
Solar Panel Installations Checklist 

Step 1 – Before submitting plans to Building & Trades, complete 
the following: 

 Doublecheck if the property is in the City of Reading. 
o Enter the address in the Berks County parcel. The search result must 

say City of Reading, Reading School District. 
 Submit Zoning permits for solar panels. 

o Reach out to Zoning: 610-655-6301 or 610-655-6413 
 Register your company with The City of Reading to obtain a Business Privilege 

License (BPL) 
o Reach out to Citizens Center: 610-655-6018 

 Does the electrician have a City of Reading Electrical trade license? 
o If not, they must get licensed with the City of Reading. See guidance 

later in this document. 

Step 2 – Submit to Building & Trades 

Once you have verified the address is within our jurisdiction, and you 
received your zoning permit, BPL, and electrical license, you may submit 
permits to Building & Trades. 

 2 Permits 
o Electrical Permit 
o Building Permit 

 2 sets of Plans 
o If project is in a commercial property, plans must be stamped by 

design professional (architect/engineer) 
o B/T definition of commercial property: 3 or more apartments, or 

business. 
 4 checks – permit and plan fees can be found on the permit application. 

o Check or money order for the Electrical and Building applications 
o Check or Money Order for Electrical and Building Plans 
o Payment made out to: City of Reading 

https://propertyrecords.berkspa.gov/forms/htmlframe.aspx?mode=content/home.htm


Permit Application 

o Building & Trade Application can be found Permits, Applications, Licenses > 
Permit Applications > Building & Trades Permit Application. 

o Please note, if there is anything missing, we will not process the permits. 

Submitting permits/plans 

o You may submit the plans in person. If plans are small enough, you may mail 
with permits and payment. 

o City of Reading, Building & Trades Division, 815 Washington Street, 
Room 3-10, Reading, PA 19601 

o Please note: If property is located in a historical side of the city, we will 
forward the application to the Historical Dept for approval. 

Step 3 - What Happens Next? 

o Once full packet is received, we have 15 business days to process 
Residential Permits, 30 business days to process commercial permits. 

o If all permits and plans are approved by our inspectors, we will notify the 
contractors via the email provided on the applications with next steps and to 
come pick up the stamped permits and plans. 

o It is the responsibility of the contractor(s) to schedule inspections. The 
person performing the work must also be present during inspections. 

How to get an Electrical Trade License with the City of Reading? 

 Only Master Electricians may pull permits in the City of Reading. 
 Go to Permits, Applications, Licenses > Trade License Applications > 

Electrical Trade License 
 Please submit the following to review your application: 

1. The application needs to be completely filled out and signed in front of 
a notary. If you took an ICC exam, please enter that information in the 
application. 

2. Copies of any/all trade licenses you hold. 
3. Copy of your State ID/Driver’s License. 
4. Certificate of Insurance from your company 
5. Check or money order made to the City of Reading for $190. 
6. Business Privilege License from the employer – solar company 

 Submit completed application to: 
1. City of Reading, Building & Trades Division, 815 Washington Street, 

Room 3-10, Reading, PA 19601 
2. Or via email: TradesClerical@readingpa.gov 

 The inspectors will review the application, if approved, we will issue a trade 
license via mail. 

https://www.readingpa.gov/permits-applications-licenses
https://www.readingpa.gov/permits-applications-licenses
mailto:TradesClerical@readingpa.gov



