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Sample Permit



Detailed steps to request a Short-Term 

Rental Permit.  

Please proceed to the next page for 

pictorial instructions.
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Step 1. CREATE new account 
or 

LOG into your existing account.

Step 2. Select Short Term Rental under 
Application Assistant on the Dashboard

Step 3. Under Short Term Rental, select Short 
Term Rentals - Condo (if this is a condominium 

application), or Short Term Rentals  
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Step 4. The LOCATIONS screen will display

Under add Location, select + icon inside blue box

Step 5. Under Add Address As Screen

• Enter physical business address for Short-
Term Rental location, then select Search 
(please see example).  

• DO NOT Enter address Manually

DO NOT select!!

Click Enter or 

Select the search 
magnifying glass

Step 6.   Verify correct  address, then select ADD
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Step 7. Address and Parcel Number should 

display IF previous step was completed 

correctly (see example).

Select Next

Step 8. The Permit Details screen will 
display.  The Permit Type automatically 
defaults to the option selected at the 

beginning of the application (Short Term 
Rentals or Short Term Rentals-Condo).

Step 9. Enter Description 

• (Example: “Three (3) bedrooms, two (2) 

baths home used on a part time basis for 
short term rentals. The unit will house a 
maximum of 5 guests, with each room 
housing 1-2 guests.”)  

Select NEXT 
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Step 10. The CONTACTS screen will display.  

The Property Owner’s information is required.

From Add Contact under Owner, select +
icon inside blue box

Step 11. Owner (*Required)

• Enter the property owner’s name in the 
search field as it appears on your 
Assessor’s records. (*Note: the owner of 
the property must be the short term rental 
operator).

• Select SEARCH

Jane Doe
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Step 12a. You may also verify the property 
owner’s information via the City Assessor’s 

office by accessing the following link: 
Richmond Zoning Map.  

Step 12b. You can also access the Zoning 
Map via the City Assessor’s page by visiting 
www.rva.gov, and navigating to the Assessor 

of Real Estate link under the Menu Bar.

Menu Bar
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Step 14. Property Owner’s information should 

display IF previous step was completed 

correctly (see example). 

*Adding an additional contact is optional.

Select NEXT 

Step 13.  Select the correct property owner’s 
information (your name should display as the 
Owner of the property in the results field)

Select ADD 

Jane Doe
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Step 15. The More Info screen will display. All 
areas indicated with (*) are required.

Please indicate the following:

1. Building Type

2. Number of Rooms to be Rented

3. Number of Smoke Detectors

4. Number of Carbon Monoxide Detectors

5. Number of Fire Extinguishers

6. Square Footage

7. Website or URL (if available)

8. Parking Spaces

Select NEXT

Select one option 

under Building Types

Number of sleeping 

rooms to be rented

for short term rental 

use.  Maximum of five 

(5) rooms, with a 

maximum of two (2) 

people per room.

Number of Smoke Detectors and 

Carbon Monoxide Detectors in 

each room.  Location(s) must be 

noted on submitted Plans.

Number of Fire 

Extinguishers in each 

room. Location(s) 

must be noted on 

submitted Plans.

Total dimensions 

Web link to your 

short term rental 

(e.g. www.RVA.gov).

Designated parking space(s)

3
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Step 16. The Attachments screen will display.  

Please note that the following are required 

attachments and must be uploaded to the portal:

• Proof of Residency

• Short Term Rental Affidavit

• Short Term Rental Floor Plan

List of acceptable documents (page 3)

Step 17. You can locate the Short Term Rental 

Affidavit under Supporting Documentation 

Zoning tab at the top of the dashboard page.

Print/complete form, SCAN/SAVE to 

computer/device, then upload/attach to plan in 

blue box.
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Step 18. Please complete all fields highlighted 

with:
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Step 19. Please complete all fields highlighted 

with:
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Step 20. Proof of Residency Documentation.  

All submitted documentation must meet the listed 

criteria.
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Step 21. Attach all required documents, as well 
as any additional documents that you may 
deem useful or essential.

*If the background is still blue in each required 
tile, the upload attempt was unsuccessful so 
please try re-uploading once again.

*If the background is white, select NEXT

HERE

White Background Blue Background

https://www.rva.gov/planning-development-review/online-permit-portal


Step 22. The SUMMARY screen will display.  

Once you have confirmed that all the 

information you input is correct, select SUBMIT. 

Step 23.  If changes are required to the 

application, you may save the submission as a 

draft (Select Save Draft).  This will save your 

current application, and will allow you to return 

at a later point to complete the process, after 

which you may submit the application.
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Step 24. Upon completion, you will receive a 

verified status (), along with a Plan Number.
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Step 25. 

• No fees are due at this time.
• Staff will review and begin 

processing your application.
• If all information is provided and 

complete, you will receive an E-
mail notification regarding your 
INVOICE.  Please submit your 
payment upon receipt of this 
notification.

• If incomplete, staff will email you 
for the additional information.

Plan Number: STR-050000-2022
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