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Department of Building, Housing & Codes Enforcement

Regulations for the Protection of Public Health, Safety and Welfare

401 East Gay Street • West Chester, Pennsylvania 19380

610-696-1773 • fax: 610-692-7958 • web:  www.west-chester.com

How to Apply for a Fence, Shed and Patio Installation Permit:

- Visit https://www.west-chester.com/

- Scroll to find the Permitting & Licensing Portal and click on the icon:

- You will be taken to West Chester’s permitting and licensing website. After reaching this

page, click “Sign Up” or “Log In”:

http://www.west-chester.com/
https://www.west-chester.com/
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- IF YOU DO NOT HAVE A PORTAL ACCOUNT: Click “Sign Up” and input the 

needed information. Continue through the prompts to finish creating your account. Make 

sure to check your email for a link to verify your account.

- IF YOU DO HAVE A PORTAL ACCOUNT: Click “Log In”. You will be taken to the 

Log In page and asked to provide your email and password. 

- Once you have signed in, click “Apply” under the “Apply Online” computer icon

- You will be taken to a page asking for the type of application you are applying for. Under 

“Select a category to view your options” use the drop-down menu to click “Planning and 

Zoning”.
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- From the bullet point list click “Zoning Site Plan Review" and click “Next”.
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- You will be taken to a page where you will be asked for information about the project 

location. Fill this out and click “Next”:

- You will then be taken to a page with all of the information you have provided for your 

project. Complete each section:
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- For the “Contractors” section, all contractors operating in the Borough must be ICC 

(International Code Council) certified. Make sure to upload their license number.

- For the “Submittals” section, you must complete a detailed site plan showing proposed 

changes. See the two figures at the end of this document for assistance.

-  Review your application and ensure that all the information entered is accurate. After 

reviewing, click “SUBMIT APPLICATION”:

- Your application is now complete. It will be reviewed by Borough staff. You can 

check the portal anytime for an up-to-date status of reviewal process.
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Components of a Site Plan:



BOWC 7

Example of a Site Plan:




