
 

Tenant Name Change Guide Sheet 
 
 
In order to apply for a Tenant Name Change Permit please follow these simple 
steps. 
 
1. In order to apply you must be logged into your account at the Gwinnett County 
Citizen Access portal at the address below: 
 
https://aca-prod.accela.com/GWINNETT/Welcome.aspx 
 
2.  Under Commercial/Residential Services, select "Create an Application".  

 

 
3.  In the next menu, under "Commercial", select "Certificat of Occupancy for 
Business License (no construction)". Then click "Continue". 



 

 
4. Read the following prompt to make sure that this type of application is right for 
what you are trying to do. If this matches your intent, click "Continue". 
 
5. Fill In the required information. Be sure to verify the address by clicking the 
search button. You can also use your parcel number if you have that available to 
you. Once everything is filled in, click "Continue" at the bottom of the page. 
*It is recommended that you only fill in the first 3 or 4 letters of the street name.* 



 

 
5. Fill in the following form with the required information about your business, the 
click "Continue". 
 
6. Review your information to make sure everything is correct. If everything looks 
correct, click "Submit".  
 


