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Declaration Instructions 
 

 Log in to your account with Accela.  
 

 
 

 Click “My Records” 
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 Navigate down to the “Business Tax Receipts and Temporary Permits” section.  
 Click on “Revision/Amendment”. 

 

 
 

 [Continued on Next Page] 
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 Select Yes if any of the following changes apply: 
o The number of employees has changed.  
o The number of rentable beds or rooms has changed. 
o The number of vehicles has changed. 
o The number of fuel pumps has changed. 
o The number of Vending Machines has changed. 
o The number of stations had changed. 
o The number of seats has changed. 

 
 Select No if no changes have been made to the business.  

 
 Select “Continue Application”. 
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 Verify your selection, 
 Agree to the certification, 
 And select continue application. 

 
 Once you see the green checkmark your declaration has been successfully submitted and no 

further action is needed.  
 Your renewal invoice will be billed starting July 1st. 
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