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Short-Term Rental- Conditional Use Permit Process Overview 

 
A Short-Term Rental (STR) business in an existing single-family residential home with no proposed 
infrastructure changes is considered a commercial enterprise of a residential nature, requiring a Minor Site 
Plan Review at a public hearing (RSA 676) and a Conditional Use Permit (CUP) issued by the Planning Board. 

A Conditional Use Permit shall be administered by the Planning Board, pursuant to RSA 674:21 and the 
Springfield Zoning Ordinance Article VIII, section 8.22, to ensure that conditional use opportunities do not 
adversely impact neighboring properties and are consistent with the health, safety, and welfare of the public. 

 
Minor Site Plan Review 

The short-term rental permitting process for existing residences with no proposed infrastructure changes 
must meet the requirements of a Minor Site Plan and qualifies for STR Conditional Use Permit (STRCUP). 

The Planning Board may waive requirements for a full Site Plan Review required for 
other commercial enterprises. Basic requirements for a completed application for a STRCUP are on the 
Springfield Planning Board Short-Term Rental Application checklist (Appendix 1). 

A Minor Site Plan Review requires 11” x 17” minimum plat size, drawn to scale with all requirements from 
STRCUP checklist clearly indicated. Smaller lots may use 11’ x 17 size; larger lots may require larger plat plan, 
up to 22” x 34”. (See Appendix 2) 

In lieu of the requirements listed in General Requirements in the subdivision regulations, an applicant for a 
Minor Site Plan may submit 4 copies of a self-prepared drawing. Drawings must contain an approximate 
scale and an arrow indicating the general direction of north. The plan must be drawn reasonably to scale and 
contain enough detail to enable the Board to determine compliance with all requirements from checklist. 

The Planning Board may reject the submitted plate if details are unclear to consider the application as 
complete. If the application for STR is approved, a Conditional Permit (CUP) will be issued by the Planning 
Board that is renewable every two (2) years, if the written conditions of the CUP continue to be met. Any 
changes in infrastructure or use of the property requires reapplication to the Planning Board for an amended 
STRCUP. 

 
 
 
 
 
 
 
 
 

Short-Term Rental Conditional Use Permit Application 

 
A Short-Term Rental Conditional Use Permit application, life-safety inspection report, initialed 
standards checklist, and septic system documentation must be submitted at the time of application. 
 
Incomplete applications will not be accepted by the Administrative Assistant. 
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Date of Application  

Permit Year Applying for  

Map and Lot  

Full Name of Property 
Owner 

 

Property Owner Telephone  

Property Owner Mailing 
Address 

 

Address of Physical Property  

Number of Marketed 
Bedrooms 

 

Maximum Number 
Occupants 

 

# of Off-Street Parking 
Spaces 

 

Owner Email  

Manager Name (if using)  

Manger Phone (if using)  

Name, Address, and 
Telephone of  
Person within the state 
authorized to accept service 
of process for any legal 
proceeding brought against 
the owner of the property, if 
different then above. 
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The Site Plan Regulations require a property owner to obtain a conditional use permit if they wish to 
rent out their residence from one (1) to twenty-nine (29) days. (See list of standards on page 2 of the 
application package.) Applicants’ initials of each of these standards indicate acceptance. 
 
Use the STR Site Plan checklist (Appendix 1) to determine if you have provided the required 
documentation. The Planning Board will use this checklist to communicate with you whether you 
have met the requirements. See appendices attached to these instructions for additional information. 
 
GROUNDS FOR DENIAL, IMPOSITION OF PENALTIES, SUSPENSION OR REVOCATION OF PERMIT 
The Springfield Planning Board may deny, impose penalties, suspend or revoke any STR conditional use permit 
if it is deemed that the owner/applicant provided incomplete, false or misleading statements on the 
application, affidavit, or violated any of the standards set forth and initialed by the owner on the application, 
Renewal of the CUP will be granted if the STR business did not violate any conditions subject to the CUP 
approval by the Planning Board; did not violate any state or federal laws, statutes, or town ordinances, rules 
or regulations pertaining to short-term rental; or the operation of the STR has become a threat to the public 
health, safety or welfare of the town. 
 
PENALTIES Failure to comply with all terms of the permit and the ordinance standard will lead to the following 
sanctions as provided for in RSA 676:27: 

• First Offense: Written warning by Select board. Meet with Planning board to discuss prevention of future 
violations. 

• Second and subsequent offenses: Fine of $275.00 per day. Each day that a violation continues shall be a 
separate offense. 

• Third offense or subsequent offense: The Select board is authorized to revoke the permit for the rest of the year 
or six (6) months, whichever is longer. 

 
PROPERTY OWNER RESPONSIBILITIES: Complete the STR application fully including all required documentation, 
with no false or misleading statements; to meet all of the standards listed in this application; to acknowledge that 
permits are valid for two years running from January 1 to December 31 and that they are not transferrable. The Property 
Owner agrees that this application will be approved or denied based upon his/her full compliance with this application 
process. 
 

I certify under penalty of perjury that the information provided in this Short-term Rental Conditional 
Use Permit Application is true and that I have read and understood the Town of Springfield Zoning 
Ordinance as it applies to the use of my property as a STR and that it doesn’t relieve me from having to 
comply with any Local Ordinances, State or Federal Laws. 

 

Signature of Property Owner/Date: _________________________________________ 

 

Printed Name of Property Owner: ______________________________________ 

 

Adopted 1/15/2026 by Springfield Planning Board 
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Administrative Assistant STR-CUP Application Checklist 
 

Application Checklist Administrative Initials 

Permit application fee payment of $100.00 for 
the original permit issued. (See renewal 
application for subsequent year applications.) 

 

List of abutters and postage for first class 
mailing 

 

Completed life-safety self-inspection or 
Appointment made with the SFD 

 

Health Officer Review Check sheet  

Short-Term Rental Application Checklist (self-
assessment to prepare for Planning 
Board public hearing) (Appendix 1) 

 

Site Plan: buildings, septic, parking, driveway 
& lot lines (Appendix 2) 
Standards document initialed (Appendix 3) 

STR Home Layout (Appendix 4) 

 
 

 
______________________________________ 

Trash Disposal Plan (Appendix 5)  

NH DES septic approved plan for dwelling—
provide a DES operations approval or a report 
from a septic service company providing 
(Appendix 6) 

 

All outdoor campfires require a firepit 
approved by the Fire Chief and a “Permit to 
Kindle Fire Authorization for Non-Property 
Owner.” Every rental transaction is required 
to obtain a permit. (Appendix 7) 

 

Renter Information to be posted at the rental 
to inform renters of rules and safety 
information to comply with regulations 
(Appendix 8) 

 

Potable water quality testing (Appendix 9) 
 

 

 
 
 
 
Administrative Assistant Notes:
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For Board Use: 

  
APPENDIX 1 

SPRINGFIELD PLANNING BOARD 

SHORT-TERM RENTAL APPLICATION CHECKLIST 

 

 

 

 

Items to be included in application: 
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1. Narrative description of short-term rental business being proposed. 

Include description of structure(s) being rented, maximum number of 

guests, seasonal hours of operation, pet and vehicle policies, etc.  

   

2. Location, tax map numbers, easements, abutter information    

3. Names and addresses of prepares of map    

4. Scale of map, north arrow, date    

5. Boundary lines with dimensional data, setback lines (property, 

wetlands…) 

   

6. Natural and human-made features (water bodies, flood hazard areas, 

infrastructure, roads) 

   

7. Uses of abutting properties including access roads, if known    

8. Location of existing well and septic system    

9. Vicinity sketch (roads, zoning districts, fire water supply; suggested 

scale 1:200) 

   

10. Septic System Inspection    

11. Water Supply Testing Results    

12. Fire and Life Safety Checklist    

  

Official use only below this line 

Checklist No.: Conditions to be met: 

 

 

                                   Authorized Board Signature:  ____________________________Date of Hearing:  _________
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APPENDIX 2  
(example of a typical site plan) 
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APPENDIX 3 

The following Springfield STR standards are listed as an acknowledgment by the owner. Initial each standard 
indicating your agreement to comply: 

 

Standards 

 
 Initials 

A short-term rental (STR) may not be established, advertised, or rented until a STR 
Conditional Use Permit (STRCUP) is granted from the Planning Board. 

 

That the maximum number of people that the dwelling unit can be advertised for shall be two 
(2) people for each bedroom listed on the NH DES septic approval (to be provided by 
applicant) 

 

No owner shall cause or shall allow renters to exceed the occupancy limits of the 
STR as approved in the permitting process. If the renters do not comply, it 
remains the responsibility of the owner. 

 

All STR guest parking shall be off-street on the lot of the STR owner. All guest(s) of the 
STR shall park on the property. No renter or guest shall park on the street at any time. 

 

Owners and guests shall store all trash safely onsite and shall remove trash as described 
in the trash disposal plan submitted with this application. 

 

Owners and guests shall comply with RSA 644:2, NH’s disorderly conduct law.  

Owner or his/her delegated representative shall be accessible by telephone during all periods 
of STR occupancy and respond on site within one hour. 

 

Owner or designated representative shall serve as the point of contact for Guests and receive 
and timely resolve complaints from neighbors regarding disruptive STR use. 

 

Owner shall post on site their permit to operate an STR, the maximum occupancy, quiet 
hours, and an evacuation diagram showing fire escapes, and all means of egress from the 
STR. 

 

Owner agrees that outdoor fires in STRs are allowed only in fire pits approved by the 
Springfield Fire Department and with a permit issued pursuant to RSA 227-L:17. 

 

Owner agrees that signage is restricted to one non-illuminated sign not exceeding 
two square feet and non-advertising auxiliary signs such as, “No Parking Here,” 
and “Entrance to the Right”. . If ground mounted the sign shall be set back at 
least ten feet from all lot lines and be no taller than three feet. If mounted on the 
house, no part of the sign may be higher than the top of the first-floor windows. 

 

Owner agrees that the STRCU Permit does not authorize incidental camping - overnight 
camping, sleeping in tents or other temporary shelter in the yard or on decks attached to the 
STR or sleeping in travel trailers or recreational vehicles parked on the STR property. 

 

Guests are prohibited from subletting the STR unit. Only owners with a valid STRCU Permit 
may advertise and rent a primary residence as a STR. 

 

Owner agrees that use of the STR unit to hold special events is prohibited.  

Owner completed and certified compliance with the life-safety requirements (attach Life 
Safety Inspection Report) 
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APPENDIX 4 

Provide layout of the home that documents all floors as well as basements if they are used as 
living/sleeping areas or as a means of egress. These plans allow the reviewer to determine if the home 
meets the safety requirements. The plans will also be posted so the renters can see the layout and 
safety features in an emergency. Please remember that the reviewer and the renter are not familiar 
with your home and need specific information. 

Please label the following: 
• All rooms 
• Bedrooms, numbered sequentially 
• Exit doors 
• Bedroom doors 
• Bedroom windows that will be used as a means of egress. 
• Location of smoke detectors, CO detectors, combination smoke/CO detectors (if used), and fire 

extinguishers. Use color coded dots or symbols to show these safety features. Add a key to 
explain the entries. 

• Draw in evacuation routes to show how renters can exit THROUGH DOORS AND WINDOWS from 
each bedroom used as a sleeping space. Be sure to show stairs used from upper or lower floors 
and pathways out of the house on the first floor. 

Here are two examples of plans: 
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APPENDIX 5 
 
Trash Disposal Plan 
Must provide all information needed to ensure trash is disposed of properly. 

• Indicate there are sufficient securely covered containers to hold all trash generated 
during rentals and up to the time that the trash will be taken to the transfer station 
and identify the location on the Lot Map 

• Describe how the trash will be removed from the STR and taken to the transfer 
station—either by you or by arrangement with a local property manager. 

• Provide instructions to renters on the proper disposal of trash, including the 
problems that poor trash storage may cause (e.g., bears!) 

• Provide sufficient trash bags for use by renters 
 

APPENDIX 6 

 
Septic System Functionality 

The applicant must provide documentation of an NHDES approved design. 

If the residence does NOT have an NHDES approved design, the applicant must submit a map 
showing location of components with a description of the current system. An adequately sized septic 
system designed for STR use, approved by NHDES, must be submitted to the Board. The design 
demonstrates the capacity to replace a failed system and will be held on file by the Health Officer / 
Selectboard, in case of septic system failure. 

Documentation of septic system servicing: pumping, inspection, and potentially scoping by a DES 
certified professional is required to confirm that the system is functional for commercial residential use. 
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APPENDIX 7 

Fire pit location and Permits 
 
If you have a fire pit, place the following information on the Lot Map: 

• the location of the fire pit, including the distances from the buildings and trees. 

In addition, you must obtain an annual fire permit. The owner is responsible to inform renters of any fire 
bans. 
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Appendix 8 

Information Required for Renters 
 
Owner to provide “house rules” for their renters that explain how to check in and out, how to use 
appliances, and other features of the rental home. Some add restaurant reviews and information of 
area attractions. 

The STR application requires the applicant to provide an informational brochure of binder including the 
following: 

• Posting of key information in a visible place in the rental 
• Signage posted that contains the emergency contact information for guests, maximum number 

of guests, and copy of STR Permit 

• Trash disposal plan—use material from Appendix 4 

• Public nuisance/noise ordinance—use the information below: 
• NH law defines disorderly conduct as "purposely causes a breach of the peace, public 

inconvenience, annoyance or alarm, or recklessly creates a risk thereof, by: (a) Making loud or 
unreasonable noises in a public place, or making loud or unreasonable noises in a private place 
which can be heard in a public place or other private places, which noises would disturb a 
person of average sensibilities." 

• Local hospital addresses and contact numbers 

• Dartmouth-Hitchcock Medical Center, Lebanon-(603) 650-5000 New London Hospital, County 
Road, New London-(603) 526-5000 

• Town’s non-emergency police phone number 

• Non-emergency Springfield police number: 603-763-3100 

• Emergency number for applicant or applicant’s representative 
• Maximum occupancy of the STR—use the formula: # approved DES septic bedrooms times 2 . 
• Maximum number of vehicles that can be parked along with sketch that states, “No on-street 

parking is permitted. 
• Gas, water, electrical shut-off and home heating appliance and safety manuals—Use photos 

included in the documentation. 
 
 

Appendix 9 
 
 

Water quality analysis by an NH State approved laboratory must be submitted with application. 
 
At a minimum, water testing must include an analysis of  
 

1. E. coli Bacteria 

2. Arsenic 

3. Lead 

4. Copper 
5. Total Coliform Bacteria 
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