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Community Development Mission: 
We provide quality service to our customers and the community – residents and visitors of Larimer County. Using public 
and private partnerships we protect health, safety and welfare, enhance quality of life, maintain property values, find 
creative development solutions, and plan for the future. 

1. Application Submittal & Processing (pre-application conference required)

2. Staff & Referral Agency Review- minimum 21-day referral period

3. Scheduling and Notice of Public Hearing (For an appeal or significant neighbor opposition)

4. Review & Decision

B&B ADMINISTRATIVE SPECIAL 
REVIEW PROCESS

One separate PDF of ALL Submittal Materials - must be in PDF format and named as listed below

Purpose: 
An Administrative Special Review is required to obtain approval for a Bed & Breakfast, defined as an owner 
or operator occupied dwelling where short-term lodging is provided to transient guests.



THINGS TO CONSIDER 

Customer Responsibilities:
The submittal requirements listed in this packet are intended to collect all of the information 
required for Larimer County staff and review agencies to fully evaluate the proposal. Additional 
information may be requested from the applicant during the review process if necessary to 
address specific issues that arise. For certain application types, a resubmittal fee may apply. In 
the event you are unfamiliar with any submittal requirements and need assistance, please seek 
the help of a third party consultant. Please see the attached “Road Map to Process Time” for 
more information. 

Please Note: All surrounding property owners within a minimum of 500 feet of the property 
boundary lines will be notified of this request. Once submitted to the County, all application 
materials become a matter of public record. 

Pre-Submittal Meeting:
Depending on the complexity of the case and the application type, a pre-submittal meeting 
may be required prior to submitting an application. Submitting an application without a pre-
submittal meeting may result in substantial delays in application processing or application 
rejection. Application types that may require a pre-submittal meeting are: Special Review, 1041, 
L&E, Rezoning, Variance, Site Plan Review, Preliminary Plat, Final Plat

Water Verification:
It is the applicant’s responsibility to verify an adequate water source is available. If water is 
to be obtained from a public water supply, contact the appropriate water district. A cistern is 
not an adequate water source. Refer to the Land Use Code for specific requirements to this 
proposal. 

Sanitary Sewer or Septic Verification:
It is the applicant’s responsibility to verify an adequate sewage disposal is available. If an on-lot 
septic system is to be used, contact the Larimer County Department of Health and Environment. 
If a public sewage system is to be used, contact the appropriate sanitation district. Refer to the 
Land Use Code for specific requirements to this proposal. 

Floodplain:
If the property is within or partially within a FEMA and/or locally designated floodplain, 
additional standards and restrictions may apply. Contact the floodplain administrator for more 
information. 



Mineral Interest Notification:
Only applicable to Rezoning, Zoning, Special Review, Minor Land Division, Preliminary Plat, 
Administrative Subdivsion
Thirty (30) days prior to the Board of County Commissioner hearing, notification must be 
provided to Mineral Interest Owners and Lessees as required by State Statute 24-65.5 notifying 
them of the proposed development. Furthermore, a signed certification must be received 
by the Larimer County Planning Department prior to the hearing that such notification was 
provided (see attached notification form). Failure to receive this certification will result in the 
hearing being rescheduled to a later date. 

Use Specific Standards:
In addition to review criteria, refer to the Land Use Code for use-specific standards applicable 
to the proposed use. Use specific standards may be found in Article 3.0 or Article 13 for the 
Estes Valley.

Expiration of Pre-Application Meeting Packet:
Pre-applications expire six months from the date of the meeting. If you have not submitted an 
application within six months of the pre-application meeting, check with the planner to see if 
a new meeting will be required.

O&E Expiration:
An Ownership and Encumbrance Report (O&E) is valid for six months. 

Land Use Code:
Please view the Land Use Code here: https://www.larimer.org/planning/regulations

THINGS TO CONSIDER 

https://www.larimer.org/planning/regulations


1. Application Form – must be signed by all property owners and the applicant

2. Application Fee- Current fee at time of submission

3. Project Description – detailed description of the proposed project and any 
appeals, include review criteria from Article 6.4.3. of the Land Use Code. Please see 
following pages for Project Description form

4. Site Plan - See following pages for requirements

5. Operations Manual - See following pages for more information

6. Floor Plans - See following pages for more information

7. Egress Maps - Maps for each habitable room that includes exit routes, address, 
GPS coordinates, and the phone number of the operator. You can create Egress 
Maps from your floor plans. See following pages for examples.

8. Non-Subdivision Water Supply Inquiry – if water is supplied by a well. See 
attached sheet.

9. Ownership and Encumbrance - See following pages for an example. Please 
contact a title company. 

10. Submittal Checklist

11. Pre-application Form - last page of packet 

Final Requirements: 
1. Final Site Plan, Floor Plans, and Egress Maps (if revisions are required)
2. Final Operations Manual (if revisions are required)

Please email the complete set of final submittal documents to our Community Information Resources 
Team (CIRT) at planningCIRT@larimer.org.

Item Description: Required Staff Sign-Off

Separate Electronic PDFs of ALL Submittal Materials
(must be in PDF format and named as listed below)

B&B ADMINISTRATIVE SPECIAL 
REVIEW PROCESS

        Submittal Requirements



 B&B ADMINISTRATIVE SPECIAL 
REVIEW PROCESS

Item# 3  Project Description 

Element Description Include

Summary The project description is the 
applicant’s opportunity to 
explain what is being proposed.

How the proposal meets the development standards,
existing conditions, and to explain any unusual or unique circumstances about 
the property or proposal.

Administrative 
Special Review 
Criteria

Section 6.4.3.D of the Land Use 
Code

1. The proposed use has minimal impacts on existing and future development of
the area;

2. Any impacts associated with the environment, wildlife, access, traffic,
emergency services, utilities, parking, refuse areas, noise, glare, odor, and
other adverse impacts have been adequately addressed and/or mitigated;

3. The recommendations of referral agencies have been considered and
adequately addressed;

4. Within a GMA district, the proposed use is consistent with the applicable
supplementary regulations to the GMA district, or if none, with the
Comprehensive Plan; and

5. The applicant has demonstrated that this project can meet applicable
additional criteria listed in Article 3.0, Use Regulations

Infrastructure A written detailed description of 
the current infrastructure.

• Stormwater detention or retention ponds and easements
• Existing and proposed utilities and easements

Proposed  
Changes

List any proposed changes or 
improvements.

• Size (outer dimensions and area in square feet) of all new proposed buildings
• Proposed uses of all new buildings
• Proposed additions/uses to existing buildings and outdoor space
• Buildings being removed

Traffic & 
Access

A written detailed description of 
traffic and access information.

• Legal Access – Please Note: If the property does not gain direct access to a
public right-of- way, please describe any existing easements that grant access
to the  property. (The applicant may be asked to demonstrate that they have
the legal ability to use the existing access points and easements for the
proposed use)

• Surface of access (gravel, asphalt, concrete, etc.)

Appeals A written request must be 
incorporated into the project 
description.

How the appeal will comply with the applicable review criteria (see Article 6.7.2 
of the Land Use Code)

Drainage / 
Stormwater

A written detailed description of 
drainage featuresand patterns

List and show on an exhibit  any on-site or nearby drainages, water bodies, 
irrigation ditches, low ponding areas 



ADDITIONAL DETAILS

Item #4: Site Plan

1. Drawing Title and Project Name Short-Term Rental Site Plan

2.

3.
Owner Information Name, Address, Phone Number

4. Site Plan Details
For an existing building you may use an aerial map. 

• North Arrow
• Property boundary (Do not Trespass)
• Label/outline existing structures
• Show parking areas and # of parking spaces

Site Plan Requirements

Sample Site Plan



ADDITIONAL DETAILS

Item #5: Operations Manual 

Completed                           
       Y/N

Please include in your Operations Manual

Contact Information. 24-hour contact information (i.e., name, address and telephone 
numbers) for the Property Manager (needs to reside within 1 hour of the STR) and the Owner.

Address. The address, GPS coordinates and phone number of the STR. If no phone, then use 
the phone number of the property owner.

Maximum Occupancy Limits. The maximum number of occupants allowed to occupy the STR and 
the number of bedrooms and/or additional sleeping areas.
Parking Instructions. Where vehicles are allowed to park on the property shall be clearly indicated. 
Vehicles must park on the property. On-street parking or parking on neighboring properties is not allowed.

Escape Route. A map of an escape route from the STR to a public road. An aerial map (does not need to 
be scaled) can be used by visiting: https://www.larimer.org/assessor/search#/property/

Emergency 911. Contact information for the Fire District/ Department having jurisdiction, as well 
as contact information for Police/Sheriff and ambulance service.

Emergency Shut Off Information. The location of, and instructions for, emergency shutoff of water, gas 
and electrical systems.

Fire Extinguisher Information. Location and instructions on how to operate fire extinguishers.

Stove-Top Fire Stop Information. Please include instructions from the manufacturer regarding 
the stove-top fire stop.

Garbage Storage and Removal. Information regarding the plan for garbage storage (inside and 
outside) and removal shall be provided.

Fire Pit and/or Fire Ban Information. Information regarding whether a fire-pit is allowed, the 
Wildfire Hazard Area restrictions and the dangers of fires in Colorado.

Wildlife Interaction. Please include the information provided on pages 12-15 in the packet in your 
Operations Manual.

Quiet Hours. Please include restrictions on after-hour noise from your HOA or Larimer County's 
Noise Ordinance (https://www.larimer.org/policies/noise), whichever is more restrictive.



Living with Wildlife 

Handling Conflicts 

There are many resources available to help if you are experiencing conflicts with wildlife. If you 
have conflict issues involving big game species, you should contact your local Colorado Parks and 
Wildlife office. Big game species include deer, elk, pronghorn, sheep, goats, bear, and 
moose. Before calling, read the appropriate articles, listed below, to learn of ways you can reduce 
the potential for conflicts with wildlife. 

If a wildlife conflict poses immediate danger for the animal or people in the area, call your local 
CPW office or law enforcement agency. Please do not call if the conflict is simply "nuisance" in 
nature. 

If you have nuisance wildlife issues that cannot be resolved, please check the yellow pages in your 
phone book under Pest Control. Again, read the pertinent articles below before calling; you may 
be able to resolve problems on your own. 

Avoiding Conflicts 

As cities along the Front Range and throughout Colorado grow, new or expanding subdivisions 
impact wildlife habitat. Wild animals are often displaced by development. Some species are able 
to live in nearby open spaces, parks, undeveloped parcels of land, river bottoms, and on or near 
bodies of water. Others have adapted well to urban living; skunks and raccoons, in particular, 
seem to thrive in and near cities. 

In most situations, people and wildlife can coexist. The key is to respect the wildness of wildlife. 
"Wildlife" is just that—wild. Most dangerous and potentially harmful encounters occur because 
people fail to leave the animals alone. Wildlife should not be harassed, captured, domesticated 
or fed. Intentional or inadvertent feeding is the major cause of most wildlife problems, and it is 
illegal to feed deer, bighorn sheep, mountain goats, pronghorn, and elk in Colorado. 

Helping You Stay Wildlife Aware 

bears, mountain lions, or coyotes are active in their communities. The signs will also provide 
Wildlife officers on the Front Range are using new “sandwich board” signs to alert citizens when 

https://cpw.state.co.us/aboutus/Pages/ContactUs.aspx
https://cpw.state.co.us/aboutus/Pages/ContactUs.aspx
https://cpw.state.co.us/aboutus/Pages/ContactUs.aspx
https://cpw.state.co.us/aboutus/Pages/ContactUs.aspx
https://cpw.state.co.us/learn/Pages/LivingwithWildlifeGoose.aspx
https://cpw.state.co.us/learn/Pages/LivingwithWildlifeWoodpeckers.aspx


informational pamphlets about possible wildlife conflicts and mitigation methods, and Colorado 
Parks and Wildlife contact information. 

The use of the signs will be determined by the local wildlife officer—for example, if a bear has 
been getting into trash in a neighborhood, the Bear Alert sign may be placed nearby. Signs will 
stay in place for a few days so that the public can be made aware of wildlife activity, but not long 
enough that residents and visitors might become habituated to the visual signal of the sign. 

These signs are part of the Colorado Parks and Wildlife's ongoing efforts to assist and inform the 
public about certain wildlife activity on the Front Range. It is expected that people in an area 
temporarily affected will heed these alerts, and take advantage of prevention tips and 
information provided by the signs. 

Bear Alert— When this sign is posted it means that a bear has been 
seen in the area or neighborhood. The bear may or may not have had contact with food sources or 
caused property damage. Citizens need to be aware of the presence of a bear or bears and take 
precautions: 

• Make sure trash is stored in a bear proof container, shed, or garage; put trash out on

the morning of pickup only.

• Remove bird feeders and other food attractants (pet food, for example), including BBQ

grills.

• Secure windows and doors.

• Supervise children and pets when they are outside.

Lion Alert—When this sign is posted it means that a lion has been seen in the area or 
neighborhood. The lion may or may not have had contact with humans or pets. Citizens need to be 
aware of the presence of a mountain lion and consider these precautions: 

• Supervise children and pets when they are outside.

• Refrain from playing, running, or walking outside between dusk and dawn.

• When leaving home or returning in the evening and early morning hours, turn on

outside lights.



Coyote in the Area—When this sign is posted it means that a coyote or coyotes have been seen in 
the area or neighborhood. The coyote may or may not have had contact with humans or pets. 
Citizens need to be aware of the presence of coyotes and consider precautions: 

• Supervise pets or small children when they are outside.

• Make sure there are no food attractants near homes or in the area (bird feeders, pet

food, trash, etc.). Remove or store attractants indoors.



Item #5: Operation Manual Sample

Sample Escape Route: 



ADDITIONAL DETAILS

Item #6: Floor Plans

1. Summary

2. Floor Plan Details

Floor Plan Requirements 
A floor plan for each level of the home, drawn to a common scale or include all dimensions 
on 8.5 x 11 paper. The plan must be complete, legible and accurate. 

Sample Floor Plan

1. Label all rooms including bedrooms, additional sleeping areas outside of a bedroom,
bathrooms, common areas, mechanical equipment rooms, fireplaces, decks, porches, stairs,
doors, windows ,and attached garages. All sleeping rooms must have egress windows or
doors, smoke and CO alarms, and meet other code requirements.

2. Label location of fire extinguishers, smoke detectors, carbon monoxide detectors stove-
top fire stop, and the operations manual.



Item #7: Egress Maps

Egress maps can be created from your floor plans.  Please include the address, phone 
number, and GPS coordinates of the STR on each Egress Map. See sample below.

ADDITIONAL DETAILS



Item #8: O&E Report

ADDITIONAL DETAILS

See sample O&E Report below.



Item #9: Larimer County Non-Subdivision Water 
Supply Inquiry Form (only applicable if on a well)

Date: _______________

Property Adddress: __________________________________________________ City:__________________________ 

Parcel Number(s): _________________________________ 
 Legal Description (including Section, Township and Range): ________________________________________________

_________________________________________________________________________________________________ 

Property Owner Name: __________________________________________________Phone #:_____________________

Property Owner Address:_______________________________________City:_____________________Zip:__________ 

Contact Person: __________________________________________Phone:____________________

Contact Person Address:___________________________________City:____________________
Zip:________________  

Proposed Land Use Description:  (Please circle one): 
Agricultural; Business, Commercial, Equestrian, Lodging, Public Use or  Other (if other, please explain) 
____________________________________________________________________________________

Type of Business (include the type of business, hours/days of operation, area irrigated and # of people served):  

Proposed Source of Water Supply: ___________________ Estimated Water Use (gallons per day): _______________ 

If on a Well:
How well water will be used: _________________________ Current Well Permit #:_____________
Permitted Use:  If Well Permit # unknown, please list owners names (past and present). (Locating the current well permit # is 
strongly encouraged):  ________________________________________________________________________________

___________________________________________________________________________________________________

# of Users of the Well: __________Sewage Disposal System:  Existing:___________________Proposed: 
________________ 

If the applicant would like to have an initial evaluation from the State Engineer regarding the well and use, please send this 
information to:
State of Colorado, Office of the State Engineer Attn: Sarah Brucker
1313 Sherman Street Room 821
Denver CO 80203
Phone: 303-866-3581

ADDITIONAL DETAILS



LAND USE APPLICATION

Applicant Information 

Applicant Name: 

Applicant Company: 

Address: 

City: State: ZIP Code: 

Telephone:  Email Address (required): 

Property Owner Information 

Property Owner Name: 

Property Owner Address: 

City: State: ZIP Code: 

Telephone:  Email Address (required): 

Property Owner Information 

Property Owner Name: 

Property Owner Address: 

City: State: ZIP Code: 

Telephone:  Email Address (required): 

Engineer/Surveyor Information (please list which profession) 

Name: 

Company: 

Address: 

City: State: ZIP Code: 

Telephone:  Email Address (required): 

Assessor’s Parcel Number(s):  ___________________________________________________________________ 

______________________________________________________________________________________________ 

______________________________________________________________________________________________ 

SIGNATURES REQUIRED BY ALL PROPERTY OWNERS AND THE APPLICANT 

I hereby certify that I am the lawful owner of the parcel(s) of land that this application concerns and consent to the action. I hereby permit county officials to 
enter upon the property for the purposes of inspection relating to the application. Building Permits will not be processed while this application is in process. 

 Date: 
Property Owner(s) Printed Name 

 Date: 
Property Owner(s) Signature 

 Date: 
Property Owner(s) Printed Name 

 Date: 
Property Owner(s) Signature 

In submitting the application materials and signing this application agreement, I acknowledge and agree that the application is subject to 
the applicable processing and public hearing requirements set forth in the Larimer County Land Use Code (which can be viewed at 
larimer.org ) 

 Date: 
Applicant Signature 

Larimer County, Community Development, P.O. Box 1190, Fort Collins, Colorado 80522-1190, Planning (970) 498-7683, Larimer.org/planning 

http://www.larimer.org/


PRE-APPLICATION WORKSHEET 

Project Case Number:  

Project Address (if available): 

Assessor’s Parcel Numbers (list all parcels that pertain to the project): 

Pre-Application Conference Date: Planner: 

Pre-Application Conference attended by: 

Proposed Request: 

Plan Area (if applicable): 

Lot Size(s): 

Related Files: 

Current Zoning: 

Setback Information: 

Zoning Setbacks:   

Highway or County Road Setback(s): 

Streams, Creeks, or River Setback(s): 

 Building Envelope: Flood: 

 Plat Notes:  

Utilities: Water:   Sewer: Fire: 

Any Additional Information: 

  Development Review Process: Application Review Phase: 

Received By: Date: Sign Given: Paid $: Check #: 
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