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Introduction 

 
 Purpose of this Handbook 

This Tenant Improvement Handbook is a “process manual” to aid in the 
approval, permitting, and construction processes for Tenant Improvement 
Projects. This handbook contains review and approval requirements for 
Tenant construction at all airports operated by the City of Phoenix Aviation 
Department: Phoenix Sky Harbor International Airport, Phoenix Deer Valley 
Airport, and Phoenix Goodyear Airport. The purpose is to establish a common 
process for the benefit of all Tenants. 

Due to security and operational requirements at the airports there are issues 
affecting the construction process not encountered at other locations. This 
handbook will provide the information necessary to understand that process. 

“Tenant Improvement” Defined 

As defined by the Aviation Department and as used in this handbook, the 
terms “Tenant Improvement” and “Tenant Improvement Project” mean: Any 
construction, remodeling, addition, new building, build-out of shell 
space, deletion or addition of communication lines and/or conduit (e.g. 
telephone lines, fiber, wireless applications, and data circuits), etc., 
performed by or for any tenant occupying space at any airport operated 
by the City of Phoenix Aviation Department. 

[Note: Sky Harbor Center is under the jurisdiction of the City of Phoenix 
Community and Economic Development Department. Sky Harbor Center 
tenant construction projects are not submitted to the T.I. Coordinator, or other 
Aviation divisions, unless directed by Community and Economic 
Development.] 
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How to use this handbook 

Because of the variety of Tenants found at the Airports, not all aspects of this 
handbook will apply to all Tenants. To receive the most benefit from this 
handbook, the following is recommended: 

1. Read the entire Table of Contents then page through the handbook to become 
familiar with the overall layout. 

2. Read the entire Introduction. 

3. In the Who’s Who in the Handbook (Section 2) the individuals and 
organizations associated with the Tenant review and approval process have 
been provided. 

4. Also located at the rear of the handbook are Definitions and Abbreviations, 
(Section 14).  Refer to it as needed while reading the Handbook. 

5. Carefully read the section called Overview of the Tenant Review Process 
(Section 3), paying close attention to the flow charts. 

6. The other sections of the handbook address in detail various aspects of the 
Tenant review, approval, and construction process, as well as with Airport 
operational issues.  These sections of the Handbook, while useful for the 
Tenant to review, will generally be of greater value to the Architectural and 
Engineering firms and Contractors in developing the Tenant Improvement 
Project. 

As each Tenant Improvement Project is unique, it is highly recommended that 
the Tenant should discuss the specifics of each project with the Tenant 
Improvement Coordinator before beginning design. 

7. Read other sections as they apply. 
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Who's Who  

in the 
Handbook 

 
Note:  The word or phrase in (brackets) following the organization or individual name is the 
word or phrase used in the body of this Handbook to refer to that organization or individual. 
 
 
City of Phoenix Aviation Department: (Aviation) 
 
The Aviation Department is the Landlord. There are several Divisions within the Aviation 
Department that may have an interest in Tenant Improvement Projects. 
 

Those divisions are: Administration 
Business and Properties 
Design and Construction Services 
Environmental 
Facilities and Services 
General Aviation 
Operations 
Technology 

      

Tenant Improvement Coordinator: (T. I. Coordinator)  

An individual within Aviation who acts as liaison between the Tenant and 
Aviation. The role of the T. I. Coordinator is to assist the Tenant in 
obtaining project (construction document) review and approval in the most 
expeditious manner possible. The T. I. Coordinator will advise Tenants 
regarding the procedures and requirements for initiation, Approval/Denial 
Letter, Asbestos Notification, construction of and follow-up for all Tenant 
Improvement activities; review and route of all record drawings, 
construction, utility, remediation, and design plans to affected offices for 
comments, permits, and clarification; coordinate pre-construction 
meetings, notifications, scheduling, and permit requirements; inspect 
Tenant Improvement Project sites for compliance with safety, security, and 
approved scope of work. 
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Tenant: (Tenant) 

  
Any individual, group, corporation, partnership, etc., that occupies space, or 
desires to occupy space, at any of the Facilities operated by Aviation. 

Any or all of the following can assist the Tenant in the design and 
construction process: 

Architect(s) (licensed in the State of Arizona) 
Engineer(s) (licensed in the State of Arizona) 
General Contractor (licensed in the State of Arizona) 
Subcontractors (licensed in the State of Arizona) 
Interior Designer 

Collectively the Tenant and all consultants and contractors are referred to 
herein as the "Tenant" (consultants and contractors may also be referred 
to as separate entities).  

 
 
City of Phoenix, Development Services Department Annual Facilities Permit (AFP) 
Program:  
 

Tenant Improvement Projects will be submitted to the AFP Program for 
plan review. (See Section 9, Annual Facilities Permit Program.) This 
review will also include Fire Department review when needed. 

 
 
City of Phoenix Development Services Department: (DSD) 
 

DSD Standard Permit Process is used for new buildings and/or additions 
to existing buildings. These Tenant Improvement Projects are permitted 
through the DSD permit process located at City Hall. 
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City of Phoenix Fire Department, Fire Prevention: (Fire) 
 

Fire must review all Tenant construction documents and issue the 
necessary permits for work involving the fire protection and life safety 
systems required by the Fire Code (ex: automatic fire sprinklers, fire 
hydrants, and fire alarm systems). Fire also regulates the installation, 
storage, handling, and use of hazardous materials related to the 
construction process. All AFP fire plans will be submitted through the AFP 
process. (See Section 9, Annual Facilities Permit Program.) 

 
 
Inspectors:  
 

The City of Phoenix Building Safety and Fire Field Inspectors, the T. I. 
Coordinator, the Facility and Services Construction Liaison, and Airport 
Operations personnel will be inspecting and performing site reviews of the 
Tenant’s premises during construction.  

Phoenix Building Safety and Fire Inspectors: Inspect for 
compliance to applicable codes and ordinances. 

T.I. Coordinator: Performs non-technical construction site reviews 
focusing on broad compliance with Aviation general conditions for 
safety, security, protection of the traveling public, and other tenant 
areas, and insures proper coordination with affected Aviation 
divisions.  

Facilities & Services Coordination Liaison: Inspects for 
compliance with City codes. 

Airport Operations: Monitors construction sites and activities for 
compliance with Airport and federal safety and security rules and 
regulations. 
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Federal Aviation Administration: (FAA) 
 

A Federal agency charged with setting and enforcing Federal policy on 
Aviation safety issues.  See Section 14, Definitions and Abbreviations for 
an explanation of various FAA regulations. 

 

Transportation Security Administration: (TSA) 

A Federal agency charged with protecting the Nation's transportation 
systems to ensure freedom of movement for people and commerce. See 
Section 14, Definitions and Abbreviations for an explanation of various 
TSA regulations. 

 

Attachment 1 contains a listing of pertinent telephone numbers relating to Tenant 
Improvement Projects.  
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Overview of  

Tenant Review  
Process 

 
Introduction 

This section is intended to give you a brief overview of the process required 
for approval of Tenant Improvement Projects. 

Tenant Improvement Projects can be as simple as the relocation or addition of 
a new door in an existing wall, or as complex as the design and construction 
of a new building. Regardless of the scope of the project, Aviation review 
and approval is required before you may begin construction. 

While a small project may be reviewed by Aviation and approved more quickly 
than a larger project, all projects must go through the review and approval 
process as set forth in this Handbook. 

Project Types 

Tenant Improvement Projects are of two types for the purposes of this 
handbook, Type 1 and Type 2.  The T.I. Coordinator can discuss the specifics 
of your particular project with you.  

Type 1:  

Type 1 projects are those that require a submittal for permitting 
by DSD or AFP. Type 1 projects include, but are not limited to, 
new buildings, extensive remodel of existing buildings, additions 
to existing buildings, build-out of shell space, extensive site 
work, and others. 

Type 1 projects may require a concept submittal to Aviation for 
review and approval, a construction document submittal to 
Aviation for review and approval, and a contract document 
submittal for permitting to DSD and Fire, or AFP (qualifying 
projects – see Section 9, Annual Facilities Permit Program).



 

3-2 

 

The submittal and approval process for Type 1 projects is 
illustrated with the Tenant Improvement Review Process flow 
chart (figure 1) 

 

Type 2:  

Type 2 projects are very simple in nature and do not require a 
submittal for permitting by DSD, Fire, or AFP. They include, but 
are not limited to, adding or relocating a door or window in a non-
rated wall, relocating an existing sign, replacement or change of 
existing non-rated finishes, and others. The concept submittal 
and contract document submittal may be incorporated into one 
submittal and can normally be delineated with a 1-line diagram or 
a simple sketch. Type 2 projects are usually approved more 
quickly than Type 1 projects because there are fewer steps to the 
approval process. 

The submittal and approval process for Type 2 projects is 
illustrated with the Tenant Improvement Review Process flow 
chart (figure 2).  
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Tenant Improvement Review Process- Type 1 Projects – Figure 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tenant Improvement Review Process-Type 2 Projects – Figure 2 
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Concept/Schematic 

Submittal 
 

  

Introduction  

Prior to submitting any plans contact the Business and Properties Division of 
Aviation (602-273-3346). Once this division has determined that the project is 
acceptable and meets all lease requirements, the concept submittal process 
can begin. All requests for Tenant initiated construction or alterations must 
start with a written concept or schematic request to the T. I. Coordinator. 
(NOTE: Not all projects require a concept submittal. Discuss this with the T.I. 
Coordinator when you are ready to submit your information.) The Tenant 
submits the Tenant Improvement Submittal Data Sheet (Attachment 2) when 
requesting a Tenant Improvement Project. 

 

Concept Request Format 

The concept/schematic request describes in detail the proposed 
improvements or changes, the areas in which the construction will occur and 
the proposed time frame. 

This request should include:  

n Project location 

n Scope (project description) 

n A/E firm 

n Schedule 

n Any drawings, diagrams, renderings, etc., necessary to convey the concept and allow 
Aviation to make an informed decision.  

n Any environmental permits required for the project. 

There are various issues that Aviation will consider when reviewing the 
concept. Among those issues are FAR Part 77-Objects Affecting Navigable 
Air Space, the Airport master plan, operational considerations, Design and 
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Construction Standards (Section 5) and Aviation Policies & Procedures 
(Section 6) as delineated in this Handbook. 

 

Aviation Review Process 

Upon receipt of the concept request, the appropriate Aviation division(s) will 
review the request with respect to concept, location, and conformance to 
lease/agreement provisions and this Handbook. 

The flowchart below (figure 3) shows the steps necessary for review and 
approval of the Tenant’s concept request. 
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Upon completion of Aviation review, the Tenant will be informed in writing that 
the concept is  

n Approved, 

n Approved with stipulations, or 

n Denied (with explanation). 

The concept approval letter may include Airport special provisions that are to 
be included in the Tenant's construction documents. All responses from the 
Tenant regarding agreements to Aviation’s stipulations or special provisions 
need to be in writing. 

One of the special provisions that may be required (when applicable) is an 
Asbestos Notification Acknowledgement that must be signed by the 
Tenant, Tenant Architect/Engineer, all Contractors and Subcontractors 
working on the project (See Section 5, Design and Construction Standards).  

Another special provision may be Refrigerant Recovery. (See Attachment 3, 
for information on what is required, if necessary for your project.) 

Address all submittals to: 

City of Phoenix  
Aviation Department 
Design & Construction Services 
3400 East Sky Harbor Boulevard    Ste. 3300 
Phoenix AZ  85034 
ATTN: Tenant Improvement Coordinator 
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Design and  
Construction 
Standards 

 

Introduction 

The design and construction standards outlined in this section are among those that 
must be considered when designing a Tenant Improvement Project. These 
standards will be considered by Aviation during the review and approval of the 
concept submittal and construction documents. 
 

Code Upgrades 

Under certain circumstances, any remodel work that includes electrical, mechanical, 
plumbing, telecommunications and data communications cabling etc., must meet 
the standards of the current Aviation and/or City adopted code, and may include 
ADA issues. The costs of a project can be impacted due to code issues that may not 
have been considered as part of the remodel work. Code compliance may directly 
affect budgeting for remodel work. 
 

Codes and Regulations 

Various codes and regulations govern construction at the airports. The codes and 
regulations that apply include, but are not limited to, the following:  

n City of Phoenix (Sky Harbor and Deer Valley) 

All building, fire, mechanical, plumbing, electrical, telecommunications and data 
communications cabling, etc., codes and ordinances governing construction 
within the City of Phoenix (call DSD at 602-262-7811 for current requirements). 
Also refer to Information Technology Department (ITD) Standards 2.4. Contact 
the T. I. Coordinator for copies.)  To receive a copy of The City of Phoenix, 
Street Transportation Department Traffic Barricade Manual (latest revision), go 
to City Hall, 200 West Washington, 2nd floor. 
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n City of Goodyear (Goodyear) 

For all building, fire, mechanical, plumbing, electrical, etc., codes and ordinances 
governing construction within the City of Goodyear call 623-932-3494 for 
requirements. 

§ Federal Aviation Administration (FAA) Regulations:  

FAR - Part 77, Objects Affecting Navigable Air Space 

FAR - Part 139 

§ Transportation Security Administration (TSA) Regulations:    

     Rule – 49 CFR part 1542 

n Aviation Regulations: 

Airport Construction Safety Manual 

Aviation Policies & Procedures, Section 6. 

§ Federal Regulations:    

Occupational Safety and Health Administration (OSHA) 

Environmental Protection Administration (EPA) 

Asbestos Hazard Emergency Response Act (AHERA) 

Americans with Disabilities Act Accessibility Guide (ADAAG)  

See Section 14 for definitions. 

 

Tenant Design Criteria 

It is beyond the scope of this handbook to discuss the specific design criteria for 
each venue at the three airports. The nature and location of the Tenant's specific 
project will determine the criteria utilized. The T. I. Coordinator can assist the Tenant 
in obtaining the correct Tenant Design Criteria for each specific project. 
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Asbestos 

Asbestos-containing materials (ACMs) and presumed asbestos-containing materials 
(PACMs) may be present in buildings at all three airports.  

The Tenant must request and will be notified of the presence or presumed presence 
of ACMs in the Tenant Improvement Project area. The Tenant, Tenant’s 
Architect/Engineer, and all Contractor and subcontractors working on the project will 
be required to sign an Aviation form acknowledging that they have been notified of 
the possible presence of ACMs. (Attachments 4, 5 and 6) 

Tenant shall consult all Federal regulations previously listed in this section that apply 
to the handling of ACMs and PACMs. 
 

Aviation Requirements 

Other Aviation Tenants must be notified, in writing, of construction prior to start up of 
any utility shut downs or any conditions that may affect them. Therefore, proper 
notification, scheduling, and coordination with the T.I. Coordinator are required. 

Tenant construction cannot block access to another Tenant or airport service. The 
Tenant shall take whatever measures are necessary to ensure continuous safe 
access to other Tenants and services. 

A payment and a performance bond are required on all Tenant projects at the 
airport. City property cannot be attached by lien and the payment and performance 
bonds are to insure payment of all construction debts at completion of proposed 
improvements. 

The parties to the bonds are: the “principal” is the contractor to the Tenant and the 
“obligee” is the City of Phoenix. 

A performance bond is a guarantee that the contractor will perform as outlined in 
the scope of services of the contract.  If the contractor is not able to perform under 
the contract, the surety company may finance the same contractor to finish the work, 
or they can hire someone else to finish the work. 
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A payment bond is a guarantee that the contractor will pay their subcontractors and 
suppliers on the project.  The surety company would pay the unpaid subcontractors 
and suppliers if the contractor cannot meet the financial obligations. 

Aviation requires both a performance and a payment bond. This will ensure that the 
contractor’s employees will be paid if the contractor fails to pay them.  Therefore, 
there is no additional premium charged for a payment bond if it is issued along with 
a performance bond.  However, payment bonds are not automatically generated 
when a performance bond is issued.  The contractor has to specifically ask for both 
types of bonds. (For additional information on bonding call the City of Phoenix, 
Finance Department at 602-262-5054.) 
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Aviation  

Policies & 
Procedures 

 

Introduction 

Security and other requirements make construction at the airport unique from 
other locations. This section of the handbook is to acquaint the tenant with the 
policy issues and operational procedures that affect construction at the airport. 
Aviation reviewers consider the following issues during the review and 
approval of all Tenant Improvement Projects. 
 

Operational Standards at Phoenix Sky Harbor International Airport 

 
Security and Safety of Passengers: 
 

The most important issue affecting construction at the airport is the security 
and safety of passengers. It will affect all aspects of the Tenant construction 
process. Some of the issues affecting security and safety are outlined below. 
For a more complete overview of safety concerns, refer to the Aviation 
Department Airport Construction Safety Manual.  The T. I. Coordinator will 
assist you in obtaining a copy of this and all other applicable Aviation 
publications. 

Phoenix Sky Harbor International Airport is subdivided into airside and 
landside areas. 

§ Airside is known as the Air Operations Area (AOA) – all areas beyond the 
security checkpoint and including areas of the airport used for the landing, 
take off, or surface maneuvering of aircraft. Aircraft operation in the AOA is 
under the jurisdiction of the FAA. NO ONE MAY ENTER THE AOA 
WITHOUT THE PROPER AUTHORIZATION (refer to page 6-2, Security 
and Access and page 6-3 Security Badges in this Section). 

§ Landside area is used for Aviation related purposes such as structures, 
parking, roads, etc., under the jurisdiction of Aviation. 
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Airside Operations (AOA)  

 
Security and Access 
 

Phoenix Sky Harbor International Airport operates in strict compliance with 
TSA Regulation – 49 CFR Part 1542 prohibiting unauthorized persons, 
vehicles or equipment in the AOA. The TSA and/or Aviation may subject 
violators to arrest and/or fines. 

Security Identification Display Areas (SIDAs) are fenced and must remain 
fenced at all times. Temporary fences and/or gates installed during 
construction shall remain closed and locked unless continuously staffed by an 
appropriately trained and badged individual. Duplicate keys for locked gates 
must be given to Airside Operations. Guards need to have radio or telephone 
communication with operations in case of an emergency. 

All gate guards are contracted through Security Operations. 

Security between landside areas and the AOA must be maintained at all 
times. Access doors and other points of entry have alarm systems and must 
not be opened by unauthorized personnel. 

An airport may not issue, to any person, any identification media that provides 
unescorted access to any SIDAs unless the person has successfully 
completed the Criminal History Records Check (CHRC) (Attachment 7) 
process and the security training in accordance with a TSA approved 
curriculum specified in the security program. 

Anyone operating a motor vehicle within the AOA, unless properly escorted, 
must attend the Airfield Driver’s Training Program and successfully complete 
the testing process. A prerequisite for obtaining an airfield driver’s permit is a 
current and valid driver’s license. (See Attachments 7 and 8) 

Company logos must be clearly visible on all vehicles operating within the 
AOA. 
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Prior Notice 
 
A 48-hour prior notice (with a 24-hour cancellation) to the Airside Operations 
Superintendent (602-273-2795) is required for the movement of major pieces of 
equipment or materials, the interruption of essential services, any impact to any 
security fence or airport perimeter, and issuance of all required “Notice to Airmen” 
(NOTAMs).  
 
Airfield Driver's License  
 

Anyone operating a motor vehicle within the secured area shall have a valid 
airfield driver's license issued by the Aviation Security Operations Division. To 
qualify for a license, an individual must make application (Attachment 8), 
attend a Security and Airfield Driver’s Training Program and pass a written 
examination. Contact the Aviation Safety Operations Division (602-273-3302) 
to make the necessary arrangements and to obtain the Airfield Driver Permit 
Application and Study Guide booklet. 

 
Certificate of Insurance 
 

In addition to the airfield driver's license, the contractor(s) must have Vehicle 
Insurance for Airside Access. The Certificate must include the following: 

n The City of Phoenix Aviation Department, 3300 Sky Harbor Boulevard, Phoenix, 
Arizona 85034, should be named as the Certificate Holder. 

n The City of Phoenix Aviation Department should be named as an additional insured. 

n Vehicles covered by the policy (vehicle liability); i.e., owned, non-owned, hired. 

n Appropriate amount of coverage. Any company needing vehicle access at Sky Harbor 
is required to carry $5,000,000 in automobile liability or excess liability. 

n Certificate must include a policy number. Binders are not accepted. 

n Certificate must include an expiration date. 

The preceding items must all be met before vehicle access to the AOA will be 
permitted. For more information on insurance see Attachment 9. 

 
Security Badges 
 

All construction personnel assigned to any project requiring airside access, 
except for escorted in-transit material supplies, shall make application 
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(Attachment 10) for a security badge and wear it at all times. The prime 
contractor and subcontractors can make application for security badges by 
contacting the Aviation Security Operations Division. A photo identification 
badge is made for each employee. Initial badges are $10.00 each plus $53.00 
for FBI fingerprinting on Aviation projects. (Results of fingerprinting can take a 
month or more to receive). Badge return refunds are $5.00 each. All badged 
employees shall have a fingerprint criminal history records check (Attachment 
7). All individuals not requiring airside access must obtain badges for non-
airside access. Each person must submit a completed Non-SIDA application 
(Attachment 11) signed by the company’s authorized signer, a valid driver’s 
license, the $53.00 CHRC fee and the initial badge fee of $10.00. 

Attendance at a 3-hour security and airfield field drivers (if necessary) 
training seminar is mandatory before the issuance of a security badge.  

 

Tools Cards 

Any contractor needing to use tools in the secured AOA must accept 
responsibility for these tools by obtaining a tool card (see Attachment 12) from 
the Aviation Security Operations Division (602-273-3301). 

 
Keys 
 

Aviation is in the process of revising the access control system at this time. 
When beginning a project Contractors need to contact the T.I. Coordinator to 
attain project access. 

 
Aircraft Safety 
 

The Contractor may be working in an area that is in close proximity to aircraft 
and is subject to jet blasts equivalent to wind velocities exceeding 75 miles per 
hour. 

A high degree of care is necessary to control debris and dust so it does not 
affect aircraft or accumulate on aprons, taxiways and runways, or become a 
visual obstruction or nuisance. The Contractor must take whatever measures 
necessary to prevent loose material from blowing onto aircraft or onto the 
airfield. In addition, the Contractor shall maintain dust control measures at all 
times during the construction of the project, to the satisfaction of Aviation. 
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The Contractor will be charged the aggregate cost of any cleanup and/or 
repairs performed by others because of dust and/or debris that leave the work 
area. 

Red Obstruction Lights 
 

The Contractor shall provide construction flags and red flashing strobe lights 
with a minimum one million candle power for all stationary cranes erected on 
the construction site. All movable cranes shall be provided with red 
obstruction lights if boom cannot be lowered during hours of darkness. 
Aviation will issue NOTAMs on obstruction lighting. The Contractor shall notify 
the T. I. Coordinator if any relocation takes place. 

Unless prior arrangements are made with Operations, all equipment and 
vehicles shall be removed from the AOA during non-work hours. 

 
Yellow Warning Lights for Vehicles 
 

The Contractor shall provide yellow rotating/strobe lights at all times during 
night hours, and orange and white-checkered flags during daylight hours for 
all vehicles on the construction site. 

 
Notice of Violations (NOV) 
 

Due to safety and security precautions necessary at Phoenix Sky Harbor 
International Airport, failure of the Tenant or Contractor to adhere to the 
prescribed requirements may jeopardize the health, welfare, and safety of 
customers and employees. If the Tenant or Contractor is found in non-
compliance with any security, airfield, or badging/licensing requirement, 
Aviation retains the right to issue a NOV for each offense. NOVs are issued 
for violations of the Airport’s rules and regulations. Financial and other 
penalties are possible when an NOV is issued.  For additional information 
contact an Airport Safety Coordinator (Oscar 31 - 602-273-3302). 

 

  Environmental 

 All Tenant Improvement projects must be done in conformance with federal, 
state, and local laws. Permits for the construction phase and the long-term 
Tenant Improvement projects must be shown to City personnel at the job site. 
For additional information contact the Environmental offices  - 602-273-8861). 
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Landside Operations 

 
Security and Safety 
 

Although the landside operations areas are not in SIDAs, the movement of 
equipment or materials and construction still affect the security and safety of 
the traveling public. 

Landside Operations (602-273-3326) must be notified of construction issues 
that affect traffic movement, traffic barricades and street or lane closures, 
parking, equipment delivery and staging, passenger safety, and other issues. 

At least a 48-hour prior notice (with a 24-hour cancellation) to the Landside 
Operations Manager is required for activities that affect landside operations. 

 
Traffic 
 

Any construction activity affecting the normal flow of vehicular and/or 
pedestrian traffic at the airport requires a submittal to Aviation Operations.  
The submittal shall include a detailed traffic plan, including signage 
requirements and vehicular/pedestrian impact. Before the Tenant can 
proceed with construction, Airport Operations must approve the traffic 
barricade plan.  These plans must be submitted to the Operations Manager at 
least 48-hours in advance of work beginning. Any cancellations need to be 
made at least 24-hours in advance. 

For specific traffic control requirements refer to the Aviation Department - 
Airport Construction Safety Manual. (The T. I. Coordinator can assist in 
obtaining this manual.).  To receive a copy of The City of Phoenix, Street 
Transportation Department Traffic Barricade Manual (latest revision), go to 
City Hall, 200 West Washington, 2nd floor.  

 
Parking 
 

Tenant/Contractor employees will not be permitted to park their personal 
vehicles in airport parking garages or other parking areas intended for 
passengers and other airport users. Illegally parked vehicles may be 
subject to citation/towing at the owner’s expense.  
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A limited number of parking cards may be available for the Tenant/Contractor 
to purchase and use for such activities as deliveries, unloading of equipment 
and management parking. The parking cards are purchased on a monthly 
basis and are available at the sole discretion of the Parking Operations 
Superintendent (602-273-2795). 

 
Staging 
 

There is limited area available for staging either Landside or Airside. The 
Contractor shall arrange for the bulk storage of materials off airport property. 
Approval from Business & Properties (602-213-2730) is required for the use of 
any available staging areas at the airports. 
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Construction 
Document 
Submittal 

 
 

Introduction 

After receiving approval of the preliminary concept submittal, the Tenant will 
prepare construction documents for review by Aviation.  

All construction documents (drawings, reports, computations, engineering 
calculations, and specifications) required for the proposed construction shall 
reflect existing site conditions and adhere to the approved concept. All 
documents shall be sealed and signed by an Architect or Engineer (A/E) 
licensed in the State of Arizona. The A/E sealing the documents is the A/E 
of record. 
 

Issues for Review 

Listed below are those issues considered by Aviation during the review of 
Tenant Improvement Projects. While this list is not all-inclusive, use it as a 
guide during the design of a project to ensure that all issues pertaining to the 
specific project have been addressed. 

n Building and Zoning 

n Code Compliance 

n Grading and Drainage, including air or water pollution control 

n ADA Compliance 

n Signage Approval  

n Asbestos- (when removing existing structures) 

n Lead-Based Paint- (when removing existing structures) 

n Paint Booths 

n Telecommunications cabling 
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n Data communications cabling 

n Wireless communications 

n Sewer Connections - (Notice to Connect permit from DSD) 

n Air Quality Permits 

n Oil-Water Separators or other wastewater treatment devices 

n Storm Water Pollution Prevention 

n Construction Dust and Emissions 

n Phase I Environmental Assessments 

n Waste Disposal 

n Smoke and Fire Alarm System Capability 

n Integration with Airport Paging System 

n Access for repair and maintenance 

n Automatic Sprinkler Systems 

n Adherence to Tenant Design Criteria (if applicable) 

n Refrigerant Compliance (if applicable). In preparing the construction documents, the 
Tenant must comply with the provisions of all federal, state, and local laws. This 
includes, but is not limited to, City of Phoenix Building Code and Ordinances, City of 
Phoenix Fire Code, City of Phoenix ITD Standard 2.4, FAA regulations, TSA 
regulations, and Aviation Department Rules and Regulations (Section 5, Design and 
Construction Standards and Attachment 3). 
 

Submittal Requirements 

Submit seven (7) complete sets (one full size and 6 half-size) of 
construction documents, with a Tenant Improvement Submittal Data 
Sheet  (Attachment 2) completely filled out –to the T. I. Coordinator for 
review. Incomplete submittals will not be accepted but will be returned without 
review or comment. On larger projects, intermediate submittals may be 
required, i.e., 60 percent and 90 percent submittals. The schedule of 
intermediate submittals required during the contract document phase of the 
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review process will be determined by agreement between the Tenant and the 
T. I. Coordinator. 

Construction documents, at a minimum, shall consist of the following:  

For new buildings 
 

1. A key plan showing location of project 

2. A site plan at the largest practical scale (1"=20' recommended) 

3. A 1/8" scale floor plan with enlarged floor plans as required 

4. A 1/8" scale reflected ceiling plan including electrical lighting and HVAC diffusers with 
enlarged reflected ceiling plans as required. 

5. ¼ " scale building sections (at least 2 - a cross section and a longitudinal section)  

6. ¾" scale wall sections as required. 

7. ¼" scale interior and exterior elevations. 

8. Color and finish/material schedules. 

9. All applicable details. 

10. ¼" scale plan, elevation, and section of all storefront (including signage, if applicable). 

11. Structural plans and details (as required) prepared by a Structural Engineer licensed in 
the State of Arizona. 

12. Electrical plan(s) prepared by an Electrical Engineer licensed in the State of Arizona. 

13. Electrical details and fixture and panel schedules. 

14. Mechanical/plumbing plan(s) prepared by a Mechanical Engineer licensed in the State 
of Arizona. 

15. Mechanical details and fixture schedules as required. 

16. Specifications for Architectural, Electrical, Mechanical, Plumbing, and Signage. 

17. Shop drawings from a sign fabricator showing dimensions, letter style, face color, material, 
thickness, type of lighting, brightness, mounting hardware, and location of transformer. 
(This submittal can be a separate package - but must be submitted to Aviation for 
approval prior to fabrication and installation of signs). 

18. Fire Protection and Life Safety Systems plan and details. 
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19. Hazardous Materials Management Plan (when required), Storm Water Pollution 
Prevention Plan, Construction Dust Air Quality permit. 

20. Communication cable plans schematic with line drawings and shop drawings identifying 
the new and existing resources. 

21. Drainage Plan. 

For Remodel and build-out of shell space 
 

1. Key plan showing location of demised premises within the Terminal/Building and the 
location of Electrical/Telephone rooms from which the Tenant Improvement is to be fed. 

2. A ¼" scale floor plan. 

3. Overall sections at ¼" scale. 

4. A ¼" scale reflected ceiling plan including lighting and HVAC diffusers. 

5. A ¼" scale plan, elevation and section of storefront including graphics and signage. 

6. ¼" scale interior elevations. 

7. Color and finish/material schedules. 

8. All applicable details. 

9. Electrical plan(s) and details with fixture and panel schedules, prepared by an Electrical 
Engineer licensed in the State of Arizona. 

10. Mechanical/plumbing plan(s) and details, fixture schedules, prepared by a Mechanical 
Engineer licensed in the State of Arizona. 

11. Samples of all materials. 

12. Specifications for Architectural, Electrical, Mechanical, and Signage. 

13. Shop drawings from sign fabricator showing dimensions, letter style, face color, material 
thickness, type of lighting, brightness, mounting hardware, and location of transformer. 
(This submittal can be a separate package - but must be submitted to Aviation for 
approval before fabrication and installation of signs). Some sign installations may require a 
separate sign permit. 

14. Material Safety Data Sheets for chemical products used. 

15. Fire Protection and Life Safety System specifications. 

16. Communication cable plans schematic with line drawings and shop drawings identifying 
the new and existing resources. 
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17. Asbestos survey and removal plan. 

18. Any other documents specifically requested in the Tenant Design Criteria (if applicable). 

Aviation will review and comment on final construction documents. At the 
discretion of Aviation, Tenant may simultaneously submit construction 
documents to DSD and Fire, or AFP for permit review but may not obtain a 
DSD, Fire, or AFP permit without an approval letter signed by the Aviation 
Director. (See Section 4 – Concept/Schematic Submittal).  
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Aviation  
Review 

 
 

Introduction 

After approval by Aviation of the Concept or Schematic submittal, and before 
construction can begin, ALL Tenant Improvement Project construction documents 
must be reviewed and approved by Aviation. 

The Aviation review process is explained below and shown graphically in the 
Construction Document Submittal Review Process flow chart (see Figure 4). 

Submittal Review Process 

The T. I. Coordinator will route all Tenant construction document submittals to 
each division within Aviation that may be affected by, or have a concern with, the 
project. 

The submittal review will take approximately 10 working days after which the 
comments are returned to the T. I. Coordinator who will compile them and 
generate a letter that is forwarded to the Aviation Director for signature. This letter 
will indicate one of the following:  

n Proceed: This will allow the Tenant to proceed with obtaining all required permits. 

n Proceed with stipulations: If only minor changes are required, the Tenant can incorporate the 
review comments and submit a copy of the corrected documents to Aviation concurrent with 
submittal of corrected documents to the City. 

n Resubmit: If major corrections are required, the Tenant will receive a letter with a list of 
corrections to be included in a re-submittal. In this case, the Tenant must resubmit seven (7) 
complete sets of drawings and/or specifications with review comments incorporated. The re-
submittal review will take approximately two weeks (10 working days). 

Approval by Aviation does not imply approval by DSD, Fire, or AFP. A 
separate submittal must be reviewed and approved by DSD and Fire, or 
AFP in order to obtain the required permits. 
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Annual Facilities 
Permit Program 

 
 

Introduction 

Aviation subscribes to the Annual Facilities Permit (AFP) Program, which can be 
used for Tenant Improvement Projects at Sky Harbor International and Deer Valley 
Airports. The AFP is an administrative system within DSD. The function of the AFP 
Program is to simplify the permitting and inspection process for facilities, by allowing 
inspector review of plans by inspection staff familiar with the construction history of 
such facilities. Tenants electing to participate in this program are exempt from 
conventional permits for work regulated by the construction code when such work 
does not increase the floor area and is performed on existing buildings, structures, 
and utilities associated with the facility.  

This alternative permit process does not exempt or preempt compliance with other 
City, County, State or Federal laws or regulations, nor does it allow work within the 
facilities to progress without the traditional inspection process before concealment.  
Aviation review and approval are still required even if the Tenant has a separate 
contract with the AFP Program. 

Through a cooperative effort with the participating facilities, DSD and Fire staff provide 
plan review and inspection services in a time frame that assists the speedy facilitation 
of the process. 

Review Process 

Before beginning any work requiring inspection under the AFP Program, inspection 
staff is notified by the Tenant that plans, drawings, diagrams, or other data are ready 
for plan review. The Tenant or Tenant’s Contractor receives an AFP Transmittal Form 
(Attachment 13) from the T.I. Coordinator. The Contractor takes the form plus copies 
of the plans, drawings, diagrams, and/or other data to AFP for review. Upon 
notification, inspection staff may provide onsite plan review at their discretion. The 
onsite review service is a timesaving for the Tenant, and gives the inspector a better 
idea of the scope and nature of the project. 
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If the plans require preparation by a registered architect or engineer or are of a nature, 
which is too complex for onsite review, the inspector may require all applicable 
information be transferred from AFP to DSD for a more detailed plan review. The 
inspector may seek the assistance of DSD registered plan staff through an internal 
plan review process. The goal for AFP plan review service is to provide initial review 
within approximately ten (10) working days. 

At the discretion of Aviation, the AFP approval review process and the Aviation review 
process may be concurrent. 

 

Qualifying Projects 

The only projects that qualify for the AFP program are those projects that are 
contained within the footprint of an existing building and do not add any square 
footage. 

Because Aviation subscribes to the AFP Program, any Tenant Improvement Project 
contained within the footprint of an existing and qualifying building at the Airport will 
also qualify for review under the AFP Program. The Tenant must agree to pay all 
hourly plan review and inspection fees. 

 

Submittal requirements for the AFP Program 

1. Annual Facilities Program Plan Review Transmittal Form (Attachment 13). 

2. Two to three sets of plans and specifications to be determined by the T.I. Coordinator (bring one set 
of AFP approved plans to the T. I. Coordinator at the Pre-construction meeting).  

3. A letter of approval signed by the Aviation Director must be presented to AFP before plans will be 
released. (See Section 8, Aviation Review.) 

Note: Fire review is automatically included in the AFP review - a separate submittal is 
not required. 
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Submit to: 

Development Services Department  
Annual Facilities Program Manager 
602 East Monroe   Ste. 100 
Phoenix, AZ 85004 

 

Payment of Review and Inspection Fees 

The AFP plans review and inspection services are invoiced through Aviation to the 
Tenant. Fees are assessed on an hourly basis for plan review and field inspections. 
The current rate is $134.00 per hour with a one-hour minimum for both plan review 
and inspections. Overtime inspections are charged at $134.00 per hour with a three-
hour minimum. 

The Tenant is responsible for scheduling inspections. The Tenant will be charged for 
ALL inspections even if an inspection is scheduled prematurely and cannot occur. 
Careful coordination of construction with inspection requests will eliminate 
unnecessary charges. 
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Development  

Services Department 
Review 

 

Introduction 

After receiving Aviation approval, any project that does not qualify for review 
under the AFP program must be submitted to DSD for review and approval 
using the standard Building Safety Plan Review. 

Note: Do not submit under the Permits-By-Appointment Program 
(PBA). Any project that qualifies for review under PBA will also qualify 
under AFP. 
 

Complete Submittals 

Many consultants submit drawings to DSD before they are 100 percent 
complete in the hope of having DSD review completed concurrently with the 
consultant completing the construction documents. It has been the experience 
of the DSD team that when drawings are submitted before they are 100 
percent complete, a third review is usually required. Third reviews are NOT 
included in the original fee for review and are billed separately, thus costing 
the tenant more time and money than is necessary.  

The first and second reviews have committed timelines. Third reviews do not 
and go to the bottom of the list with NO priority. 

DO NOT SUBMIT PLANS TO DSD (OR TO AVIATION) UNTIL THEY ARE 
100 PERCENT COMPLETE. (The only exception to this is outlined in Section 
7, Page 7-2 and refers to Aviation review only.) 
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Submittal Requirements 

1. Letter of Approval signed by the Aviation Director (See Section 8, Aviation Review) 

2. Two complete sets of plans drawn to scale (See Section 7, Construction Document 
Submittal) 

3. Payment of Fees for review and permit (Plan review and permits fees, including usual 
inspections, are based on the valuation of the project. Reinspections are $120 per 
inspection). 

Separate submittals are required for Fire, Street Transportation, 
Environmental, and Use Permits (as applicable). 
 
 
 

Review Schedule 

Review and approval by DSD will take time to accomplish. A Tenant can 
expect a review time of 45 calendar days for a first review and 15 calendar 
days for a second review. Actual times for the Tenant's specific project may 
vary. 

Target City review times are indicated in the Building Safety Plan Review 
Goals (Attachment 14). 

A Development Center Directory (2nd Floor of City Hall) is included as 
Attachment 15. 
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Fire Department and Other Review 

In addition to review by DSD, submittal of construction documents to other 
agencies for review and approval may be required. If required, they need to 
be submitted to the T.I. Coordinator for proper distribution. 

Fire submittal for: 

n Hazardous Materials and fuels 

n Fire Suppression Sprinkler Systems 

n Standpipes 

n Hood Systems 

n Fire Alarm Systems 

n Underground Fire lines and Hydrants 

n Fire Department plans submittal fees (Attachment 16) 

County Health Department submittal for: 

n Food Service 
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Pre-Construction 

Meeting 
 
 

Introduction 

When all stipulations outlined in the Conditional Approval letter (when 
applicable) are met and construction is ready to begin, the Tenant shall notify 
the T. I. Coordinator, who will schedule a pre-construction meeting. The pre-
construction meeting may take time to schedule because there are several 
different divisions of Aviation that must be present. The Tenant, Contractor, 
and main subcontractors attend this meeting. 

 

Agenda 

The agenda for the pre-construction meeting will include, but is not limited to, 
the following: 

1. Scope of Work 

2. Contractor ingress/egress 

3. Escorting contractor vehicles to and from the AOA, if necessary 

4. Parking location for contract vehicles 

5. Security requirements 

6. Contractor's Safety Program and enforcement 

7. List of Subcontractors and their emergency phone numbers 

8. Special Provisions 

9. Construction Schedule 

10. Name of Contractor's Superintendent/Supervisor in charge on site (with telephone 
numbers and after hours numbers) any time work is being performed by contractor's 
personnel 

11. Submittal of mix designs for asphalt, concrete, grouts, etc. 
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12. Identification of airport inspector (if applicable) 

13. Communication procedures 

14. Confirmation of contractor license 

15. Use of construction warning tags 

16. Copy of quality control reports (if applicable)  

17. Prior notice for utility connection 

18. Job site safety/Barricade Plan 

19. Pollution Control Plans 

20. Insurance Certificate (See Sections 6, Aviation Policies and Procedures and 
Attachment 9) 

21. Submittals 

22. Inspection Procedures 

23. Record Drawing Requirements 

24. Notice to Proceed and Final Approval 

25. Bonding requirement 

Submittals 

Submittals required at the pre-construction meeting: 

1. Building permits (DSD) or stamped drawings (AFP) 

2. Payment bond 

3. Performance bond 

4. Certificate of Insurance (see Section 6, Aviation Policies and Procedures and 
Attachment 9) 

5. A letter addressing any plan stipulations referred to in the approval letter 

6. Signed asbestos notification forms, where applicable (See Attachments 4, 5, and 6) 

7. Security badges and airfield driver's license (See Attachments 7,8, and 10) 
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8. Tool Cards (See Attachment 12), if applicable. 

9. Key personnel emergency contact list with telephone numbers (including all 
subcontractors) 

10. Construction schedule 

11. Fire Department approved fire suppression sprinkler system (one copy to T.I. 
Coordinator as they are generated and approved) 

12. Environmental permits and plans 

When all pre-construction requirements are met, the T.I. Coordinator will issue the Tenant 
Improvement Job-Site Permit (Attachment 17). This permit must be prominently posted and 
visible to all Aviation personnel. 
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Tenant 

Construction 
 

 
Access 

Aviation must have access to all Tenant construction sites. The Tenant or 
Tenant’s contractor needs to provide the T. I. Coordinator with a key to all 
secured areas. Fire Department Access signs must be posted in plain view at 
the entrance to all projects. 

 

Permits  

Any permits and/or stamped (approved) drawings issued by DSD, AFP, 
and/or environmental agencies, must be displayed in a prominent location at 
the job site. 

An Aviation Tenant Improvement Job-Site Permit (Attachment 17) must also 
be displayed in a prominent location at the job site. The T. I. Coordinator will 
issue the permit. 

 

City Inspectors  

The Tenant must schedule inspections as required by the City (DSD/AFP) for 
code compliance. 

Disciplines inspected are: Structural 
    Electrical 
    Mechanical/ Plumbing 
    Fire 

Always inform the T. I. Coordinator when scheduling any DSD/AFP 
inspections. 
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Aviation Inspections  

In addition to the DSD/AFP inspections, the T. I. Coordinator or designated 
appropriate Aviation staff will also visit the construction site to check for 
compliance with Aviation approved drawings.  

Procedures  

The Tenant shall honor the procedures set forth at the pre-construction 
meeting. Among those procedures are: 

Non-Peak Hours: 
11:00 p.m. to 5:00 a.m. are considered non-peak hours. (These hours can be 
amended as the situation dictates.) All material deliveries, all construction 
activities that produce flying debris and excessive noise or dust, or interfere 
with the traveling public, are to take place during non-peak hours and be 
coordinated with the Landside Operations Supervisor (602-273-3326). 

Staging: 
Staging areas are at a premium and are not available for storage of bulk 
materials. The Tenant must arrange for storage off-site and deliver materials, 
as they are required. Staging areas must be kept clean and free of debris. All 
containers shall be properly labeled. Temporary fueling depots must be 
approved by Aviation and Fire. 

Trash Removal: 
Remove trash and construction debris from the site on a daily basis and 
dispose of properly. Remove all unused materials at time of job completion. 

Temporary Barricades: 
At a minimum, contain small-scale work sites by barricades or stanchions with 
yellow caution tape attached. Use partitions to screen activities that may 
generate flying debris, dust, or sparks. For larger projects, construct an 8-foot-
high solid screening wall separating the work area from view of the traveling 
public, with the public side to be painted drywall. Post a sign indicating, "This 
is a future site for…" or similar, on the wall. No other signs allowed except as 
specifically approved by Aviation. 
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The “Pardon Our Dust” signs are also to be posted. These signs are provided 
to the Contractor by Aviation and explain to the public that there is 
construction proceeding. 

Heavy Equipment: 
Movement of heavy equipment either onto or off Airport property or to another 
location at the Airport requires 48-hour prior notice (with a 24-hour 
cancellation) to either Landside Operations (Oscar 20) (602-273-3326) or 
Airside Operations (Oscar 30) (602-273-3302) as applicable. 
 
Storm Water Requirements 
Grading and drainage work over 1.0 acre requires a “Storm Water Pollution 
Plan” and Federal NPDES Construction Notification (Attachment 18). 
Requirements can be found at: 
http://www.adeq.state.us/environ/water/permits/stormwater.html/#const  

Controls must be in place at all times, and the permit posted at the job site. 
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Post 

Construction 
 

 
Punch List 

At the completion of construction, but before occupancy, the tenant shall notify 
the T.I. Coordinator of the date and time of the "Substantial Completion" 
inspection and the Tenant’s quality control punch list. The T.I. Coordinator will 
review the project only for compliance with airport requirements and the 
Aviation approved documents. The T.I. Coordinator will not perform a quality 
control punch list of the workmanship nor inspect for code compliance.   

 

Green Tags and Record Drawings 

After inspection and sign-off by the DSD/AFP inspectors, the Contractor or 
Tenant will deliver copies of all original green tags to the T.I. Coordinator. 

In addition, the Tenant shall provide to the T.I. Coordinator (within 30 days 
following completion) 

n One (1) set on computer disc (compact disc preferred but not required) in AUTOCAD® 
(latest release). 

This is a requirement under City Ordinance; the Tenant may not submit any 
future projects for review until such record drawings are received.  

Record drawings shall incorporate all as-built conditions into the construction 
set.  Aviation recommends that the Tenant use the standard A.I.A. layering 
system in producing drawings in AUTOCAD®. 
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Other Documentation Required (As Applicable) 

n Certificate of Occupancy 

n Pressure Tests 

n Air Quality Permits  

n Use Permits 

n Hazardous Materials Permits 

n Operations and Maintenance Manuals 

n Shipping Manifest for Asbestos Disposal and other Hazardous Waste 

n Certification of Disposal 

n Fire Suppression Sprinkler System drawings as approved by Fire  

n Storm Water Pollution Control Plan (NPDES Program – Attachment 18) 
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Definitions 

& 
Abbreviations 

 

A/E: Architect/Engineer. 

ACM: Asbestos-containing material (see 
PACM). 

ADA: Americans with Disabilities Act. 

ADAAG: Americans with Disabilities 
Accessibility Guide. 

Advisory Circular: Publication issued by 
the FAA to provide guidance and 
information in its designated subject area or 
to show an acceptable method for 
complying with a related Federal Aviation 
regulation. 

AFP: Annual Facilities Permit Program, 
City of Phoenix Development Services. 

AHERA: Asbestos Hazard Emergency 
Response Act. 

Air Cargo: Terminals and aprons used for 
handling of airfreight. Located north of 
runway 8R/26L on west end of the airport 
and south of runway 7R/25L. 

Air Carrier: An aircraft operator granted 
operating authority by the FAA under FAR 
Part 121 providing scheduled service with 
aircraft having 30 or more seats. 

Air Operations Area (AOA): The areas on 
the airport intended for the movement and 
parking of aircraft. 

Airport Master Plan: A document that 
charts the proposed evolution of the Airport 
to meet future needs. 
 

Apron: A defined area on an airport 
accommodating aircraft for the purpose of 
loading or unloading passengers or air 
cargo. 

AutoCAD: Trade name for a computer 
program used to produce 
architectural/engineering drawings. 
AutoCAD is the standard of the 
architectural industry. 

Aviation Department: City of Phoenix 
Aviation Department, the operator of 
Phoenix Sky Harbor International, Deer 
Valley, and Goodyear Airports. 

Aviation Director: Chief aviation 
representative for the City of Phoenix 
manages the airport network. 

CD: Contract Documents (includes 
drawings, specifications, calculations, etc.). 

Deer Valley Airport (DV): One of three 
airports owned by the City of Phoenix. DV 
is located in northwest Phoenix and is 
operated and managed by the Aviation 
Department. 

DSD: Development Service Department, 
City of Phoenix. 

Driver: Any person responsible for the 
direct control of vehicle/equipment while the 
vehicle/equipment is in operation. 
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Emergency Vehicle: Vehicles of the Police 
and Fire Departments, ambulances and 
Aviation Department vehicles responding to 
an emergency. 

EPA: Environmental Protection Agency. 

Escort: An individual, meeting security 
requirements, taking responsibility for 
another individual not meeting security 
requirements while on the AOA. 

FAR: Federal Aviation Regulation. 
Administrative regulations promulgated by 
the FAA. Includes regulations on aircraft, 
airmen, airspace, air carriers, and airports. 

FAR 108: The Federal Aviation Regulation 
that defines the rules and responsibilities of 
air carriers in maintaining airport and 
aircraft safety and security. 

FAR 108.33: Access Investigation - This 
section spells out the specific 
responsibilities of aircraft operators to 
ensure a thorough investigation into the 
background of each person seeking access 
(or granted the authority to authorize others 
to have access) to the airport security 
identification display area (SIDA). 

FAR-Part 77: Objects Affecting Navigable 
Air Space. 
Foreign Object Debris (FOD): Any loose 
objects or debris on the AOA. 

Goodyear Airport (GY): One of three 
airports owned by the City of Phoenix. GY 
is located in the City of Goodyear and is 
operated and managed by the Aviation 
Department. 
 

Inspectors: A variety of city employees 
responsible for inspecting all Tenant 
Improvement projects. 

Movement Area: The Airport runways, 
taxiways, and safety areas. This does not 
include aircraft parking areas. Approval 
from an airport designated representative 
and Air Traffic Control must be obtained 
prior to operating in this area. 

Non-Movement Area: Apron and Parking 
areas. No Air Traffic Control clearance is 
required for operation in this area. 

Notice of Violation (NOV): An 
administrative form issued for security or 
driving infractions. 

OSCAR 20: The Landside Operations 
Supervisor on duty. 

OSCAR 30: The Airside Operations 
Supervisor on duty. 

Oscar 31: The Airside Operations Safety 
Coordinator on duty. 

OSHA: Occupational Safety and Health 
Administration. 

PACM: Presumed asbestos-containing 
material. 

Pardon Our Dust:  An Aviation program to 
alert the visiting public that there is 
construction in progress. 

Phoenix Aviation Rules and Regulations: 
Administrative regulations to provide uniform 
guidelines for aviation related activities. 
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Record Drawings: As-builts of the project to 
be submitted, in CAD format, to the TI 
Coordinator at the completion of the project. 
 
Restricted Area: The area of the airport 
inside the perimeter fence where personnel 
must display a security badge. 
 
Safety Area: A clearly defined rectangular 
area extending beyond runways and 
taxiways. Objects placed in a safety area 
must be necessary for aircraft operations and 
be on frangible mounting. 
 
Security Identification Display Area 
(SIDA): Any area identified in the airport 
security program as requiring each person to 
continuously display airport approved 
identification, unless the person is under 
airport approved escort. 
 
Storm Water Pollution Prevention Plan 
(NPDES): Federal regulation requiring run off 
control for outdoor grading or drainage areas 
greater than 1.0 acre. 
 
Tenant: Lessee requesting changes to their 
leasehold. 
Tenant Improvement: Any construction, 
remodel, addition, new building, build-out of 
shell space, etc., performed by or for any 
tenant occupying space at any airport 
operated by the City Of Phoenix. 

Tenant Improvement Coordinator: T.I. 
Coordinator. The City employee 
responsible for the coordination of all 
Tenant Improvement Projects. 
 

Tool Card: Tool Cards are issued to 
Contractors who are working in a secure 
area of the Airport and must have tools 
available to perform their work. 

Transportation Security Administration, 
(TSA): A division of the Department of 
Homeland Security charged with protecting 
the countries transportation systems. 

TSA 1542: This law defines the rules and 
responsibilities of airport operators in 
maintaining airport and aircraft safety and 
security. 

TSA 1542.209: Access Investigation - The 
section of the TSA 1542 which spells out 
the specific responsibilities of airport 
operators to ensure a thorough 
investigation into the background of each 
person seeking access (or granted the 
authority to authorize others to have 
access) to the airport security identification 
display area (SIDA). 
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Attachments 

 
 Attachment 1………Telephone List (2 pages) 

 
Attachment 2………Tenant Improvement Submittal Sheet (3 pages) 
 
Attachment 3………Refrigerant Forms and Information (4 pages) 
 
Attachment 4...........Tenant Asbestos Notification and Acknowledgment 

 
Attachment 5...........Architect/Engineer Asbestos Acknowledgment 
 
Attachment 6...........Contractor(s) Acknowledgment 
 
Attachment 7……...Fingerprint Criminal History Records Check App (2 pages) 
 
Attachment 8………Airfield Driver Permit Application 
 
Attachment 9……… Insurance Specifications Indemnification Clause (3 pages) 
 
Attachment 10.……Application for Airport Company Security Badge 
 
Attachment 11…….Non-SIDA Security Badge Application 
 
Attachment 12….…Acknowledgment of Responsibility – Tool Card 
 
Attachment 13…….AFP Transmittal Form 
 
Attachment 14.........City of Phoenix Building Safety Plan Review Goals 
 
Attachment 15.........DSD Development Center Directory 
 
Attachment 16.........Sample – Fire Department Plans Submittal Fees 
 
Attachment 17….…Tenant Improvement Job-Site Permit 
 
Attachment 18…….NPDES Permit (4 pages) 
 
Note: These Forms were correct as of the publication date of this handbook. Tenant 
should verify form is still current before using.      



 

Attachment 1 

A V I A T I O N  D E P A R T M E N T  
CITY OF PHOENIX  www.phxskyharbor.com 
 

Airport Emergency Number:  602-273-3311  Communications Center: 602-273-3302 
Police     
Fire   Parking Operations Superintendent: 602-273-2795 
Rescue     
   Business & Properties:  602-273-3346 

T. I. Coordinator:  602-683-2635    
   Environmental: 602-273-2730 

Airside Operations (Oscar 30): 602-273-2008 
 

   

Airside Safety Coordinator 
(Oscar 31): 

602-273-3302  Technology 602-273-8882 
 
 

Landside Operations (Oscar 20): 602-273-3326  Planning & Development: 602-273-3339 
     
Aviation Security 
 
Administrative Services: 
           Airfield Drivers ID:               
           Security Badging: 

602-273-3301 
 
 
602-273-2036 
602-273-2036 

 Facilities & Services 
 
Signage 
 
Pardon Our Dust 

602-683-2680 
 
602-273-8877 
 
602-468-0046 

     
Terminal Services/Custodial:   Community & Economic Development 602-495-5250 

Terminal 2 Supervisor: 602-273-3436    
Terminal 3 Supervisor: 602-273-3435  Phoenix Deer Valley Airport 623-869-0975 

             Terminal 4 Supervisor: 602-273-8814    
   Phoenix Goodyear Airport 623-932-1200 
     
     
     
     

 
 
D E V E L O P M E N T  S E R V I C E S  D E P A R T M E N T  
CITY OF PHOENIX 
 

Development Services:  602-262-7811   
  

Annual Facilities Program: 
 

602-256-4376 

Fire Prevention Division: 602-262-6771 
 
 
C O M M U N I T Y  D E V E L O P M E N T  D E P A R T M E N T   
CITY OF GOODYEAR 
 

Building Safety Division:  623-932-3494 
 
 
 

 
 



 

Attachment 1 

F A A  
Western Pacific Regional Office- HI, CA, NV, AZ, GU 
 
Western-Pacific Regional Office 
Air Traffic Division, AWP-530 
15000 Aviation Boulevard 
Hawthorne, CA 90260  
 

Mailing Address: 
AWP-530 
P.O. Box 92007 
World Way Postal Center 
Los Angeles, CA  90009 

Ph: (310) 725-6530 
 
website: 
www.faa.gov 

 
 

















Attachment 4 

TENANT ASBESTOS NOTIFICATION AND ACKNOWLEDGMENT 
 
 

 The Tenant hereby acknowledges that the City of Phoenix has notified Tenant, in 
accordance with the Occupational Safety and Health Administration Asbestos Rule 
(1995) 59 Fed. Reg. 40968, 29 C.F.R. 1910, 1001, 1926, 1101 (OSHA Asbestos Rule), of 
the presence of Asbestos Containing Material (ACMs) or Presumed Asbestos Containing 
Material (PACMs) as such term is defined in the OSHA Asbestos Rule in the worksite as 
follows: 

 
A. Pursuant to Building Inspection Survey. Such notification by the City of Phoenix is 

made pursuant to the building inspection survey issued (insert date) and such survey 
has been received by the Tenant. 

 
B. Tenant Acknowledgement.  Tenant fully understands, after consulting with its legal 

counsel that the purpose of this notification is to make Tenant, its agents, employees, 
and contractors aware of the presence of ACMs and/or PACMs in the facility in order 
to avoid or minimize any damage to or disturbance of such ACMs and/or PACMs. 

 
C.  Architect/Engineer Acknowledgement.  Tenant shall deliver to the City of Phoenix 

upon submittal of final plans, a fully executed acknowledgement from the 
Architect/Engineer (A/E) that this notification has been delivered, reviewed, and 
complied with by said A/E in the preparation of any final construction plans which 
plans shall incorporate notice to all prospective contracting bidders of the presence of 
ACMs and/or PACMs in the worksite. The fully executed acknowledgment from the 
A/E is in a form satisfactory to the City of Phoenix. 

 
D. Contractor Acknowledgement.  Tenant shall also deliver to the City of Phoenix at the 

pre-construction meeting a fully executed acknowledgment from the general 
contractor and all subcontractors that they have received notification of the presence 
of any ACMs and/or PACMs at the worksite. 

 
 
Project:                                       ___________________________ 

Tenant                                                      
______________________________ 
                                                                                By: ________________________                                                            

                                                                         
              Its:  ________________________ 

 
Dated:  _____________________ 



Attachment 5 

ARCHITECT/ENGINEER ASBESTOS ACKNOWLEDGMENT 
 
 
 
A. The Architect/Engineer identified below has been duly informed of the presence, or 

possible presence, of Asbestos Containing Material (ACMs) or Presumed Asbestos 
Containing Material (PACMs) as such terms are defined in the Occupational Safety and 
Health Administration Asbestos Rule, 59 Fed. Reg. 40964, 29 C.F.R. 190.1001, 
1926.1101 for the Project identified below. 

 
 
B. We have clearly identified for this Project those areas where ACMs or PACMs will, or 

may be, present in such a manner that all prospective contractors bidding or otherwise 
working on this Project have been provided reasonable notification of the presence of 
ACMs or PACMs. 

 
 
Project: 
       __________________________________ 
       Architect/Engineer 
________________________________ 
       By: ________________________________ 
 
       Its:  _______________________________ 
 
       Date: _______________________________ 
 

   
 
 
                                                                    
 
 
 
 
           
 
 
    



Attachment 6 

CONTRACTOR(S) ASBESTOS ACKNOWLEDGMENT 
 
 
A. The Contractor(s) identified below have been notified in accordance with the 

Occupational Safety and Health Administration Asbestos Rule (1995) 59 Fed. Reg. 
40968, 29 C.F.R. 1910, 1001, 1926, 1101 (OSHA Asbestos Rule), of the presence of 
Asbestos Containing Material (ACMs), or Presumed Asbestos Containing Material 
(PACMs) for the Project identified below. 

 
B. The Contractor(s) further acknowledges and hereby certifies that it has provided notice of 

the presence of ACMs or PACMs to all employees, independent contractors or “leased” 
employees authorized by the Contractor(s) to be in the worksite for the Project identified 
below. 

 
 
Project: 
 
___________________________ 
 
                                                       

Contractor:                                                  
 
By: ______________________________     
                                                
 
Its:________________________________  
  
(list general and all sub-contractors)   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 























Attachment 13 

 
 

Annual Facilities Program Plan Review 
Transmittal Form 

T.I. Permit needed: Y______ N______ 
Permit Type: _____________C of O: Y______ N______     
Approved: ________ Corrections: ___________ 
Called: __________ Date: ______________ By: ___________ 
Occupancy: ___________ Structure Class:___________ Const Type:__________ 

Today’s 
Date 

 
 

AFP Facility Name &  
Facility # 

 

I-43      Phoenix Aviation 

Tenant Name:  Project Ref # 
(For Billing) 

Applicant Name & Phone # 
(For Questions & Pick-Up) 

Project Name & 
Address:    

Electrical:   
Struct/Archt:   

Valuation: 
(For this Project) 

 
 

Plbg/Mech:   
Fire:   

Disciplines: 
(Check All That Apply) 

Site Planning:   

Square Footage: 
(For this Project) 

 
 

Description of 
Work: 

 
 

Company Name:  
Contact Name:  Phone:  
Address:  
City:  State:  Zip:   

Contractor 
Information: 

Local Business License # 
 

State Tax # 
 

State License # 
 

Owner 
Information: 

City of Phoenix Aviation 

Cindy Perea-Hernandez, Acting Tenant Improvement Coordinator          Phone: (602) 683-2635 

3400 E. Sky Harbor Boulevard, Suite 3300 

Phoenix, AZ  85034 

TO BE COMPLETED AT TIME OF PICK-UP 
Plan Log-Out 

 _______________________          ________________________________ 
(PRINT NAME)                       (COMPANY PICKING UP PLANS) 
____________________________                       ____________________ 
(SIGNATURE)         (DATE) 

FOR OFFICE USE ONLY 

PLAN LOG # 
 

---------------------









 

Attachment 17 

Tenant Improvement Job-Site Permit 
(Permit must be posted at the job-site in a conspicuous location at all times.) 

           
Date:         

           
           
Project No.   Tenant:  
           
           
Location:   
           
 

           

           

Activity:  
           
 
           
 
           
           
Contractor:  Responsible Person:  
           
           
Telephone Numbers: Office:  Cell:  Pager:  
           
           
Special Conditions:  
           
 
           
 
           
 
 

 
SIGNED: ____________________________________ 

 
 

For Airport assistance or to contact the Aviation Department Tenant Coordinator, call 602-683-2635. 
 

MEDICAL/FIRE/POLICE EMERGENCIES 
CALL 602-273-3311 












