
 

 
 
 
 
 

VACATION RENTAL PERMIT PROCESSING WORK ORDER 
 
 
Date: _________________________ 
  
Vacation Rental Property:   
 
Subject Property Address____________________________________________________________APN_______________________ 
 
New or Existing Rental?     New_______  Existing_______       In the Live Oak Designated Area (LODA*)?     Yes_______ No________ 
 
*Note: Inside the Live Oak Designated Area (LODA, map attached), which is a special district within the County’s jurisdiction, only 
applications for existing vacation rentals are being accepted before November 28, 2011. For all other areas in the County, 
applications are being accepted for existing and new vacation rentals until November 28. After November 28, all applications for all 
areas in the County will be considered as “new”. 
 
ALL REQUESTS TO PROCESS EXISTING VACATION RENTAL APPLICATIONS MUST BE RECEIVED BY NOVEMBER 21, 2011. 
 
Requestor/Client Info: 
 
Name_________________________________________Address____________________________________________________ 
 
Phone_______________________________Email_______________________________________________________________ 
 
 
Owner of Subject Parcel Info (if same as above, please write “same as above”): 
 
Name_________________________________________Address____________________________________________________ 
 
Phone_______________________________Email_______________________________________________________________ 
 
 
Required Application Documents: All of the following items/documents must be provided to Hamilton Swift in order for your 
application to be submitted. Please indicate which items are being provided with this contract: 
 
 Owner-Agent Form (attached)  
 24-Hour Contact Person Info Form (attached) 
 Safety Certification Form (attached) – must be completed by property owner, agent, or Certified Home Inspector 
 Copy of Rental/Lease Agreement – may require modifications to meet Vacation Rental Ordinance requirements 
 Set of plans (site plan & floor plan) – leave unchecked if Hamilton Swift will be preparing plans 
 Check made payable to the “County of Santa Cruz” for submittal, amount left blank – required for application submittal 
 Existing rentals only: Proof of operation prior to April 5, 2011 – at least one of the following: 

 Transient Occupancy Tax (TOT) Certificate of Payment 
 Transaction Receipts 
 Guest Register 
 Other___________________________________________________________ 

 Existing rentals only: Proof of unpaid TOTs, if applicable 
 New rentals only: Transient Occupancy Tax (TOT) Registration Certificate – must be obtained prior to application submittal 
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Payment Terms & Fees: 
 

 Application preparation and submittal: $400 
                Includes: 

 Initial ½ hour consultation with client (in-person meeting or phone) 

 Collection and review of application materials (modifications to materials where necessary)* 

 Preparation of application form and packet* 

 Submittal of application to County 

 Facilitation of application processing 
*Preparation of plans extra (see below) 

 

 Preparation of required plans:    $300 (per unit, under 1,500 sf) 
 $350 (per unit, 1,500 sf – 2,500 sf) 
 $400 (per unit, 2,500 sf – 3,500 sf) 

                Includes: 

 Site visit and as-built measurements of structure 

 Drafting of site plan and floor plan, per County Vacation Rental Ordinance requirements 
Plans for units larger than 3,500 sf will be prepared on an hourly basis. 

 
Services not included in above pricing, but can be completed at hourly billing rate: 

 Application appeals 

 Correspondence with Tax Collector regarding unpaid TOTs 

 County Application Fees ($289 for existing, $441+ for new) 

 Addressing unpermitted work, if applicable 
Services not included: 

 Building inspection or building code compliance 

 Structural inspection 

 Verification of property boundaries and topography 

 Verification of Title or other deeds information 

 Geologic or geotechnical services 

 Appraisal of property 

 Other services not directly related to Land Use Planning within Santa Cruz County 

 Analysis of financial feasibility of development alternatives 
 

TOTAL FEE FOR SERVICE: $                     __     Deposit due with contract (50%): $                ___   
 
Remaining 50% of total fee will be collected upon submittal of application. 
 
Please sign and return this contract and we will begin immediately upon receipt of the executed document. By signing this contract, 
client agrees to the fees and payment terms described herein.  Should the executed Agreement not be returned to this office within 
30 days from the above date, said terms therein shall remain only at the discretion of Consultants. Please note services beyond the 
inclusions of this work order can be provided for an additional hourly rate. Thank you for your business, we look forward to working 
with you on this project. 
 
Sincerely,       Authorized by: 
 
 
        Sign:_______________________________  Date__________ 
John Swift or Deidre Hamilton           Print:  
Principal 
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