomes void due to an expired deposit, it will be the applicant’s responsibility to 

submit a new application (in addition to the application fee and deposit.)                         

 Signature of Applicant_______________________________________ 

 
PART B: FOR PUBLIC WORKS DEPARTMENT REVIEW (County will complete this portion) 
 
I have viewed the above-described property and find the following: (Take pictures if needed.) 

1.  This is the 1st �; 2nd �; or (no) ____, entrance to this parcel. 
2.  Sight distance: Right ______’ Left______’  
3. Distance to other entrances and/or intersection(s) _________; where located? 

____________________________ 
4.  Is there a better location for entrance:  yes �, no �? If yes, where? 

_____________________________________ 
5.  Is there enough depth in ditch for tube: yes �; no �? 
6.  Is there a high bank resulting in steep entrance:  yes �; no �. 
7. Estimated drainage area: ________acres. ___________ 
8. Actual drainage area is ________acres. 

 
Comments:  _____________________________________________________________________________________________ 
 

Recommended tube size _______ dia. X______, round �, flat bottom �; 
Corrugated metal � or steel �; with 0 �, 1 �, or 2 � end section(s). 

 
APPLICATION EXPIRES: _____________ 
(Review within 30 days prior to expiration date: ___________) 
 
 
FINAL INSPECTION BY________________________________ DATE COMPLETED__________ 
        

(REVISED 2/09)  



POTTAWATOMIE COUNTY HIGHWAY DEPARTMENT 
POLICY AND PROCEDURES MANUAL   Policy #: PTHW 97-02 

SUBJECT: Driveway and Field Entrance   Co. Resolution #: 2007-68 
I. POLICY: 

Pottawatomie County has a permit system for all entrances installed on or along all public roads 
within the County or Rural Highway Systems. The landowner shall be responsible for supplying the 
necessary materials and the installation of all new entrances (See Part A), or the widening of an 
existing entrance (See Part B) as determined by the Public Works Department.  

                                                        
A $50.00 Application Fee and a $250.00 Deposit is required at the time of application. 

WE REQUIRE (2) SEPARATE CHECKS 
$50.00 Application Fee:  Cashed upon receipt. 

                  $250.00 Deposit:  Returned when installation is approved or deposit date expires. 
                           
                              *THIS APPLICATION WILL EXPIRE 6 MONTHS FROM DATE ON DEPOSIT CHECK * 

If this application becomes void due to an expired deposit, it will be the applicant’s responsibility 
to submit a new application (in addition to an application fee and deposit.) 

 
In accordance with K.A.S. 68-543, it shall be the responsibility of the County to install a culvert at  
all existing entrances (See Part C). 
All culverts installed in the County right-of-way shall have the approval of the County and be constructed in 
accordance with the procedure and standards specified below.  The person, company, or agency requesting a new 
entrance installation or extension to an existing entrance shall be required to pay for all costs incurred for the 
installation.  

All entrances shall be installed so they drain properly and do not allow water to run onto the roadway.  
The entrance shall make a smooth transition to the existing roadway. 

II. PROCEDURES: 
A driveway application shall be obtained and submitted to the Pottawatomie County Public Works Dept. 
The Dept. will conduct a site investigation and upon approval, the applicant may begin installation of the entrance.  Once 
the applicant has installed the entrance, the County will conduct a final inspection to assure compliance with the following 
guidelines. 
(A driveway: shall mean a single road surface.  Proposed installation of any additional driving surface from the same parcel 
would then require a separate application. Only one (1) entrance will be allowed per parcel within a subdivision.) 

Part A: New Entrances 
All requests for entrances, where one has never been before, will be considered a new entrance. 
After the landowner has completed a Driveway Entrance Application and paid the required deposit, a representative from the Public 
Works Dept. will view the site to determine  

a) approach sight distance f) zoning regulations 
b) proximity to intersections g) future development 
c) location of entrances already in place  h) underground and/or overhead utilities and  
d) average daily traffic counts  i) the amount of drainage, which the entrance will be 

subject to.e) specific site conditions 
The County shall determine if a culvert is needed.  If needed, the County will determine the diameter of the culvert.  The applicant will be 
notified of the diameter, length, and types of culvert to be installed.  Pottawatomie County does not provide culvert pipe for sale.   
It shall be the applicant’s responsibility to notify 1 CALL-1- (800)- DIG- SAFE and all other utilities at least 48 hours prior to installing the 
culvert.  

A1: The standard minimum roadway width for entrances installed in county right-of-way is 20 feet of driving           surface with 
a minimum 2:1 end slopes (Minimum length of pipe- 24 feet and a maximum length of 36 feet.) 

A2: All culverts shall be installed with a minimum of 9” of cover (dirt) and surfacing (crushed rock) shall be a minimum of 3” 
thick, spread full width of the 20’ of driving surface from the edge of the road to the right-of-way. The cover shall make a 
smooth transition too the existing roadway. 

 A3: All corrugated metal (galvanized) pipe shall be new. 
              A4:         End sections shall be used on all culverts. Steel pipe will not require end sections. 

Used steel culverts may be utilized if the wall thickness of the pipe is ¼” or greater and the diameter of the pipe of the pipe required is 
18”: or less and adequate cover cannot be accomplished with other types of culverts.  
Used steel pipe shall be free of pinholes, scale rust and shall be approved by the County prior to installation.   

              A5:        A minimum distance of 100’ shall be maintained between entrances to allow for maintenance of the ditch. 
A6:        Mound entrance: If a culvert is not needed (as determined by the County) to create an entrance, the applicant shall be 

responsible for all fill material and surfacing to meet the requirements in A1 and A2. 
A7: Proper compaction of the entrance shall be performed so settlement of the fill material will not occur.  Any settlement 

within the first year after installation will be the landowner’s responsibility. 
A8: After the installation has been accepted, the County will assume all future maintenance on said entrance. 

Part B: Widening of Existing Entrances 
Widening of existing entrances will follow the same procedure as for new entrances and may be allowed in County right-of-way, provided: 
 B1: The proposed widened entrance does not block the drainage of surrounding ground, ditches or road water. 
 B2: The culvert extension is properly banded to the existing culvert. 
Part C: Existing entrances 
If the County causes an existing entrance to be inaccessible, or an approved existing entrance needs to be replaced, the County will either 
install or replace the existing culvert back to the original entrance width or a minimum width of 20 feet.  The County shall provide a 
culvert, surfacing and installation of the entrance.   
Part D: Hard Surfaced Entrances 
Pottawatomie County will allow hard surfaced entrances (concrete, asphalt, etc.) on the County right-or-way under the following 
Guidelines: D1:All construction and the costs associated with the installation of hard surfaced entrances shall be provided by  

the landowner. 
D2:The landowner agrees to hold the County harmless for any damage to the surface as a result of County activities on              
the roadway, ditches, or the maintenance or replacement of the entrance. 
D3:The landowner shall submit to the Public Works Dept. a plan showing the location, type, width and thickness of the 
proposed surface. The plan shall also detail how the hard surfaced entrance will intersect the existing roadway. 
D4:The elevation of the entrance surface shall not be higher in elevation than the existing roadway surface. 
D5:The entrance surface shall not extend beyond the bottom of the shoulder slope of a gravel or dirt roadway. 

     The hard surface shall make a smooth transition to the existing driveway surfaces.   
Part E: Penalties     

E1:  Failure to obtain a permit, properly install or utilize approved culvert types shall result in the entrance being removed at the 
expense of the landowner.         
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