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Section 1: Overview

All short-term rental operators and platforms are required to have a license to operate in the city of
Seattle. This guide provides step-by-step instructions for completing the application. Below is an
overview of the steps required to complete each application type.

What you will need for each application:

License
Type
Short-term
rental
operator
license
application

Bed-and-
breakfast
operator
license
application
Platform
license
application

You Will Need

If applicable, names and email address for all members of LLC, corporation, or
partnership

0 If applicable, each member or individual applicant will need the name

and email address of his/her spouse/state registered domestic partner

City of Seattle business license number
Unit information including Rental Registration Inspection Ordinance (RRIO)
registration number for units not at primary address
Names and email address for all members of LLC, corporation, or partnership
City of Seattle business license number
Unit information including Washington state transient accommodation license
number

City of Seattle business license number if the platform has an office in the city
of Seattle

1.1: Obtaining a short-term rental operator license

ok wWwNE

Create an account in the Seattle Services Portal.

Enter STR application information.

If appropriate, wait until all members of the organization enter their information.
Indicate spousal relationships and wait for spouses to enter their information.
Add units to license.

Pay for and receive license.

1.2: Obtaining a bed-and-breakfast rental operator license

vk wNe

Create an account in the Seattle Services Portal.

Enter bed-and-breakfast application information.

If appropriate, wait until all members of the organization enter their information.
Add units to license.

Pay for and receive license.

‘
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1.3: Obtaining a platform license
1. Create an account in the Seattle Services Portal.
2. Enter platform application information.
3. Receive license.

All short-term rental (STR) operators; bed-and-breakfast (B&B) rental operators; members of any LLC,
corporation, or partnership that is an STR or B&B operator; spouse or state registered domestic partner
of any STR operator or STR operator member; and platforms are required to create a Seattle Services
Portal account to complete the application process.

1.4: Create an account in the Seattle Services Portal
Navigate to the Seattle Services Portal at https://cosaccela.seattle.gov.

1.4.1.
Click on “Register for an Account.”

Seattle.gov

Mayor Jenny A. Durkan

you're experiencing difficulties with the Seattle Services Portal, please read our Frequently Asked Questions. It you need technical assistance, please contact
SeattleServices_ITHelp@seattle.gov. For other assistance, please see our list of support contacts.

Seattle Services Portal

frHome =My Records @Help

nAnnouncsmentS é Register for an Account

Search All Records

+ Create New M Schedule Q_ Find Existing

« Complaints - Building & Property To schedule an inspection or appointment » Complaints - Building & Property

s Licenses - Short Term Rentals egter your record number in the search box « Licenses - Trade & Equipment

* Licenses - Trade & Equipment above 7 7 * Permits - Parking & Truck

* Permits - Parking & Truck For more |nformat|(r)n‘ see How fo Schedule an * Permits - Trade, Construction & Land Use
i . Inspection or Appointment. . .

* Permits - Trade, Construction & Land Use » Public Notices

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

» Rental Housing Registration (RRIO) » Rental Housing Registration (RRIO)


https://cosaccela.seattle.gov/
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1.4.2.
Read the disclaimer, and, if you agree, click the checkbox indicating you accept terms and then click

Account Registration

You 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

Seatlle’s Online Privacy Principles, Statement and Policy.

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

1 | have read and accepted the above terms.

Continue Registration »

“Continue Registration.”
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1.4.3.
Enter registration information and click “Add New.”

Seattle.gov

Mayor Jenny A. Durkan

Seattle Services Portal

frHome EMy Records @Help

nAnnouncements 2 Register for an Account

Account Registration Step 2:
Enter/Confirm Your Account Information

* indicates a required field

Login Information

* User Name: [~
* Email Address:

* Password: 7]
3 Type Password Again:

* Enter Security Question: Q

* Answer: Q

Contact Information

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

Add New

You will be prompted to enter what kind of contact you are (i.e., an individual or an organization). Then
click “Continue” to proceed.

Select Contact Type x

* Type:

Individual
Organization
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1.4.4.
Enter contact information and then click “Continue.”

Contact Information X

* First: Middle: * Last:
* Address Line 1:
Address Line 2:

* City: * State: % Zip:
SEATTLE WA

Country:
United States v

* Primary Phone: Secondary Phone:
+11 ¥ ™1 }

* Email:

If an existing contact matches what is entered, the user will be asked to confirm that they are the same
entity or will need to make changes to the information entered such that they are unique. When unique
information is entered, click “Continue” to proceed.
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The system will notify you that you have successfully added the contact information to your account.
(Note: For privacy, the email address and phone number are hidden in the image below. The user will
see the information they entered there.) Then click “Continue Registration.”

Contact Information

Add your contact information s0 you can quickly assign it to your application.

«" Contact added successfully.

Sleeping Beauty
Email: [ |
Phone: | [

Remove

Continue Registration »

1.4.5.

One final step secures your account. The system will prompt you to check your email and click a link to
confirm your account.

@ 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 emalil, please check your junk/spam folder.

You can now log in and begin your license application.



CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

Section 2: Short-term rental operator licensing

2.1: Short-term rental operator license application

2.1.1.

From the Seattle Services Portal homepage (https://cosaccela.seattle.gov ), find the Create New section,
and select “Licenses — Short Term Rentals.”

l’ﬁﬁi Seattle.gov
b Mayuo: y A Durkan

If you're expenencing difficulfies with the Seattle Services Portal, please read our Frequently Asked Questions |f you need technical assistance, please contact SeattleServices_|THelp@seattle.gov For ather
assistance, please see our list of support contacts

Seattle Services Portal

MAHome @My Records @Help
n ANNCUNCEMEents: 2. REﬂL‘JE[ for an ACcount m

Search All Records
+ Create New M Schedule Q, Find Existing
o [iding & By Ta schedule an inspection or appointment = Complaints - Building & Property
« Licenses . Short Term Rantals CEW' your record number in the search box « Licenses . Trade & Fquipmant
above

= Licensas - Trade & Equipment = Parmits - Parking & Truck

« Parmits . Parking & Truck For more information, se& How to Schedule an « Parmits . Trads_ Construction & Land Usa

Inspection or Appointment. g
= Public Notices

= Rentfal Housing Regisiration (RRIO)

» Parmits . Trade, Construction & Land Use
5 B For informahion an how o schedula a lamge
= Rental Housing Registration (RRIC 2

ghe { : sign confirmabon. see How 1o Submil an

Environmental Sign Installabion Noliicalion


https://cosaccela.seattle.gov/
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2.1.2.

Click Short-Term Rental Operator License Application and then click “Continue Application.

| Select a Record Type

Croane one of B Roliwing Jvadabie record ypes. For astard of 10 aghy W & o Iy nol I Beiow (Hease oonnsll s

« Short-Term Rentals and BSBs

' Bing and Broakfasi Renia Operalor Licansa Application
Operabor Membes \alidation

7 Piativem Livessa Application
Related Perzon Validalion

[- Shor-Torm FRardal Oporator | rfnwﬁwlmhml

2.1.3.
Add a contact for this application by clicking the “Select from Account” button.

* Applicant (required)

Add a contact for this application by clicking the "Select from Account” button. To add additional contacts o your account, go fo Account Management.

Select from Account

Save and Resume Later

”

Continue Application »
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2.1.4.
After the contact has been added click “Continue Application.”

* Applicant (required)

Add a contact for this application by clicking the "Select from Account" button. To add additional contacts to your account, go to Account Management.
+ Contact added successfully.
Robyn Fenty
Address: 123 Mary Lou
SEATTLE, WA, 88101
Email: robyn.fenty@gmail.com

Primary Phone: (+1)123-345-6789
Secondary Phone:

Remove

Save and Resume Later Continue Application »

2.1.5.
Under City Business License Details enter the “Customer Number.”

Short-Term Rental Operator License Application

Contact

Information 2 Application Detail 3 Review 4 Re

Step 2: Application Detail > Application Detail

* |ndicates a required field

CITY BUSINESS LICENSE DETAILS

If you do not know your Customer Number, you can search for it at this website: hitps:/fiwww seatile.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 45 hours.

* Customer Number:

Customer Number Status:

—Select- v
Does the account have unpaid balances and/or unfiled (O Yes (O No
taxes?:
Open Date:

|
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2.1.6.

Under Spouse/State Registered Domestic Partner Information click “Yes” or “No” to indicate if married
or in a state registered domestic partnership.

2.1.6.1.

If yes: Enter spouse/state registered domestic partner First Name, Last Name and Email. The
spouse/state registered domestic partner will receive an email to verify their identity; this is called
Related Person Validation. See section 2.3 for Related Person Validation instructions.

SPOUSE/STATE REGISTERED DOMESTIC PARTNER INFORMATION

Are you married or in a state registered domestic () Yes () No

partnership?:

* SpouselState Registered Domestic Partner First Name:

* SpouselState Registered Domestic Partner Last Name:

* Spousel/State Registered Domestic Partner Email:

2.1.7.
If no: Proceed to next question.

2.1.8.

Under Legacy Operator click “Yes” or “No” to indicate if operating short-term rentals prior to
Sept. 30, 2017

LEGACY OPERATOR

1I'-‘Iwe you been operating Short-Term Rentals prior to Sep 30,] (8 Yes () No
20177:
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2.1.9.

Under Member List: If completing as an individual, this section is not required. Skip this section and
continue your application, if completing as an individual.

MEMBER LIST

If completing as an individual, this section is not required. If completing as an organization, list all members including yourself it
you are a member.

Showing 0-0 of O

First Name Last Name Email Address

No records found.

Edit Selected Delete Selected

If completing as an organization, then list all members including yourself (if you are a member) by
clicking “Add A Row.”

MEMBER LIST

If completing as an individual, this section is not required. If completing as an organization, list all members including yourself it
you are a member.

Showing 0-0 of O

First Name Last Name Email Address

No records found.

Edit Selected Delete Selected
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Add First Name, Last Name and Email Address and click “Submit.”

MEMBER LIST

If completing as an individual, this section is not required. If completing as an organization, list all members
including yourself if you are a member.

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

Rainbow Bright 123@Gmail.Com

m Cancel

2.1.10.
Once all members are added, click “Continue Application.”

MEMBER LIST

If completing as an individual, this section is not required. If completing as an organization, list all members including yourself if you are
a member.

Showing 1-1 of 1
[ ] First Name Last Name Email Address

[] Rainbow Bright 123@Gmail.Com Actions v

Edit Selected J| Delete Selected

Save and Resume Later Continue Application »

2.1.10.1.

The member(s) listed will receive an email to verify their identity; this is called Operator Member
Validation. Members will be required to provide their marital status (if married or in a state registered
domestic partnership, spouse or state registered domestic partner’s name and email address will be
required) and the verification number and verification key provided in an email from the City of Seattle.
See Section 2.2 for operator member validation instructions.
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2.1.11.
On the Short-Term Rental Operator License Application Review page, review each section. If there are
errors, click the “Edit” button to correct the errors.

2.1.12.
Once application is complete, click the box to agree to the certification, then click “Continue
Application.”

| 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.

I By checking this box, | agree to the above cerliﬁcation.l Date: 12/26/2018

Save and Resume Later Continue Application »

2.1.13.

Application is submitted. Note: The application is not complete, and additional action is still required. All
members and spouses or state registered domestic partners are required to complete their validations
within 60 days. Once all are validated, the applicant will receive an email with notification that the
application is available to have units added. See Section 2.4 for Unit Management.

Thank You

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

Item

Record Number:
STR-OPAP-18-000162
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2.2: Operator member validation

Operator member validations are required for members that are listed on a short-term rental operator
license application. All member validations and related person validations must be complete for units to
be added to the application.

2.2.1.

You will receive an email. This email contains two codes; you will need these codes to complete the
validation.

Business Name: Member Validation insex =

STRT ply <STRTestDoNotRepl le.govs
tome ¥

Y|y Seattle
|||\ Finance &
Administrative Services

Hello,
Our records indicate that you were added as a member on Business Name's City of Seattle Short-Term Rental Operator License. Members of organizations are required to be validated.
If you are a member of Business Name please follow the steps listed below.
1. Log in to the Seattle Services Portal or create an account http://cosaccela.seatile.gov/portal/
2. Find the "Create New" section on the Home page, and select "Licenses- Short Term Rentals”
3. Click on "Short-Term Rentals and B&Bs" to expand the record selections, and choose "Operator Member Validation” and use your keys below.
a. STR-OPAP-18-000176
b.1
If you believe you were added to this license in error, please email sir@seattle.gov and indicate that you wish to be removed from this license; for reference, include the two keys listed above in your email.

For more information about Seattle Short-Term Rental licensing visit https://www seattle gov/business-regulations/short-term-rentals

Thank you,
City of Seattle

Regulatory Compliance & Consumer Protection
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2.2.2.
Follow the link in the email to the Seattle Services Portal. If you have an account already, log in. If not,
see Section 1.4 for creating an account.

After logging in, from the homepage find the Create New section, and select “Licenses — Short Term
Rentals.”

:‘ Seattle.gov

Jen

If you're experencing difficulties with the Seattle Services Paortal, please read our Frequently Asked Questions If you need fechnical assistance. please contact vices_| gov. For other
acsistance, please see our list of support contacts

Seattle Services Portal

#AHome =My Records @Help

JA Announcements  Logged in as fest seasirfiqmall com  Collections (0) ¥ Cart (0)  Account Management [T

Search All Records

testl com
You are new legged in.

+ Create New ) Schedule Q, Find Existing

= Ruilding Tuna-Ups T schedule an inspection or appointment « Complaints - Building & Property
+_Complaints - Building & Propar enter your record number in the search box « Licenses - Short Tarm Rentals

« licenses - Short Term Rentals ahove » Licanses - Taxi & For Hira

- Licensas . Tax & For Hira For more nformation, see How (o Schedule an « licensas - Trade & Fquipment

Inspeclion or Appoiniment.
= Licensas - Trade & Fouipmeni pa App

= Permits - Parking & Truck

= Parmits - Streat Lisa

= Pemits - Trada Construction & Land Lza
= Rental Housing Registration (RRIO)

Permiis - Parking & Truck

Parmits - Street Lisa

Permits - Trade, Construction & Land Lise
Fublic Noticas

Rantal Housing Registration (RRIO)

Faor information on how to schadule a large
sign confirmation, sea How 1o Submit an
Envircnmental Sign Installahon Mobbicaton
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2.2.3.

A new page loads, it will prompt you to select a record type. Select “Operator Member Validation” and
click the “Continue Application” button.

Seattle Services Portal

frHome My Records @Help

n Announcements  Logged in as:testi.seastr@gmail.com  Collections (0) 'E Cart (0) Reports (1) v  Account Management

Select a Record Type

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

« Short-Term Rentals and B&Bs

rator License Application
[#] Operator Member Validation

© Platform License Application
© Related Person Validation

© Short-Term Rental Operator License Application

Continue Application »

2.2.4.A
Choose the “Select from Account” button.

Operator Member Validation

4 Contact
Infarmaticn

Step 1: Contact Information > Contact Information

You have selected to complete an Operator Member Validation, This process is to verify the identity and membership for members of Organizations applying for a Short-
Term Rental or Bed and Breakfast Operator license. This process requires that the member provide the following:

« State ID or driver's license details
» Marital status

« |f married or in a domestic partnership, spouse or state registered domestic partner's name and email address.
= Your Verification Number and Verification Key provided in an email from the City of Seattle
* Indicates a required field

*Member (required)

Add a contact for this application by clicking the "Select from Account® button. To add additional contacts to your account, go to Account Management.

Select from Account

o
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The contact should be the member of the organization. If the correct contact is not in your account,
follow Section 5.1 to add additional contacts to your account.

If there is only one contact in your account, then that contact will be automatically selected and added
to the related person validation. Green text indicating the contact is added successfully displays. Click
the “Continue Application” button.

Operator Member Validation

ol
D
T

5
o)
@
]

k

1 Contact 2 Af
Information nio

Step 1: Contact Information > Contact Information

You have selected to complete an Operator Member Validation. This process is to verify the identity and membership for members of Organizations applying for a Short-
Term Rental or Bed and Breakfast Operator license. This process requires that the member provide the following:

« State ID or driver’s license details

« Marital status

« If married or in a domestic partnership, spouse or state registered domestic partner's narpe and email address.
« Your Verification Number and Verification Key provided in an email from the City of Seattle

* Indicates a required field
*Member (required)

Add a contact for this application by clicking the "Select from Account” button. To add additional contacts to your account, go to Account Management
+ Contact added successfully.
Business Member
Address -
- - —
Email: (Bl S—

Primary & -
Secondary Phone:

Remove

Save and Resume Later Continue Application »
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2.2.4.B
If more than one contact is in your account, a new window will open and offer options. Select the radio
button to the left of the contact you wish to select, and then click the “Continue” button.

Select Contact from Account X

Select a contact 1o attach 10 this application.
If the contact has multiple addresses, you can select which to use in the next step.

Showing 1-9 of 9

Category Type Name
Associated
QOrganization Business Name

Contact %
A )

ssociated Individual -
Contact
A )

ssociated Individual
Contact
A )

ssociated Individual
Contact
Associated Individual
Contact
A )

ssociated Individual
Contact
Associated

QOrganization

Contact
A iated

ssocate Individual
Contact
A iated

] Ssociate Individual Business Member
— Contact

m Discard Changes
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Green text indicating the contact is added successfully displays. Click the “Continue Application” button.

Operator Member Validation

Contact
Information

Step 1: Contact Information > Contact Information

You have selected to complete an Operator Member Validation. This process is to verify the identity and membership for members of Organizations applying for a Short-
Term Rental or Bed and Breakfast Operator license. This process requires that the member provide the following:

« State ID or driver’s license details

« Marital status

« If married or in a domestic partnership, spouse or state registered domestic partner's nage and email address.
« Your Verification Number and Verification Key provided in an email from the City of Seattle

* Indicates a required field
*Member (required)

Add a contact for this application by clicking the "Select from Account” button. To add additional contacts to your account, go to Account Management
« Contact added successfully.
Business Member
Address —
- - —
Email: tows s -

Primary © s _n - e
Secondary Phone:

Remove

Save and Resume Later Continue Application »
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2.2.5.
Enter the first number listed in the email in the field provided.

Business Name: Member Validation nbox x

STRTestDoNotReply <STRTestDaNotReply @seatile.govs
tome ¥

Y|\ Seattle
IV Finance &
Administrative Services
Hello,
Our records indicate that you were added as a member on Business Name's City of Seattle Short-Term Rental Operator License. Members of organizations are required to be validated.

If you are a member of Business Name please follow the steps listed below.

1. Log in to the Seattle Services Portal or create an account http://cosaccela.seattle. gov/portal/
2. Find the "Create New" section on the Home page, and select "Licenses- Short Term Rentals”

3. Click on "Short-Term Rentals and B&Bs" to expand the record selections, and choose "Operator Member Validation” and use your keys below.

b.1

If you believe you were added to this license in error, please email str@seattle.gov and indicate that you wish to be removed from this license; for reference, include the two keys listed above in your email.

For more information about Seattle Short-Term Rental licensing visit httgs://www.seattle gov/business-regulations/short-term-rentals.

Thank you,
City of Seattle

Regulatory Compliance & Consumer Protection

Operator Member Validation

Contact 2 Application
Information Information

4 Record

Step 2: Application Information = Application Information

* Indicates a required field

MEMBER VALIDATION

* Please enter the Verification Number this application is
related to:

Save and Resume Later Continue Apj tion »
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2.2.6

After you enter the first number, the second field becomes available and another question. Enter the
second number from the email in the newly available field.

Business Name: Member Validation /nbox *

STRT ply <STRTestDoNotRepl le.govs
tome ~

Y|\ Seattle
Ch ) Finance& )
Administrative Services

Hello,
Our records indicate that you were added as a member on Business Name's City of Seattle Short-Term Rental Operator License. Members of organizations are required to be validated.
If you are a member of Business Name please follow the steps listed below.

1. Log in to the Seattle Services Portal or create an account http://cosaccela.seatile.gov/portal/

2. Find the "Create New" section on the Home page, and select "Licenses- Short Term Rentals”

3. Click on "Short-Term Rentals and B&Bs" to expand the record selections, and choose "Operator Member Validation” and use your keys below.

a. STR-OPAP-18-000176

If you believe you were added to this license in error, please email sir@seattle.gov and indicate that you wish to be removed from this license; for reference, include the two keys listed above in your email.

For more information about Seattle Short-Term Rental licensing visit https://www seattle gov/business-regulations/short-term-rentals

Thank you,
City of Seattle

Regulatory Compliance & Consumer Protection

Operator Member Validation

Contact o Application A
Information Information .

Step 2: Application Information > Application Information

* Indicates a required field

MEMBER VALIDATION

* Please enter the Verification Number this application is
related to: L] STR-OPAP-18-000176

Please enter the Verification Key provided in the email.: @)

Are you married or in a state registered domestic o () Yes () No
* partnership?:

Save and Resume Later Continue Application »
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2.2.7

Answer yes or no to the third question. If “yes” is selected, then additional fields for the spouse or state
registered domestic partner’s first name, last name and email address will be required. The spouse or
state registered domestic partner will be required to complete a related person validation; see section
2.3 for instructions.

Click the “Continue Application” button.

Operator Member Validation

Contact Application 3 iew Record Issuanc
Information 2 \n?grmation o evE o Hecordissuance

Step 2 : Application Information > Application Information

* Indicates a required field

MEMBER VALIDATION

* Please enter the Verification Number this application is
related to: () STR-OPAP-18-000176

Please enter the Verification Key provided in the email.: @ 1

Are you married or in a state registered domestic 0 ® Yes () No |
* partnership?:

* Spouse/State Registered Domestic Partner First Name:

| Spouse

* Spouse/State Registered Domestic Partner Last Name: | Name |
1
* Spouse/State Registered Domestic Partner Email: |

h name@spouse.com |

Save and Resume Later Continue Application »
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2.2.8.
Review the information entered to confirm it is correct. If changes are needed, click the edit button in
the section that needs changing. Click the “Edit” button.

Operator Member Validation

. Conbsct ., Application

irfarmatian * imfamation 3 Reiew

Step 3: Review
Save and Resume Later Continue Application »

Please review all infermiation below. Chick the "Edit” buttens to make changes to sections or "Continue Application” to mowe on.

Record Type

Operator Member Validation

Member E3

Individual

Buziness Membar

123 Member 5t

SEATTLE, Wil4, 48423

United States

Primary Phone:(+1)472-845-5548
Email:test?. seastri@gmail com

MEMBER VALIDATION

Please enter the Wenfication Number this applicaton is STR-OPAP-18-000175
related to:

Please enter the Wenfization Kay provided in the email - 1

Are you marnied o in 3 state registered domestic Yes

partnership?:

Spouse/State Regisiersd Domestic Panner First Mame: Spouss

Spouse’State Regiziersd Domestic Panner Last Name: Mame

Spouse/State Registersd Domestic Pariner Email: namei@ispouse. com

| agres that the information provided is tue and correct, and agres that | am in compliance with City of S=attle Ordinance 125480 and sl associsted Director's Rules.

By checking this box, | agre= to the above cenification. Diate:

Save and Resume Later Continue Application »
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2.2.9.
Once you have reviewed the details and confirmed the information is correct, check the box at the
bottom of the page, then click the “Continue Application” button.

Operator Member Validation

. Contmsct ., Mpmlication

irfarmmatian 2 jrrfammation 3 Review

Sep 3 Review

Sawve and Resume Later Continue Application »

Please revizw all information below. Chick the "Edit” buttons ta make changes to sections or "Continue Application” to mowe on.

Record Type

Operator Member Validation

Member ED

Indidual

Business Memier

123 Mamber St

SEATTLE, YA, 48483

Unit=d States

Primary Fhone: (+1)478-845-3548
Email: test? seastnf@gmail .com

MEMBER VALIDATION

E3
Please enter the \erification Number this application is STR-OP&P-18-000175
related wo:
Please enter the \erfication Key provided in the email - 1
Are you marmed or in 3 state registered domestic Yes
parmership?:
SpouseState Registersd Domestic Pamner First Mame: Spouse
Spouse/State Registered Domestic Pariner Last Name: Mame
SpouseState Registersd Domestic Fanner Email: name@spouse.com
| agre= that the information provided is tnue and correct, and agre= that | am in compliance with City of Seatle Ordinances 125480 and sl associsted Director's Rules.
I ) By checking this beet, | agres to the above cenification. I Date: 12730i2018

Sawe and Resume Later Continue Application »
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2.2.10.
The thank you page loads and indicates you have completed all of the required information.

Thank You

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

[tem

Record Number:

2.3: Related person validation

Related person validations are required to be completed by any spouse or state registered domestic
partner of an applicant or any member of a principal applicant. All related person validations and
member validations must be complete for units to be added to the application.

If an applicant or a member of an LLC, corporation or partnership is married or in a state registered
domestic partnership the person is required to list their spouse or state registered domestic partner.
Below are the steps the spouse or state registered domestic partner will be required to take.
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2.3.1.
You will receive an email. This email contains two codes; you will need these codes to complete the
validation.

Bismark South Dakota: Spouse/State Registered Domestic Partner Validation /inbox x 5 B
STRT ly <sT! gov> 11:11 AM (1 minute ago)  Yr 4
tome ~

J| Seattle
| |\ Finance &
Administrative Services

Hello,
Our records indicate that you were added as the spouse or state registered domestic partner of Bismark Seuth Dakota for a City of Seattle Short-Term Rental Operator License. Spouses and state registered domestic partners of applicants and members are
required to be validated
If you are Bismark South Dakota’s spouse or state registered domestic partner, please follow the steps for validation listed below:
1. Log in to the Seatile Services Portal or create an account hitps Jicosaccela seattle gov/portall
2. Find the "Create New" saction on the Home screen, and select "Licenses - Short Term Rentals”
3. Click on "Short-Term Rentals and B&Bs" to expand the record selections, then select "Related Person Validation” and use your keys below.

a. STR-OPAP-18-000164

b.1
If you are not Bismark South Dakota's spouse or state registered domestic partner, please email st@seatile gov and indicate that you wish to be removed from this license; for reference, include both keys above in your email
For more information about Seattle Short-Term Rental Licensing please visit hitps-//www seattle govibusil rt-term-rentals. If you have questions about Short-Term Rental licensing, please contact customer service at 206-386-1267 or
str@seatile gov.
Thank you,
City of Seatile
Regulatory C & Consumer P
& Reply » Forward
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2.3.2.
Follow the link in the email to the Seattle Services Portal. If you have an account already, log in. If not,
see Section 1.4 for creating an account.

After logging in, from the homepage find the Create New section, and select “Licenses — Short Term
Rentals.”

If you're experencing difficulties with the Seattle Services Paortal, please read our Frequently Asked Questions If you need fechnical assistance. please contact vices_|THel gov. For other

acsistance, please see our list of support contacts

Seattle Services Portal

#AHome =My Records @Help

A Announcements  Logged in as fest seasifiqmall com  Collections (D) ¥ Cant (0} Accolint Management

Search All Records

testl com
You are new legged in.

+ Create New ) Schedule Q, Find Existing

= Ruilding Tuna-Ups T schedule an inspection or appointment « Complaints - Building & Property
»_Complaints - Building & Proj enter your record number in the search box + Licenses - Short Tarm Rentals

« licenses - Short Term Rentals ahove » Licanses - Taxi & For Hira

» Licenses - Taxi & For Hira For more mlormation, see How lo Schedule an « Licensas . Trade & Fquipment

Inspeclion or Appoiniment.
= Licensas - Trade & Fouipmeni e App = Permits - Parking & Truck
« Permils - Parking & Truck Faor information on how to schadule a large

» Pemits - Street Use
sign confirmation. ses How 1o Submit an

» Parmits - Strest Usa Environmental Sign Installahon Notiication » Permits - Trade, Construction & Land Lise
= Pemits - Trada Construction & Land Lza = Public Noticas
= Rental Housing Registration (RRIO) = Rental Housing Registration (RRIO)

A new page loads and prompts you to select a record type. Select “Related Person Validation” and click
the “Continue Application” button.

Seattle Services Portal

fArHome =My Records @Help

nAnnouncemem.s Logged in as:test1.seastr@gmail.com Collections (0) ™ Cart (0) Reports (1) v  Account Management RIS

Select a Record Type

Cheose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.

~ Short-Term Rentals and B&Bs

O Bed and Breakfast Rental Operator License Application

© Operator Member Validation

i#] Related Person Validation

perator License Application

Continue Application »
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Choose the “Select from Account” button.

Related Person Validation

Contact
Information

3 Review 4 Record Issuance

Step 1: Contact Information > Contact Information

You have selected to complete a Related Person Validation. This process is to verify the identity of the spouse or state registered domestic partner of an organization's
member or applicant for a Short-Term Rental Operator License This process requires that the spouse of state registered domestic partner have the following:

= Your Verfication Number and Verification Key provided in an email from the City of Seatile

* Indicates a required field
* Contact (required)

Add a contact for this application by clicking the "Select from Account” button. To add additional contacts to your account, go to Account Management.

Select from Account

Save and Resume Later Continue Application »
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The contact should be the spouse or state registered domestic partner of the applicant or member. If
the correct contact is not in your account, follow Section 2.3 to add additional contacts to your account.

If there is only one contact in your account, that contact will be automatically selected and added to the
related person validation. Green text indicating the contact is added successfully displays. Click the
“Continue Application” button.

Related Person Validation

Contact 2 Al
Information “n

Step 1: Contact Information = Contact Information

You have selected to complete a Related Person Validation. This process is to verify the identity of the spouse or state registered domestic partner of an organization’s
member or applicant for a Short-Term Rental Operator License. This process requires that the spouse of state registered domestic partner have the following:

« Your Verification Number and Verification Key provided in an email from the City of Seattle

#* Indicates a required field
*Contact (required)

Add a contact for this application by clicking the "Select from Account” button. To add additional contacts to your account, go to Account Management.

+ Contact added successfully.

test1 seastr

Address:

Email: dpd_ -
Primary Ph -
Secondary L

Remove

Save and Resume Later Continue Application »
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If more than one contact is in your account, a new window will open and offer options. Select the radio
button to the left of the contact you wish to select, then click the “Continue” button.

Select Contact from Account X

Select a contact to attach to this application.
If the contact has multiple addresses, you can select which to use in the next step.

Showing 1-3 of 3

Category Type Name
Associated
=) socie Individual test] seasfr
= | Contact
Associated
Soclste Organization teststr1 LLC
Contact
Associated
sonEte Individual Bismark South Dakota
Contact

m Discard Changes

Green text indicating the contact is added successfully displays. Click the “Continue Application” button.

Related Person Validation

1 Contact
Information

Step 1: Contact Information = Contact Information

You have selected to complete a Related Person Validation. This process is to verify the identity of the spouse or state registered domestic partner of an organization’s
member or applicant for a Short-Term Rental Operator License. This process requires that the spouse of state registered domestic partner have the following:

« Your Verification Number and Verification Key provided in an email from the City of Seattle

#* Indicates a required field
*Contact (required)

Add a contact for this application by clicking the "Select from Account” button. Te add additional contacts to your account, go to Account Management.

+ Contact added successfully.

test1 seastr

Address:

Email: dpd_ g
Primary Ph -
Secondary L

Remove

Save and Resume Later Continue Application »
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Enter the first number listed in the email in the field provided.

Bismark South Dakota: Spouse/State Registered Domestic Partner Validation inbexx &5 2
STRTestDoNotReply <STRTestDoMotReply@seattie gov> 11:11 AM (2 hours age) Yy &
tome -

Iy Seattle
| i\ Finance &
Administrative Services

Hello,
Our records indicate that you were added as the spouse or state registered domestic partner of Bismark South Dakota for a City of Seattle Short-Term Rental Operator License. Spouses and
state registered domestic partners of applicants and members are required to be validated.
If you are Bismark South Dakota’s spouse or state registered domestic partner, please follow the steps for validation listed below.
1. Log in to the Seattle Services Portal or create an account https://cosaccela.seattle. gov/portall
2. Find the "Create New" section on the Home screen, and select "Licenses - Short Term Rentals”
3. Click on "Short-Term Rentals and B&Bs" to expand the record selections, then select "Related Person Validation” and use your keys below.

If you are not Bismark South Dakota's spouse or state registered domestic pariner, please email sir@seatile gov and indicate that you wish to be removed from this license; for reference,
include both keys above in your email

For more information about Seattle Short-Term Rental Licensing please visit https-/iwww seattle gow/business-regulations/short-term-rentals. If you have questions about Short-Term Rental
licensing, please contact customer service at 206-386-1267 or str@seattle.gov.

Thank you
City of Seattle
Regulatory Compliance & Consumer Protection

Related Person Validation

, Contact 5 Application
Infermation Information

w

4 Record Issuance

Step 2: Application Information > Application Information

# Indicates a required field

RELATED PERSON VALIDATION

* Please enter the Verification Number this application is
related to:

Save and Resume Later Continue Application »
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After you enter the first number, the second field becomes available. Enter the second number from the
email in the newly available field and click the “Continue Application” button

Bismark South Dakota: Spouse/State Registered Domestic Partner Validation noex & O
STRTestDoNotReply <STRTestDoMotReply@seattle. gov=> 11:11 AM (2hours ago) ¥ &
tome ~

Y\ Seattle
IV Finance &
Administrative Services

Hello,
Qur records indicate that you were added as the spouse or state registered domestic partner of Bismark South Daketa for a City of Seattle Short-Term Rental Operator License. Spouses and
state registered domestic partners of applicants and members are required to be validated
If you are Bismark South Dakota's spouse or state registered domestic partner, please follow the steps for validation listed below.
1. Log in to the Seattle Services Portal or create an account https://cosaccela seattle. goviportal/
2. Find the "Create New" section on the Home screen, and select "Licenses - Short Term Rentals”
3. Click on "Short-Term Rentals and B&Bs" to expand the record selections, then select "Related Person Validation” and use your keys below.

iR—OPAP-IE-UDMM

If you are not Bismark South Dakota's spouse or state registered domestic partner, please email str@seattle gov and indicate that you wish to be removed from this license; for reference,
include both keys above in your email

For more information about Seattle Shert-Term Rental Licensing please visit https://www seattle govibusiness-requlations/short-term-rentals. If you have guestions about Short-Term Rental
licensing, please contact customer service at 206-386-1267 or stt@seattle gov

Thank you
City of Seattle
Regulatory Compliance & Consumer Protection

Related Person Validation

1 Contact 2 Application q
Information Information :

Step 2 : Application Information > Application Information

* Indicates a required field

RELATED PERSON VALIDATION

* Please enter the Verification Number this application is o STR-OPAP-18-000164
related to:

Please enter the Verification Key provided in the email.: ﬂ

Save and Resume Later Continue Applic;
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Review the information entered to confirm it is correct. If changes are needed, click the edit button in
the section that needs changing. Click the “Edit” button.

Related Person Validation

1 Contact 2 Application

Infarmation Information 2 Review 4 Record lssuance
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

Related Person Validation

Contact Iﬂll

Individual

test! seasir

700 5th ave
SEATTLE, WA, 98101
United States

Primary Phone: (+1)206-684-5982
Email:dpd_test_accela@seatile.gov

RELATED PERSON VALIDATION

Please enter the Verification Mumber this application is STR-CPAP-18-000164
related to:
Please enter the Verification Key provided in the email.: 1

I agree that the information provided is true and correct, and agree that | am in compliance with City of Seatfle Ordinance 125480 and all asscciated Director's Rules.

By checking this box, | agree to the above cerification. Date:

Save and Resume Later Continue Application »
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Once you have reviewed the details, and confirmed the information is correct, check the box at the
bottom of the page, then click the “Continue Application” button.

Related Person Validation

Contact Application . 4 Borord lecimnee
! Infarmation 2 |nformation 3 Review SRR e
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

Related Person Validation

Contact E3

Individual

testl seasir

700 5th ave

SEATTLE, WA, 98101

United States

Primary Phone:(+1)206-654-5982

Email-dpd_test_accela@seattle gov

RELATED PERSON VALIDATION

Please enfer the Verification Mumber this application is STR-OPAP-13-0001564
related to:
Please enfer the Verification Key provided in the email.: 1

| agree that the infermation provided is true and comect, and agree that | am in compliance with City of Seatile Ordinance 125490 and all associated Direclor's Rules.

y checking this box, | agree fo the above cerdification. Date: 12/25/2015

Save and Resume Later Continue Application »
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The thank you page loads and indicates you have completed all of the required information.

Thank You

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

Item

Record Number:
STR-OPRV-18-000045

2.4: Unit management

After all members and spouses/state registered domestic partners complete validations, the applicant
will receive an email indicating the application is in a status of “pending” and is ready to add units.

2.4.1.

After logging in, from the Seattle Services Portal homepage, click the “My Records” tab and select
“Licenses — Short Term Rentals.”

Seattle Services Portal

M Home IEMy Records @Help

My Records Overview tents  Logged in as:test2.seastr@gmail.com  Collections (0) ™ Cart (0) Account Management REGIT

Building Tune-Ups
Search A g P

Complaints - Building & Property

Licenses - Short Term Rentals

Welcom ~[jcenses - 1axi & For-Hire
You are |

Licenses - Trade & Equipment

Permits - Parking & Truck

h . T
+ Cl permits - Street Use Schedule Q_ Find Existing

» Buil Permits - Trade, Construction & Land Use 3hedu|e an inspectior_l or appeointment = Complaints - Building & Property
« Cor your record number in the search box « Licenses - Short Term Rentals

. Lice Rental Housing Registration (RRIO) e « Licenses - Taxi & For-Hire
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2.4.2.
Locate the license application, and click “Add/Edit Units or Manage License.”

Seattle Services Portal

frHome = #=My Records @Help

nAnncuncemems Logged in as:test2 seastr@gmail.com Collections (0) ™ Cari (0) Reporis (1) v  Account Management  NEZGIT

My Short Term Rental License Records

Showing 1-10 0f 27 | Download Results | Addto Collection | Add to cart

Expirati
| | Date Record Number  Record Type Description Project Name Dx:alm o Status Action Short Notes
— ate
Short-Te Rental
STR.OPAP18. ort-erm Henta ) - .
|| 12312018 000177 Operator License Pending Add/Edit Units or Manage License
Application

Select “Unit Amendment” and then click the “Continue Application” button.

Seattle Services Portal

#AHome =My Records @Help

JH Announcements  Logged in as:test2.seastr@gmallcom  Collections (0) ¥ Cart (0) Reports (1) ¥ Account Management  JEGLITE

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 | i#] Unit Amendment

Continue Application »
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2.44.

The next page displays the contact information for the applicant. Click the “Continue Application”
button.

Unit Amendment

ﬁ?g};‘;‘m 2 Application Detail 3 Revie 4 Pay Fees 5 Record Issuance

Step 1: Contact Information > Cotnact Information

* Indicates a required field

Applicant

To add new contacts, click the Select from Account or Add New butten. To edit a contact, click the Edit link.
Business Member
Address: 123 Member St
SEATTLE. WA, 48483
Email: test2.seastr@gmail.com

Primary Phone: (+1)479-945-8545
Secondary Phone:

Save and Resume Later Continue Application »

2.4.5.
The next page displays an interface to add units. Click the “Add Unit” button.

Unit Amendment

ﬁ?g},ﬁmﬂ 2 Application Detail 3 Reviev 4 Pay Fees

Step 2 Application Detail > Application Detail

UnitManagement

If you are registering units operated before September, 30, 2017, please enter those units first. The first unit you enter will determing your primary region

| Details |

Remove

| Unit Record 1D

Address

Description H Registered Date ” Status H Type |

| ‘ Add Unit I Complete Submission ‘F\ease click the Complete Submission button once you have finished entering your units

Save and Resume Later
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2.4.6.
A window appear to enter address fields. Street number and street name are required fields. Then click
the “Search Address” button.

nept

Sireet Mumber Sireet Prefic Street Mame Sireet Type Street Suffix
700 v | |/5th AVE v v | Clear Address || Search Address |

1

before September, 30, 2017, please enter those units first. The first unit you enter will determine your primary region

2.4.7.
The window then displays search results for addresses within the city of Seattle. Select the radio button
to the left of the address that matches your unit, then click the “Select Address” button.

Street Mumber Sireet Prefec  Sireet Mame Sireet Type Street Suffix
h 1
A 700 v| 5t AVE v v | Clear Address | Search Address
[ [Address | [ |

700 5th Ave, Seattle, Washington, 28104 -122 328826111857 47 6045217940815

] i = -122.24747074837 47 6265705531786

53| | (8] 700 5th Ave S, Seattie, Washington, 03104 -122.327640855515 47 5O54300954758

700 5th Ave W, Seattle, Washington, 85112 -122. 383236198004 47 5257826920830
Select Address
Cancel

The window loads for entering details about the unit. Additional fields display and become required
depending on selections made. Complete all required fields, and then click the “Verify Unit” button.

Sireet Number Street Prefix Sireet Mame Street Type Street Suffic

700 ¥ 5th AVE v g v Clear Address

Unit Record ID Registered Date
Region In Seatlle
Type STR Status

Praperty Type Mother-In-Law M
Unit Number B

Unit is the back yard cottage. Entry via the path to the right of the

Description main house.
i
Primary Residence Yes (g) No®
RRIC Ragistration 123-123456 FEETE LA RRIO Addrass Recard Not Foung
Mumber of Bedrooms 1 " :;’?’{‘:'{:‘:;_2;3\“ Unit. Yes (g) No®
Have you been aperaing this unit prior to September 30 Yes @ Mo
20177 ®
| certify that | am the owner of this unit I~

I
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2.4.9.

If the unit fails to verify, then red highlighted text will display at the top of the screen. If the unit passes
verification, then green highlighted text will display. Once the unit is verified, click the “Save” button.

This unit has been verified

SETFIGEeT Street Prefic Street Name Street Type Street Suffix

D I T

Unit Record ID Registered Date
Region In Seatile
Type STR Status Verified

Property Type Mother-In-Law v

Unit is the back yard cottage. Entry via the path to the right of the
Description main house.

Primary Residence 0 Yes @ "

RRIO Registration 123-123456 Record Not Found RRIO Address Record Not Found

Number of Bedrooms

|

I Matherin-Law Ut~ ves o No
is it attached? . .

fimve ot bas cpmaiing ok bkt prioc el SN ez N ) o

| gertify that | am the owner of this unit "

| save || cancel |

2.4.10.

After saving, the unit is added to the Unit Management page. To add another unit, follow steps 2.4.5-
2.4.9 again. Once all units are added, click the “Complete Submission” button. Green text will display
indicating the submission was completed successfully.

If you are registering units operated before September, 30, 2017, please enter those units first. The first unit you enter will determine your primary region

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

B-700 5th AVE S Unit is the back yard cottage. Entry via the path fo the right of the
main house.

Strest Number 700 Street Prafix
Street Name 5th Sireet Type AVE
Strest Suffix s Unit Number 5
Unit Resord ID: Registerad Date 1213172013
Property Type Mother-In-Law Status Varified
Description Unitis the back yard cottage. Entry via the path to the right of the  Type STR

main house.
Region In Seatile Primary Residence No
Other Type RRIO Registration 123123458
Number of Bedrooms 1 RRIC Address Recard Not Found
Have you been operating this unit prior to September 30, 20177 Yes If Mother-n-Law Unit, is it attached? No
1 certify that | am the owner of this unit Yes

| certify that | have permission from the owner to operate this unit. No
Washington State Transient Accomadation

| p——
| Ada unit||| complete Submission |

Save and Resume Later Continue Application »
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2.4.11.
Click the “Continue Application” button.

If you are registering units aperated before September, 30, 2017, please enter those units first. The first unit you enter will determine your primary region

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

B-700 5th AVE S Unit is the back yard cottage. Entry via the path to the right of the
main house.

123112018

Street Number 700 Sireet Prefic
Strast Name Sth Strest Type AVE
Strest Suffix s Unit Number B
Unit Reoord ID: Registered Date 1273112018
Proparty Type Mother-In-Law Status Varified
Description Unitis the back yard cottage. Entry via the path to the right of the  Typa sTR

main house.
Region In Seatiie Primary Residence No
Other Type RRIC Ragistration 123-123456
Number of Bedrooms 1 RRIC Address Record Not Found
Have you been operating this unit prior to September 30, 20172 Yes If Mother-n-Law Unit, is it attached? No
1 certify that | am the owner of this unit Yes | certify that | have permission from the owner to operate this unit. Mo

Washingten State Transient Accomodation

| Add untt || complete Submission |

Save and Resume Later Continue Application »

2.4.12.
Review the information entered. Note: Units entered do not display on this page. To make edits to the
information entered, click the “Edit” button or click on the “Application Detail” breadcrumb.

Unit Amendment

Contact
Information

1 z Application Detail 3 Review 4 Pa

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

Individual

Business Member
123 Member St
SEATTLE, WA, 48483
United States

Primary Phone:(+1)479-945-8548
Email test2 seastr@gmail.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

(7] By checking this box. | agree to the above certification. Date

Save and Resume Later Continue Application »
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2.4.13.
When all of the information has been reviewed, click the check box indicating you agree to the
certification, and then click the “Continue Application” button.

Unit Amendment

1 2 Application Detall 3 Review 4 Pay Fees 5 Record Issuance

Contact
Information

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

Business Member
123 Member St
SEATTLE, WA, 48483
United States

Primary Phone: (+1)479-945-8548
Email:test2 seastr@gmail.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.

|IZI By checking this box, | agree o the above certification. | Date: 12/31/2018

Save and Resume Later Continue Application »




CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

2.4.14.
The Application Fees page loads. Click the “Check Out” button to pay for the license.

Unit Amendment

1 ﬁ?gliligﬁon 2 Application Detail 2 Review 4 Pay Fees 5 Record Issuance

Step 4 : Pay Fees

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

Application Fees

Fees Qty. Amount
STR Operator Legacy License Fee 1 $75.00
TOTAL FEES: $75.00

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

Check Out » |

2.4.15.
The Cart page loads. Click the “Edit Cart” button if you need to make changes to your cart, or click the

“Checkout” button to proceed to entering payment information.

Cart

1 Select item to pay 2%

Step 1: Select item to pay

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

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

PAY NOW

No Address

1 Application(s) | $75.00
»  Unit Amendment Total due: $75.00
18TMP-159517

$75.00




CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

2.4.16.
Enter Payment information, and then click the “Submit Payment” button.

Payment Options

Amount to be charged: $75.00
(® Pay with Credit Card

Credit Card Information:

* Card Type: * Card Number: ©  * Security Code: (7]
Visa v 123

* Name on Card: # Expiration Date:
Name Oow | | 2020r

Credit Card Holder Information:

“lAuto-fillwith | g gjness Name

Country:
United States v

* Street Address:
123 front st

* City: * State: * Zip:
SEATTLE WA 48493

* Phone:

i+ 1 ]

Email:

Submit Payment »




CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

2.4.17.
The Thank You screen loads.

Seattle Services Portal

fArHome =My Records @Help

n Announcements  Logged in astest? seastr@gmail com

Thank You

@ We received your information.

ltermn

Record Number:



CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

2.5: Viewing the license
2.5.1.

To view the license, click the “My Records” tab and select “Licenses — Short Term Rentals.”

Seattle Services Portal

f*Home =My Records @Help

My Records Overview wnnouncements  Logged in as:test2 seastr@gmail.com
Building Tune-Ups
Complaints - Building & Property

Thant | Licenses - Short Term Rentals |
Licenses - Taxi & For-Hire
@ Licenses - Trade & Equipment

Permits - Parking & Truck

Permits - Street Use
[tem Permits - Trade, Construction & Land Use

Rental Housing Registration (RRIO)
Record b

R

C



CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

2.5.2.

The My Records section will now include a record for the short-term rental operator license application,
the unit amendment record, a record for each short-term rental unit, and the short-term rental operator
license. Click on the record number for the short-term rental operator license.

Seattle Services Portal

#AHome ¥EMy Records  @Help

JA Announcements  Logged in as:test2.seastr@gmail.com  Collections (0) ¥ Cart(0) Reports (1) ¥ Account Management [RESLIE

My Short Term Rental License Records

Showing 1-10 of 30 | Download Results | Addto Collection | Addto cart

Expiration

|| Date Record Number  Record Type Description Project Name Date Status Action Short Notes
STR-STUN-18- Short-Term Rental Short-Term .
L] 12812018 0445 Uit Rental Unit Aetve
Short-Term
STR-OPLI-13- Short-Term Rental Rental
1213172018 12/3112019 Acti Add/Edit Units or M Li
o 000053 Qperator License Qperator cive 1t 1nis or Manage License
License
STR-UNAM-18- ;
|| 123172018 000086 Unit Amendment
Short-Term Rental
STR-OPAP-18- .
|| 123172018 000177 Operator License Issued

Application



CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

2.5.3.
The record details page loads. Click “Attachments.”

Record STR-OPLI-18-000053

Short-Term Rental Operator License

Record Status: Active
Expiration Date: 12/31/2019

Record Info:

Record Details Processing Status Related Records Attachments

FPayments:

Fees

Custom Component

Location

Record Details

Applicant: Project Description:
Individual Short-Term Rental Operator License
Business Member
123 Member St
SEATTLE, WA, 48483
United States



CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

2.5.4.
Click “Operator License report.pdf.”

Record STR-OPLI-18-000053 g o

Short-Term Rental Operator License

Record Status: Active
Expiration Date: 12/31/2019

Record Info:
Record Details Processing Status Related Records Attachments

Payments
Fees

Custom Component

Attachments

The maximum file size allowed is 500 MB

Name Record ID Record Type Entity Type Type Size Latest Update Action Entity
Short-Term Rental

Operator License STR-OPLI-18- Shert-Term Rental Operator Operator License - Operator License -
R d 40416 KB 1213172018 Actions v
report pef 000053 License ecor report STR-OPLI-18-
000053




CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

2.5.5.

Viewing will depend on your browser settings. In Chrome, the pdf downloads to the bottom bar of the
browser. Click on the pdf to open.

Attachments

The maximum file size allowed is 500 MB.

Mame Record ID

Operator License STR-OPLI-18-
report. pdf 000053

STR_024_Operator....pdf




CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

2.5.6.
Depending on your browser settings, the pdf may open in a new tab/window or in a PDF viewing
application.

0K

TEMPORARY

City of Seattle Short-Term Rental Operator
License
Number: IFFR.OFLL 500008
Expires: 12/31/2019

L
-

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 B

DAL LAD

F

GG A
bA

L
[

.,:,,“
FXRK



CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

Section 3: Bed-and-breakfast rental operator licensing

3.1: Bed-and-breakfast rental operator license application

3.1.1.

From the Seattle Services Portal homepage (https://cosaccela.seattle.gov ), find the Create New section,
and select “Licenses — Short Term Rentals.”

(ﬁﬁi Seattle.gov
., Mayor Jenny A Durkan

If you're expenencing difficulfies with the Seattle Services Portal, please read our Frequently Asked Questions |f you need technical assistance, please contact SeattleServices_|THelp@seattle.gov For ather

assistance, please see our list of support contacts

Seattle Services Portal

MAHome @My Records @Help

Search All Records

+ Create New

L Building & P ot

= Licensas . Short Tarm Ranfals

» Licensas - 11ade & [quipment

= Parmits - Parking & Truck

» Parmits . Trade, Construction & Land Use
= Renial Houzing Registration (RRIO)

3.1.2.

M Schedule

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

For more information, seée How to Schedule an
Inspection or Appointment.
For informahion an how o schedula a lamge

sign confirmabon. see How 1o Submil an
Environmental Sign Installabion Noliicalion

B Announcements 2, Reglster for an Account

Q Find Existing

= Complaints - Building & Property

» Licensas - Trade & Fquipment

= Parmits - Parking & Truck

» Pammits - Trade, Construction & Land Usa
= Fublic Notices

= Rentfal Housing Regisiration (RRIO)

Click Bed and Breakfast Rental Operator License Application then 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 please contact us.

« Short-Term Rentals and B&Bs

@ Bed and Breakfast Rental Operator License Application

O Operator Member Validation
O Platform License Application
O Related Person Validation

O Short-Term Rental Operator License Application

Continue Application »


https://cosaccela.seattle.gov/

CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

3.1.3.
Add a contact for this application by clicking the “Select from Account” button

* Applicant (required)

Add a contact for this application by clicking the "Select from Account” button. To add additional contacts to your account, go to
Account Management.

Save and Resume Later Continue Application »

3.1.4.
After contact has been added click “Continue Application.”

* Applicant (required)

Add a contact for this application by clicking the "Select from Account" button. To add additional contacts to your account, go to
Account Management.

« Contact added successfully.

Rainbow Bright

Address: 1420 Java Lane
Columbia, SC, 295204

Email: 1234@Gmail.Com

Primary Phone: (+1)123-456-7890
Secondary Phone:

Remove

Save and Resume Later Continue Application »




CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

3.1.5.
Under City Business License Details enter the “Customer Number.”

Bed and Breakfast Rental Operator License Application

Contact
Information

[}
o

2 Application Detail 3 Review 4 Record IssL

Step 2: Application Detail = Application Detail

* Indicates a required field

CITY BUSINESS LICENSE DETAILS

IT you do not know your Customer Number, you can search for it 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 43 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.

* Customer Number:

Customer Number Status:

—Select— v
Does the account have unpaid balances and/or unfiled (O Yes (O No
taxes?:
Open Date: s
&=
3.1.6.

Under Member List: If completing as an individual, this section is not required.

MEMBER LIST

If completing as an individual, this section is not required. If completing as an erganization, list all members including yourself if you are
a member.
Showing 0-0 of 0
First Name Last Name Email Address

Na records found.

Edit Selected [l Delete Selected



CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

3.1.7.

If completing as an organization, list all members including yourself (if you are a member) by clicking
“Add A Row.”

MEMBER LIST

If completing as an individual, this section is not required. If completing as an organization, list all members including yourself if you are
a member.

Showing 0-0 of 0

First Name Last Name Email Address

No records found.

Edit Selected || Delete Selected

Add First Name, Last Name and Email Address and click “Submit.”

MEMBER LIST

If completing as an individual, this section is not required. If completing as an organization, list all members
including yourself if you are a member.

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

Rainbow Bright 123@gmail.com

s |




CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

3.1.8.
Once Members are added, click “Continue Application.”

MEMBER LIST

If completing as an individual, this section is not required. If completing as an organization, list all members including yourself if you are
a member.

Showing 1-1 of 1
[ ] First Name Last Name Email Address

] Rainbow Bright 123@gmail.cem Actions v

Edit Selected [l Delete Selected

Save and Resume Later Continue Application »

3.1.8.1.

The member(s) listed will receive an email to verify their identity; this is called operator member
validation. Members will need their verification number and verification key provided in an email from
the City of Seattle. See Section 2.2 for member validations. Note: Bed-and-breakfast members will not
be required to answer questions about the member’s spouse/state registered domestic partner.

3.1.9 On the Bed-and-breakfast Rental Operator License Application page, review each section. If there
are errors, click the “Edit” button to correct the errors.

3.1.10. Once application is complete check the box to agree to the above certification, then click
“Continue Application.”

| 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.

| By checking this box, | agree to the above certifrcation.l Date: 12/27/2018

Save and Resume Later | Continue Application » |




CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

3.1.11.

Application is submitted. Note: The application is not complete, and additional action is still required. All
members are required to complete their validations within 60 days. Once all are validated, the applicant
will receive an email with notification that the application is available to have units added. See Section
2.4 for Unit Management. Required fields for bed-and-breakfast units are slightly different than short-
term rentals.

Thank You

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

ltem

Record Number:
STR-BB-OPAP-18-000060



CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

Section 4: Platform licensing

4.1.

From the Seattle Services Portal homepage (https://cosaccela.seattle.gov ), find the Create New section,
and select “Licenses — Short Term Rentals.”

(ﬁﬁi Seattle.gov
., Mayor Jenny A Durkan

If you're expenencing difficulfies with the Seattle Services Portal, please read our Frequently Asked Questions |f you need technical assistance, please contact SeattleServices_|THelp@seattle.gov For ather

assistance, please see our list of support contacts

Seattle Services Portal

MAHome @My Records @Help

Search All Records

+ Create New

L Building & P ot

= Licensas . Short Tarm Ranfals

» Licensas - 11ade & [quipment

= Parmits - Parking & Truck

» Parmits . Trade, Construction & Land Use
= Renial Houzing Registration (RRIO)

4.2.

™ Schedule

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

For more information, seée How to Schedule an
Inspection or Appointment.
For informahion an how o schedula a lamge

sign confirmabon. see How 1o Submil an
Environmental Sign Installabion Noliicalion

B Announcements 2, Reglster for an Account

Q Find Existing

= Complaints - Building & Property

» Licensas - Trade & Fquipment

= Parmits - Parking & Truck

» Pammits - Trade, Construction & Land Usa
= Fublic Notices

= Rentfal Housing Regisiration (RRIO)

Click on Platform License Application and then 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 please contact us.

+« Short-Term Rentals and B&Bs

O Bed and Breakfast Rental Operator License Application

O Operator Member Validation

| ® Platform License Application |

O Related Person Validation

(O Short-Term Rental Operator License Application

Continue Application » |



https://cosaccela.seattle.gov/

CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

4.3,
Add a contact for this application by clicking the “Select from Account” button.

* Applicant (required)

Add a contact for this application by clicking the "Select from Account” button. To add additional contacts to your account, go to
Account Management.

Select from Account

Save and Resume Later Continue Application »

4.4,
After contact has been added click “Continue Application.”

* Applicant (required)

Add a contact for this application by clicking the "Select from Account” button. To add additional contacts to your account, go o
Account Management.

+ Contact added successfully.

Rainbow Bright

Address: 1420 Java Lane
Calumbia, SC, 29204

Email: 1234@Gmail.Com

Primary Phone: (+1)123-456-7890
Secundary Phone:

Remove

Save and Resume Later Continue Application »
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4.5,
Under Location Info click “Yes or No” to indicate if you have an office in the city of Seattle.

Platform License Application

Contact

Information 2 Application Detail 3 Review 4 Record Issuance

Step 2 : Application Detail = Application Detail

* Indicates a required field

LOCATION INFO

* Do you have an Office in the City of Seattle?: () Yes (@ No

4.6.1.
If yes: Enter the address and click “Search.”

Address

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

* Number: Prefix: * Street Name: Type: Suffix: Unit No.:
—Selew —-Selectw —Sw




CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

4.6.2.
Under City Business License Details enter the “Customer Number.”

CITY BUSINESS LICENSE DETAILS

If you do not know your Customer Number, you can search for it at this website: https.//Aww.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.

* Customer Number:

Customer Number Status: —Select—- -
Does the account have unpaid balances and/or unfiled QO Yes O No

taxes?:

Open Date: —

After entering the customer number, click “Continue Application” in the bottom right corner of the
page.

Continue Application »

4.8.
On the Platform License Application Review page, review each section. If there are errors, click the
“Edit” button to correct the errors.

4.9.
Once application is complete check the box to agree to the above certification then click “Continue
Application.”

| 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.

| |+ By checking this box, | agree to the above certification. Date: 12/27/2018

Save and Resume Later Continue Application »




CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

4.10.
Application is submitted.

Thank You

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

700 5TH AVE

Record Number:
STR-PLAP-18-000027
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Section 5: Account management

5.1: Adding contacts to account
5.1.1.

From any page in the Seattle Services Portal, click on “Account Management” in the upper right side of
the page.

Seattle Services Portal

fArHome EMy Records @Help

JA Announcements  Logged In as:test2.seastr@gmall.com  Collections (0) ¥ Gart (0) Account Management

Search All Records

Welcome, test2.seastr@gmail.com
YYou are now logged in.

+ Create New [¥1Schedule Q, Find Existing



CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

5.1.2.
Scroll down to the “Contact Information” section and click the “Add a Contact” button.

Manage Your Account

Your current account information is shown below. Click an Edit button to update information within a section

Account Type

Seattle Services Portal

Login Information
User Name: test2 seastr@gmail.com
Email test2 seastr@gmail.com
Password: T
Security Question: what city are you in
License Information

‘You may add professional license(s) to your account by clicking the Add a License button. Ve may need to validate your professional license(s) before you can use it.
Showing 0-0 of 0
License Number License Type Expiration Date Status Action
No records found.

4 3

Contact Information

If you want to change your primary contact, see Get Support

Showing 1-9 of 9 | Download Results
First Name Last Name Business Name Action

Business Name Actions v
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5.1.3.
A new window opens. Select a contact type then click the “Continue” button.

Select Contact Type

= Tung:

Individual

Discard Changes

5.1.4.
Enter the required contact fields then click the “Continue” button.

Contact Information X
* First: Middle: * Last:
Contact Added

* Address Line 1:
123 5th Strest

Address Line 2

* City: * State: * Zip:
SEATTLE WA 93101
Country:

United States -

* Primary Phone: Secondary Phone:

1 |} 1
555-555-5555

* Email:
| contact@added com|

Discard Changes




CITY OF SEATTLE SHORT-TERM RENTAL LICENSING

5.1.5.
The contact is added to the contact list and can be used in applications.

Contact Information

If you want to change your primary contact, see Get Support.

Showing 1-10 of 10 | Download Results

First Name Last Name Business Name Action
Business Name Actions =
- - Actions v
Actions =
- Actions v
— — Actions =
- Actions v
— Actions
Contact Added Actions =
— — Actions v
- Actions =
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