Short-Term Rental Guide 
Are you interested in renting out your property to guests through website such as Airbnb or VRBO? Do you plan to rent out your property to guests for stays of 29 days or less? If so, you will need to apply for a short-term rental license through the City of Marshfield. You will also need to obtain any required licenses through the State of Wisconsin and through Wood County or Marathon County. 
How to Apply
You will need to receive an application form from either the City Clerk’s office or by downloading the application from the city’s website. The application will ask for information such as:
· Property owner information
· Resident agent information. The resident agent is the person that is responsible for the short-term rental unit and is the main contact the City will reach out to. The resident agent can be the owner or a person designated by the owner. 
· Licenses from State and County. 
· The State requires a license when operating a Tourist Rooming House. Begin this process by contacting a DATCP licensing specialist at datcpdfslicensing@wisconsin.gov or by calling 608-224-4923. After you submit a license application, a Sanitarian will be assigned to inspect your rental unit and approve (or deny) your lodging license. The Sanitarian’s main duty is to assure your operation meets health and safety requirements. 
· The State may also require a seller’s permit which can be accessed here: tap.revenue.wi.gov/btr
· If the State does not require you to obtain a seller’s permit, please have the State staff member send a letter or email verifying a permit is not required. 
· Wood County and Marathon County both require short-term rental operators to obtain a lodging permit for Tourist Rooming Houses. Please contact the Health Department of the County that the short-term rental unit is located in. The County Health Department will conduct an inspection of the unit. 
· The City of Marshfield short-term rental license will not be approved until all appropriate licenses or permits are obtained. If you are informed by the State or County that a license is not required, city staff will reach out to the appropriate department to verify. 
· Site Plan of your property. A site plan is required to ensure that off-street parking is provided. If you need assistance with your site plan please ask to speak with the Associate Planner. 
· Floor Plan of the short-term rental unit. This will help determine the maximum number of guests. 
Short-Term Regulations
There are several regulations that apply to all short-term rental operations. These regulations include:
· A minimum of 2 off-street parking spaces are required. Existing parking on-site may be utilized. 
· Name plates or other signage shall follow the regulations of the Sign Code in Chapter 24 of the Municipal Code. An identification sign does not require a sign permit; however, the sign area cannot exceed 6 square feet. Off-site advertising in media channels relating to the availability of the rental may take place only after all City, County, and State permits and licenses have been obtained. 
· Occupancy shall be limited to 2 persons per bedroom, plus an additional 2 persons. At no time may the number of guests exceed 8 regardless of the number of bedrooms in the dwelling unit. 
· No recreational vehicles (RV’s), campers, tents, or temporary lodging arrangement shall be used as a means of providing additional accommodations for paying guests or other invitees.
· Any outdoor events held at the short-term rental shall last no longer than one day occurring between the hours of 8:00am and 10:00pm. An example could include an outdoor birthday party or pool party. 
· All rentals of the short-term rental shall be subject to payment of the City of Marshfield room tax at the current applicable rate.
Room Tax 
The City of Marshfield collects room taxes for hotels, motels, and now short-term rentals. The funds from this tax are collected to promote and grow tourism in Marshfield. The room tax rate is 8% of the gross receipts and the money goes directly to Visit Marshfield. 
Room tax is collected from the guest and then reported and submitted to the City. An owner can collect and report the tax or the lodging marketplace may collect and report the tax, but not both. A lodging marketplace means an entity that provides a platform through which an unaffiliated 3rd party
offers to rent a short-term rental to an occupant and collects the consideration for the rental from the
occupant (Airbnb and VRBO for example). 
Enforcement
[bookmark: _GoBack]Anyone operating a short-term rental without a license may be subject to fines. 
