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 Code Enforcement 

SHORT TERM RENTAL CERTIFICATE OF USE 
APPLICATION INSTRUCTIONS 

 
1. Navigate to the Pinellas County Access Portal at https://aca-prod.accela.com/PINELLAS/Login.aspx.  

2. Sign in to your Access Portal account. 

3. Choose the Code Enforce tab then click the link in the yellow banner that states “Enter a Complaint, 

Request a Lien Search, or File/Maintain a Short Term Rental Certificate of Use.” 

 

4. Read and accept the disclaimer by checking the box. Click Next Step. 

 

5. Click the bubble next to Short Term Rental Application, then select Next Step. 
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Online Applications 

1. Lien Searches: For a fee, a Pinellas County Code Enforcement lien search can be requested. The lien search process involves examining all liens 
imposed through Code Enforcement and investigating any active violations on the property on file wit h Code Enforcement. Staff cross-references 
search results for accuracy and may provide additional documentation if necessary. This lien search is an optional service provided by Code 
Enforcement for your convenience only. The search will not capture liens or violations imposed by agencies or entit ies other than Pinellas County 
Code Enforcement and is not a substit ute for a tit le search. 

2. Code Complaints: Pursuant to Laws of Florida Chapter 2021-167 (codified at Florida Statutes§§ 125.69(4)(b), 162.06(1 )(b), and162.21 (3)(b)), 
Pinellas County code inspectors generally may not investigate anonymous complaints. A complainant must provide their name and address before 
an invest igation may occur. 

3. Short Term Rental Certificate of Use: The property owner may have a property management company or other agent maintain their Cert if icate of Use. In this case, 
each party should create an account at Pinellas Coun)Y Access Portal . The property owner can then assign a delegate (the agent) and permissions to the delegate. 
To assign a delegate, log in, go to My Account under the Home tab, and scroll to the Delegates section. 

Please login at Pinellas Counti Access Porta l and "Allow Pop-ups from This Site" before proceeding. You must accept the General Disclaimer below before beg inning 
your submittal. 

General Disclaimer 
While the Agency attempts to keep its Web informat ion accurate 
and t imely, the Agency neither warrants nor makes 
representations as to the funct ionality or condition of this Web 
site, its suitability for use, freedom from interruptions or from 
com nf □ropri etary rights. Web E ve read and accepted the above terms. 
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6. Enter the rental property address. Click the Search button. Fields should autopopulate. If the correct 

property doesn’t appear, try searching by just the street number. When finished, click Next Step at the 

bottom of the page.  

 

7. Enter the contact information for the Property Owner. Choose Add New for the Property Owner then 

complete the information in the Contact Information box that pops up. Be sure to enter the mailing address.  
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After entering the information, scroll down within the popup Contact Information box and click Continue.  

  

 

8. Enter the contact information for the Responsible Party. The Responsible Party may be the Property Owner 

or a designated person by the owner. Choose Add New for the Responsible Party then complete the 

information in the Contact Information box that pops up. Be sure to enter the mailing address.  
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After entering the information, scroll down within the popup Contact Information box and click Continue. 

This section is required even if the same information is listed in the Property Owner section.  

9. Enter application details. Input the name of the property, if applicable (i.e. Seashell Bungalow). Leave the 

field blank if there is no property name. Enter your DBPR Vacation Rental License that begins with the 

letters DWE or CND. Complete the rest of the questions. * Indicates a required field. 

 

10. In the Affidavit section, choose yes or no for each statement. Click Next Step. 
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11. Attach supporting documents. Click the Add button to upload your documents. 

 

12. A box will pop-up, click Add again. Choose the pdf documents to upload. Click Continue. 
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13. Select the arrow in the Type box and choose which type of document you are uploading. 

 

14. In the Description box, enter a brief description of what you uploaded. Click the Save button then select 

Next Step. 

 

15. Step 4: Review. Review your information to make sure all information is complete and correct. Click 

the Edit button if you need to make changes. Review the information carefully: you will not be able to go 

back into your application to make changes after submittal. At the bottom of the page, click the 

agreement box. The date will fill in automatically. Click Next Step. 
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16. Pay Fees. Read the paragraph and click the Continue button. Select the type of payment you will be using. 

Click the Submit button. Follow the prompts to pay.  

 

17. Save your receipt and note your application record number. When your payment is submitted, your 

record number will be shown on the Submittal Receipt page. You can view your receipt by clicking the 

“Print/View Receipt” button. All contacts in the application will receive an email stating the application 

was received and will include your application number.  

After your application has been submitted: 

• Once payment has been made, your application has been submitted. You will not be able to go 

back into your application to make changes. Staff will review the application and documents and 

reach out via email regarding next steps or if any other information is required. 

• If your application is approved, you will receive an email requesting payment of the inspection 

fee. After payment of the inspection fee, staff will reach out by telephone to schedule a 

convenient inspection date and time. 

• If more documentation or information is required, you will receive an email stating what is 

needed. To upload the additional documentation, log into your Access Portal, click the Code 

Enforcement tab, and choose your record number. Click the small arrow next to Record Info for 

the drop-down menu, then click Attachments. Click the Add button to upload your documents.  

• For questions regarding your application, contact str-support@pinellas.gov or call 727-464-4761 

and choose option 4. Please have your record number handy before calling. 

mailto:str-support@pinellas.gov
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