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Where do | apply for my license?

Seattle Services Portal

https://cosaccela.seattle.gov

You will need to set up an account before you can apply.

What do | need before | apply?

Short-Term Rental Operator °

Bed and Breakfast Operator °

Platform °

Last updated: 8/15/2019

Valid City of Seattle business license tax
certificate number (business
license/customer number)

Rental Registration Inspection Ordinance
(RRIO) registration number for secondary
units

A Rental Registry document
demonstrating you were operating the
unit within the 12 months before
9/30/2017 for legacy units (required to
upload)

Valid City of Seattle business license tax
certificate (business license/customer
number)

Washington State Transient
Accommodation License number

A copy of your Washington State
Transient Accommodation license
(required to upload)

Valid City of Seattle business license tax
certificate (business license/customer
number) if there is an office in Seattle.


https://cosaccela.seattle.gov/

About Legacy Zones

An online version of this section can be found at the following URL:
https://seattlegov.zendesk.com/hc/en-us/articles/360026668314-About-Legacy-Zones

Legacy short-term rental unit

A legacy short-term rental unit ("legacy unit") is one that has been in operation since prior to September
30, 2017 by an operator who:

« can provide arental registry showing the dates on which the unit was rented in the year prior to
September 30, 2017; and

« has maintained a current City of Seattle business license tax certificate from the beginning of the
registry period to the present.

"Legacy unit” status is not transferable. This means that if the owner of a legacy unit sells that unit, it is
no longer a legacy unit. If the operator of a rented legacy unit ceases to operate it (see "Downtown
Urban Core" below), a different operator may not take over this work because the unit is no longer a
legacy unit.

Seattle's short-term rental legislation is complex, and different provisions apply in each of three "legacy
zones." These provisions affect the number and type of units you may add to your operator license. If
you operate units in more than one legacy zone, you may only claim the provisions of one of those legacy
zones. (When adding units to your operator license, make sure the first unit you add is located in that
legacy zone.) You will need to make this decision, in conjunction with anyone else who has an ownership
interest in your properties either as an individual or as an organization member. City staff cannot
provide guidance about what decision will work best for your needs.

The information in this article applies only to legacy unit operators. If the conditions above do not apply
to your unit or units and to you, you are not a legacy unit operator.

1. Downtown Urban Core

The Downtown Urban Core is the only area of the city in which non-owner occupants (i.e., renters) may
operate legacy units. Upon the City's request, these operators must be able to provide a unit owner's
written consent for its operation as a short-term rental unit.
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An operator of legacy units in the Downtown Urban Core may operate an unlimited number of such units,
including his or her primary residence.

1 P
£ MEE §T

2. First Hill/Capitol Hill Urban Center

This legacy zone is the only one in which the owner of a building constructed after 2012 and containing
no more than five dwelling units may operate all of them as legacy units, in addition to his or her primary
unit and up to one secondary unit (i.e., up to 5 units in the building plus two more).

There are very few such buildings. If you believe that your building is in this legacy zone, please call (206)
367-1267 to speak with a customer service representative.
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3. Greater Seattle

Geographically, this legacy zone includes most of Seattle. The legislation allows an owner of legacy units
in this area to operate up to two of them, as long as neither is the owner's primary residence. But one
year after the issuance of his or her operator license, this owner may also add his or her primary
residence to that license.

For more information about legacy units please refer to FAS Short-term rental rules STR-3 License and
license applications.
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http://clerk.seattle.gov/search/clerk-files/321080
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How do | set up my Seattle Services Portal Account?
1. CLICK: Register for an Account

Seattle.gov

= Menu
Mayor Jenny A. Durkan

Seattle Services Portal

fArHome #EMy Records @Help

# nAﬂﬂUuncements 2, Register for an Account

Search All Records

+ Create New (M Schedule Q,Find Existing

« Building Tune-Ups To schedule an inspection or appointment * Complaints - Building & Property

= Complaints - Building & Property enter your record number in the search box « Licenses - Taxi & For-Hire
above.

Licenses - Short Term Rentals Licenses - Trade & Equipment

e Licenses - Taxi & For-Hire For more information, see How to Schedule an « Permits - Parking & Truck

o Licenses - Trade & Equipment Inspection or Appointment. + Permits - Street Use

* Permits - Parking & Truck For information on how to schedule a large « Permits - Trade, Construction & Land Use
« Permits - Street Use sign confirmation, see How to Submit an « Public Notices

Environmental Sign Installation Notification.

Permits - Trade, Construction & Land Use
Rental Housing Registration (RRIO)

Rental Housing Registration (RRIO)

2. READ: General disclaimer
CLICK: The checkbox to accept
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CLICK: Continue Registration

Seattle.gov
Mayor Jenny A. Durkan

MAHome iEMy Records @Help

ccount Registration

ou will be asked to provide the following information to open an account:
* Choose a user name and password
* Personal and Contact Information

License Numbers if you are registering as a licensed professional (optional)

Please review and accept the terms below to proceed.

General Disclaimer

For information about the collection, use, disclosure, sharing, security and
retention of information gathered via this Web site, view the City of
Seattle’s Online Privacy Principles, Statement and Policy.

The Public Records Act (PRA) requires the disclosure of public records -

)} have read and accepted the above terms.

[ Continue Registration » ]
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3. ENTER: Login information

Account Registration Step 2:
Enter/Confirm Your Account Information

/Ggin Information \

* Uger Name: (-]

* Email Address:
* Pagsword: (-]
* Type Password Again:

* Enter Security Question: 9

@er (case sensitive): y

Contact Information

Add your contact information so you can quickly assign it to your application.

Add New

Continue Registration »

4. CLICK: Add New

Account Registration Step 2:
Enter/Confirm Your Account Information

Login Information

* User Name: (-]
UserName1

* Email Address:

user@name1.com

* Enter Security Question: (7]
Security Question

% Answer (case sensitive): ]
Answer

ontact Information

Add your coniact information so you can quickly assign it to your application.

Add New

Continue Registration »

Last updated: 8/15/2019

Adding Contact

Information

You must include your
contact information
when creating an
account. The contact
information you
provide should be the
contact information of
the person or
organization who will
be applying for the
license and to whom
the license will be

issued to.




5. SELECT: A contact type
CLICK: Continue

Select Contact Type x
* Type:
Discard Changes

Select Contact Type x

—Select--

Individual
Organization oo changes

ENTER: Contact Information

CLICK: Continue

Cpofitact Information x
First: Middle: * Last:

* Address Line 1:

Note: Select
Organization if

you are applying
foranSTR
Operator License

Address Line 2:

for a property
* City: * State: * Zip:
SEATTLE WA owned by an LLC
Country:
Uniied States = or other legal
* Primary Phone: Secondary Phone: entity.

=1 |1

S Y

(u = 8 Discard Changes

If a window displays, CLICK: Continue

The information you entered is not found. Click Continue
p:r creatf_z a new account. Click Cancel to change the

The email address provided here is the one

Cancel that City staff will use to communicate
with you about your STR Operator License
and the unit(s) you operate.
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6. CLICK: Continue Registration

Account Registration Step 2:
Enter/Confirm Your Account Information

Login Information

-]
r@namei.com
@
Password Again
urity Question: (7]
(case sensitive): 9

ct information so you can quickly assign it to your application.

¥ Contactfided successfully.
User Nam

Email: usen ei.com
Phone: (+ 3-9284
Remove

Continue Registration »

@ Almost there! Check your email to activate your account.

Before you can login, you must activate your account. An email was sent with instructions. If you did not receive this email, please check your junk/spam folder.

Account Information

User Name: Useriame1
Email: user@name.com
Password: R

Security Question: Security Queastion

Contact Information

User Name Primary Phone: (+1)867-493-9284
123 Front St.
user@name1.com

7. GO TO YOUR EMAIL: And follow the activation instructions
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Which application do | select?

Start at the Seattle Service Portal home page

https://cosaccela.seattle.gov

1. LOGIN: to your account
2. SELECT: Licenses - Short Term Rentals

&

Seattle.gov
Mayor Jenny A. Durkan

Seattle Services Portal

A Home

1

My Records @Help

Search All Records

Welcome, avocado
You are now logged in.

+ Create New

Building Tune-Ups

Licenses - Short Term Rentals

Licenses - Taxi & For-Hire

Licenses - Trade & Equipment
Permits - Parking & Truck

Permits - Street Use

Permits - Trade, Construction & Land
Use

Last updated: 8/15/2019

nAnnouncements Logged in as:avocado  Collections (0) ™ Cart (0) Account Management

™ Schedule

To schedule an inspection or

appointment enter your record number in

the search box above.

For more information, see How to

Schedule an Inspection or Appointment.

For information on how to schedule a
large sign confirmation, see How to

Submit an Environmental Sign Installation

Notification.

= Men

Q_Find Existing

Complaints - Building & Property
Licenses - Taxi & For-Hire

Licenses - Trade & Equipment
Permits - Parking & Truck

Permits - Street Use

Permits - Trade, Construction & Land
Use
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3. SELECT:the appropriate application (see below for details)

Select a Record Type

oose one of the following Available record types. For assistance or to apply for a record type not listed below contact us.
view existing records or to make changes to your records, lick on the My Records link above.
er submitting, check your email for additional instructions.

Short-Term Rental License Applications

Bed and Breakfast Rental Operator License Application
Platform License Application

hort-Term Rental Operator License Application

Continue Application »

Short-Term Rental Operator Platform License Application Bed and Breakfast Operator

License Application License Application

For hosts/operators to license For companies (e.g. AirBnB, Vrbo, For hosts/operators who:

their short-term rental units etc.) that provide a forum for e Meet the State of
operators to list their short-term Washington's requirements

-- MOST USERS-- rental and bed and breakfast units to be a bed and breakfast

to be booked. For this application, e Have a Washington State
you will need your current City of Transient Accommodation
Seattle Business License Number if License
you have an office in the City of Meet Seattle Department of
Seattle Construction and Inspections’

land use code requirements
for bed and breakfasts in
Seattle

13
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How do | apply for a Short-Term Rental Operator License?

This application is for hosts/operators to license their short-term rental units.

Start at the Seattle Service Portal home page

https://cosaccela.seattle.gov

1. LOGIN: to your account

2. SELECT: Licenses - Short Term Rentals

@) seattlegov
eattle Services Portal

Home iEMy Records @Help

Search All Records

Create New
Building Tune-Ups
Complaints - Building & Property

l « Licenses - Short Term Rentals I

Licenses - Trade & Equipment
Permits - Parking & Truck
= Permits - Street Use

Parmits - Trade, Construction & Land Use

Rental Housing Registration (RRIO)

Last updated: 8/15/2019

™ Schedule

To schedule an inspection or appointment
enter your record number in the search box
above.

Far more information, see How to Schedule
an Inspection or Appointment.

Faor information on how to schedule a large
sign confirmation, see How to Submit an
Environmental Sign Installation Notification.

n Announcements 2 Register for an Account

= Menu

Q, Find Existing

-
.
-
.
L]
-
.

Complaints - Building & Property
Licenses - Trade & Equipment

Permits - Parking & Truck

Permits - Street Use

Permits - Trade, Construction & Land Use
Public Notices

Rental Housing Registration (RRIO)
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3. SELECT:Short-Term Rental Operator License Application
CLICK: Continue Application

Select a Record Type

hoose one of the following Available record types. For assistance or to apply for a record type not listed below contact us.
view existing records or to make changes to your records, lick on the My Records link above.
er submitting, check your email for additional instructions.

Short-Term Rental License Applications

 Bed and Breakfast Rental Operator License Application
© Platform License Application
Short—Term Rental Operatar License Application

Continue Application »

4, CLICK:Select from Account

Short-Term Rental Operator License Application

Contact

Information 2 Application Detail 3 Review 4 Record Issuance

Sep 1: Contact Information > Contact Information

Yqu have selected a Short-Term Rental Operator License Application. This application is for operators to license their short-term rental units.

Foljthis application, you will need the following:

Current City of Seattle Business License Number
Names and email addresses of all members and property owners, and if property owners are business entities, list all entity members
Name and email address of your spouse if applicable

NOTE: after completing the record, a Thank You page will load. The application process is not complete until a Unit Amendment is completed and paid for. You will
receifle an email with instructions for adding units shortly after submitting this application.

* Indicales a required field

* Applicant (required)

Select a contact using the button(s) below.

Select from Account

Save and Resume Later

Continue Application »
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5. CLICK: Continue Application

Short-Term Rental Operator License Application

Contact

Information 2 Application Detai 3 Review 4 Record Issuance

Step 1: Contact Information > Contact Information

« Names and email
» Name and email addres'

esses of all members and property owners, and if property owners are business entities, list all entity members.
our spouse if applicable

NOTE: after completing the record,
receive an email with instructions for ad

ank You page will load. The application process is not complete until a Unit Amendment is completed and paid for. You will
units shortly after submitting this application.

#* Indicates a required field

* Applicant (required)

Select a contact using the button(s) below.

+ Contactadded successfully.

ched ar

ched@ar.com

Home phone: (+1)642-582-4555
Mobile Phone:

Work Phone:

Fax:

Remove

Save and Resume Later Continue Application »

If the information selected from your account isn't correct, go
to Account Management. In the Contact Information section,

click "Actions” to the right of your contact, and select “View".
Make your changes and save.

Last updated: 8/15/2019



6. ENTER: your City Business License/Customer Number

Short-Term Rental Operator License Application

! I(I?\?gl}r?\gliun 2 Application Detail 3 Review 4 Record Issuance

2 : Application Detail > Application Detail

# Indicates Wygequired field

CITY BUSINEGS LICENSE DETAILS

ber, you can search for it at this website: hitps:/iwww.seattle.gov/licenses/find-a-business If you have created a new, or updated an existing
0se changes may not be reflected and will prevent you from completing this application; please click Save and Resume Later, and try again in
cyrrently has open obligations associated with it, go to FileLocal (hitps:/iwww.filelocal-wa gov/Default_FileLocal aspx) to remedy the issue.

If you do not know your Customer
business license within the 1ast 48 hou
48 hours. If your business license is expire!

* Busil Licensel Number:

Customer Number Status: _Select— -
Does the account have unpaid balances and/or unfiled ) Yes () No

taxes?:

Open Date:

CLICK: outside of the field
The other City Business License Details fields populate

CITY BUSINESS LICENSE DETAILS

If you do not know your Customer Number, you can search for it at this website: https:/iwww seattle gowillicenses/find-a-business If you have created a new, or updated an existing
business license within the last 48 hours, those changes may not be reflected and will prevent you from completing this application; please click Save and Resume Later, and try again in
48 hours. If your business license is expired or currently has open obligations associated with it, go to FileLocal (hitps:/www filelocal-wa_gov/Default_FileLocal aspx) to remedy the issue

* Busi Licensel Number: 123456

Customer Number Status: Active v ko
Does the account have unpaid balances and/or unfiled ) Yes ® No

taxes?:

Open Date: 711512009 i)

17
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7. SCROLL DOWN: to Spouse Information
SELECT: whether or not you are married
If you are married:

ENTER: your spouse’s first name, last name, and email address

SPOUSE INFORMATION

* Are you married?: \ [#] Yes ) No

* Spouse First Name:

* Spouse Last Name:

* Spouse Email:

NOTE: The "Are you married?” question will not be available if applying as a business entity.

Why do |
need to
provide my
spouse’s
information?

The short-term
rental ordinance
allows a married
couple to have
only one
operator license.
They may not
each obtain a
separate license.

Is my STR unit

8. SCROLL DOWN:to Legacy Operator
Legacy? gacyp

SELECT: whether or not you were operating short-term rentals
Yes, if: since before 9/30/2019.

e Your City Business License
was opened before
9/30/2017

e You can prove you were

LEGACY OPERATOR

operating each unit within \

the 12 months before Have you been legally operating short-term rentals since € ) Yes () No
* before 9/30/2017:

9/30/2017.

For more information about
Legacy, see the About Legacy
Zones section in this

document.

Last updated: 8/15/2019
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9. SCROLL DOWN: to Member or Owner List
CLICK: Add a Row

EMBER OR OWNER LIST

ist all organization members or property owners. Note: if you are a tenant (only applicable in legacy downtown urban center), you do not have to list the property owner.

wing 0-0 of 0
First Name Last Name Email Address

No records found.

AddaRow | ~ Edit Selected Delete Selected

Save and Resume Later Continue Application »

ENTER: the member or property owner's first name, last name, and email address
CLICK: Submit

x
MEMBER LIST

List all organization members or property owners. Mote: if you are a tenant (only applicable in legacy downtown
urban center), you do not have to list the property owner.

* First Name: * Last Name: * Email Address:

REPEAT: this step to add additional members or property owners.

NOTE: If you are an individual, you may not need to enter anything

in the Member or Owner List section.

19
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10. CLICK: Continue Application

# Spouse First Name: Jayne

* Spouse Last Name: Dough

jayne@dough net

LEGACY OPERAT

Have you been legally operating short-term ren
* before 9/30/12017:

MEMBER OR OWNER LIST

List all organization members or property owners, including anyone on the property deed.
list the: property owner

i you are a tenant (only applicable in legacy downtown urban center), you do not have to

Showing 1-1 of 1
[ | First Name Last Name

(0 John Dough

Edit Selected | Delete Selected

john@dough. Actions =

Save and Resume Later Continue Application »

20

Last updated: 8/15/2019



11. REVIEW: the information on the page
If information needs to be changed, CLICK: Edit
CLICK: the checkbox to agree to confirm your compliance with City of Seattle Please

requirements wait...

‘ Please walil...

CLICK: Continue Application

Short-Term Rental Operator License Application

t Cortst inksesten 2 Aprhcsien Ustsd 1 Faiaw

After you click

*
s fovie AMormatian sl Click e B Dulians 10 M3k thangas to sections or “Continas Appleatian” 10 mave an
-

Continue
Application,
there are

.lt
Applicant te, | E=t ]
several
*
-
»
g L
T2 wn ez ‘., processes
imary Fhaona:{ 4.8560.5034 '0.
ai Bjada o ,. .
o 2 happening
+.‘
. ]
CITY BUSINESS LICENSE DETAILS ‘... behind the
o =a
e — scenes. Please
inmar Mumiser Stahis: Active 4.
-_I'W.‘ account have unpald bakances andior unfied Ho 4. a .
an Dt OTHSE005 .’. be patlent Whlle
'Q
*
.C
POUSE INFORMATION * the page loads.
4 e
e —
huse Lass Mame: Daugh
puse Email: RynegBdaugn nat
EGACY OPERATOR
=3
i you bean legaly operating shar-term rentals plorto Yes
2T
EMBER OR OWNER LIST
=3
Hams ILast Hame Emall Addrecs
Dough U com
agres that tha information providiad is trua and comsct, and agres that | am in complance with City of Saatts Ordinancs 125490 and all associated Direciors Rules.
DE. checking this bow, | agrea it above cerficaton Date:

21
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12. A Thank You page loads
" YOUR APPLICATION IS NOT COMPLETE ™!

Seattle Services Portal

frHome =My Records @Help

n Announcements  Logged in asjade hey  Collections (0) ¥ Cart (0) Report:

Thank You

‘Your information has been submitted. Depending on your record type, additional action may be required. Go
o My Records to view actions.

ltem

Record Number:
STR-OPAP-19-000128

What did | submit?

You submitted your application information - you still need to
submit information about your units.

What else happened?

We sent you an email with instructions for adding units

We sent an email to your spouse, if applicable, to let them
know about your application

) .
We sent an email to your members or property owners, if
applicable, to let them know they were listed on your application

Last updated: 8/15/2019
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13. CLICK: on My Records
CLICK: on Licenses - Short Term Rentals

Seattle Services Portal

fAHome | =My Records | @Help

. wuncements Logged in as;jade hey Collections (0) ™ Cart (0
My Redords Overview <L : :f @ (

Buildin ne-Ups
Complaints - Building & Property

Licenses - Short Term Rentals

Than‘

@ Licenses - Taxi & For-Hire

‘ecord type, additional action may be required. Go
Licenses - Trade & Equipment

Permits - Parking & Truck
Permits - Street Use

ltemn Permits - Trade, Construction & Land Use

Rental Housing Registration (RRIO)

Record &
STR-OPAP-19-000128

14. CLICK: Add Units in the Action column of your Short-Term Rental License Application row

Seattle Services Portal

M Ho iI=My Records  @Help

JA Announcements  Logged in as:jade hey Collections (0) ™ Cart (0) Reports (1) ¥  Account Managem

My Short Term Rental Licens cords

Showing 1-8 of 8 | Download Results | Add to Collection | Add to cart

|:| Date Record Number Record Type Description Project Name Status Action Sho
- STR.OPAP19. Shorl—Terrn. Rental )
|_| 07/18/2019 000129 Operator License Pending Add Units

Application

23
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15. CLICK: Continue Application

Unit Amendment

1 Gontat 2 appiication Detail 3 Review 4 Pay Fees 5 Record Issuance

Step 1: Contact Information = Contact Information

This pMiggss is to add units to a license or license application or remove units. You will need the address(es) of the unit(s) you wish to operate in the City of Seattle. If you
are regists units operated before September 30, 2017, enter those units first. The first unit you enter will determine your legacy region.

For more informatl
will also be required to

out legacy regions, see this article: https:/seattlegov zendesk com/hc/en-us/articles/3600266683 14-About-Legacy-Zones. For legacy units, you
ad a Rental Registry of the nights the unit was booked in the 12-month period prior to September 30, 2017

If you are listing a unit as a pri roperty. you may have to provide documentation proving the address is your primary residence.

I you are listing a unit as a secondary p y, you will first need to register with Rental Registration & Inspection Ordinance (RRIO). You will need the RRIO registration
number to complete this application.

To register with RRIO, return to the home page of th itile Services Porial, locate the Create New section, and select "Rental Housing Registration (RRIO)."

If you are registering units that meet the State of Washington uirements to be a bed and breakfast, you will need a copy of your Washington State Transient

Accommodation License for upload, and the license number for

* Indicates a required field

Applicant
The contact below is as currently listed on the parent license or application record.

Jade Marie Enterprises
Address: 123 Front St

SEATTLE. WA, 93021
Email: jade redfield@seattle.gov
Primary Phone: (+1)573-493-0458
Secondary Phone:

Save and Resume Later tinue Application »

24
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Which unit do | add first?

If you operate legacy units, first add a legacy unit from the legacy
region you wish to be your primary legacy region. You can find more

information about legacy units in the About Legacy Zones section
in this document.

16. READ: the information on this page
CLICK: Add Unit

Unit Amendment

| Contact

In?Smwannn 2 Application Detail 3 Review

4 Pay Fees

5 Record Issuance
Step 2: Application Detail = Application Detail

his process is to add units to a license or license application or remove units. You will need the address(es) of the unit(s) you wish to operate in the City of Seattle. If you
re registering units operated before September 30, 2017, enter those units first. The first unit you enter will determine your legacy region.

or mere information about legacy regions, see this article: https://seattlegov.zendesk com/hc/en-us/articles/3600266683 14-About-Legacy-Zones. For legacy units, you
ill also be required to upload a Rental Registry of the nights the unit was booked in the 12-month period prior to September 30, 2017

ou are listing a unit as a primary property, you may have to provide documentation proving the address is your primary residence.

ou are listing a unit as a secondary property, you will first need to register with Rental Registration & Inspection Ordinance (RRIO). You will need the RRIO registration
nfimber to complete this application.

click the checkbox in the “Remave™ column unless you wish to delete/remaove the unit from the application/license.

|| Address || Description

| Registered Date || status [ Type |

Please click the Submit Units button once you have finished entering your units. By clicking the Submit Units button, you attest that the unit information entered is true and correct.

Save and Resume Later

17. ENTER: the unit address
CLICK: Search Address

Street Number Street Prefix Street Name

Street Type  Street Suffic
[700 || x| [ | | v| [Clear Address

25
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Uploading Documents

Note: the document upload section may look different depending
on your browser. These instructions are for Google Chrome in
Windows 10.

18. SELECT: the correct address

CLICK: Select Address
Street Mumber Street Prefic Street Mame Street Type  Street Suffoc
700 v| |5th AVE v v| | Clear Address || Search Address |
= [Address |
IB ' 70O 5th Ave, Seattle, Washington, 88104
. Seattle, Washington, 85108
70O 5th Ave 5, 5 goinaton, 93104
| 70O Sth Ave W, Seatile, Washing
I Select Address

19. ENTER: the required information

NOTE: New fields may appear depending on your selections

Strest Number Street Prefic Street Name Strast Type Streat Suffix

700 v Sth AVE v v Clear Address

Ug#acord ID ‘stered Date
[agion Downtown Urban Center
Tyoe STR Stan
vl

Property Type

Unit Number (If there s no unit number enter NA)

Description

Primary Residence Yes (Q No®

Number of Bedrooms,
Have you been operating this unit prior to Sepiember 30, 20177 () Yes () No®

certify that | am the owner of this unit Yes () Mo®

J

Seiect Document Category | Select M
Choose File | Mo file chosen Upload

Uploaded Documents:

20. Documents may be required to be uploaded, red text will display on the bottom-right
CLICK: Choose File

26
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Street Numbsar Street Prafic Street Name Straet Type Streat Suffix

I s Clor s

Unit [} Registered Daie
Region Downtown Urban Genter
Type STR Status

Unit Numer (If there is no unit numl r NA) 123569 N

The unit en the ground floor on the west side of the building
Description
Vs
Primary Residence ® No*
Number of Bedrooms 2

Have you been operating this unit prior to September 30, 20177 @ Yes () No*

I certify that | am the owner of this unit @ Yes (O No®

upload a regisiry identifying the dates the dwelling unit was used as  short-term rental within the 12-month pariod prier to September 30, 2017

Select Document Category | Rental Registration History v ‘

o file chosen Upload

NAVIGATE: to the correct file
SELECT: the file
CLICK: Open

27
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€ Open x

“~ v <« Short Term Rentals » UAT » STR-UAT-Docs v @O Search STR-UAT-Docs P
Organize + New folder = [ @
~
~ MName Date modified Type Size

3 Quick access

Deskt * ProofofPrimary 11/18/2018 3:04 PM Microsoft Word D... 0KB
m Desktop

& ProofOfPrimary2 11/18/2018 3:05PM  JPG File TKE
# Downloads

11/18/2018 3:06 PM JPGFile 20 KB
= Pictures b 11/18/2018 3:06 PM  Microsoft Excel W... TKB
Camera Roll 11/18/2018 310 PM Adobe Acrobat D... 130 KB
EnforcementApy
Reports
STR-UAT-Docs

@, OneDrive - City of
= This PC

¥ Network v <

File name: | RentalRegistry A, | [AuFiles v

| Open |v| |

CLICK: Upload

Street Numbar Streat Prefix Street Name Street Type Street Suffix
I = Glear Adess
Unit Record ID Registered Date
Region Downtown Urban Center
Type STR Status
Froperty Type Apartment v
Unit Numier {If there is no unit number entar MA) .' °
The unit e ground floor on the west side of the building
Description
Primary Residence @ Yes ) No*
s s PR
Have you bean operating this unit prior to September 30, 20177 (@) Yes () No®
1 certify that | am the owner of this unit @ Yes () No*
* Please upload a registry identfying the dates the d nit was Used as 3 short tem rental within the 12-month pariod prier to Sepiember 20, 2017
Select Document Category egistration History v ‘
Choose File | RentalRegistry xdsx | Upload I
Uploaded Documents:
Verify Unit || Cancel

The red text disappears when you have uploaded the required documentation, and green text

displays indicating which document was uploaded.
CLICK: Verify Unit

Last updated: 8/15/2019
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C-ates:nnf| Rental Registration History v |

Choose File | No

Uploaded Documents:

1. Rental Registration History - RentalRegist®

P—
| Verify Unit || Cancel |

If all of the information entered passes, a green message displays. A red message will display if

the information cannot be verified.
CLICK: Save

21. REPEAT: steps 6-20 to add another unit, if necessary

Last updated: 8/15/2019

This unit has been verified
Street Number Street Prefic Street Name Street Type Street Suffix
e e Ciear Address
Unit Record ID Registerad Date
Region Downtown Urban Center
Type =TR Status Verified
Froperty Type
Unit Number {If there is no unit number enter NA)
The unit on t¥ggound floor on the west side of the building
Description
Primary Residence @ Yes () No®
AR — R
Have you been operating this unit prior to September 30, 20177 @ Yes () Na®
| certify that | am the owner of this unit @® Yes () No*
Select Document Categ tal Registration History v |
Choose File | Mo file chosel Upload
Uploaded Documents:
1. Rental Registration History - RentalRegistryq]
Save | erify Unit || Cancel
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22. CLICK: Submit Units
CLICK: Continue Application

Unit Amendment

o 2 Application Detail

5 Record

Step 2: Application Detail = Application Detail
is process is to add units to a license or license application or remove units. You will need the addressies) of the unit(s) you wish to operate in the City of Seattle. If you
e registering units operated before September 30, 2017, enter those units first. The first unit you enter will determine your legacy region

r more information about legacy regions, see this article: https://seattlegov.zendesk.com/hc/en-us/articles/3600266683 14-About-Legacy-Zones. For legacy units, you
| 250 be required to upload a Rental Registry of the nights the unit was booked in the 12-month period prior to September 30, 2017

=

ou are listing & unit as a primary property. you may have to provide documentation proving the address is your primary residence.

=

u are listing & unit as a secondary property, you will first need fo register with Rental Registration & Inspection Ordinance (RRIO). You will need the RRIO registration
nufnber to complete this application

To fegister with RRIO, return to the home page of the Seattle Services Portal, locate the Create Mew section, and select "Rental Housing Registration (RRIO)."

1T yQu are registering units that meet the State of Washington's requirements to be a bed and breakfast, you will need a copy of your Washington State Transient
Actbmmodation License for upload, and the license number for each property.

* Incicates a required field

Unil Management

if you = registering units that were in operation before September 30, 2018, please enter those units first. The first unit you enter will determine your primary region.

DO NOF click the checkbox in the “Remove” column unless you wish to deletelremove the unit from the application/license.
Remove | Unit Record ID Address Description Registered Date Status (| Type

12000052 - 700 5th AVE The unit on the ground floor on the west side of the building o7

[ Add | 1t |

[ Submit Unis | n—

Save and Resume Later $ Continue Application »

What if | want to add more units later?

No problem! You can submit and pay for this one now, and add and
pay for more later as long as you are within the maximum number of
units allowed under City of Seattle requirements.

Last updated: 8/15/2019



23. REVIEW: the information
CLICK: the checkbox to confirm your compliance with City of Seattle Requirements
CLICK: Continue Application

Unit Amendment

! ﬁ?{.‘,'.ﬁm 2 Application Detail 3 Review 4 Pay Fees 5 Record Issuance

Step 3: Review

Save and Resume Later Continue Application »

Please review all information below. Click the "Edit" buttons to make changes to sections or "Continue Application” to move on.

Record Type

Unit Amendment

Applicant [ Edit |

Individual

ade hey

1123 front st

BEATTLE, WA, 98372

United States

Primary Phone:(+1)374-859-5934

=mail:hey@jade.com

v

| agree that the information previded is true and correct, and agree that | am in compliance with City of Seattle Ordinance 125490 and all associated Directer’s Rules.

y checking this box, | agree to the above certification. Date:

Save and Resume Later ‘—> Continue Application »

24, CLICK: Check Out

Unit Amendment

4 Confact

Information 2 Application Defail 2 Review 4 Pay Fees 5 Record Issuance

Gtep 4. FPay Fees

sted below are preliminary fees based upon the information you've entered. Some fees are
ased on the quantity of work items installed or repaired. Enter quantities where applicable.
e following screen will display your total fees.

\pplication Fees

—

T

-ees Qty. Amount
STR Operator Legacy License Fee 1 575.00
TOYAL FEES: $75.00

Note: This does not include additional inspection fees which may be assessed later.

Check Qut »
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25. CLICK: Check Out

Cart

1 1 Select tem to pay

2 Payment 3 Receipt/Record
Information Issuance

ep 1: Select item to pay

u can pay for items later by clicking on Edit Cart and removing the items you don't want to pay now.
Iffyou plan to pay by check, see How Do | Pay by Check? for further instructions.

If omebody else is responsible for paying fees, see How to Pay Fees

No Address

1 Application(s) | $75.00
» it Amendment Total due: §75.00
1§TMP-009825

$75.00

=

26. ENTER: Credit Card Information and Credit Card Holder Information
CLICK: Submit Payment Please

Fayment o RecsiptiRecord
! Select tem to pay 2 informaton 2 lssuance

wait...

. Please wail...

Step 2:Payment Information

Pay now wiith a credit card

* indicates a required fisld.

Payment Options

Amount to be charged: $75.00
@ Pay with Credit Card

edit Card Information:
* Card Type: *Card Number: @  * security Cade: a9
—Select- ¥

No dashes or spaces

After you click
Submit
Payment, there

*Name on Card: * Expiration Date:

0w 2019

Credit Card Holder Information: are several

1 Auto-fill with

— processes
* Street Address: happening
behind the

scenes. Please

be patient

Submit Payment »

while the page
loads.
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27. A Thank You page loads, and your license is issued.

Thank You

Your information has been submitted. Depending on your record type, additional action may be required. Go
to My Records to view actions and check your email for additional instructions.

Last updated: 8/15/2019
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What do | need to include on each listing?

You need to include your Short-Term Rental Operator License record number or Bed and Breakfast
Rental Operator License record number on every listing. Below are the steps to get to that number and

print your license. Printing the license is not required, but is available to you.

Start at any page in the Seattle Service Portal
https://cosaccela.seattle.gov

1. LOGIN: to your account
2. CLICK:on My Records
CLICK: on Licenses - Short Term Rentals

Seattle.gov
Mayor Jenny A. Durkan

Seattle Services Portal

A Home | EMy Records

My Records Overview

@Help

JA Announcements  Logged in as:helio jade  Collections (0) ™ Cart (0) Account Manage

Buildi
a

We
You

Tune-Ups
Complaints - Building & Property

[Licenses - Short Term Rentals ]

Licenses - Taxi & For-Hire

Licenses - Trade & Equipment

Permits - Parking & Truck

Permits - Street Use

Permits - Trade, Construction & Land Use
Rental Housing Registration (RRIO)

Licenses - Taxi & For-Hire

Licenses - Trade & Equipment

Permits - Parking & Truck

Permits - Street Use

Permits - Trade, Construction & Land Use
Rental Housing Registration (RRIO)

Last updated: 8/15/2019

™ Schedule

To schedule an inspection or appointment
enter your record number in the search box
above.

For more information, see How to Schedule an
Inspection or Appointment.

For information on how to schedule a large
sign confirmation, see How to Submit an
Environmental Sign Installation Notification

Q Find Existing

= Permits - Street Use

= Rental Housing Registration (RRI

Complaints - Building & Property
Licenses - Taxi & For-Hire
Licenses - Trade & Equipment
Permits - Parking & Truck

Permits - Trade, Construction &
Public Notices
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3. LOCATE: the Short Term Rental Operator License or Bed and Breakfast Rental Operator License

record type, and then the record number for the same row. The value the format STR-OPLI-XX-
XXXXXX or STR-BB-OPLI-XX-XXXXXX is your license number

Seattle.gov
Mayor Jenny A. Durkan

Seattle Services Portal

#MrHome =My Records

My Short Term Rental License Records

Showing 1-4 of 4 | Download Results

Record Number

STR-STUN-19-
000108

STR-OPLI-19- ‘
07/18/2018 000183

STR-UNAM-19-
07/18/2019
000101

STR-OPAP-19-
0718/2019 000130

Last updated: 8/15/2019

@Help

JA Announcements  Logged in as:hellojade  Collections (0) ™ Cart (0) Reports (1) Account Management

| Add to Collection | Addto cart

Record Type Description
Short-Term Rental

Unit

Short-Term Rental;

Operator License

Unit Amendment

Short-Term Rental
Operator License
Application

Project Name

Short-Term
Rental Unit

Short-Term
Rental Operator
License

Expiration
Date

071812020

Status

Active

Active

lssued

Action Short Notes

Add/Edit Units or Manage License
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4. CLICK:on the record number of your Short-Term Rental Operator License or Bed and Breakfast

Rental Operator License

Seattle.gov
Mayor Jenny A. Durkan

Seattle Services Portal

frHome i=My Records @Help

JB ~nnouncements  Logged in as:hello jade  Collections (0) %

Short Term Rental License Records

Showin®y1-4 of4 | Download Results | Addte Collection | Add to cart

Expirati
Record Number  Record Type Description Project Name D:::m o Status
STR-STUN-19- Short-Term Rental Short-Term Active
000108 Unit Rental Unit
Short-Term
orneorg | STR-OPLIS- | Short-Term Rental Rental Operator  0718/2020 Active
000183 Operator License .
License
STR-UNAM-19- )
07/18/2018 000101 Unit Amendment
Short-Term Rental
STR-OPAP-19- .
0718/2019 000130 Operator License Issued

Application

Last updated: 8/15/2019



5. CLICK:on Attachments

Seattle.gov —
Mayor Jenny A. Durkan = Menu

Seattle Services Portal

frHome My Records @Help

n Announcements  Logged in as hello jade  Collections (0) ¥ Cart (0) Reports (1) Account Management BRI S

[-19-000183 Add to cart

Add to collection
Record Status: Active
Expiration Date: 07/18/2020

Record Info:
Record Details Processing Status Related Records Attachments

Payments

Fees

Custom Component

Location

Last updated: 8/15/2019



The steps below may be different on your computer depending on

your operating system, your internet browser, or your internet
browser settings.

The following steps are in Chrome in Windows 10.

6. CLICK:on Operator License report.pdf
Record STR-OPLI-19-000183 Add to cart

Add to collection
Short-Term Rental Operator License

ecord Status: Active
xpiration Date: 07/18/2020

ecord Info:

Record Details Processing Status Related Records Attachments
ayments
Fees
Custom Component
ttachments
Thenaximum file size allowed is 500 MBE.
Name Record ID Record Type Entity Type Type Size Latest Update  Action Entity
Short-Term
Operator Rental Operator
License Z}T;'SSPLHQ' zh‘::a;er"ai?;:" Record E‘::;it:'m o B5TE0KB 071812019 Actions v  License - STR-
report pdf P P OPLIS-
000183
7. Thefile appears on the bottom bar of the browser.
CLICK: on thefile
Attachments
e maximum file size allowed is 500 MB.
Record ID Record Type Entity Type Type Size Latest Update  Action Entity
Short-Term
r Rental Operator
STR-OPLI-19-  Short-Ti Rental (o] t =
ort-erm enta Record S 357.80 KB 07/18/2019 Actions v Ljcense - STR-
000183 Operator License License report
report. fdf OPLI-19-
000183

| Show all | x
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8. Thelicense opens inanew tab

CLICK: the print icon at the top of the page and follow the prompts to print

STR_024_OperatorLicense

Last updated: 8/15/2019

City of Seattle Short-Term Rental Operator
License
Number: STR-OPLI-19-000183
Expiry: July 18, 2020

This license allows you to legally list and/or operate the following units for Short-Term Rental
Operator License in the City of Seattle:

Address Unit

700 5th AVE SEATTLE WA 374859598
38
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How do | apply for a Bed and Breakfast Operator License?

Start at the Seattle Service Portal home page

https://cosaccela.seattle.gov

1. LOGIN: to your account or see How do | set up my Seattle Services Portal Account in this

document

2. SELECT: Licenses - Short Term Rentals

@) seattlegov
eattle Services Portal

Home iEMy Records @Help

Search All Records

Create New
Building Tune-Ups
Complaints - Building & Property

l « Licenses - Short Term Rentals I

Licenses - Trade & Equipment
Permits - Parking & Truck
= Permits - Street Use

Parmits - Trade, Construction & Land Use

Rental Housing Registration (RRIO)

Last updated: 8/15/2019

™ Schedule

To schedule an inspection or appointment
enter your record number in the search box
above.

Far more information, see How to Schedule
an Inspection or Appointment.

Faor information on how to schedule a large
sign confirmation, see How to Submit an
Environmental Sign Installation Notification.

n Announcements 2 Register for an Account

= Menu

Q, Find Existing

-
.
-
.
L]
-
.

Complaints - Building & Property
Licenses - Trade & Equipment

Permits - Parking & Truck

Permits - Street Use

Permits - Trade, Construction & Land Use
Public Notices

Rental Housing Registration (RRIO)

40


https://cosaccela.seattle.gov/

3. SELECT:Bed and Breakfast Rental Operator License Application
CLICK: Continue Application

Select a Record Type

Choose one of the following Available record types. For assistance or to apply for a record fype not listed below contact us.

To

view existing records or to make changes to your records, lick on the My Records link above.

fter submitting, check your email for additional instructions.

» Short-Term Rental License Applications

ed and Breakfast Rental Operator License Application

© Platform License Application

© Short-Term Rental Operator License Application

Continue Application »

4, CLICK:Select from Account

Bed and Breakfast Rental Operator License Application

1 Contact
Information

2 Application Detail 3 Review 4 Record Issuance

ep 1

: Contact Information = Contact Information

u have selected a Bed and Breakfast Rental Operator License Application. This application is for operators who meet the State of Washington's requirements to be a
bdd and breakfasi, have a Washington State Transient Accommodation License, meet Seattle Depariment of Construction and Inspections' land use code requirements
ol bed and breakfasts in Seattle, and wish to license their Seattle bed and breakfast rental units to be listed on Short-Term Rental Platforms. For this application, you will
nged the following:

Current City of Seattle Business License Number
Names and email addresses of all members and property owners

NOJE: after completing the record, a Thank You page will load. The application process is not complete until a Unit Amendment is completed and paid for. You will
recdive an email with instructions for adding units shortly after submitting this application.

It yol

* Indic

are looking for a short-term rental operator license, click the back button on your browser and select Short-Term Renal Operator License Application

sies a required field

* Applicant (required)

Select a contact using the button(s) below.

Select from Account

Save and Resume Later

Continue Application »

Last updated: 8/15/2019



5. CLICK: Continue Application

Bed and Breakfast Rental Operator License Application

e on 2 Application Detail 3 Review 4 Record Issuance

Step 1: Contact Informafion = Contact Information

need the following:

iness License Number
all members and property owners

= Current City of Seattle
« Names and email address

NOTE: after completing the record, a
receive an email with instructions for addin

You page will load. The application process is not complete until a Unit Amendment is completed and paid for. You will
its shortly after submitting this application.

If you are looking for a short-term rental operator li €, click the back button on your browser and select Short-Term Renal Operator License Application.

* Indicates a required field

* Applicant (required)

Select a contact using the button(s) below.
" Contact added successfully.

Jade Marie Enterprises
Address: 123 Front St

SEATTLE, WA, 98021
Email: jade redfield@seattle. gov
Primary Phone: (+1)573-493-0458
Secondary Phone:

Remove

Save and Resume Later

Continue Application »

If the information selected from your account isn't correct, go

to Account Management. In the Contact Information section,

click "Actions” to the right of your contact, and select “View".
Make your changes and save.

42
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6. ENTER: Your City Business License/Customer Number

Bed and Breakfast Rental Operator License Application

! ﬁ.?é‘,‘ﬁnon 2 Application Detail 3 Review 4 Record Issuance

2 : Application Detail > Application Detail

* Indicatesgrequired field

CITY BUSINESS LICENSE DETAILS

er Number, you can search for it at this website: https://www.seattle.gov/licenses/find-a-business If you have created a new, or updated an existing business
se changes may not be reflected and will prevent you from completing this application; please click Save and Resume Later, and try again in 48 hours. If your
has open obligations associated with it, go to FileLocal (hitps.//www. filelocal-wa.gov/Default_FileLocal aspx) to remedy the issue.

If you do not know your Cus
license within the last 48 hours,
business license is expired or curre

* Business License/Customer Number:

Customer Number Status: _Select— —
Does the account have unpaid balances and/or unfiled () Yes () No

taxes?:

Open Date: @

7. CLICK: outside of the field
The other City Business License Details fields populate

CITY BUSINESS LICENSE DETAILS

If you do not know your Customer Number, you can search for it at this website: https://www seatile.gow/licenses/find-a-business If you have created a new, or updated an existing
business license within the last 48 hours, those changes may not be reflected and will prevent you from completing this application; please click Save and Resume Later, and try again in
48 hours. If your business license is expired or currently has open obligations associated with it, go to FileLocal (hitps:iwww.filelocal-wa.gov/Default_FileLocal.aspx) to remedy the issue

# Busi Licenselt Number: 123456

Customer Number Status: AERE — ko
Does the account have unpaid balances and/or unfiled 0 Yes ® No

taxes?:

CrenE 7/15/2009 i
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8. SCROLL DOWN: to Member or Owner List
CLICK: Add a Row

EMBER OR OWNER LIST

ist all organization members or property owners. Note: if you are a tenant (only applicable in legacy downtown urban center), you do not have to list the property owner.

wing 0-0 of 0
First Name Last Name Email Address

No records found.

AddaRow | ~ Edit Selected Delete Selected

Save and Resume Later Continue Application »

ENTER: the member or property owner's first name, last name, and email address
CLICK: Submit

x
MEMBER LIST

List all organization members or property owners. Mote: if you are a tenant (only applicable in legacy downtown
urban center), you do not have to list the property owner.

* First Name: * Last Name: * Email Address:

REPEAT: this step to add additional members or property owners.

NOTE: If you are an individual, you may not need to enter anything

in the Member or Owner List section.

44
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9. CLICK: Continue Application

Customer Number Status: Active

he account have unpaid balances and/or unfiled ) Yes @ No

07/15/2009

MEMBER OR OWNER LIS

List all organization members or property owners, including anyoi
property owner.

Showing 1-1 of 1

[ First Name

u Jayne Dough

Edit Selected || Delete Selected

‘Save and Resume Later

the property deed. Note: if you are a tenant (only applicable in legacy downtown urban center), you do not have to list the

Actions »

Continue Application »

Last updated: 8/15/2019
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10. CLICK: the checkbox to confirm your compliance with City of Seattle requirements

CLICK: Continue Application

Bed and Breakfast Rental Operator License Application

! Ehr:gmn + Apglication Detai 3 Review 4 Recond kssuanoe

Step 3: Review
Save and Resume Later Continue Applicafion »

]
Plgase review all information below. Clhick the "Edit” buttons te make changes to sections or "Continue Application” to mowe on.

n
Fecord Type
=
B:tl and Breakfast Rental Operator License Application

Rpplicant | Edit |

]
Ingiividual
hilaihi jade
kaka
SRATTLE. WA, B5456
Unit=d States
Pmary Phone: (+1)564-543-5185
Eppail:hi@jadehi.co
| |

LITY BUSINESS LICENSE DETAILS

= | Edit |
El:siness License/Customer Mumnber: 722502
Casmma'hlumher Status: Actve
Oges the sccount have unpaid balances andior unfiled Mo
tgges ™
Ewen Dats: 0752008
]

MEMBER OR OWNER LIST

L}

. |_Edit |
-

First Nams Last Mame Emall Addrass

!;rmr.- Daugh Jayne@doughooo

L]

Y

| agre= that the information provided is tue and correct, and agres that | am in compliance with City of S=atle Ordinance 125480 and 3l assacisted Director's Rules.

above certification. Date:

Continue Applicafion »

46
Last updated: 8/15/2019



11. A Thank You page loads
" YOUR APPLICATION IS NOT COMPLETE ™!

Seattle Services Portal

frHome =My Records @Help

n Announcements  Logged in asjade hey  Collections (0) ¥ Cart (0) Report:

Thank You

‘Your information has been submitted. Depending on your record type, additional action may be required. Go
o My Records to view actions.

What did | submit?

You submitted your application information - you still need to
submit information about your units.

What else happened?
N We sent you an email with instructions for adding units

. A
We sent an email to your members or property owners, if

applicable, to let them know they were listed on your application

Last updated: 8/15/2019
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12. CLICK: on My Records

CLICK: on Licenses - Short Term Rentals

Seattle Services Portal

fAHome | #EMy Records | @Help

My Redords Overview louncements  Logged in as:jade hey Collections (0) ¥ Cart (0
Buildin ne-Ups
Complaints - Building & Property

Licenses - Short Term Rentals

Than‘

@ Licenses - Taxi & For-Hire

ecord type, additional action may be required. Go
Licenses - Trade & Equipment

Permits - Parking & Truck
Permits - Street Use

ltemn Permits - Trade, Construction & Land Use

Rental Housing Registration (RRIO)

13. CLICK: Add Units in the Action column of your Bed and Breakfast Rental License Application row

Seattle Services Portal

JA Announcements  Logged inas-jade hey  Collections (0) ¥ Cart (0) Reports (1) ¥  Account Management

My Short Term Renta se Records

Showing 1-10 of 14 | Download Results | Addto Collection | Addto C

| | Date Record Number  Record Type Description Status Action Short Notes
Bed and Breakfast
— STR-BB-OPAP-
| | 08142019 19.000033 Rental Operator Pending Add Units
: License Application

48
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14. CLICK: Continue Application on the Contact Information page

Unit Amendment

tact 2 Application Detail 3 Review 4 Pay Fees 5 Record Issuance

tion =Contact In tion

units to a license or license application or remove units. You will need the address(es) of the unit(s) you wish to operate in the City of Seattle. If you
ted before September 30, 2017, enter those units first. The first unit you enter will determine your legacy region.

This process is to
are registering units o

regions, see this article: hitps://seattlegov zendesk com/hc/en-us/articles/360026668314-About-Legacy-Zones. For legacy units, you
| Registry of the nights the unit was booked in the 12-month period prior to September 30, 2017

For more information about le
will also be required to upload a

If you are listing a unit as a primary prope ou may have to provide documentation proving the address is your primary residence.

If you are listing a unit as a secondary property, will first need to register with Rental Registration & Inspection Ordinance (RRIQ). You will need the RRIO registration

number to complete this application.

To register with RRIC, return to the home page of the Seatt rvices Portal, locate the Create New section, and select "Rental Housing Registration (RRIC)."

If you are registering units that meet the State of Washington's req ents to be a bed and breakfast. you will need a copy of your Washington State Transient

Accommodation License for upload, and the license number for each p

*Indicates a required field

Applicant

The contact below is as currently listed on the parent license or application record.

jade hey]

Address: 123 front st
SEATTLE, WA, 98372

Email: hey@jade.com

Primary Phone: (+1)374-359-5934
Secondary Phone:

Save and Resume Later Continue Application »
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15. READ: The information on this page
CLICK: Add Unit

Unit Amendment

1 4 Pay Fees 5 Record Issuance

ﬁ,\?gr‘%;lﬁgn 2 Application Detail 3 Review

Step 2: Application Detail > Application Detail

This process is to add units to a license or license application or remove units. You will need the address(es) of the unit(s) you wish to operate in the City of Seattle. If you
are registering units operated before September 30, 2017, enter those units first. The first unit you enter will determine your legacy region.

For more information about legacy regions, see this article: https://seattlegov.zendesk.com/hc/en-us/articles/360026668314-About-Legacy-Zones. For legacy units, you
ill also be required to upload a Rental Registry of the nights the unit was booked in the 12-month period prior to September 30, 2017

T you are listing a unit as a primary property, you may have to provide documentation proving the address is your primary residence.

you are listing a unit as a secondary property, you will first need to register with Rental Registration & Inspection Ordinance (RRIO). You will need the RRIO registration

umber to complete this application.

o register with RRIO, return to the home page of the Seattle Services Portal, locate the Create New section, and select "Rental Housing Registration (RRIO)."

you are registering units that meet the State of Washington’s requirements to be a bed and breakfast, you will need a copy of your Washington State Transient
ccommodation License for upload, and the license number for each property.

nt?icates a required field
it Management

ou are registering units that were in operation before September 20, 2019, please enter those nits first. The first unit you enter will determine your primary region.

NOT click the checkbox in the “Remove” column unless you wish to delete/remove the unit from the applicationflicense.

| Description |Registered Date | status | Type

ils_| Remove | unit Record ID [ Address

Please click the Submit Units button once you have finished entering your units. By clicking the Submit Units button, you attest that the unit information entered is true and correct.

Save and Resume Later

16. ENTER: the unit address
CLICK: Search Address

Street Prefic Street Mame Street Type  Sireet Suffoc

|| x| [ | v| [Clear Address
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17. SELECT: the correct address
CLICK: Select Address

Street Mumber Street Prefic Street Mame Street Type  Street Suffoc

iE 700 [ ] [t |[AvE v|[ | [ClearAddress || Search Address |
|

= ddress

=
e
L

T0O 5th Ave, Seattle, Washington, 88104

Seattle, Washington, 08100
T0O 5th Ave 5, inagton, 93104
T0O Sth Ave W, Seatile, Washing

l Select Address

18. ENTER: the required information

NOTE: New fields may appear depending on your selections

Qenn D Aeplinating Diptaile Aeplinoticg Dinbail
Straet Mumber Street Prafic Straet Mame Straet Type Street Suffc
o o Clear Address
Unit Record ID Registered Date
Region Downtown Urban Center
Type BB Status

o N
e N

Description
5
Primary Residence @® Yes (O No™
otz I—
| eertify that | am the owner of this unit ®Yes O No*

Washingon Sate Trsit ccomodsion. ||

* Please upload the document "Washington State Transient Accommedation License' for this unit

Select Document Category

Washington State Transient Accommodation License v |

Choose File | Mo file chosen Upload
Uploaded Documents:
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Uploading Documents

Note: the document upload section may look different depending
on your browser. These instructions are for Google Chrome in
Windows 10.

19. You are required to upload a copy of your Washington State Transient Accommodation License,

red text will display on the bottom-right

CLICK: Choose File
Street Number Street Prefuc Street Name Street Type Street Suffic
700 v 5th AVE v v

Unit Recor Registered Date
Region Downtown Urban Center

Type BB Status

Property Type Condo v

Unit Number {If there is no unit number

Description

Primary Residence
Number of Eedrooms
certify that | am the cwnar of this unit

123-A705

Washington State Transiant Accomodation

o file chosen

* Please upload the document "Washington State Transient Accommedation License' for this unit

peatCategory | Washington State Transient Accommedation License v

NAVIGATE: to the correct file

Last updated: 8/15/2019
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SELECT: thefile
CLICK: Open

€ Open x
= « % | « ShortTerm Rentals » UAT » STR-UAT-Docs w 0 Search STR-UAT-Dacs el
Organize « New folder =~ [ @
q FS
@ STR-UAT-Docs ™ Mame Date modified Type Size
’ OneDrive - City of ProofofPrimary 11/18/2018 3:04 PM Microsoft Word D... 0 KB
@' ProofOfPrimary2 11/18/2018 3:05PM  JPG File TKB
! This PC - iAo -
- @' ProofofPrimary3 11/18/2018 3:06 PM  JPG File 20 KB
| B 3DObjects RentalRegistry 11/18/2013 306 PM  Microsoft Excel W... 7KE
B Desktop TransientAccomodationLicense 11/18/2018 3:10 PM  Adobe Acrobat D... 130 KB
* Downloads
J'l Music
My Decuments
i &= Pictures
4 m Videos
| 2 Windows ()
T v < >
File name: | TransientAccomodationLicense V| |A|| Files V|
| Open |v| | Cancel ‘

CLICK: Upload

Dinboi

Downtown Urban Center
BB

Registered Date

Status

Description

Primary Residence

Mumber of Badrooms

1 cartify that | am the owner of this unit @ Yes QNe”
Washington State Transient Accomadation 123-A705 "

Street Numbar Street Prefx Street Name Street Type Street Suffix
v 5th El Clear Address.

Choose File | TransientAcc_. License.pd
Uploaded Documents:

[ Upload

Last updated: 8/15/2019
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The red text disappears when you have uploaded the required documentation, and green text
displays indicating which document was uploaded.
CLICK: Verify Unit

gent Categmr|Washingtun State Transient Accommodation License |

Choose File e chosen Upload |Urload was successful

Uploaded Documents:

1. Washington State Transient A podation License - TransientAccomodationLicense. pdf

=

If all of the information entered passes, a green message displays. A red message will display if
the information cannot be verified.
CLICK: Save

This unit has been verified

Street Mumber Street Prefic Sireet Mame Street Type Sireet Suffic

Unit Record 1D Registered Date

Region Downtown Urban Center

Type Status Werified
Property Type

Unit Number (If there is no unit number antar NA)

Description

Primary Residence
Mumber of Badrooms

| certify that | am the owner of this unit (® Yes () Mo

\Washingion State Transient Accomadation 123-AT05 )

Selact Docum agury|Washington State Transient Accommodation License v |

Choose File | No Upload

Uploaded Documents:
ation License - TransientAccomodationLicense. pdf

1. Washington State Transient Acc

= e <] [ ]

20. REPEAT: steps 6-20 to add another unit, if necessary

Last updated: 8/15/2019

|| Save JVerify Unit || Cancel |
S—
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21. CLICK: Submit Units
CLICK: Continue Application

Unit Amendment

1 e on 2 Application Detail

o

i
a
@

4 Pay Fi

'ep 2 Application Detail = Application Detail

his process is to add units 1o a license or license application or remove units. You will need the address(es) of the unit(s) you wish to operate in the City of Seattle. If you
re registering units operated before September 30, 2017, enter those units first. The first unit you enter will determine your legacy region

T more informatien about legacy regions, see this article: htips://seattiegov.zendesk.com/hc/en-us/articles/360026668314-About-Legacy-Zones. For legacy units, you
ill also be required to upload a Rental Registry of the nights the unit was booked in the 12-month period prior to September 30, 2017

ou are listing a unit as a primary property, you may have to provide decumentation proving the address is your primary residence.

ou are listing a unit as a secondary property. you will first need to register with Rental Registration & Inspection Ordinance (RRIO). You will need the RRIO registration
mber to complete this application.

=

-

register with RRIO, return to the home page of the Seattle Services Portal, locate the Create New section, and select "Rental Housing Registration (RRIO)."

I You are registering units that meet the State of Washington's requirements te be a bed and breakfast, you will need a copy of your Washington State Transient
Actommodation License for upload, and the license number for each property.

* Indicates a required field

Unit Management

If yofl are registering units that were in operation before September 30, 2019, please enter those units first. The first unit you enter will determing your primary region.

DO NDT click the checkbox in the “Remove” column unless you wish to the unit from the
Dethils | Remove || Unit Record ID Address Description Registered Date Status || Type

123456 - 700 5th AVE The unit with the red door. 08714/2010

l Submit Units 'ubmissiuncumplebed successfully

What if | want to add more units later?

No problem! You can submit and pay for this one now, and add and
pay for more later as long as you are within the maximum number of
units allowed under City of Seattle requirements.

Last updated: 8/15/2019
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22, REVIEW: the information

CLICK: the checkbox to confirm your compliance with City of Seattle Requirements
CLICK: Continue Application

Unit Amendment

1 ﬁ?grlran:atﬁun 2 Application Detail 3 Review 4 Pay Fees

5 Record Issuance
Step 3: Review

Save and Resume Later Continue Application »

Please review all information below. Click the "Edit" buttons to make changes to sections or "Continue Application” to move on.
Record Type

Unit Amendment

Applicant [ Edit |
Individual

ade hey

1123 front st
BEATTLE, WA, 98372
United States

Primary Phone:(+1)374-859-5934
=mail:hey@jade.com

v

| agree that the information previded is true and correct, and agree that | am in compliance with City of Seattle Ordinance 125490 and all associated Directer’s Rules.
y checking this box, | agree to the above certification.

Save and Resume Later

Date:

e

Continue Application »

23. CLICK: Check Out

Unit Amendment
1 ﬁ\?grtrarﬁalﬁon 2 ppplication Detail ¥ Review 4 Pay Fees 5 Record Issuance

Step 4:Pay Fees

isted below are preliminary fees based upon the information you've entered. Some fees are

ased on the quantity of work items installed or repaired. Enter quantities where applicable.
he following screen will display your total fees.

pplication Fees

Fees Qty. Amount
B&B Operator License Fee 1 $75.00
TEYAL FEES:

: $75.00
- This does not include additional inspection fees which may be assessed later.

Check Out »
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24, CLICK: Check Out

Cart

1 Select item fo pay

2 Payment 3 Receipt/Record
Informafion Issuance

Please

Step 1: Select item to pay

\You can pay for items later by clicking on Edit Cart and removing the items you den’t want to pay now.

wait...

‘ Please walil...

f you plan to pay by check, see How Do | Pay by Check? for further instructions.

somebedy else is responsible for paying fees, see How to Pay Fees.

nit Amendment Total due: $75.00

Checkout » Back to Home »

After you click
Submit
Payment, there

are several

) ) ) ) processes
28. ENTER: Credit Card Information and Credit Card Holder Information

happenin
CLICK: Submit Payment Pty

behind the

scenes. Please

Payment
1 Selest item to pay 2 e

Step 2:Payment Information

be patient

Pay now with a credit card.

* indicates a required fisld. Whlle the page

Payment Options

loads.

Amount to be charged: $75.00
@ Pay with Credit Card

edit Card Information:
* Card Type: *Card Number: @  * security Cade: (2]
—Select- ¥

No dsshes or spaces

*Name on Card * Expiration Date:

0w 2019

Credit Card Holder Information:

L Auto-fill with

jads heyr
Country,
United States A
* Street Address.
City: * Stat Zip:

Submit Payment »
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A Thank You page loads, and your license is issued.

Thank You

Your information has been submitted. Depending on your record type, additional action may be required. Go
to My Records to view actions and check your email for additional instructions.

Last updated: 8/15/2019
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How do | apply for a Platform License?

Start at the Seattle Service Portal home page

https://cosaccela.seattle.gov

1. LOGIN: to your account

2. SELECT: Licenses - Short Term Rentals

@) seattlegov
eattle Services Portal

Home iEMy Records @Help

Search All Records

Create New
Building Tune-Ups
Complaints - Building & Property

Licenses - Short Term Rentals I

Licenses - Trade & Equipment
Permits - Parking & Truck
Permits - Street Use

Parmits - Trade, Construction & Land Use

Rental Housing Registration (RRIO)

Last updated: 8/15/2019

™ Schedule

To schedule an inspection or appointment
enter your record number in the search box
above.

Far more information, see How to Schedule
an Inspection or Appointment.

Faor information on how to schedule a large
sign confirmation, see How to Submit an
Environmental Sign Installation Notification.

n Announcements 2 Register for an Account

= Menu

Q, Find Existing

.

.

-

Complaints - Building & Property
Licenses - Trade & Equipment

Permits - Parking & Truck

Permits - Street Use

Permits - Trade, Construction & Land Use
Public Notices

Rental Housing Registration (RRIO)
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3. SELECT:Platform License Application
CLICK: Continue Application

Select a Record Type

Choose one of the following Available record types. For assistance or to apply for a record type not listed below contact us.
To view existing records or to make changes to your records, lick on the My Records link above
After submitting, check your email for additional instructions.

Short-Term Rental License Applications

) Bed and Breakfast Rental Operator License Application

Platform License Application

© Short-Term Rental Operator License Application

Continue Application »

4, CLICK:Select from Account

Platform License Application

1

Contact . . ; . .
Information 2 Application Detail 3 Review 4 Record Issuance

Step 1: Contact Information > Contact Infermation

‘'ou have selected a Platform License Application. This application is for companies that provide a forum for operators to list their short-term rental and bed and breakfast
nits to be bocked. For this application, you will need your current City of Seattle Business License Number if you have an office in the City of Seattle
you are looking for an Operator's License, click the back button on your browser.

* hdicates a required field

* Applicant (required)

Select a contact using the button(s) below.

Select from Account

Save and Resume Later Continue Application »
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5. CLICK: Continue Application

Platform License Application

1 Contact

Information 2 Application Detai 3 Review 4 Record Issuance

1: Contact Information > Contact Infermation

cted a Platform License Application. This application is for companies that provide a forum for operators to list their short-term rental and bed and breakfast
units to be boo For this application, you will need your current City of Seattle Business License Number if you have an office in the City of Seattle
If you are looking n Operator's License, click the back button on your browser.

* Indicates a required field

* Applicant (required)

Select a contact using the button(s) below.
+ Contact added successfully.
jade hey
Address: 123 front st
SEATTLE, WA, 98372
Email: hey@jade.com

Primary Phone: (+1)374-859-5934
Secondary Phone:

Remove

Save and Resume Later I Continue Application » l

25. SELECT: whether or not your business has an office in the City of Seattle.

Platform License Application

1 ntact

I ation 2 Application Detail 3 Review 4 Record Issuance

Step 2: AppMagtion Detail > Application Detail

* Indicates a required

LOCATION INFO

* Do you have an Office in the City of Seattle?: l [#]Yes ) No l

ENTER: the address to your office in Seattle (if applicable)

61

Last updated: 8/15/2019



CLICK: Search

Address

If you have an office in the City of Seattle please enter the address.

* Number: Prefix: * Street Name: Type:
700 --Selew 5th AVE

A4

Suffix:

--Ser

Unit Nn.:]

S

SELECT: the correct address
CLICK: Select

‘Address Search Result List
Addresses

Bhowing 1-3 of 3
Address

‘ 700 5TH AVE N

700 5THAVE S

| @ 700 5TH AVE

ssociated Parcels

howing 1-1 of 1
Parcel Number

DV0029582

Last updated: 8/15/2019
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ENTER: Business License/Customer Number (if you have an office in Seattle)

CITY BUSINESS LICENSE DETAILS

er Number, you can search for it at this website: https://www.seattle.gowv/licenses/find-a-business If you have created a new, or updated an existing business
se changes may not be reflected and will prevent you from completing this application; please click Save and Resume Later, and try again in 48 hours. If your
has open obligations associated with it, go to FileLocal (hitps.//www. filelocal-wa.gov/Default_FileLocal aspx) to remedy the issue.

If you do not know your Cus
license within the last 48 hours,
business license is expired or curre

* Business License/Customer Number:

Customer Number Status: _Select— =
Does the account have unpaid balances and/or unfiled () Yes () No

taxes?:

Open Date: @

CLICK: outside of the field

The other City Business License Details fields populate

CITY BUSINESS LICENSE DETAILS

If you do not know your Customer Number, you can search for it at this website: hitps:/iwww seattle gov/licenses/find-a-business If you have created a new, or updated an existing
business license within the last 48 hours, those changes may not be reflected and will prevent you from completing this application; please click Save and Resume Later, and try again in
48 hours. If your business license is expired or currently has open obligations assaciated with it, go to FileLocal (hitps fiwww filelocal-wa gov/Default_FileLocal aspx) to remedy the issue

* Busi Licensel Number: 123456

Customer Number Status: Active v ko
Does the account have unpaid balances and/or unfiled O Yes ® No

taxes?:

e e 711512009 iz
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6. CLICK: Continue Application

Address

ou have an office in the City of Seattle please enter the address.

Prefix: * Street Name: Type: Suffix: Unit No.:

--Selew 5TH AVE W -Ser

CITY BUSINESS LICENSE

If you do not know your Customer Number, you can search 108t at this website: hitps:/fwww seattle gov/licenses/find-a-business If you have created a new, or updated an existing
business license within the last 48 hours, those changes may not%a reflected and will prevent you from completing this application; please click Save and Resume Later, and try again in

48 hours.
% Busi f Number:

B License/ 2 123456
Customer Number Status: Active
Does the account have unpaid balances and/or unfiled ) Yes ® No
taxes?:
emids 7/15/2009

Save and Resume Later Continue Application »

29. REVIEW: the information
CLICK: the checkbox to confirm your compliance with City of Seattle Requirements
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CLICK: Continue Application

Flatform License Application

. 1 Conbed inkemslan 2 Apphcslan Delsi q Hevera 4 Facord s
»

Bsies 3 Feviow

]

dave and Recums Later

Continue Applioation =

Micicc roviow al nthemiation e, Click B "B bubians 1o makn changos bo seclions o “Continue Appication” io move an.

n
m Record Type

u
Wiatform Linense &ppllcatian
n

:Ap plicant

ividual
& Py

front st

TTLE, W, 98372
iled States

mary Fhane:(+1}374-2869.5034
lhai:reyiljade. nom

:_DCP.TIUN INFO
]

a'.n.:hmn an Offica in the Ciy of Saalile? Yos

Pddress | Edit |
n
T ETH AVE
Iiwrm Address: Yes
D0
Z«H& Desoripbion: FIRET HILL

u
:IT\" EUSINESS LICENSE DETAILS
]

Bl.!ﬂﬁﬂ LicensaiCustiomar Mumbar T2260F
Murmizsr Stabis: Pyohivia
Dol the aoecinl have unpaid balances andior dnfked Mo

OFHSZ00s

T

| agrass that the information provided & tue and comect, and agres thal | am in complance with City of Soattie Ordinance 125400 and all assodalod Direclor's Rules

Dhms Ihis boo In confrm your compliance with CRy of Sealtie requirements and the above carification.

Db

Continue Applloation =
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A Thank You page loads, and your license is issued.

Thank You

Your information has been submitted. Depending on your record type, additional action may be required. Go
to My Records to view actions and check your email for additional instructions.

Last updated: 8/15/2019
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How do | update my marital status on my Short-Term Rental

Operator License?

Start at the Seattle Service Portal home page

https://cosaccela.seattle.gov

1. LOGIN: to your account
2. CLICK:on My Records
CLICK: on Licenses - Short Term Rentals

Seattle.gov
Mayor Jenny A. Durkan

Seattle Services Portal

A Home | My Records| @Help

My Records Overview

n Announcements Logged in as:hello jade Collections (0) ™ Cart (0) Account Manage

We
You

Building Tune-Ups

Complaints - Building & Property

[Licenses - Short Term Rentals ]

Licenses - Taxi & For-Hire

Licenses - Trade & Equipment

Permits - Parking & Truck

Permits - Street Use

Permits - Trade, Construction & Land Use
Rental Housing Registration (RRIO)

Licenses - Taxi & For-Hire

Licenses - Trade & Equipment

Permits - Parking & Truck

Permits - Street Use

Permits - Trade, Construction & Land Use
Rental Housing Registration (RRIO)

Last updated: 8/15/2019

[™ Schedule

To schedule an inspection or appointment
enter your record number in the search box
above.

For more information, see How to Schedule an
Inspection or Appeointment.

For information on how to schedule a large
sign confirmation, see How to Submit an
Environmental Sign Installation Notification

Q Find Existing

« Complaints - Building & Property
» Licenses - Taxi & For-Hire

s Licenses - Trade & Equipment

« Permits - Parking & Truck

« Permits - Street Use

s Permits - Trade, Construction &

» Public Notices
s Rental Housing Registration (RRI
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3. LOCATE: your Short-Term Rental Operator License
CLICK: Add/Edit Units or Manage License

My Short Term Rental License Records

D Date Record Number
- STR-UNAM.-19-
= 000096

- STR-UNAM.-19-
o o 000100

- STR-UNAM.-19-
|| o08n4201

— R-OPLA-19
|| omnTz019

— TUN-19.
|| omn7rz019

- 19-
| | omnsr019 000107

— STR-OPLI-19-
| | o7mnsr019 000182

Record Type

Unit Amendment

Unit Amendment

Unit Amendment

Operator License
Amendment

Short-Term Rental
Unit

Short-Term Rental
Unit

sssssssnsena

.
Short-Term Rental 7

owing 1-100f 19 | Download Results | Add to Collection | Add to cart

L
Description Project Name L " Status
Date
Short-Term Aciive
Rental Unit
Short-Term Aciive
Rental Unit
Short-Term
Remtaop ST St
License

Operator License .

Action

[ Add/Edit Units or Manage License]

4. SELECT: Operator License Amendment

CLICK: Continue Application

Select an Amendment Type

Choose one of the following available amendment types. For assistance or to apply for an amendment type not listed below please contact us.

® Operator License Amendment

Continue Application »

Last updated: 8/15/2019

© Unit Amendment
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5. CLICK: Continue Application

Operator License Amendment

Contact A 9 i nber Det: view 5 rd
1 formation 2 Application Detail 3 Member Detail 4 Review 5 Record Issuance

ct Information = Contact Information

This process is to can license or make changes to members, property owners or spouses.

# Indicates a required field

Applicant

The contact below is as currently listed on the parent license or applical

jade hey
Address: 123 front st

SEATTLE, WA, 98372
Email: hey@jade.com
Primary Phone: (+1)374-859-5934
Secondary Phone:

Save and Resume Later Continue Application »

6. SELECT:No to Would you like to Cancel your License
SELECT: whether or not you would like to remove your spouse

Last updated: 8/15/2019



SELECT: whether or not you would like to add a spouse
SELECT: whether or not you are married

ENTER: your current spouse’s First Name, Last Name, and Email (if married/adding a spouse)

CLICK: Continue Application

Operator License Amendment

Contact
Information

2 Application Detail 3 Member Detail 4 Review 5 Record Issuance

Step 2 : Application Detail > Application Detail

* Indicates a required field

LICENSE AMENDMENT INFO

* Would you like to Cancel your License?:

* Would you like to remove your Spouse?:

# Would you like to add a Spouse?:

SPOUSE INFORMATION

Are you married?: ® Yes () No

* Spouse First Name: Jayne

# Spouse Last Name: Dough

* Spouse Email:

Jayne@dough.net
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7. CLICK: Continue Application

Operator License Amendment

2 Application Detail 3 Member Detail 4 Review 5 Record lssuance

Detail = Mamber Detail

#* Indicates a required fiel

MEMBER LIST

List all organization members or property owners, includin
list the property owner.

one on the property deed. Note: if you are a tenant (only applicable in legacy downtown urban center), you do not have to

Showing 0-0 of 0
First Name Email Address

No records found.

Edit Selected | Delete Selected

Save and Resume Later Continue Application »

8. REVIEW: the information
CLICK: the checkbox to confirm your compliance with City of Seattle Requirements
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CLICK: Continue Application

Operator License Amendment

t Conlsd nkemsian 2 Apphcaian Usisd 4 Mamter Dbl 2 Haviw SR S e—
S‘wi.%
L]
save and Fecumes Later Continue Applloation »
L]

F"I%ﬁi review al information badow. Click B "Edil” bulians in make changes bo sections or "Continue Applcation™ io mowe an.

ﬁecurd Type
|

Oplirator Licanca Amandmani
L]

L]
Epplicant | Ecit |
L]

ndidual
|0 ey
123mront st

SEgTLE WA, neTz
States
Eriffary Brane:(+1)374.850.5034
szi:ha-,n;ia:n.m-n

]

]

L]
HCEMSE AMENDMENT INFO
L]

-
= E3

oM vou 1ke 1o Cancel pour Licensa?: Mo

winl you e 1 ramove your Spousa N

'ﬂ'n..:c o I 10 200 & Spousat: Vo

L]
SPOUSE INFORMATION
L]

. | Eat |
UG DL IR BT b
Spnw.e First Hamse: Jeyne
Spoghe Last Name: Daough
Spogge Email: leyneBdough.nal
]
]

MEMBER LIST

Noiln-nuus data for T sub group above.

| agres that tha informalion provided & ne and comecl, and agres that | am in compliance with City of Seatts Ordinance 125490 and all assodialed Direclor's Rules.

u:l'ﬁﬂﬁ this b 1o confirm your compdianca with Gty of Sealtie requirements and the above cartification. Diaba:

h.wm-
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9. A Thank You page loads, and your marital status is updated.

Thank You

@ We received your information.
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How do | cancel my Platform License?

Start at the Seattle Service Portal home page

https://cosaccela.seattle.gov

1. LOGIN: to your account
2. CLICK:on My Records
CLICK: on Licenses - Short Term Rentals

Seattle.gov
Mayor Jenny A. Durkan

Seattle Services Portal

A Home | My Records| @Help

Sea

My Records Overview
Building Tune-Ups

Complaints - Building & Property

[Licenses - Short Term Rentals ]

Licenses - Taxi & For-Hire

Licenses - Trade & Equipment

Permits - Parking & Truck

Permits - Street Use

Permits - Trade, Construction & Land Use
Rental Housing Registration (RRIO)

Licenses - Taxi & For-Hire

Licenses - Trade & Equipment

Permits - Parking & Truck

Permits - Street Use

Permits - Trade, Construction & Land Use
Rental Housing Registration (RRIC)

Last updated: 8/15/2019

JA Announcements  Logged in as:helio jade  Collections (0) ¥ Cart (0) Account Manage

™ Schedule

To schedule an inspection or appointment
enter your record number in the search box
above

For more information, see How to Schedule an
Inspection or Appointment.

For information on how to schedule a large
sign confirmation, see How to Submit an
Environmental Sign Installation Notification

Q, Find Existing

s Complaints - Building & Property
« Licenses - Taxi & For-Hire

= Licenses - Trade & Equipment

s Permits - Parking & Truck

» Permits - Street Use

= Permits - Trade, Construction &
« Public Notices

« Rental Housing Registration (RRI
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3. LOCATE: your Platform License
CLICK: Submit Report/Manage License

My Short Term Rental License Records

Showing 1-10 0f 20 | Download Results | Add to Collection | Addto cart

Expiration

D Date Record Number  Record Type Description Project Name Status Action Short Notes
STR-OPLA-19- Operator License
08/14/2019
D 000040 Amendment
STRPLLL1G. o o 0ttt Plaf
i 19 . . . atform . .
D 08/14/2019 000025 . Platform License : Tromae Re2 > [ Submit Report/Manage License ]
"esssssssnsat
D 081412019 STR-PLAP-19- Platform License tssued

000025 Application

4. CLICK: Continue Application

Platform License Amendment

Contact

Information 2 Application Detai 3 Review 4 Record Issuance

StefMgContact Information > Contact Information

# Indicates a requir

Applicant

The contact below is &s currently listed on the parent licen:

plication record

jade hey
Address: 123 front st

SEATTLE, WA, 98372
Email: hey@jade com
Primary Phone: (+1)374-859-5334
Secondary Phone:

Save and Resume Later Continue Application »
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5. SELECT: Yes to "Would you like to cancel your license?”
CLICK: Continue Application

Platform License Amendment

! ﬁw[f]grtr?\callion 2 Application Detail 3 Review 4 Record Issuance

Application Detail > Application Detail

* Would you like to Cancel your License?: @ Yes ) No

Save and Resume Later Continue Application »

6. Red warning text displays
CLICK: Continue Application

Platform License Amendment

1 Gontact, 2 Application Detail 3 Review 4 Record Issuance

Step 2 - Application Detail > Application Detail

#* Indicates a

PLATFORM AMENDM

1) Please note that License fees are non-refundable and non-transfe Upon cancellation, you will no longer be eligible to allow Short-Term Rental operators and Bed
and Breakfast Operators to list units in the City of Seattle on your platform.

* Would you like to Cancel your License?: ® Yes (' No

Save and Resume Later Continue Application »

7. REVIEW: the information

CLICK: the checkbox to confirm your compliance with City of Seattle Requirements
76
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CLICK: Continue Application

Platform License Amendment

1 ﬁ\?nn:rzgﬁon 2 Application Detail 3 Review 4 Record Issuance
L]
w5iep 3. Review
]
Save and Resume Later Continue Application »
L]
]

rlease review all information below. Click the "Edit” buttons to make changes to sections or "Continue Application” to move on.
]
[ ]

= Record Type

Elaﬂorrn License Amendment
]
L]

=Applicant

Ll

Imdividual

jude hey

W3 front st
SEATTLE, WA, 98372
United States

Iﬂ'imary Phone:(+1)374-859-5934
Bmail: hey@jade.com

_blllll

LATFORM AMENDMENT INFO

uld you like to Cancel your License?: Yes

T L

| !ree that the information provided is true and correct, and agree that | am in compliance with City of Seattle Ordinance 125490 and all associated Director's Rules.

heck this box to confirm your compliance with City of Seattle requirements and the above certification Date:

Save and Resume Later b Continue Application »

A Thank You page loads, and your license is canceled.

Thank You

@ We received your informalion.

How do | add a unit to my license?
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Start at the Seattle Service Portal home page

https://cosaccela.seattle.gov

1. LOGIN: to your account
2. CLICK:on My Records
CLICK: on Licenses - Short Term Rentals

Seattle.gov
Mayor Jenny A. Durkan

Seattle Services Portal

v o'y

My Records Overview
Building Tune-Ups
Complaints - Building & Property

[Licenses - Short Term Rentals ]

We  |icenses - Taxi & For-Hire

You
Licenses - Trade & Equipment
Permits - Parking & Truck
+ Permits - Street Use E Schedule
* Permits - Trade, Construction & Land Use | T0 schedule an inspection or appointment
. enter your record number in the search box
. Rental Housing Registration (RRIO) above.
« Licenses - Taxi & For-Hire For more information, see How to Schedule an
« Licenses - Trade & Equipment Inspection or Appointment.
» Permits - Parking & Truck For information on how to schedule a large
« Permits - Street Use sign confirmation, see How to Submit an
. Permits - Trade, Construction & Land Use Environmental Sign Installation Notification

« Rental Housing Registration (RRIO)

Last updated: 8/15/2019

JA Announcements  Logged in as:helio jade  Collections (0) ™ Cart (0) Account Manage

Q Find Existing

Complaints - Building & Property
Licenses - Taxi & For-Hire
Licenses - Trade & Equipment
Permits - Parking & Truck
Permits - Street Use

Permits - Trade, Construction &
Public Notices

Rental Housing Reqgistration (RRI
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3. LOCATE: The Short-Term Rental Operator License row

CLICK: on Add/Edit Units or Manage License in the action column

My Short Term Rental License Records

Showing 1-4 of 4 | Download Results | Add to Collection | Add to cart

D Date Record Number  Record Type

STR-STUN-19- Shori-Term Rental

[ ] omiareots 000108 it

. - .
0711812019 STR-OPLI-19- [ Short-Term Rental o

L]

000183 * Operator License |
‘...........
STR-UNAM-19-
[ ] omsrote 000101 Unit Amendment
Short-Term Rental
STR-OPAP-19-
[ ] o7rsrote Operator License

000130

Application

Expiration
Description Project Name . Status Action Short Notes
Shori-Term
Acti
Rental Unit e
Short-Term
ey SrRe2 _.......h [ AddVEdit Units or Manage License
License

Issued

4. SELECT: Unit Amendment
CLICK: Continue Application

Select an Amendment Type

Choose one of the following available amendment types. For assistance or fo a

O Qperator License Amendment

Continue Application »

i=] Unit Amendment

for an amendment type not listed below please contact us.

Last updated: 8/15/2019
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5. CLICK: Continue Application

Unit Amendment

1 Conlact
Information

2 Application Detail 3 Review 4 Pay Fees 5 Record Issuance

: Contact Information = Contact Information

is to add units to a license or license application or remove units. You will need the address(es) of the unit(s) you wish to operate in the City of Seattle. If you
are registerin its operated before September 30, 2017, enter those units first. The first unit you enter will determine your legacy region.
For more informatio
will also be required to

out legacy regions, see this article: https://seattlegov.zendesk.com/hc/en-us/articles/360026668314-About-Legacy-Zones. For legacy units, you
ad a Rental Registry of the nights the unit was booked in the 12-month period prior to September 30, 2017
If you are listing a unit as a p property, you may have to provide documentation proving the address is your primary residence.

If you are listing a unit as a second
number to complete this application

roperty, you will first need to register with Rental Registration & Inspection Ordinance (RRIO). You will need the RRIO registration

To register with RRIO, return to the home pa the Seattle Services Portal, locate the Create New section, and select "Rental Housing Registration (RRIC)."

ington's requirements to be a bed and breakfast, you will need a copy of your Washington State Transient
r for each property.

If you are registering units that meet the State of W:
Accommodation License for upload, and the license nul

* Indicaies a required field

Applicant

The contact below is as currently listed on the parent license or application record.

hello jade
Address: 1231

SEATTLE, WA, 98021
Email: hello@jade.co

Primary Phone: (+1)585-935-4959
Secondary Phone:

Save and Resume Later Continue Application »

Last updated: 8/15/2019
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6. CLICK: Add Unit

nit Amendment

Contact
Infermafion

2 Application Detail 3 Review

p 2: Application Detail= Application Detail

THis process is to add units to a license or license application or remove units. You will need the address(es) of the unit(s) you wish to operate in the City of Seattle. If you
ale registering units operated before September 30, 2017, enter those units first. The first unit you enter will determine your legacy region.

-

r more information about legacy regions, see this ariicle: htips:/fseattlegov.zendesk com/hclen-us/articles/360026668314-About-Legacy-Zones. For legacy units, you
also be required to upload a Rental Registry of the nights the unit was booked in the 12-month period prior to September 30, 2017

=

=

ou are listing a unit as a primary property, you may have to provide documentation proving the address is your primary residence.

=

u are listing a unit as a secondary property, you will first need to register with Rental Registration & Inspection Ordinance (RRIO). You will need the RRIO registration
ber to complete this application.

=1
=

Togregister with RRIO, return to the home page of the Seattle Services Portal, locate the Create New section, and select "Rental Housing Registration (RRIO)."

IT Wou are registering units that meet the State of Washington's requirements to be a bed and breakfast, you will need a copy of your Washington State Transient
Acfommaodation License for upload, and the license number for each property.

*|riicates a required fisld

Unt Management

If yoll are registering units that were in operation before September 30, 2018, please enter those units first. The first unit you enter will determine your primary region.

DO 80T click the checkbox in the “Remove” column unless you wish to deleteiremaove the unit from the application/license.
Defails || Remove ( Unit Record ID Address Description Registered Date Status (| Type

12858605 - 700 5th AVE Housa on the lefi.

00 Sth AVE

s Please click the Submit Units button once you have finished entering your units. By clicking the Submit Units button, you attest that the unit information entered is true and correct.

Save and Resume Later

7. ENTER:the unit address
CLICK: Search Address

Street Mumber Street Prefu Street Mame Street Type  Street Suffoc

[700 || x| [ |[ave v||  v| [ClearAddress

81
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Uploading Documents

Note: the document upload section may look different depending
on your browser. These instructions are for Google Chrome in
Windows 10.

8. SELECT:the correct address

CLICK: Select Address
Street Mumber Street Prefic Street Mame Street Type  Street Suffoc
700 v| |5th AVE v v| | Clear Address || Search Address |
= [Address |
IB ' 70O 5th Ave, Seattle, Washington, 88104
. Seattle, Washington, 85108
70O 5th Ave 5, 5 goinaton, 93104
| 70O Sth Ave W, Seatile, Washing
I Select Address

9. ENTER: the required information

NOTE: New fields may appear depending on your selections

Strest Number Street Prefic Street Name Strast Type Streat Suffix

700 v Sth AVE v v Clear Address

Ug#acord ID ‘stered Date
[agion Downtown Urban Center
Tyoe STR Stan
vl

Property Type

Unit Number (If there s no unit number enter NA)

Description

Primary Residence Yes (Q No®

Number of Bedrooms,
Have you been operating this unit prior to Sepiember 30, 20177 () Yes () No®

certify that | am the owner of this unit Yes () Mo®

J

Seiect Document Category | Select M
Choose File | Mo file chosen Upload

Uploaded Documents:

10. Documents may be required to be uploaded, red text will display on the bottom-right
CLICK: Choose File
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Straet Number Strest Prafic Straet Name Street Type Street Suffix

= ] Cleer Address

Unit D
Region Downtown Urban Center
Type =TR Status

Unit Number (If there is no unit numl r NA} 123569 :

Registered Date

The unit on the ground floor on the west side of the building
Description
#
Frimary Residence ® No*
Number of Bedrooms 2

Have you been operating this unit prior to September 30, 20177 @ Yes () No”
I certify that | am the owner of this unit @ Yes () No®

upload a registry identifying the dates the dwelling unit was used as a shorttarm rental within the 12-month period prier to September 30, 2017

Select Document Category | Rental Registration History v ‘

Choose File

NAVIGATE: to the correct file
SELECT: thefile
CLICK: Open
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€ Open x

“~ v <« Short Term Rentals » UAT » STR-UAT-Docs v @O Search STR-UAT-Docs P
Organize + New folder = [ @
~
~ MName Date modified Type Size

3 Quick access

Deskt * ProofofPrimary 11/18/2018 3:04 PM Microsoft Word D... 0KB
m Desktop

& ProofOfPrimary2 11/18/2018 3:05PM  JPG File TKE
# Downloads

11/18/2018 3:06 PM JPGFile 20 KB
= Pictures b 11/18/2018 3:06 PM  Microsoft Excel W... TKB
Camera Roll 11/18/2018 310 PM Adobe Acrobat D... 130 KB
EnforcementApy
Reports
STR-UAT-Docs

@, OneDrive - City of
= This PC

¥ Network v <

File name: | RentalRegistry A, | [AuFiles v

| Open |v| |

CLICK: Upload

Street Numbar Streat Prefix Street Name Street Type Street Suffix
I = Glear Adess
Unit Record ID Registered Date
Region Downtown Urban Center
Type STR Status
Froperty Type Apartment v
Unit Numier {If there is no unit number entar MA) .' °
The unit e ground floor on the west side of the building
Description
Primary Residence @ Yes ) No*
s s PR
Have you bean operating this unit prior to September 30, 20177 (@) Yes () No®
1 certify that | am the owner of this unit @ Yes () No*
* Please upload a registry identfying the dates the d nit was Used as 3 short tem rental within the 12-month pariod prier to Sepiember 20, 2017
Select Document Category egistration History v ‘
Choose File | RentalRegistry xdsx | Upload I
Uploaded Documents:
Verify Unit || Cancel

The red text disappears when you have uploaded the required documentation, and green text

displays indicating which document was uploaded.
CLICK: Verify Unit

Last updated: 8/15/2019
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C-ates:nnf| Rental Registration History v |

Choose File | No

Uploaded Documents:

1. Rental Registration History - RentalRegist®

P—
| Verify Unit || Cancel |

If all of the information entered passes, a green message displays. A red message will display if

the information cannot be verified.
CLICK: Save

11. REPEAT: steps 6-20 to add another unit, if necessary

Last updated: 8/15/2019

This unit has been verified
Street Number Street Prefic Street Name Street Type Street Suffix
e e Ciear Address
Unit Record ID Registerad Date
Region Downtown Urban Center
Type =TR Status Verified
Froperty Type
Unit Number {If there is no unit number enter NA)
The unit on t¥ggound floor on the west side of the building
Description
Primary Residence @ Yes () No®
AR — R
Have you been operating this unit prior to September 30, 20177 @ Yes () Na®
| certify that | am the owner of this unit @® Yes () No*
Select Document Categ tal Registration History v |
Choose File | Mo file chosel Upload
Uploaded Documents:
1. Rental Registration History - RentalRegistryq]
Save | erify Unit || Cancel
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12. CLICK: Submit Units

If you are registering units that meet the State of Washington's requirements to be a bed and breakfast, you will need a copy of your Washington State Transient
Accommodation License for upload, and the license number for each property.

* Indicates a required field

Unit Management

If you are registering units that were in operation before September 30, 2018, please enter those units first. The first unit you enter will determine your primary region

DO MOT click the checkbox in the “Remave” column unless you wish to delete/remove the unit fram the application/license.

Details | Remove [ Unit Record ID Address Description Registered Date Status || Type

12858605 - 700 5th AVE House on the lefl. 07ME2010 Removed STR

37485850838 - 700 5th AVE 0782018

L Add Unit |
I Submit Units |[f'=ase slick the Submit Units button once you have finished entering your units. By slicking the Submit Units button, you attest that the unit information entered is true and correct.

Save and Resume Later

13. CLICK: Continue Application

- ———

* Indicates a required field

Unit Management

are registering units that were in operation before September 30, 2019, please enter those units first. The first unit you enter will determine your primary region.

12858695 - 700 5th AVE House on the left. 07182019 Removed STR

37485959838 - 7ULh AVE 071812019 Verified STR

Add Unit
Submit Units Submission completed successfully

Save and Resume Later Continue Application »

14. REVIEW: the information
CLICK: the checkbox to confirm your compliance with City of Seattle Requirements
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CLICK: Continue Application

Unit Amendment

v fomact 2 application Detail 3 Review 4 Pay Fees

Step 3: Review

Please review all information below. Click the "Edit" buttons to make changes to sections or "Continue Application” to move on.

Record Type

Unit Amendment

Applicant

Individual

SEATTLE, WA, 98372
United States

Primary Phone:(+1)374-859-5934
=mail:hey@jade com

5 Record Issuance

Continue Application »

v

| agree that the information provided is true and correct, and agree that | am in compliance with City of Seattle Ordinance 125490 and all associated Director’s Rules.

y checking this box, | agree to the above certification.

—

15. CLICK: Check Out

Unit Amendment
1 Contact 2 ppplication Detail 7 Review 1 Pay Fees 5 Record Issuance

Step 4. Pay Fees

sted below are preliminary fees based upon the information you've entered. Some fees are
Hased on the quantity of work items installed or repaired. Enter quantities where applicable.
e following screen will display your total fees.

\pplication Fees

—

T

ees Qty. Amount
STR Operator Legacy License Fee 1 S75.00
TOYAL FEES: §75.00

Note: This does not include additional inspection fees which may be assessed later.

Check Qut »

Last updated: 8/15/2019

Date:

Continue Application »




16. CLICK: Check Out

Cart

1 1 Select tem to pay

2 Payment 3 Receipt/Record
Information Issuance

ep 1: Select item to pay

u can pay for items later by clicking on Edit Cart and removing the items you don't want to pay now.
Iffyou plan to pay by check, see How Do | Pay by Check? for further instructions.

If omebody else is responsible for paying fees, see How to Pay Fees

No Address

1 Application(s) | $75.00
» it Amendment Total due: §75.00
1§TMP-009825

$75.00

=

17. ENTER: Credit Card Information and Credit Card Holder Information
CLICK: Submit Payment Please

Fayment o RecsiptiRecord
! Select tem to pay 2 informaton 2 lssuance

wait...

. Please wail...

Step 2:Payment Information

Pay now wiith a credit card

* indicates a required fisld.

Payment Options

Amount to be charged: $75.00
@ Pay with Credit Card

edit Card Information:
* Card Type: *Card Number: @  * security Cade: a9
—Select- ¥

No dashes or spaces

After you click
Submit
Payment, there

*Name on Card: * Expiration Date:

0w 2019

Credit Card Holder Information: are several

1 Auto-fill with

— processes
* Street Address: happening
behind the

scenes. Please

be patient

Submit Payment »

while the page
loads.
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18. A Thank You page loads, and your license has been updated with the additional unit.

Thank You

Your information has been submitted. Depending on your record type, additional action may be required. Go
to My Records to view actions and check your email for additional instructions.

Last updated: 8/15/2019
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How do | remove a unit from my license?

Start at the Seattle Service Portal home page

https://cosaccela.seattle.gov
19. LOGIN: to your account
20. CLICK: on My Records

CLICK: on Licenses - Short Term Rentals

Seattle.gov
Mayor Jenny A. Durkan

Seattle Services Portal

A Home | My Records| @Help

My Records Overview

Building Tune-Ups

Sea

Complaints - Building & Property

[Licenses - Short Term Rentals ]

We  Licenses - Taxi & For-Hire
Licenses - Trade & Equipment
Permits - Parking & Truck
+ Permits - Street Use
Permits - Trade, Construction & Land Use
Rental Housing Registration (RRIO)

« Licenses - Taxi & For-Hire

« Licenses - Trade & Equipment

= Permits - Parking & Truck

« Permits - Street Use

« Permits - Trade, Construction & Land Use
= Rental Housing Registration (RRIO)

Last updated: 8/15/2019

JA Announcements  Logged in as:helio jade  Collections (0) ¥ Cart (0) Account Manage

™ Schedule

To schedule an inspection or appointment
enter your record number in the search box
above

For more information, see How to Schedule an
Inspection or Appointment.

For information on how to schedule a large
sign confirmation, see How to Submit an
Environmental Sign Installation Notification

Q, Find Existing

s Complaints - Building & Property
« Licenses - Taxi & For-Hire

= Licenses - Trade & Equipment

s Permits - Parking & Truck

» Permits - Street Use

= Permits - Trade, Construction &
« Public Notices

« Rental Housing Registration (RRI
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21. LOCATE: The Short-Term Rental Operator License row

CLICK: on Add/Edit Units or Manage License in the action column

My Short Term Rental License Records

Showing 1-4 of 4 | Download Results | Add to Collection | Add to cart

Expiration
D Date Record Number  Record Type Description Project Name A Status Action Short Notes
STR-STUN-19- Shori-Term Rental Shori-Term
07/18/2019 Acti
000108 Unit Rental Unit e
sssssssssss Shor-Term
STR-OPLI-19- : Short-Term Renlal: o
l:‘ 07/18/2019 000183 * Qperator License : m o SrRe2 _._...’ AddVEdit Units or Manage License
‘........... License
STR-UNAM-19-
l:‘ 07/18/2019 000101 Unit Amendment
Short-Term Rental
STR-OPAP-19-
D 07/18/2019 Operator License Issued

000130

Application

22. SELECT: Unit Amendment
CLICK: Continue Application

Select an Amendment Type

Choose one of the following available amendment types. For assistance or fo a for an amendment type not listed below please contact us.

© Operator License Amendment =] Unit Amendment

Continue Application »
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23. CLICK: Continue Application

Unit Amendment

1 Conlact
Information

2 Application Detail 3 Review 4 Pay Fees 5 Record Issuance

: Contact Information = Contact Information

is to add units to a license or license application or remove units. You will need the address(es) of the unit(s) you wish to operate in the City of Seattle. If you
are registerin its operated before September 30, 2017, enter those units first. The first unit you enter will determine your legacy region.
For more informatio
will also be required to

out legacy regions, see this article: https://seattlegov.zendesk.com/hc/en-us/articles/360026668314-About-Legacy-Zones. For legacy units, you
ad a Rental Registry of the nights the unit was booked in the 12-month period prior to September 30, 2017
If you are listing a unit as a p property, you may have to provide documentation proving the address is your primary residence.

If you are listing a unit as a second
number to complete this application

roperty, you will first need to register with Rental Registration & Inspection Ordinance (RRIO). You will need the RRIO registration

To register with RRIO, return to the home pa the Seattle Services Portal, locate the Create New section, and select "Rental Housing Registration (RRIC)."

ington's requirements to be a bed and breakfast, you will need a copy of your Washington State Transient
r for each property.

If you are registering units that meet the State of W:
Accommodation License for upload, and the license nul

* Indicaies a required field

Applicant

The contact below is as currently listed on the parent license or application record.

hello jade
Address: 1231

SEATTLE, WA, 98021
Email: hello@jade.co

Primary Phone: (+1)585-935-4959
Secondary Phone:

Save and Resume Later Continue Application »

Last updated: 8/15/2019
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24. CLICK: The Remove box for the unit you wish to remove

CLICK: Submit Units

Unit Amendment

1 Conlact
Information

2 Application Detail 3R

Stgp 2: Application Detail = Application Detail

Thi
are

For

numbelito complete this application.

To regisger with RRIO, return to the home page of the Seattle Services Portal, locate the Create New section, and select "Rental Housing Registration (RRIO)."

If you ardregistering units that meet the State of Washington's requirements to be a bed and breakfast, you will need a copy of your Washington State Transient
Accommddation License for upload, and the license number for each property.

* |ndicates arequired field

Unit Mahagement

If you are reg g units that were in operation before September 30, 2018, please enter those units first. The first unit you enter will determine your primary region.

DO NOT click thicheckbox in the “Remove™ column unless you wish to deletelremove the unit from the application/license.

process is to add units to a license or license application or remove units. You will need the address(es) of the unit(s) you wish to operate in the City of Seattle. If you
gistering units operated before September 30, 2017, enter those units first. The first unit you enter will determine your legacy region

ore information about legacy regions, see this article: hitps://seattlegov.zendesk com/hc/en-us/articles/360026668314-About-Legacy-Zones. For legacy units, you
will algo be required to upload a Rental Registry of the nights the unit was booked in the 12-month period prior to September 30, 2017

re listing a unit as a primary property, you may have to provide documentation proving the address is your primary residence.

e listing a unit as a secondary property, you will first need to register with Rental Registration & Inspection Ordinance (RRIO). You will need the RRIO registration

Details §| Remove §Unit Record ID

Submit Units & lease click the Submit Units button once you have finished entering your units. By clicking the Submit Units button, you attest that the unit information entered is true and correct.

Save and Resume Later

Last updated: 8/15/2019

Address Description Registered Date | Status || Type

12858605 - 700 5th AVE House on the left 07Mez018 Removed STR

27485050838 - 700 5th AVE 07nez019e
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25, CLICK: Continue Application

T,

* Indicates a required field

Unit Management

are registering units that were in operation before September 30, 2019, please enter those units first. The first unit you enter will determine your primary region.

12858695 - 700 5th AVE House on the left 0711872019 Removed

37485959838 - U ih AVE 07H8/2019

Add Unit
Submit Units | Submission completed successfully

Save and Resume Later [ Continue Application »

)

26. REVIEW: the information
CLICK: the checkbox to confirm your compliance with City of Seattle Requirements
CLICK: Continue Application

Unit Amendment

+ Contact
Information

2 Application Detail 3 Review 4 Pay Fees 5 Record Issuance

Step 3: Review

Save and Resume Later Continue Application »

Please review all information below. Click the "Edit" buttons to make changes to sectiens or "Continue Application” to move on

Record Type

Unit Amendment

Applicant Edit

Individual

ade hey

123 front st

SEATTLE, WA, 98372

United States

Primary Phone:(+1)374-859-5934

=mail-hey@jade com

\

| agree that the information provided is true and correct, and agree that | am in compliance with City of Seattle Ordinance 125490 and all associated Director’s Rules

E}ay checking this box, | agree to the above certification Date:

and Resume Later — Continue Application »

Last updated: 8/15/2019



27. A Thank You page loads, and your license is updated to reflect the removed unit.

Thank You

Your information has been submitted. Depending on your record type, additional action may be required. Go
to My Records to view actions and check your email for additional instructions.

Last updated: 8/15/2019
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