SHAPE Short-Term Rental

PHX Operating Permit Application

User Guide

1. Log into the SHAPE PHX Portal

Note: After selecting the Login link, unregistered users will need to create an

account by clicking the Sign up now link.

SHAPE

PHX.

Apply For
New

Apply For Apply For

Permit New License

Operating
Permit

Welcome to SHAPE PHX Portal
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2. Once logged in, click the green Apply for New Operating Permit button.

SHAPE

PHX.

helpful informationtips for usage of the: new features below
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Apply For .
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Apply For Apply For New .

. . . Zoning Code Enforcement
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. Application Modification Complaint

Permit
Welcome to SHAPE PHX Portal FULL BALANCE ~ SEARCH/PAY F...
The new SHAPE PHX Portal provides a number of new Planning and Development Department online services for the residents of City of Phoenix. Please see some Balance

3. Select Business Operating Permit from the Registration Type list and click the green

Next button.

Registration Application

Cancel Select Registration Type

Please select the Registration type that you want to create

Select this if you want to obtain a business operating permit, like Short Term Rental.

Business Operating Permit

STR User Guide (JA249) Page 1 of 6 October 2023


https://shapephx.phoenix.gov/s/
https://phxadb2c.b2clogin.com/phxadb2c.onmicrosoft.com/B2C_1_SHAPE_PHX_SuSi_Prod/oauth2/v2.0/authorize?response_type=code&client_id=8adbd987-b962-489a-bc48-29e601798976&redirect_uri=https%3A%2F%2Fshapephx.phoenix.gov%2Fservices%2Fauthcallback%2FPHX_Azure_B2C&scope=https%3A%2F%2Fphxadb2c.onmicrosoft.com%2FSHAPE_PHX_PROD%2Fweb+https%3A%2F%2Fphxadb2c.onmicrosoft.com%2FSHAPE_PHX_PROD%2Fread+openid&state=CAAAAYllwshGMDAwMDAwMDAwMDAwMDAwAAAA9DrHdN9xYiXN8hZ82f4sHshs0LpIvX05tPeS3Z5NazRj17j8Uu36J-rkxJvfxRzDyMva4hHNZk8siC-H3wi1ZSPrJboWHCLiafW4xMzDbS0tsH3T_iyQxaEew5yMGKSLc91bf4Sc09m0Lfivkm9_D193bKRRNl2qizGrMqvn-uqp4tzGHRNmUDnVNFesOMvmnCx0i7xgtnHUSHr-2b_ngW17U_VlfDBSZF-ZHymohPDVuOetTUIK7yZ6YcxYe36I4qC4hziFiVzZFDR6uPkHR88%3D

S HAPE Short-Term Rental

PHX Operating Permit Application
User Guide

4. The Business Operating Permit Registration Application will open.

Your Application Progress | Business Operating Permit Registration Application | Save Progress & Exit
o STR Information STR Information cancel | [N
Your application for a Short-Term Rental Operating Permit will remain in draft status until all requirements have been met.
As you continue through the application process, there are documents that will be generated and will require action on your
Property Oowner Information part prior to submitting your application. Your application will remain in a draft status for up to 180 days.
Registration Type * Short Term Rental Operating Permit v
Property Management Applicant * E Trainer 103 X
Company Information

a. Complete steps 1-6 of the Short-Term Rental (STR) Operating Permit
application by either entering or selecting applicable information into the fields.
b. After all applicable fields have been completed, click the green Next button to
proceed to the next step of the application process.
Notes:
e All fields with a red asterisk (*) are required to be entered or selected
before moving on to the next step.
e When entering address information, the State and Province options will
change based on the Country or Territory selected. If your State or
Province is not listed, please ensure you have selected the appropriate
Country or Territory.

Your Application Progress

o STR Information

Property Owner Information

Secondary Emergency Contact
Information

For City Use Only

Submit Documents
Property Management

Company Information

Confirmation

Designee Information

Primary Emergency Contact
Information

5. At step 7 — For City Use Only. No information is required to be inputted, click the
green Next button to initiate an automatic email from the SHAPE PHX system to
receive required documents and instructions.
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Stop at step 8 — Submit Documents.

a. Click the Save Progress & Exit button to save your application.

Business Operating Permit Registration Application a. | saveProgress &Exit

Submit Documents Back m

I Do not use the back button at this time to modify application. If changes need to be made, a new application must be

started.

Upload Your Property Owner's Designee
Designee is authorized to act on behalf of owner

Upload Files

b. At this point, you should have received an email from SHAPE PHX with required
documents and instructions on how to complete your application.

Sandbox: Documents required to complete your Short Term Rental Operating Permit application
© Reply | € ReplyAl | —> Forward | | K ||+

@ City of Phoenix <donotreplyshapephx@phoenix.gov>
Tuee

Expires 11/27/2023

. Affidavit of Acknowledgement of Requirementsipdf SHPE Notice_of Inten_Letter_20230629.pdf .
W) wke %) 2k

Dear Trainer 103,

Prior to obtaining a Short Term Rental Operating Permit STR-2023-000192, the owner or owner's designee must send by certified mail, a NOTICE OF INTENT TO OPERATE A RENTAL to all neighboring properties for each property unit. Upon comp\etc n of this 'Notice of Intent! mailing, an
ATTESTATION OF NEIGHBORHOOD NOTICE COMPLIANCE and an AFFIDAVIT OF ACKNOWLEDGEMENT OF REQUIREMENTS must be included with your application submissions. Fill in and sign these forms so they can be loaded into your Short-Term Rental applicatio

Please log into the SHAPE PHX Portal, scroll down to find your 'In-Progress Registrations' and select ‘Continue' on STR-2023-000192 to submit the requested documents as noted abov

sincerely,
ity of Phoenix
Planning & Development Department

c. After requirements have been met, log back into the SHAPE PHX Portal.
d. On the SHAPE PHX Portal homepage, click the blue Manage In-Progress
Applications button and/or scroll down to the In-Progress Registration

section.
d-

e. Locate your application and click on the Continue link.

|| In-Progress Registrations I d

Short Term Rental Operating

STR-2023-000163 Barmit created 7/17/2023 Pending Payment Pay Now | View | Request Revision
i

AOP-05746 Annual Operating Permit created 8/16/2023 Pending Continue | Manage Sharing

AOP-05752 Annual Operating Permit  created 8/23/2023 Pending Continue | Manage Sharing
Short Term Rental Operati

STR-2023-000192 P it : o e created 8/29/2023 Pending Payment Pay Now | View | Request Revision
ermi
Short Term Rental Operat

STR-2023-000201 o : Tm RemalUPerating . eated 9/13/2023 Pending e Mraﬁ;lg('Sharil g
Permit -
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f. You will be taken to the Submit Documents (step 8) page. Upload all applicable
documents into the green Upload Files sections with the (*) red asterisk.
g. When finished, click the green Next button to proceed to the last step.

Business Operating Permit Registration Application ‘ Save Progress & Exit ‘

Submit Documents Back Next

Do not use the back button at this time to modify application. If changes need to be made, a new application must be
started.

Upload Your Property Owner’s Designee
Designee is authorized to act on behalf of owner

Upload Files

Upload Your Attestation of Notification Compliance (Notarized)
Notification to all neighboring properties and neighborhood associations and HOA's within 600 feet of STR

Upload Files

Upload Your Owner and Designee Signed Affidavit (Notarize < ’
Owner and Designee (if applicable) agree to comply with STR rules and attest to requirements of STR permit application.

Upload Files

Upload Your Map of Safety Equipment
Map showing the locations of the smoke detector, carbon monoxide, fire extinguisher, and other required safety equipment

Upload Files

Additional Documents
Please upload any other supporting documents that are not listed above.

Upload Files

7. At the Confirmation step (9), verify all information inputted is accurate and click on
the green Submit Registration Application button to submit your application.

Submit Registration Application
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The Acknowledgement window will open, read the Agreement, check the
Agreement box, and click the green | Agree button.

Acknowledgement
AGREEMENT: By clicking 'l Agree" | hereby certify | am acting on the owner's behalf and the information contained in this application is correct and accurate to the best of my knowledge. | understand if the submissions are deficient, they will not be
accepted for review or may be denied by the city of Phoenix and the fees are non-refundable.
D.J\- hat | ted the L policat ma +710g:

After a few seconds, scroll up to the top of the page. You will receive the STR
Operating Permit tracking number along with a confirmation that your application was
submitted. Proceed to click on the Back To Home button to return to the homepage.

Confirmation

Your Registration Application has been submitted and is now being processed. Your reference number is
STR-2023-000163.

Back To Home

10. At this point, your Registration will require payment. Payment can be made by clicking

on the green (A) Pay Now button or by clicking the (B) SHAPE PHX link in your
Required Payment Email sent to your email inbox.
Note: For an instructional video on how to make payment online, click here.

# REQUESTS SEARCH/PAY  RECEIPTS INVOICES PERMITS  COMPLAINTS  MORE v Q  search Balance: $660.00  Trainer 103  Logout

Apply For
Apply For New

Apply For Apply For Submit Code

Apply For Zoning Code Enforcement

Application Modification Complaint

New License Operating
Permit

Permit

Welcome to SHAPE PHX Portal FULLBALANCE  SEARCH/PAY F..

The new SHAPE PHX Portal provides 3 number of new Planning and Development Deparment online services for the residents of City of Phoeniz. Please see some Balance (A) I

helpful information/ips for usage of the new features below

STR-

ONLINE PERMIT APPLICATIONS 00753 s

PDD strives mit Applications as promptly as possible. P o fo ons relevant to your Permit

Application. Checking these first may help you move through the application pro Cur P Jisted below with the related referenc: STR-

materials. 2023 $250.00
000192
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Sandbox| Required Payment Email

. - : € Reply | % Reply Al | —> Forward 1

City of Phoenix <donotreplyshapephx@phoenix.gov> ) RePY ) Py A orvar o

To Tue 8/ 10:33 AM
Retention Poliy CoP Default 90 day delete (30 days) Expires 11/27/2023

(&) Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Dear Trainer 103,

Your Registration # STR-2023-000192 requires payment. Please access tfie SHAPE PHX pdrtal to view and pay your fees.

Sincerely,
City of Phoenix
Planning & Development Department

https://www.phoenix.gov/pdd

11.After Registration payment has been made, your submitted application will be
reviewed by Planning and Development Department staff. Upon approval, your permit
will be sent to your email on file. Print a copy of it. The permit must be displayed
unobstructed and clearly visible within 10 feet of the primary entrance inside of the
short-term rental property.
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