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4. BUILDING, INSTALLATION AND SINGLE TRADE PERMIT 
APPLICATION PROCESS 

4.1 Pre-Application Requirements 

Non-concession Projects: Tenants, including federal, state and local agencies may submit 
progress drawings to the MAA Building Permit Committee for a preliminary review. 
Approval of progress drawings does not mean that additional comments will not be made 
during the permitting phase. 

Concession projects: Pre-application submissions are required for concession projects, but 
are not considered part of the permitting process. The objective is to prepare applicants for 
the permitting process and to familiarize them with MAA design requirements.  Designs 
must comply with MAA Design Standards and BAA Tenant Design Criteria.  In the event of 
a discrepancy between the two, MAA Design Standards shall prevail unless agreed otherwise 
in writing. 

4.1.1 Concessions Project Submissions 

For all concessions projects at the BWI Airport, the master concessionaire, developer, tenant 
developer or similar concession entity, in accordance with their contract with MAA, is 
required to submit conceptual and design development drawings and specifications to the 
following MAA Departments for preliminary review: 

1. Facilities Design 

2. Commercial Management 

3. Utilities 

4. Fire Prevention and Inspection Division, BWI Airport - Fire and Rescue Department,  
Office of the Fire Marshal, 1334-G, Ashton Road, Hanover, MD 21076 

5. Other departments and agencies listed in Section 5, below, if applicable. 

Copies of all available equipment cut-sheets should be included with each submittal. A 
Checklist (blank form provided in) must be fully completed and submitted with the 95% 
submittal. 

4.2 Application Forms 

Application forms for Building Permit (MAA-179) and Installation Permit (MAA-181) can 
be found in Appendix B: Forms. 

Electronic forms may be requested by E-mail. Requests should be sent to: 
MAATIS@bwiairport.com.  The entire permit package will be sent on request. 

Regular mail requests for paper forms should be sent to: 
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Permit Coordinator 
Tenant Improvements Section 
Engineering & Construction 
Maryland Aviation Administration (MAA) 
P.O. Box 8766 
BWI Airport, Maryland 21240-0766 

For MAA employees, electronic versions of the Building Permit (MAA-179) and Installation 
Permit (MAA-181) application forms are also available on the MAA Intranet under forms. 
 

4.3 Submitting the Application 

Building, Installation or Single Trade permit applications must be submitted to: Permit 
Coordinator, Tenant Improvements Section (TIS) at the above referenced address.  Complete 
applications must be turned in by no later than Monday at noon for that week’s Permit 
Committee meeting. If available, applicants may also file applications and submit drawings 
electronically for initial review. After the review but prior to the release of permit, the 
applicant shall provide five (5) sets of updated drawings/documents in lieu of what is 
specified below for manual filing.  Please contact Permit Coordinator to sign up and to get 
additional information.  

4.4 Filing Online 

Permit applications can also be filed online by using Permit Junction web site: 
http://maa.permitjunction.com 

The web site also allows permit applicants to upload permit drawings and check the status of 
their permit(s).  

4.5 Application Fee 

There is no application fee for Building, Installation or Single Trade permits. 

http://maa.permitjunction.com/
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4.6 Submission Checklist 

4.6.1 Building Permit Submission Checklist 

The following should be provided with each Building Permit application: 

1. Building Permit Application Form (MAA-179) completed and signed, unless filing 
online.  

2. Sixteen (16) sets of signed and sealed drawings (full size: 24”x36”), five of which can be 
half-size.  If filing online, provide five (5) full size sets of signed and sealed drawings 
(hard copies) in addition to electronic files uploaded online. Depending on the project, 
drawings must include site/location plan, demolition plan(s), floor plan(s), roof plan(s), 
exterior/interior elevations, sections, wall sections, partition details, door schedule, 
finish schedule, riser diagrams, etc.  Specifications shall be included on drawings for 
smaller projects and shall be bound in book form for larger projects.  Drawings and 
Specifications shall completely identify work to be done and communicate to permit 
committee as well as the contractor the extent and details of the work. 

3. Site Specific Safety Plan: Contractor’s plan to meet safety standards.  Site Specific Safety 
Plan may also be provided as a “Deferred Submittal,” in accordance with Section 4.13, 
if requested in writing by the applicant.  See Appendix B: Forms, Sample Safety Plan. 

4. Copy of MHIC License (Maryland Home Improvement Commission) or a State of 
Maryland Construction License. 

5. Insurance Certificate. See Section 8, INSURANCE REQUIREMENTS 

6. Other permits or authorizations as required. See Section 5, ADDITIONAL PERMITS 
AND AUTHORIZATIONS. 

7. Drawing Checklist (for BWI concessions projects). See Appendix E: Drawing Checklist . 

8. Shop Drawings and/or Product Data for the following items, if applicable: fire alarm 
system, fire suppression system, commercial kitchen fire suppression hood design, 
acoustical ceiling suspension system (unless suspension system is specified in the 
Specifications), guardrails and handrails, metal wall panels, metal shelving, intercom 
system.  See also, Section 4.13 Deferred Submittals. 
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4.6.2 Installation Permit Submission Checklist 

The following should be provided with each Installation Permit application: 

1.   Installation Permit Application Form (MAA-181), completed and signed. 

2. Sixteen (16) sets of drawings and/or data sheets, five of which can be half-size. If filing 
online, provide five (5) full size sets of signed and sealed drawings (hard copies) in 
addition to electronic files uploaded online  Depending on the project, application must 
include location/site plan, plan and/or elevation view of item to be installed, electrical or 
exhaust requirements, if any. Specifications shall be included on drawings for smaller 
projects. Specifications shall be bound in book form for larger projects. Drawings and 
Specifications shall completely identify work to be done and communicate to permit 
committee as well as the contractor the extent and details of the work. 

3. Site Specific Safety Plan: Contractor’s plan to meet safety standards.  See Appendix B: 
Forms, Sample Safety Plan. 

4.   Copy of MHIC License (Maryland Home Improvement Commission) or a State of 
Maryland Construction License. 

5. Insurance Certificate.  See Section 8, INSURANCE REQUIREMENTS. 

6. Other Permits or authorizations as required.  See Section 5, ADDITIONAL PERMITS 
AND AUTHORIZATIONS. 

 

4.6.3 Single Trade Permit Submission Checklist 

The following should be provided with each Installation Permit application: 

1.     Single Trade Permit Application Form, completed and signed. 

2. Twelve (12) sets of drawings and/or data sheets, five of which can be half-size.  If 
filing online, provide five (5) full size sets of signed and sealed drawings (hard copies) 
in addition to electronic files uploaded online  Depending on the project, application 
must include location plan(s), floor plan(s), calculations, schedules, diagrams, product 
data, etc. 

3. Site Specific Safety Plan: Contractor’s plan to meet safety standards. See Appendix B: 
Forms, Sample Safety Plan. 

4. Copy of a Maryland-licensed Master Electrician, HVACR Master, or Master Plumber 
license of the person who will perform the work. 

5. Insurance Certificate. See Section 8, INSURANCE REQUIREMENTS. 
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6. Other permits or authorizations as required. See Section 5 ADDITIONAL PERMITS 
AND AUTHORIZATIONS 

4.6.4 Resubmissions 

Upon issuance of review comments, the applicant will have 180 calendar days to submit 
revised plans or drawings.   In the event that there is no resubmission or response from the 
applicant during this period, the application will expire.  The applicant will then have to file a 
new application with an updated set of drawings. 

The following should be provided with each resubmission: 

1. New or copy of previous Building Permit, Installation or Single Trade permit form, 
completed and signed. 

2. Ten (10) sets of revised drawings, four of which can be half-size, and/or 
specifications.  If changes are on more than two (2) sheets, complete sets must be 
submitted. 

3. Items requested by the Permit Committee from the previously issued review 
comments. 

4.7 Permit Committee Meetings 

Permit Committee meetings are usually held on Wednesdays, except holidays. The 
Committee first decides whether to accept an application for further review or reject it, 
because of insufficient documentation.  Applicants do not typically attend Permit Committee 
meetings; however, they or their representative may request an appearance before the 
Committee to explain their project or to appeal previously issued review comments.  It is 
highly recommended that in such an appearance before the Committee, the applicant be 
accompanied by his/her architect or engineer of record. Requests to appear before the 
Committee, shall be delivered to the Committee Chairman at least two days prior to the 
meeting date. 

4.8 Permit Committee Function 

The function of the Permit Committee is to review for general compliance and conformance 
with applicable Codes, regulations, MAA Design Standards, and compatibility of proposed 
work with the existing and planned facilities. The Permit Committee has the authority to 
render interpretations (other than interpretations of the Fire Code, or fire safety aspects of the 
Building Code, which are reserved solely for the Fire Marshal), in compliance with the intent 
and purpose of codes and standards, but it shall not waive specific requirements provided for 
in applicable codes. The issuance of comments or a permit creates no legal liability, 
expressed or implied, on the Permit Committee or Tenant Improvements Section.  It is the 
responsibility of the applicant, the designer of record, and the selected contractor to ensure 
that all construction or installation complies with applicable codes, regulations,  MAA 
Design Standards, and permit drawings approved for use in the field.
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4.9 Review Time 

Unless a permit application is approved during the Permit Committee meeting, the normal 
review period for each submission is 12 to 15 working days.  The Permit Committee’s review 
time excludes time requirements of the FAA and other regulatory agencies.  The Permit 
Coordinator or Permit Committee Chairman collects comments from reviewers and e-mails 
the review comments to the Applicant.  Once review comments are issued, applicants are 
encouraged to contact each reviewer directly to seek clarification or to agree on a workable 
solution. 

4.10 Approval Status 

Comments by each reviewer are assigned one of the following designations: APP 
(Approved), AAN (Approved as Noted), or C&R (Correct and Resubmit). These terms are 
defined as follows: 

[APP] Approved:  

Reviewer has no issues with the permit application. Approval is subject to compliance with 
relevant codes and MAA Design Standards. Additional comments may follow on future 
resubmissions. 

[AAN] Approved as Noted:  

Comments must be acknowledged by the applicant in writing.  This confirms that he or she 
will comply with comments before the permit can be issued.  Additional comments may be 
provided on future resubmissions/clarifications. 

[C&R] Correct and Resubmit:  

Applicant needs to correct drawings, specifications, and/or documents and resubmit. 
Additional comments may follow on future resubmissions.  

 In addition to review comments, reviewers may provide “Suggestions,” in a separate 
column for the designer of record to consider. 

4.11  Appeals and Requests for Waiver 

If an applicant is aggrieved by comments issued by Tenant Improvements Section (TIS), 
made in the course of the administration of rules for plan review, adopted by the Maryland 
Aviation Administration under Code of Maryland COMAR .05.02.07.04B (1)], the person 
shall file within 20 days, from the date of issuance of comments, a written petition of appeal 
or waiver request.  It is incumbent upon an applicant to first seek clarification from the 
reviewer whose comment is the subject of grievance.  If still unsatisfied, the applicant may 
appeal to the Permit Committee Chairman by submitting the Appeal/Waiver Request Form 
(See Appendix B: Forms) with necessary documents to support his/her position.  The Permit 
Committee Chairman shall work with the Applicant and the reviewer to resolve differences 
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or will provide his/her recommendations to the Deputy Executive Director, Facilities 
Development and Engineering, to make the final decision.  The Applicant should allow ten 
(10) working days for a decision from the date Appeals/Waiver Request Form is filed. 

4.12  Issuance of Permit 

Once the Tenant Improvements Section (TIS) in conjunction with the Permit Committee is 
reasonably satisfied that an applicant has met all requirements, a permit is issued.  Permit 
drawings are then stamped by MAA’s Fire Prevention Division, Fire and Rescue 
Department.  Permits may be issued with written comments attached to the Permit set. A 
copy of permit set is returned to the applicant which shall be kept on the site until the 
completion of the project, as required by the Building Code. 

Applicants are expected to pick up their permit and permit set from the office of the Permit 
Coordinator.  Permits may also be sent by regular mail if requested by the applicant. 

Issuance of a permit shall not preclude TIS inspectors from requiring correction of work 
found to be in violation of applicable codes, regulations, MAA Design Standards, posing a 
danger or work inconsistent with the approved permit set. 

4.13 Deferred Submittals 

Tenant Improvements Section (TIS) expects complete submittals of all construction 
documents, including shop drawings, at the time of permit application. However, the 
submissions listed below may be deferred until the design is complete. The submittals for the 
following items, if not part of permit set, must be reviewed by the design professional who 
shall forward them, via the Applicant, to TIS or the Fire Marshal’s office prior to 
construction/installation: 

1. Fire alarm system drawings and product data. 

2. Fire suppression (sprinkler) design drawings. 

3. Fire stopping product data. 

4. Commercial kitchen fire suppression hood design. 

5. Acoustical ceiling suspension system product data or detailed specifications. 

6. Guardrails and handrails shop drawings. 

7. Metal wall panels shop drawings. 

8. Metal shelving units product data or specifications. 

9. Site Specific Safety Plan. 
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