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Overview 

Employee parking privileges at the Baltimore/Washington International Thurgood 

Marshall (BWI Marshall) Airport are limited to those individuals having an 

employer/employee relationship with a company possessing lease or concession 

agreements or other contracts with the Maryland Department of Transportation Maryland 

Aviation Administration (MDOT MAA). This also includes MAA-approved subtenants of 

the companies who receive salary or wages for work regularly performed at BWI 

Marshall Airport on behalf of this employer or company. 

The Office of Administrative Services (AS) is responsible for the distribution of parking 

decal hangtags, administering the daily functions of the employee parking program, 

maintaining record retention, and conducting monthly inventory. AS is also responsible 

for ensuring the Employee Parking Program meets all regulatory requirements and 

informs airport tenants of any program or regulation changes. 
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Authorized Signature and Billing Form 

The Authorized Signature and Billing Form is used to verify the decal hangtag order 

forms and authorized signers for the fiscal year. Tenants, MAA offices, and federal 

offices must complete an Authorized Signature and Billing Form before receiving decal 

hangtags. All Authorized Signature and Billing forms expire at the end of the fiscal year 

regardless of original date of submission. 

The Authorized Signature and Billing Form is divided into three main sections as detailed 

below: 

Figure 1: Authorized 
Signer and Billing 

Sheet1 

 
 
 
 
 
 
 
 
 
 
 
 

Section A 

 
 
 

 
Section B 

 
 
 
 
 

Section C 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 Full-sized document is available in the Appendix 
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Section A: Company Name and Billing Information 

Section A includes basic information about each tenant. All requested information must 

be completed. The information on the top right side of the section must be completed if 

the tenant would like to receive a bill for any transactions, otherwise, the tenant must pay 

for all decal hangtags at the time of the transaction. Also, the tenant may write “Self-Pay” 

in the billing section if all employees will be expected to pay for their own hangtags. 

Please Note: Tenants are billed at the discretion of the Maryland Aviation 

Administration. Tenants with a history of delinquency may be obligated to pay for 

their hangtags at the time of transaction. These decisions are made by the Office 

of Finance and enforced by the Office of Administrative Services. 

Section B: Authorized Signatures 

Section B should be completed by the authorized signer for each tenant. The purpose of 

an authorized signer is to prove validity of the hangtag application, so that unauthorized 

individuals cannot purchase hangtags without the permission of their company. Each 

tenant may have a maximum of two individuals deemed as the “Authorized Signer” 

unless otherwise approved by the Office of Administrative Services. If the previous 

authorized signer is no longer authorized to approve hangtag applications, an updated 

Authorized Signer and Billing Sheet must be sent to the Office of Administrative 

Services. Under no circumstance will a decal hangtag application be approved 

without the signature of an authorized signer. 

Section C: Special Instructions for Airlines 

Section C is only completed by the airport airline tenants. Due to the nature of the job of 

the airline flight crew, it is at the discretion of each airline to choose to receive a bill for 

transactions for employees of the entire airline or just the employees based at the 

airport. Section C is used to verify which transactions that the airlines would like to 

receive a bill for versus which transactions the airline employees should pay out of 

pocket. Explanations of each option are below: 

▪ All Employees, including Flight Crew 

o Airlines should choose this option if they would like to receive a bill for all 

transactions of employees of their airline, this includes flight crew based 

in other locations. 

▪ All Employees, except Flight Crew 

o Airlines should choose this option if they would like to receive a bill for 

transactions of all airline employees except flight crew. Flight crew 

includes any airline employee that works on an airplane while it is in the 

airplane while it is in the air (e.g. pilots, co-pilots, stewards, stewardesses, 

flight attendants, etc.) 

▪ Flight Crew Personnel Only 
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o Airlines should choose this option if they would only like to receive a bill 

for those working in an administrative capacity for the airline. All other 

ground and in-flight employees (e.g. baggage handlers, flight attendants, 

pilots, front desk agents, etc.) must pay for their decal hangtag at time of 

the transaction. 

▪ Other (please specify) 

o Airlines should choose this option if they have special arrangements for 
which employees they would like to be billed. (i.e. “Bill for all employees 
including flight crew EXCEPT flight crew stationed at another airport.”) 
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Decal Hangtag Distribution 

ISSUING DECAL HANGTAGS TO BWI TENANTS 

To receive a decal hangtag, all tenants must complete the “Request for BWI Marshall 

Airport Employee Parking Decal Hangtags” (MAA-097) Form. This form may be 

completed at the time of transaction if 

the recipient of the hangtags is the 

authorized signer for their company, 

otherwise, the form must be 

completed prior to arrival. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 2: Request for BWI Marshall Airport 

Employee Parking Decal Hangtags Form2 

 

The following are the steps to issue decal hangtags: 
 

1. Check for authorization signature. 

2. Check billing sheet to confirm proper billing method for each tenant (e.g. if 

tenant pays for the hangtag at time of transaction, gets billed by the finance 

department, or is at gratis.) Once this is confirmed, the check box on the billing 

sheet shall be marked accordingly. 

3. On the Request for BWI Marshall Airport Employee Parking Decal Hangtags 

form, mark the appropriate parking lot, quantity, decal hangtag number(s), and 

current price for the corresponding month. Also, be sure to mark if a proximity 

card was provided along with the proximity number(s) that corresponds with the 

parking lot. 
 

 

2 Full sized document available in the Appendix 
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Please Note: Tenants should be aware of the employee parking lot where they 

are authorized to park. Tenants with reserved parking spaces should verify all 

parking information with the Office of Ground Transportation prior to sale, 

including requests for additional reserved parking spaces. 

 
4. Once the employee parking decal hangtag form is completed, a Receipt of BWI 

Employee Parking Lot Proximity Card form must be completed in its entirety. 

This form is only for necessary for parking lots that have restricted/gated 

access. The authorized signer must also sign the proximity form. 

Please Note: The Office of Administrative Services is only responsible for the 

initial issuance of proximity cards. The Office of Ground Transportation manages 

lost, stolen, or defective proximity cards. The first replacement of a lost or stolen 

proximity card costs $25.00. Subsequent replacements cost $50.00 per card. 

The contact information for the Office of Ground Transportation is listed in the 

Appendix (Figure 9). 

 

5. Once both forms are complete, process the payment by cash, check, money 

order, Visa, or Mastercard only. 

 
Please Note: Due to associated fees, we do not accept American Express or 

Discover cards.  All personal checks are required to be submitted to the 

Cashier’s office within 3 days of receipt.  No exceptions! 

 
6. Once the method of payment has gone through successfully, gather the exact 

amount of decal hangtags that the tenant has purchased. Verify the amount of 

proxy cards and decal hangtags by counting and having the tenant count their 

order before leaving the premises. 

 
Please Note: Parking decal hangtags and proximity cards should always be 

pulled in numerical order for inventory and tracking purposes. This should be 

done for large bulk orders and for tenant pre- orders. 

 
7. On the BWI Employee Parking Decal Hangtag form, place the first decal 

hangtag sticker in the corresponding parking lot beside where it says, “Decal 

No.  ” . If more than one decal hangtag was purchased, then place the 

first and last decal hangtag sticker and place it in the space after “Decal No.” 

8. On the proximity card form, write the decal number(s) range in the space 

provided at the bottom of the page. 

9. Once all forms have been completed, make copies of each form. Keep the 

originals and the signed copy of the receipt (if credit card transaction was 

done). Give the copies to the tenant along with their BWI parking decal 

hangtags and/or proximity cards. 
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ISSUING MAA BWI EMPLOYEE PARKING DECAL HANGTAGS 

1. Each MAA employee requesting to park at during working hours must complete 

MAA BWI Marshall Airport Employee Parking Decal Hangtag Application form. 

The form must be completed in its entirety and must be signed by an 

authorization signer in the “By Authority Of” box. 
 

Figure 3: BWI Marshall Employee Parking Decal Hangtag Application3 

Please Note: The authorized signer is usually someone designated in the employee’s 

office and/or division. This information is available on the Authorized Signer and Billing 

Form. The MAA employee parking forms must be completed prior to any sales with the 

following information pre-typed: Company is always MAA, Decal Cost which is 00000, 

expiration date is the end of the fiscal year. 

 
 
 

3 Full-sized document available in the Appendix. 
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2. Once a completed MAA parking request form is received, place the decal 

hangtag sticker in the area on the form next to where it says “Decal No.” Each 

MAA employee should only be given one decal hangtag unless receiving a 

motorcycle decal. The date of issuance should be recorded on the request form. 

Once this form is completed in its entirety, the MAA parking decal hangtag may 

be given to the employee or employee manager/supervisor. 

 
 

Please Note: MAA BWI employees may submit their applications via email or 

interoffice mail. The MAA parking decal hangtags may also be sent back to that 

employee/office via interoffice mail. 

 

ISSUING MOTORCYCLE DECALS 

1. Any MAA or BWI Tenant may receive a motorcycle decal at gratis if it is a 

secondary vehicle; the employee must have purchased a car decal hangtag in 

the current fiscal year and is using the motorcycle decal as their secondary 

vehicle. 

a. To confirm that the employee has previously purchased a decal hangtag 

for the current fiscal year, that employee must bring in their decal hangtag 

to receive a motorcycle decal at gratis. 

b. Record the corresponding decal hangtag number on the request form. 

2. If the motorcycle decal is for the primary vehicle, the employee must pay for the 

motorcycle decal at the current rate. Motorcycle decals cost the same amount as 

the decal hangtags. 

3. The Request for BWI Marshall Airport Employee Parking Decal Hangtag form is 

the same application used to request a motorcycle decal. 

Please Note: MAA Employee Parking Decal Hangtag application does not have a 

designated area for motorcycles. The motorcycle decal number corresponding to the 

original car decal hangtag number should be written in the comment section of the 

application. 
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Daily and Monthly Sales Ledgers 

Decal hangtag sales must be recorded daily based on the transactions from the previous 

day. There are three ledgers that must be completed to properly record all sales: the 

daily hangtag report, the daily cash transmittal form, and the monthly hangtag report. 

 

THE DAILY HANGTAG REPORT 

Figure 4: The Daily Decal Hangtag Sales Report45 

 

The Daily Decal Hangtag report is completed every day for all transactions. There 

should be a separate line item for each billing sheet. There are six sections of the daily 

decal hangtag report that should be completed as detailed below: 

Section 1: Transaction Date 

This section reflects the date the transaction occurred. The date for all transactions in 

this section should be the same. Each day of the week should have its own daily sheet. 

Use the “item number” column if multiple transactions are done on the same day. 

Section 2: The Numbers Located on the Decals Sold 

This section is used to record exactly which hangtag numbers were sold in the 

transaction, per line item. If only one hangtag was sold, the hangtag number should be 

recorded in both the “beginning decal number” and “ending decal number” columns. Use 

the “no. of hangtags” column to record the total number of hangtags purchased. The 

number in the “Daily Total” cell should represent the total number of decals sold for the 

day. 

Section 3: Number of Passes Per Lot 

This section is used to record the number of hangtags purchased and the corresponding 

lot. There should only be one number per line item. If a tenant purchases hangtags for 

multiple lots on the same billing sheet, a separate line item should be completed for 

each lot. The number in the “total” column should match the number in the “no. of 
 

 

4 Full-sized document is available in the Appendix 
5 Sample filled document is available in the Appendix 

 
 

 4 2 1 

 
 

3 

 
 

5 
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hangtags” column in section 2. The number in the final cell in each column should 

represent the total number of hangtags sold for that lot on that day. 

Section 4: Tenant 

This section is used to record the company name of the tenant purchasing the hangtags. 

Record the name as written on the billing sheet. 

Section 5: Payment Type 

Record the total amount that the tenant paid/should be billed based on the number of 

hangtags they have purchased. The total should be placed in the column representative 

of their method of payment. If the customer charges the amount on a credit/debit card, 

use the “VISA/MC” column to note the credit issuer. If the hangtags were purchased at 

gratis, mark the “Gratis” column with an “x”. The number in the “Total” column should 

match the number in the payment column for the line item. The number in the final cell in 

each row should be representative of the total amount of money billed for the entire day, 

per form of payment. The completed daily sheet should be submitted to management 

with all billing sheets and receipts. Management will initial the daily sheet after verifying 

its accuracy. 
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THE DAILY CASH TRANSMITTAL SHEET 

The Daily Cash Transmittal sheet should be completed any time a transaction is done by 

any form of payment other than billing. The total amount of cash, checks, money orders, 

and electronic payment collected should be recorded on this sheet. 

The Daily Cash Transmittal sheet should be attached to the billing sheet and the daily 

sheet. Management should sign the sheet once the transaction details have been 

verified. 

 
 

 

Figure 5: The Daily Cash Transmittal Sheet6 

 
Once the Daily Transmittal sheet is completed, a copy must be made; one copy is 
retained by the Office of Administrative Services and the other copy is delivered to the 
Cashier’s office with the money, the batch receipts from the credit card machine, and 
any other applicable transaction receipts. The cashier’s office will return the sheet 
with a stamp verifying the date of acceptance. 

 
 
 
 
 
 
 
 
 

6 Full-size document is available in the Appendix. 
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THE MONTHLY HANGTAG REPORT 
 

Figure 6:The Monthly Decal Hangtag Sales Report7 

 
 

This document captures all sales for the entire month. This report should be attached to 

all daily sheets and presented to the management at the end of the month. Once the 

accuracy of the sheet is verified, management should sign and date the document. The 

document should then be emailed to the distribution list of names on the bottom left side 

of the report.  This spreadsheet is located on the S:\drive. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

7 Full sized document is available in the Appendix 
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Inventory 

Inventory should be completed on the first business day of every month prior to any 

transactions. The number of decal hangtags remaining per lot should be recorded as 

well as the decal hangtag numbers that were sold that month. All numbers should be 

reconciled with the Monthly Sales Report as well as the previous month’s inventory 

sheets. The inventory sheet is singed by the Director/Acting Director of 

Administrative Services.  A sample inventory sheet is available in the Appendix. 

 

 

Returns 

Tenants who purchased their decal hangtag during the fiscal year and no longer have a 

need to use it due to relocation or separation from their employer can request a partial 

refund. The tenant must return the hangtag and proxy card as well as write a letter to the 

attention of the Employee Parking Coordinator. The letter should include the following 

information: 

▪ Person’s name 
▪ Person’s social security number (Office of Finance requirement) 

▪ Person’s employer 

▪ Date of Purchase/Date Received 

▪ Reason for return 

▪ Hangtag number 

▪ Date hangtag was turned in to AS 

▪ Address to send check to 

▪ Last date hangtag was used 

Once the letter is received, the Employee Parking Coordinator should use the 

information to create a formal letter to send to the Office of Finance requesting the 

refund. The tenant can only be refunded for the number of months that the decal 

hangtag was not used. A decal hangtag cannot be refunded for the month in which it is 

returned, even it is returned on the first business day of the month. All returns should be 

tracked and stored away from live inventory. RETURNED DECAL HANGTAGS 

SHOULD NEVER BE PLACED BACK INTO INVENTORY AND REISSUED. 
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Decal Cycle Orders 

To prepare for the new cycle, decal hangtags must be ordered prior to the end of the 

existing fiscal year. The fiscal year begins July 1st and ends in June 30th.  All hangtags 

purchased in the previous year will expire on the last day of June. The following timeline 

represents the standard list of activities to prepare for the new fiscal year decal cycle: 
 

DATE ACTIVITY 

March 1 • Update all decal sales forms and intranet tenant instructions. 

March 4 • Start preparing the paperwork in entry into FMIS. 

March 11 • Enter requisition into FMIS. 

March 21 • Attend Tenant Manager’s Meeting. 

April 1 • Send out email blast to all distribution lists. 

May 1 • Email final notification to all distribution lists to include date reminders and 
hangtag prices 

  

May TBA • Prepare hang tags for sales 

• Change inventory prices in the POS system, if necessary. 

• Send copies of new hang tags to Airport Security/Ground Transportation 

May 20 • Contact Kelly Batz to schedule the terminal desk. 

• Contact Custodian to have desk cleaned 

• Contact Steve Ricks to have phone line setup 

May 21 • Attend Tenant Manager’s Meeting. 

June 5-14 • Due date for orders and updated authorized signer forms from large tenants (i.e. 
UPS, FedEx, Fraport, etc.) 

June 17-21 • Due date for smaller tenant pre-order hangtags. 

June 21 • Attend Tenant Manager’s Meeting 

June 22 • Start setting up appointments for hangtag order pickups 

  

 

 
For more information regarding the fiscal year decal cycles and hangtag policies, see the 

BWI Tenant Directive, available in the Appendix. 
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FIGURE 3 
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FIGURE 6 
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FIGURE 7 
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FIGURE 8: TENANT DIRECTIVE 
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FIGURE 9: MAA CONTACTS 

 

❖ The Office of Grounds Transportation: 

o (Proximity cards (lost or stolen), Reserved parking space information) 

• Monica Lupton: MLupton1@bwiairport.com/ 410-859-7073 

• Stephen Moe: smoe@bwiairport.com/ 410-859-7298 
 

❖ The Office of Finance: (Billing and Payments) 

• Kristan Stinebaugh: kstinebaugh1@bwiairport.com/ 410-859-7015 
 

❖ Fraport 

• Cheryl McGhree: c_mcghee@fraport-usa.com/ 410-859-9201 
 




