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User Guide: OWTS Site Owner Transfer 
 

1. Click on ‘Requests’ then click on ‘Owner Transfer’ to start Application 

 
 

2. First is the Introduction Screen. Carefully read the information and click Next. 

 
3. Next is the Application 

Preparer’s Information 
Screen. The information will 
be pre-filled based on the 
user. If you would like to 
make any changes, click on 
‘My Profile’ at the top of the 
screen. Restart the application 
if you made changes. 
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4. Next is the Search Application Number Screen.  
a. If you select Yes, you can search via permit/application number.  
b. If you select No, you will be able to search via a location/address. 

 

5. Next is the Site Information Screen. The info will auto-populate based on the search. 

 
6. Next is the new Owner Information Screen. Existing and New Owner has ability to 

submit this application as long they have the appropriate information. 
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7. Next is the Upload Documents Screen 

 

8. Next is the Application Preparer’s Attestation Screen 

 

9. Last is the Select Applicable Screen 

 

10. Last is the Confirmation Screen. 
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