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How to submit an Ownership Change 
 
Please contact APCD at (858) 586-2600 or apcdpermits@sdcounty.ca.gov for 
assistance or questions. 
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Step 1: From the Accela Citizen Access login screen, enter a username 
and password then click “Login”.  
Link/URL: https://publicservices.sandiegocounty.gov/CitizenAccess/Default.aspx  
 

 
 
 
 
 
 
 
 

Step 1: Login with your username and password 
 

https://publicservices.sandiegocounty.gov/CitizenAccess/Default.aspx
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Step 2: Navigate to the Homepage and click on “Get Air Quality Service” 
under the APCD Section 
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Step 3: Review and Accept Disclaimer 
 

 
 
  

Review Terms 
 

Accept Terms 
 

Continue to Apply for Permit Application 
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Step 4: Expand [APCD Administrative Changes] and select Ownership 
Change. 
 
 

 
 
 
 

• Click [Continue] to enter details.  
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Step 5: Enter up to 5 Permit Record IDs for the permits which are 
changing ownership. 
 
Note: Permit Record ID Format: APCD2020-PTO-123546 
 
 

 
 
 

 
 

Old Permit Owner information will auto 
populate entering Permit ID.  
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Example screen when entering Permit Record ID and new Ownership information:  
 
 

 
 
Enter New Ownership information: 

o Business (if applicable) 
o Address 
o City 
o State 
o Business phone number 
o Email address  
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Step 6: Attach General Application for Ownership Change and 
supporting documentation. 
 
• Examples of supporting documentation: Proof of entitlement, escrow 
and/or deed papers, bill of sale, lease agreement, title, transfer 
certificate agreement, or purchase agreement are acceptable 
documents. 

• Tax ID(s), articles of incorporation and fictitious business statements 
are not accepted.  
 
 
 
 

 
 

Click on “Add” to upload 
documentation  
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Click on Add to select file to be uploaded. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Add to select document, 
then Continue to proceed 
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Select the Document Type and 
Enter Description 

 

Click on Save to save document for application 
 

Click on “Continue” to proceed. 
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Step 7: Review information before submitting.  
 

 

 
 
 
 
  

Click on “Continue” to proceed. 
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Please note: 
 
Per District Rule 40: An application which proposes an ownership change for a 
valid permit shall pay an administrative fee of $74. The applicant shall 
demonstrate to the District's satisfaction proof of entitlement to the Permit to 
Operate at the time of application submittal. Prior to an ownership change 
application being processed, payment of all outstanding charges that are normally 
due and associated with that permit must be paid. 
 
Please contact APCD at (858) 586-2600 or apcdpermits@sdcounty.ca.gov for 
further assistance or questions. 
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