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Customer Record Submission Process – Address Change 

Based on your 

Start 

Register for PLUS 

account. 

Login to PLUS. 

Click on the “Site” 

tab at the top of the 

home screen. 

Click on “Create an 

Application.” Accept 

general disclaimer 

to continue record 

application. 

1 

2 

3 

4 

11 

Enter “Detail 

Information” 

including project 

name and project 

description. 

Yes 

9 

Are you the Property 

Owner? 
No 

If you have the 

appropriate 

contact stored 

in your PLUS 

account, select 

the “Select 

from Account” 

option. 

Otherwise, 

add a new 

contact by 

clicking “Add 

New.” 

Select the type of 

request and include 

an adjoining or 

nearby address. 

Is there a related 

building permit? 

Yes 

In two screens there 

will be a step you 

have to complete to 

add information 

about your related 

building permit. 

12 13 14 

Is there a related 

site record? 

Yes 

In two screens there 

will be a step you 

have to complete to 

add information 

about your related 

site record. 

15 

Upload any 

necessary 

attachments. Click 

“Add” then click 

“Add” in the pop-up 

window. Select the 

file you want to 

upload. Click 

“continue.” Select 

the type of file being 

uploaded. Be sure 

to click “Save” 

before continuing 

with the application. 

16 

previous 

responses, 

there may be 

required 

documents to 

upload here. 

Once you click 

the “continue” 

button, an 

error message 

will state what 

documents 

are required if 

you have not 

already 

uploaded all 

the necessary 

documents. 

Upload all 

required 

documents to 

continue with 

application 

process. 

A signed and dated 

letter of permission 

from the property 

owner is required. 

This letter must 

include the address 

of the property and 

property owner 

contact information. 

This document is 

Review all 

application details. 

Once your review is 

complete and all 

application details 

are accurate, click 

on “Continue 

Application.” If any 

edits are required 

for your application, 

click on “Edit” beside 

the relevant 

category that needs 

revision. 

17 

10 

For “Applicant” 
either “Select from 

Account” or “Add 

New.” 

Is the owner 

information 

accurate? 

No 

Yes 

9.5 

On the next screen 

you will be 

prompted to enter 

in any remaining 

parcel information 

for the additional 

parcels included in 

this application. 

You will be required 

to upload a 

Property Ownership 

Affidavit form 

during the 

attachments upload 

step (Step 15) of this 

application. 

Select Record Type. 

Click on the 

“Addressing” 

dropdown and 

select “Address 

Change.” Click 

“Continue 

Application.” 

5 

6 

Enter “Parcel ID 

Number” 

Information and 

click “Search.” In the 

“Parcel Search Result 

List,” select the 

parcel, associated 

address and 

associated owner. 

Yes 

7 

Under Custom Fields 

indicate whether this 

application includes more 

than one parcel. 

No 

8 

The parcel ID number from step 6 

should automatically populate the 

“Address” and “Owner” fields. 

Please verify that this information 

is correct. 

only required if the 

applicant is not the 

property owner. 

You’ve completed 

the address change 

record submission 

process. Your 

submission will be 

reviewed. Once it is 

determined that 

your record is 

complete and 

approval is reached, 

your record will be 

issued. 

Finish 
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Applying for an Address Change Record: Helpful Links 

What is PLUS? 

https://www.fairfaxcounty.gov/plan2build/plus 

Fairfax County PLUS – YouTube 

https://www.youtube.com/channel/UCYR9xZ6V9-aVFUWr4yipN_Q/featured 

PLUS FAQ for Customers 

https://www.fairfaxcounty.gov/plan2build/plus/faqs 

https://www.fairfaxcounty.gov/plan2build/plus/faqs
https://www.youtube.com/channel/UCYR9xZ6V9-aVFUWr4yipN_Q/featured
https://www.fairfaxcounty.gov/plan2build/plus
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