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INTRODUCTION  
Beginning January 1, 2005, notification of work under an annual Utility Maintenance Permit must be provided through 
Anne Arundel County DPW’s Web Site. Our goal is to make this process as user friendly as possible. We hope this guide 
will assist you. Feel free to contact us at permitcoordinator.dpw@aacounty.org to report problems or ask questions.  
 
REQUIREMENTS  
Necessary system requirements include Internet Access and Internet Explorer with Microsoft Virtual Machine. 
 
LOGIN  

·  To access the Maintenance Permit Web Site, launch your Internet Browser and go to 
http://www.aacounty.org/dpw/highways.  

·  Click on Public Right-of-Way Permits to access the Public Right-of-Way Permit web page. Click  Maintenance 
Permit Activity Web Form.  

·  The login screen will require an assigned user name and password. If you do not yet have an assigned user name 
and password, e-mail us at permitcoordinator.dpw@aacounty.org 

·  Enter your user name and your password, and select “Login” . If you have forgotten your password, e-mail us at 
permitcoordinator.dpw@aacounty.org.  

·  After selecting “Login”  (provided you have entered a valid user name and password) the next screen displayed 
will be the Activity Notification Form. 

 
ENTRY FORM  

·  Within the General Information section, some information is automatically recalled by our database based on 
your user name and password.  

·  If any of the information is incorrect, you should make the appropriate changes. After verifying that all the 
General Information is correct, proceed to the next section, Site Information.  

·  You will need to complete all required fields. Failure to complete all required fields will result in an inability to 
save your entry. You may make any notes you wish within the comments field. 

·  After all the correct information has been entered for up to (10) work locations, select “Save”  to record the entries 
and clear the Location Information section for your next entries. Your General Information will be carried 
forward automatically.  

·  The activity notification form allows you to query the entries you have saved during the session, using the 
function buttons at the bottom of the form.  

·  Click the Query button to pull up all your entries. You may edit existing entries only.  
  
REQUIRED INFORMATION  
Below is a brief description of the fields you will have to complete.  
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General Information: 
1) Permit No.: This is pre-filled based on your user name 
2) Appl_Owner: This is pre-filled based on your user name 
3) AuthorRep (Fname/Lname): Provide your first & last name 
4) Contractor: Identify the contractor/crew performing the work 
5) Applied Date: This is pre-filled based on the current date & time 
 

Site Information: 
1) Address: Identify the nearest house number or service address 
2) Main Street: Identify the affected roadway - You must select from the List of Values (LOV) 
3) Cross Street: Identify closest cross street 
4) Subdivision: Identify the subdivision 
5) ADC Map Page, Alpha, Num: Identify the ADC map coordinates 
6) Job No.: Identify your in-house job number 
7) Pave Cut: Identify if pavement was cut. (If pavement is cut, a location diagram must be faxed to 410-222-4504) 
8) Purpose: Identify the purpose of your work 

 
REMEMBER: The most important thing to remember when completing your entries is that an inspector needs to locate 
and inspect your work. As a result, please bear the following key points in mind: 

·  Fill out all fields completely and accurately.  
·  Double check map page and grid. Please be sure you are using the latest edition of the ADC map book. 
·  Be specific with your description of work and identify all of the activities that you plan to perform.  


