
How to Apply for a Short Term Seasonal Rental Certificate of Inspection (CI) 

1. Select the Certificate Type. In this case, select Short Term Seasonal Rental.  

 

 

 

 

 

Please read carefully, then 
click “Click here for the 
Short Term Rental 
Application”. 



 

 

 

 

 

 

 

 

Select Rental Period: Summer or Winter. 

In the Parcel Data box, type the address and a 
blue box will come up with the address. Once 
you click the address in blue, it will complete 
the Location Street Address, Block, Lot, and 
Qualifier Information below. 

Click “Continue” to move forward.  



 

 

 

This area will be prefilled with the information you 
provided on the previous screen. Only thing you will 
need to enter is the structure information and # of 
Dwelling Units to be inspected at one time.  

Once # of Units are entered above, you will need to label the units numbers 
as they appear on the property. (Ex. Unit 1, Unit 2 or A and B, etc.)  

The property owner information will 
be prefilled. Enter email and phone 
number of owner.  

Enter Agent Information, if applicable.  

Click “Continue” to move forward.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This area will be prefilled with the information 
you provided on the first page of the application. 

ADDRESS Click “New lease for unit #”. 



 

 

 

 

 

 

 

 

This area will be prefilled with the information 
you provided on the first page of the application. 

Enter the dates of lease. 

Add ALL tenants.  

Click “Save Lease”. 



 

 

 

 

 

 

This area will be prefilled with the information 
you provided on the first page of the application. 

ADDRESS 

Start Date End Date All Tenant Names 

Click “Sign and Submit” 
when done adding all leases.  

Click “New Lease For Unit” for every update you wish to complete.  



 

 

 

 

Check Ready to Submit and enter in the 
responsible person’s Name and Email. 

Using your mouse, sign your name, 
and click “Save Signature”.  

Click “Submit”. 



 

 

NOTE: The fees will be different depending on if it is a Winter or Summer Rental. The initial Winter Application is $250.00 
and the initial Summer Application is $500.00. Updates will be $100.00 per update.  

 

Once you pay, your application will be reviewed by the office staff. There is a 5-business day review process.  To schedule 
an inspection earlier than the 5 business days, you must pay the $50.00 rush fee that was previously mentioned.  

 

This area will be prefilled with the information you 
provided on the first page of the application. 

ADDRESS 

Start Date End Date All Tenant Names 

Click “Pay Online”. 


