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Once you have followed the steps on “how to apply for a privately managed
unit” PLEASE follow these directions very carefully. You CANNOT go back and

edit this application once it is completed.

Once you have completed the steps to apply for a privately
managed unit, you will be prompted to begin the Qualification
Application process. Please check your eligibility, click on “check

eligibility” and a qualification questionnaire will pop up on the screen.

If applying for a long-term rental, you must work AT LEAST 1500
HOURS in Pitkin County and occupy the unit as your primary
residence. If you or anyone in your household owns residential
property within the ownership exclusion zone, you DO NOT
QUALIFY. If applying for a seasonal rental YOU MUST occupy the
unit as your primary residence during the winter season and YOU
MUST work full-time in Pitkin County (30hr weekly minimum)
during the winter season, again, same deal for seasonal as long
term, if you or anyone in your household owns residential property
within the ownership exclusion zone, you DO NOT QUALIFY.
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Once you have checked your eligibility and see that you qualify
the next step is to complete the application. The first step of the
application is how are you applying?

As an individual? Household? Or Roommate/Co-Buyer?

If applying as a household PLEASE add household members to
your profile BEFORE starting this application to save time (see
FAQ on how to add a household member here).

If applying as a roommate see FAQ on how to apply as a
roommate/co-buyer here.

If applying as individual please continue with the steps below.
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Once you have hit next the next screen to appear is the “update
person account” screen. Please fill this out entirely so all of your
information is up to date and accurate. YOU MUST HIT UPDATE
PROFILE BEFORE HITTING NEXT. If you hit NEXT without

updating your profile first none of the information will be saved.
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After hitting next, you will be directed to the “sources of income”
page. Please choose your “types” from the dropdown menu shown

below. All sources of income must be included in the application.
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Please make sure you have filled out "Business account” and
”Balance/Value” fields, once everything is filleda out entirely
PLEASE HIT SAVE before hitting next.
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After hitting “next” you will be directed to the “Work history”
page. Include all work history in Pitkin County (if you just
moved to Pitkin County provide your current work history.)
Make sure this is filled out entirely. It is not necessary to add an

“employment end date” to your current job. PLEASE HIT SAVE
before hitting next.
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After clicking "next” you will be directed to the "Asset” page.
Please choose from the drop-down menu shown below. Choose
the all that apply to you. Ex. If you have a checking, savings and
a retirment fund account fill out each one separately and hit
SAVE after each one.
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Please fill out real estate information and vehicle information
ONLY IF THAT APPLIES TO YOU. If you do now own any real
estate, leave blank. If you do not have a vehicle, leave blank.
Remember to HIT SAVE BEFORE Clicking "next” once you have
filled out this page to the best of your abilities.
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After clicking "next” you will be directed to the ”liability” page.
Liabilities include loans, credit cards, etc. Please choose from the
dropdown menu shown below. If you have more than one liability
fill out the information for your first one, click SAVE and then fill
out the information for the next liability. PLEASE remember to
click SAVE after each one. Once completed hit "next.”
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After clicking "next” you will be directed to the final page to
save your information. Please make sure if you have household
members 18 and over and/or roommates to include them on the
application under applicant B,C, or D. Make sure you have also
marked the correct ”Application type” and "Employment type”
Once finished click ”Save application”
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You’re almost there! One of the last steps before payment is to
upload all your documents! For a Long term rental, it is required
that you upload, your most recent paycheck stub(s), Last 2 years
W2s or 1099s, bank statement of screenshot showing current
balance for all assets, federal picture ID, Last 2 years tax returns.
Once you have uploaded all the required documents, click ”"next.”
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After you have uploaded all your documents and clicked "next”
you will be directed to the payment screen.
Click ”Pay” to continue.
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A pop-up will appear on the screen to process the payment for

a long term application, the application fee is $50. Choose the
payment method that works best for you. Either credit card or
electronic check (if you want to pay with cash or check that must
be dropped off at .) Please make sure when submitting
payment online your mailing address matches the current mailing
address on your credit card or your electronic check.

Click checkout to complete!
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Once payment is complete a confirmation will appear on your
screen showing the status of your payment. Click “close.”
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You are all done! Your final screen will provide you with a case #
and your application status. PLEASE SAVE THE CASE NUMBER
YOU ARE GIVEN FOR FUTURE REFRENCE.




