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

Important Note: Before you begin this process, you MUST have/create an 
account in CityView, the City of Steamboat Springs’ Web Portal.

Once your registration is complete, you will be able to sign in/enter the 
portal and begin the licensing application process. 

Important Note: City view does not allow you to save your work – you must 
complete and submit the application in one session in order for your 
information to be saved and processed.
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https://cityview.steamboatsprings.net/portal


Let’s Begin.
City of Steamboat Springs 
Web Portal

Sign into your CityView account.

Once you have done so, you will see the Welcome 
page displayed.

Scroll down to the Licensing icon:

Click on Apply for a License.

Important Note: City view does not allow you to 
save your work – you must complete and 
submit the application in one session in order 
for your information to be saved and processed.
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https://cityview.steamboatsprings.net/portal


Business License
Step 1: Description of Business

Begin by entering the Property Owner’s name 
where is says Business Name.

The Property Owner’s/Business Name can be:
• An individual’s name
• A couple
• A Trust
• An LLC, S Corp, Corp, etc.

The Business Name must match the name on the 
title of the property. 

The “license type” cell is prepopulated.  Click on 
the arrow on the right-hand side of the cell and 
scroll down to select Short-Term Rental.

In the last cell, “describe what your business does”, 
simply write “STR”.  No further description is 
needed.

STR
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Step 1: Short Term Rental 
Details

Once you select “Short Term Rental” as the 
license type, a new box will appear: Short 
Term Rental Details.

The first cell: How Will Sales Tax be Collected 
is prepopulated with 3 choices:

• AirBnB or Vrbo
• Property Manager
• Self Remittance

Make your selection based on your Primary 
collection method.

Note: In the Total Sqft cell, Hosted STRs 
should only enter the Total Square feet of the 
guestroom.
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Step 1: Short Term Rental 
Details 

The cell: Type of Property is prepopulated with 3 
choices:
• Investment Property
• Primary Residence
• Second Home

Choose the one that most accurately represents 
your property.

The cell: Type of Unit is prepopulated with 3 
choices:
• Duplex
• Multi-Family
• Single Family Home

If you own a property in a building that is larger 
than a duplex (e.g., a condo or a unit in a tri-plex+) 
you will choose “Multi-Family”.
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Step 1: 24 by 7 Responsible 
Party

At the bottom of the page, in the box titled, 
24 by 7 Responsible Party, you will provide 
the:

• Name
• Phone Number
• E-mail Address

of the Local, Steamboat Springs-based 
individual or management company who is 
responsible for responding to all 
issues/complaints.
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Step 1: Complete!

When you have finished filling in all the cells 
on this page it should look like this.
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Step 2: Classifications

The second step in the process is identifying 
the type of Short-Term Rental you have.

You will see each button has a blue question 
mark to the left of it.

If you are uncertain about what type of 
short-term rental license you need, click on 
the blue question mark for a more detailed 
explanation.  

Select The Box That Describes The 
Classification Of Your Property.
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Step 3: Business Owner

When you get to this step, you will see Your 
name (the applicant) and information 
prepopulated at the top of the page.  This is 
because the application is pulling that 
information from Your CityView account.  

You will also see the button next to “Use my 
name and address” has been auto-selected.  

• If You Are the property owner and you 
are filling out this form, you may scroll to 
the bottom and proceed to the Next Step.

• If You Are Not the property owner, you 
Must scroll down and click on the button 
that says, “Enter the owner name and 
address”.
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Step 3: Business Owner

If you are not the property owner, you must 
scroll down and click on the button that says, 
“Enter the owner name and address”.

This section Must be filled out with the 
Owner’s personal information (see example).  

Note: This is not the same information that 
was entered in Step 1 - “Business Owner”.

This section should include:

• The owner’s name, mailing address, e-
mail and phone number; Or

• The name, mailing address, e-mail, and 
phone number for the Primary Contact 
of the Trust, LLC, S-Corp, Corp, etc. 

The address of the STR should only be used 
if the unit is the owner’s Primary Residence.
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Step 4: Contact Information

This Step Is Redundant.  The Only thing you 
need to do on this page is click on the button 
at the top of the page that says, “Copy from 
the Business Owner”.

The information you have just entered will be 
copied again to this page.  
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Step 5: Additional Contacts

Under the blue bar in the middle of the 
page, you will see the Business Owner’s 
name and address.  

Just below that information is a link to 
“Add New Contact”.

You must click on this link to add 
complete information about your 
Property Manager and/or the Local 24 by 
7 Contact, even if you are that person.

Everyone Must Have A “Manager” Linked 
To Their Account.  

Note: Other than the two contacts 
highlighted above, no one else needs to 
be added. This section is for Local contacts 
who are directly tied to the management 
and oversight of your home.    
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Step 5: Additional Contacts

The “Contact Type” cell is prepopulated. Click 
on the arrow on the right-hand side of the cell 
and scroll down to select “Manager”.

Next, enter the specific contact information 
for the Manager contact.  

This Section Should Include:
• Any owner/applicant that is also acting as 

the property manager;
• Representative(s) of a local rental 

management company; 
• The local 24 by 7 responsible party/parties;
• Any other local contact who is directly tied 

to the management and oversight of the 
property.

13



Step 6: Location

You Must enter the property address in the 
“Search for an address” cell.  

Once you find the property and click on it, the 
information will populate into the cell below, 
and you may move on to the next step (see page 
16 in this guide).

Note: Condominiums Must have a unit number.

If you cannot find your address or your 
condominium unit number does not appear in 
the system (see example to the right) you Must 
use the unit’s Property Identification Number. 

Detailed instructions for finding your PIN are 
located on the next page of this guide.
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Step 6: Location
Property Identification Number 
(PIN)

PINs (aka Parcel Numbers) can be found in the 
owner’s/unit’s property records on the County 
Assessor's website.

Once you are on that site, click on “Property 
Search – NEW” in the blue column on the left 
side of the screen.

A screen will appear to Find a property

Type the owner’s name OR the partial address. 
Several options should appear on the screen.  
Choose the one that matches the 
owner/property.

You will see the Parcel # below the photo in 
Key Information.
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https://co.routt.co.us/115/Assessor
https://co.routt.co.us/115/Assessor


Step 7: Upload Documents
It Is Critical You Complete This Step!

The last step in the application process, is uploading the 
Applicant Acknowledgement Form, Self-Inspection, and 
Parking and Snow Storage Plan.

Follow this link for each of these documents. If you are 
applying for a Hosted STR or Temporary STR, you Must 
upload additional documents (p. 17).  

If the property is owned by a business entity or trust, you 
will also have to upload an additional document (p. 17)

Note: At this point, CityView allows you to submit an 
application without these documents.  However, if you do so, 
this Will result in delay, and the application will not be 
processed/reviewed until it is complete.
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https://www.steamboatsprings.net/1360/Licensing


Step 7: Upload Additional 
Documents
It Is Critical You Complete This Step!

Some applications will require the upload of additional 
documents.

• Business entities or trusts Must Include a Business Entity 
Ownership Affidavit

• Hosted STRs Must Include a Floor Plan identifying STR 
guestroom

• Temporary STRs Must Provide proof of Primary 
Residence, including:

• A copy of property owner’s driver’s license or 
other government issued identification;

• And at least 2 of the following:
• Proof of voter registration
• Valid motor vehicle registration
• Federal or state tax return
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Step 8: Review and Submit

Once you have completed your application, you will be able to review all your information.  If everything is correct, click on the 
“Submit Application” button on the bottom of the screen.
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Congratulations! 

Your application has been submitted. 

Please make a note of your application 
number and print this page for your records.  

Follow the prompts to pay the license 
application fee.  

Note: We will review complete applications 
in the order they are received. Incomplete 
applications will result in delay.

Once approved, you will receive a copy of 
your license via email.  Please print a copy 
and post it in your STR unit.
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