At a Glance
Completing Accessory Building, Additions, Deck, Fence, and Swimming Pool Permits
Applies to:
-

Accessory buildings and additions
Deck and porch projects
All fence construction, replacement, etc.
Pools over 250 square feet and 2 feet deep

Deliverables
-

Application (The online option begins on this page. See page 9 for paper application directions.)
Site Plan
Fee

Completing the Application:
Option 1: Online Permits
A. Navigate to the Citizen Access site: https://citizenaccess.acfw.net/. Or, if you are on the
department homepage, www.allencounty.us/dps, click the pink button that says “Apply for a
Permit Online Now.”
B. Either log in or create a user name by finding the “New Users: Register for an Account” under
the large blue Login>> button. Please use an email account you check regularly.
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C. In the ribbon of City and County Departments, click “Department of Planning Services” from the
list of departments, and then in the blue ribbon beneath the departments, click “Apply for a
Permit.”

D. From the list of options, choose the permit most applicable to your project.

Choose which project best applies.
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E. From there, you will follow the prompts according to the permit you chose. Use caution when
adding the address. Do not add suffixes (e.g. “Drive, Avenue, Run, etc.). If you are unable to
locate, try simply inputting your house numbers and selecting from a list of matching house
numbers. Basic information is needed after that step.

When searching your address, do not include
suffixes or directional names (unless a part of
your street: e.g. Westbrook or North County
Line Rd).

Your street will not show in the search results if you
include a directional prefix or the street suffix.

Further instructions are on the following page.

3

F. On the applicant page, you may also click “Select from Account” to use your account credentials
to apply. Or, you can add your information by clicking “add new” and complete as many of the
fields as possible. When finished, click “continue application.” This step is similar in the next
window for the next page: contacts.

Other applicant

Info you provided from
your account credentials.

G. Next, information is asked and is specific to the permit to which you are applying. Please be as
complete and thorough as possible.

Further instructions are on the following page.
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H. You will be prompted to upload a site plan (Instructions for site plan are on page 10.).
a. Click the ADD button

b. File Upload window pops up
c. Click the ADD button

d. Select the file you want to upload from your computer
i. Click OPEN
ii. Click on the ADD button to upload additional documents
iii. Click on CONTINUE if you are done uploading the documents
e. Select Type
f. Click the SAVE button
g. Click the Continue Application button
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I.

Once the site plan details are submitted, you will be given the chance to review the information
you created. If you screen has the header of “Step 3: Receipt/Record Issuance,” this means the
application was received successfully. However, Department of Planning may contact you if
anything in the application needs attention prior to distributing or issuing a permit.

A Successful Application Confirmation

See the following page for payment details.
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Online Payments

J.

Once your permit is processed, you will be invoiced a fee by a Department of Planning Services
employee through the email provided. A sample is below:

***Your fee may be different.
K. TO PAY: Navigate to the Citizen Access site: https://citizenaccess.acfw.net/. Or, if you are on
the homepage, www.allencounty.us/dps, click the pink button that says “Apply for a Permit
Online Now.”
L. Once logged in, you will click “Department of Planning Services” in the ribbon of department
names, and then under your pending permit, click “Pay Fees Due.”

M. The next page shows how much your permit will cost. This example’s cost is $100, but yours
may be more or less depending on the type of permit and square footage of project. Press
check out, and it will give you a chance to review your cart before :
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N. Input your payment method, and once complete, press “submit payments.” From there, you
will receive updates through email, including when your permit is approved. We then
recommend you contact the Allen County Building Department to inquire if further permits are
needed.
O. Please contact Kate Love-Jacobson at kate.love-jacobson@co.allen.in.us if any issues arise.
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Option 2: Paper Permits
A. Access our permits page by going to allencounty.us/dps. From this page, click the orange
“Applications” button, then the “permits” folder in the white repository. Download the
applicable application.

B. Complete the fillable PDF. Ensure that you provide an email address, as this will be our primary
contact method.
C. Print and complete a site plan (Instructions for site plan are on page 10.).
D. Determine the fee for the project by contacting the Department of Planning Services
E. Submit the deliverables (application, site plan, fee) to:
Department of Planning Services
Re: Permit
200 E. Berry Street – Suite 150
Fort Wayne, IN 46802
F. Check the email provided in the application regularly, as this will show if any reviewers need
clarification or revision. You will also be notified when your permit is issued.
G. We recommend you contact the Allen County Building Department to inquire if further permits
are needed.
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SITE PLAN
A. Access Allen County's GIS Portal. The website is www.acimap.us.
B. Click “Allen County iMap Data Viewer” (first map option)
C. In the search bar on the top left of your screen, type in the project address, or search by parcel
owner name (last name, first name).
D. Once your parcel is highlighted in green, center your lot to the center of the screen. Click the
“share” button on top right. Image is of a dot with arrows circling the dot.
E. Press the printer icon. You can name and choose to print landscape or portrait depending on
which shape best fits the parcel. Print your page.
F. Do your best to draw the project area in pen. In addition to showing where the project will be,
please show at least two (preferably three) distances from the proposed project to your
property lines. For instance, if a back porch is installed, draw a line from the edge of the project
to the side yard line and indicate the number of feet that distance is. Then, repeat the same for
the rear property line. A ruler tool is available for your convenience under the briefcase icon.
See the sample site plan on page 11.

Ruler tool accessed here.

Click this icon to print.

G. For our zoning requirements, you may find details in your community’s zoning ordinance.
H. See next page for a sample site plan.
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