
Short-term Rental Regulations 
Application Process Webinar

This Webinar will begin shortly

If you have not already, please download the STR Application 
Packet found on the Planning Dept. website under the ‘Short-term 

Rental Information & Application’ tab: 
https://www.berthoud.org/178/Planning-Department



Short-term Rental Regulations Application Process

1. Introduce the new Short-term Rental Information & Application page
2. Provide a brief overview of the STR Business License Application process
3. Present the STR Business License Application Checklist & Application 

Packet
➢ Go over each required submittal item

Agenda:
7:00am – 7:05am – Team Introduction
7:05am – 7:40am – Staff Presentation
7:40am – 7:55am – Participant questions
7:55pm – 8:00am – Closing statement

Instructions:
- Attendees are muted upon entry into the webinar and video is disabled.
- If you wish to ask a question, you may use the chat at the bottom of the 

screen.
- Any unanswered questions will be addressed in a FAQ that will be posted 

on the STR page.

Intent of Today’s Webinar:



Short-term Rental Regulations Application Process

New Short-term Rental Page
This will be the best resource for all things STR and will 
contain:

✓ Link to the newly adopted STR Regulations
✓ Application Checklist
✓ Application documents
✓ Life Safety Inspection Checklist
✓ Interactive STR Map (will be updated as we approve 

STR applications)
✓ Copy of tonight’s webinar
✓ Other information

This page is a work in progress and will be improved as we go 
through this process with the community.

STR Map – will show location of approved STRs, property manager info 
for each STR, and a buffer tool that can be applied to any property to 
determine if it meets the buffer/separation requirement.

How to access: 
Visit the Planning Dept. webpage at:  https://www.berthoud.org/178/Planning-Department
Click on the ‘Short-term Rental Information and Application’ tab 

https://www.berthoud.org/178/Planning-Department


STR Business License Application Process
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✓ Application must be submitted electronically (pdf format) to the following email: 
STR@Berthoud.org. 
• Paper copies will not be accepted.

✓ Upon receipt of your email, you will receive an auto response acknowledging receipt 
of your email.
• Please do not send multiple emails or call the Planning Dept. inquiring about 

your application. This will only delay the process.
• Staff will reach out to you once we have deemed your application complete.

✓ Applications will be accepted and processed on a first come, first served basis.

✓ Applications that are missing required items or contain incomplete information may 
be deemed incomplete. 
• Incomplete applications will be returned to the applicant without further review.
• This means the application will need to be resubmitted and you will lose your 

place in queue.

Short-term Rental Regulations Application Process

Application 
Submitted 

mailto:STR@Berthoud.org


✓ Once your application is deemed complete you will be notified by Staff.

✓ Staff will contact you at this time regarding applications fees
• Application Fee = $350
• Application Deposit = $1,000
• Paid by check only
(more on this in a later slide)

✓ Staff will provide you with additional instructions on the following:
• How to schedule a Life Safety Inspection
• Displaying temporary documents for the inspection (Operations Manual, 

Business License, and Information Sign)

Short-term Rental Regulations Application Process

Application 
Deemed 

Complete

Don’t Forget: Once the application has been approved any 
remaining balance from the Application Deposit will be refunded. 
Staff and Building Official time is deducted from the deposit.



Short-term Rental Regulations Application Process

Life Safety 
Inspection

✓ Prior to submitting an application, please review the Life Safety Inspection 
Checklist found online.
• Be prepared, be proactive.

✓ Life Safety Inspections will be preformed by the Town Building Official

✓ The Life Safety Inspection is a pass-fail inspection
• If all items on the checklist are satisfied, the inspection will be approved. 
• If an item(s) on the checklist is not satisfied, the inspection will be denied.

o Should this occur, you will need to address the outstanding items and 
schedule a new Life Safety Inspection. 

o Staff will work with each applicant to determine a timeline for 
completing the inspection.

✓ If the Life Safety Inspection is approved, Staff will approve the Short-term Rental 
Business License application.



Short-term Rental Regulations Application Process

Application approved? You aren’t done just yet ….
✓ Upon approval, the applicant will be provided with the following:

• A Short-term Rental Business License
o This is required to be displayed in the residence next to the front door. 

• A completed Operations Manual Cover Sheet
o The Operations Manual is to be displayed in the place reviewed and 

approved during the Life Safety Inspection.

✓ Following approval, the applicant will be required to send written notice of the 
approval to property owners within 500-feet of the property. (More on this to 
come)

✓ All advertisements for the approved STR must contain the business license number.

Approval

Don’t Forget: License renewal is required annually. 
Applications approved before the end of 2024 will 
be required to renew in December 2025.



Short-term Rental Application Checklist

✓ Follow the Checklist as you compile your 
Short-term Rental Business License application 
packet.

✓ The items listed on the Checklist are required.
• An application submitted missing one or 

more of the required items will be 
deemed incomplete.

• An application submitted with incomplete 
items will be deemed incomplete.

➢ Incomplete applications will be returned 
to the applicant without review.

✓ Name each pdf file as listed on the Checklist.
✓ Submit as individual pdfs, not as one large 

combined pdf.

The following slides will address each of the required items listed on the 
Checklist in the order they appear on the list.

Short-term Rental Regulations Application Process

STR Business License Checklist & Application Packet



#1.A  – STR Application Form

✓ Property Owner Information must be consistent with the 
ownership document (O&E) submitted as part of the application.

✓ Property Manager can be a local property manager or the property 
owner
❖ Per the STR Regulations, Property Manager must be available 

24 hours per day, 7 days a week
❖ Must be located within a 20-mile radius of the STR
❖ Must be able to affirmatively respond to complaints within 1 

hour of notification of complaint

✓ Application must be signed by the Property Owner(s) and the 
Property Manager
• If Property Manager is the Owner, then owner will sign both 

places.
• All Property Owners must sign the application form. If more 

than 2 exist, attach a second Application Form.

Short-term Rental Regulations Application Process



#1.B – STR Affidavit

✓ Acknowledging information contained in application is true and 
accurate

✓ Acknowledge understanding of Short-term Rental Regulations
➢ Read the recently approved STR Regulations before applying!

✓ Owner signatures must match the Application and ownership 
documents.

✓ All Property Owners must sign the Affidavit. If more than 2 exist, 
attach a second Affidavit

✓ Signatures must be Notarized 

Short-term Rental Regulations Application Process



#2 – Proof of Ownership

✓ Provide an Ownership & Encumbrance (O&E) showing legal 
ownership of the subject property.

#3 – Proof of Liability Insurance

✓ Provide documentation or proof of liability insurance adequate 
for the STR or provide proof that property liability coverage is 
provided by any and all hosting platforms (VRBO, Airbnb, etc.) 
through which the owner will rent the STR unit.

#4 - Letter from the HOA or Metro District (if applicable)

✓ If the property is subject to private covenants, provide a letter 
from the HOA or Metro District (on letterhead) confirming that 
an STR is an allowed use per the covenants.

Short-term Rental Regulations Application Process



#5 – Neighbor Notification Letter and Mailing List

✓ A template letter is provided by the Town

✓ Replace the areas in (italics) with the required information 

✓ For the initial application submittal:
•  Some information will not be completed, such 

as the recipient's name and address, business 
license #, or approved number of guest.

• Fill in the STR address, property manager info, 
and property owner info.

• You will fill in the remaining info upon approval 
prior to sending to neighbors and to the Town.

❖ Per the STR Regulations, the Property Owner will be 
required to send the complete letter to property 
owners located within 500-feet of the approved STR.
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#5 – Neighbor Notification Letter and Mailing 
List, continued

✓ The mailing list can be created by using the 
Larimer County Assessor Property Search 
tool

https://maps1.larimer.org/gvh/?Viewer=
LIL&run=Theme&theme=Land%20Inform
ation

✓ Written directions on how to create a 
mailing list will be provided with the 
template letter.

✓ The mailing list should be provided to the 
Town in pdf format.

Short-term Rental Regulations Application Process

https://maps1.larimer.org/gvh/?Viewer=LIL&run=Theme&theme=Land%20Information
https://maps1.larimer.org/gvh/?Viewer=LIL&run=Theme&theme=Land%20Information
https://maps1.larimer.org/gvh/?Viewer=LIL&run=Theme&theme=Land%20Information


#6 – Town of Berthoud Lodging Tax Form

✓ The Ownership Information must be consistent with 
the Application Form, Affidavit, MOU, and ownership 
documents.

✓ All Property Owners must sign the application form. 
If more than 2 exist, attach a second Tax Form.

✓ When choosing Filing Frequency, keep in mind that if 
you choose Monthly, you must file each month or 
late fees will be assessed on months not filed on 
time.

✓ The Property Owner is also responsible for State 
Sales Tax.
• Additional info on this can be found in the 

packet or on the Town STR webpage.

Short-term Rental Regulations Application Process



#7 – Operations Manual

✓ The Operations Manual is required to contain the following, 
in the order specified in the Application Checklist:
• Operations Rules & Information Coversheet 
 (template provided by the Town)

• Site Plan & Parking Information 
(examples provided by the Town for reference)

• Floor Plans showing specific information 
(example provided by the Town for reference)

• Good Neighbor Guidelines 
 (document provided by the Town)

• Emergency Shutoff Information & Egress Maps 
 (egress map example provided by the Town for reference)

• HOA/Metro District Rules & Regulations (if applicable)

✓ The applicant is welcome to add additional information to 
the Operations Manual following the required information.

Short-term Rental Regulations Application Process



Example Site Plans Example Floor Plan and 
Egress Map

Short-term Rental Regulations Application Process



#8 – Memorandum of Understanding For 
Payment of Review and Development Expenses 
Incurred by the Town (aka MOU)

✓ Information provided on this form must be 
consistent with the Application Form, Affidavit, 
and ownership documents.

✓ You are responsible for providing the Exhibit ‘A’ 
referenced in the document. This is the 
property legal description.

✓ All Property Owners must sign the MOU. If 
more than 2 exist, attach a second MOU
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#9 – Application Fee and Review Fee Deposit

✓ Application Fee = $350 (non-refundable)

✓ Application Review Deposit Fee = $1,000
• Any portion of this deposit remaining after the application 

has been approved will be refunded to the applicant.
• If this deposit is exhausted, and additional review or 

inspections are required, the applicant will be billed for 
Staff/Inspector time.

✓ All fees paid by check only – made out to Town of Berthoud
• Mail to Town Hall or drop off in person

✓ Per STR Regulations, STR Business License are required to be 
renewed annually (by Dec. 1st each year)
• Requires annual Renewal Application
• Requires annual Life Safety Inspection
• Applications approved before the end of 2024 will be 

required to renew in December 2025

Short-term Rental Regulations Application Process



✓ Read the Short-term Rental Regulations prior to applying!
✓ Read the Life Safety Checklist prior to applying.
✓ Provide all required documents and ensure all documents are 

complete.
✓ Name all files as listed on the Checklist.
✓ Submit each document as a separate pdf file (don’t combine 

into one large pdf)

Submit your Short-term Rental Business License Applications to: 
STR@berthoud.org

Short-term Rental Regulations Application Process

The Town will start accepting STR Business License Applications Monday, September 23, 2024
Applications received before this date will not be accepted.

mailto:STR@berthoud.org


Short-term Rental Regulations

For project information:

Town of Berthoud Planning Department at: 
https://www.berthoud.org/178/Planning-Department

‘Short-term Rental Information and Application’ tab

Any questions regarding the Short-term Rental 
Regulations and/or Short-term Rental Business 

License application process can be sent to Senior 
Planner Tawn Hillenbrand at STR@Berthoud.org.

https://www.berthoud.org/178/Planning-Department
mailto:STR@Berthoud.org
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