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Amendment – Add or Change 

Licensed Professional
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Overview 
In Baltimore City, specific construction activities must be performed by professionals licensed by 
the State and registered with the City. As your project evolves, you may need to add new trade 
specialists (e.g., electricians or plumbers) or replace an existing contractor on your permit record.
When is this Amendment Required?
• New Trade Work: You are adding a scope of work (e.g., electrical or gas) that requires a specific 

trade license not included in the original application.
• Commercial Continuity: For larger development projects, where subcontractors often aren’t 

selected until closer to ground breaking, use this process to add them before work begins.
• Contractor Replacement: You are terminating a relationship with a previous professional and 

naming a successor to complete the work.
• City Mandate: A City Plans Reviewer or Inspector has identified that your proposed work 

requires a licensed professional to be “on record.”

Updating Project Team: Adding or Changing
Licensed Professionals
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1. Access to the Permit Record. Under the Accela system, you no longer file a new permit to 
change a contractor. Instead, you must file an Amendment to the existing permit.
• User Account: You must be the original applicant or a designated contact on the permit to initiate an 

amendment.
• Log-in: You will need your E-Permits/Accela portal credentials

2. The Professional’s Identity.
• License Number (the fastest way to search)
• Name / Business Name
• Contact information 

3. Registration Status. A professional must be registered with Baltimore City, even if they hold a 
valid license
• Expired Registrations: If a contractor does not appear in your search, their City registration or 

Certificate of Insurance (COI) may be expired. They must renew their registration before you can add 
them to your permit.

• New Registrations: Professionals never before registered in the City must complete the initial 
registration process first.

What You Need Before You Begin
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• The “One Record” Rule. 
o The City of Baltimore utilizes a “Master Permit” approach. All trades, e.g., electrical, 

mechanical, plumbing, should be housed under the underlying Building Permit to ensure 
coordinated inspections and a clear chain of accountability.

• Processing Fees
o Post-Issuance Changes: Adding or changing a licensed professional after a permit has 

been issued will incur a processing fee.

• Compliance Note. 
o Per the Building, Fire, and Related Codes of Baltimore City, construction work requiring a 

license must be performed by a professional who is both validly licensed and registered 
with the City. Failure to list the correct professional on your permit record may result in a 
Stop Work Order.

Amendment Framework & Compliance
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Sign in to E-Permits Account

1. Log into your account using your 
username or email address. 

3. Click “Sign In”.
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2. Enter your password if not auto filled.
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Open Permit

1. Enter permit number and 
click on the search icon       

NOTE: If you do not know the permit number, click on “My Records”. 
All of your permits will show up towards the bottom of the screen. 
You can look for the one you want and click the blue record number.
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2. Click “Create Amendment”.

Create an Amendment

If selecting from a list, you can click the 
blue permit number which will take you to 
the screen on the left or click the blue 
“Amendment”. Using “Amendment” does 
not provide a view of existing contractors.

1. Verify existing contractors on permit (if 
any) to see if they will remain or be 
replaced. If more than one, click the blue 
“View Additional Licensed Professionals”. 
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Select Add or Change Licensed Professional

2. Click “Continue Application”.

1. Select “Add or Change Licensed Professional”
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Contractor Amendment

2. Enter description of requested changes 
to licensed professionals

1. Select whether contractors are being 
replaced

Contractors can only be replaced if they 
are of same license type (e.g., replacing 
electrical contractor with another 
electrical contractor)
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Choose a Licensed Professional

1. Click “Look up”.

2. A License number is the quickest way to 
locate your contractor. Otherwise, enter other 
known information such as License Type.

3. Click “Look up”.

Your existing contractors will be listed in this section (if any). 
• To remove a contractor, select “Delete” under Actions. 
• To replace/add a new contractor, use the “look up” steps 

to add the new contractor and the “Delete” steps to 
remove the contractor that will no longer be on the 
permit.
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Licensed Professional Information
1. A list of contractors will display. Select 
the one to be added.

2. Click “Continue”.

3. Click “Continue Application”.

You will get a message saying the licensed 
professional has been added successfully 
after each addition.

If desired contractor is not listed, they will need to Register with the City or Renew their Registration

https://dhcd.baltimorecity.gov/sites/default/files/E-Permits%20Registration%20of%20Licensed%20Professionals%20250519.pdf
https://dhcd.baltimorecity.gov/sites/default/files/E-Permits%20Renew%20Registration%20of%20Licensed%20Professionals.pdf
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Permit Application Review

1. Review all information provided. If you 
need to make  changes, use the “Edit” 
button in the section that needs to be 
changed.

3. Click “Continue Application”.

2. Click the box to agree with certifications.
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Application Submittal

Once you have reviewed all amendment information 
and submitted it, you will receive a receipt indicating 
that the submission was successful.

Note the amendment record number for tracking

If amendment is made after the permit was issued; 
after the request is processed, you will be prompted 
to pay a processing fee. 

https://dhcd.baltimorecity.gov/sites/default/files/E-Permits%20Make%20a%20Payment.pdf
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