
How to Apply for a Permanent 
Encroachment Record Online 



Getting Started: 
To begin your Permanent Encroachment Record Online, you will need to 
make sure you have the following: 

1. Completed Initiation Form
2. Set of exhibits which include: 

• Site Plan 
• Project Exhibits 
• Metes & Bounds 

3. Payment method for the $1,012.50 initiation fee 

The initiation form and examples of exhibits can be found at:
https://www.fortworthtexas.gov/departments/development-

services/contract-management-office
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Step 1: Navigating to Accela Citizen Access
Online applications are submitted using an internet-based software called Accela Citizen Access or “ACA”. 
This software is located at https://aca-prod.accela.com/CFW/Default.aspx
You can also find it by visiting the City’s main webpage at www.fortworthtexas.gov > Click on “Apply for Permit” 
> Click on “Online Permitting” 
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Step 2: Create an Account 
Before you can submit 
applications online via ACA, you 
will need to register for an 
account. You will do so by clicking 
on the
“New Users: Register for an 
Account” tab on the home page. 
There is also a helpful video to 
help navigate you through the 
registration process if you need it.  
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Step 3: Find your application location
Once you are logged in, you will need 
to locate the correct application type 

For permanent encroachments you 
will click on the              button then 
you can select “Create an Application 
by Selecting Services” 
or 
Scroll down to the Development 
module and select “Create and 
Application by Selecting Services”  
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Step 4: Read and Acknowledge the disclaimer 

Read the Online Application 
disclaimer.
Once you have read the 
disclaimer, acknowledge it by 
checking the box and clicking

Note: You will be prompted to acknowledge 
this on every application you submit via ACA 
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Step 5: Select a License 
Most City of Fort Worth applications 
require a licensed professional to 
submit. 

Permanent Encroachments do not 
require a licensed professional. 
If you are not a licensed professional, 
simply select “None Applicable” from 
the Licenses drop down menu 

If you are a licensed professional, 
simply select your license from the 
Licenses drop down menu 

Click 
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Step 6: Find your application
ACA is the home of several City 
application records. To locate the 
Permanent Encroachment 
application click on the arrow next 
to Encroachments then select your 
encroachment type then click 
• Easement Encroachment = Projects 

encroaching into City easements 
such as Water, Sewer, Drainage and 
Utility. (Contact the Development Coordination 
Office if the easement is a franchise utility or private 
easement) 

• ROW or Right-Of-Way 
Encroachment = Projects 
encroaching over or in to a projected 
public Right of Way such as 
sidewalks, alleys, streets and other 
means of egress 
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Step 7: Filling out the application – Adding the Address
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You will begin the application process by inputting the 
address. Fill out the Street No. and Street Name fields then 
click on the           button. 

NOTE: You do not have to fill out anything in the Parcel 
portion. When you enter the address into the Address fields 
above, the Parcel information will automatically populate. 

If you enter the Street No. and Street Name and receive an 
error message after clicking the           button, contact the 
Development Coordination Office. 

If you do not have an exact address, contact the 
Development Coordination Office. 



Step 7: Filling out the application – Cont’d 
• As with any standard online form, you will need 

to complete all fields marked with a    . 
• Fill out all “non-required” application fields to 

the best of your ability. 
Remember, the more information we have, the 
better!  
• Once you have completed the application, 
click 
You can also select to save the application if you 
need to pause and return. 
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Step 8: Adding Your Attachments 

Once in the Attachments section, click on the        button. 
Click the       button again. 
Locate your documents and double click the file(s) you 
wish to upload 
Once all of your files have been added, click the           
button

You will be asked to put a description in the text box for 
each file uploaded. Once you’ve provided the 
description(s), click
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Step 9: Review the Application 
• Once you have filled out all required 

fields and selected the Continue 
Application button, you will be prompted 
to review your information again. This 
page will allow you to make any last 
minute edits to the application before 
submittal. 

• To make edits, click on the          button 
next to the area where changes are 
needed. Follow step 7 again to make the 
changes and submit. 

• To accept the application and no edits are 
needed, click on the                       button. 
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Step 10: Pay your fees 
• Once you have submitted the application, you 

will be prompted to pay the initiation fee of 
$1,012.50. 

• NOTE: If this project is requiring City Council 
approval, please contact the Development 
Coordination Office so they can assess 
additional fees required per ordinance. 

• On the Pay Fees screen, click the             
button 

• Click the           button again 

13



Step 9: Pay your fees cont’d

• Enter your payment information
Payments are accepted via Credit/Debit 

Card or by Bank Draft/ACH
• Once payment information has 

been provided, click the          
button 

NOTE: Some financial institutions have an 
ACH block preventing online bank 
transactions. If you have this block, you may 
need to provide your bank with additional 
information that’s provided on this page
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Step 10: Receiving your record number 

Once you’ve successfully authorized your payment, you will be given a 
record number in the following format: 

PN##-#####
To better serve you, contact the Development Coordination Office and 
provide this number so they can review your documents and provide further 
instruction.
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Questions? 

You can contact the Development Coordination office by sending an e-Mail 
to: DEVCFA_Projects@fortworthtexas.gov

You can also contact: 

Wendy.Beardslee@fortworthtexas.gov| (817) 392-7645
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Thank you
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