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City of Steamboat Springs 
STR License Renewal Guide

This guide provides a step-by-step overview of the Short-
Term Rental License Renewal Process.  It is designed to 
make the process as simple as possible.  

Important Note: Before you begin this process, you must 
have your e-mail and password to log into your CityView 
account on the City of Steamboat Springs’ Web Portal.

If you did not apply for your STR license yourself, please 
contact your property management company or the 
applicant to ensure your renewal is getting done and will 
be processed on time.

Renewals Filed After The Expiration Date Will Be Denied.

https://cityview.steamboatsprings.net/portal


Let’s Begin.

City of Steamboat Springs Web 
Portal

Sign into your CityView account

Once you are in, you should see the 
Welcome Page with “Welcome” followed by 
your name.

Under Welcome, you should see “My Items” 
– third in the list from the left.

Click on “My Items” 
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https://cityview.steamboatsprings.net/portal


My Items:
My Business License 
Applications

In the drop-down menu that appears, open 

“My Business License Applications” at the 

very top.

Your license reference number and your 

name should appear in the box below.  There 

is a button that says, “Renew this License”*

Select the “Renew this License” button.

*If you do not see the “Renew” button, your 

renewal is outside the 60-day renewal window, and 

you will need to keep checking back in.

STR
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Step 1: Update License Details

On this page you should see your  Application 
Number, License Type, and Business Name at 
the top of the page.

The information you entered in your original 
STR application should prepopulate. Update as 
necessary.

Please Note: The “preferred method of 
contact” Must say e-mail.  

If nothing has changed, scroll to the bottom of 
the page and click on “Next Step: Upload Files”
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Step 2: Upload Documents
At least two (2) documents Must be uploaded to complete 
your renewal.* 

• Self-Inspection Checklist Affidavit – this form Must be 
notarized

• License Renewal Form – All owners Must sign this form 
after checking the affirmation statements.

Owners in Zones B & C may have additional documents to 
upload.  If your home is not located in either of these zones, 
scroll down and click on “Next Step: Review & Submit”

NOTE: CityView allows you to submit your renewal without 
these documents.  However, if you do so, this Will result in 
delay, and your renewal may not be processed prior to your 
expiration date.   

*These documents are NOT linked to this Guide.  To find the 
documents, please visit our website
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https://www.steamboatsprings.net/1360/Licensing


Step 2: Additional Documents
Some applications require additional documents.

• Properties approved for Legal Nonconforming 
Registration Must Provide documentation, including 
proof of bookings/stays and evidence of sales tax 
collection and remittance during the past twelve-
month period.* 

• Properties needing a reissuance of a STR License due 
to a transfer or change of ownership pursuant to 
Steamboat Springs Revised Municipal Code Section 
12-577, Must Provide a License Transfer Request Form 
and supporting documents.

*If your home is in Zone B or C but you had an active VHR 
permit prior to the adoption of the revised code, you do not 
have to complete this step.
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When done, scroll down and select “Next Step: 
Review & Submit”



Step 8: Review and Submit

Once you have completed your application, you will be able to review all your information.  If everything looks correct, click on 
the “Next Step: Submitted” button on the bottom of the screen.

email@address.com



Congratulations! 

Your renewal has been submitted. 

Print This Page for your records, and follow 
the prompts to pay the license renewal fee.  

 

Note: We will review renewals in the order 
they are received. Incomplete renewals may 
result in delay or cancellation.

Once approved, you will receive a copy of 
your license via email.  Please print a copy, 
post it in your STR unit, and update your 
advertising to reflect any new information.
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Pay Fees:
Your renewal has been submitted, and 
you’ve clicked on “My Shopping Cart” to pay 
your fees.

Select the fee you want to pay by clicking the 
“Pay” checkbox next to each fee.  

Then scroll down and click on “Make 
Payment”.  
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