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Phone: (386) 626-7016 - Fax: (386) 626-7135 

Lot Changes and Adjustments Application 

 Log in or Create an account with Accela. Note: An account is required to submit an application. 

 Click “Start a New Application” 

 Click “Select from List” 
 After reading the “General Disclaimer” terms, check the box that you have read them and 

accept the terms, then click Continue Application  
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 Select the desired record type.  

 Continue Application  
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Step 1 – Location 

1. Enter address (enter house number and street name ONLY. No other information), then click 
search. Owner and parcel information will auto populate.  

2. Continue Application 

Step 1 (Continued) – Contact Information  

1. Under the Applicant section, click “Select from Account” 
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2. Select “Associated Contact”, then click “Continue” 

3. Continue Application  
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Step 2 – Detail Information 

1. Complete all fields. 
Required fields are denoted by a red asterisk (*) 

2. Continue Application  
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Step 2 (continued) – Details – Attachments 

1. Please check the Plan Room agreement, acknowledging that you will upload the required 
documents into the Plan Room.  

2. Continue Application  

Step 3 – Review  

1. Review all sections and verify information entered is correct  
2. Check the agree to terms and conditions box located at the bottom left-corner of the page 
3. Continue Application  

Step 4 – Pay Fees 

1. Click “Check Out” 
2. Click “Check Out” again 

3. Click “Click to enter payment” 
4. Select “Pay with Credit Card” or “Pay with Bank Account” 
5. Click “Click to enter payments” 
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6. Enter credit card or bank information, then click “Next” 

7. Verify billing information, and complete blank fields (email address and state), and click “Next” 
8. Click “Authorize”  

Your Application has been submitted! ☺
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