
Conditional Use Permit Short-Term Rental (STR) Process 

This is an example of the overall permitting process for properties requiring a Conditional Use 

Permit (CUP). To legally operate within the city, the property will need a CUP, a Zoning Permit 

(ZP) and an active Business License (BL). These steps must be completed in order.  

 

Initial 
Property 
Review 

If property is identified as requiring a CUP, the applicant will 
schedule a pre-application meeting with the CUP team discussing 

the process’ requirements and expectations. 

CUP 
Application 
and CPC 

Assigned staff member reviews the property’s CUP conditions, 
builds the report, and presents it before City Planning Commission 

(CPC), who will vote on a recommendation to give City Council. 

City Council 
Hearing 

City Council will vote to approve or deny the STR application; if 
approved, an ordinance will be created to allow an STR at the 

property. 

City Council 
Approval 

CUP Team will notify applicants that their property has been 
granted a CUP by City Council. Applicants will be directed to apply 

through the E-Permitting Portal to initiate their Zoning Permit. 

Zoning 
Permit 
Application 

Property will apply through the Portal and attach necessary 
documentation for staff review. 

*Please allow 5-10 days to process your application* 

Zoning 
Permit 
Issued 

After reviewing submission, Planning staff will issue a Short-Term 
Rental Zoning Permit and the applicant will be directed to 

schedule a ZP inspection. 

Zoning 
Approval 

If/when the inspection is approved, Planning staff will process 
property’s Zoning Approval. 

Business 
License 

Planning staff will check if the applicant has a BL tied to the 
property for Short-Term Rental use. 

 If applicant does not have a BL associated with the 
property, Planning staff will direct applicant to contact 

COR for a BL. 

 If applicant does have a pre-existing BL, Planning staff will 
confirm property is ready to operate. 

 
 

Conditional Use 

Permit Process 

 [assigned CUP staff 

member] 
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Process  

[str@norfolk.gov] 

The estimated timeline for new CUPs ranges from three to six months depending on the individual 

characteristics of the property. Completing the Zoning Permit and Business License following a 

CUP can range from four to six weeks, upon satisfying all conditions of the CUP.  

 

https://www.norfolk.gov/FormCenter/Planning-22/CPC-PreApplication-Meeting-770
https://norfolkva.my.site.com/s/login/?ec=302&startURL=%2Fs%2F

