


  
 

  Short-Term Rental (STR) Workflow 

 

Submit completed application with the 
NONREFUNDABLE payment & schedule the 
inspection. Inspection MUST be scheduled 
within 21 days of application.  

  

Rejected – Incomplete applications will be rejected, with notification via EMAIL to the identified Local Agent. An 
owner, meeting the mileage restriction, may be the designated Local Agent. The updated and complete application 
MUST be received within 7 days. Failure to provide a complete application will close the application and all STR 
application monies will be forfeited. The application timeline will begin once a complete application is accepted. 
Should this delay require a rescheduling of your inspection, the rescheduling fee will apply.  

 
CITY REVIEW – The City has up to 10 days to process an application. Research includes, but is not limited 
to outstanding fees, fines, permits and ordinance violations. Applications will not be accepted or 
processed annually during the weeks of May 18th-May 31st or December 18th – December 31st.  

Rejected – Applications with outstanding obligations will be rejected, with notification via EMAIL to the identified 
Local Agent. Obligations must be remedied within 21 days. Failure will close the application and all STR application 
monies will be forfeited. If under appeal review, including Berrien County Court System, the application will 
process. Upon a decision, the 21 days to remedy will apply. An exception exists if the issue is a safety violation, we 
will be unable to process until remedied. Should this delay require a rescheduling of your inspection, the 
rescheduling fee will apply.  

INSPECTION – The property MUST pass a New Buffalo City SAFEbuilt Inspection. 

Rejected – Failed inspections will be rejected, with notification via EMAIL to the identified Local Agent. If the 
property fails an inspection for ANY reason, an on-site reinspection will be required. The reinspection will be 
scheduled between 7-21 days from the original inspection date. The reinspection fee will apply. Failure to pass 
an inspection will close the application and all STR application monies will be forfeited.  

ISSUANCE – City Personnel have up to 10 days to review and issue the STR Permit, after notification of a 
successful City of New Buffalo SAFEbuilt inspection.  

ACCEPTANCE of TERMS -       Date of Application: ______________________ 

Incomplete applications, or outstanding obligations, will delay or prevent the issuance of an STR Permit. Do NOT 
submit an application that is incomplete or a property that can’t pass inspection, as all STR application monies will 
be forfeited if the Permit can not be issued within the specified timelines. All timelines are in calendar days.  

Signature of Owner: ______________________________________________________________________ 

Printed name of individual signing: ___________________________________________________________ 










