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A fire permit is required for the installation of a sprinkler system in either a residential structure or 
non-residential structure and for the installation of an alarm system in a non-residential structure.  
A fire permit is also required whenever an inspection is needed for items other than a sprinkler or 
alarm system.  Permit(s) are to be applied for online through the Citizen Access Portal at 
https://accela.washco-md.net/CitizenAccess/Default.aspx.   A user must be registered in order 
to apply for permits, schedule inspections or pay fees. 

This screen gives you the option to Sign In, Register for an Account or Lookup information. 
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Users who are not registered will get this message when trying to apply for a permit, pay fees or 
schedule an inspection. 
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Create an Account 

Click on the blue link – Create an Account and follow the steps. 
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Step 1 of 2:  Login Information 
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Step 2 of 2:  Contact Details – Select Applicant and fill in the required fields and click 
Submit when finished. 
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A green banner will populate stating your account is successfully registered. 

 

 

Applying for a Permit 

Before applying for a permit, the user must be registered for an account.  Permit requirements may 
vary depending on the type of permit being applied for.  You will be required to upload PDF 
documents and fill in certain fields on the screen in order for the permit to go through.  The screens 
will prompt you for this information.  Once your permit has been successfully submitted, the 
system will automatically generate a “record number” for your reference. 
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Disclaimer - Check the box for the disclaimer and click on Continue Application 
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Select a License - Click on the drop-down arrow and select None Applicable 
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Record Type – Click on the drop-down arrow beside Permits - Fire Prevention and click the button 
for Fire Prevention Permit 
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Address 

Enter the address OR Tax Acct ID number (you do not need to enter both).  When entering the 
address, you only need to put the street number and the street name.  Do not put road, drive, etc. in 
the street name field or it will not populate the address.  Once the fields have been filled in, select 
Search. 
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Once you select Search, the address, Tax Acct ID and Owner information should all populate.  If you 
get zero results, check your Tax Acct ID or Address to make sure it is entered correctly. 

 

 



13 
 

At this step, you can either Save and resume later to finish the application at a later time or click on 
Continue Application to proceed 
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Contacts: 

Enter the applicant’s information.   

• Applicant – The individual who is entering the permit information.  Not the person or 
company the permit is for. 

• Agent – Someone who represents the company the permit is for. 
• Field Notification – Someone who will receive notifications when the permit has been 

issued and when inspections have been scheduled and completed.  This only works for 
valid email addresses. 

• Licensed Professional – A contractor licensed in the State of Maryland 

You may either select the applicant from the registered account you are using or add a new 
applicant.  When selecting from Account, you may see multiple options depending on how your 
account is set up.  Select the one you want and then click Continue. 
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If you choose to add a new contact, you will need the contact information for that person.  Anything 
with a red asterisk is a required field and must be filled in before continuing. 
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Once the applicant information is complete, you will see the name listed and a green check that the 
contact has been added successfully. 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

Work Details: 

Application Name is optional and can be left blank or filled in 

Detailed Description – should accurately reflect the scope of work being applied for 
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Custom Fields: 

Will vary depending on the type of permit you are applying for.  Any field marked with a red asterisk 
is a required field and must be filled in to proceed. 

Type is either Non-Residential or Residential 
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Fire Type is the type of permit being applied for 
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Construction Type is the structure that the sprinkler or alarm system is being installed in.  This list 
will either be a residential or non-residential list based on the Type selected under General 
Information 
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Documents: 

Your permit submission will require plans to be uploaded as part of the permit submittal.  You will 
upload them at this step by clicking on Add and selecting the document(s) from your device.     

NOTE: Files must be in PDF format.  Plans must be uploaded as one pdf document and not as 
individual pages.   
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Click on Add and select the file from your device. 
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Once the file is uploaded at 100%, click on Continue. 
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Once the document is uploaded, you will need to select the Document Type by clicking on the 
drop-down arrow.   
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After making your selection, verify the Document Type and the File that was uploaded are correct 
and click Save and Continue Application. 
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The file should now be attached and shown as an uploaded document 
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Review: 

This step gives you the opportunity to review all the information you have entered and the option to 
“Edit” any of those fields or “Continue Application” after checking the box certifying you understand 
and agree to signing electronically and filing the application. 
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Record Submitted: 

Upon successful completion of the permit, a screen with a green header should appear letting you 
know your application has been submitted.  The screen will also display the permit number and 
give you the option to print/view the record. 

 

 

Once a permit application has been submitted, it will be reviewed/processed by a permit 
technician in the order in which it was received.  You will be notified by the permit technician about 
any additional information needed and any fees that might be due. 

To obtain a copy of the permit receipt, click on Print/View Record and a receipt will populate.  
PLEASE NOTE: THIS IS JUST A RECEIPT STATING THE PERMIT HAS BEEN SUBMITTED.  IT IS NOT 
AN APPROVED PERMIT TO COMMENCE WORK 
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Paying Fees Online 

To Pay Fees online, the payee must be linked to the record as a registered user.   If not, you will need 
to contact the permitting office so a staff member can assist with this request. 

Log in to the Citizens Access Portal and search for your permit number.  Click on the Payments tab 
and select Fees.  Total outstanding fees due are shown at the bottom of the page. 

Payment can also be made via check made payable to Washington County Treasurer or cash and 
can be dropped off at 747 Northern Avenue, Hagerstown MD 21742, M-F between 7:30-4:30 pm.  
Permit number should be referenced on the check.  DO NOT send payment directly to the 
Washington County Treasurer’s Office. 

Credit cards accepted are: Mastercard and Visa 
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Scroll down until you see General Search and enter the permit number in the Record Number field 
and click on Search 
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After clicking Search, the record number should populate.   Click on the Payments Tab and then 
Fees 

 

Click Pay Fees and complete the steps for credit card payment.  Upon successful payment, you 
should see a green banner indicating the fees have been paid. 
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