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RESTAURANT QUICK GUIDE TO LICENSES, PERMITS & INSPECTIONS
The information in this guide will save you time by showing you what you’ll need in advance and which City agencies can
assist you. Since each business is unique, this information serves only as a guide and is subject to change. If you have any
questions, please contact us at restaurant@cityofchicago.org and we will be glad to help.
Restaurant Start-up Timeline

Note: Refer to corresponding numbers below for detailed information.

For the complete Restaurant Start-up Guide, please visit
www.cityofchicago.org/restaurant
1

Develop a business plan and determine legal entity
Before meeting with a BACP consultant, you should develop a business plan and determine
your legal entity (i.e., Limited Partnership (LP), Limited Liability Partnership (LLP), Limited
Liability Corporation (LLC), Corporation, or Not-for-Profit Corporation (NFP)). There are several
resources available to help you:
1) Visit the Small Business Solution station every Tuesday (business counseling), Wednesday
(legal assistance) and Thursday (financial assistance/loans) and get free business
counseling from our trusted non-profit partner agencies.
2) Visit your local Chamber of Commerce, who can assist you on developing business plans
(see C-5 of the Restaurant Start-up Guide for a list of Chambers of Commerce and other
delegate agencies in the city of Chicago)
3) Visit the business library at Harold Washington Library, 400 S State St. 4th floor

2

Prepare for Initial Consultation with BACP Business Consultant
Schedule an appointment with a BACP consultant by either calling 312-74-GOBIZ or
visiting www.cityofchicago.org/restaurant

BACP Small Business
Solution Station
BACP City Hall, Room 805
or make an appointment
by calling 312-744-2086.
(See C-1 for the BACP
Small Business Solution
Station flyer for more
information)

Helpful Hint
Your local Alderman’s
office and Chamber of
Commerce have lists of
available sites.
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Prior to meeting with a BACP consultant, fill out the Restaurant Start-up Worksheet (see
pg x of the guide). Additional copies are available at www.cityofchicago.org/restaurant
and BACP
• Describe your restaurant activity (e.g., liquor, fast-food)
• Identify potential sites and bring photos, if available (note: photos do not need to
be printed out. They could be on your camera or phone)
• Check whether your potential sites have outstanding building violations. Go to
www.cityofchicago.org/dob > Look Up Building Permits, Inspections and
Violations Online
Obtain a Chicago Food Service Sanitation Certificate
All restaurants are required to have at least one employed person on the premises at all
times who has a valid City of Chicago Food Service Sanitation Certificate. At the time of
application, one must provide proof of Sanitation Certificate. (see C-10 of the Restaurant
Start-up Guide for a list of training providers)

If there is an outstanding
violation, the permitting
and licensing process may
be delayed until the
violation is cleared. You
could be financially
responsible for correcting
any violations.

Register with the appropriate government entity (see C-3 of the Restaurant Start-up
Guide for more information)
• If you plan to do business as a Sole Proprietor or General Partnership in Illinois,
under an assumed name (a name other than your own), obtain an Assumed Name
Certificate from the Cook County Clerk’s Office
• Obtain a State of Illinois File Number through Illinois Secretary of State
• Obtain Federal Employer Identification Number (FEIN) through Internal Revenue
Service (IRS)
• Obtain an Illinois Department of Revenue (IDOR) Account ID (formerly IBT#)
through IDOR
During your appointment with a BACP consultant, the consultant will guide you through
the entire process, which will include checking for potential location restrictions,
determining any Public Way Use permit requirements, and discussing food safety
requirements.
3

Get Zoning and Location Approval
The City of Chicago is divided into a variety of zoning districts that reflect the diversity of
business and neighborhood uses. Each zoning district has different regulations regarding the
types of business activities that are permitted. It is imperative that you check the zoning
requirements of your proposed business location carefully.
Before taking out a business loan, signing a lease, or applying for a business license, ensure
that the site where you intend to operate is in an appropriately zoned area and that it
complies with the Chicago Municipal Code. There are also other location restrictions (e.g.,
liquor dry area) that your business consultant can check for you. The Municipal Code is
frequently updated so a new owner needs to check current zoning and code regulations; do
not assume the previous owner's zoning designation applies to your business.
If construction is necessary, apply for building permits and submit the following
documents to the zoning department via Department of Buildings e-plan (see Section E-11
of the Restaurant Start-up Guide for E-plan User Guide) :
A-2

Interactive Zoning Map
www.cityofchicago.org/zoningmap

Also see Restaurant
License and Zoning
Reference Guide on F-2

•

•
•

Architectural plans, floor plans and plat of survey for zoning approval (see E-2 of
the Restaurant Start-up Guide for more information on when a building permit
is necessary)
If you have not met with a BACP consultant, submit the first page of the
Restaurant Start-up Worksheet (see form 1 in the Restaurant Start-up Guide)
If your establishment’s occupancy will be more than 100 or you will be applying
for a liquor license, submit an application for occupancy capacity signs for zoning
approval (see form 2 in the Restaurant Start-up Guide)

If construction is not necessary, submit the following documents to your BACP
consultant:
• If applying for a liquor license, include floor plans and plat of survey for zoning
approval (see D-1 of the Restaurant Start-up Guide for examples)
• If your establishment’s occupancy will be more than 100 or you will be applying
for a liquor license, submit an application for occupancy capacity signs for zoning
approval. (see form 2 in the Restaurant Start-up Guide)
If applying for a liquor license or a Public Place of Amusement (PPA) license, you must
meet location restrictions. For example, your restaurant has to be more than 100 feet (or
200 feet, if applying for PPA) away from a library, church, school, hospital or home for the
aged or indigent (see F-5 and F-11 of the Restaurant Start-up Guide for detailed
information on restrictions and regulations). Submit a payment of $250 to BACP for an
on-site location approval. This fee will be credited toward your license fee. This approval
will be valid for one year from the date of approval.
Outstanding Debt - Any outstanding debts to the City owed by the business owner or an
officer of the business must be paid before a license can be issued. These debts include
past due parking tickets, water bills, child support payments, or any other type of
administrative hearing fines imposed by the City. This also includes Illinois Sales Tax
owed. If you have debt, you may apply for a license; however, a license will not be issued
until all debt has been paid or you enter into a payment plan with the City. To find out if
you have any debt and to find out about payment options, visit the Chicago Department
of Revenue.
4

Obtain Building Permits– If construction or alterations are necessary

Even if you are not doing
any construction, you will
need to submit a site plan
and a floor plan. See D-1
for examples.

Chicago Department of
Revenue
33 N. LaSalle Street
Suite 700
312-744-7275 or
pay online at
www.cityofchicago.org/finance

Helpful Hint

Once zoning has approved your architectural plans and location, the Department of
Buildings will review your architectural plans. You should have already submitted the
following through e-plan (see E-11 of the Restaurant Start-up Guide for E-plan User
Guide):
• Zoning approved architectural plans
• Kitchen equipment specifications and menus. (see E-3 of the Restaurant Start-up
Guide standard plan process checklist)
Once plans have been approved, a building permit will be issued.
5

Helpful Hint

Complete License Application
Once zoning has approved your plans and location, submit your completed application for
a retail food establishment license to BACP either online or in-person. You will also need
to submit:
A-3

To avoid delays, you
should begin license
application concurrently
with permit application.

If you are using a selfcertified architect, you
are strongly encouraged
to request an on-site food
consultation. To schedule
your on-site consultation,
email
restaurant@cityofchicago.org

•
•
•

Business Information Sheet (BIS) (see form 3 in the Restaurant Start-up Guide)
Lease or proof of ownership of the property
Chicago Food Service Sanitation Certificate

If applying for a liquor license, begin your liquor license application. The liquor license
application can only be completed in-person (see section F-1 through F-10 of the
Restaurant Start-up Guide for a detailed list of all requirements, including eligibility
requirements)
• Submit zoning-approved occupancy capacity sign application
• Submit proof of liquor liability insurance and a Beverage Alcohol Sellers and
Servers Education and Training (BASSET)
• Schedule fingerprint-based criminal background check for any person with 5% or
more ownership
If applying for a Public Place of Amusement (PPA) license, begin your PPA license
application. The term PPA includes but is not limited to bowling alleys, businesses with 2+
pool tables, nightclubs and dance clubs, and karaoke. PPA licenses application can only be
completed in-person. It is important to note that there are additional zoning and location
restrictions (see F-11 of the Restaurant Start-up Guide for a detailed list of requirements)
5a If your site requires Public Way Use or other permits, begin the application process with
your BACP consultant. There are six (6) major types of use permits:
1. Sign installation permit - If you are installing a sign, submit a sign permit
application to DOB (see form 4 in the Restaurant Start-up Guide)
2. Signs, canopies, and/or lights - If the site will have signs, or canopies, that will
project into a public way, submit the application to BACP (see G-11 of the
Restaurant Start-up Guide for Public Way Use Bundle Permit Application and
form5)
3. Sidewalk café – If you are planning to have a sidewalk café, submit an application
to BACP (see G-25 of the Restaurant Start-up Guide for Sidewalk Café
Application Information Package and form 6)
4. If your site has a driveway, you must get a driveway permit (see G-53 of the
Restaurant Start-up Guide for the application process and form 7 for an
application)
5. If you do not have approved alley access for deliveries, your site needs a loading
zone to load and unload deliveries. Submit a loading zone permit application to
your alderman’s office (see G-51 of the Restaurant Start-up Guide)
6. If your site needs a standing zone for non-commercial vehicles (e.g., drop-off and
pick-up), submit a standing zone permit application to your alderman’s office (see
G-51 of the Restaurant Start-up Guide)
Make your final payment and prepare for inspections
• If you are applying for a liquor license, the Department of Public Health will
contact you within 3 days of payment to schedule an inspection. The inspector
will not come until you have confirmed that you are ready.
• If you are applying for a liquor license, you will schedule a license taskforce
inspection through your BACP consultant. The taskforce inspection includes
inspectors from BACP, Department of Buildings, Department of Fire, and the
Department of Public Health. On the day of the inspection, the taskforce will
arrive within a 3-hour window.

Helpful Hint
City of Chicago Business
Licenses are nontransferable. Each
restaurant and each
location must have its
own license in order to
operate.

For more information on
BASSET training, visit
Illinois Restaurant
Association.
www.illinoisrestaurants.org

Helpful Hint
Any use permit on public
way requires City Council
approval and the
application process may
take from 60-120 days.
Begin this process as early
as possible to prevent any
delays.

Helpful Hint

A-4

If a business I found to be
operating without a Retail
Food Establishment
License or other required
city license a Cease and
Desist Order will be
issued and the operations
will be close immediately.
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Building Inspections – If construction is necessary
We are excited to offer a team-based building inspection for your restaurant construction.
Previously offered only to larger buildings, this service is now available for any restaurant
undergoing construction.
Prior to constructing your kitchen, schedule a free, optional on-site food consultation to
ensure that your kitchen construction meets all relevant health codes. To schedule your
on-site consultation, contact restaurant@cityofchicago.org.
To schedule the team-inspection option, refer to H-1 of the Restaurant Start-up Guide for
instructions. You will also have the option of scheduling individual inspections but these
requests can take longer to accommodate.

7

Quick Guide to the Licensing Taskforce and Food Safety Inspections
Completion of this checklist does not guarantee inspection approval. This information is
provided to help you prepare for the necessary inspection(s) in starting your restaurant.
Fire Inspection – Liquor License (for a detailed fire inspection checklist, see H-6 of the
Restaurant Start-up Guide)

Helpful Hint

Fire inspectors will visit your facility and check for safety measures. Their primary concern is
verifying that you have proper exit structures in case of an emergency. They will verify that
stairs, chimney, heating, and duct systems are in good condition and that aisles and exits are
easily accessible and all fire extinguishers are in good working order.
Below are a few of the more common reasons why applicants fail fire inspections:

•
•
•
•
•
•
•
•
•
•

Inadequate water supply for the automatic sprinkler system
Impaired or non-existent access to elevators or man hoists
Combustible construction debris or trash onsite
Non-working, non-illuminated exit and stairs signs
Storage under stairs
Storage around heat-producing appliances
Extinguishers that are not charged and/or tagged from current year’s inspection
Blocked aisles and exit areas/doors
Accumulation of debris that creates a potential fire hazard
Lack of panic bar on locked exits

Building Inspection (SIP) – Liquor License and Occupancy Capacity Sign (for a detailed
building inspection (SIP) checklist, see H-2 of the Restaurant Start-up Guide)
Below are a few of the more common reasons why applicants fail building inspections:

•
•
•
•

Structural defects (Roof, walls or floor joists need repair, etc.)
Undersized exit doors, corridor width or stairways
Insufficient number of exits or improper swing of the exit door
Locking devices on exit doors
A-5

If you conducted any
construction, all permits
must have passed final
inspections prior to
license inspections.

•
•
•

Lack of exit signs or emergency lighting
Lack of stamped, approved plans on construction site
Open building permits (i.e., final inspections not completed and passed)

BACP Inspection – Incidental Liquor License for Restaurants and Tavern (for a BACP
inspection checklist, see H-5 of the Restaurant Start-up Guide)
Below are a few of the more common reasons why applicants fail BACP inspections:

•

The layout of the restaurant does not meet requirements of Incidental-Consumption
on Premises license

•

Restaurant floor layout does not match the floor plan that was approved and
submitted to BACP and zoning

•

Public Notice of Liquor License Application is not visibly posted

Health Inspections (Food Protection) – Retail Food License (for a detailed list of
requirements, see H-7 of the Restaurant Start-up Guide for a complete guide to health
inspection)
Chicago Department of Public Health inspects your facility to ensure food safety and proper
sanitation. Inspections focus on food-handling practices, proper temperatures, personal
hygiene, facility maintenance, and pest control. For the inspection, you or a person with a
food sanitation certificate must be present at the time of inspection.
Below are a few of the more common reasons why applicants fail the initial health inspection:

•
•
•
•

Not ready for inspection, or physical build-out not completed

•
•
•
•
•
•

Lack of utility/mop sink with a backflow preventer for housekeeping practices

•
•
•

Helpful Hint
Refer to pg 24 of the
Health Inspection Guide
for a readiness checklist.

Food equipment not installed and/or not operating properly
Cooking ventilation system not installed and/or not operating properly
Lack of three-compartment sink that is large and deep enough to completely
submerge cooking utensils in food preparation areas
Lack of plumbing back-flow devices at various plumbing fixtures

Helpful Hint

Lack of adequate hand washing stations

For updates on the more
common reasons for
health inspections, please
visit:

Lack of hot water at sinks or dishwashers
Unsealed gaps in walls, joints and piping
Inadequate refrigeration (temperature is above 40 degrees Fahrenheit in
refrigerators/coolers and above 0 degrees Fahrenheit in freezers)

www.cityofchicago.org/restaurant

Restrooms not operational
Pest on site, no pest control log available
Doors not sufficient to prevent pests

IF YOU REQUIRE ANY RE-INSPECTIONS, PLEASE CONTACT restaurant@cityofchicago.org TO
SCHEDULE.
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RESTAURANT START-UP WORKSHEET
CONTACT
Primary contact person: _________________________________________________________________________
First name
Relationship to license applicant:

MI
Self

Expediter

Last name
Lawyer

Other:____________________

Contact phone number: _________________________________________________________________________

Official use only:
Name of Business
Consultant:

Date:

Contact e-Mail address: _________________________________________________________________________
If not license applicant, name of the applicant: _______________________________________________________

BUSINESS ACTIVITY
Prepare food on premises:

Yes

No

If yes, type of food __________________________________

Serve liquor/beer/wine:

Yes

No

Amusement/entertainment:

Yes

No

Private event rooms:

Yes

No

Private events/banquets:

Yes

No

If yes, max number of seats____________________________

Sit-down bar:

Yes

No

If yes, number of seats/stools__________________________

Patio:

Yes

No

Sidewalk Café:

Yes

No

Roof top deck:

Yes

No

Retail Sale:

Yes

No

Wholesale:

Yes

No

If yes, describe ______________________________________

Outdoor seating:

If yes, what will you be selling?_________________________

Hours food will be served: _______________________________________________________________________
Hours liquor will be served: _______________________________________________________________________
Total Seating:

less than 50

50-100

100-200

greater than 200

Number of Employees:

1-4

5-10

11-20

21+

By signing below, I understand that any changes to business activity may impact licensing and zoning approvals. I
will notify BACP and zoning of those changes.

Signature

Form 1

Date
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LOCATION
Any building permits:
Official use only:
Notes

Yes

No

If yes, permit number _________________________

_______________________________________________________________________________
Street Number(s)
Street Name
Apt/Suite
_______________________________________________________________________________
City
State
Zip Code
Most Recent Use of Space
Rough Square Footage:
0-4,500 sf
4,501-10,000 sf
10,001+ sf
Outstanding violations*?
Yes
No
Existing signage/canopy?
Yes
No
Any dedicated onsite parking on the property (i.e., not street)? If yes, # of spaces ____________

Official use only:
Notes

Street Number(s)

Street Name

Apt/Suite

_______________________________________________________________________________
City
State
Zip Code
Most Recent Use of Space
Rough Square Footage:
0-4,500 sf
4,501-10,000 sf
10,001+ sf
Outstanding violations*?
Yes
No
Existing signage/canopy?
Yes
No
Any dedicated onsite parking on the property (i.e., not street)? If yes, # of spaces ____________

Official use only:
Notes

_______________________________________________________________________________
Street Number(s)
Street Name
Apt/Suite
_______________________________________________________________________________
City
State
Zip Code
Most Recent Use of Space
Rough Square Footage:
0-4,500 sf
4,501-10,000 sf
10,001+ sf
Outstanding violations*?
Yes
No
Existing signage/canopy?
Yes
No
Any dedicated onsite parking on the property (i.e., not street)? If yes, # of spaces ____________

*Go to www.cityofchicago.org/buildings > Look Up Building Permits, Inspections and Violations Online

Form 1
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Application for Occupancy Capacity Signs
Business Information: Completed by Applicant
Occupancy Limit
New Sign
Being Applied
Duplicate Sign
For:

PM Information: Completed by PM
App. #

CN #

Phone #

PM #

Zoning Approval: Zoning & Planning Use Only

Use of Building:
Business Name
(DBA):
License Address:
Chicago, IL

Zip:

Hrs. of Operation:
Licensee:
Submitted By:
Title:
Phone Number:
Owner's Email:
Applicant's Email:
Architect's Email:
Room Name / No.

Size (sq.ft.)

Capacity
Limits

Reason for
Rejection

Approved?

Inspector ID #

YES NO
YES NO
YES NO
YES NO
YES NO
YES NO
Building Information: Completed by Building Inspector

Reasons for Rejection

Construction Type:

1. Dimensions Not Accurate

6. Not Enough Information

Building Height:

2. Missing Dimensions

7. Dimensions for Fixed Seating

Capacity Limits:

3. Plan and Permits Needed

8. Not an Assembly

4. Business Not in Operation

9. Plans Do Not Reflect Layout

5. Under Construction

10. See Inspector Comments

Sprinklers:

YES

NO

Date:
Inspector Comments: Completed by Building Inspector
Is this a new annual assembly project?

Form 2

YES

NO

If YES, did the inspector create a new
annual assembly assignment sheet?

YES

NO
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BIS

CITY OF CHICAGO
DEPARTMENT OF BUSINESS AFFAIRS & CONSUMER PROTECTION (BACP)

BUSINESS INFORMATION SHEET

Type of PRE-Application

Business License

Public Way Use

Adding a new site

Moving

Account #

Business Entity Information
Type of Business

Sole Proprietor

Partnership

LLC

Corporation

Non-Profit

Trust

Other

Legal Name of Business
The exact “legal name” as it appears in the
official business formation documentation.

For Sole Proprietors, this is the full name of the business owner as it appears on the Sole Proprietor’s government-issued photo ID.

“Doing Business As” Name
The exact “Doing Business As” (DBA) name as it
appears in the official business formation
documentation.

Sole Proprietors or Partnerships conducting business in Illinois under an assumed name (a name other than your own) are required to
file for an Assumed Name Certificate with the Cook County Clerk’s office at 50 W. Washington St., East Concourse (Lower) Level - 27,
(312) 603-5652, or @ www.cookcountyclerk.com > Vital Records > Assumed Business Name Registration.

 A State of Illinois File Number is REQUIRED for all (Illinois and Non-Illinois based) LPs, LLPs, LLCs, Corporations, and Non-Profit Corps.
Assigned by the Illinois Secretary of State at 69 W. Washington St., Suite 1240,
(312) 793-3380, or @ www.cyberdriveillinois.com/departments/business_services/

State of Illinois File #

 A Federal Employer Identification Number (EIN) is REQUIRED for all business entity types except for Sole Proprietorships.
Assigned by the Internal Revenue Service at 230 S. Dearborn St., (312) 566-4912
or (800) 829-4933, or @ www.irs.gov/businesses > Employer ID Numbers (EINs)

-

Employer Identification #

 An Account ID Number is REQUIRED for ALL business entity types that conduct business in the state of Illinois or with Illinois customers.
(formerly IBT #)

Public Way Use (PWU)

Assigned by the Illinois Department of Revenue at 100 W. Randolph St., (800)
732-8866, or @ http://tax.illinois.gov/Businesses/index.htm > Business Registration

-

IDOR Account ID #
Sign

Awning

Canopy

Marquee

|

PWU Permit(s) #

Banner

Sidewalk Cafe

Other

PWU Account #

Business Activity and Location
Business Activity
List your business activities, including all
products and/ or services to be offered.

If selling goods, what type of sales?

Retail (Consumers Only)

Wholesale (Business to Business Only)

Both

Business Site Address
Provide the full business location address where
the business transactions and/or activities occur.
If applicable, provide the extended address
(e.g. 100-102 N. Main St.).

Street Number(s)

N/S/E/W

City

,

Square footage used by the business:

Street Name

Ave./St.

State

ZIP Code

SQ. FT.

Ste./Apt. #

Floor #

,

Amount of employees at this site:

Primary Contact Person
First Name

Middle

,
Last Name

Contact Phone #

Jr./Sr.

-

-

Fax #

-

-

Contact E-mail Address
Form 3

PLEASE COMPLETE THE BACK SIDE OF THIS FORM AS WELL 
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V.06.30.11

Owner and Officer Information (as required per 4-4-050)
o
o
o
o
o

Sole Proprietors are required to provide information about the Individual who owns the business.
Partnerships & Limited Partnerships are required to provide information about all the Partners of the organization.
Limited Liability Companies are required to provide information about the organization’s Members, and any other shareholder(s) with a major beneficial interest.
Corporations are required to provide information about the organization’s President, Secretary, and any other shareholder(s) with a beneficial interest.
Non-Profit Corporations are required to provide information about the organization’s President and Secretary.

Proof of identification may be required to complete the actual application.
Ownership % Title

 Sole Proprietor  Partner  President  Managing Member  Other:
First Name

Middle Name

Current Residential Address

Home Phone

(

Suite/Apt. #

Social Security Number

)

Last Name

-

-

Date of Birth

/

City

State ZIP Code

Email Address

/

Ownership % Title

 Secretary  Partner  Managing Member  Other:
First Name

Middle Name

Current Residential Address

Home Phone

(

Suite/Apt. #

Social Security Number

)

Last Name

-

-

Date of Birth

/

City

State ZIP Code

Email Address

/

Ownership % Title

 Vice President  Member  Other:
First Name

Middle Name

Current Residential Address

Home Phone

(

Suite/Apt. #

Social Security Number

)

Last Name

-

-

Date of Birth

/

City

State ZIP Code

Email Address

/

Ownership % Title

 Treasurer  Member  Other:
First Name

Middle Name

Current Residential Address

Home Phone

(

Suite/Apt. #

Social Security Number

)

Last Name

-

-

Date of Birth

/

City

State ZIP Code

Email Address

/

Ownership % Title

 Shareholder  Other:
First Name

Middle Name

Current Residential Address

Home Phone

(
o
o

)

Last Name

Suite/Apt. #

Social Security Number

-

-

Date of Birth

/

City

State ZIP Code

Email Address

/

Completed BIS forms may be submitted in-person at the address below, or by e-mail attachment at businesslicense@cityofchicago.org.
Please do NOT include/send any payments with this pre-application.
CITY OF CHICAGO  Department of Business Affairs and Consumer Protection  Business Assistance Center
City Hall  121 North LaSalle Street, Room 800, Chicago, IL 60602  (312) 74-GOBIZ (744-6249)  www.cityofchicago.org/bacp
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CITY OF CHICAGO

DEPARTMENT OF BUILDINGS
Sign Permit Application

PERMIT NUMBER

APPROVAL NUMBER

ANNUAL FEE

WORK CODE

DRAWINGS
ATTACHED

YES
NO

CONTRACTOR WILL FILL OUT BLANKS BELOW
DATE OF APPLICATION

PROJECTING OVER
PUBLIC WAY

1

ADDRESS OF SIGN (NUMBER, DIRECTION AND STREET NAME)
2

BUILDING			
TYPE
OF
PERMIT

ORIGINAL PERMIT NUMBER

0

NEW
SIGN

2

CHANGE
OF FACE

4

REPAIR

1

ADDITIONAL
SEGMENT

3

REHANG

5

REMODEL

FLAT

AREA

IN.

SIGN HEIGHT ABOVE
GRADE/ROOF

PAYER OF ANNUAL INSPECTION FEE

SHAPE OF SIGN

ADDRESS
CITY

STATE

TYPE
OF
SUPPORT
FOR
SIGN

WEIGHT

IN.

LBS.
FT.

® REGULAR

NO. OF LAMPS
		

ADDRESS WHERE SIGN CAN BE SEEN PRIOR TO ERECTION

FORM #
1017B

FT.

® IRREGULAR

SIGN WILL READ:

ZIP CODE

SIGN MANUFACTURER

TICKET NUMBER
		

HEIGHT

SQ. FT.

PROJECTING
OVER PRIVATE
PROPERTY

5

SIGNBOARD

4

FT.

LENGTH

ROOF

3

REINSPECTION CONTROL NUMBER

TOTAL WATTAGE

1

INCANDESCENT

3

NEON

2

FLUORESCENT

4

OTHER

NO. OF BALLASTS/TRANSFORMERS

1

BEAM

3

POLE

5

GROUND
STRUCTURE

INPUT OF TRANSFORMERS

2

CANOPY

4

BUILDING

6

ROOF

WILL FEEDERS BE
INSTALLED BY YOU?

YES

NO

WILL CONNECTIONS BE MADE
TO CUSTOMER’S LEAD BY YOU?

YES

NO

SIGN BOARD SUPPORT MEMBERS

WOOD

STEEL

TYPE OF SWITCH

ANNUAL FEE
CONSTRUCTION FEE

LOCATION OF SWITCH

1017 B FEE

SIGN LOCATION

KNIFE

SPECIAL

OUTSIDE

INSIDE

TOTAL FEE

The undersigned certify that the statements in this application are true and correct and that all work done under the proposed permit will conform to the
Requirements of the Chicago Municipal Code.
REG. NO.

BOND NO.

ELEC. CONTR.

SIGN ERECTOR

ADDRESS

ADDRESS

SUPERVISOR SIGNATURE:

SIGNATURE

REG. NO.

The permit issued on this application will authorize only signs here applied for. If other signs are to be erected they must be covered by additional permits.
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Form 4
OVER

ATTACH CHECK HERE

TYPE OF BUSINESS

ZONING INFORMATION				

ELECTRICAL INSPECTION INFORMATION

SIGN BOND REQUIRED?

® YES
TYPE OF SIGN:

® ADVERTISING
® BUSINESS

		
		

® ILLUMINATED
® FLASHING

TOTAL STREET FRONTAGE OF LOT (IN FEET)

® NO

COUNCIL ORDER REQUIRED?

® YES

®   NO

IS SPECIAL PERMISSION REQUIRED FROM CHIEF ELECTRICAL INSPECTOR?

® YES

® NO

IF YES, ATTACH LETTER REQUEST.

TOTAL AREA OF NEW SIGN (SQ. FT)

TIME STAMP

TOTAL AREA OF ALL SIGNS ON LOT (SQ. FT)

HEIGHT OF SIGN ABOVE GRADE (TO TOP)

DISTANCE FROM CURB LINE OUTER EDGE
DISTANCE FROM STRUCTURE INNER EDGE

SIGN CLERK			

DISTANCE FROM:

REMARKS			

A. PUBLIC PARK (OVER 10 ACRES)
B. EXPRESSWAY (IF LESS THAN 1,000 FT.)

APPROVED FOR PERMIT

_______________________________
   _______________________________

C. RESIDENCE DISTRICT (ADVERTISING SIGNS ONLY) _______________________

IF REPLACEMENT SIGN OR CHANGE OF FACE, WHAT DOES EXISTING SIGN READ?

ZONING (OFFICE USE ONLY)

® APPROVED

Form 4

® REJECTED

B-8
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CITY OF CHICAGO · BACP-PWU · BUNDLE PERMIT APPLICATION · V.09.28.10

APPLICATION TO USE THE PUBLIC RIGHT OF WAY
APPLICATION TO USE THE PUBLIC RIGHT OF WAY
OFFICE USE ONLY
DOB PERMIT #:
AMNESTY ELIGIBLE?

 YES

 NO

APPLICANT INFORMATION
LEGAL NAME OF ENTITY:
PERMIT MAILING ADDRESS:
CITY:
CONTACT PERSON:
PHONE:

STATE:
FAX:

ZIP CODE:
TITLE:
E-MAIL:

BUILDING OWNER INFORMATION
NAME:
ADDRESS:
CITY:
PHONE:

STATE:
FAX:

ZIP CODE:
E-MAIL:

USE OF THE PUBLIC WAY
1. List the proposed or existing use below and complete the worksheet on page 3.
Use only one application for all public way use type.
TYPE

HOW MANY?

BUILDING ADDRESS

2. Please enclose one sketch of each proposed use of the public way, which maps to scale the
proposed use(s) and its relationship to surrounding right-of-way. All measurements must be
indicated.
The prints should also accurately depict the location of the property line and public facilities (meters,
light poles, sidewalks).

APPLICANT CERTIFICATION
I hereby certify that all statements made as part of the application, and the attachments herein,
are true to the best of my knowledge and belief.
BY:

TITLE:

ALDERMAN’S APPROVAL
As part of this application process, you are required to notify/obtain approval from the Alderman in
whose ward your proposed use of the public way is located.
ALDERMAN’S SIGNATURE:
DATE:

WARD:

Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp · 312.74.GOBIZ (744.6249) · 312.742.1974 (TTY)

Form 5

Page 7
of 13
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CITY OF CHICAGO · BACP-PWU · BUNDLE PERMIT APPLICATION · V.09.28.10

APPLICATION TO USE THE PUBLIC RIGHT OF WAY

APPLICATION WORKSHEET
APPLICATION WORKSHEET

For use by NEW APPLICANTS ONLY.
For renewals obtain form from City Hall, 121 N. LaSalle St., Rm. 800 or call (312) 74 - GOBIZ
(744-6249)

Is this sign(s)
Illuminated?
(Y/N)
Is this an Existing
Public Way Use
(Y/N)

Total depth over
public way

Height above
grade

Depth of structure

Height of structure

Length of
structure along
public way

Quantity

LIGHTS

CANOPIES / AWNINGS

SIGNS

Exact Street
(i.e. S. State St.)

Complete the worksheet for each use of the public way and indicate all applicable measurements.

See example of required plans beginning on page 5.
NOTE: Pursuant to section 2-154-030 of the Municipal Code of the City of Chicago the Corporation Counsel of the City
of Chicago may require any such additional information from any applicant to achieve full disclosure relevant to the
request for action by the City Council or other city agency. Pursuant to section 2-154-020 of the Municipal code of the
City of Chicago any material change in the information required above must be provided by supplementing this
statement at any time up to the time the City Council or any city agency takes action on the application.

Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp · 312.74.GOBIZ (744.6249) · 312.742.1974 (TTY)

Page 8
of 13
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CITY OF CHICAGO  SIDEWALK CAFÉ APPLICATION INFORMATION PACKAGE – 2012 SEASON · V.01.12.12

SIDEWALK CAFÉ APPLICATION – 2012 SEASON
APPLICANT INFORMATION
LEGAL NAME OF ENTITY:
BUSINESS NAME (DBA):
PERMIT MAILING ADDRESS:
CITY:

STATE:

CONTACT PERSON:
PHONE:

ZIP CODE:
TITLE:

MOBILE:

E-MAIL:

Note: Please review the above section to ensure the accuracy of your contact information. Any omissions/inaccuracies will
delay the processing of your application.
All Sidewalk Café applicants are required to obtain the signature of the Alderman in whose ward the proposed use of the
public way is located. Additionally, the applicant will need to forward the signed and completed Sidewalk Café Application,
including plans, photos, certificate of insurance, acceptance letter, and copy of current license certificate.
Failure to submit all the requirements will delay processing your application. No faxes will be accepted. Please return this
application and all the associated documents by mail or in person to:
City of Chicago
Department of Business Affairs and Consumer Protection
Business Assistance Center - Public Way Use Unit, City Hall, Room 800
121 North LaSalle Street, Chicago, Illinois 60602

ALDERMAN’S APPROVAL
As part of this application process, you are required to notify/obtain approval from the Alderman in whose ward your
proposed use of the public way is located.

ALDERMAN’S SIGNATURE:
DATE:

WARD:

Department of Business Affairs and Consumer Protection  Business Assistance Center
Public Way Use Unit  City Hall, Room 800  121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp  312.74.GOBIZ (744.6249)  312.742.1974 (TTY)

Form 6

Page 6
of 25
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CITY OF CHICAGO  SIDEWALK CAFÉ APPLICATION INFORMATION PACKAGE – 2012 SEASON · V.01.12.12

APPLICATION WORKSHEET
Please enclose a plan of the proposed Sidewalk Café and its relationship to the surrounding public way even if it has been
submitted during prior years. Please show the associated dimensions, clearance measurements, boundaries and landscaping,
street location, seating capacity, accessibility to patrons with disabilities and its relationship to the surrounding public way.
Also include photograph(s) of proposed Sidewalk Café’s location.
In addition, please fill in below the proposed Sidewalk Café’s (1) business license information, (2) street location, dimensions,
(3) seating capacity, and (4) days and hours of operation.

1. Business License Information:
ACCOUNT #:
CURRENT RETAIL FOOD LICENSE #:
BUSINESS LOCATION ADDRESS:

2. Proposed Sidewalk Café Location and Dimension Information:
Note: The street name(s) and proposed length(s) and width(s) must match the proposed plan.
STREET NAME (i.e. S. State St.)
LENGTH

WIDTH

3. Proposed Sidewalk Café’s Seating Capacity:
Note: The proposed seating capacity must match the proposed plan.
CAPACITY:

4. Days and Hours of Operation:
Note: Sidewalk Café’s cannot operate earlier than 8:00 AM nor later than midnight.
DAY OF THE WEEK
PROPOSED HOURS OF OPERATION
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Department of Business Affairs and Consumer Protection  Business Assistance Center
Public Way Use Unit  City Hall, Room 800  121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp  312.74.GOBIZ (744.6249)  312.742.1974 (TTY)

Page 7
of 25
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CITY OF CHICAGO  SIDEWALK CAFÉ APPLICATION INFORMATION PACKAGE – 2012 SEASON · V.01.12.12

ACCEPTANCE OF SIDEWALK CAFÉ PERMIT TERMS
I hereby understand and accept the terms and conditions relative to the issuance of the Sidewalk Café permit, and by
signing below, I acknowledge that I must adhere to the City of Chicago’s Municipal Code 10-28-800 through 10-28-885
(Article XII. Sidewalk Cafés), the Rules and Regulations, as well as all the additional requirements promulgated herein:
I understand it shall be my duty as the permit holder, and as a condition of the permit, to:
1. comply with all the requirements defined within Chicago’s Municipal Code, the Rules and Regulations, as well as the
requirements promulgated herein;
2. upon submission of the Sidewalk café Application, furnish the Certificate of Insurance;
3. upon the introduction of the permit ordinance at City Council, pay the non-refundable applicable Sidewalk Café annual permit
fee (minimum $600.00, varies with size and location);
4. resolve all Account Holds since failure to do so will prevent the issuance of this permit application;
5. install or maintain the Sidewalk Café after the issuance of the permit by the Commissioner of Business Affairs and Consumer
Protection;
6. install and/or maintain the Sidewalk Café in a manner that complies with all applicable accessibility requirements under local,
state or Federal law, including but not limited to those set forth in the Sidewalk Café Application and the “Accessible Outdoor
Dining: A Guide to Sidewalk Café Accessibility Requirements in the City of Chicago.”
I understand that failure to adhere to all conditions imposed in the permit may result in revocation of the permit.

SIGNATURE:
PRINT NAME:

ACCOUNT #:
LEGAL NAME OF ENTITY:
BUSINESS NAME (DBA):
BUSINESS LOCATION ADDRESS:
CITY: Chicago

STATE: Illinois

ZIP CODE:

BUSINESS PHONE:
E-MAIL:

PERMIT TYPE: Sidewalk Café

Department of Business Affairs and Consumer Protection  Business Assistance Center
Public Way Use Unit  City Hall, Room 800  121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp  312.74.GOBIZ (744.6249)  312.742.1974 (TTY)

Page 8
of
25
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CHICAGO DEPARTMENT OF TRANSPORTATION
Driveway Permit Section 121 N. LaSalle Street, Room 905
Chicago, IL 60602

APPLICATION FOR COMMERCIAL DRIVEWAY PERMIT
PLEASE TYPE OR PRINT IN INK COMPLETELY AND IN TRIPLICATE

_________________________________________of____________________________________________________
(Name of Owner)
(Mailing Address-City, State)
(Zip Code)
_________________________________________of____________________________________________________
(Name of Billing)
(Billing Address- City, State)
(Zip Code)
hereinafter termed the Owner, request permission and authority to maintain a driveway or driveways, and submit
herewith to the Commissioner of Transportation the following:
1. Descriptive location and address of proposed and/or existing driveway(s)
Drive A _______________________________ _________ Ft. (N) (S) (E) (W) of_______________________________
Exact address of driveway
Distance
Property line nearest cross street
Driveway width at widest point ________________ ft. G Proposed G Existing
Drive B _______________________________ _________ Ft. (N) (S) (E) (W) of ______________________________
Exact address of driveway
Distance
Property line nearest cross street
Driveway width at widest point________________ ft. G Proposed G Existing
Drive C _______________________________ _________ Ft. (N) (S) (E) (W) of_______________________________
Exact address of driveway
Distance
Property line nearest cross street
Driveway width at widest point________________ ft. G Proposed G Existing
Drive D _______________________________ _________ Ft. (N) (S) (E) W) of_______________________________
Exact address of driveway
Distance
Property line nearest cross street
Driveway width at widest point________________ ft. G Proposed G Existing
2. Exact address of property___________________________________________________ Zip___________
3. Exempt: G The Owner certifies that the private property adjacent to and served by the driveways will be used exclusively for
a public museum or a not for profit hospital. A copy of proof of status must be submitted with this application.
4. FEIN (Federal Employer Identification Number) or Social Security Number__________________________________
5. PIN (Permanent Index Number) of Property________________________________
6. Describe the exact nature of business to be or being served by driveway(s)______________________________________
____________________________________________________________________________________________________
See instructions sheet for information on drawings, photographs, fee schedule and certificate of insurance.

Form 7

Page 1 of 2

01/01/12
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CHICAGO DEPARTMENT OF TRANSPORTATION
Driveway Permit Section 121 N. LaSalle Street, Room 905
Chicago, IL 60602
Application Fee: The non-refundable application fee must accompany the application. Make check or money order payable to
City of Chicago. I certify that all of the above information is true and in accordance with the requirements supplied with this
application.
Print name_________________________________Signature_______________________________________Date________
ZONING DEPARTMENT APPROVAL
Print name_________________________________Signature_______________________________________Date________
Application No ________________________Permit No.________________________________

Page 2 of 2

Form 7

01/01/12
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CITY OF CHICAGO
DEPARTMENT OF
BUSINESS AFFAIRS &
CONSUMER PROTECTION

S M A L L

B U S I N E S S

S O L U T I O N S TAT I

N

Find Real Business Solutions
TUESDAY: Business Counseling
by SCORE
• Developing a business plan
• Small business counseling
• Get advice on your business venture
WEDNESDAY: Legal Assistance
by the Law Project
• Real estate matters such as commercial leases, renting,
buying and selling
• Personnel issues such as advice on hiring and firing
• Corporate structuring and tax issues
THURSDAY: Financial Assistance/Loans
by ACCION Chicago
• Small business micro-loans
• Alternative financial assistance

Get the help you need today!
Don’t do it alone, let an expert help you in solving common business problems at no cost to you. Visit the Small Business
Solution station every Tuesday, Wednesday and Thursday and get free business counseling, legal assistance and financial
and loan assistance from our trusted non-profit partner agencies. Stop by the Solution Station between the hours of 9:30 am
and 3:00 pm, located at BACP City Hall, Room 800 or make an appointment by calling 312-744-2086.
The Small Business Solutions Station is just one of many quality programs provided by BACP. The BACP is committed to
providing new and existing entrepreneurs a menu of supportive services such as free workshops, seminars and connecting
businesses to other important business resources.
For more information about BACP’s business programs, visit www.cityofchicago.org/bacp.

(more on back)
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More About Our Trusted Non-Profit Partners
Meet with a representative from one of our partner organizations in the Department of Business Affairs and
Consumer Protection, Business Assistance Center in City Hall, room 800. Walk ins are welcome.

SCORE - Counselors to America’s Small Business
A nonprofit association made up of retired business professionals is dedicated to entrepreneur education and the formation, growth
and success of small business in the US. SCORE provides free business counseling, management consulting and advise on how to get a
business loan and offer other resources like templates for a business plan. The organization has more than 25 locations in the Chicago
area. SCORE is a resource partner of the U.S. Small Business Administration.www.scorechicago.org.
Score Counselors available every Tuesday from 9:30 am-3:00 pm.
The Law Project
The Law Project provides Pro Bono Legal services and education to community based organizations and entrepreneurs meeting eligibility
requirements. They coordinate services for real estate matters, personnel issues, contract issues, corporate structuring, board of directors
roles and responsibilities, tax issues and annual reporting requirements. The Law Project is a project of the Chicago Lawyers’ Committee
for Civil Rights Under Law, Inc. www.thelawproject.org
Law Project Counselors available every Wednesday from 9:30 am-3:00 pm.
ACCION Chicago
A small business lender, dedicated to providing financing and business education to small businesses and offer loans of up to $20,000
for start-up businesses and $50,000 for established businesses. They also offer Credit Builder loans between $200 and $2,500.
www.accionchicago.org
ACCION Chicago Counselors available every Thursday from 9:30 am-3:00 pm.

Additional Citywide Agencies Assisting Small Businesses:
Jane Adams Hull House-Small Business Development Unit
www.hullhouse.org

Woman Business Development Center
www.wbdc.org

Illinois Small Business Development Center at UIC
Institute for Entrepreneurial Studies
www.uic.edu/cba/cub

Illinois Hispanic Chamber
www.ihccbusiness.net

Illinois Small Business Development Center at the
Duman Entrepreneurship Center at JVS Chicago
www.jvschicago.org/duman
Chicago Urban League
www.thechicgourbanleague.org

Chicagoland Entrepreneurial Center
www.chicagolandec.org
Visit our website for a complete listing of agencies
that assist small businesses. www.cityofchicago.org/bacp

For more information Call 312-744-2086 or
email: bacpoutreach@cityofchicago.org
City of Chicago
Rahm Emanuel
Mayor

City Hall - Department of Business Affairs & Consumer Protection
121 N. LaSalle St. Room 800 (inside the Business Assistance Center)
www.cityofchicago.org/bacp
Chicago, IL. 60602
C-2

REGISTER WITH APPROPRIATE GOVERNMENT ENTITIES


If you plan to do business as a Sole Proprietor or General Partnership in Illinois under an assumed
name (a name other than your own), you will need to obtain an Assumed Name Certificate from the
Cook County Clerk’s Office. You may register:




Online by downloading and printing an application: www.cookctyclerk.com > Vital Records
> Assumed Business Name Registration;
By mail: Bureau of Vital Records, Attn: Assumed Name Unit, P.O. Box 642570, Chicago, IL,
60664-2570; or
In-person: Bureau of Vital Records, Assumed Name Unit, 50 W. Washington, West
Concourse Level, Suite 114, in Chicago.

Please call Cook County Clerk’s Office at 312-603-7790 for more information.



If you plan to do business as a legal business entity in Illinois, regardless of if you are based in
Illinois or not, you will need to register with the Illinois Secretary of State:




Illinois based businesses may file a new application as a Limited Partnership (LP), Limited
Liability Partnership (LLP), Limited Liability Corporation (LLC), Corporation, or Not-for-Profit
Corporation (NFP). You will be provided a State of Illinois File Number, which you will need
to provide on your license application.
Businesses not based in Illinois are considered “foreign” and must file an application for
authority to transact business in Illinois. You will be provided a State of Illinois File Number,
which you will need to provide on your license application.

Register:
 Online: www.cyberdriveillinois.com > Business Services;
 By mail: 501 S. 2nd St., Room 350, Springfield, IL, 62756; or
 In-person: 69 W. Washington, Suite 1240, in Chicago.
Please call Illinois Secretary of State’s Office at 312-793-3380 for more information.



Obtain a Federal Employer Identification Number (FEIN)
A Federal Employer Identification Number (FEIN) is also known as a Federal Tax Identification
Number, and is used to identify a legal business entity. Businesses are required to obtain a FEIN
to file and pay any federal tax obligation.
You may register for a FEIN with the United States Internal Revenue Service (IRS):




Online @ www.irs.gov > Businesses > Employer ID Numbers (FEINs);
By mail @ Internal Revenue Service, Attn: EIN Operation, Cincinnati, OH, 45999; or
In-person @ 230 S. Dearborn, in Chicago.

Please call IRS at 800-829-4933 for more information.

C-3



Obtain an Illinois Department of Revenue (IDOR) Account ID (formerly Illinois Business Tax Number
(IBT))
You must register with the Illinois Department of Revenue if you conduct business in Illinois or
with Illinois customers. This includes sole proprietors (individual or husband/wife), and all legal
business entities, including exempt organizations, who plan to hire employees, buy or sell
products wholesale or retail, or manufacture goods.
You may apply for an IDOR Account ID Number:




Online @ http://www.revenue.state.il.us/Businesses/ > Business Registration;
By mail @ Central Registration Division, Illinois Department of Revenue, PO Box 19476,
Springfield, IL, 62794-9476; or
In-person @ 100 W. Randolph, in Chicago.

Please call Illinois Department of Revenue at 800-732-8866 for more information.

C-4

CHAMBERS OF COMMERCE AND OTHER DELEGATE AGENCIES
51st Chamber of Commerce
124 E. 51st St.
Chicago IL 60615
773-285-3401
773-285-3407
95th Street Beverly Hills Business Association
2100 W. 95th St.
Chicago IL 60643
773-238-4094
773-238-7192
www.95thstreetba.org
Albany Park Community Center, Inc.
3403 W. Lawrence Ave. 2nd Fl.
Chicago IL 60625
773-583-5111
773-583-5062
www.apcc.chgo.org
Andersonville Chamber of Commerce
5356 N. Clark St. 2nd Fl.
Chicago IL 60640
773-728-2995
773-728-6488
www.andersonville.org
Andersonville Development Corp
5356 N. Clark St. 2nd Fl.
Chicago IL 60640
773-728-2995
773-728-6488
www.andersonvilledevcorp.org
Austin Chamber of Commerce
645 S. Central Ave.
Chicago IL 60644
773-854-5642
773-854-1952
www.chamberonthemove.net
Belmont-Central Chamber of Commerce
5534 W. Belmont Ave
Chicago IL 60641
773-647-1644
773-647-1645
www.belmontcentral.org

Beverly Area Planning Association
11107 S. Longwood Dr. 2nd Fl.
Chicago IL 60643
773-233-3100
773-233-0869
www.bapa.org
Business Partners, The Chamber for Uptown
4753 N. Broadway, #822
Chicago IL 60640
773-878-1184
773-878-3678
www.uptownbusinesspartners.com
Chatham Business Association
8442 S. Cottage Grove
Chicago IL 60620
773-994-5006
773-994-9871
www.cbaworks.org
Chicago Area Gay & Lesbian Chamber of Commerce
TA
3656 N. Halsted
Chicago IL 60613
773-303-0167
773-303-0168
www.glchamber.org
Chicago Chinatown Chamber of Commerce
2169-B S. China Pl.
Chicago IL 60616
312-326-5320
312-326-5668
www.chicagochinatown.org
Chicagoland Chamber of Commerce
Aon Center
200 E. Randolph St. Ste. 2200
Chicago IL 60601
312-494-6700
312-861-0635
www.chicagolandchamber.org
Community Investment Corp. - Prop. Mgmt.
222 S. Riverside Plz
Chicago IL 60606
312-258-0070
312-509-1697
www.cicchicago.org
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Cosmopolitan Chamber of Commerce
203 N Wabash, Suite 518
Chicago IL 60601
312-4990611
312-701-0095
www.cosmococ.org

Gladstone Park Chamber of Commerce
6348 N. Milwaukee Ave.
Chicago IL 60646
773-775-8871
773-775-1105
www.gladstoneparkchamber.com

Division Street Business Development Association
2459 W. Division St.
Chicago IL 60622
773-782-0454
773-782-1499
www.dsbda.org

Greater Auburn Gresham Development Corp.
1159 W. 79th St.
Chicago IL 60620
773-483-3696
773-483-3692
www.gagdc.org

East Side Chamber of Commerce
3501 E. 106th St.
Chicago IL 60617
773-721-7948
773-721-7446

Greater Avondale Chamber of Commerce
3601 N. Pulaski Rd
Chicago IL 60641
773-763-8520
773-267-0831
www.gaccinc.org

Edgebrook Chamber
6440 N. Central Ave.
Chicago IL 60646
773-775-0378
773-775-0371
www.edgebrookchamber.com

Greater Roseland Chamber of Commerce
1000 East 111th Street
Chicago IL 60628
773-785-4000
773-785-2790

Edgewater Chamber of Commerce
1210 W. Rosedale Ave.
Chicago IL 60660
773-561-6000
773-561-8584
www.edgewater.org

Hyde Park Chamber of Commerce
5501 S. Everett
Chicago IL 60637
773-288-0124
773-288-0464
www.hydeparkchamberchicago.org

Edgewater Development Corp.
6044 N. Broadway
Chicago IL 60660
773-506-4016
773-973-4024
www.edgewaterdev.org

Jefferson Park Chamber of Commerce
5216 W. Lawrence
Chicago IL 60630
773-736-6697
773-736-3508
www.jeffersonpark.net

Edison Park Chamber of Commerce
6730 N. Olmsted
Chicago IL 60631
773-631-0063
773-631-5224
www.edisonpark.com

Lakeview Chamber of Commerce
1609 W. Belmont Ave.
Chicago IL 60657
773-472-7171
773-472-0198
www.lakeviewchamber.com

Eighteenth St. Development Corp.
1843 S. Carpenter St.
Chicago IL 60608
312-733-2287
312-733-8242
www.eighteenthstreet.org

Lakeview East Chamber of Commerce
3138 N. Broadway
Chicago IL 60657
773-348-8608
773-348-7409
www.lakevieweast.com
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Lawndale Business & Local Development Corp.
3333 W. Arthington Ave., Suite 232
Chicago IL 60624
773-265-8500
773-265-8514
www.lbldc.org

Mount Greenwood Chamber of Commerce
3052 W. 111th St.
Chicago IL 60655
773-238-6103
773-238-6103
www.mgcofc.org

Lawndale Christian Development Corp.
3843 W. Ogden Ave.
Chicago IL 60623
773-762-8889
773-762-8893
www.lcdc.net

Mount Greenwood LRC
3333 W. 111th St.
Chicago IL 60655
773-881-0622
773-881-4622
www.mglrc.com

Lincoln Bend Chamber of Commerce
5700 N. Lincoln Ave.
Chicago IL 60659
773-334-0614
773-334-2413
www.lincolnbend.org

Near South Planning Board
2600 S. Michigan, Ste.ll-c
Chicago IL 60616
312-987-1980
312-842-2939
www.thenearsouthplanningboard.org

Lincoln Park Chamber of Commerce
1925 N. Clybourn Ave.
Chicago IL 60614
773-880-5200
www.lincolnparkchamber.com

North River Commission
3403 W. Lawrence Ave. 2nd floor
Chicago IL 60625
773-478-0202 773-478-0282
www.northrivercommission.org

Lincoln Square Chamber of Commerce
4732 N. Lincoln Ave., Suite 8
Chicago IL 60625
773-728-3890
773-769-4855
www.lincolnsquare.org

Northwest Connection Chamber of Commerce
4000 W. North Ave.
Chicago IL 60639
773-558-8743
773-637-2698
www.npacc.org

Little Village Chamber of Commerce
3610 W. 26th St.
Chicago IL 60623
773-521-5387
773-521-5252
www.lavillitachamber.org

Norwood Park Chamber of Commerce
6097 N. Northwest Highway
Chicago IL 60631
773-763-3606
773-763-3620
www.norwoodpark.org

Logan Square Chamber of Commerce
3147 W. Logan Blvd.
Chicago IL 60657
773-489-3222
773-489-3760
www.loganchamber.org

Old Town Merchants & Residents Assn.
1520 N. Wells St.
Chicago IL 60610
312-951-6106
312-951-9427
www.oldtownchicago.org

Morgan Park / Beverly Hills Business Assoc.
10827 S. Western Ave.
Chicago IL 60643
773-779-2530
773-779-0436

Philippine American Chamber of Commerce
3413 North Milwaukee Ave.
Chicago IL 60641
773-545-4330
773-249-4012
www.philamchamber.net
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Portage Park Chamber of Commerce
5758 W. Irving Park Road
Chicago IL 60634
773-777-2020
773-777-0202
www.portageparkchamber.org

South Chicago Chamber
8826 S. Commercial Avenue
Chicago IL 60617
773-768-1221
773-768-2837
www.Southchicagochamber.org

Puerto Rican Chamber of Commerce
4411 W. Fullerton
Chicago IL 60639
773-486-1331
773-486-1340
www.prcci.com

South East Chicago Commission
1511 East 53rd
Chicago IL 60615
773-324-6926
773-324-6685
www.secc-chicago.org

Ravenswood Chamber of Commerce
1756 W. Wilson Ave.
Chicago IL 60640
773-561-5225
773-878-0427
www.ravenswoodchamber.com

South Loop Chamber
3538 S. Halsted St.
Chicago IL 60609
773-254-7225
773-254-7245
www.southloopchamber.com

River North Association Ltd.
222 Merchandise Plaza
Chicago IL 60654
312-645-1047
312-645-1151
www.rivernorthassociation.com

South Shore Chamber, Inc.
1750 E. 71st Street (Suite 208)
Chicago IL 60649
773-955-9508
773-955-9554

Rogers Park Business Alliance
1448 W. Morse Ave.
Chicago IL 60626
773-508-5885
773-508-9488
www.rogers-park.com
Roscoe Village Chamber of Commerce
3201 N. Wolcott Ave
Chicago IL 60657
773-327-5123
773-935-3581
www.rvcc.biz
Sauganash Chamber of Commerce
6023 N. Cicero
Chicago IL 60646
773-545-9300
773-202-0308
www.sauganashchamber.org
Six Corners Association
4006 N. Milwaukee Ave.
Chicago IL 60641
773-685-9300
773-685-8693
www.sixcornerschicago.org

Southeast Chicago Chamber of Commerce
8334 S. Stony Island Ave.
Chicago IL 60617
773-734-0626
773-734-0649
www.87thchamberofcommerce.com
Streeterville Chamber of Commerce
645 N. Michigan Ave.
Chicago IL 60611
312-664-2560
312-664-2746
www.streetervillechamber.org
University Village Association
1453 W. Taylor St.
Chicago IL 60607
312-243-3773
312-243-4684
www.universityvillageassociation.org
Uptown United
4753 N. Broadway
Chicago IL 60640
773-878-1064
773-878-3678
www.uptownunited.org
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West Ridge Chamber of Commerce
2540 W. Devon Avenue 2nd floor
Chicago IL 60659
773-743-6022
773-743-2893
www.westridgechamber.org
West Town Chicago Chamber of Commerce
1819 W. Chicago Ave.
Chicago IL 60622
312-850-9390
312-850-9414
www.westtownchamber.org

Westside Business Improvement Assoc.
5427 W. Madison St.
Chicago IL 60644
773-921-0166
773-921-0935
Wicker Park-Bucktown Chamber of Commerce
1414 N. Ashland
Chicago IL 60622
773-384-2672
773-384-7525
www.wickerparkbucktown.com
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FOOD SERVICE SANITATION MANAGER CERTIFICATION TRAINING PROVIDERS
HAROLD WASHINGTON COLLEGE
30 EAST LAKE STREET, ROOM 1131
CHICAGO, IL 60601
312-553-5802/5803
312-553-5909 (fax)
www.hwashington.ccc.edu
ENGLISH/CHINESE/SPANISH
Point of Contact - MARY TROKEN

CENTER ON HALSTED
3656 N. HALSTED
CHICAGO, IL 60613
773-472-6469 X441
773-472-6643 (fax)
kkaufman@centeronhalsted.org
ENGLISH
Point of Contact - KYLE KAUFMAN

ILLINOIS RESTAURANT ASSOCIATION
33 WEST MONROE, STE 250
CHICAGO, IL 60603
312-787-4000
312-787-4792 (fax)
www.illinoisrestaurants.org
ENGLISH/CHINESE/SPANISH
Point of Contact - MARY WILKIE

CENTER POINT RESOURCES, LLC
P.O. BOX 1497
PLAINFIELD, IL 60544
815-556-8441
ben.olson@centerpointresources.biz
ENGLISH
Point of Contact - BENJAMIN OLSON

ACADEMY OF BUSINESS
4200 N CENTRAL
CHICAGO IL, 60634
773-777-2223
773-202-0012 (fax)
ENGLISH/POLISH
Point of Contact - THOMAS ZAMBRZYCKI
ACRA
BURR RIDGE, IL
630-207-4176
ENGLISH/CHINESE
Point of Contact- MILDRED WONG
BILLY G NOLEN & ASSOCIATES
CHESTERTON, IN
773-339-0304
219-926-1150
porkbilly@juno.com
ENGLISH
Point of Contact - BILLY NOLEN
BROWN CO FOOD SAFETY TRAINING
CHICAGO, IL
773-941-4043
davidb124@hotmail.com
ENGLISH
Point of Contact-DAVID BROWN

CERTIFIED FOOD SAFETY TRAINING
7144 N HARLEM, # 129
CHICAGO, IL 60631
773-401-3244
773-774-3244 (fax)
ENGLISH
Point of Contact - MAUREEN LEAHY
COUNSELING CENTER OF ILLINOIS
4515 N. MILWAUKEE
CHICAGO, IL 60630
773-777-6767
773-777-7274
www.foodserviceseminars.com
ENGLISH/POLISH/SPANISH
ANNA NASIADEK
DALEY COLLEGE
7500 S. PULASKI
CHICAGO, IL 60652
773-838-7545
ENGLISH
CONTINUING EDUCATION
DONNA GAVIN
MT. PROSPECT, IL
224-305-1014
ENGLISH
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FOOD INDUSTRY TRAINING
20 DANADA SQUARE WEST, STE 133
WHEATON, IL 60187
630-690-3818
630-690-4075 (fax)
foodtraining@att.net
ENGLISH
Point of Contact - KATERI YUNKER

HILL FOODSERVICE CONSULTING
9244 S. STONY ISLAND, STE A
CHICAGO, IL 60617
773-221-7801
773-221-7802 (fax)
www.hillfoodserviceconsulting.com
ENGLISH
Point of Contact - BRIAN HILL

FOOD SAFETY SEMINARS
ORLAND PARK, IL
708-250-0593
www.foodsafetyseminars.com
ENGLISH
Point of Contact - RONALD FUHRMAN

INNERSPACE ENVIRONMENTAL ASSESSMENT, INC
P.O. BOX 231
ELBURN, IL 60119
630-365-9910
630-365-9912 (fax)
www.InnerspaceEnvironmental.com
ENGLISH
Point of Contact - ROBERT BREWSTER

FOODSERVICE EDUCATIONAL SEMINARS
4935 W. BELMONT
CHICAGO, IL 60641
773-427-9500
773-427-9522 (fax)
l6015@aol.com
ENGLISH/SPANISH
Point of Contact - LEA STAMES
GARY E. SUMMERS
CHICAGO, IL
773-776-5924
g.summers@att.net
ENGLISH
GREGORY STOLIS & ASSOCIATES
ENGLISH
WESTMONT, IL
630-960-1135
630-960-1196 (fax)
HACCPplus
PHOENIX, AZ
602-395-9164
623-388-9007
marsha@haccpplus.com
ENGLISH
Point of Contact - MARSHA ROBBINS
HEALTH BRINGS WEALTH
CHICAGO, IL
773-704-9542
halimaibrahim@yahoo.com
ENGLISH
Point of Contact - HALIMA IBRAHIM

KAREN'S EDUCATIONAL JOURNEY
CHICAGO, IL
773-612-2280
773-955-7776 (fax)
kcoruthers@att.net
ENGLISH/SPANISH
KAREN CORUTHERS
KOREAN FOOD SERVICE
CHICAGO, IL
773-403-3199
KOREAN
Point of Contact - SUZANNE KIM
LIVING HEALTHY, INC
2205 ROOSEVELT ROAD
BROADVIEW, IL 60155
708-366-4557
708-343-4899 (fax)
mylivinghealthy@sbcglobal.net
ENGLISH
Point of Contact - WANDA STALLINGS
MALCOLM X COLLEGE
1900 W. VAN BUREN
CHICAGO, IL 60612
312-850-7136
ENGLISH
CONTINUING EDUCATION
MESSIAH DEVELOPMENT CENTER
80 QUENTIN ROAD
LAKE ZURICH, IL 60047
847-438-4494 X1053
847-550-9968 (fax)
www.merchantcircle.com/business/messiah
ENGLISH
Point of Contact - DEAN JARAMILLO
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PALADIN MANAGEMENT
OSWEGO, IL
630-554-3663
630-554-3773 (fax)
www.safefood.com
ENGLISH/SPANISH
Point of Contact - MICHAEL PALADINES
PETER GOOD SEMINARS
333 W HUBBARD #5k
CHICAGO, IL 60654
312-755-9004
pgood@petergood.com
ENGLISH
Point of Contact - PETER GOOD
PROFESSIONAL FOOD SAFETY
CHICAGO, IL
773-821-1943
773-821-6910 (fax)
ENGLISH
Point of Contact - LORI RANDALL
PROFESSIONAL TRAINING COMPANY
HOMER GLEN, IL
708-949-8761
ENGLISH
Point of Contact - JERRY PRIMOZIC
PUI TAK CENTER
2216 S WENTWORTH
CHICAGO, IL 60616
312-328-1188
312-328-7452 (fax)
www.puitak.org
ENGLISH
Point of Contact - STEPHEN SIT
RONALD COOPER
CHICAGO, IL
773-381-0455
ENGLISH
SAFEDINING ASSOCIATION
P.O. BOX 637
DOWNERS GROVE, IL 60515
630-434-0588
630-434-0589 (fax)
safedining@aol.com
ENGLISH/SPANISH
Point of Contact - SUZANNE RALLO

SAFETY SIMPLE CONSULTING
P.O. BOX 344
FOREST PARK, IL 60130
708-262-0535
708-223-8553 (fax)
fstewart@eom.ecu
ENGLISH
Point of Contact - FREDRICK STEWART
SANITATION CERTIFICATE
CHICAGO, IL
773-552-6011
773-304-3577 (fax)
www.sanitationcertificate.com
ENGLISH
Point of Contact - TONY MOLINARO
SERVING WITH SAFETY
500 N. MICHIGAN, STE 300
CHICAGO, IL 60611
312-924-4219
312-345-1850 (fax)
servingwithsafety@yahoo.com
ENGLISH
VERGINA NEWSOM
SHARON AKO
4554 N BROADWAY, STE 207
CHICAGO, IL
773-878-0981 X214
773-878-3114 (fax)
sako@inspirationcorp.org
ENGLISH
SHERRI A. CHERRY
P.O. BOX 806421
CHICAGO, IL 60680
773-456-3551
773-288-3791 (fax)
sacherry2@aol.com
ENGLISH
SWEET PEAS EKD
159 S. COTTAGE HILL AVE, STE 312
ELMHURST, IL 60126
630-842-0289
davis2027@sbcglobal.net
ENGLISH
Point of Contact - ERNEST DAVIS
URBAN FOOD SAFETY ADVOCATE
361 W. CHESTNUT
CHICAGO, IL 60610
773-983-1355
www.foodsafetytrainingchicago.com
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SITE AND FLOOR PLANS

All restaurants are required to submit Site & Floor Plans for their establishment

Site Plan

Floor Plan

Site Maps are required because:
•
They determine the property lines
•
Property lines identify the zoning
district
•
Zoning Districts determine which
business is allowed there.

Floor Plans allow the City to:
•
View the layout of the building,
•
Ensure that you are applying for all
the appropriate licenses

Site Plans vs. Floor Plans
The Site Plan outlines the space outside of the building ( e.g., cross streets, parking lots,
driveways), where as the Floor Plan outlines what is inside your building ( e.g., kitchen, seating
area) .

Submitting your Site & Floor Plans:
Plans should be included as part of your e-plan submission. If you do not need to pull any
building permits (no construction), you can submit these with your license application to your
business consultant on the 8th floor)
Incomplete Site and Floor plans will result in you making extra trips to City Hall until all
components are submitted. The following pages will outline what elements are necessary for an
acceptable Site Map and Floor Plan.
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Site Plan
Before submitting a site plan, ensure it includes the following:
a) External dimensions of the building
b) Dimensions of your establishment
c)
Number of Floors with square footage
d) All cross streets, alleys and driveways
e) All entrances to and exits from the building
f)
All parking spaces, and the dimensions of each space
g) All entrances and exits from the parking lot
h) Directions of parking lot traffic flow
Here is an example of a site plan with all the elements listed above:

g
h
b
f

d

c

a
e
Note: Site Plans do not need to be electronically generated. The only requirement is that it includes all
the information listed above
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Remember: ALL Requirements need to
be included on a Site Plan.
Any elements not included will result in the site plan being
returned to you for edits

 External dimensions of the
building
 Dimensions of your
establishment
 Number of Floors with
square footage
 All cross streets & alleys
 All entrances to and exits
from the building
 All parking spaces, and the
dimensions of each space
 All entrances and exits
from the parking lot
 Directions of parking lot
traffic flow
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Examples of Unacceptable Site Plans
NOTE: Maps from the web or Zoning Maps ARE NOT acceptable Site Plans
The two examples below highlight how none of the Site Plan requirements are met by
the screenshots of Google Map and Zoning Map










External dimensions of the building
Dimensions of your establishment
Dimensions of the property lot, including any curb cuts for driveways
All parking spaces, and the dimensions of each space
All cross streets & alleys
All entrances to and exits from the building
All entrances and exits from the parking lot
Directions of parking lot traffic flow
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Floor Plan
Before submitting a floor plan, ensure it includes the following
a)
b)
c)
d)
e)
f)
g)

Internal dimensions of your establishment, including all floors
All storage (i.e. food, liquor, etc) area, food preparation areas, and both
men/women’s bathrooms
For liquor licenses: tables, chairs, bars, service bars, dance floor
All entrances to and exits from your establishment
All stairwells
The seating capacity of each floor
Total seating capacity

Here are some examples of Floor Plans that meets all the necessary requirements:

a

d
c
e

b

d

f
g
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Examples of Floors Plans that do not
meet the criteria
NOTE: it is important to provide Dimensions of your space AND highlight areas of storage and
seating. Like Site Plan submissions, omission of any of the requirements will result in the
application being returned to the owner for edits









Internal dimensions of your establishment, including all floors
All storage (i.e. food, liquor, etc) area, food preparation areas, and both men/women’s
bathrooms
For liquor licenses: tables, chairs, bars, service bars, dance floor
All entrances to and exits from your establishment
All stairwells
The seating capacity of each floor
Total seating capacity
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Site Plan
Address
Restaurant Name
Date

Site Plan Checklist
• External dimensions of the building
• Dimensions of your establishment
• Number of Floors with square footage
• All cross streets, alleys and driveways
• All entrances to and exits from the building
• All parking spaces, and the dimensions of each space
• All entrances and exits from the parking lot
• Directions of parking lot traffic flow
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Floor Plan
Address
Restaurant Name
Date

Floor Plan Checklist
• Internal dimensions of your establishment, including all floors
• All storage (i.e. food, liquor, etc) area, food preparation areas, and both men/women’s bathrooms
• For liquor licenses: tables, chairs, bars, service bars, dance floor
• All entrances to and exits from your establishment
• All stairwells
• The seating capacity of each floor
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OVERVIEW OF BUILDING PERMIT PROCESS
Why is a permit required?
A building permit is required to ensure that the project you are constructing conforms to the minimum
standards of the Chicago Building Code. The Chicago Building Code exists to safeguard the public health,
safety and welfare.
What are you building?
If you are repairing existing elements on any buildings, you can use the Easy Permit Process.
If your project requires architectural drawings, then you must obtain proper building permits and go
through the Standard Plan Review.
Standard Plan Review
The Standard Plan Review (SPR) process is intended for small to mid-size new construction and
alteration projects. Architectural drawings prepared by a licensed architect are required. Building
permit applications must be created online and architectural plans must be submitted online via e-plan.
Projects meeting the following criteria are eligible for SPR:









Buildings not greater than 80 feet high
Business and mercantile projects not greater than 150,000 square feet
Residential projects with not more than 40 dwelling units
Excavation work and foundations not more than 12 feet deep
Removal of non-load bearing interior partitions
Tents and platforms (over 400 sq. ft.)
Projects using the Small Project Program and the Self-Certification Permit Program
Projects NOT using a green technology (green roof, rain water harvesting, solar panels, solar
thermal panels, wind turbines and geothermal systems)

Only architects, structural engineers and expediters can submit building permit applications for the
SPR process. These individuals must sign up for a City of Chicago login account. The login account will
allow them to submit a permit application online. Architects and structural engineers must hold a
current State of Illinois license. Expediters must hold a current City of Chicago Expediter License.
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WHEN DO I NEED A BUILDING PERMIT?
Disclaimer: This list is indicative only and non-exhaustive. For more information, go to
www.cityofchicago.org/buildings
Types of Projects That Require Permits




























Additions – room, upper floor, expansion to
next unit
Attic – finish, renovate
Basement – finish, renovate
Boiler – install, replace
Carport – install, replace
Chimneys – replace, erect
Conversion of units – single to multiple, or
multiple to single
Deck – build, replace
Demolition – garage, home, building
Driveways – installation
Electrical system – alteration, expansion
Fence – taller than 5 feet, may not exceed 6
feet. For Landmark buildings only, a permit
is needed for any solid fence of any height
visible from a public street
Furnace – install, replace
Garage – build attached, detached
Gut rehab – complete modernization
Hot Water Heater – install, replace
Masonry – replace, install face brick
Natural light and ventilation – skylight
New Construction – homes, high-rise, retail,
business
Plumbing system – construct, alteration
Porch – build, replace, enclose, renovate
Security alarm – install
Siding replacement – For Landmark
buildings only
Roof – slope less than 5-in-12
Ventilation system – mechanical, supply
Windows and exterior doors – For
Landmark buildings only

A building permit is NOT required for the
following repair or replacement work:











Interior finishes such as carpet, hardwood
flooring, tile, paint and wallpaper
Interior non-fire rated ceiling tiles
(excluding grid)
Cabinetry and furniture without electrical
and plumbing connections
In-kind replacement of non-fire rated
interior doors
At grade non-combustible walkways and
patios
Fences max. 5’-0” high on private property
(excludes landmark buildings and landmark
districts)
Vinyl, aluminum, wood, EIFS or other similar
nonstructural exterior finishes on all one
story buildings except hazardous occupancy
(excludes landmark buildings and landmark
districts)
Temporary tents max. 400 sq. ft. that
comply with all zoning and construction
type setback requirements and are not less
than 2 feet from all property lines and not
less than 6 feet from all residential buildings
and erected for not more than 60
consecutive days
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Standard Plan Review - Project Submittal Checklist
DATE:

APPLICATION #:

PROJECT MANAGER:

PROJECT ADDRESS:



RETURN TO PM WITH MISSING ITEMS



nd

SCHEDULE 2 INTAKE
APPOINTMENT

The following information is required for the issuance of a building permit. The mandatory items are
required to be submitted at the Intake Appointment, but it is advisable to submit all of the information at
the beginning of the process. The Department will not accept a permit application that is missing any of
the mandatory items. If any mandatory information is missing, the application will be rejected.
GENERAL REQUIREMENTS


APPLY ONLINE
FOR A PERMIT
(Mandatory)

The Architect of Record or Expeditor must complete the Building Permit
Application online at the Department of Building’s (DOB) website
www.cityofchicago.org/buildings prior to scheduling the zoning review
appointment and the DOB Intake Appointment. An online account is required to
create the building permit application and schedule appointments. Select the
“Getting Started Online” button. Select “Create a New Login” if applicant does
not have a login account. Once completed, the online permit application must be
printed to obtain the stamps and signatures per the Building Permit Application
requirements listed below.



BUILDING PERMIT
APPLICATION
(Mandatory)

Provide a completed Building Permit Application using black ink only. Correction
fluid is not allowed. The project address and the description of work stated on
the application must match the address and the scope of work as detailed in the
accompanying plans. Include the following information:
• Architect of Record Information: The Architect of Record must sign
and wet ink stamp page six (6) of the Building Permit Application. This
must be completed prior to the Intake Appointment.
• Owner Information: The building owner or the tenant responsible for
the project must sign page six (6) of the Building Permit Application. The
Owner must hold a Residential Real Estate Developer’s License if the
permit application includes residential units for sale. Visit the
Department of Business Affairs and Consumer Protection for more
information regarding this license.
• Expediter Information: Licensed Expediters must complete their
information on page (5) and sign page six (6) of the Building Permit
Application. This must be completed prior to the Intake Appointment.
• PIN: The Property Identification Number for each parcel of land
associated with the scope of work of must be listed on the Building
Permit Application
• Contractor Information: The contact information and license numbers
of the General Contractor and all subcontractors must be listed on page
five (5) of the Building Permit Application. This information must be
provided before a building permit will be issued. The General Contractor
must sign page six (6) of the Building Permit Application.
• Projects that include Green Technologies such as the installation of
Solar Panels, Solar Thermal Panels, Wind Turbines, Green Roofs,
Geothermal Systems and Rainwater Harvesting Systems must be
submitted through DOB’s Green Permit Process. Email
sophie.martinez@cityofchicago.org for more information.
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PLAT OF SURVEY
(Mandatory)

For new buildings and additions include an original plat of survey in each permit
set. The survey must not be greater than 60 days old.



SITE PLAN
(Mandatory)

Provide a Site Plan drawn to scale. The Site Plan must locate the permit address
and include a north arrow, site dimensions, and street names. For new buildings
and additions include all setback dimensions from the property lines, the
construction type and number of stories. Clearly distinguish existing and
proposed construction.



CONSTRUCTION
PLANS
(Mandatory)

Provide three (3) sets of construction drawings that are wet ink sealed and
signed by the Illinois licensed Architect of Record. Floor plans shall have a
minimum scale of 1/8”=1’-0”.



STAMPING OF
PLANS
(Mandatory)

The Architect of Record must wet ink seal and sign the cover sheet of each plan
set. All other sheets shall be wet ink sealed by the Illinois licensed design
professional responsible for preparing each sheet. The first sheet for each
discipline must be both wet ink sealed and signed by the responsible Illinois
licensed design professional.



PROJECT ADDRESS
(Mandatory)

The project address must be printed in the title block of EVERY SHEET in the
plan set.



HOUSE NUMBER
CERTIFICATE
(Mandatory)

Provide a House Number Certificate for all new buildings, building additions with
a separate address or alterations with a change of address. Certificates must be
obtained from the Chicago Department of Transportation’s Division of Maps and
Plats in advance of the DOB Intake Appointment.



CERTIFICATION
STATEMENT
(Mandatory)

The following statement must be on the cover sheet of each plan set. The
statement must be wet ink sealed and signed by the Architect of Record.
“I certify that these drawings were prepared under my direct supervision and to
the best of my professional knowledge they conform to the Chicago Building
Code”



KEY PLAN

Interior alterations in large buildings should include a small-scale plan diagram
locating the area of work within the building.



CODE MATRIX

Provide a code matrix on the cover sheet or 2nd sheet in the plan sets. The code
matrix must only include the items that are pertinent to the project.



EXCAVATION
CERTIFICATION
FORM

All projects that include excavation must provide an Excavation Certification form.
The Architect of Record or an Illinois licensed Structural Engineer must wet ink
seal, sign and indicate if reinforcement or bracing of the adjacent property is
required. Submit the Excavation Certification form, the certified mail receipts of
notification to the adjacent property owners and a copy of the excavator’s
certificate of insurance.



CONDOMINIUM
ASSOCIATION
LETTER

Projects located in existing condominium buildings require an approval letter from
the condominium association. The letter must be signed by a condominium
association board member.



ALDERMANIC
ACKNOWLEDGEMENT LETTER

In order to waive the ten (10) day aldermanic hold, provide an Aldermanic
Acknowledgement Letter signed by the alderman in whose ward the project is
located. DOB must wait ten (10) calendar days to issue permit without the waiver.



USE OF PUBLIC
WAY ORDINANCE

A copy of the Use of the Public Way ordinance is required if the project contains
architectural or site elements which project beyond the property line and occupy
the alley, or sidewalk (public way). Some examples of items that occupy the
public way include foundations, awnings, planters, entry canopies, window
canopies, balconies, stairs, vehicle drop-off, and sidewalk vaults. Visit the
Department of Business Affairs & Consumer Protection website for more
information.



WRECKING PERMIT

Provide a copy of the Wrecking Permit Certificate for projects that involve the
demolition of an entire building or structure.

Revised 8/12/11
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FEE WAIVER

Permit fees can only be waived if the applicant provides a copy of the Fee Waiver
Ordinance for the same address listed on the building permit application. A copy
of the ordinance must be submitted prior to the final review or the standard permit
fees will be applied.

ZONING & PLANNING BUREAU


ZONING REVIEW
(Mandatory)

All building permit applications with plans require a zoning review prior to the
DOB Intake Appointment. Zoning reviews are performed in Room 905 of City
Hall and appointments are scheduled online at www.cityofchicago.org/buildings.
The Architect of Record or expeditor must complete the Building Permit
Application on-line at the Department of Building’s (DOB) website
www.cityofchicago.org/buildings prior to scheduling the zoning review
appointment. An online account is required to create the building permit
application and schedule appointments. Once completed, the online building
permit application must be printed to obtain the stamps and signatures per the
Building Permit Application requirements.



LANDSCAPE
REVIEW

A Landscape review may be required if the Chicago Landscape Ordinance
applies to the scope of work. Refer to The Guide to the Chicago Landscape
Ordinance on the Bureau of Planning & Zoning website. Landscape reviews are
performed weekdays in Room 905 of City Hall.



DRIVEWAY
APPLICATION

If the project includes a new driveway or alteration of an existing driveway (or if
required by the zoning review) you must submit a CDOT Driveway Permit
Application, at DOB’s Driveway Desk in Room 906 of City Hall.



ALLEY ACCESS
LETTER

An Alley Access Letter of approval is required from the Alderman for parking lots
and garages that will be accessed from the alley and serve more than six (6)
vehicles or will be used for commercial purposes.



LANDMARKS
REVIEW

If your property is designated as a Chicago Landmark or falls within a Chicago
Landmark District, the Commission on Chicago Landmarks must review and
approve your drawings pursuant to the Chicago Landmark Ordinance. The
following items may be required:
• One (1) additional set of plans
• If windows are to be replaced, provide elevations and sections of existing
and proposed replacement windows. Provide manufacturer’s cut sheets.
• If a building addition or other exterior changes are proposed, provide
photographs of the existing conditions of the building including exterior
elevations



PLAN COMMISSION
APPROVAL

New buildings and additions within Chicago’s Lakefront Protection District require
Plan Commission approval.



PLANNED
DEVELOPMENT PART II REQUEST
LETTER

Projects that include new buildings or additions within a Planned Development or
the Lakefront Protection District must provide one (1) original Part II Request
Letter signed by the applicant.



PLANNED
DEVELOPMENT PART II
ARCHITECTURAL
PLANS

Each Part II request letter must be accompanied by two (2) additional sets of
architectural plans that are signed and wet ink sealed by the Illinois licensed
Architect of Record. The additional plan sets shall include the following
information:
• A site plan with complete dimensions
• A landscape plan with full dimensions
• Scaled floor plans
• Building exterior elevations
• Building structural sections
• Site details, cut sheets and/or elevations for fencing, lighting and other site
elements
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DEPARTMENT OF REVENUE


Debt Check

No building permit shall be issued if the applicant for such permit or the property
owner identified in the permit application or any person owning, directly or
indirectly, more than 25 percent of the interest in such applicant or property
owner has any outstanding debt, as defined in Section 2-80-065(a), unless and
until each applicable person owing such debt satisfies or otherwise resolves the
debt within the meaning of Section 2-80-065(a). Provided, however, that this
subsection shall not apply to any federal, state or local government agency.
Provided further, that this subsection shall not apply to any permit application for
emergency repairs as determined by the building commissioner. For purposes of
this subsection (c), “more than 25 percent” shall mean more than 25 percent of
the combined voting power or fair market value of all stock, partnership interests
or other ownership interests in the applicant or property owner or the right to
receive at any time the distribution of more than 25 percent of the income or
profits of the applicant or property owner.

ARCHITECTURAL / FIRE PREVENTION REVIEW


ARCHITECTURAL
FLOOR PLANS
(Mandatory)

Provide architectural floor plans showing the proposed scope of work. The floor
plans shall include room names, dimensions and details for the proposed
construction. The floor plans must graphically distinguish between existing
conditions and the new/altered construction partitions, systems and spaces. All
demolition work must be clearly noted and graphically indicated on the floor plan
or on a separate demolition plan.



WALL SECTIONS
(Mandatory)

Provide wall section(s) indicating the elevation of each floor level for projects with
new buildings and building additions. Dimension the depth of footings and
basement floors to grade. List floor-to-ceiling heights, wall and floor assembly
materials and structural information. List the UL number of fire-rated partitions.



BUILDING
ELEVATIONS
(Mandatory)

Provide exterior elevations for new buildings, building additions, and alterations
that include exterior work. Dimension the height of the building, each floor,
parapet and guardrail. Dimension the height of windows from the sill to the
finished floor.



NATURAL LIGHT &
VENTILATION
SCHEDULE
(Mandatory)

Residential projects that add rooms or alter room sizes or window openings shall
provide a natural light and ventilation schedule. The schedule shall list both the
code required and the actual amount of natural light and natural ventilation for
each room.



EXITING DIAGRAM
(Mandatory)

Provide an exiting plan diagram(s) indicating travel distances and exit stair
capacities.



WINDOW, DOOR &
HARDWARE
INFORMATION

Provide the size and specifications for all new windows, doors and hardware
sets.



EXIT SIGN PLANS

Provide floor plans that indicate the location and type of all exit signs.



FURNITURE PLAN

Provide a furniture layout plan that shows work stations, desks, file cabinets,
general furniture, store fixtures, counters, etc. for commercial build-outs and
alteration projects. Submit this either on a separate plan or incorporate it into the
power, communication or architectural plans.

MAYORS OFFICE FOR PEOPLE WITH DISABILITIES (MOPD)


MOPD PROJECT
DATA FORM
(Mandatory)

Provide the MOPD Project Data Form completed and signed by the architect.
State the EAC and ERC costs.



MEETING MINUTES

Provide typed meeting minutes documenting any previous meetings with MOPD
regarding the project.
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GEOTECHNICAL REVIEW


GEOTECHNICAL
REVIEW

If the project contains one or more of the following conditions, a DOB
geotechnical review is required.
• Excavations with a depth of 12’-0” and greater
• Earth retention systems with a depth of 12’-0” and greater
• Foundations with a depth of 12’-0” and greater including caissons, Hpiles, auger cast piles and mini piles
Contact Avikam (Avi) Hameiri at (312) 744-8428 or Joaquin (Joe) Tallud at (312)
744-8470 for more information regarding the guidelines for drwgs. and calcs.

STRUCTURAL REVIEW


STRUCTURAL
PLANS
(Mandatory)

Indicate all necessary structural information on the structural plans including the
size, spacing and material for all framing members, columns, etc.



STRUCTURAL
CALCULATIONS
(Mandatory)

Provide orderly structural calculations that are wet ink sealed and signed by an
Illinois licensed Architect or Structural Engineer.



SPECIALIZED
REPORTS



SOIL REPORT OR
SOIL BORING LOG



PORCHES

Depending on the complexity of the scope of work, the applicant may be required
to provide the following engineering reports and associated calculations. These
reports must be signed and wet ink sealed by an Illinois licensed Architect or
Structural Engineer.
• Critical Facade Examination
• Floor Load Placard application and worksheets
• Structural Inspection and Recommendations
• Truss Repair
Depending on the location or complexity of the project the submission of a soil
report may be required. The report must be wet ink sealed and signed by the
engineer responsible for its preparation and must be submitted at the Intake
Appointment.
Porch plans must contain design load specifications consistent with Group 16,
Chapter 13-52 Minimum Design Loads of the Chicago Building Code.



FLOOR LOAD
PLACARD

A Floor Load Placard is required for wholesale mercantile, industrial, storage
units and technology center occupancies and for rooms with floor loads of 125
pounds per square feet (psf) or greater.



STRUCTURAL PEER
REVIEW

The submission of a Structural Peer Review eliminates the need for a Structural
Plan Review. However, a cursory review of the Structural Peer Review report is
performed by DOB. Provide a wet ink sealed and signed report prepared by an
Illinois licensed Structural Engineer who is a Registered Structural Peer
Reviewer. The Structural Peer Review report must be submitted at the Intake
Appointment. A list of Registered Structural Peer Reviewers is available on the
DOB website.

ELECTRICAL REVIEW


ELECTRICAL
PERMIT
APPLICATION
(Mandatory)

An Electrical Permit Application describing the electrical scope of work must be
submitted at the Intake Appointment. The Electrical Permit Application must be
signed by the licensed Supervising Electrician before the building permit is
issued.



ELECTRICAL PLANS
(Mandatory)

Provide electrical plans indicating the location and circuiting of all electrical
equipment, devices, and fixtures. The plans shall include panel, lighting and
equipment schedules as well as electrical notes.



SINGLE LINE
SERVICE DIAGRAM
(Mandatory)

Provide a single line service diagram for multi-family residential, mixed use and
commercial buildings (including new buildings, additions and alterations). Identify
the wire, cable and conduit designation, conduit type and size and all required
grounding and bonding methods. Label all disconnects motors, meters, panels,
and other equipment.
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LOAD
CALCULATIONS
(Mandatory)

For multi-family residential, mixed use and commercial buildings (including new
additions, and/or rehabilitations) provide electrical load calculations for the
project.



EMERGENCY
POWER & LIGHTING
SHEET

Provide an EM plan sheet for non-residential occupancies showing the source
and path of emergency power and lighting.



ADMINISTRATIVE
RELIEF REQUEST
LETTERS

If your project requires a variance from the Chicago Electrical Code an
Administrative Relief Request letter must be submitted with the Electrical Permit
Application. The following is a list of common Administrative Relief Request
Letters:
1. Administrative Relief to allow the issuance of a building permit subject
to the review and approval of shop drawings for electrical switchgear
2. Administrative Relief to install wall mounted switchgear
3. Administrative Relief to install multiple electrical services

PLUMBING REVIEW


PLUMBING PLANS
(Mandatory)

Locate and label all plumbing fixtures, equipment and piping on plumbing floor
plans.



PLUMBING RISER
DIAGRAMS
(Mandatory)

Provide plumbing riser diagrams for the water supply, distribution, waste and vent
systems. Indicate the size of all supply and waste piping. Water service size
calculations may be required. Locate and label all plumbing fixtures and
equipment.



PLUMBING FIXTURE
SCHEDULE

Provide a plumbing fixture schedule on the plumbing plans. This schedule shall
list the type, manufacturer, model number and quantity of all new plumbing
fixtures.



PLUMBING
MATERIALS
SCHEDULE

Provide schedules or notes designating the materials and specifications for all
plumbing piping.

STORM WATER MANAGEMENT REVIEW


STORM WATER
MANAGEMENT
REVIEW

A Storm Water Management Review is required for construction, excavation or
grading projects that:
1. Disturb a land area (contiguous) of 15,000 s.f. or greater.
2. Create an at-grade impervious surface (contiguous) of 7,500 s.f. or greater.
3. Result in discharges of storm water into any waters or separate sewer
system.



CIVIL PLANS

Provide Civil Engineering plans and details showing structures, utilities,
topography and drainage.



SITE PLAN

Refer to Site Plan requirements listed under “Architectural Items”.

VENTILATION REVIEW


MECHANICAL
PLANS
(Mandatory)

Provide mechanical plans showing the layout and sizes of all ductwork, supply
diffusers, return air grills and louvers. Indicate the CFM of supply, return and
exhaust air at each diffuser, return air grill etc. Show the location of all
mechanical equipment, including furnaces, boilers, unit heaters, rooftop units,
VAV boxes and exhaust fans on the plans.



VENTILATION
EQUIPMENT
SCHEDULE
(Mandatory)

Provide a schedule of all mechanical equipment including the location, equipment
type, manufacturer, model number, BTUH input, BTUH output, CFM, and weight
of each unit.
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VENTILATION
SCHEDULE
(Mandatory)

Provide a ventilation schedule for all rooms and spaces. The schedule shall list
the room name, room use, square footage, code required CFM, actual CFM and
the mechanical equipment serving the space.



HEAT LOSS
SCHEDULE

Provide a heat loss schedule that includes every room and space on each floor.



VENTILATION
NOTES

Provide ventilation notes as necessary.

ENVIRONMENTAL REVIEW


ENVIRONMENTAL
APPLICATIONS

Include all applicable environmental application forms (FB, EG, FP, MVR, UPV,
SB, etc.) completed and signed as required. Visit the Department of
Environment website at www.cityofchicago.orq/environment for more information.

REFRIGERATION REVIEW


REFRIGERATION
PLANS
(Mandatory)

Locate all refrigeration equipment on the plans. Indicate the size and spacing of
the roof structural framing for new roof top refrigeration equipment. A structural
review may be required for new roof top units.



REFRIGERATION
SCHEDULE
(Mandatory)

Provide a refrigeration schedule indicating the specifications of all refrigeration
equipment.



REFRIGERATION
NOTES AND
DIAGRAMS

Include the following refrigeration notes:
• Install pressure relief valve on high pressure side of system and
upstream of any intervening valves
• Remove expansion valves, devices, and connections from air stream
• Refrigeration piping to type "K" copper
• All connections and devices to be brazed

ENERGY CONSERVATION CODE REVIEW


ENERGY
CONSERVATION
CODE STATEMENT
(Mandatory)

Provide a Chicago Energy Conservation Code Statement of Compliance or a
“Need Not Comply Statement” on the cover sheet of the plan sets. The Chicago
Energy Conservation Code Statement of Compliance must be wet ink sealed and
signed by a Registered Energy Professional (REP). The “Need Not Comply
Statement” must be wet ink sealed and signed by a REP or the Architect of
Record.



RESIDENTIAL
COMPLIANCE FORM
(Mandatory)

Provide the Residential Compliance Form documenting the method used for
establishing compliance with the Chicago Energy Conservation Code. The
compliance form must be signed by a Registered Energy Professional (REP). If
method “A” is selected, the RESCheck compliance certificate must be attached.



COMMERCIAL
COMPLIANCE FORM
(Mandatory)

Provide the Commercial Compliance Form documenting the method used for
establishing compliance with the Chicago Energy Conservation Code. The
compliance form must be signed by a Registered Energy Professional (REP). If
method “A” is selected, the COMCheck compliance certificate must be attached.



R-VALUES &
U-VALUES

Indicate the location of the thermal envelope on the plans. Label the R-Values
and U-values of the wall, floor and roof assemblies and materials.
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FOOD PROTECTION REVIEW


FOOD
ESTABLISHMENT
PLAN REVIEW
APPLICATION
(Mandatory)

Food Protection plan reviews and field inspections are performed on new
construction and alteration projects for the following establishments. Provide a
Food Establishment Plan Review Application form.
• Restaurants, grocery stores, bakeries & wholesale food establishments
• Hospital and nursing home kitchens
• Schools and day care centers
• Concession stands and temporary food events



EQPMNT. SPEC.
SHEETS (Mandatory)

Provide the manufacturer’s specification sheet for each piece of food service
equipment and food service plumbing fixture.



FOOD SERVICE
PLANS (Mandatory)

Provide food service equipment plans and interior elevations that are ¼”=1’-0”
minimum. Locate and label all equipment and plumbing fixtures.



FOOD SERVICE
EQUIPMENT
SCHEDULE
(Mandatory)

Provide a schedule of all food service equipment, plumbing fixtures and related
HVAC equipment.



FOOD MENU
(Mandatory)

Provide the proposed menu, seating capacity and projected daily meal volume.

SELF-CERTIFICATION PERMIT PROGRAM REQUIREMENTS
If project is eligible per The Self-Cert. Eligibility Chart and the Professional of Record is Self-Cert. Registered,
this permit process can be utilized instead of Standard Plan Review.


ZONING
APPROVAL

Self-Certification projects must obtain ZONING APPROVAL prior the DOB Intake
Appointment.



CERTIFICATE OF
COMPLETION

Provide a copy of the Professional of Record’s Certificate of Completion for the
Self-Certification Training Class.



PROFESSIONALS
OF RECORD SELFCERT. STATEMENT

Provide the Self-Certification Program Professionals of Record Self-Certification
Statement form signed and wet ink sealed by all the Professionals of Record who
stamped the various plan sheets.



OWNER/TENANT
CERT. STATEMENT

Provide the Self-Certification Program Owner/Tenant Certification Statement
form signed by the building owner or tenant.



HOLD HARMLESS
LETTER

Provide a Hold Harmless Letter using the sample language verbatim. The letter
should be printed on letterhead and be signed by the building owner or tenant.



CERTIFICATE OF
INSURANCE

The Architect of Record must provide a certificate of professional liability
insurance with limits of not less than $500,000.00 per claim and $1,000,000.00
aggregate for all claims made during the policy period.



STRUCTURAL PEER
REVIEW

A Structural Peer Review is required for Level II projects on the Self-Certification
Eligibility Chart with structural scope of work. The submission of a Structural
Peer Review eliminates the need for a Structural Plan Review. However, a
cursory review of the Structural Peer Review report is performed by DOB.
Provide a wet ink sealed and signed report prepared by an Illinois licensed
Structural Engineer who is a Registered Structural Peer Reviewer. The
Structural Peer Review report must be submitted at the Intake Appointment. A
list of Registered Structural Peer Reviewers is available on the DOB website.



ALDERMANIC
ACKNOWLEDGEMENT LETTER

In order to waive the ten (10) day aldermanic hold, provide an Aldermanic
Acknowledgement Letter signed by the alderman in whose ward the project is
located. DOB must wait ten (10) calendar days to issue permit without the waiver.



PROTOTYPE PLANS

Provide Prototype Plans for Level II New Construction projects on the SelfCertification Eligibility Chart. A Prototype Plan is a set of plans for an identical
new construction building project with a different address (signed and sealed by
the same Architect of Record) that was previously reviewed and approved
through the Standard Plan Review (SPR) process and issued a building permit.
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E-Plan Applicant User Guide
1. Introduction
Mayor Emanuel has made streamlining the building permit process a priority for homeowners,
businesses and design professionals. The Mayor knows that building permits are more than just
ensuring that buildings are built safe and sound. Behind every building permit is a homeowner’s
dream, a new or expanded business, an enhancement to the community and the economy, and
the creation of jobs. Therefore, reducing the time to obtain a building permit is paramount. A
key element in reducing the time to permit is replacing the old paper-based sequential plan
review process with an electronic-based simultaneous plan review system (E-Plan).
After a competitive search for the best electronic plan review system, we are pleased to partner
with System Development Integration, LLC (SDI) to implement the premier electronic plan
review system – Avolve’s ProjectDox - at the City. ProjectDox is the most widely utilized
electronic plan review system and is currently in use in over 60 municipalities, large and small,
throughout the United States.
Unlike the current paper system, E-Plan allows for several cost and time saving efficiencies
including:
•

Submission of plans electronically from the convenience of your office, 24 hours 7 days
a week

•

Simultaneous review of the plans by all professional and trade disciplines

•

City reviewer mark-ups are made directly on the plans to provide direction and clarity as
to any items which require correction

•

Re-submission of corrected plans electronically from the convenience of your office

•

Real-time return of your approved stamped plans once the fees are paid

Reading and following these instructions will make the electronic plan distribution and review
process more efficient for every participant in the permit process. Although every new system
normally requires some effort to become acquainted with its functionality, the ease of use of
ProjectDox should bestow the above benefits in a relatively short time frame.
We hope that you find this User Guide to be of benefit in conjunction with other written materials
and video links available on our web page www.cityofchicago.org/city/en/depts/bldgs.html. As
always we welcome and value your feedback on the system and our service performance.
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2. E-Plan Basics
What is E-Plan?
E-Plan is a web-based electronic plan and document workflow solution that allows citizens and
City staff to initiate and complete the building permit plan submission, review and approval
process on-line as opposed to a manual in-person and paper-based process.

How Does E-Plan Work?
When an applicant (architect, engineer, home owner, business owner or agent) submits a
building permit application requiring drawings, E-Plan will invite the applicant’s architect and/or
agent by email to upload the electronic drawings and all relevant schedules and documents.
City review staff will then have simultaneous access to the review the plans and note any
corrections directly on the plans to afford absolute clarity. The applicant is notified of the
correction and the updated plans are electronically resubmitted to the City. When the plans are
in order and all fees are paid, the applicant can download the approved stamped plans.

What Technology Do I Need to Use E-Plan?
As a web-based system, all that E-Plan requires is an Internet Explorer Version 6 or greater
browser running on a Windows operating system. E-Plan also utilizes the same browser
security best practices deployed by on-line banking sites.
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3. Drawing Submittal
We would like to thank you for participating in DOB’s new E-Plan Permit Application Process using
ProjectDox©. The City anticipates that this new electronic plan review will provide lasting benefits for
Customers and their agents (e.g., Architects, Engineers, Builders, Contractors, etc.), as well as for
the City’s Consultant Reviewers and internal plan reviewers.
Reading and following these instructions will make the electronic plan distribution and review
process more efficient for every participant in the permit process. All permit related documents are
to be uploaded into City of Chicago - Department of Buildings E-Plan. This allows the review team
and customer team to have access to all documents simultaneously. DOB has developed a
specific process (and file formats) for uploading documents into E-Plan Review which is outlined
below.
The Architect of Record or Authorized Agent will receive an email that will include instructions
for opening the E-Plan Review website and establishing a login I.D. and password (illustration
below).

Applicant

Applicant@email.com

D12XXX‐XX
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Applicants shall assemble all necessary permit documents related to their project, including
drawing files and upload individual files into their appropriate discipline folder.
Upload Files
The E-Plan file structure for file submissions is shown below (for Developer Services project
reviews and Standard Plan Review). Please upload the applications and drawings into their
appropriate discipline subfolder(s).
Select the folder where you want to upload your file.
Click the Upload Files button (next to View Folders). You may need to grant permission to
install the ActiveX Upload Control. The best practice is to initially click the Install ProjectDox
Components link on the login page to install all required ActiveX controls before you begin to
work.
In the Select Files for Uploading dialog, browse and select the files you want to upload to the
current folder. You can select multiple files using your Shift or Ctrl keys.
PLEASE NOTE: The maximum size FILE NAME is limited to 70 CHARACTERS.
Files can be uploaded into E-Plan by selecting the Projects button on the main page, and then
selecting the Folder in the left-most column. Once a Folder is selected, you can select the
“Upload Files” button, and Browse to identify the target files on your computer you wish to
upload.
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1. When you click on a folder, there will be an “Upload Files” button to select.
2. Browse your directory to select drawing files to upload. Select file and click “Open”.
3. After you have selected your files, click “Upload Now” button.

1
2

3

File Type Standards
Only searchable PDF files are accepted for calculations, reports and other supporting
documentation (non-drawing files and reference drawings only).
Design Web Format (DWF) files is the only acceptable drawing file form for the E-Plan.

Files must be 2D DWF file print ready, i.e.
setup properly for printing with title block,
no extra data outside the print page area,
etc. The DWF must be saved as Auto
CAD version 10 or lower format.
ProjectDox does not support 3D DWF
files.
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Border Standards
A 3” X 3” area must be reserved at the top right corner of ALL drawings for the DOB
APPROVAL STAMPS. Please leave the top right corner completely blank on all drawings (with
exception of the border). This is applicable to all sheet sizes.
Graphic Scale

•
•

•

Each sheet must have a typical graphic
scale as shown in the image to the right.
When more than one scale is used on a
sheet, an independent graphic scale must
accompany the applicable detail.

Graphic Scale
10

All plans must be drawn to scale.

0

5

10

20

(IN FEET)
1 Inch = 10 feet

Drawing Format
The DOB requires that Applicants provide their drawing files in the DWF file format. AutoCAD
users may create DWFs using the DWF6 ePlot.pc3 Plot Settings Configuration file. Users of
other design software may use the free Autodesk DWF Writer available from
www.autodesk.com.
NOTE: Any drawing files that are submitted in alternative formats (e.g., DWGs, etc.) will be
returned to the customer. The review process cannot begin until the drawing files are submitted
in the requested (DWF) format.
All drawing files must meet the following standards:
•

Single sheet per file.

•

File name = Sheet Number_Sheet Name_DOB Project Number or Application Number
o

•

Example: A1_1 First Floor Plan_ DXXXXX-XX/100XXXXX.dwf

Include “REFERENCE” in the file name if the drawing is not for permit.
o

Example: A1_5th Floor Plan REFERENCE DXXXXX-XX.dwf

•

Files must be monochrome with white background (print-ready).

•

File names MUST NOT EXCEED 70 characters in length.

•

Units and scale must be properly set (and included on every drawing sheet).

•

Professional of record electronic stamp must be on every drawing (if not for reference).

•

DO NOT submit rendering for code review.
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Permit Application Files
The “Naming Conventions” table below describes DOB file naming procedures for both permit
application documents and drawings. The Permit document formats should be PDF files with
names that correspond to the application document itself. For example, if there is a MOPD
application, it should be completed with the applicable information, scanned into a PDF file that
references the MOPD application.
•

Building Permit Application (DXXXXX-XX or 100XXXXX).pdf

•

Commercial Compliance Form (DXXXXX-XX or 100XXXXX).pdf

•

MOPD Project Data form (DXXXXX-XX or 100XXXXX).pdf

Folder Structure
Developer Services Folder Structure

Standard Plan Folder Structure
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Green Review folder (Green Permit Program Participants ONLY) - Preliminary Green Permit
Program review files shall be uploaded to the Green Review Folder for initial review of eligibility
requirements.
Plan Review Bid folder (Developer Service Projects ONLY) – Preliminary drawings (75%
complete) shall be uploaded to this folder for BID purposes only. Drawings uploaded to this
folder WILL NOT be reviewed for permit plan review.
Drawings Submittal folder - All drawing files (dwf) for permit plan review shall be uploaded to the
Drawing Submittal folder within the applicable sub-folder (i.e. 1-Reference - reference drawings,
A-Architectural - architectural drawing sheets, S-Structural - structural drawing sheets, etc.) for
each project.
All permit application PDF forms and documents (any non-drawing PDF files, i.e. building permit
applications, electrical permit applications, MOPD forms, etc.) must be uploaded into the
Document Submittals folder within the applicable subfolders for each project.
Plan Reviewer Documents - This folder is utilized for additional comments issued by the plan
reviewers.
Certified Correction Documents (Eligible Projects Only) – Certified Correction documents
addressing comments issued by the plan examiners shall be uploaded to the Certified
Correction Documents folder.
Approved Drawings and Documents folder contains the City of Chicago Department of Buildings
stamped and approved permit drawings and approved permit forms and applications.
Upload Verification
Once files are uploaded to the folder(s), the folder list is
replaced by thumbnail images of each file contained in the
folder. Under each thumbnail, the file name, author, date and
any relevant file icons display.

Congratulations you have successfully completed part
one of E-Plan drawing and application submittal.

Developer Services Project Applicants will receive
an Upload Confirmation Task. Select the “Upload
Confirmation” hyperlink. A new window E-form (as
seen on the left) will open. You must “Complete”
the assigned task to formally submit your
applications and drawings.
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4. Prescreen Review
Prescreen Review is a cursory review of your uploaded documents in preparation for formal
review. This may be performed by the Project Manager or Project Administrator. The Project
Manager or Project Administrator will begin the formal review stage of the permit application
process after confirming the submittal documents have met DOB standards. Failure to meet
DOB submittal requirements will result in a denial of your application. Upon denial, you will
receive a “Correction Complete” Task invitation email. Accept the Task and address all
comments issued regarding incomplete documentation. After you have addressed the
comments you must “Complete” the Task for resubmittal to DOB. Formal plan reviews will NOT
begin until a complete submittal is verified by the Project Manager or Project Administrator.
5. Security Timeout
Due to security concerns, you will be automatically logged out of the system after 90 minutes of
inactivity. To resume your work in E-Plan, click any button on the screen and your ProjectDox©
login page will automatically load.
6. Drawing Resubmittal
If corrections are requested for your drawings, follow the steps below:
You will receive an e-mail notification from the Project Administrator or Project Manager
requesting corrected/revised documents.
Click the task link “Applicant Resubmit” in the e-mail to access the corrections requested
information (see illustration).
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Your Corrections Package will consist of the following:
•
•
•

Applicant Resubmit E-form
Changemark(s) with markup(s) on the plan drawing file
Corrections Report, which is a summary of all markups and requested corrections

Log in to E-Plan. The “Permit Resubmit Request” e-form will open. You may accept the task,
save and close, but do not complete the task until all revised drawings and documents have
been uploaded.
The e-form has four sections that provide you with correction package information:
1.
2.
3.
4.

Review Information
Changemarks (markups issued by the reviewers, select blue hyperlink to access
changemarks/markups)
Department Review (status and notes)
Task Instructions

1

2
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3

In the Department Review section, the department requesting the corrections is displayed. If
there are markups attached, you will see the markup links in the comments/markup section as
shown below.
4

Click on the “Save and Close” button to exit the e-form.
How to View Markups/Changemarks
There are two ways to view markups in E-Plan.
1. Prior to clicking the “Save And Close” button as directed above, markups can be
accessed by selecting the hyperlink under the “Changemarks” section (2) of the e-form.
2. After clicking the “Save And Close” button, the e-form will close and the projects page in
E-Plan will be viewable (illustration at top of next page).
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1

2

3. There are two sections on the projects page. The top section (1) displays the list of
projects accessible under your username. The bottom section (2), displays all task
assignments. To access the project, select the project name hyperlink. Upon selection,
you will be directed to the project (illustration below).
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Drawings with markups issued by the
reviewer will display the changemark
symbol (identified by red pen with
exclamation point). To access the markup
click the changemark symbol.

A changmark window will open (illustrated on the
right). Check the View box and select the
“View/Edit” button to view the selected markup.

The text associated with each changemark will display in the panel’s right-hade portion of the
page and the markups (illustrated by a cloud and/or notepad icon) will automatically appear in
the viewer at the author’s original magnification level. You can progress sequentially through
the changemarks by using the “ ” (Previous) and “ ” (Next) buttons.
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Upload Corrections
Log-in to E-Plan to upload corrected drawings. Verify a new version number is created when
you upload your corrected drawings. If a version number is not created, confirm the drawing
was revised. Version number will not be created if there have been no changes to the file.
Please communicate this information to your entire project team.
For example, if you make a correction to “A1_5th Floor Plan D10003-00.dwf” and reload the
corrected file with the same name, E-Plan will tag file with the latest version number.

E-Plan will track document (drawing)
versions, but ONLY if you upload a revised
version of the file with the EXACT SAME
NAME as the original file.

Failure to upload revised drawings with the original file name will result in duplicate sheets.
Verify plans and documents containing markups are revised. The resubmittal will be rejected by
your Projects Administrator or Project Manager if markups are not addressed and duplicates
found. The rejection of your submittal result in a delay your review.
After you have successfully uploaded your corrected drawings, click on the “Applicant
Resubmit” task located at the bottom section of the projects page (as described on page 13).
The task E-form window will open. Go to the Department Review section and do the following:
•
•
•

Add your comments in the “Review Information Comments” section
Confirm you have completed Step 1, 2 and 3 by checking each box
To formally resubmit revised documents click the “Complete” button

Per State of Illinois Department of Professional Regulations applicants must submit 2 wet ink
signed and sealed (all project Illinois licensed professionals) coversheets. Separate drawing
index sheets require wet ink seal by the Illinois licensed Architect or Structural Engineer. The
permit will not be issued until these sheets are submitted to the Project Manager or Project
Administrator.
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RESTAURANT LICENSE AND ZONING REFERENCE GUIDE
Additional requirements and restrictions apply if your business has any of the following activities
All Restaurants
(A)

License
Requirements

Retail Food Establishment
License
• Lease or proof of
ownership of the
property
• Tax numbers (Illinois
and Federal)
• Ownership information
• City of Chicago Food
Service Sanitation
Certificate
• Valid photo I.D.
• Department of Public
Health inspection

Restaurant
Occupancy More
Than 100
(B)
In addition to
requirements listed in
column A, need to apply
for occupancy capacity
sign. See form 3 of the
Restaurant Start-up
Guide.

Liquor License –
Consumption of
Premises (COP)
(C)
In addition to
requirements listed in
column A, COP liquor
license:
• Individual History Form
• Spousal Affidavit
• Finger print based
criminal background
check
• Manager Statement
• Financial Disclosure
Form
• Certificate of Liquor
Liability
• BASSET Certificate
• Occupancy capacity sign
application
• Business structure
documents
• Site and floor plans
• Food service menu
• More than 100 feet
away from a library,
church, school, hospital
or home for the aged or
indigent
• Inspections by BACP,
DOB-SIP, Dept. of Public
Health, and Fire

Liquor License –
Tavern

Outdoor Patio/Café

Liquor License –
Late Hour

Public Place of
Amusement

(D)

(E)

(F)

(G)

In addition to
requirements listed in
column C, a tavern liquor
license requires:
• Inspections by DOBPlumbing, and DOBVentilation

An Outdoor Patio License
is required to sell
alcoholic beverages in a
privately owned outdoor
location adjacent to
premises with either a
tavern, or COP license. In
addition to requirements
listed in column C or D,
outdoor patio requires
(for more detailed
information see Section
G-25 of the Restaurant
Start-up Guide):
• Outdoor floor plan
• Sidewalk Café Permit if
will be operating on
the public sidewalk

Businesses wishing to
remain open beyond the
regular time of closing (2
a.m. Monday through
Saturday, and 3 a.m. on
Sunday) may obtain a
Late Hour Liquor License.
In addition to
requirements listed in
column C or D, late hour
liquor license application
requires:
• Registered voter
petition
• Certified mail public
notice mailing

In addition to
requirements listed in
column A and C, PPA
requires:
• Inspections by
DOB-Electrical,
DOB-Plumbing,
DOB-Ventilation
• More than 200 feet
away from a
church, school,
hospital, or building
used exclusively for
educational
purposes

Otherwise noted, see Section F of the complete Restaurant Start-up Guide for more detailed information. Visit www.cityofchicago.org/restaurant
<Zoning and parking requirements continued on next page>
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Visit www.cityofchicago.org/zoningmap to check for the zoning designation of your property
All Restaurants
(A)

Zoning
Requirements
Note: *require
special use
permits

Zoning districts that allow
restaurants:
• B1,B2,B3
• C1,C2,C3
• DC,DX,DS
• M1,M2,M3
• PMD#1B,PMD#2,
PMD#3, PMD#4,
PMD#5, PMD#6,
PMD#7, PMD#8,
PMD#9, PMD#10,
PMD#11, PMD#12,
PMD#13, PMD#15

Restaurant
Occupancy More
Than 100
(B)
Same as column A

Liquor License –
Consumption of
Premises (COP)
(C)
Zoning districts that allow
restaurants with COP
liquor license:
Limited Restaurant (i.e.,
no sit-down bar) – Same
as column A
General Restaurant (i.e.,
with a sit-down bar) –
• B3
• C1, C2, C3
• DC, DX, DS
• M1, M2, M3
• PMD#1B,#2,#3, #4, #5,
#6, #7, #8, #9, #10,
#11, #12, #13

Liquor License –
Tavern

Outdoor Patio/Café

Liquor License –
Late Hour

Public Place of
1
Amusement

(D)

(E)

(F)

(G)

Zoning districts that allow
outdoor patio/café:

Same as column C or D

Zoning districts that
allow Banquet Halls: B3,
C1, C2, C3, DC, DX, DS

Zoning districts that
allow tavern liquor
license:
• B3*
• C1, C2, C3
• DC, DX, DS
• M1, M2, M3
• PMD#1B,#2, #3, #4,
#5, #6, #7, #8, #9,
#10, #11, #12, #13
New tavern licenses
cannot be issued to any
location that is within
400 feet of existing
tavern in a B3 zoning
district

At ground level (e.g.,
side walk café)
• B1, B2, B3
• C1, C2, C3
• DC, DX, DS

Small and medium
venues (occupancy
smaller than 1,000):
B1,B2,B3, C1, C2, C3,
DC, DX, DS

Above ground level (e.g.,
roof-top patio)
• B3*
• C1*, C2*, C3*
• DC, DX, DS

For other zoning
districts, please contact
a zoning representative
For large venues (more
than 1,000 occupancy) ,
please contact a zoning
representative

Districts B1, B1.5, B2, C1, C2, M1, M2 – No parking requirement for first 4,000 square feet then 2.5 spaces per 1,000 square feet
Districts B3, C3, M3 – No parking requirement for first 10,000 square feet then 2.5 spaces per 1,000 square feet
Districts B5, C5, M5 – No parking requirement for first 35,000 square feet or 2 x the lot area (whichever is greater), then 1.33 spaces per
1,000 square feet
Parking
Requirements

When calculating your parking space requirements, you must round-up to the nearest whole number (e.g., 1.33 to 2).
Note: For properties with multiple businesses, the square footage allotment is shared. For example, if another business has already
claimed 3,000 square feet in a B3 district and your restaurant is 2,000 square feet, you will only get a waiver for the first 1,000 square
feet. You will need 3 spaces for your additional 1,000 square feet.

Required
Forms

Restaurant Start-Up
Worksheet (form 1)
Basic Information Sheet
(form3)

Same as column A plus:

Same as column A plus:

Same as column A plus:

Application for
Occupancy Capacity Signs
(form 2)

Application for
Occupancy Capacity Signs
(form 2)

Application for
Occupancy Capacity Signs
(form 2)

Application for Side Walk
Café (form 6)

No additional forms
required

Districts B1, B1.5, B2,
C1, C2, M1, M2 – 1
space per 10 persons
capacity; no parking
requirement for live
theater venues with less
than 150 seats
Districts B5, C5, M5Banquet Halls require 1
space per 10 persons
capacity; for all others,
no parking requirement
for first 35,000 square
feet or 2 x lot area
(whichever is greater)
then 1.33 spaces per
1,000 sq ft
Same as column A plus:
Application for
Occupancy Capacity
Signs (form 2)

1

Note: A new PPA license will require a zoning variation if within 125 feet of an R1, R2, or R3 residential zoning district
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LIQUOR LICENSE REQUIRED DOCUMENTS









1) Individual History Form — For any individuals who have 5% or more interest in the business and
officers of the applicant entity, or any corporate officers or members that we determine need to be
represented on the liquor license.
2) Photo Identification — Driver’s License, State ID or Passport for each person required to
complete an Individual History Form, for the spouse of any individual with more than 5% interest in
a liquor establishment, or for any individual applying to become an approved manager.
3) Spousal Affidavit — For spouses of individuals who have 5% or more interest in a liquor
establishment.
4) Manager Statement — An approved manager may conduct business activities and represent the
licensee on license matters before the Department of Business Affairs & Licensing. The manager will
need to submit a separate application and meet the same application requirements as
owner/shareholders.
5) Lease to the Property — Made to the applicant entity for a minimum of 1 year. If the applicant
entity is the owner of the property, proof of ownership is required, such as a deed or a tax bill.
6) Financial Disclosure Form — Detailing the source of funds used to establish the business.
7) Certificate of Liquor Liability — Or Dram Shop Insurance issued to the business for the premises
in the aggregate amount of $300,000 per occurrence. The policy should cover the business for at
least a year from license issuance. There must be a 30-day cancellation notice included on the
certificate. The insurance also needs to cover the City of Chicago; it should identify the following as
“Certificate Holder”:
Local Liquor Control Commission
121 N. LaSalle Street, Room 800
Chicago, IL 60602



8) Beverage Alcohol Sellers and Servers Education and Training (BASSET) Certificate — Is required
for the manager or owner of a business. If you already have a certificate, make sure that it is still
current as they expire every three years.
Please visit http://www2.state.il.us/lcc/basset for a list of BASSET classes in your area.
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9) Business Structure Documents (for primary applicant only):
Corporations
 Corporate Minutes (showing election of new officers and resignation of any previous
officers)
 All issued Stock Certificates (Cancelled and current, privately held corporation only)
 Articles of Incorporation
 Business Organization Chart
Limited Liability Corporations
 Operating Agreement
 Articles of Organization
 Business Organization Chart
Limited Partnership
 Partnership Agreement
 Business Organization Chart
 Certificate of Limited Partnership
General Partnership
 Partnership Agreement (if applicable)
 Business Organization Chart
Sole Proprietorship
 Proof of Chicago Residence




10) Site Plan of the Premises — A plat of survey or a drawing showing the property where your
establishment is located.
11) Detailed Floor Plan of the Business — Show exits, restrooms, seating, shelving, display units, bar
area.



12) Purchase/Sale Agreement — If the applicant is purchasing an existing business.



13) Illinois Business Tax Number (IBT)



14) Federal Employer Identification Number



15) Occupancy Placard



16) Food Service Menu — Restaurants applying for Consumption on Premises - Incidental Activity
License, Caterer’s License, or Caterer’s Registration must submit a copy of their food service menu.
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LIQUOR LICENSE RESTRICTION AND REGULATIONS
Dry Areas
The Illinois Liquor Control Act of 1934 permits voters in any precinct in the City of Chicago to vote an
entire precinct “dry” through a local option referendum. If a precinct has been voted “dry,” no liquor
licenses can be held within the precinct. Please check with your Business Consultant to determine if a
proposed location is “dry”.
Liquor Moratorium Districts
The Chicago City Council has passed a series of ordinances restricting the issuance of liquor licenses in
various locations throughout the City. These restrictions may apply to licenses for consumption on
premises, taverns, private social clubs, and stores selling package goods. Restaurant services are
generally not subject to these restrictions.
A fee of $1,000.00 is required to file an application in a moratorium area, in addition to the license
application fee. The moratorium ordinances also significantly restrict the transfer of existing liquor
establishments to new owners. Presently, there are six limited exceptions that permit existing locations
in a moratorium to legally be transferred. The following transfers are permitted:
 Between spouses;
 Between parents and children;
 An heir of the prior license by estate succession or a will;
 Any shareholder who already held shares prior to the creation of the moratorium area;
 Any person acquiring less than 5% of the shares of a corporate licensee;
 Any other person who acquiring the licensed business by purchase if that person can obtain the
consent of over 51% of the registered voters within 500 feet of the premises.
If the above exceptions do not apply to you, the transfer of a license may only be approved after the
new applicant obtains the consent of 51% of the legal voters registered within 500 ft. of the business.
Please see a Business Consultant for petition forms, a list of registered voters, and further details.
Proximity to Churches, Schools, Homes for the Aged, Day Care Centers
Licenses for the retail sale of alcoholic liquor will not be issued to any establishment located within 100
feet of a church (some exceptions to this rule exist pertaining to locations near churches), school (other
than an institution of higher learning), hospital, or home for the aged or indigent. In some cases, day
care centers may be classified as schools. Distances are measured in several ways: the distance from a
church is measured from the property line of the licensed premises to the nearest part of any building
used for worship services or educational programs; the distance from a school is measured from the
property line of the school to the property line of the premises to be licensed. Streets, alleys and public
ways are included in the measurements mentioned above.
Proximity to Libraries
Licenses for the retail sale of alcohol will not be issued to an establishment located within 100 feet of
any library, with the exception of the main library. Streets, alleys, and public ways are not included in
the measurement from property lines of the library to the property line of the premises to be licensed.
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Proximity to Other Taverns
No new tavern licenses can be issued to any location that is within 400 feet of existing businesses
already licensed for the sale of alcoholic liquor in certain zoning districts. Measurements are made from
the property line and exclude streets, alleys, and public ways. This prohibition does not apply to
restaurants, hotels offering restaurant services, or not-for-profit clubs.
“Deleterious Impact” Application Denial
Applications for new liquor licenses undergo review by BACP to ensure not only the safety of the public
patronizing the liquor establishment, but also to ensure that the new establishment will not have a
deleterious impact on the surrounding community. Whether or not an establishment will cause a
deleterious impact is determined during the license application review process. BACP can deny a new
liquor license application for deleterious impact under three scenarios:
1) Community Objection: A new liquor application can be denied for deleterious impact where the
community sends feedback to BACP alleging that issuance of the liquor license would:
 Have an adverse effect on the value of any property, or
 Increase the risk of violations of law, or
 Create a risk of a substantial increase in noise, litter, or vehicular congestion.
2) A deleterious impact is presumed to exist whenever there have been a substantial number of
arrests within 500 feet of the applicant’s premises within the previous two years.
3) The subject premises identified in the liquor application has been previously denied for
deleterious impact within the last two years.
If an applicant is denied a liquor license for reasons of “deleterious impact”, under any of the three
scenarios, then the applicant has the option to devise a plan of operation to address the specific
negative impact concerns. The applicant will have 20 days from the date of denial to submit the plan of
operation. The plan must provide reasonable assurance that the issuance of the liquor license will not
have a deleterious impact. The burden is on the business owner to prove that their establishment will
not negatively affect the community. The plan may include conditions upon the applicant’s operation of
the premises that are useful or necessary to mitigate a deleterious impact. Such conditions include, but
are not limited to; providing security personnel, restricting hours of operation, installing outdoor
lighting, displaying signs, providing trash pickup services, or any other reasonable restrictions on a
business practice. If a plan of operation is not approved, the denial will stand and the applicant may
appeal the denial decision to the License Appeal Commission.
The primary method for determining whether a business will cause a deleterious impact is through
community and law enforcement feedback. Upon payment for a new liquor license application, BACP is
required to serve written notice to all registered voters residing within 250 feet of the proposed licensed
establishment. Notice is also published in the Chicago Sun-Times and posted on the proposed business
establishment.
BYOB in Chicago:
While the BYOB (Bring Your Own Bottle) concept is considered a permitted activity for restaurants
within the city limits, there are important city policies regulating the BYOB practice that restaurants
need to consider:


Fee: no direct or indirect fee may be charged for the allowance of alcohol consumption without
a City of Chicago liquor license; this includes corkage fees.
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Serving/Storing: Restaurant employees may not touch, handle, pour or store the alcohol in any
way. Patrons bringing their own liquor must handle it themselves.
Liability: It is always recommended that BYOB locations obtain liquor liability insurance to
protect against potential lawsuits. It is illegal for an establishment to serve anyone who is
intoxicated; likewise, a business that allows patrons to BYOB can be held negligent for allowing
patrons to over serve themselves.
Banquet Halls: Banquet halls that allow BYOB service may be required to obtain a liquor
license.

Sealing and removal of open wine bottles from restaurants licensed to serve liquor:
With the Illinois General Assembly’s passage of SB946 (Public Act 094-1047) in 2007, a restaurant
licensed to sell alcoholic liquor in Illinois may permit a patron to remove one unsealed and partially
consumed bottle of wine for off-premise consumption, provided that the patron has purchased a meal
and consumed a portion of the bottle of wine with the meal on the restaurant premises.
Additionally, the partially consumed bottle of wine MUST be securely sealed by the licensee (or an agent
of the licensee) prior to removal from the premises and placed in a transparent one-time use tamperproof bag. The licensee or agent of the licensee shall provide a dated receipt for the bottle of wine to
the patron.
Wine that is resealed in accordance with the above provisions will not be considered an “unsealed
container” for the purposes of Section 11-502 of the Illinois Vehicle Code.
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LIQUOR LICENSE ELIGIBILITY
The City of Chicago’s liquor license application process is designed to ensure that liquor licenses are
issued only to persons who meet the eligibility requirements of the Chicago Municipal Code and the
Illinois Liquor Control Act. The following list is a summary of all classes of individuals who are prohibited
from holding any type of liquor license:
1. A person who knowingly files false or incomplete information on a liquor license application;
2. A person who knowingly files false or fraudulently obtained signatures on petitions for the purpose
of obtaining a Late Hour Liquor License;
3. A person who has been convicted of a felony under any federal or state law -- if the Local Liquor
Control Commission determines, after an investigation, that such person has not been sufficiently
rehabilitated to warrant the public trust;
4. A person who is not a resident of the City of Chicago (if applying as a Sole Proprietorship only);
5. A person who is not of good character and reputation in the community in which he resides or in the
community in which his premises are located;
6. A person who owes any outstanding debt to the City of Chicago;
7. A person who has been convicted of being the keeper or is keeping a house of prostitution;
8. A person who has been convicted of pandering or other crimes or misdemeanors opposed to
decency and morality;
9. A person whose license issued under Title 4, Chapter 4-60 of the Municipal Code has been revoked;
10. A person who at the time of application or renewal would not be eligible to hold such license upon
first application;
11. A partnership, if any member of the partnership would not be eligible to receive a license for any
reason other than residency in the city;
12. A corporation, if any stockholder or any director, officer or manager of the corporation owning in
aggregate more than 5% of the stock of such corporation, would not be eligible to receive a license
for any reason other than residency in the city;
13. A corporation unless it is incorporated in the State of Illinois. If it is incorporated outside of Illinois,
the corporation must be qualified under the Illinois Business Corporation Act of 1983;
14. A person whose place of business is conducted by a manager or agent, unless the manager or agent
possesses the qualifications required to obtain a license, except for residency in the city;
15. A person who has been convicted of violation of any federal or state law concerning the
manufacture, possession or sale of: liquor, cannabis, narcotics or other controlled substances, or
who has forfeited bond to appear in court to answer charges for any such violations;
16. A person who does not beneficially own the premises for which the license is sought or does not
have a lease for a minimum period of one year;
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17. Any elected public official of local government, or any non-elected law enforcing official or law
enforcement employee who has jurisdiction in the City of Chicago;
18. A person who is not the beneficial owner of the business to be operated by the licensee;
19. A person who is ineligible for or fails to receive a license to sell alcoholic liquor at retail from the
State of Illinois;
20. A person who has been convicted of a gambling offense as prescribed by any of subsections (a)(3)
through (a)(10) of Section 28-3 of the Illinois Criminal Code of 1961;
21. A person or partnership to whom a federal wagering stamp has been issued for the current tax
period or a corporation, if any shareholder holding an aggregate amount of stock of 20% or more
has been issued a wagering stamp for the current tax period.
22. A person who is married to, or is the registered domestic partner of, an individual who is ineligible
to hold a liquor license.

F-9

LATE HOUR LIQUOR LICENSE
Businesses wishing to remain open beyond the regular time of closing may obtain a Late Hour Liquor
License if they meet certain criteria and follow the application process outlined below.
Hours of Operation
The closing hour under a standard liquor license is 2 a.m., Monday through Saturday, and 3 a.m. on
Sunday. With a Late Hour Liquor License, establishments are permitted to remain open until 4 a.m.
Monday through Saturday and 5 a.m. on Sunday. The legal opening time for all liquor establishments is 7
a.m., Monday through Saturday, and 11 a.m. Sunday. Restaurants can begin selling liquor at 10:00 a.m.
on Sunday.
Late Hour Application Process
In order to apply for a Late Hour License, applicants must first hold an incidental-consumption on
premises or tavern liquor license.
If 50 or more legal voters reside within a distance of 500 feet from the licensed premises the applicant is
required to send written notice to all legal registered voters within 500 feet of the licensed premises.
The applicant must send notices via certified mail with a return receipt requested. The Department of
Business Affairs and Consumer Protection can provide a sample notice.
The applicant is required to submit an affidavit stating that the local voters have been notified and that
written notice has been provided to the local alderman informing him/her of the late hour application. A
sign containing notice of the Late Hour License application must also be posted in a secured place
conspicuous from the public way.
If there are more than 50 registered voters residing within 500 ft. of the applicant's premises, the
applicant must obtain and file a petition, signed by a majority of the legal voters registered within the
affected area, giving consent to the business to file a Late Hour License application. The license
application must be submitted within sixty (60) days of the date the petition was signed by the first legal
voter.
Please note that a majority of the legal voters living within 500 feet of the licensed premises may file a
petition requesting the Commissioner of the Department of Business Affairs and Consumer Protection
to suspend or revoke the Late Hour License privilege. Upon a finding to discontinue the late hour
privilege, the Commissioner of the Department of Business Affairs and Consumer Protection may either
revoke such privilege permanently or suspend it for a period of not more than 30 days.
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PUBLIC PLACE OF AMUSEMENT (PPA)
Before taking out a business loan, signing a lease, or applying for a business license, ensure that the
site where you intend to operate is in an appropriately zoned area and that it complies with the
current Chicago Municipal Code. The Code is frequently updated so a new owner needs to check
current zoning and code regulations; do not assume the previous owner's designation applies.
The term “Public Place of Amusement” (PPA) includes but is not limited to:











Live Theaters & Concert Halls
Sports Stadiums
Movie Theaters
Bowling Alleys
Comedy Clubs
Businesses with 2+ pool tables
Nightclubs & Dance Clubs
Businesses with 3+ arcade games
Karaoke & DJs
Renting out a facility for a party or event open to the public

A complete list of activities requiring a PPA license is available in Chapter 4-156 of the Chicago Municipal
Code.
Zoning
One of the most important things to do before investing in a business that requires a Public Place of
Amusement license is ensure that the zoning designation of the business location permits the activity.



A new PPA license will not be issued within 125 feet of an R1, R2, or R3 residential zoning
district.
Depending on your zoning, parking requirements may also apply for establishments over 4,000
sq. ft. You may find zoning information on the interactive zoning map, in text format on the
Zoning and Reference Guide, or by asking a Business Affairs and Consumer Protection (BACP)
consultant. Please note that different PPAs may have different zoning requirements (i.e. an
outdoor PPA has different zoning requirements than an indoor PPA).

Application
Along with the PPA license application, the following is required:
1.
2.
3.
4.
5.

Business structure documents,
Illinois Business Tax number
Federal Employers Identification Tax number
a lease or proof of owner of the building
Financial disclosure detailing the source of funds used to establish the business
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6.
7.
8.
9.

Occupancy capacity sign
A detailed floor plan
A site plan.
A criminal background check is required for any person with at least 25% interest in the business
or 10% financial interest.

Restrictions and Neighborhood Sentiment
In addition to zoning requirements, PPA licenses are not permitted within 200 feet of a church, school,
hospital, or building used exclusively for educational purposes. This distance is measured from the
nearest point of the business to the nearest point of the restricted facility.
When a new application for a PPA license is filed, BACP will mail a public notice within 5 days to the
registered voters who reside within 250 feet of the business. The community is granted a 30-day public
comment period and may object to the issuance of the license. A public hearing may take place when
needed.
State and Federal Compliance
In addition to the City of Chicago regulations outlined above, new PPAs may need to comply with State
of Illinois and Federal regulations related to taxation, employment, and health along with other
requirements.
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LICENSE RENEWAL AND RECURRING INSPECTIONS
All licenses need to be renewed every two years
Restaurants
Restaurants with seating are subject to a scheduled “Restaurant Inspection” from Department of
Buildings annually. Department of Public Health will also conduct unscheduled routine inspections and
respond to complaints regarding the restaurant in order to ensure continued compliance.
Renewal fee –
0 – 4,500 sq. ft. = $600
4,501-10,000 sq. ft. = $880
10,001+ sq. ft. = $1,100
Liquor License
No additional inspections required.
Renewal fee –
Consumption of Premises – $4,400
Tavern - $4,400
Outdoor Patio – $1,760 per patio
PPA
Representatives of the fire commissioner or the buildings commissioner will make inspections of PPAs
once every two years. This inspection will take place within 90 days preceding the deadline for renewal
of the license. License will not be renewed until the business has passed its inspections.
Renewal fee - $770 to $13,200 based on occupancy
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Permit Process for Signs
What is a sign? Signs are deemed to be a name, identification, description, display,
illustration, or character which is affixed to, or represented directly or indirectly upon a
building, structure, or piece of land and which directs attention to an object, product,
place, activity, person, institution, organization, or business.
What is an awning? Awnings are a rooflike covering extending over or in front of a
door or window as a shelter with signage included.
What is a canopy? An ornamental rooflike structure with signage included.
A permit is required from the Department of Buildings for the installation of all
signs, awnings and/or canopies.
What are the various types of signs?
Signs (electrical): Electrical signs are signs that are electrically illuminated.
x
x
x
x
x

Flat signs: Flat signs are signs which are placed flat against the building or
structure from which they are supported and which run parallel thereto. Signs
supported from a canopy are deemed to be flat signs when they are single face.
Ground signs: Ground signs are signs supported by a structure which rests on or
in the ground.
Projecting signs: Projecting signs are awnings and/or canopy signs which project
obliquely or at right angles from the building or structure from which they are
supported.
Roof signs: Roof signs are signs which are erected on and supported by the roof
of a building or structure.
Signboards (billboards, paintboards, and posted panelboards): Signboards are
signs which fall into this general classification and are commonly known by this
or other titles.

Business Owner and/or Property Owner should follow these steps for sign permits:
Step I – Business Owner and/or property owner hires a Sign Erector Company that is
registered and bonded with the City of Chicago Department of Buildings to apply for all
permits related to the installation of the proposed sign, awning and/or canopy.

Step II – Business Owner and/or property owner works with the Sign Erector Company
to determine the type of signage, dimensions and language content.
Step III – Business Owner and/or property owner works with the Sign Erector Company
to complete the Department of Building Sign Permit Application.
If the proposed sign, awning, or canopy exceed 100 square feet, an application for
Council Approval is required. Pursuant to Municipal Code section 13-20-680, “A city
council order approving a sign shall be required in addition to the normal permit for any
sign which exceeds 100 feet2 (9.3 m2) in area or any roof or ground sign, structure or
signboard over 24 feet (7.32 m) in height. Before the application for a permit for such
sign is filed with the building commissioner, the applicant shall submit a duplicate of the
application to the alderman of the ward in which the sign is to be located. At the time the
duplicate is submitted to the alderman, the applicant shall submit to the city clerk an
order for the approval or disapproval of the sign for introduction at the next regular
meeting of the city council, and proof that the public notice provided for in this section
has been given and a list of all persons who have been given such notice. The council
order, upon being introduced to the council, shall be forwarded to the appropriate
committee for hearing. Prior to filing its application, the applicant for the permit shall
give notice to all voters registered at addresses within 250 feet (76.2 m) of the proposed
sign location.”
Step IV – Business owner and/or property owner works with the Sign Erector Company
to complete the Department of Business Affairs and Consumer Protection Use of the
Public Way Permit Application, if the proposed sign, awning and/or canopy will extend
from the property line over the public right away.
How to Apply for a Sign Permit (ONLY THE REGISTERED AND BONDED SIGN
ERECTOR CAN SUBMIT THE SIGN PERMIT APPLICATION TO THE
DEPARTMENT OF BUILDINGS AND DEPARTMENT OF ZONING)
Step I – Go to www.cityofchicago.org/buildings and click on the “Login to EPermitting” button
Step II – Enter user name and password (if this is your first time, you are required
to create a user account)
Step III – Click on “Apply for a Permit”
Step IV – Choose “SIGNS” from the drop down menu > Click Next
Step V – Enter the address where the sign is being erected > Click Next
Step VI – Enter the estimated cost and sign type description (i.e. signboards, ground
signs, painted wall signs, flat signs, projecting signs, roof signs, or billboards) indicating
whether or not the sign is on premise or off premise > Click Next

Step VII – Enter sign details (i.e. signboards, ground signs, painted wall signs, flat
signs, projecting signs, roof signs, or billboards), indicate whether it is business or
advertising, length, height, width, shape, number of faces, area, electrical
equipment and the sign language content > Click Next
Step VIII – If electrical work is required, enter the licensed electrical contractor
information in the “Additional Contractor” section
Step IX – Enter sign warrant payer (i.e. Business Owner and/or Property Owner)
information in the “Add Additional Applicant” link > Click Next
Step X – Remit payment via credit card for the Zoning Review fee in the amount
of $200 for on-premise or $500 for off- premise (this payment is required in order
to begin the review process in the Department of Zoning)
Step XI – Print copy of payment confirmation
Step XII – Print two copies of the completed sign permit application. One copy
for your file and submit the other hard copy of the completed sign permit
application, site plan (available in the Department of Zoning), construction
drawings and rendering for each application to the Department of Zoning for
review.
Sign applications submitted to the Department of Zoning are reviewed for
location, size, placement, setback, height, type and other characteristics to ensure
conformance with the zoning ordinance.
All applications will be reviewed and either approved or denied electronically
(on-line) to the Department of Buildings permit system.
If the review is denied, the Department of Zoning will return the application
detailing the corrections to the Sign Erector via US Mail.
If the review is approved, the Department of Zoning will forward the application
to the Department of Buildings for review.
Step XIV – The Department of Buildings will review the application
(construction detail, approved council orders) to ensure compliance with the
Chicago Building Code.
Step XV – Upon approval by the Department of Buildings, the Sign Erector
receives an electronic notification that their application has been approved and is
ready for payment and printing of the actual permit.

In the event the sign, awning, or canopy extend from the property line over the
public right away and the sign erector has not provided the Department of
Buildings with a copy of the Public Way Permit, the application will not be
processed for permit issuance until this documentation is received.
Step XVI – Upon issuance of the Sign Permit by the Department of Buildings, the
Sign Erector is required to obtain a permit to occupy the public right away for the
installation of the sign from the Department of Transportation at City Hall Room
905.
Department of Buildings and Department of Zoning Review Fees for Sign
Permits:
Size

Drawings
Required
Billboards, signboards, roof signs, Yes
ground signs, painted wall signs, flat
signs or projecting signs – for erection
or alteration, from 0 to 49 square feet,
per face (3)
Billboards, signboards, roof signs, Yes
ground signs, painted wall signs, flat
signs or projecting signs – for erection
or alteration, from 50 to 99 square feet,
per face (3)
Billboards, signboards, roof signs, Yes
ground signs, painted wall signs, flat
signs or projecting signs – for erection
or alteration, from 100 to 199 square
feet, per face (3)
Billboards, signboards, roof signs, Yes
ground signs, painted wall signs, flat
signs or projecting signs – for erection
or alteration, from 200 to 499 square
feet, per face (3)

Zoning Review Fee

Building
Permit Fee
$200 On-premise $50.00
(business)
$500 0ff- Premise
(advertising)

Billboards, signboards, roof signs, Yes
ground signs, painted wall signs, flat
signs or projecting signs – for erection
or alteration, 500 square feet and over,
per face (3)

$200 On-premise $1000.00
(business)
$500 0ff- Premise
(advertising)

$200 On-premise $100.00
(business)
$500 0ff- Premise
(advertising)
$200 On-premise $200.00
(business)
$500 0ff- Premise
(advertising)
$200 On-premise $500.00
(business)
$500 0ff- Premise
(advertising)

CITY OF CHICAGO

DEPARTMENT OF BUILDINGS
Sign Permit Application

PERMIT NUMBER

APPROVAL NUMBER

ANNUAL FEE

WORK CODE

DRAWINGS
ATTACHED

YES
NO

CONTRACTOR WILL FILL OUT BLANKS BELOW
DATE OF APPLICATION

PROJECTING OVER
PUBLIC WAY

1

ADDRESS OF SIGN (NUMBER, DIRECTION AND STREET NAME)
2

BUILDING			
TYPE
OF
PERMIT

ORIGINAL PERMIT NUMBER

0

NEW
SIGN

2

CHANGE
OF FACE

4

REPAIR

1

ADDITIONAL
SEGMENT

3

REHANG

5

REMODEL

FLAT

LENGTH

IN.

SIGN HEIGHT ABOVE
GRADE/ROOF
SHAPE OF SIGN

ADDRESS
CITY

STATE

TYPE
OF
SUPPORT
FOR
SIGN

WEIGHT

IN.

LBS.
FT.

® REGULAR

NO. OF LAMPS
		

ADDRESS WHERE SIGN CAN BE SEEN PRIOR TO ERECTION

FORM #
1017B

FT.

® IRREGULAR

SIGN WILL READ:

ZIP CODE

SIGN MANUFACTURER

TICKET NUMBER
		

HEIGHT

SQ. FT.

PROJECTING
OVER PRIVATE
PROPERTY

5

SIGNBOARD

4

FT.

AREA

PAYER OF ANNUAL INSPECTION FEE

ROOF

3

REINSPECTION CONTROL NUMBER

TOTAL WATTAGE

1

INCANDESCENT

3

NEON

2

FLUORESCENT

4

OTHER

NO. OF BALLASTS/TRANSFORMERS

1

BEAM

3

POLE

5

GROUND
STRUCTURE

INPUT OF TRANSFORMERS

2

CANOPY

4

BUILDING

6

ROOF

WILL FEEDERS BE
INSTALLED BY YOU?

YES

NO

WILL CONNECTIONS BE MADE
TO CUSTOMER’S LEAD BY YOU?

YES

NO

SIGN BOARD SUPPORT MEMBERS

WOOD

STEEL

TYPE OF SWITCH

ANNUAL FEE
CONSTRUCTION FEE

LOCATION OF SWITCH

1017 B FEE

SIGN LOCATION

KNIFE

SPECIAL

OUTSIDE

INSIDE

TOTAL FEE

The undersigned certify that the statements in this application are true and correct and that all work done under the proposed permit will conform to the
Requirements of the Chicago Municipal Code.
REG. NO.

BOND NO.

ELEC. CONTR.

SIGN ERECTOR

ADDRESS

ADDRESS

SUPERVISOR SIGNATURE:

SIGNATURE

REG. NO.

The permit issued on this application will authorize only signs here applied for. If other signs are to be erected they must be covered by additional permits.

City of Chicago
Richard M. Daley, Mayor

BDE 444
OVER

196443-19-el-11/07

ATTACH CHECK HERE

TYPE OF BUSINESS

ZONING INFORMATION				

ELECTRICAL INSPECTION INFORMATION

SIGN BOND REQUIRED?

® YES
TYPE OF SIGN:

® ADVERTISING
® BUSINESS

		
		

® ILLUMINATED
® FLASHING

TOTAL STREET FRONTAGE OF LOT (IN FEET)

® NO

COUNCIL ORDER REQUIRED?

® YES

®   NO

IS SPECIAL PERMISSION REQUIRED FROM CHIEF ELECTRICAL INSPECTOR?

® YES

® NO

IF YES, ATTACH LETTER REQUEST.

TOTAL AREA OF NEW SIGN (SQ. FT)

TIME STAMP

TOTAL AREA OF ALL SIGNS ON LOT (SQ. FT)

HEIGHT OF SIGN ABOVE GRADE (TO TOP)

DISTANCE FROM CURB LINE OUTER EDGE
DISTANCE FROM STRUCTURE INNER EDGE

SIGN CLERK			

DISTANCE FROM:

REMARKS			

A. PUBLIC PARK (OVER 10 ACRES)
B. EXPRESSWAY (IF LESS THAN 1,000 FT.)

_______________________________
   _______________________________

C. RESIDENCE DISTRICT (ADVERTISING SIGNS ONLY) _______________________

IF REPLACEMENT SIGN OR CHANGE OF FACE, WHAT DOES EXISTING SIGN READ?

ZONING (OFFICE USE ONLY)

® APPROVED

® REJECTED

APPROVED FOR PERMIT

CITY OF CHICAGO

BUSINESS AFFAIRS AND
CONSUMER PROTECTION
PUBLIC WAY USE UNIT
BUNDLE PERMIT APPLICATION

CITY OF CHICAGO · BACP-PWU · BUNDLE PERMIT APPLICATION · V.09.28.10

Guide to Using the Public Way For Your Business
What is “Using the Public Way”?
The City’s streets, sidewalks and parkways are considered to be the public way. That means the City is the “landlord” and in
order for a business or property owner to occupy the public way, a permit is required. The following are the most common
examples. A complete list is available online at www.cityofchicago.org/bacp, under Public Way Use.

Over street level (Above Grade):
Canopies/Awnings, Signs, Light Fixtures, Balconies, Banners

On Street Level (At Grade):
Planters, Decorative Pavers, Bollards, Windscreens, Kiosks, Sidewalk Café’s

Under Street Level (Below Grade):
Vaults, Conduit (encased wiring), Caissons (foundation), Earth Retention Systems, Irrigation Systems

Steps to Obtain a Public Way Use Permit
1.

OBTAIN AN APPLICATION
Download applications online at www.cityofchicago.org/bacp, or call 312.74.GOBIZ for an application to be sent via
fax, mail or e-mail. If you are a new business owner you may request an application when you apply for your
business license in the Department of Business Affairs and Consumer Protection (BACP) Business Assistance
Center at 121 North LaSalle Street, City Hall, Room 800.

2.

COMPLETE THE APPLICATION
Expect to provide the following (application requirements may vary):
• Applicant Information
• Plan/Diagram(s)
• Public Way Use Information
• General Liability Insurance
• Alderman’s Signature
• Permit Fee
• Photograph(s)
• Business License Certificate (copy)

3.

ALDERMANIC APPROVAL
The application must include the signature of the alderman of the ward in which the public way use is taking place.

4.

SUBMIT APPLICATION
Submit a complete Public Way Use application to the BACP - Public Way Use Unit.
Once the application is submitted, it is referred to the appropriate inspecting department(s) for approval. If your
application is disapproved you will be notified with an explanation.

5.

CITY COUNCIL APPROVAL
Each application for use of the public way requires the approval of the City Council. Once the application is submitted
to BACP, it is prepared for City Council review. The application is referred to the Committee on Transportation and
Public Way. Once approved by the Committee, the application is referred back to the City Council for approval by the
entire Council. This process can take up to 60 days.

6.

SUBMIT FEES AND INSURANCE
BACP will notify you once the application has been approved by City Council. Permit fees must be paid, and proof of
insurance will be required after the application is approved by City Council and before a permit will be issued.
After a public way use permit is issued, fees are due annually and are either a flat fee ranging from $50-$400 per
year, or will vary based on square footage, real estate value and whether you are on, over or under the public way.
The minimum charge is $400.00 per year.
General Liability Insurance must indemnify the City of Chicago, its agents and employees and name the City of
Chicago as additional insured throughout the duration of the permit term. Once BACP has received payment and
proof of insurance, your permit will be mailed to you.
Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp · 312.74.GOBIZ (744.6249) · 312.742.1974 (TTY)
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Guide to Using the Public Way For Your Business

(continued)

Other Things You Should Know:
RENEWING YOUR PERMIT:
Each permit is valid for five (5) years; you will be billed each year. General Liability Insurance must be re-submitted, and
remain current each year, or the permit will automatically be voided. At the end of the five year term, the application
process will need to be repeated.
CITY DEBT:
Any City debt must be resolved prior to the issuance, or renewal, of any Public Way Use Permit or Business License.
HOW LONG DOES IT TAKE?
A public way use permit application process may take between 30-90 days from the time your complete application is
submitted.
OPERATING WITHOUT A PERMIT:
Anybody found using the public way without the proper permits will be subject to a removal order and fines ranging from
$25-$200 per use, with the exception of Sidewalk Café violations. Sidewalk Café violations are $200-$500 per violation.
SIDEWALK CAFES:
• A Sidewalk Café permit allows the sale of food and liquor on the sidewalk.
• Sidewalk Café season extends from March 1st through December 1st.
• Businesses seeking a sidewalk café permit must have a retail food license.
• BYOB is not permitted on the public way.
• Detailed information, and Sidewalk Café Permit applications, may be found at www.cityofchicago.org/bacp.
DID YOU KNOW?
• Sandwich boards (i.e. menu boards, a-frame signs, etc.) are not allowed on any City of Chicago sidewalk.
• Sidewalk sales require a $25 permit issued by the Office of Emergency Management and Communication (OEMC),
and require aldermanic approval.
• Handing out flyers on the public way does not require a permit; however your Business License number must be
printed on all materials.
• The Permitee must remove all items over, on or under the Public Way, when business ceases or ownership changes.

Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp · 312.74.GOBIZ (744.6249) · 312.742.1974 (TTY)
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APPLICATION CHECKLIST


Application
o

o



Business License Certificate(s)
o



Please provide photograph(s) which are clear, and depict the Bundle item(s), and its relationship to the
surrounding public way.

Plan(s)
o

o



Please provide a copy of your City of Chicago business license certificate(s). If you do not have a valid
business license, please complete a BIS form (found in our website), or call 312.74.GOBIZ (744.6249).

Photograph(s)
o



Please ensure that all pages of the enclosed application are accurately completed. Specifically:
• Page 7, Bundle Application, must contain the signature of the Alderman whose ward
your proposed use of the public way is located.
See page 13 for an Aldermanic Ward Offices List.
• Page 8, Application Worksheet, must have all applicable sections filled-in.
• Page 5, Acceptance of Permit terms, must be signed.
Please carefully read the Municipal Code of Chicago 10-28 and 13-20 for further requirements.

Plan(s) shall be submitted on 8 ½” X 11” sheet(s) of paper, and clearly illustrate:
1. The business name and address as they appear on your business license. (if applicable)
2. The exact length(s), and width(s), of the Bundle item(s); and they must match the dimensions on
the application.
Plan(s) that do not meet the requirements will be returned to the applicant for corrections, thus delaying
the processing of your application.

Insurance Requirements
o

Please include your insurance with this application. The requirements are below:
1. The Certificate of Insurance is evidencing no less than $1,000,000.00, combined single limit,
with said insurance covering all liability, both public liability and property damage, that may result
from the granting of said privilege. Please ensure that the insurance liability is no less than
$1,000,000.00.
2. The Certificate of Insurance “Description” section must clearly indicate the following:
• City of Chicago, its agents and employees are listed as additional insured in
regards to canopy, awning, balcony, sign, light fixtures, flag pole, vault, sidewalk
café, etc. (Please list YOUR specific public way use - your specific use must be listed
or it will not be accepted). Having the City of Chicago only in the “Certificate Holder”
section of the Certificate of Insurance does not mean that the City is listed as
additional insured. Therefore, please ensure that the statement above is listed on your
Certificate of Insurance “Description” section.
3. The issuing insurer shall provide for 10 days prior written notice to the City of Chicago if
coverage is substantially changed, cancelled or not renewed.
4. The Certificate of Insurance “Certificate Holder” section must include the following:
CITY OF CHICAGO
PUBLIC WAY USE UNIT
121 N. LASALLE ST., RM. 800
CHICAGO, IL 60602
5. When returning the Corrected Certificate of Insurance, please ensure that the related account
and permit numbers are listed on the certificate so it may be applied correctly.

Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp · 312.74.GOBIZ (744.6249) · 312.742.1974 (TTY)
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ACCEPTANCE
OF GRANT
OF PRIVILEGE PERMIT TERMS
APPLICATION
CHECKLIST
(continued)


Acceptance Letter
ACCEPTANCE OF GRANT OF PRIVILEGE PERMIT TERMS
I hereby understand and accept the terms and conditions relative to the issuance of the permit, and
by signing below, I acknowledge the receipt of a copy of the Municipal Code of Chicago’s 10-28 and
13-20 regulations, as well as all the additional requirements promulgated herein:
I understand it shall be my duty as the permit holder, and as a condition of the permit, to:
1.

Comply with all the requirements defined within Chicago’s Municipal Code, the Rules and
Regulations, as well as the requirements promulgated herein;

2.

Upon the passage of the permit ordinance at City Council, pay the non-refundable applicable
Grant of Privilege annual permit fee .

3.

Upon the submission of the permit application the applicant shall furnish the certificate of
insurance; and,

4.

Resolve all Account Holds since failure to do so will prevent the processing of this permit
application;

5.

Install or maintain the grant of privilege after the issuance of the permit by the Commissioner of
Business Affairs and Consumer Protection;

• I hereby agree to accept the terms and conditions relative to issuance of the permit.
• I agree to renew the Certificate of Insurance at least 10 days prior to expiration of the policy.
• I understand that if the item or items are not constructed/maintained the permit fees will not be refunded.
I understand that failure to adhere to all conditions imposed in the permit may result in revocation
of the permit.
SIGNATURE:
PRINT NAME:
F.E.I.N. or SOCIAL SECURITY NUMBER:

ACCOUNT #:
LEGAL NAME OF ENTITY:
BUSINESS NAME (DBA):
BUSINESS LOCATION ADDRESS:
CITY: Chicago
BUSINESS PHONE:
E-MAIL:

DATE:
TITLE:

SITE #

STATE: Illinois

ZIP CODE:
PERMIT TYPE:

Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp · 312.74.GOBIZ (744.6249) · 312.742.1974 (TTY)
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Bundle Permit Application
for Signs, Lights, Canopies, Awnings, Banners and Marquees
Effective 02/10/10 - The Bundle Permit was created to help ease the cost of doing of business.
1.

Please find attached an application for the use of the public right-of-way. The LEGAL NAME of the applicant
will be the entity that the permit will be issued to, as well as the entity that will be responsible for paying
annual usage fees and listing the city as co-insured on liability insurance coverage relating to the public way
encroachment.

2.

This application is to be completed for any qualified permanent occupation of public way space, including
encroachments on, over or under the street, sidewalk, parkway or alley.

3.

You must include plans printed on 8-1/2 inch by 11 inch paper which display the items to be located on, over
or under the public way. The exact dimensions must be clearly marked on the plans depicting the actual
area of public-way affected by the encroachment.

4.

Include photos of the existing public way encroachment, or the location of the proposed public way
encroachment as well as the actual area of public-way affected by the encroachment. Certificate of
Insurance and acceptance letter signed by applicant.

5.

If the applicant does not have a current account number with the Department of Business Affairs and
Consumer Protection (BACP), a Business Information Sheet (BIS) must be completed to create an account.
The BIS form may be found at our website: www.cityofchicago.org/bacp. Any questions that do not apply to
your situation should be marked N/A (not applicable).

6.

When you have completed the application, together with plans and photos, you may send the completed
application, by mail, to the location listed at the bottom/footer of this page.
NOTE: It is the responsibility of the applicant to obtain the signature of the alderman of the ward on the
application where the public way use is located prior to submitting.
In addition, the applicant shall also obtain the appropriate construction permit(s). Please contact the
Department of Buildings, and/or the Department of Transportation, for details.

7.

All public way encroachments require review and approval by various City Inspecting Departments. The
Public Way Unit will be responsible for obtaining such approvals.

8.

Once approved, the Public Way Unit will prepare the necessary documents for introduction to the City
Council by the alderman of the ward where the use of the public way is to exist.

9.

After introduction to the City Council, the matter is referred to the Committee on Transportation. If passed,
the matter is then sent back to the Council for full passage, at which time the Public Way Unit will notify the
applicant by mail.

10. The notification will request the first year’s annual fee.
11. Once received, the Public Way Unit will issue, and mail, your permit for Public Way Use.
12. Permits for all privilege types are issued for (5) years, and are renewable.

Please submit all of your application materials via mail to our address listed below.
No faxes will be accepted.
Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp · 312.74.GOBIZ (744.6249) · 312.742.1974 (TTY)
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APPLICATION TO USE THE PUBLIC RIGHT OF WAY
APPLICATION TO USE THE PUBLIC RIGHT OF WAY
OFFICE USE ONLY
DOB PERMIT #:
AMNESTY ELIGIBLE?

 YES

 NO

APPLICANT INFORMATION
LEGAL NAME OF ENTITY:
PERMIT MAILING ADDRESS:
CITY:
CONTACT PERSON:
PHONE:

STATE:
FAX:

ZIP CODE:
TITLE:
E-MAIL:

BUILDING OWNER INFORMATION
NAME:
ADDRESS:
CITY:
PHONE:

STATE:
FAX:

ZIP CODE:
E-MAIL:

USE OF THE PUBLIC WAY
1. List the proposed or existing use below and complete the worksheet on page 3.
Use only one application for all public way use type.
TYPE

HOW MANY?

BUILDING ADDRESS

2. Please enclose one sketch of each proposed use of the public way, which maps to scale the
proposed use(s) and its relationship to surrounding right-of-way. All measurements must be
indicated.
The prints should also accurately depict the location of the property line and public facilities (meters,
light poles, sidewalks).

APPLICANT CERTIFICATION
I hereby certify that all statements made as part of the application, and the attachments herein,
are true to the best of my knowledge and belief.
BY:

TITLE:

ALDERMAN’S APPROVAL
As part of this application process, you are required to notify/obtain approval from the Alderman in
whose ward your proposed use of the public way is located.
ALDERMAN’S SIGNATURE:
DATE:

WARD:

Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp · 312.74.GOBIZ (744.6249) · 312.742.1974 (TTY)
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APPLICATION TO USE THE PUBLIC RIGHT OF WAY

APPLICATION WORKSHEET
APPLICATION WORKSHEET

For use by NEW APPLICANTS ONLY.
For renewals obtain form from City Hall, 121 N. LaSalle St., Rm. 800 or call (312) 74 - GOBIZ
(744-6249)

Is this sign(s)
Illuminated?
(Y/N)
Is this an Existing
Public Way Use
(Y/N)

Total depth over
public way

Height above
grade

Depth of structure

Height of structure

Length of
structure along
public way

Quantity

LIGHTS

CANOPIES / AWNINGS

SIGNS

Exact Street
(i.e. S. State St.)

Complete the worksheet for each use of the public way and indicate all applicable measurements.

See example of required plans beginning on page 5.
NOTE: Pursuant to section 2-154-030 of the Municipal Code of the City of Chicago the Corporation Counsel of the City
of Chicago may require any such additional information from any applicant to achieve full disclosure relevant to the
request for action by the City Council or other city agency. Pursuant to section 2-154-020 of the Municipal code of the
City of Chicago any material change in the information required above must be provided by supplementing this
statement at any time up to the time the City Council or any city agency takes action on the application.

Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp · 312.74.GOBIZ (744.6249) · 312.742.1974 (TTY)
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APPLICATION
PUBLIC RIGHT OF WAY
EXAMPLE TO
OF USE
SIGNTHE
DRAWING
EXAMPLE OF SIGN DRAWING

Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
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APPLICATION
THE PUBLIC RIGHT
OF WAY
EXAMPLE TO
OF USE
CANOPY/AWNING
DRAWING
EXAMPLE OF CANOPY/AWNING DRAWING

Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
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APPLICATION
THE PUBLIC
RIGHT OF WAY
EXAMPLE TO
OF USE
LIGHT(S)
DRAWING
EXAMPLE OF LIGHT(S) DRAWING

Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp · 312.74.GOBIZ (744.6249) · 312.742.1974 (TTY)
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APPLICATION
TO USE –THE
PUBLIC
FEE STRUCTURE
Annual
FeesRIGHT OF WAY
FEE STRUCTURE – Annual Fees
Awning
Canopy
Balcony
Banner
Barber Pole
Bay Window
Bicycle Rack
Bollard
Cable
Conduit (fiber or not)
Clock
Door Swing
Fire Escape
Flag Pole
Light Fixture
Light Pole
Manhole
Marquee
Park Bench
Security Camera
Sign
Smoking Management
Receptacle
Trash Container
Windscreen
Landscaping
Planter
Trees
Tree Grate
Combination of Sign (< 25 ft.), Awning,
Canopy, Light

FLAT FEES
$50 for the first 25 feet + $1 each additional foot
$50 for the first 25 feet + $1 each additional foot
$75 each
$75 each
$10 each
$75 each
$0 / $50 application fee
$75 each
$50 for 1st 25 feet + $1 each additional linear foot
$6 per linear foot
$400 each
$75 each
$400 each
$75 each
$75 for the first + $5 each additional light
$75 each
$400 each
$50 for the first 25 feet + $1 each additional foot
$75 each
$0 / $50 application fee
$100 each (if less than 25 square feet)
$300 each (if 25 square feet and up)
$75 each (permanent)
$0 / $50 application fee (portable)
$75 each
$400 each
$0 / $50 application fee
$0 / $50 application fee
$0 / $50 application fee
$0 / $50 application fee
$175 maximum

The fees for all other structures occupying the public way are determined by a formula based on square feet, real estate value, and level (on,
over, under the public way), with a minimum charge of $400 per item.
Notwithstanding the above, the total fee for a public way use for any combination of signs less than 25 square feet, canopies,
awnings, or light fixtures, at the same location, shall not exceed $175.00 for all such public way uses.
Exemption: No fee shall be charged for a public way use that is on or above the public way for the following:
In the case of a residential building, as that term is defined in section 17-17-02146, constructed in or before 1922 (with proof provided with
this application), a public way use that is part of the original construction and is a permanent structure of the building provided that in the case
of a mixed used building, any public way use that solely is for the use or benefit of any commercial or business activity in the building shall
pay the fees for the public way use. In the case of a landmark building, any part of the building which is on or over the public way, including a
clock or light fixture if the clock or light fixture is part of the landmark designation. For the purposes of this section, a landmark building shall
also include any building, other than a non-contributing building in a landmark district. For any public way use which is below grade level or
under the public way or other public place for any building specified above shall pay the appropriate fees.
In addition, pursuant to the Municipal Code of Chicago, the permittee shall indemnify the City of Chicago and its agents and employees, and
furnish proof of insurance naming the City of Chicago and its agents and employees as additional insured throughout the duration of the
permit term.
______________________________________________________________
DO NOT INCLUDE ANNUAL FEE PAYMENT(S) WITH THIS APPLICATION.

Department of Business Affairs and Consumer Protection (BACP) · Business Assistance Center (BAC)
Public Way Use Unit (PWU) · City Hall, Room 800 · 121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp · 312.74.GOBIZ (744.6249) · 312.742.1974 (TTY)
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APPLICATION
TO USE
THE
PUBLICLIST
RIGHT OF WAY
ALDERMANIC
WARD
OFFICES
ALDERMANIC WARD OFFICES LIST
Person Name

Ward

Moreno, Proco Joe
Fioretti, Bob
Dowell, Pat
Burns, William D.
Hairston, Leslie A.
Sawyer, Roderick T.
Jackson, Sandi
Harris, Michelle A.
Beale, Anthony
Pope, John
Balcer, James
Cardenas, George A.
Quinn, Marty
Burke, Edward M.
Foulkes, Toni
Thompson, Joann
Thomas, Latasha R.
Lane, Lona
O'Shea, Matthew J.
Cochran, Willie
Brookins, Jr., Howard
Munoz, Ricardo
Zalewski, Michael R.
Chandler, Michael D.
Solis, Daniel
Maldonado, Roberto
Burnett, Jr., Walter
Ervin, Jason C.
Graham, Deborah L.
Reboyras, Ariel
Suarez, Regner Ray
Waguespack, Scott
Mell, Richard F.
Austin, Carrie M.
Colón, Rey
Sposato, Nicholas
Mitts, Emma
Cullerton, Timothy M.
Laurino, Margaret
O'Connor, Patrick J.
O'Connor, Mary
Reilly, Brendan
Smith, Michele
Tunney, Thomas
Arena, John
Cappleman, James
Pawar, Ameya
Osterman, Harry
Moore, Joe
Silverstein, Debra L.

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50

Ward Phone

E-mail

Ward Office

(773) 278-0101
(312) 263-9273
(773) 373-9273
(773) 536-8103
(773) 324-5555
(773) 635-0006
(773) 375-9180
(773) 874-3300
(773) 785-1100
(773) 721-1999
(773) 254-6677
(773) 523-8250
(773) 581-8000
(773) 471-1414
(773) 863-0220
(773) 434-3399
(773) 723-0908
(773) 471-1991
(773) 238-8766
(773) 955-5610
(773) 881-9300
(773) 762-1771
(773) 582-4444
(773) 533-2400
(773) 523-4100
(773) 395-0143
(312) 432-1995
(773) 533-0900
(773) 261-4646
(773) 794-3095
(773) 486-6488
(773) 248-1330
(773) 478-8040
(773) 928-6961
(773) 365-3535
(773) 836-0036
(773) 745-2894
(773) 545-3838
(773) 736-5594
(773) 769-1140
(773) 594-8341
(312) 642-4242
(773) 348-9500
(773) 525-6034
(773) 286-4545
(773) 878-4646
(773) 868-4747
(773) 784-5277
(773) 338-5796
(773) 262-1050

ward01@cityofchicago.org
Robert.Fioretti@cityofchicago.org
Pat.Dowell@cityofchicago.org

2058 N. Western Ave.
1319 S. State St., Suite A
5046 S. State St.
435 E. 35th St., 1st Floor
2325 E. 71st Street
463 & 1/2 E. 83rd St.
7123 S Yates
8539 S. Cottage Grove
34 East 112th Place
3522 E. 106th St.
3659 S. Halsted St.
2458 W. 38th St.
6500 S. Pulaski Rd.
2650 W. 51st Street
3045 W. 63rd St.
5335 S. Western Blvd.
7811 S. Racine Ave.
8146 S. Kedzie
10400 S. Western Ave.
6357 S. Cottage Grove
9612 S. Halsted St.
2500 S. St Louis
6247 S. Archer Ave.
1158 S. Keeler St.
2439 S. Oakley St.
2434 W. Division St.
1463 W. Chicago Ave.
259 N. Pulaski Rd.
5755 West Division Street
3348 N. Milwaukee Ave.
4502 W. Fullerton Ave.
2657 N. Clybourn
3649 N. Kedzie Ave.
507 W. 111th St.
2710 N. Sawyer Ave.
6934 W. Diversey
5344 W. North Ave.
5817 W. Irving Park Rd.
4404 W. Lawrence Ave.
5850 N. Lincoln Ave.
6107 N. Northwest Highway
325 W. Huron, Suite 510
735 W. Wrightwood Ave.
1057 W. Belmont Ave.
4754 N. Milwaukee Ave.
4544 N. Broadway Ave.
4243 N. Lincoln Ave.
5533 N. Broadway Ave.
7356 N. Greenview Ave.
2949 W. Devon Ave., Suite A

lhairston@cityofchicago.org
ward07@cityofchicago.org
mharris@cityofchicago.org
ward09@cityofchicago.org
jpope@cityofchicago.org
jbalcer@cityofchicago.org
ward12@cityofchicago.org
eburke@cityofchicago.org
Toni.Foulkes@cityofchicago.org
JoAnn.Thompson@cityofchicago.org
lrthomas@cityofchicago.org
ward18@cityofchicago.org
Willie.Cochran@cityofchicago.org
ward21@cityofchicago.org
rmunoz@cityofchicago.org
mzalewski@cityofchicago.org
dsolis@cityofchicago.org
wburnett@cityofchicago.org
jason.ervin@cityofchicago.org
ward30@cityofchicago.org
rsuarez@cityofchicago.org
info@ward32.org
rmell@cityofchicago.org
caustin@cityofchicago.org
ward35@cityofchicago.org
emitts@cityofchicago.org
mlaurino@cityofchicago.org
pjoconnor@cityofchicago.org
Brendan.Reilly@cityofchicago.org
yourvoice@ward43.org
ttunney@cityofchicago.org
ward45@cityofchicago.org
info@james46.org
info@chicago47.org
ward49@cityofchicago.org
info@50thwardchicago.com

Zip

City Hall Phone

60647
60605
60609
60616
60649
60619
60649
60619
60628
60617
60609
60632
60629
60632
60629
60609
60620
60652
60643
60637
60628
60623
60638
60624
60608
60622
60622
60624
60651
60641
60639
60614
60618
60628
60647
60707
60639
60634
60630
60659
60631
60654
60614
60657
60630
60640
60618
60640
60626
60659

(312) 744-3063
(312) 744-6836
(312) 744-8734
(312) 744-6832
(312) 744-6833
(312) 744-3075
(312) 744-6838
(312) 744-3078
(312) 744-6663
(312) 744-3040
(312) 744-3380
(312) 744-6850
(312) 744-3069
(312) 744-7738
(312) 744-6856
(312) 744-6840
(312) 744-4810
(312) 744-9491
(312) 744-6828
(312) 744-6845
(312) 744-6853
(312) 744-6124
(312) 744-3066
(312) 744-8805
(312) 744-3304
(312) 744-6102
(312) 744-6587
(312) 744-6825
(312)744-6820
(312) 744-6835
(312) 744-8019
(312) 744-6811
(312) 744-7242
(312) 744-6858
(312) 744-3062
(312) 744-3073
(312) 744-6841

(312) 744-3067

Please go to http://www.cityofchicago.org/city/en/about/council.html for up-to-date aldermanic information.
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INTRODUCTION
This is the City of Chicago Sidewalk Café Application Information Package for the 2012 sidewalk
café season which begins on March 1st, and ends on December 1st. Sidewalk Café Permits have
a 9 month term, and must be applied for, and issued, every year.
Businesses with a valid Retail Food Establishment License may
apply for a Sidewalk Cafe Permit to serve food outside their
restaurant on city sidewalks. Applicants intending to serve liquor at
a Sidewalk Cafe must have a valid Liquor License pursuant to
Chapter 4-60 of the Municipal Code of the City of Chicago.
Completed applications may be submitted via mail, or in person, to
our Business Assistance Center in City Hall, Room 800, 121 North LaSalle Street, Chicago,
Illinois, 60602. For more detailed information related to our Sidewalk Cafe Program, other Public
Way Use Permits, or any of the aforementioned required business licenses, please call 312-74GOBIZ (744-6249) or go to our website at www.cityofchicago.org/bacp. Any questions regarding
accessibility compliance, please call the Mayor's Office for People with Disabilities at 312-7444441 or go to their website at www.cityofchicago.org/mopd.
The entire Sidewalk Cafe Permit application process may take 30 – 45 days. The Sidewalk Cafe
Permit annual, non-refundable, fee varies depending on the size and location of the Sidewalk
Café, however, the minimum Sidewalk Cafe Permit fee is $600.00. After your application is
approved and introduced to City Council, your fee will be calculated. So please do NOT include
any payment with your application submission.
Have a nice season!

Department of Business Affairs and Consumer Protection  Business Assistance Center
Public Way Use Unit  City Hall, Room 800  121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp  312.74.GOBIZ (744.6249)  312.742.1974 (TTY)
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APPLICATION CHECKLIST


Application
o
Please ensure that all pages of the enclosed application are accurately completed. Specifically:

Page 6, Sidewalk Café Application, must contain the signature of the Alderman whose ward your proposed
use of the public way is located. See page 9 for an Aldermanic Ward Offices List.

Page 7, Application Worksheet, must have all four sections filled-in.

Page 8, Acceptance of Sidewalk Café Permit terms, must be signed.
o
For additional information, please read the Municipal Code of Chicago’s 10-28-800 through 10-28-885 (Article XII.
Sidewalk Café) and the promulgated Rules and Regulations in the “Sidewalk Café Application Information Package”
located at our website: www.cityofchicago.org/bacp, and then click on the “Public Way Use” link.



Business License Certificate(s)
o
Please provide copies of your City of Chicago business license certificate(s). If you do not have a valid business
license, please apply for the appropriate license(s) either online at our website, or in person at City Hall. Our contact
information is listed at the bottom of this page.



Photograph(s)
o
Please provide photograph(s) which are clear and depict the proposed site of the Sidewalk Café and its relationship
to the surrounding public way.



Plan(s)
o
Plan(s) shall be submitted on 8 ½” X 11” paper(s), and clearly illustrate:
1.
The business name and address as they appear on your retail food establishment license.
2.
The exact length(s) and width(s) of the proposed Sidewalk Café, and they must match the dimensions on the
application.
3.
Compliance with the Landscaping requirements.
▪
At least 50% of the boundary must be covered with live plants.
▪
No portion of the plants shall extend over the permitted Sidewalk Café area (they shall be included
within the limits of the permitted area).
4.
Compliance with the Boundary requirements.
▪
The boundary shall fully enclose the permitted area from the remainder of the public way, with the
exception of the entrance.
▪
Sidewalk café boundaries must be constructed so that they are free of objects that protrude more
than 4 inches from the outer edge of the fence or barricade between 27 and 80 inches above the
ground unless a corresponding barrier is positioned under the protruding object 27 inches above the
ground or lower to provide for detection by canes used by people who are blind or have visual
impairments. Examples of potential non-compliant protruding objects are hanging lanterns, large
planters or flower boxes, signs or other objects mounted on or alongside the café fences or
barricades. CBC § 18-11-1104.6.
▪
Sidewalk café boundaries must be constructed to provide cane detection for pedestrians who are
blind or have visual impairments. A continuous uninterrupted fence or barricade meets this
requirement if it has a continuous, firm barrier located 27 inches above ground or lower. If the fence
or barricade is not continuous or if the barricade consists of posts or other objects connected by
hanging ropes, chains or nylon strips, a detectable barrier must run continuously along the pedestrian
side of the barricade or fence at a height of 27 inches or less. CBC § 18-11-1104.6.
▪
Bolting the boundary to the sidewalk is not permitted.
▪
Non permissible enclosure of City property, within the boundaries of the Sidewalk Café, shall include,
but not be limited to, parking meters, fire hydrants, newspaper stands and boxes. These types of
items can be identified as items which must be accessible to the public or to the City for emergency
services.
5.
Compliance with the Clearance requirements.
▪
Sidewalk café fences or barricades must be positioned so that at least 6 feet separates the outer
edge of the barrier from City property such as street signs, planters, newspaper dispensers, fire
hydrants, bus shelters or other obstacles or where no obstacles are present, the edge of the sidewalk
(not including the curb) unless otherwise approved by the Department of Business Affairs and
Consumer Protection.
Department of Business Affairs and Consumer Protection  Business Assistance Center
Public Way Use Unit  City Hall, Room 800  121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp  312.74.GOBIZ (744.6249)  312.742.1974 (TTY)
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o
o

o



▪
No portion of your Sidewalk Café can include neighboring business, residences, or empty lots.
▪
A minimum clearance of one (1) foot from the Sidewalk Café to the edge of the curb.
6.
The proposed seating capacity for the Sidewalk Café.
▪
The number of chairs depicted in the Plan shall match the proposed seating capacity on the
application.
▪
Where tables are provided at sidewalk cafes, seating for people with disabilities must be provided as
well.
•
At least 5% but not less than one of the tables in the sidewalk café seating area must be
accessible to people with disabilities, including those who use wheelchairs. Accessible tables
must be dispersed throughout the café seating area. CBC § 18-11-1108.2.8.
▪
Under no circumstances should seating in sidewalk cafés consist only of “high” or “bar stool” height
tables and chairs. Where high tables and chairs are used, accessible tables outfitted with chairs of
corresponding height must be provided as well.
7.
The Sidewalk Café entrance location.
▪
It is at least 36 inches wide at all points (maximum of five (5) feet), except doorways (measured when
patrons are seated). ANSI § 403.5.
8.
The access to adjacent and neighboring building entrance(s).
Sample plans may be found in the “Sidewalk Café Application Information Package” located at our website:
www.cityofchicago.org/bacp, and then click on the “Public Way Use” link.
Upon successful ordinance introduction at City Council, you will receive a copy of the approved plan with your
Sidewalk Café permit after all the requirements have been met. The permit and the approved plan shall be
conspicuously displayed on the exterior wall or window of the main entrance of the establishment during all hours of
operation.
Plan(s) that do not meet the requirements will be returned to the applicant for corrections, thus delaying the
processing of your application.

Insurance Requirements
o
Please include your proof of insurance with this application. The requirements are below:
1.
The Certificate of Insurance is evidencing no less than $1,000,000.00, combined single limit, with said
insurance covering all liability, both public liability and property damage, which may result from the granting
of said privilege. Please ensure that the insurance liability is no less than $1,000,000.00.
2.
The Certificate of Insurance “Description” section must clearly indicate the following:
“City of Chicago, its agents and employees are listed as additional insured in regards to the
sidewalk café.”
▪ Your specific public way use must be listed or it will not be accepted.
▪ Having the City of Chicago only in the “Certificate Holder” section of the Certificate of Insurance
does not mean that the City is listed as additional insured. Therefore, please ensure that the
statement above is listed on your Certificate of Insurance “Description” section.
3.
The issuing insurer shall provide for 10 days prior written notice to the City of Chicago if coverage is
substantially changed, cancelled or not renewed.
4.
The Certificate of Insurance “Certificate Holder” section must include the following:
CITY OF CHICAGO
PUBLIC WAY USE UNIT
121 N. LASALLE ST., RM. 800
CHICAGO, IL 60602
5.
A sample “Certificate of Liability Insurance” may be found in the “Sidewalk Café Application Information
Package” located at our website: www.cityofchicago.org/bacp, and then click on the “Public Way Use” link.

Department of Business Affairs and Consumer Protection  Business Assistance Center
Public Way Use Unit  City Hall, Room 800  121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp  312.74.GOBIZ (744.6249)  312.742.1974 (TTY)
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SIDEWALK CAFÉ APPLICATION – 2012 SEASON
APPLICANT INFORMATION
LEGAL NAME OF ENTITY:
BUSINESS NAME (DBA):
PERMIT MAILING ADDRESS:
CITY:

STATE:

CONTACT PERSON:
PHONE:

ZIP CODE:
TITLE:

MOBILE:

E-MAIL:

Note: Please review the above section to ensure the accuracy of your contact information. Any omissions/inaccuracies will
delay the processing of your application.
All Sidewalk Café applicants are required to obtain the signature of the Alderman in whose ward the proposed use of the
public way is located. Additionally, the applicant will need to forward the signed and completed Sidewalk Café Application,
including plans, photos, certificate of insurance, acceptance letter, and copy of current license certificate.
Failure to submit all the requirements will delay processing your application. No faxes will be accepted. Please return this
application and all the associated documents by mail or in person to:
City of Chicago
Department of Business Affairs and Consumer Protection
Business Assistance Center - Public Way Use Unit, City Hall, Room 800
121 North LaSalle Street, Chicago, Illinois 60602

ALDERMAN’S APPROVAL
As part of this application process, you are required to notify/obtain approval from the Alderman in whose ward your
proposed use of the public way is located.

ALDERMAN’S SIGNATURE:
DATE:

WARD:

Department of Business Affairs and Consumer Protection  Business Assistance Center
Public Way Use Unit  City Hall, Room 800  121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp  312.74.GOBIZ (744.6249)  312.742.1974 (TTY)
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APPLICATION WORKSHEET
Please enclose a plan of the proposed Sidewalk Café and its relationship to the surrounding public way even if it has been
submitted during prior years. Please show the associated dimensions, clearance measurements, boundaries and landscaping,
street location, seating capacity, accessibility to patrons with disabilities and its relationship to the surrounding public way.
Also include photograph(s) of proposed Sidewalk Café’s location.
In addition, please fill in below the proposed Sidewalk Café’s (1) business license information, (2) street location, dimensions,
(3) seating capacity, and (4) days and hours of operation.

1. Business License Information:
ACCOUNT #:
CURRENT RETAIL FOOD LICENSE #:
BUSINESS LOCATION ADDRESS:

2. Proposed Sidewalk Café Location and Dimension Information:
Note: The street name(s) and proposed length(s) and width(s) must match the proposed plan.
STREET NAME (i.e. S. State St.)
LENGTH

WIDTH

3. Proposed Sidewalk Café’s Seating Capacity:
Note: The proposed seating capacity must match the proposed plan.
CAPACITY:

4. Days and Hours of Operation:
Note: Sidewalk Café’s cannot operate earlier than 8:00 AM nor later than midnight.
DAY OF THE WEEK
PROPOSED HOURS OF OPERATION
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Department of Business Affairs and Consumer Protection  Business Assistance Center
Public Way Use Unit  City Hall, Room 800  121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp  312.74.GOBIZ (744.6249)  312.742.1974 (TTY)
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ACCEPTANCE OF SIDEWALK CAFÉ PERMIT TERMS
I hereby understand and accept the terms and conditions relative to the issuance of the Sidewalk Café permit, and by
signing below, I acknowledge that I must adhere to the City of Chicago’s Municipal Code 10-28-800 through 10-28-885
(Article XII. Sidewalk Cafés), the Rules and Regulations, as well as all the additional requirements promulgated herein:
I understand it shall be my duty as the permit holder, and as a condition of the permit, to:
1. comply with all the requirements defined within Chicago’s Municipal Code, the Rules and Regulations, as well as the
requirements promulgated herein;
2. upon submission of the Sidewalk café Application, furnish the Certificate of Insurance;
3. upon the introduction of the permit ordinance at City Council, pay the non-refundable applicable Sidewalk Café annual permit
fee (minimum $600.00, varies with size and location);
4. resolve all Account Holds since failure to do so will prevent the issuance of this permit application;
5. install or maintain the Sidewalk Café after the issuance of the permit by the Commissioner of Business Affairs and Consumer
Protection;
6. install and/or maintain the Sidewalk Café in a manner that complies with all applicable accessibility requirements under local,
state or Federal law, including but not limited to those set forth in the Sidewalk Café Application and the “Accessible Outdoor
Dining: A Guide to Sidewalk Café Accessibility Requirements in the City of Chicago.”
I understand that failure to adhere to all conditions imposed in the permit may result in revocation of the permit.

SIGNATURE:
PRINT NAME:

ACCOUNT #:
LEGAL NAME OF ENTITY:
BUSINESS NAME (DBA):
BUSINESS LOCATION ADDRESS:
CITY: Chicago

STATE: Illinois

ZIP CODE:

BUSINESS PHONE:
E-MAIL:

PERMIT TYPE: Sidewalk Café
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ALDERMANIC WARD OFFICES LIST
Name
Arena, John
Austin, Carrie M.
Balcer, James
Beale, Anthony
Brookins, Jr., Howard
Burke, Edward M.
Burnett, Jr., Walter
Burns, William D.
Cappleman, James
Cardenas, George A.
Chandler, Michael D.
Cochran, Willie
Colón, Rey
Cullerton, Timothy M.
Dowell, Pat
Ervin, Jason C.
Fioretti, Bob
Foulkes, Toni
Graham, Deborah L.
Hairston, Leslie A.
Harris, Michelle A.
Jackson, Sandi
Lane, Lona
Laurino, Margaret
Maldonado, Roberto
Mell, Richard F.
Mitts, Emma
Joseph A. Moore
Moreno, Proco Joe
Munoz, Ricardo
Patrick J. O'Connor
Mary O'Connor
O'Shea, Matthew J.
Osterman, Harry
Pawar, Ameya
Pope, John
Quinn, Marty
Reboyras, Ariel
Reilly, Brendan
Sawyer, Roderick T.
Silverstein, Debra L.
Smith, Michele
Solis, Daniel
Sposato, Nicholas
Suarez, Regner Ray
Thomas, Latasha R.
Thompson, Joann
Tunney, Thomas
Waguespack, Scott
Zalewski, Michael R.

Ward
45
34
11
9
21
14
27
4
46
12
24
20
35
38
3
28
2
15
29
5
8
7
18
39
26
33
37
49
1
22
40
41
19
48
47
10
13
30
42
6
50
43
25
36
31
17
16
44
32
23

Ward Phone
(773) 286-4545
(773) 928-6961
(773) 254-6677
(773) 785-1100
(773) 881-9300
(773) 471-1414
(312) 432-1995
(773) 536-8103
(773) 878-4646
(773) 523-8250
(773) 533-2400
(773) 955-5610
(773) 365-3535
(773) 545-3838
(773) 373-9273
(773) 533-0900
(312) 263-9273
(773) 863-0220
(773) 261-4646
(773) 324-5555
(773) 874-3300
(773) 375-9180
(773) 471-1991
(773) 736-5594
(773) 395-0143
(773) 478-8040
(773) 745-2894
(773) 338-5796
(773) 278-0101
(773) 762-1771
(773) 769-1140
(773) 594-8341
(773) 238-8766
(773) 784-5277
(773) 868-4747
(773) 721-1999
(773) 581-8000
(773) 794-3095
(312) 642-4242
(773) 635-0006
(773) 262-1050
(773) 348-9500
(773) 523-4100
(773) 836-0036
(773) 486-6488
(773) 723-0908
(773) 434-3399
(773) 525-6034
(773) 248-1330
(773) 582-4444

Ward Office
4754 N. Milwaukee Ave.
507 W. 111th St.
3659 S. Halsted St.
34 East 112th Place
9612 S. Halsted St.
2650 W. 51st Street
1463 W. Chicago Ave.
435 E. 35th St., 1st Floor
4544 N. Broadway Ave.
2458 W. 38th St.
1158 S. Keeler St.
6357 S. Cottage Grove
2710 N. Sawyer Ave.
5817 W. Irving Park Rd.
5046 S. State St.
259 N. Pulaski Rd.
1319 S. State St., Suite A
3045 W. 63rd St.
5755 West Division Street
2325 E. 71st Street
8539 S. Cottage Grove
7123 S Yates
8146 S. Kedzie
4404 W. Lawrence Ave.
2434 W. Division St.
3649 N. Kedzie Ave.
5344 W. North Ave.
7356 N. Greenview Ave.
2058 N. Western Ave.
2500 S. St Louis
5850 N. Lincoln Ave.
6107 N. Northwest Highway
10400 S. Western Ave.
5533 N. Broadway Ave.
4243 N. Lincoln Ave.
3522 E. 106th St.
6500 S. Pulaski Rd.
3348 N. Milwaukee Ave.
325 W. Huron, Suite 510
463 & 1/2 E. 83rd St.
2949 W. Devon Ave., Suite A
735 W. Wrightwood Ave.
2439 S. Oakley St.
6934 W. Diversey
4502 W. Fullerton Ave.
7811 S. Racine Ave.
5335 S. Western Blvd.
1057 W. Belmont Ave.
2657 N. Clybourn
6247 S. Archer Ave.

Zip
60630
60628
60609
60628
60628
60632
60622
60616
60640
60632
60624
60637
60647
60634
60609
60624
60605
60629
60651
60649
60619
60649
60652
60630
60622
60618
60639
60626
60647
60623
60659
60631
60643
60640
60618
60617
60629
60641
60654
60619
60659
60614
60608
60707
60639
60620
60609
60657
60614
60638

For up-to-date aldermanic information, please go to the City Clerk’s website at: http://chicago.legistar.com/People.aspx
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SAMPLE CERTIFICATE OF LIABILITY INSURANCE
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SAMPLE SIDEWALK CAFÉ SITE PLAN - A
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<3’>

LENGTH
WIDTH
TOTAL SQFT
SEATING
TOTAL TABLES
# OF ACCESSIBLE TABLES

20
12
240
32
8
1

SAMPLE SIDEWALK CAFÉ SITE PLAN - B
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SAMPLE SIDEWALK CAFÉ SITE PLAN - C
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CITY OF CHICAGO MUNICIPAL CODE
ARTICLE XII. SIDEWALK CAFÉS
10-28-800 Definitions.
Wherever used in this article, unless the context clearly indicates otherwise:
(A) Alcoholic beverages mean and include alcohol, spirits, wine and beer.
(B) Department means the Department of Business Affairs and Consumer Protection of the City of Chicago.
(C) Commissioner means the Commissioner of the Department of Business Affairs and Consumer Protection of the City of
Chicago.
(D) Food means any raw, cooked or processed edible substance or ingredient, used or intended for use in whole or in part for
human consumption, and shall include nonalcoholic beverages allowed to be sold in accordance with this article, but shall not
include alcoholic beverages.
(E) Person is defined as provided in Section 1-4-090(e) of the code.
(F) Sidewalk Café means a portion of an immobile retail food establishment located on a public right-of-way, whether directly
adjacent to, or in close proximity to, the retail food establishment.
10-28-805 Permit required for Sidewalk Café.
A permit, which shall be known as a Sidewalk Café permit, shall be required to operate a Sidewalk Café. A Sidewalk Café permit
shall be valid from March 1st to and including December 1st of the year of its issuance. The fee for a Sidewalk Café permit shall be
determined by the Commissioner, taking into account land values, and shall be set forth by regulation.
10-28-810 Permit application and approval procedure.
Application for a Sidewalk Café permit shall be submitted to the Commissioner, who shall make available forms for this purpose.
The applicant shall provide such information on the application as the Commissioner may require by regulation, including:
(A) Proof that the applicant holds a valid retail food establishment license issued to the establishment that will provide food for the
Sidewalk Café.
(B) A proof of insurance as required by this article.
(C) A plan for the Sidewalk Café, complying with applicable regulations, and demonstrating that the sidewalk café shall not
unreasonably interfere with: (1) adequate pedestrian flow, (2) access to building entrances; (3) pedestrian and traffic safety; and (4)
the aesthetic quality of the surrounding area.
10-28-815 Insurance required.
Each applicant for a Sidewalk Café permit shall furnish a certificate of insurance evidencing commercial general liability insurance
with limits of not less than $500,000.00 per occurrence, $1,000,000.00 in the aggregate combined single limit, for bodily injury,
personal injury and property damage liability. The insurance shall provide for 30 days prior written notice to be given to the City of
Chicago if coverage is substantially changed, canceled or non-renewed.
The City of Chicago shall be named as an additional insured on a primary, noncontributory basis for any liability arising directly or
indirectly from the operations of a Sidewalk Café; and the permittee shall indemnify, defend and hold the city harmless from any
loss that results directly or indirectly from the permit issuance.
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In addition, if alcoholic beverages will be served at the Sidewalk Café, the applicant shall provide proof of liquor liability (dram shop)
insurance for the Sidewalk Café, of such type and in such amounts as required by the code.
Each permittee shall maintain the insurance coverage required under this section during the period. The certificate(s) of insurance
shall be presented to the Commissioner prior to the issuance of a permit under this article. Failure of the permittee to maintain the
insurance required by this section shall result in the revocation of the Sidewalk Café permit.
10-28-820 Review of application.
The department shall review a submitted application for compliance with this article and regulations.
(A) If the Commissioner finds that the applicant meets the requirements of this article and the regulations promulgated hereunder,
the Commissioner shall provide the application to the alderman of the affected ward, together with a recommendation for
introduction of an ordinance approving the application. Such approval shall not be unreasonably withheld. Upon passage and
publication of an ordinance approving the application, the Commissioner shall issue the Sidewalk Café permit to the applicant.
(B) If the Commissioner finds that the applicant fails to meet the requirements of this article or the regulations promulgated
hereunder, or if approval by ordinance is withheld, the Commissioner shall deny the application. The Commissioner shall notify the
unsuccessful applicant in writing of the denial and the reasons therefore within ten business days after the denial.
10-28-825 Compliance with plan and other components of application.
(A) Each Sidewalk Café shall comply in all respects with the specifications set out in the plan submitted to the Commissioner, and
with the other components of the application.
(B) In the event that the application, including the plan, becomes inaccurate or incomplete in any respect as a result of
circumstances or events outside the control of the permittee, the permittee shall notify the Commissioner within three business
days of such circumstances or events.
(C) Before taking any action that would result in the application, including the plan, becoming inaccurate or incomplete in any
respect, the permittee shall seek the prior approval of the Commissioner.
(D) Upon being notified of an actual or contemplated change pursuant to either subsection (B) or (C) of this section, the
Commissioner shall review the change to determine if such change is insubstantial or substantial, using the same criteria as
relevant to the Commissioner's consideration of an initial application. If such change is insubstantial and if the application, as so
changed, meets the criteria for an initial application, the Commissioner shall approve the change. If such change is insubstantial
and if the application, as so changed, does not meet the criteria for an initial application, the Commissioner shall disapprove the
change. If such change is substantial, a new permit application shall be required.
10-28-830 Permit--Assignment or transfer prohibited.
No permittee shall assign or transfer a Sidewalk Café permit.
10-28-835 Permit for one retail food establishment only.
A Sidewalk Café shall be for the exclusive use of the licensed retail food establishment stated on the application. Sharing or other
joint use of a Sidewalk Café location by more than one retail food establishment shall not be permitted.
10-28-840 Permit for food and alcoholic beverage service only.
A Sidewalk Café permit shall only authorize food and alcoholic beverage service at the Sidewalk Café. Regardless of what other
activity may take place inside the establishment pursuant to license or permit, such activity shall not be allowed at the Sidewalk
Café by virtue of the Sidewalk Café permit.
10-28-845 Operational conditions.
(A) Sidewalk Cafés permitted under this article shall not operate earlier than 8:00 a.m. nor later than 12:00 midnight.

Department of Business Affairs and Consumer Protection  Business Assistance Center
Public Way Use Unit  City Hall, Room 800  121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp  312.74.GOBIZ (744.6249)  312.742.1974 (TTY)

Page 15
of 25

CITY OF CHICAGO  SIDEWALK CAFÉ APPLICATION INFORMATION PACKAGE – 2012 SEASON · V.01.12.12

(B) Sidewalk Cafés permitted under this article shall not play music, whether live or recorded, nor allow music to be played at the
Sidewalk Café, other than through headphones.
(C) The operator of a Sidewalk Café shall install and maintain a physical boundary separating the permitted outdoor seating from
the remainder of the public way. The operator shall leave six feet of public way unobstructed for pedestrian passage; the
Commissioner may alter this requirement by regulation in a situation where adherence to the requirement would make operation of
a Sidewalk Café impossible and reduction of the unobstructed portion of the public way would not compromise pedestrian safety.
The construction, configuration and other characteristics of the boundary, including landscaping, shall be set forth by regulation.
10-28-850 Alcoholic beverage service--Requirements.
If alcoholic beverages are served at the Sidewalk Café, the operator must be validly licensed under the code for such sales.
Alcoholic beverages supplied by the customer or by any person other than the permittee will not be allowed at Sidewalk Cafés.
10-28-855 Compliance with code and rules and regulations required.
All holders of a Sidewalk Café permit and their employees shall be subject to and comply with all applicable requirements and
standards for retail food establishments contained in the code, as amended, and the rules and regulations promulgated hereunder,
and all laws, rules and regulations pertaining to the sale of alcoholic beverages.
10-28-860 Promulgation of regulations; force and effect.
(A) The Commissioner is authorized to promulgate regulations to carry out the purposes of this article, including without limitation
regulations governing:
(1) The location, arrangement and design of Sidewalk Cafés to ensure the flow of pedestrian traffic, the safety of pedestrians and
auto traffic, the access to buildings and transportation facilities, the prevention of an excessive number of cafés, and the best
service to the public;
(2) The size, design and other specifications for tables and serving equipment to be used by operators, and the design of
enclosures or partial enclosures;
(3) The types of food and beverages that may be served at Sidewalk Cafés;
(4) The time periods during which application can be made for a Sidewalk Café permit;
(5) Landscaping and other aesthetic components of the Sidewalk Café; and
(6) Any other matter pertaining to this article.
(B) A permittee shall comply with the regulations promulgated pursuant to this article, which shall have the force and effect of law.
10-28-865 Hearings.
The Commissioner may hold formal and informal hearings prior to the promulgation of rules and regulations as the Commissioner
deems necessary. All such hearings shall be open to the public.
10-28-870 Enforcement.
(A) The Commissioner or his designee is authorized to take such action as necessary to enforce the provisions of this article,
including conducting on-site inspections of Sidewalk Cafés associated retail food establishments to determine compliance with the
permitting and other requirements of this article and regulations promulgated hereunder.
(B) Upon request by the Commissioner or his designee, the operator of a Sidewalk Café shall provide for inspection the documents
required by this article to operate a Sidewalk Café, including the Sidewalk Café permit, the plan for the Sidewalk Café, and proof of
insurance.
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(C) Any Sidewalk Café for which a permit is required by this article, and which has failed to obtains such permit, may be closed by
the Commissioner or his designee until such permit is procured. Upon being notified of closure, all sidewalk café activity must
cease, and all obstructions in the public way, including boundaries, tables and chairs, must be removed.
10-28-875 Violation--Penalties.
(A) Any person who violates any of the provisions of this article or regulations promulgated hereunder shall be subject to a fine of
not less than $200.00 nor more than $500.00 for each offense, and each day such a violation continues shall be deemed a
separate and distinct offense.
(B) In addition to the above fine, and any person who knowingly interferes with or impedes the Commissioner, or investigator, of the
Department of Business Affairs and Consumer Protection in the enforcement of this article shall be subject to arrest by a duly
authorized peace officer of the department and imprisonment for a term not to exceed six months under the procedures set forth in
Section 1-2-1.1 of the Illinois Municipal Code and under the provisions of the Illinois Code of Criminal Procedure,
(C) Any Sidewalk Café in operation without a valid Sidewalk Café permit is subject to removal from the public way by the
Commissioner or his designee. The provisions of Section 10-28-020 of the code shall apply to the removal of any portion of a
Sidewalk Café, from the public way, whether for unpermitted operation or for obstruction of public way; provided, however, that the
amount of the fine for a violation shall be as set forth in this section.
10-28-880 Violation--Permit revocation.
In addition to fines and other penalties as provided for herein, three or more violations of any provision of this article or regulations
promulgated hereunder within a permit period shall subject the permittee to revocation of the Sidewalk Café permit by the
Commissioner.
10-28-885 Severability.
The invalidity of any section or part of any section of this article, or any regulation promulgated hereunder, shall not affect the
validity of any other section or part thereof or regulation.
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ACCESSIBILITY REQUIREMENTS FOR SIDEWALK CAFES IN
THE CITY OF CHICAGO
The following accessibility requirements must be complied with in all sidewalk cafés operating in the City of Chicago.
These provisions are not comprehensive and include only applicable municipal requirements. Restaurant owners and
operators must also comply with numerous State and Federal requirements not discussed here.
Sidewalk Café Boundaries
Sidewalk café boundaries must not interfere with the accessibility of the public right of way on the sidewalk.
• Sidewalk café boundaries must be positioned so that at least 6 feet separates the outer edge of the barrier from City property
such as street signs, planters, newspaper dispensers, fire hydrants, bus shelters or other obstacles or where no obstacles are
present, the edge of the sidewalk (not including the curb) unless otherwise approved by the Department of Business Affairs and
Consumer Protection. Sidewalk Café Rules of Operation.
• Sidewalk café boundaries must be constructed so that they are free of objects between 27 and 80 inches above the ground that
protrude more than 4 inches unless a corresponding barrier is positioned under the protruding object 27 inches above the ground or
lower to provide cane detection. Examples of potential non-compliant protruding objects are hanging lanterns, signs or other
objects mounted on or alongside the café fences or barricades. CBC § 18-11-1104.6.
• Sidewalk café boundaries must be constructed so that they provide cane detection for pedestrians who are blind or have visual
impairments. A continuous uninterrupted fence or barricade meets this requirement if it has a continuous, firm barrier at 27 inches
above ground or lower. If the fence or barricade is not continuous or if the barricade consists of posts or other objects connected
by hanging ropes, chains or nylon strips, a detectable barrier must run continuously along the pedestrian side of the barricade or
fence at a height of 27 inches or less. CBC § 18-11-1104.6.
Accessible Tables
At least 5% but not less than one of the tables in each sidewalk café seating area must be accessible to people with disabilities,
including those who use wheelchairs. Accessible tables must be located on an accessible route (see below) and should be
dispersed throughout the café seating area. Accessible tables have the following characteristics:
• Table top surfaces that are 28 to 34 inches above the floor. ANSI § 902.3.
• Clear floor space at the table that is at least 30 inches wide and 48 inches deep. Where possible this seating should be located
where the sidewalk has a slope that is no greater than 1:50. ANSI §§ 305.2, 902.2.
• Knee clearance underneath the table 27 inches in height to a depth of at least 8 inches and toe clearance at least 9 inches in
height to a depth of at least 11 inches. ANSI § 306.
• Under no circumstances should seating in sidewalk dining areas consist only of “high” or “bar stool” height tables and chairs.
Where high tables and chairs are used, accessible tables outfitted with chairs of corresponding height must be provided as well.
Accessible Routes
An accessible route must connect the sidewalk café table seating with the restaurant, the restaurant entrance and any restrooms
and public telephones. In other words, patrons with disabilities should be able to travel to and enter the sidewalk café seating area
and proceed to the accessible sidewalk café tables. Patrons with disabilities should also be able to travel from accessible sidewalk
café seating to the restaurant entrance.
In order for a route to be considered accessible:
• It should be 36 inches wide except where passing through an entrance gate, doorway or partition opening. ANSI § 403.5.
• Doorways and entrances on the accessible route should have a clear opening width of at least 32 inches (measured from the
door surface to the doorframe when the door is open 90 degrees). 404.2.2.
• Thresholds along the route should be ½ inch or less and beveled with a slope no greater than 1:2. ANSI §§ 303.3, 404.2.4.
• The ground or floor surface should be stable, firm and slip-resistant (no dirt paths, loose gravel or grass). ANSI § 302.1.

Department of Business Affairs and Consumer Protection  Business Assistance Center
Public Way Use Unit  City Hall, Room 800  121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp  312.74.GOBIZ (744.6249)  312.742.1974 (TTY)

Page 18
of 25

CITY OF CHICAGO  SIDEWALK CAFÉ APPLICATION INFORMATION PACKAGE – 2012 SEASON · V.01.12.12

• The floor surface should have a slope no greater than 1:20 in the direction of the accessible route and a cross-slope no greater
than 1:50. ANSI § 403.3.
• Where it changes level, appropriate slopes (1:20 or less) or curb ramps, ramps, elevators or platform lifts must be used to
provide access. ANSI § 303.
• It must be free of objects that protrude more than 4 inches into the circulation path at a height from 27 to 80 inches. CBC § 1811-1104.6.1 unless a cane detectable barrier less than 27 inches above the ground is provided.
Service Animals
Service animals are animals trained to perform tasks for people with disabilities. These include but are not limited to guide dogs for
people who are blind or have visual impairments, hearing dogs for people who are deaf or hard of hearing, seizure alert dogs and
dogs that assist people with mobility impairments. Service animals are not pets and must be permitted to accompany individuals
with disabilities who patronize sidewalk cafés. In addition, Illinois law requires that service animals in training be allowed in these
establishments as well.
Policies, Practices and Procedures for Management and Staff
Restaurants must implement policies, practices and procedures to ensure that people with disabilities have access to accessible
seating in sidewalk seating areas. Some basic policies that should be considered:
• Before opening each day and at other times during the course of the operating hours of the sidewalk café, make sure that tables
and chairs have not shifted in a way that intrudes on the accessible route.
• Train all staff as to the location of the accessible seating areas. Make sure that they give individuals with disabilities the choice
of waiting for an accessible table or proceeding to another table if that is available.
• Reserve accessible tables and chairs for use by individuals with disabilities until all other tables have been occupied. This will
maximize the opportunity for people with disabilities to use these accessible features without unnecessary delays. If a person with
a disability chooses to sit at a table that is not configured to be accessible you must allow that person to do so.
• If a platform lift is utilized to provide an accessible route to an outdoor dining area:
o The lift must be left on and unlocked at all times so that it can be operated independently by patrons with disabilities.
o The lifts should receive scheduled maintenance. It is the responsibility of the restaurant to take steps to ensure that it is
operable and that any outages in service are minimized.
o Staff should test the lift at the beginning of each day and be instructed to contact a repair service immediately if the lift is
not working.
o Staff should be trained on use of the manual back-up system of the lift to ensure that individuals with disabilities will be
able to exit in the event of a mechanical breakdown or power outage.
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RULES AND REGULATIONS FOR SIDEWALK CAFÉS
As promulgated by the Commissioner of Business Affairs & Consumer Protection pursuant to the provisions of Chapter
10-28 and Section 10-28-860 of the Municipal Code of the City of Chicago
I. Application
Applications received incomplete or containing inconsistent information shall result in delayed processing of your application.
a)

Public Way Use Unit:
All applications and required documents shall be forwarded to:
City of Chicago
Department of Business Affairs and Consumer Protection
Business Assistance Center - Public Way Use Unit, City Hall, Room 800
121 North LaSalle Street, Chicago, Illinois 60602

b)

Alderman’s Approval
Application shall have prior approval of the Alderman of the Ward within which the Sidewalk Café will be located.

c)

Plan
Plan shall be submitted on 8-1/2" X 11" paper. Plan need not be to-scale, but shall show exact length and width
dimensions of entire Sidewalk Café relative to the associated business, building, curb line, and existing encumbrances
on the public way. Public way encumbrances include, but are not limited to, parking meters, fire hydrants, bike racks,
light poles, and trees. Plan shall demonstrate compliance with all landscaping and design requirements and additional
written narrative may accompany Plan. Also, include the business name and address as indicated on your business
license.

d)

Photographs
Pictures shall be clear. They shall depict the proposed site where the Café is to be located and the relationship of the
proposed Sidewalk Café to the surrounding public way.

II. Permit
A Sidewalk Café Permit is valid from the date of issuance up to and including December 1st.
a)

Account Holds
All holds on your business account shall be resolved prior to the issuance of your Sidewalk Café Permit.

b)

Pending Passage
The issuance of a Sidewalk Café Permit is a privilege granted by the City Council. As a courtesy to Sidewalk Café
operators, the Commissioner of Business Affairs and Consumer Protection may issue the Sidewalk Café Permit upon
introduction and pending passage of the ordinance by City Council. However, the Commissioner shall rescind said
Permit if the respective Sidewalk Café ordinance is not passed by City Council. Permits shall be issued after the
receipt of the applicable permit fee and insurance certificate.

c)

Insurance
After ordinance introduction, applicant shall furnish the insurance certificate. Certificates of insurance shall be renewed
at least 30 days prior to the expiration of the policy.
If alcoholic beverages will be served at a sidewalk café operated by an indoor retail market, the owner or manager of
the indoor retail market shall provide proof that each retail food establishment serving alcoholic beverages at the
sidewalk café has obtained liquor liability (dramshop) insurance for the sidewalk café.

d)

Annual Fee
Fees for Sidewalk Café Permits shall be paid upon ordinance introduction and are non-refundable. Permits are
revocable by the Commissioner of Business Affairs and Consumer Protection at any time.
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III. Operation
a)

Permit/Plan Display and Capacity Requirement
The Sidewalk Café Permit and approved Plan shall be conspicuously displayed on the exterior wall or window of the
main entrance of the Sidewalk Café during all hours of operation. The boundaries of the Sidewalk Café, including the
physical boundary separating the permitted outdoor seating from the remainder of the public way, shall reflect the
approved plan and shall not be modified or altered unless approved by the Commissioner. The arrangement and
number of tables and chairs within the authorized boundaries of the Sidewalk Café shall reflect the approved plan and
shall not be substantially changed, altered, added to or reduced without the approval by the Commissioner. Tables and
chairs shall always be set up and maintained in a manner ready for access and use by patrons. In addition, the
capacity of the Sidewalk Café shall not exceed the approved seating capacity number on the Sidewalk Café Permit. At
no time may the Sidewalk Café be used in excess of the approved seating capacity to allow for standing room patrons.

b)

Responsibilities of Sidewalk Café Permittee
A Sidewalk Café permittee is responsible to the community surrounding the Sidewalk Café premises. It is the
affirmative duty of a Sidewalk Café permittee to report promptly to the police department all illegal activity reported to
or observed by the permittee on or adjacent to the permitted Sidewalk Café premises; to answer fully and truthfully all
questions of an identified police officer who inquires or investigates concerning persons or events on or adjacent to the
permitted Sidewalk Café premises; to cooperate with the police in any such inquiry or investigation, including the giving
of oral or written statements to the police at reasonable times and locations in the course of investigations; and to sign
a complaint against any person whom the licensee observes in any illegal conduct or activity on or adjacent to the
permitted Sidewalk Café premises. For purposes of this rule, “Adjacent” means: (1) any public way located immediately
next to a Sidewalk Café premises; or (2) any private property that is located immediately next to a Sidewalk Café
premises, if such private property is owned, leased or rented by the permittee or permittee’s property owner; or (3) any
private property separated from a Sidewalk Café by a public way and located immediately next to such public way, if
such property is owned, leased or rented by the permittee or the permittee’s property owner.

c)

Alcoholic Beverage Service Responsibility
A Sidewalk Café permittee has an affirmative duty to prohibit any patron from leaving the Sidewalk Café premises with
any alcoholic liquor, except in a package properly sealed, bagged and receipted pursuant to Section 6-33 of the Liquor
Control Act of 1934, added by P.A. 94-1047, effective January 1, 2007, and codified at 235 I.L.C.S. 5/6-33, as
amended.
If alcoholic beverages are served at a sidewalk café operated by an indoor retail market:
i. the retail food establishment selling the alcoholic beverages must be validly licensed under the code for such
sales;
ii. the retail food establishment serving the alcoholic beverage has maintained its liquor liability (dramshop)
insurance when serving the alcoholic beverage; and
iii. the alcoholic beverages must be served in plastic cups which shall clearly identify the retail food establishment
from which each alcoholic beverage was purchased.
Also, BYOB (Bring Your Own Bottle of liquor) is never allowed in a Sidewalk Café.

d)

Landscaping
In order to remain consistent with the city of Chicago’s objective of developing attractive tree-lined streets and
boulevards and greener neighborhoods, in addition to enhanced property values and in as much that applicants
desiring to use public way for semi-private use as Sidewalk Cafés are enhancing the private interests of their
enterprise as well that of the city, the following landscape and design standards shall apply to establishments seeking
permission to erect a Sidewalk Café throughout the city of Chicago.
The railing, fencing or other such method to enclose a space for the use of a Café in the public way shall have to no
less than 50% of its railing, top of fence, etc., covered with planter boxes. These planter boxes shall be no less than 6
inches deep and no less than 8 inches wide and shall be securely fastened to the Café fence or railing. In addition, for
every 100 additional square feet of area beyond a 300 square foot Café, the applicant shall provide one 24 inch shrub
in a suitable planter which allows the shrub 100% visibility above the rail, fence etc. Figure may be rounded up or down
the nearest 100 for calculation purposes. For example, a Café with 630 square foot area would provide three shrubs
and Café with 660 square feet would provide four shrubs. A small tree may substitute for 24" shrub.
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Due to unique nature of planter boxes as temporary landscape features, the planter boxes shall be entirely covered
with living plant material at the time of installation. The outward or public facing side of all planters shall have
cascading or trailing vine-like plants. All planter boxes and plant material within shall be maintained throughout the
entire time the Café or planters are present on the public way. Dead, dying, or unhealthy material shall be replaced
with healthy material. Planter boxes shall not extend over the permitted seating area.
Any exceptions to the Landscaping Requirements must be approved by the Commissioner of Business Affairs and
Consumer Protection.
e)

Boundary and Clearance
Boundary shall fully enclose the permitted area from the remainder of the public way. The Sidewalk Café entrance is
the only part of the perimeter that need not have a boundary, and said entrance shall remain unobstructed. Boundary
shall be maintained in accordance with the approved plan, and shall be no less than 24 inches or more than 36 inches
in height. Boundary shall be durable so that it shall not collapse or fall over due to wind or incidental contact with
patrons or pedestrians. The boundary shall be maintained in place during operating hours. No boundary may be
stabilized by bolting to the Sidewalk.
Boundary shall be designed to leave at least 6 feet of clear and unobstructed Sidewalk space to allow for pedestrian
passage. Clearance between Sidewalk Café and all public way encumbrances shall also be at least 6 feet. Sidewalk
Cafés located along the curb shall allow a minimum clearance of one (1) foot from the Sidewalk Café to the edge of the
curb.
The Sidewalk Café’s boundary and furniture may be placed on the public way once the Permit is issued, and shall be
removed on the expiration date noted on the Permit. Any Sidewalk Café in operation or continuing to keep the
boundaries and/or furniture on the public way shall be subject to removal and citation.
Non permissible enclosure of City property, within the boundaries of the Sidewalk Café, shall include, but not limited to,
parking meters, fire hydrants, newspaper stands and boxes. These types of items can be identified as items which
must be accessible to the public or to the City for emergency services.
Sidewalk Cafés Permits shall only be issued to the address stated on the respective applicant’s retail food license. No
portion of the Sidewalk Café may expand to include neighboring businesses, residences, or empty lots.
Any exceptions to the Boundary and Clearance Requirements must be approved by the Commissioner of Business
Affairs and Consumer Protection.

f)

Parkways
Sidewalk Cafés cannot be located on parkways with existing grass surfaces.

g)

Debris
All areas surrounding the Sidewalk Café shall be policed by your staff to ensure the removal of all wrappings, litter,
debris and food. Daily sanitary cleaning is required. Sidewalks shall be washed down on a daily basis, and food from
the Café shall not be disposed of in city containers.

h)

Operating Hours
Sidewalk Cafés shall not operate earlier than 8:00 am and no later than 12:00 am, unless otherwise specified on your
Permit. No activity is allowed within the limits of the Sidewalk Café outside of its approved operating hours as noted on
the respective permit.

i)

Smoking
Pursuant to the “Chicago Indoor Air Ordinance of 2008,” smoking is only allowed within the limits of a Sidewalk Café as
long as it occurs fifteen (15) feet beyond any entrance(s), exit(s), window(s) that open, and ventilation intake(s) of a
public place or place of employment.
No smoking is allowed within the limits of a Sidewalk Café outside of the Sidewalk Café’s approved operating hours as
noted on the respective permit.
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j)

Employees
Sidewalk Café employees shall be subject to and comply with all applicable requirements and standards for a retail
food establishment.

k)

Patrons
Patrons shall wear shoes and shirts at all times.

l)

Pets
Pets are not permitted within a Sidewalk Café other than a service dog assisting a handicapped person. However,
dogs are permitted within a Sidewalk Café if the business holds a Retail Food Establishment-Supplemental License for
Dog-Friendly Areas.

m)

Deck
No portion of the Sidewalk Café can be elevated in the style of a deck.

n)

Scaffolding and Construction Canopies
Sidewalk Cafés cannot operate under scaffolding or construction canopies.

o)

Food Service
A Sidewalk Café Permit may only be granted to an establishment with a valid retail food license where the primary
business activity in the Sidewalk Café is the service of prepared food and non-alcoholic beverages. As such, prepared
food and non-alcoholic beverages must be offered for sale and for immediate consumption at all times the Sidewalk
Café is operational.
If the applicant is the owner or manager of an indoor retail market, then the owner or manager of the indoor retail
market is not required to obtain a retail food establishment license.
In the event a business applies for a Sidewalk Café Permit, holds a tavern license for their primary business activity,
and also holds a retail food license, the service of prepared food and non-alcoholic beverages must be available at all
times to any customer during the time the Sidewalk Café is open and occupied. For the purposes of this section, the
service of snacks such as pre-packaged foods (potato chips, pretzels, etc.) shall not be considered “prepared.”

IV. Compliance
a)

Penalties
Any Sidewalk Café permittee who violates these Rules and Regulations or any part thereof adopted by the department
under authority vested in it by Section 10-28-860 of the Municipal Code of the City of Chicago will be subject to the
enforcement and penalties as prescribed in Sections 4-60, 4-4-280, 10-28-855, 10-28-860, 10-28-870, 10-28-875 and
10-28-880 of the Municipal Code of the City of Chicago and to the penalties as prescribed in the Illinois Liquor Control
Act of 1934.

b)

Enforcement
Complaints regarding Sidewalk Cafés will be investigated by the Department of Business Affairs and Consumer
Protection and violations of the rules and regulations heretofore promulgated will result in citations and possible
revocation of the Sidewalk Café Permit.

V. Indoor Retail Market Sidewalk Café
a)

Additional Application Requirements
Indoor Retail Markets must list all participating Retail Food Establishments at the time of application.
All listed restaurants must have a current Retail Food Establishment license.
For Indoor Retail Markets allowing dogs in the sidewalk café, all participants must have a current supplemental license
for dog-friendly areas.

Department of Business Affairs and Consumer Protection  Business Assistance Center
Public Way Use Unit  City Hall, Room 800  121 North LaSalle Street, Chicago, Illinois 60602
www.cityofchicago.org/bacp  312.74.GOBIZ (744.6249)  312.742.1974 (TTY)

Page 23
of 25

CITY OF CHICAGO  SIDEWALK CAFÉ APPLICATION INFORMATION PACKAGE – 2012 SEASON · V.01.12.12

b)

Changes to participants in the Retail Market
If there are any changes, with regard to participating restaurants, the Indoor Retail Market must notify the Public Way
Use Unit, of the Department of Business Affairs and Consumer Protection, immediately.

c)

Insurance
Insurance shall be provided by the Indoor Retail Market, for the sidewalk café, to indemnify the City.
All indoor Retail Market participants serving liquor must provide dramshop insurance.
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IMPORTANT NOTICE
Do You Need a Public Way Use Permit (Grant of Privilege)?
Any time public property is used by anyone, a Public Way Use (Grant of Privilege) permit is required. This applies to space used
above, below or on the public way by private entities.

Common Types of Public Way Uses
Canopies, light fixtures, awnings, signs, planters, bollards, bay windows, balconies, vaults, tunnels, bridges, and other
structures/items that encroach the public way require a permit; the term for these types of permits are 5 years, and a new
application must be made prior to their expiration date.
Sidewalk Cafés that are placed on the sidewalk require a Sidewalk Café permit. This permit has a 9 month term; the Sidewalk
Café season begins March 1 and extends to December 1 of each year. These permits must be reapplied for every year.

Enforcement of Public Way Use Violations
All required permits are debts due to the City and must be in compliance. In addition, fines may be imposed and the City may
remove any items using the Public Way.

How to Apply for a Public Way Use Permit
Applications may be obtained from your Alderman’s office, at our website: www.cityofchicago.org/bacp, at the Business Assistance
Center in City Hall - Room 800, or by calling 312-74-GOBIZ.
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LOADING AND STANDING ZONES
Loading Zones— for commercial vehicles making deliveries to businesses
Loading zones are designated areas in the parking lane for the loading and unloading of deliveries to
buildings. These zones are for commercial vehicles or vehicles which hold a valid Non-Commercial
Loading Zone Permit only and are not designated to reserve parking for business patrons or employees.
Any commercial vehicle may park in any loading zone for the purpose of loading and unloading for up to
thirty minutes.
Loading zones are usually requested by merchants or building owners through your Alderman’s office.
Several considerations are involved when requesting a loading zone. First, if possible, loading should be
done from the alley if one is available. If this is not an option, the location and length of the zone, and
the hours of use must be determined. If parking is in high demand, we will limit the hours when the
zone is active.
Additionally, given the premium on parking spaces throughout the city, a delivery schedule or invoice
referencing delivery volume and frequency is required. An understanding of the delivery
volume/frequency of a particular business will aid in determining level of need for loading zones. This
will also help to ensure that parking spaces are set aside only for those businesses requiring them and
are not being misused.
15 Minute Standing Zones—for non-commercial vehicles to do business (drop off, pick up, etc.)
Standing zones are designated areas in the parking lane for temporary parking. Vehicles parking in
standing zones must have their hazard lights flashing while the driver is away from the vehicle. The
process for determining a standing zone and approval is similar to that of a loading zone. Active hours of
the zone will be limited to your hours of operation. Note that even though the standing zone is placed
adjacent to your business, vehicles standing in the zone for the allotted time are not obligated to
patronize your business.
Valet Zones
Valet zones are special loading zone areas in the parking lane for the operation of a valet service. The
process for determining a valet zone and approval is similar to that of a loading zone. Active hours will
be limited to the hours of operation of your valet service. If your business establishment wishes to
conduct valet services independently on an incidental basis, you must obtain a valet parking service
license from Business Affairs and Consumer Protection (BACP). Otherwise, you must contract a licensed
valet operator. Valet operating procedures are outlined in Chapter 4-232 of the Municipal Code of
Chicago.
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Application Process
The whole process takes a minimum of nine months.
Handicap Parking









Applicant must make formal request to their Alderman. Application from the Alderman’s office
is required.
Applicant must have a current disabled placard or disable license plate registration from the
Illinois Secretary of State.
Form has to be filled out and a copy of the placard or plate registration must be attached.
Alderman introduces it to the Traffic Control and Public Safety Committee as a proposed
ordinance.
Ordinance is submitted to the Dept of Revenue for field survey and recommendation. Revenue
approves or denies and returns the package back to the Traffic Control and Public Safety
Committee.
Committee will pass if recommended and Department of Revenue mails fee letter.
Once fees are paid, Revenue forwards paperwork (request to install and the work order) to
CDOT. Sign is fabricated and installed.
Fees collected by Department of Revenue

Valet Parking






Application from the Alderman’s office is required.
Business must have a valid and current loading zone
Valet company provides letter from business and proof of current permit to BACP.
Valet company pays additional fee and is issued a sign for that particular location from BACP.
Fees collected by BACP

Loading Zones










Application from the Alderman’s office is required.
Applicant must receive permission from the Alderman.
Paperwork from the Alderman’s office is filled out and is submitted to the Traffic Control and
Public Safety Committee for ordinance proposal. Committee forwards ordinance to CDOT.
CDOT performs a field survey to assess impact on existing infrastructure and will recommend or
not recommend.
CDOT returns package to Traffic Control and Public Safety Committee with recommendations
Traffic Control and Public Safety Committee passes the proposal and it goes before City Council
for passage and publishing.
Information on passage of the ordinance from T & S Committee is forwarded to CDOT for formal
billing.
Once fees are received, signs are fabricated and installed (approx 30 days)
Fees collected by CDOT ( See attachment I)
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REQUIREMENTS FOR COMMERCIAL DRIVEWAY PERMIT APPLICATION

Please submit the following items to CDOT:
Chicago Department of Transportation Driveway Permits
121 N. LaSalle, Room 905
Chicago, IL 60602
8:30 a.m. - 4:30 p.m.
Tel: (312) 744-9148 Fax: (312) 744-5630










Application: Must be completed in its entirety and include all proposed
driveways and existing driveways. Must be signed by the Zoning
Department, City Hall, Room 905. Application will not be accepted through
the mail.

All driveway applications
in regards to a Building
Permit application must
submit driveway
application to Department
of Buildings in City Hall
Room 906

Site plan: Five copies of a site plan and plat of survey for all proposed
driveways or two copies of a site plan for all existing driveways. Please
include dimensions of driveway(s) drawn to scale, and descriptive location
of the driveway(s) to the nearest cross street. Plan must show entire site
and all proposed and existing driveways. All existing driveways that will be
removed must also be noted and shown on the site plan. Parkways to be
restored to specifications. You must provide a Plat of Survey for all
proposed driveways.

Refer to the back of
application for additional
information.

Photographs: Three photos of each proposed driveway or one of each
existing driveway showing curb sidewalk area.
Certificate of insurance (see attached example): Furnish a property owner’s
certificate of insurance. This must include 1). A combined single limit in the
amount of no less than $1,000,000 in general liability 2). The City of Chicago,
its officers, employees and agents as an additional insured 3). The driveway
addresses or property address as the address listed on the application and
4). The certificate holder’s address as the address shown below. Please
note that the name of the insured on the Certificate of Insurance is the
name that should be placed on the application.
Elevation/slope survey: All new construction applications must provide five
copies of an elevation survey when driveways(s) enter or exit buildings. All
driveways with a slope must provide a surveyor’s report.
Alley access: If you have alley access for motor vehicles into your property,
an alley access ordinance is required and must be provided. An alley access
ordinance may be obtained from the alderman of the ward. Written
approval from the alderman on aldermanic letterhead pending passage of
the ordinance is acceptable. If the alderman objects to alley access, you may
apply for a driveway permit on the condition the site plans indicate a barrier

For any driveway in excess
of 36 feet as measured
along the property line,
you must provide a
stamped plan for oversized
driveways from the
CDOT Division of Project
Development, 30 N. LaSalle
Street, 5th Floor
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(either steel guard rail or fence) will be installed to eliminate alley access
within 60 days of issuance of your driveway permit.



Payment of fees: (See fee schedule below) Make your check or money
order payable to the city of Chicago.

Driveway Size
Driveways up to 25 feet wide
Driveways greater than 25 feet wide
and less than 50 feet wide
Driveways greater than or equal to 50
feet wide and less than 80 feet wide
Driveways greater than or equal to 50
feet wide and less than 80 feet wide
Driveways greater than or equal to 120
feet wide and less than 200 feet wide
Driveways greater than or equal to 200
feet wide and less than 500 feet wide
Driveways greater than or equal to 500
feet wide

Annual Fee
Central Business
Elsewhere
District
$200.00
$100.00
$240.00
$120.00
$350.00

$175.00

$470.00

$235.00

$670.00

$335.00

$1,270.00

$635.00

$4,000.00

$2,000.00

For purposes of fee
assessment, the width
of the driveway shall
be measured at its
widest point

If there are past due
fees on a driveway,
you may be
responsible for those.

G-52

CHICAGO DEPARTMENT OF TRANSPORTATION
Driveway Permit Section 121 N. LaSalle Street, Room 905
Chicago, IL 60602

APPLICATION FOR COMMERCIAL DRIVEWAY PERMIT
PLEASE TYPE OR PRINT IN INK COMPLETELY AND IN TRIPLICATE

_________________________________________of____________________________________________________
(Name of Owner)
(Mailing Address-City, State)
(Zip Code)
_________________________________________of____________________________________________________
(Name of Billing)
(Billing Address- City, State)
(Zip Code)
hereinafter termed the Owner, request permission and authority to maintain a driveway or driveways, and submit
herewith to the Commissioner of Transportation the following:
1. Descriptive location and address of proposed and/or existing driveway(s)
Drive A _______________________________ _________ Ft. (N) (S) (E) (W) of_______________________________
Exact address of driveway
Distance
Property line nearest cross street
Driveway width at widest point ________________ ft. G Proposed G Existing
Drive B _______________________________ _________ Ft. (N) (S) (E) (W) of ______________________________
Exact address of driveway
Distance
Property line nearest cross street
Driveway width at widest point________________ ft. G Proposed G Existing
Drive C _______________________________ _________ Ft. (N) (S) (E) (W) of_______________________________
Exact address of driveway
Distance
Property line nearest cross street
Driveway width at widest point________________ ft. G Proposed G Existing
Drive D _______________________________ _________ Ft. (N) (S) (E) W) of_______________________________
Exact address of driveway
Distance
Property line nearest cross street
Driveway width at widest point________________ ft. G Proposed G Existing
2. Exact address of property___________________________________________________ Zip___________
3. Exempt: G The Owner certifies that the private property adjacent to and served by the driveways will be used exclusively for
a public museum or a not for profit hospital. A copy of proof of status must be submitted with this application.
4. FEIN (Federal Employer Identification Number) or Social Security Number__________________________________
5. PIN (Permanent Index Number) of Property________________________________
6. Describe the exact nature of business to be or being served by driveway(s)______________________________________
____________________________________________________________________________________________________
See instructions sheet for information on drawings, photographs, fee schedule and certificate of insurance.
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CHICAGO DEPARTMENT OF TRANSPORTATION
Driveway Permit Section 121 N. LaSalle Street, Room 905
Chicago, IL 60602
Application Fee: The non-refundable application fee must accompany the application. Make check or money order payable to
City of Chicago. I certify that all of the above information is true and in accordance with the requirements supplied with this
application.
Print name_________________________________Signature_______________________________________Date________
ZONING DEPARTMENT APPROVAL
Print name_________________________________Signature_______________________________________Date________
Application No ________________________Permit No.________________________________
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SCHEDULING BUILDING PERMIT INSPECTIONS
We are excited to offer a team-based building inspection for all restaurants, regardless of the size.
Depending on your building permits, the team will include inspectors that specialize in electrical,
ventilation, plumbing, structure, and refrigeration. If you request for a team inspection, we will send
inspectors out within 3 business days and the inspection will occur between 9 to 10 AM.
The advantages include
•
•
•

Shorter advance notice required and less wait time (3 business days vs. up to 14 business days
for certain inspections)
Fewer inspection visits
Greater consistency across trades

If you choose not to take advantage of team-based inspections, you can still individually schedule each
inspection.
When your contractor(s) is ready to for building inspections, they must go online to request for
inspections:
To schedule the team-inspection option:
1. Go Online @ www.cityofchicago.org/dob > Request an Inspection>Getting Started Online>Click
here to request Restaurant Start-Up Inspection
2. Input all necessary information including permit number and property address
3. Choose either Final or Rough Inspection in the Select Inspection Option field
4. Choose the type of your inspection request in the Select Inspection Type field
5. Once inspections are requested, inspectors will be out to inspect your property within 3
business days.
6. Once the inspection request is received, a confirmation e-mail will be sent within 1 business day.
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DEPARTMENT OF BUILDINGS INSPECTION CHECKLIST
If you are applying for certain business licenses, including liquor and public place of amusement, and/or applying
for an occupancy capacity sign (required when the total occupancy by the public is 100 persons or more),
Department of Buildings (DOB) inspectors will inspect your establishment to ensure that the building and
commercial space provide a safe environment for patrons, customers and employees. DOB inspections focus on
the safety of occupants. For example, a building inspector will check to make sure fire separation is included, an
adequate number of exits are provided and are not blocked, and that an occupancy sign/drawing is posted, if
required. Additionally, your license application may require an inspection from a DOB electrical, ventilation, and
or plumbing inspector and other city departments who review your space for compliance to their respective
codes.
A DOB building inspector, from Special Inspections (SIP), will check for the following, based on the applicability to
your business (Disclaimer: The below list is indicative only and non-exhaustive. For more information, including
the “Chicago Building Code” and “Code Clarifications and Interpretations,” go to www.cityofchicago.org/buildings)
Exit Requirements (see Figure 1 for a diagram)
Sufficient number of exits
Capacity
50 or less
51 to 300
301 to 1000
1000+

Minimum
Number of Exits
1
2
3
4

A minimum of two exits are required from every building, floor, space or room, except as outlined in
Municipal Code (13-160-050). Also refer to the Municipal Code (13-196-050, 13-88-160, 13-84-170)
Exits must be free of obstructions. Refer to the Municipal Code (13-160-070, 15-4-880)
Where more than one means of exit is required from any room, space or floor of a building, they must be
located remotely from one another
Revolving doors may be used as required exits in occupancies of 100 persons or less. Refer to the
Municipal Code (13-160-270)
The means of exit from one story to another and to an outside exit must be continuous and uninterrupted
From any point in the establishment, the travel distance to the nearest exit must be less than 150 ft
Exit doors must swing in the direction of exit (i.e., swings out from inside to outside). This includes all
doors along the exit path.
Exit doors must be at least 36 inches wide
Exit doors cannot have a key face lockset on the exiting side. This includes no slide-blots or similar
devices.
Exit doors cannot project onto a public way without the use of public way approval and must be protected
with wheel stops/fixed barricade on the alley or parking side. Refer to the Municipal Code (13-160-070,
15-4-090, 15-4-880) See Figure 1
Panic hardware must be installed on exit doors when total capacity exceeds 200
Every exit and its pathway (e.g., public hall and stair well) must be well illuminated
Exits designated with electric, battery back-up, exit signs, in good working order and in a metal frame
housing
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Stairway Requirements (see Figure 2 for a diagram)
Stairways must be clear of debris and no storage under stairways
Stairways must be constructed of noncombustible materials when occupancy exceeds 100 persons. Refer
to the Municipal Code (13-160-330)
The underside of stairways of combustible stairways (when allowed) must be protected by
noncombustible materials to provide at least 1-hour fire resistance
All stairs and corridors used as exits must be at least 44 inches wide. Stair width is defined as the clear
width of the stair tread used as the walking surface.
• Exception: Stairs and corridors in buildings with a total occupancy of 50 persons or less above the
grade level, shall not be less than 36 inches wide.
If a stairway is used as an exit, it cannot have winder steps; generally wedge shaped.
Vertical height of a flight of stairs between landings or between a floor and a landing must be 9 ft. or less,
when occupancy exceeds 100 persons
The width of a stairway, including the landing, shall not decrease in the line of travel. Refer to the
Municipal Code (13-160-210 and 13-160-310)
Depending on occupancy classification, the height of each stair riser must be 7.5 inches or less and they all
must be equal in height. The minimum width of a tread must be 10 inches. The surface of treads and
landings should not cause danger of slipping. Refer to the Municipal Code (13-160-300). All new stairs
are required to have 7 inch risers and 11 inch treads.
The ends of handrails must be returned and joined into the wall
Height to the top of handrail(s) must be between 34 – 38 inches, measured from the stair tread or floor
• If the width of stairs is less than 44 inches, then a handrail on at least one side must be provided
• If the width of stairs exceeds 44 inches, handrails must be provided on both sides
• If the width of stairs is greater than 88 inches, an intermediate handrail(s) must be provided
Guardrails, installed at a minimum height of 42 inches above the finished floor, cannot have balusters or a
pattern providing a ladder effect. Balusters spaced at 4 inches apart. See Figure 2
Enclosure Requirements
All stairways must be enclosed with wall and partitions providing fire resistance
• A building that is three stories or lower: One-hour rated fire resistance
• A building that is higher than three stories: Two-hour rated fire resistance
Heating plants and boilers must be enclosed by walls, partitions, floors and ceilings
• For occupancies less than 200: One-hour rated fire resistance
• For occupancies over 200: Two-hour rated fire resistance
All assembly rooms
• Capacity under 300: One-hour rated fire resistance
• Capacity over 300: Two-hour rated fire resistance
To prevent spread of fire from floor to floor, all stairs, shafts and openings in floors and roof must be
enclosed
Basements with a capacity of over 100 persons, in restaurants and nightclubs, must be sprinklered
Class A fire doors or shutters installed on both sides of openings in a fire wall
Class B fire doors provided at openings in vertical shafts, stair wells, and other openings
Minimum one hour fire resistant ceiling provided between basement and first floor
Fire doors cannot be propped open
Miscellaneous Requirements
Proper building permits must be present for any construction and have received final construction
approvals from the required inspection trades; as well as Certificate of Occupancy letter issued (if
required for that permit)
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Foundation must be sound (e.g., no cracks)
Exterior facade must be in sound condition (e.g., no tuck pointing required)
Fire extinguishers must have up-to-date tags and be properly charged
One carbon monoxide detector must be installed on every floor
Curtains, scenery, and decorations shall be flame retardant for occupancies over 100 persons. Refer to
the Municipal Code (15-4-620)
The building must not have any structural problems (e.g., ceilings, floors, and roof are in good condition)
Occupancy capacity sign is correct and properly displayed with the city approved and stamped drawing
belonging to that specific issued occupancy capacity sign; the current physical space/layout must match
that drawing. Exit diagrams must be posted for public places of amusements. Refer to the Municipal
Code (13-84-400 and 4-156-380)
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Figure 1: An Example of Exit Requirements
Overhead View
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Figure 2: An Example of a Stairway
Side View
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BACP INSPECTION CHECKLIST
During the on-site location approval, BACP inspectors will check for the following to determine if any
exterior location restrictions exist that would prohibit issuance of a liquor license.
In order to obtain a liquor license, the property line of your establishment cannot be within 100 ft of:
The property line of any public library except the Harold Washington Library.
The property line of any school other than institutions of higher learning.
The property line of a hospital.
The property line of any home for the aged or indigent persons
The property line of a home for veterans, their spouses, or children.
The property line of a military base or naval station.
Any church. In the case of a church, City policy is that the distance of 100 feet shall be
measured to the nearest part of any building exclusively used for worship services or
educational programs and not to property boundaries. In addition, the fact that a church is
improperly zoned is not a factor in determining whether the church is subject to the 100-foot
prohibition.
Applicant premises for a Tavern license located in a B3 Zoning District cannot be within 400 feet
of an existing licensed tavern (property line to property line measurement).
BACP inspectors will check for the following during a license inspection based on the applicability to
your business:
Incidental-Consumption on Premises activity must be secondary to another licensed activity
(i.e., food service or amusement).
Incidental-Consumption on Premises applicant must have adequate commercial kitchen and
dining facilities when liquor service is intended to be secondary to food (i.e., restaurant).
The outdoor patio location is adjacent to the primary premises and has a perimeter clearly
defined by barriers.
No dwelling or lodging units are accessible by the public directly from the premises (except in a
hotel, private club, or when dwelling unit is occupied by applicant to be licensed).
The majority of applicant's customers may not be children.
Separate and adequate toilet facilities must be maintained for men and women.
Floor plans clearly/completely indicate intended use of areas and match the construction and
layout of premises.
Construction is completed; equipment, fixtures, and furniture are in place according to plans.
Public Notice of Liquor License Application posted within 5 days of making application and
remaining clearly visible from the public way for a full 45-day period after the application date.
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FIRE DEPARTMENT INSPECTION CHECKLIST
This checklist is neither official nor complete, but is provided for your information to expedite the
correction of most deficiencies found during the Business License Inspection.
An official Fire Code violation notice identifying all deficiencies found during the fire inspection will be
mailed to you within a few days.
Below are a few of the more common reasons why applicants fail fire inspections:
Poor condition of stairs
Improper wall & ceiling material
No stair rails
Improper flame spread rating
Storage under stairs
Decorations, drapes, curtains are not
fire retardant
Improper ceiling or sidewalls
Plaster holes in ceilings and walls
Fire extinguishers not charged
Fire extinguishers expired
Fire extinguishers not present
Fire extinguishers not visible
Blocked aisles

Obstruction around smoke pipes and
vents
Working exit and directional lights not
present
Defective chimney
Non-working hood and duct system
Incorrect storage of fuel
Inward swing of exit door
Overcrowding
Exit door swings onto sidewalk
Exits locked from inside and do not
have panic bar
Exits in need of repair
Exits blocked
No entry to building
No entry to basement
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DEPARTMENT OF PUBLIC HEALTH INITIAL HEALTH INSPECTION CHECKLIST
The items listed in this checklist are the areas that the public health inspectors will be looking during
your initial health inspection.
For the complete Guide to Your Initial Health Inspection, visit www.cityofchicago.org/restaurant
HAND WASHING SINKS FOR EMPLOYEES
Hand sinks at the following locations :
a) Within each restroom - if less than 5 employees per shift, 1 unisex bathroom for the
entire establishment, including for customers, is sufficient, otherwise separate
restrooms for both men and women are required
b) Within the kitchen - at least one hand sink, provided that hand sink is within 25 feet of
all food prep areas, the 3 compartment sink and the dish machine. Two or more hand
sinks are required if there are separate rooms in the kitchen area (one hand sink per
room, provided that hand sink is within 25 feet of all food prep areas, the 3
compartment sink and/or the dish machine).
c) Within the bar area – a separate hand sink is required within the bar area, if present.
Hand sinks are fully functional and provide warm water
Single service soap and towel dispensers at all hand washing sinks
TIME AND TEMPERATURE RELATIONSHIPS
Note: It is important that you turn refrigerators and freezers on at least 48 hours and your hot-holding
equipment on at least 24 hours prior to your inspection.
Freezers maintained at 0°F or less
Cold holding equipment that holds potentially hazardous foods maintained at 40°F or less
Hot holding equipment that holds potentially hazardous foods maintained at or above 140°F
Equipment for cooling of potentially hazardous foods such as shallow pans, chill paddles, or
other rapid cooling equipment such as blast chillers are functioning
Equipment for reheating potentially hazardous foods to 165°F for 15 seconds functioning
PROTECTION FROM CONTAMINATION
Multiservice utensils are being washed and sanitized using one of the following methods:
a) by hand in a stainless steel 3-compartment sink with an attached drain board and grease
trap/ interceptor(wash-rinse-sanitize) – Note: each compartment must be large and
deep enough to completely submerge your largest piece of equipment or utensil that
is to be washed, rinsed and sanitized.
b) Test kit available to measure sanitizer
c) high temperature dish machine with rinse water reaching at least 180°F for 30 seconds
or a low temperature dish machine that conforms to NSF standards
Facility can maintain water at 110°F to 120°F (note: temperature requirement is higher than
hand sinks) at the 3-compartment sink
Faucet on the 3 compartment sink must reach all 3 compartments
A prep sink is highly recommended, though not required
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WATER / HOT WATER
Potable supply of hot and cold water is available and protected from backflow contamination.
Facility can maintain hot water of at least 120°F at all faucets (non-hand washing)
LIQUID WASTE DISPOSAL
All liquid waste properly drains to an approved and fully functioning sewage disposal system
All sinks drain properly
Floor drains and floor sinks are functioning properly
A separate mop/slop sink with a backflow preventer
VERMIN
Facility is free from insects and rodents
Outside doors and screen doors are in good repair and rodent proofed
Facility is constructed and maintained so as to prevent entrance of vermin
Air curtains are operating properly and in good repair
FOOD SERVICE SANITATION CERTIFICATE
At least one employee has a City of Chicago Food Service Sanitation Certificate if potentially
hazardous food is to be prepared, served or handled
GENERAL FOOD SAFETY REQUIREMENTS
Food items and food related products are protected from dirt, unnecessary handling, over-head
leakage, and other forms of contamination
Hazardous substances (e.g. chemicals, cleaning supplies) are properly labeled and stored
separately from food products
FOOD STORAGE / DISPLAY / SERVICE
Sneeze guards at consumer self-service operations
All food storage containers have lids
Food products are properly labeled
Shelving is a minimum of 6” off of the floor
Restrooms are not used for the storage of food, equipment, or supplies
EQUIPMENT / UTENSILS / LINENS
All equipment and utensils (e.g. stoves, grills, refrigerators, tables, sinks.) are clean and well
maintained
Inoperable equipment has been repaired, replaced or removed from the facility
Damaged or unapproved utensils have been repaired or replaced
Utensils are properly protected during storage
Exhaust ventilation installed above cooking equipments and filters are clean and well
maintained
Adequate lighting is provided throughout the facility
Light fixtures have approved safety covers (light shields or shatter-proof bulbs)
A thermometer, accurate to + or -2°F, is provided at each refrigerator and freezer
An accurate metal probe thermometer, suitable for measuring food temperatures, is readily
available Cleaning equipment and soiled linens are properly stored
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PHYSICAL FACILITIES
Plumbing is in good repair
All sinks are fully operable with hot and cold water at each faucet
Outside trash bin lids are closed
Outside premises and refuse areas are clean and well maintained
Toilet facilities are clean, well maintained and in good working order
All restrooms have ventilation/exhaust (or a window with a screen)
Self-closing doors in toilet and dressing rooms are working properly
Clothing and personal effects are stored separately from food products
Floors are clean, well maintained and in good repair
Walls, ceilings and windows are clean, well maintained and in good repair
There are no living quarters within the facility
SIGNS / REQUIREMENTS
Hand washing signs are properly posted
No smoking signs are properly posted
Customers are notified to obtain clean table ware when returning to self-service areas such as
salad bars and buffets
Consumer advisory is provided for ready-to-eat foods containing undercooked meat or raw egg
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