
New Premise Address Workflow

Step 1 – Planning Board approves Final Plat (5-) 

Step 2 – County’s Land Records Office records 
and assigns plat book and page number

Step 3 – Department of Assessments & 
Taxation assigns new tax account number

Step 4 – Address Team assigns new premise 
address and distributes address change notification 
to agencies

Step 5 – Address becomes official

End of process



Change of Address Request Workflow

Step 1 – Property owner contacts Address Team 

Step 2 – Address Team reviews new address request 

Step 3 – Address Team assigns the new house number

Step 4 – Address Team distributes address 
change notification to agencies

Step 5 – Address becomes official after 20 - 60 
day waiting period

End of process




