
 

Mendocino County Cannabis Department 
How to File for a No�ce of Applica�on Stay 

Pursuant to Section 10A.17.090 of the Mendocino County Code, an applicant may file a Notice of Application 
Stay for the purpose of preventing the denial of an application for a Phase One Permit based on inactivity by 
the applicant for up to a one-year period.  

1. Navigate to htps://aca-prod.accela.com/MENDOCINO/Default.aspx. 
2. Enter the Username or  

E-Mail and your Password 
that you used when you 
created your account, and 

then click . 
 

  

 
 

3. You will be taken to your 
“Dashboard.” From this 
page you can locate 
Cannabis Cul�va�on 
Business License(s) (CCBL) 
and Applica�ons related to 
your Accela Ci�zens 
Account (ACA).  
 

4. Use your mouse to click 

. 
 

 

 
 

5. On the Records screen, you 
will be presented with a 
table of all CCBL(s) and 
Applica�on(s) associated 
with your ACA. 
  

6. Click  for any 
“Ac�ve” CCBL for which you 
would like Modify.  

 
 

 

 

https://aca-prod.accela.com/MENDOCINO/Default.aspx


               
7. Select the “Cannabis No�ce 

of Applica�on Stay” op�on 
and click 

.  

 
 

 
 

8. Review the Business Legal 
Name and detailed 
descrip�on associated with 
your CCBL and ensure it is 
the correct license you wish 
to apply for a No�ce of 
Applica�on Stay, then click 

. 
 
 
 

*Note, if the Business Legal 
Name is not correct, click 

 and repeat 
Steps 4 through 8, ensuring you 
select “Make Changes” on the 
correct CCBL in Step 6.  

 

 

 
 

9. Review the Address and 
Parcel informa�on and 
ensure it is the correct 
loca�on for which you wish 
apply for a No�ce of 
Applica�on Stay. If it is, click 

. 

 
 
 
 
 

 

 



10. Review the Applicant 
informa�on and Contacts 
List.  
 

11. Click . 

 

 
12. Select “Yes” where asked 

“Do you wish to apply for 
No�fica�on of Applica�on 
Stay?”  
 

13. Click . 
 
 

 

 
 



14. Review your Cannabis 
No�ce of Applica�on Stay.  
 

15. Scroll down and review the 
Cer�fica�on then click on 
the checkbox confirming 
you agree to the 
cer�fica�on.  
 

16. Click .   

 

 
17. Review the Applica�on Fees 

associated with the No�ce 
of Applica�on Stay (NAS 
Fee) 
 

18. Click . 
 

 
 
 

 
 



19. Review the payment 
processing informa�on on 
the screen and confirm the 
No�ce of Applica�on Stay 
Fee you selected in the 
previous step is listed under 

. 
 

20. Click . 
 
 
 
 
 
 
 
 
  

 

 
 

21. Select one of the two 
payment op�ons listed 
here: “Pay with Credit Card” 
or “Pay with Bank Account.” 
Once you have selected 
your preferred payment 
method. 
 

22. Fill out the Credit Card 
Informa�on (Or Bank 
Account informa�on if “Pay 
with Bank Account” is 
selected). 
 

23.  Click .  
 

  

 
 



24. Please review the 
informa�on you have 
provided then click “I Agree 
to Terms and Condi�ons”  
 

25. Click . 
 

 
26. You have now submited 

and paid the fees 
associated with your No�ce 
of Applica�on Stay.  

 
27. A receipt of this transac�on will appear in your email (the email address associated with your ACA 

portal account and Cannabis Applica�on). 
 

28. Your No�ce of Applica�on Stay has now been submited for review by the Mendocino County 
Planning Department.  

 


