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Open the PTW Microsoft Form to 
start a new permit application
Select “New” and then “submit” 
Continue to fill out the online form to 
commence the first part of the permit 
application process​

https://forms.office.com/Pages/ResponsePage.aspx?id=cTYy0b7NF0S01L2yS1Exa_DlA46_sCNBqSFwzsw2vZJUMFRLS01HS05DNTg3QlQ2NDVOUDZOSEhXMSQlQCN0PWcu
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Fill out the online Permit 
Application Form
Ensure your email address is correct 
otherwise you won’t receive an email for 
the next step

Check details are correct and 
select “Submit”​
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This screen will pop up if the online 
form has been submitted
You will get a return email that verifies details 
of the permit (see next slide)

Another permit application can be 
started by selecting “Submit 
another response”
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You will get a return email that 
verifies details of permit request 
and includes a PDF version of the 
Permit To Work form that is 
required to be filled out and 
returned to PSG permits
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Note the following:
• Unique Permit ID
• Permit to Work Form PDF 

attachment
• “Reply all” instruction​
• Tech Review requirement
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Open the Permit to Work Form 
PDF attachment and fill out 
applicable areas
​If you are unsure of what is 
required here, contact 
PSGpermits@rmit.edu

mailto:PSGpermits@rmit.edu
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Tech Reviews are required for 
isolations requests that are 
not smoke and thermal isolations
​When requesting for sprinklers to 
be isolated, please discuss with 
your RMIT PSG Project Manager or 
Representative before submitting a 
permit. Sprinkler isolations can be 
costly to the project and permit 
processing time lengthy
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Email rmitisolations@airmaster.com.au 
to request a Tech Review including permit 
request details
Note: depending on the complexity of the 
isolation it may take a few days to receive 
the Tech Review back from Airmaster

mailto:rmitisolations@airmaster.com.au
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Upon receiving your Tech Review, amend 
your Permit Form per advice from 
rmitisolations@airmaster.com.au
​You must provide a cost code from which 
isolations are charged to
​The Tech Review must be submitted with 
Permit to Work (PTW) form PDF to 
psgpermits@rmit.edu.au

mailto:rmitisolations@airmaster.com.au
mailto:psgpermits@rmit.edu.au
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Return your Permit To Work (PTW) form 
and supporting documents, including 
any Tech Reviews by “replying all” to 
your original permit email sent from 
psgpermits@rmit.edu.au

mailto:psgpermits@rmit.edu.au
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You will receive a response from 
psgpermits@rmit.edu.au within 
three business days advising 
whether your permit has been 
approved

mailto:psgpermits@rmit.edu.au
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