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Applying for a City of Tempe Short-Term Rental License 
1.  Go to www.tempe.gov/shorttermrentals and review the information available on our Short-Term Rental License.  

a. Be sure to save the following documents to your computer prior to starting the application:  

i. Proof your rental is registered with the Maricopa County Assessor (screenshots are accepted). 

ii. Proof of, at least, $500,000 liability coverage either from your own insurance company or proof from the online 

lodging marketplace where your property is advertised (screenshots are accepted).  

iii. Proof of Lawful Presence in the United States (Driver’s License, Passport, etc..)  

2. After reviewing the information and saving your documents to your computer, click on the “Apply” button to access the City of 

Tempe Accela Citizen Access Portal. 

 

 

 

 

 

 

http://www.tempe.gov/shorttermrentals


3. Once you are on the online portal, you will need to register for an account. To register, click “Create an Account.”  

 

4. Fill out the following fields, click the checkboxes next to “I have read, understand, and agree to the Terms of Service” 

and “I’m not a robot” to proceed to the next step.  

 

 



5. Select either Individual or Organization as the contact type for your account. Please note that selecting “Organization” requires a 

Mailing Address and a Business (Main) Address. If both addresses are the same, you will still need to enter both.  

 

6. More fields will appear once a Contact Type has been selected. Fill out the contact information fields as well as the address fields. 

To select an address type, click the dropdown box for “Address Type” and choose from the dropdown.  

 



7. If you selected “Individual” as the contact type and added your Mailing Address, you can click “Submit” at the bottom of the 

page. If you selected “Organization” as the contact type and added your Mailing Address, you will need to click “+ Add Address” 

to add the Business (Main) Address, then click “Submit.”  

 

8. Your Registration is complete! You can now apply for the City of Tempe Short-Term Rental License. To access the application, log 

in using the information you just submitted and click on “Short-Term Rentals” near the top of the white screen.  

 

9. Click on “Create an Application.” 

 

 

 

 

 



10. Fill in all necessary address fields for your Rental Property Address. 

 

 

 



11. To add your contact information from the registration process, click “Select from Account.”  
 

 
 

 

12. A new window will pop up where you will select a Contact Type from the dropdown box labeled “Type.” If you are the Property 

Owner and Emergency contact for your property, you will first select “Property Owner” and click “Continue”, then you will repeat 

this process and select “Emergency Contact.” 

 

 



If your Emergency Contact will be another party, select “Add New” and follow the steps to manually enter in their information.  

 

13. Once you see the two green check marks by the Required Contact Type section, click “Continue Application” to proceed.  

 

 

 

 

 

 



14. At this point in the application, you will be required to enter your Transaction Privilege Tax (TPT) number and other information 

about your property including where/how you list it for rent. If you have multiple properties under one TPT number, you can 

enter the Location Code, however it is not required for the application. Be sure to read through the Affidavit section and check 

each box before clicking “Continue Application.”   

 



15. On the next page, be sure to read through the Prohibited Uses section and check the box below before clicking “Continue 

Application.”  

 

 

 

 



16. Once on the Documents page, you will click “Add” to add all required documents to your application. If you did not save the 

required documents to your computer prior to the application, gather them and save them to your computer in a folder that is 

easy to find.  

 



 

17. After clicking “Add” a new window will pop up. You will click “Add” on this window to bring up your computer’s file explorer.  

 

18. Select all necessary documents, then click “Open” in your file explorer (on a Windows computer) to add them to the application. 

Click “Continue” as shown below. 

 



19. Once back on the main application, you will need to go to each document and select the appropriate type with the “Type” 

dropdown and give a brief description for each. Once all three have their Type and Description, click “Save.”  

 

20. When your Attachment section looks like this, click “Continue Application” in the bottom right.  

 



21. You will be directed to the Review page of the application. Scroll through and make sure all information is correct. At the bottom, 

read the certification section and check the box to electronically sign the application and click “Continue Application” to be 

directed to payment.  

 

22. Click “Check Out” on this window to be directed to the shopping cart for check out.  

 

 

 



23. In the shopping cart, you will click “Checkout” again to be re-directed to the payment processor. (NOTE: If you are submitting 

multiple applications for multiple properties, you must pay for each individually. You will not be able to add each fee to the 

shopping cart and make one lump sum payment.) 

 

 


