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GUIDELINES FOR PRODUCING A SPECIAL EVENT

THE CHICAGO DEPARTMENT OF CULTURAL AFFAIRS AND SPECIAL EVENTS AND THE DEPARTMENT OF BUSINESS AFFAIRS 
AND CONSUMER PROTECTION, HEREBY PROMULGATE THE FOLLOWING RULES AND REGULATIONS PURSUANT TO SECTION 
10-8-335 (P) OF THE 
MUNICIPAL CODE OF CHICAGO:

These rules and regulations are effective January 1, 2012.  They may be updated or changed at any time without notice.
All appropriate applications must be submitted in a timely manner.

No fee may be charged for admission to the public way in connection with any special event.  A financial donation may be 
requested. Signs must be posted at all of the entry points that clearly state that the donation is voluntary. 

Food vendors must be licensed if selling food.  In the event that food will be sold or sampled, at least one person from the 
organization (or sponsoring organization) per booth must have a Summer Food Festival Food Service Sanitation Certificate. 
Refer to page 8 for more information.

Liquor vendors must be licensed. The Local Liquor Control Commissioner determines whether to issue a special event liquor 
license.  Issuance of a Special Event permit does not ensure issuance of liquor licenses.  Approval of a special event does 
not include approval of a liquor license.  Only beer and wine can be sold at special events; no other alcoholic beverages can 
be sold. Refer to page 11 for more information.

Chicago Transit Authority Notification.  All organizers are required to notify CTA prior to the event (if on CTA bus route).

If merchandise other than food or liquor is sold at an event, the event organizer must obtain an “Itinerant Merchant License”. 
Refer to page 11 for more information.

Adequate sidewalk passage and fire lanes must be open at all times. NO BOOTH, TENT, TRAILER, ETC. MAY BE PLACED ON 
SIDEWALK OR FIRELANE.

Failure to adhere to the guidelines for producing a special event will result in citations being issued.

GUIDELINES FOR THE SPECIAL EVENT PERMIT APPLICATION

NOTE: BLOCK PARTIES DO NOT REQUIRE SPECIAL EVENT LICENSES. HOWEVER, YOU ARE REQUIRED TO CONTACT YOUR 
ALDERMAN FOR A PERMIT. BLOCK PARTY PERMITS WILL NOT BE ISSUED TO COMMERCIAL ENTERPRISES. BLOCK PARTIES 
DO NOT RECEIVE CITY SERVICES.

Please read the following information carefully and obtain all the necessary permits and licenses for your Special Event.     

GENERAL EVENT INFORMATION
A.	 An organization (i.e. church, non-for-profit, for-profit) is required to obtain Special Events licenses to conduct any 	
		  outdoor festival, street fair or carnival located on the public way or outdoors on private property.
B.	 Each organization must submit a Special Event Permit Application 45 days prior to the event.  Additional Special Event 	
		  Permit Applications must be submitted for multiple events. A late filing fee will be assessed to any application 
		  submitted that does not meet the advanced day requirement. 
C.	 All applications must be completed in their entirety.  Any changes to the application after it has been submitted begins a 	
		  new 45 day timeline.
D.	 A Certificate of Insurance for $1,000,000 Commercial General Liability, naming the City of Chicago as an Additional 	
		  Insured, must be attached Special Event Permit Application. The Certificate Holder is the City of Chicago, City Hall, 
		  Room 806, 121 N. LaSalle Street, Chicago, IL 60602. (The Organization's existing insurance policy may be utilized to
		  meet this requirement.)

															                     (Guidelines for the Special Event Permit Application continued on next page )
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(Guidelines for the Special Event Permit Application continued from page 1)

E.	 Only fill out the sections that pertain to your event although all organizations must fill out the General Information, 	
		  Security Plan and Site Plan sections of the Special Event Permit Application.
F.		 A receipt will be issued upon submission of the Special Event Permit Application. This receipt does not ensure approval 	
		  of your event.	

CHICAGO DEPARTMENT OF TRANSPORTATION
GUIDELINES FOR STREET CLOSURES AND USE OF PUBLIC WAY

A certificate of commercial general liability insurance with not less than 1,000,000 in limits for bodily injury, personal injury 
and property damage liability is required for any street closure or use of public way.  The policy must name the City of 
Chicago as an additional insured and indemnify and hold the City harmless from any action.  The certificate holder will be 
the City of Chicago, City Hall-Room 905, 121 North LaSalle Street, Chicago, Illinois 60602.  A copy of this policy and a $25 
fee per street per day are required for a street closure permit.  A copy of the Certificate of Insurance submitted with the 
Special Event Permit Application can also be utilized for the street closure permit.  A $25 fee per street per day is required 
for a street closure permit.  City reserves the right to demand/require additional traffic aides/personnel to assist with traffic 
control.  All events on a city boulevard must contact Ken Martin, Department of Infrastructure Management Public Way 
Permit Section, at (312) 744-1863.  A site plan must be faxed to Ken at (312) 744-6438 for review and approval.

For athletic events, all routes must be measured by the event coordinator and a Chicago Department of Transportation 
(CDOT) Athletic Application must be submitted to Room 905 in City Hall. 

The proposed traffic and reroute plan must be attached to your Special Event application and must be in written form with 
directions.  A map may be submitted with the application, but will not serve as a substitute to the written route.  

Separate permits must be obtained from the Permit Division, Room 905, City Hall for reviewing stands, exhibits in the public 
way, etc. Reviewing stands must not be placed within an intersection. Parades proposed for a downtown location are not to 
exceed two hours and fifteen minutes.

A street closure in an area where there is a public garage, tenant indoor parking or off-street activity requiring driveway 
access will require a mechanism for entry, security, and a ten foot fire lane.

In addition to permitting detour signs and barricades are required for all street closures. Street closures for all Special Events 
must be cordoned off with Type III barricades.  Applicants must provide all Type III barricades.  The City of Chicago will not 
provide barricades for street closures.  Type III barricades must extend completely across a roadway and its shoulders or from 
curb to curb.  Where access is provided through the Type III barricade, responsibility should be assigned to a person to 
assure proper closure. The applicant or organization must supply proof that they have obtained the proper number of Type III 
barricades needed to comply with the terms and conditions of the federal law.

All businesses located on the street to be used or closed must be notified of the event dates and times.
	
Street closure permits may be issued for no longer than 14 days.  When filling out the Street Closure application make sure 
to include set-up and tear down times as well as all locations and times for loading in and out.

The following will be taken into consideration when issuing a street closure or use of public way permit:
• public health or safety
•	the previous issuance of a permit for another event, public assembly or similar event at the same location
• the proximity of another event in the area at the same time
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GUIDELINES FOR ERECTION OF TENTS OR CANOPIES

A tent is defined as a temporary structure covered with canvas or similar lightweight material and enclosed on one or more 
sides. It is supported by poles, stakes, beams, ropes or cables (non-combustible). A canopy is defined as a temporary porta-
ble structure covered with canvas or similar lightweight material and open on all sides. It is supported by poles, stakes, 
beams, ropes or cables (non-combustible). 

Prior to erecting temporary tents or canopies greater than 400 square feet at events open to the public, appropriate permits 
and licenses must be obtained. Unless otherwise stated all requirements listed below shall apply to both tents and canopies.

1.	 Application for a building permit must be submitted to the Department of Buildings (DOB) located in Room 906, 
City Hall. All canopies shall comply with rules and regulations issued by the Commissioner of Buildings and with all of 
the following:
	 A. 	Submittal requirements by tent or canopy size:
		  1. 	 All tents and canopies exceeding 400 square feet in area must be erected by a    tent erector licensed by 	
			   the city.  The structural calculation short form may be used with drawings by a tent erector or owners.
		  2.	 Plans for tents and canopies exceeding 600 square feet in area must also have drawings stamped by a 
			   licensed architect or structural engineer. Exit and emergency plans including signs and lighting shall be 
			   submitted for tents. The structural calculation short form may be used, as long as tributary area does not 
			   exceed 600 square feet.
		  3. 	 Applications for permits for tents and canopies exceeding 4,000 square feet in area must also be submitted 
			   exclusively by the company responsible for the erection. The complete structural calculation(s) are required.
	 B. 	 The application for permit shall be accompanied by:
		  1.	 Three sets of plans showing the size, construction, fabric type, location on the property, distance from existing 
			   building(s), and length of time to be in use. If fixed seating is provided, also show the number of rows, the 
			   location and width of aisles and exits, and the maximum seating capacity in each section. The location of toilet 
			   facilities shall be noted. (Accessibility required per I.A.C./A.D.A)
		  2.	 Wind resistance calculations demonstrating compliance with requirements of section 13-52-310 of the Chicago 
			   Building Code. (See insert short or complete structural calculations sheets pages X-X.) Statement that canopies/
			   tents will not be used if winds are forecasted to exceed 30 mph.
		  3.	 A certificate of fire resistance executed by an approved recognized testing laboratory certifying that such tent is 	
			   flame proofed in accordance with the National Fire Protection Association's Standard NFPA 701. If the flame 	
			   proofing is not of the permanent type, the certificate shall be dated within 360 days preceding the last date of 	
			   intended use. If the tent is certified as having been rendered permanently fire resistant during manufacture, or is 	
			   made of an inherently fire resistant fabric, then the certificate of fire resistance may be dated not earlier than 	
			   seven years before the date of intended use.
	 C. 	 Tents and canopies shall be located not less then 20 feet from any other building or structure. However, where a 	
		  covered passageway is desired, connection to a permanent building may be by means of an open-sided canopy. 	
		  Such canopies may be attached to a building on one side along the long dimension of the canopy. (per I.A.C./A.D.A.)
	 D. 	Temporary toilet facilities shall be provided in accordance with the provisions of Section 13-68-1390 of the Chicago 	
		  Building Code. (30 mph)
	 E. 	 The Commissioner may issue a conditional permit for a structure not fully meeting the wind resistance requirements. 	
		  This allows the structure to be used only below a specified maximum wind velocity.
	 F. 	 The certificate of fire resistance shall indicate the type of fabric, compliance with NFPA 701, and each tent's unique 	
		  registration number. Each tent placed in service after 7-13-94 shall bear permanent identification of all the above 	
		  information. Not withstanding any certificate, the Deputy Commissioner in charge of the Bureau of Fire Prevention 	
		  may at any time submit the tent or canopy fabric to field testing as specified in NFPA 701. Fabric that fails the field 	
		  test shall not be used.
	 G. 	 Exit facilities shall comply with all applicable requirements for assembly units for tents. Canopies with seating shall 	
		  also comply. Exit capacity shall be calculated at 70 persons per unit of exit width.
	 H. 	Exit directional sign and emergency lighting shall be provided for all tents exceeding 600 square feet in area that 	
		  have interior partitions and will be in use for longer than 48 hours. Such tents shall be provided with an Emergency 	
		  Lighting System II as defined in Section 18-27-700.21 and 4(13-96-490) (g) CBC. Exit and emergency plans for 	
		  tents exceeding 600 square feet shall be provided for review by the Fire Prevention and Electrical Inspection 		
		  Bureaus, and shall be approved prior to use of the structure.
	 I. 	 Standard fire extinguishers, as defined in Section 15-16-62, shall be conspicuously located at each tent exit.
	 J.	 Liquefied petroleum gas tanks shall not be permitted inside or within ten feet of either tents or canopies. 
	 K. 	 Building permits for tents and canopies shall be limited to a period of 60 days.
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	 L. 	 The architectural building permit fee for each tent or canopy - if no fee waiver is provided: 
		  (Fees are subject to change) Architecture Fee: Based on the square footage of the tent Zoning Fee $75.00
2. 	No tent or canopy may be used until it has passed inspection. Following the submission of an application for a 		
	 tent or canopy over 600 square feet in area, the applicant must request and schedule a team inspection by the 		
	 Building and Fire Departments. Institution Section, 120 N. Racine. Telephone: (312) 743-7200
3. 	Public Places of Assembly require an Occupancy Placard that may be obtained by filing a separate application. 		
	 Department of Buildings, 120 N. Racine, Chicago, Illinois 60607 or call Department of Buildings, Certificate of 		
	 Occupancy at (312) 743-3535
4. 	Electrical work requires a separate Electrical Permit before work starts. All electrical wiring shall be secured in 		
	 accordance with the provisions of Section 14-12-270. The application must be submitted on-line by a licensed 		
	 supervising electrician at www.cityofchicago.org/buildings
5. 	Mechanical Rides Permit Applications must be submitted to the Elevator Inspection Section, Room 900, 
	 City Hall.	 Telephone: (312) 744-3498, WEDNESDAYS ONLY.
6.	 If the tent or canopy is on the Public Way, a City Council Order must be obtained. 
7.	 An approval letter from the Alderman must be attached with the application. Contact the Alderman of 
	 the ward in which the tent is to be located. 

Your tent or canopy will fall into one of five categories for Buildings permits:
1.	 You do not need a Building Permit if your tent or canopy has an area of 400 square feet or less.
2.	 If your tent or canopy is between 401 and 599 square feet, you need a Building Permit, but you can use a short form 	
	 application and abbreviated process. (See handout - Tents and canopies between 401 - 599 Square feet.)
3.	 If your tent or canopy is 600 square feet or greater, there are additional Building Permit application requirements. (See 	
	 handout - tents and canopies over 600 Square Feet)
	 Multiple tent or canopies which are connected will be categorize by the total "under canvas" of the connected structures.
4.	 If your tent or canopy is intended to be in the same location and of the same size, per the previously issued permit – the 	
	 new permit can be reinstated.
5.	 Renewal of a permit for an erected tent or canopy, for which the maximum 60 day period is to expire, follows the same 	
	 requirements as a reinstatement of a permit and the full fee assessment applies. (See handout Reinstatement process.)

If your tent or canopy is to be located in a landmark District, permission must also be obtained from the Landmarks Division 
of the Department of Planning and Development, 30 N. LaSalle 16th floor (312) 744-3200.

Park District Use Permit is required if a tent or canopy is erected on Park District property (312) 742-5369.

REINSTATEMENT PROCESS (Tents must be same size, location, and event as the original permit, no other additional tents 
allowed under reinstatements)

1. Examiner checks all required documents for accuracy and completeness:
    	  Application completed in blank ink
    	  Certificate of Flame Resistance - No older than one year
    	  Alderman's letter (must be original)
    	  Organizer's letter
    	  Copy of previous year's permit
    	  Submittal of Fee Waiver (if any)

All reinstatements to be submitted to Debra Vallone, Department of Buildings (DOB) - Room 906 (312) 744-8876. 

The architectural building permit fee for each reinstatement - if no fee waiver is provided: (Fees are subject to change)
Architecture Fee: 	 25% of the original cost
Zoning Fee: 		  $75
Reinstatement Fee: $50

TENTS AND CANOPIES OVER 600 SQUARE FEET

Step 1 	 Examiner approves application for processing (signed and sealed drawings if necessary)	 in Room 906, DOB.
Step 2 	 If applicant's project is in a Landmark District, applicant must go to the Landmark Division of the 		
			   Department of Construction and Permits to receive a letter allowing the	applicant to continue the processing.
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Step 3 	 Applicant taken to Zoning - approved application to Line 3b to have data entered in	 computer and to have a 	
			   tracking number assigned to the application.
Step 4 	 Applicant returns to Examiner for processing.
Step 5 	 The architecture examiner takes the application to the Structural examiner. The applicant will be advised 		
			   when and where to return for the completion of the review.
Step 6 	 The examiner will hand carry the application package to Fire prevention after structural engineer examines 
			   the plans.
Step 7 	 Electrical application is required if applicable:
			   A. The structure will be up for 48 hours or more
			   B. There are electrical devices or new wiring.
Step 8 	 Examiner gives final approval of application and applicant is notified by telephone that	 his permit is ready for 	
			   issuance. All questions regarding the erection of tents or canopies can be directed to the Department of 		
			   Buildings (DOB) Customer Service at (312) 744- 3449 or (312) 744-6488. Tent Reinstatements call 
			   (312) 744-8876.

Applications for tents will about 10 business days to process. If structural review is required an additional 5 busi-
ness days are needed. All questions regarding the erection of tents or canopies can be directed to the Department of 
Buildings (DOB) Customer Service at (312) 744-3449 or (312) 744-6488.  Tent Reinstatements call (312) 744-8876

DEPARTMENT OF ANIMAL CARE AND CONTROL
GUIDELINES FOR USING/DISPLAYING ANIMALS

If animals will be involved in the event, either as part of a parade, petting zoo, children's ride, etc., the event coordinator 
will be required to obtain an Animal Exhibition License from the Department of Business Affairs & Consumer Protection for 
info call (312) 74GO-BIZ, identify the type and number of all animals the applicant intends to have at the parade, public 
assembly or athletic event; a health certificate for each animal to be used; the name of the attending local veterinarian who 
shall provide for any sick or injured animals; and a copy of the handler's Federal Exhibitor's license for any animal identified 
in the Illinois Dangerous Animal Act.

To protect the health and safety of the public, employees of the Department of Animal Care are authorized to inspect 
animals prior to their use in activities upon the public way and to prohibit the use of animals found to be diseased or 
unhealthy, or which pose a danger to public health and safety.  For more information and application call the Department 
of Business Affairs and Consumer Protection at (312) 74GO-BIZ.

DEPARTMENT OF STREETS AND SANITATION
GUIDELINES FOR CITY SERVICE REQUESTS

CITY SERVICES AND OVERTIME CHARGES
City services may be provided by the Department of Streets and Sanitation during regular city working hours but will be 
subject to availability.  Services from the Department of Streets and Sanitation may include posting of NO PARKING signs, 
towing, refuse drums (maximum of 50 drums), recycling drums, street sweeping & refuse collection (limited to after the event 
only).  No weekend or holiday refuse collection or street sweeping unless organizer assumes the overtime cost.  The City will 
not provide blue barricades, Type III barricades, electrical generators, and electrical services for carnival rides or cooking equip-
ment.

Note that all vehicles that have been towed from event locations posted with NO PARKING signs will be impounded and 
strictly enforced.  Owners of such vehicles will be required to redeem their vehicle from the City of Chicago Auto Pound.

   

									         (Guidelines for City Service Requests continued on next page )
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(Guidelines for City Service Requests continued from page 5)

Event organizers can also hire qualified private contractors for set-up and event needs, provided that all Building and 
Municipal Codes are met and all necessary permits issued in time.

The following "Rate Chart" is for planning purposes only.  Organizers MUST call Streets and Sanitation at (312) 744-1912 to 
schedule a meeting more than 45 days in advance to determine actual city services availability and final costs.

CITY SERVICE PRICE SCHEDULE OF OVERTIME RATES 
FOR NEIGHBORHOOD FESTIVALS, PARADES AND ATHLETIC EVENTS (Evenings and Weekends)

	 Service							     Evening & Saturday Rate			   Sunday and Holiday Rate
											          (Time and a half)				    (Double Time)

	 Posting of No Parking Signs	 $40.17 per hour/laborer				   $53.56 per hour/laborer

	 Towing							      $43.43 per hour/driver/laborer			   $57.90 per hour/driver

	 Refuse Collection		  $40.17 per hour/laborer				   $53.56 per hour/laborer
											          $43.43 per hour/driver				    $57.90 per hour/driver

	 Street Sweeping		  $43.43 per hour/driver				    $57.90 per hour/driver

	

CONDITIONS:
1. 	 There is a four-hour minimum for all services.
2. 	 Equipment and services above is subject to availability.
3. 	 Prices are subject to change without notice.
4. 	 Reimbursements must be pre-paid to the City of Chicago by certified check at least one week before date of event.
5. 	 The rates mentioned above do not apply to the Jumping Jack Program. 
6. 	 For Police overtime at Sporting Events, call (312) 744-7430.

*Prices and services are subject to change without notice.

Chicago Department of Cultural Affairs and Special Events 2012 Resource Guide	 Page 6 of 16



DEPARTMENT OF STREETS AND SANITATION
GUIDELINES FOR RECYCLING AT A SPECIAL EVENT

All special event organizers shall implement an effective recycling program at each licensed event. 
Cooperation and coordination among all vendors, merchants, and organizers is important to ensure the successful separation 
and collection of recyclable materials at your events.  As the organizer, it is essential for you to communicate the recycling 
program to everyone involved.

If your event receives garbage collection from the City, you are required to incorporate Blue Bag Recycling into 
your collection service.  When the Department of Streets and Sanitation delivers your black garbage drums they will also  
deliver recycling equipment including blue bags.  The blue bags are to be used for recycling only.  The recycling plan for 
special events must include the following:

BLUE BAG RECYCLING OF BEVERAGE CONTAINERS FOR THE PUBLIC:
Your event is required to offer Blue Bag Recycling for aluminum cans, steel cans, glass bottles and plastic bottles.  The City 
will provide you with the necessary materials and blue bags for the collection of this material for recycling.

BLUE BAG RECYCLING OF PAPER MATERIAL FOR THE VENDORS:
Paper material generated by vendors such as cardboard boxes, pamphlets and promotional pieces need to be gathered and 
recycled.  The City will not provide the event with recycling containers for this material; however you are still required to set 
up a program for recycling these items.  As the event organizer you can require vendors to bundle their cardboard and paper 
and take it back to their place of business or you can handle the paper for them.  Additional blue bags may be requested for 
this purpose.

If you contract with a private waste hauler for garbage collection, you must implement a recycling program in 
accordance with Chapter 11-5 of the Chicago Municipal Code.  The code requires the recycling of three materials.  For 
example cardboard boxes, plastic bottles and metal cans are all acceptable.  Organizers need to coordinate with their private 
haulers to determine what materials will be recycled and the method of collection.
 
ORGANIZER RESPONSIBILITIES:
1.	 Determine types of recycling materials at your event;
2.	 Contract or arrange for garbage and recyclables collection services;
3.	 Implement effective public way recycling for cans and bottles;
4.	 Work with your vendors to coordinate paper material recycling collection; and
5.	 Monitor recycling during the event.

If you have any questions, or would like a review of your recycling plan, call the Department of Streets and Sanitation 
Recycling Hotline at 312-744-1614.

GUIDELINES FROM THE POLICE DEPARTMENT

The following points must be considered regarding Special Events:
1.	 Contact the Commander of the district where the event is being held and schedule a meeting with his/her representative.
2.	 Be prepared to discuss location, time, and anticipated problems and give the Commander the Special Events Police 
		  District Commander's Review Letter to fill out.
3.	 Attempt to locate the event at a site with adequate parking for patrons.
4.	 Maintain a traffic lane for emergency vehicles.
5.	 Designate individuals to monitor the conduct of patrons.
6.	 Individuals acting as monitors should wear some type of identification, such as: a badge, armband, jacket, or cap.
7.	 You must submit a SITE PLAN and a SECURITY PLAN, if applicable, that lists private security firms or individuals 
		  associated with the event who are acting as security guards.
8.	 Designate a location on the festival grounds as a "Command Post."
9.	 Establish a communications system between monitors and command post (two-way radio).
10.	Designate a responsible individual to act as a liaison between festival sponsors and city departments, such as the 	
		  Chicago Police Department, Chicago Fire Department, Department of Streets and Sanitation, Chicago Department of
		  Cultural Affairs and Special Events, etc.
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CHICAGO DEPARTMENT OF PUBLIC HEALTH
GUIDELINES FOR FOOD HANDLING AT OUTDOOR SPECIAL EVENTS

The Food Vendor Application must be submitted twenty (20) days prior to your event.  A copy of a current (within 6 months) 
passing Sanitation Health Inspection Report that is not older then 6 months is required for each vendor.  An organizer of the 
event must attend a mandatory class given by the Department of Health before submitting any applications.  The Application 
will be reviewed and then forwarded to the Department of Public Health for its approval. The Chicago Department of Cultural 
Affairs and Special Events will contact you when you can pay the license fee at the Department of Business Affairs and 
Consumer Protection, Room 805, City Hall and pick up the license.  Please note that the permit will not be available on the 
day that you submit your application(s). The fee is $125 per vendor. The license must be displayed at the licensed location 
for the duration of the event.

Only those potentially hazardous foods requiring limited preparation, upon approval of the Health Department, shall be 
prepared or served.  All unapproved menu items that are offered to the public may be destroyed, and the vendor's permit 
to operate will be suspended.

A Special Event Food License may be issued by the Mayor for any event for a period not to exceed 11 consecutive days.  It 
is illegal to operate a temporary food establishment without such a license.  These temporary food establishments 
must meet the requirements of these rules and regulations related to the operation of temporary food establishments.  The 
Health Officer may prohibit the sale of some or all potentially hazardous foods, or may waive or modify requirements of these 
rules and regulations when in his opinion a health hazard is not likely to result from such modification.

The Department of Public Health may, without warning or hearing, suspend any permit to operate a special retail food estab-
lishment, if the permittee: does not comply with the requirements of these rules and regulations; fails to correct violations 
of these rules and regulations within the time frame specified in an inspection report; or fails to comply with the lawful direc-
tives of the Health Officer.  The Department of Public Health shall suspend the permit of a special retail food establishment 
whenever the operation constitutes a substantial hazard to public health.  The permit suspension is effective upon service 
of written notice.  When a permit is suspended, the food service operations shall immediately cease.

Without exception, at all times food is being handled, a person who has completed the Summer Festival 
Sanitation training for the current year must be present at the booth, with his original certificate.  Operations 
without such supervision shall be immediately suspended.

1.	 FOOD
		  A.		 All food shall be clean, wholesome, free from adulteration and misbranding.
		  B.	 All food and drink sold or served must originate from licensed food sources.
		  C.		  All fruits and vegetables, for cooking and ready-to-eat, must be washed with clean drinking water prior to service.
		  D.	 No food or drink cooked or prepared in the home or other unlicensed facility (home canning and baking included) 	
				    will be allowed to be sold, served or given away.
		  E.		 Only clean drinking water, such as commercially bottled drinking water, may be used for food preparation tasks, 	
				    cooking, cleaning and hand washing.
2.	 CONTAINERS AND LABELS
		  A.		 All beverages must be sold in the original container or from dispensers filled in licensed facilities. Food not in an 	
				    original container shall be properly labeled.
		  B.	 Milk for drinking purposes shall be dispensed from an unopened,  commercially filled package, not exceeding one 	
				    pint in capacity.
3.	 FOOD PROTECTION
		  A.		 All food must be shielded from the public with some type of protective covering, such as a sneeze guard or be dis	
				    played at least six (6) feet from the public to prevent malicious handling or contamination.
 		  B.	 Customer self-service is prohibited.
		  C.		  All perishable foods shall be stored in a manner to protect against spoilage.  Refrigeration is required. Cold packs, 	
				    ice and dry ice are also recommended.  Hot holding facilities are required.
				    1.	 All potentially hazardous foods requiring refrigeration must be maintained at an internal temperature of 40o F or 	
						      below.
				    2.	 Hot foods, after appropriate cooking, shall be kept hot (>140o F) until served.
				    3.	 Precooked food (permitted only from licensed facilities) must be rapidly reheated to at least 165o F prior to hot 	
						      holding or service.
	
														                   (Guidelines for Food Handling at Temporary Food Service Events continued on next page )
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(Guidelines for Food Handling at Temporary Food Service Events continued from page )

		  D.	 Ice shall be obtained from a licensed commercial source in either chipped, crushed or cubed form and shall be 	
				    received in single use closed bags.  Ice must be stored in clean and sanitized storage containers which are self-	
				    draining. The ice must be protected from dust, insects and other potential contaminant’s.
		  E.		 All food shall be stored off the ground (e.g. on pallets or shelves 6" above ground) and shall be covered to prevent 	
				    contamination by dust, insects, rain and other contaminant’s.
		  F.		 Storage of food in undrained ice is prohibited, except that cans of non-potentially hazardous beverages (e.g. soft 	
				    drinks, beer) may be so stored when the water contains at least 100 ppm chlorine (1 tablespoon household bleach 	
				    per gallon of water) and is changed at least twice daily or more if needed to maintain the chlorine sanitizer at that 	
				    level. Chlorine test steps shall be provided at each booth to test that the chlorine in the water is at least 100 ppm.
		  G.	 The food preparation area shall be sanitized after each use to minimize cross-contamination.  
		  H.	 Frozen potentially hazardous foods shall be thawed in a mechanical refrigerator (40o F or below), or in cold running 	
				    potable water at a licensed facility, or cooked frozen.
		  I.		 All potentially hazardous foods must be cooked to the required internal temperature.  Improperly cooked product will 	
			   be disposed of.
				    1.	 Preheated cooked foods, poultry and stuffed meats shall be cooked to an internal temperature of 165o F.
				    2.	 Pork and hams-155o F.
				    3.	 Beef-155o F.  Ground meat for hamburgers, etc, and other comminuted meat products shall be cooked to an 	
						      internal temperature of 155o F.
		  J.		 Condiments (e.g. catsup, mustard, sugar, etc.) shall be individually 
				    packaged or dispensed from a container, such as a squeeze bottle or pump dispenser, which protects the condiment 	
			   from contamination. Other condiments such as chopped onions, pickles, hot peppers, etc., shall be dispensed from 	
				    containers with self-closing lids.
		  K.		 No bare hand contact with ready-to-eat foods.  All food and ice shall be handled with scoops, tongs, spoons, deli 	
				    paper or other appropriate utensils.  Ice shall not be hand-dipped or dispensed by dipping into the ice with a glass 	
				    or cup; ice tongs or scoops are required.
		  L.		 Serving utensils shall be stored either:
				    1.	 In food with the handle extending out of the food;
				    2.	 Stored clean and dry;
				    3.	 Stored in a water solution containing 100 ppm chlorine that is changed at least twice daily or more often to 	
						      keep both the water and containers clean.
		  M.	 All potentially hazardous foods must be removed from the booth at the end of the day. Foods requiring refrigeration 	
				    overnight (at 40o F or below) must be stored in shallow containers (>2 inches or less) within the monitored  
				    refrigerated vehicles at the site or stored at the originating licensed retail food establishment.  Leftover prepared 	
				    foods must be properly disposed of at the end of each day.  No reservice of leftovers is permitted.
		  N.	 Each mechanically refrigerated unit shall be provided with a  thermometer which is accurate to plus or minus 2o F.
		  O.	 Each stand that serves potentially hazardous foods shall have and use a metal stem-type food thermometer 
				    to assure the attainment and maintenance of the temperature requirements.This thermometer shall be numerically 	
				    scaled in 2o F increments from at least 0o F to 185o F, and be accurate to plus or minus 2o F.
4.	 PERSONNEL PERSONAL HYGIENE
		  A.		 The following individuals shall NOT work in a food establishment:
				    1.	 Personnel with infected cuts, burns, or boils on their hands or arms, and/or
				    2.	 Personnel with diarrhea or who are carriers of a food-borne pathogen, and/or
				    3.	 Personnel with respiratory infections.
		  B.	 Fingernails shall be cleaned and trimmed; excessive jewelry shall not be worn.
		  C.		 Hands and arms shall be washed with clean water and soap, before starting work, after using the toilet, handling 		
				    money, handling raw products, coughing and sneezing and as frequently as necessary to maintain clean hands and arms.
		  D.	 Hand washing facilities shall be provided and used in each facility.  The minimum acceptable arrangement shall be a 	
			   handwashing station, potable water, soap, and paper towels. Common towels are prohibited.
		  E.		 Personnel shall wear clean outer clothing.  No sleeveless shirts, such as tank or halter tops, are permitted.
		  F.		 Personnel shall wear effective hair restraints, such as hairnets or billed "baseball caps" where the hair is covered and 	
			   contained.  Visor caps or hair spray are not considered adequate.  Mustache or beard restraints shall be used for 	
				    any facial hair exceeding one (1) inch in length.
		  G.	 Eating, smoking or other use of tobacco is prohibited in the food  preparation area.
5.	 FOOD EQUIPMENT
		  A.		 Only single-service customer utensils (forks, spoons, knifes, cups and plates) shall be provided to the customer.  
				    No single-service article may be reused.

														                   (Guidelines for Food Handling at Temporary Food Service Events continued on next page )
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(Guidelines for Food Handling at Temporary Food Service Events continued from page 9)

		  B.	 Single-service articles shall be stored off the ground and protected from contamination in storage and dispensing. 	
				    The utensils shall be dispensed handle-first from containers.
		  C.		  Single-service cups shall be dispensed from an approved tube dispenser or from the original plastic shipping wrap 	
				    surrounding each stack of cups.  The cups shall be dispensed in a manner that prevents contamination of the 
				    interior or exterior lip of the cup.
		  D.	 On-site dishwashing is not permitted; vendor must supply enough sanitized cutting boards and utensils to meet the 	
				    daily needs.  All dirty utensils and equipment must be taken to a licensed facility for washing, rinsing and sanitizing.
		  E.		 Food contact equipment and surfaces shall be smooth, easily cleaned, non-absorbent, in good repair, and of food-	
				    grade material. Chipped or glazed enamelware, galvanized surfaces, and non-food grade wood surfaces (i.e. not 	
				    an approved wooden cutting board) are not approved food contact surfaces.  Wooden daubers are prohibited.
		  F.		 Cooking surfaces shall be cleaned at least once a day, and more frequently if needed.
		  G.	 Wiping cloths used for cleaning food contact and non-food contact surfaces shall be kept clean and stored in sepa-	
				    rate, clearly labeled containers.  These containers shall contain a sanitizing solution of 100 pp 
				    chlorine (1 tablespoon per gallon of water).  The water shall be changed every four (4) hours during operation.
6.	 WASTE
		  A.		 Waste water-a minimum of one 55-gallon drum open at one end covered with tightly fitted 1/4" mesh screening 	
				    shall be required of each vendor to receive food preparation waste water.  Additional drums may be necessary for 	
				    large operations. Each waste water drum (including beer icing barrels) shall be pumped out nightly by a contractor 	
				    who has vacuum truck equipment.  The accumulated water must be delivered to the Metropolitan Water 		
				    Reclamation District for Disposal.  Do not dispose of this waste water in the public sewers at the site.
		  B.	 Cooking oils and grease-Each vendor who performs deep-frying  shall be required to provide one (1) open end 55 	
				    gallon drum with a solid lid in which all generated waste oil and grease will be disposed of. This waste must be 
				    collected nightly by a grease rendering contractor for proper disposal. Do not dispose of this waste grease in the 	
				    public sewers at the site.
		  C.	 Charcoal ash-any vendor who operates a charcoal fire cooking table shall be required to provide one open end 55 	
				    gallon drum with a tightly fitting lid for ash disposal.  Additional drums may be necessary as the ash 	is not collected 	
				    until the end of the event to minimize the residual fire potential.
		  D.	 Container identification-each vendor's drums purpose shall be clearly marked on its side and each shall be color 	
				    coded as follows:
				    1.	 Blue-waste water
				    2.	 Black-grease
				    3.	 Red-charcoal/ash waste
				    4.	 Yellow or brown-trash
7.	 BOOTH CONSTRUCTION
		  A.		 The walls and ceiling shall be made of wood, canvas or other material which protects the interior from the weather.     
		  B.	 All wood framing shall be freshly painted so that it is easily cleaned and non-absorbent.
		  C.	 The flooring of the booths shall be covered with a minimum of one layer of double-faced Kraft box board material. 	
				    Food- and grease-stained segments shall be replaced on a daily basis as a minimum or more often as needed.  
				    Any water soaked material shall be replaced immediately.  Sufficient quantities of box board should be immediately 	
				    available to accomplish this requirement.
8.	 TOXIC MATERIAL
		  A.		 No toxic material or chemicals shall be stored in or around the food service area.  Any chlorine solution container, 	
				    when used, must be properly labeled and handled under the direct supervision of the Summer Festival Certificate holder.
9.	 MANDATORY SANITATION SEMINAR
		  A.		 You must attend a sanitation seminar and become certified.  You can contact the following organizations:
				    1.	 HAROLD WASHINGTON COLLEGE Hospitality Programs							     
						      30 East Lake Street, Room 1105-A, Chicago, Illinois 60601; (312) 553-5800 or (312) 553-5960		
						      $30 non-refundable fee
				    2.	 ILLINOIS RESTAURANT ASSOCIATION
						      200 North LaSalle Street, Chicago, Illinois 60601; (312) 787-4792
						      Member $25/Non member $30
				    3.	 SAFEDINING ASSOCIATION			
						      205 W. Randolph, Chicago, Illinois 60601; (630) 434-0588		
						      $35 registration fee

If there are any questions or a pre-event consultation is needed, please contact the Food Protection Division of the Chicago 
Health Department at (312) 746-8030.
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DEPARTMENT OF BUSINESS AFFAIRS & CONSUMER PROTECTION
GUIDELINES FOR ITINERANT MERCHANTS

The event organizer is required to complete the Itinerant Merchant application.  Along with the application the orga-
nizer must submit a list of the participating vendors* which includes the vendors name, address, Illinois Business Tax 
Number and a description of the productions to be sold.  The application and the vendor list must be submitted to the 
Chicago Department of Business Affairs & Consumer Protection 7 days prior to the event.  A license will then be 
issued to the organizer covering the participating vendors for the length of the event (up to 14 days).  
The fee is $25.00 per vendor.

*Participants who are only exhibiting and not selling need not be included.

LOCAL LIQUOR CONTROL COMMISSION
GUIDELINES FOR SPECIAL EVENT LIQUOR VENDORS

The Special Event Liquor License Application must be submitted to the Chicago Department of Cultural Affairs and Special 
Events twenty (20) days prior to the event.  Each for-profit liquor vendor must be a licensed liquor retailer in the City of 
Chicago and State of Illinois.  Corporations or non-profit organizations applying for a Special Event Liquor License must be in 
good standing with the State of Illinois Secretary of State for the duration of the event.  The vendor will be required to 
provide proof of good standing at the request of the Local Liquor Control Commission. Under special circumstances, 
the Local Liquor Control Commission may request a meeting with an event coordinator.

The following is a broad outline of the liquor license process:
1.	 Applicant must obtain State of Illinois Liquor License application from the Illinois Liquor Control Commission at the 	
		  Thompson Center, 100 W.  Randolph, Suite 7-801.
2. 	 For-Profit Applicants Only - Applicants must obtain "City of Chicago Special Event-Liquor License Application" from the 	
		  Chicago Department of Cultural Affairs and Special Events.
3.	 Applicant submits state application (and City of Chicago application, if applicable) with supporting documentation (listed 	
		  below) to Chicago Department of Cultural Affairs and Special Events.
4.	 After applicant submits completed application(s) with all supporting documentation, Chicago Department of Cultural Affairs 
		  and Special Events will review the application and affix a stamp and route the application to Local Liquor Control Commission.
5. 	 Local Liquor Control Commission will review the application and supporting documentation.
6. 	 If approved, for-profit entities will pay $150 per licensee to Department of Business Affairs and Consumer Protection, 
		  Room 805 at City Hall, and receive a City of Chicago Special Event Liquor License which must be displayed at the 
		  licensed location at all times for the duration of the event.
7. 	 If approved, both for-profit and not-for-profit entities will pay a fee to Illinois Liquor Commission and receive a state liquor license.

Supporting documentation (required for each application) includes:
	 		 The State of Illinois Liquor License application			 
	 		 Copy of Alderman's Acknowledgement
	 		 Copy of Police District Commander's Acknowledgement	
	 		 Copy of site plan (showing # Beer/Wine booths)
	 		 Copy of security plan (Should detail how the organizer will prevent the sale of alcohol to minors, over consumption, list 	
		     the number of security personnel and must be signed by the organizer). 	
	 		 Letter from property owner acknowledging service of liquor at the event (Chicago Park District, private property owner, etc.)
	 		 Street closure - if applicable					   
	 		 Certificate of Insurance evidencing Dramshop with limits of not less than $300,000.
	 		 for profit only - copy of current liquor license
	 		 ALL SIGNATURES MUST BE ORIGINAL. No copied or fax applications will be accepted.		       	

Dramshop Insurance is required for all events at which liquor is sold in an amount not less than $300,000.  The description 
box on the Certificate of Insurance must state the name, date(s), and hours of the event, and the exact location of the liquor 
booth(s).  The certificate holder is Local Liquor Control Commission, 121 N. LaSalle, Room 800, Chicago, Illinois 60602.  
The cancellation notice must be 30 days.

Only beer and wine in plastic cups (no bottles or cans) can be sold at special events.  No mixed drinks can be 
sold. All liquor sales and consumption must end at 10:00pm and cannot begin before 11:00am on Sundays.
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CHICAGO FIRE DEPARTMENT
BUREAU OF FIRE PREVENTION GENERAL INFORMATION

Below is a list of the Code Sections of the Chicago Municipal Code, which pertain to festivals and other outdoor activities. 
While these codes are not meant to hinder any of your activities, they will provide some necessary guidelines for the safe 
operation of the event.

FIRE PREVENTION REGULATIONS AND RECOMMENDATIONS FOR CHICAGO OUTDOOR FESTIVALS
1.	 Code Section 13-96-490
	 Tents - All canvas tents, booths or canopies used for cooking or vending shall be of fire retardant material. Certificate of 

approval by an approved testing laboratory certifying fire retardance shall be required.
2.	 Code Sections 15-16-160	 15-16-640
	 Fire Extinguishers - Every tent, booth or canopy used for cooking or vending shall require an approved fire extinguisher. These 

extinguishers shall be C02 (Carbon Dioxide) or ABC (Multi-Purpose Dry Chemical) a minimum of twenty (20) pounds. A Type K 
fire extinguisher is required for any type of grilling. Fire extinguishers must be visible and accessible to all employees.

3.	 Code Sections 15-26-540,15-26-590, 13-96-490
	 L.P.G. (Liquefied Petroleum Gas). The total capacity of L.P.G. at any one vendor booth shall not exceed 100 pounds, with-

out the approval of the Deputy Fire Commissioner in charge of the Bureau of Fire Prevention. L.P.G. cylinders shall be 
located on the outside of any booth on a firm level base protected from mechanical Injury and secured in an upright posi-
tion. There shall be no L.P.G. cylinders located in tents or canopies. The minimum clearance between the tent and the 
L.P.G. cylinders is l0ft. L.P.G. cylinders shall be approved and equipped with a control valve. All valves, fittings, piping, hose 
or accessories shall be of a type approved for use with Liquefied Petroleum Gas. Tents and canopies exceeding 240 square 
feet in area shall require a building permit based on plans submitted to the Department of Buildings and must be erected 
by a tent erector licensed by the city. Storage of empty and spare full cylinders shall be in accordance with safety 

	 clearances established in SectionI5-26-700 for open-air assembly units. Cooking appliances shall be approved for use with 
Liquefied Petroleum Gas.

4.	 Code Sections 13-84-230	 13-84-270
	 Seating - Temporary seating in a place of assembly shall be secured together in units of not less than five (5) seats, and 

not more than fourteen (14) seats per row. A clearance of thirty-four (34) inches shall be required between rows of 
seats. Aisle space shall be a minimum of thirty-six (36) inches.

5.	 Code Section 15-4-950
	 Rubbish Containers - Sufficient metal containers with metal covers shall be provided for the storage of combustible rubbish or 

spent charcoal.
6.	 Code Section 15-24-310
	 Flammable liquids or highly flammable materials shall not be stored within or in the area of any tent, booth or canopy 

used for the cooking or vending of any food.
7.	 Code Section 15-4-970
	 Rubbish shall not be allowed to accumulate in or adjacent to any tent or booth. All rubbish shall be stored in metal con-

tainers with metal covers.
8.	 Code Section 13-160-070
	 Tape edges and seams of tarpaulins used to cover artificial turf so it will not move or cause someone to trip on seam or 

edge in an emergency.   Dial 9-1-1 in case of emergency.

ADDITIONAL RECOMMENDATIONS
1.	Electrical cords should be taped down and multiple outlets are recommended. Avoid overloading and prevent rainwater or 

any other liquids from coming into contact with electrical equipment. Cords should be a safe distance from heat producing 
appliances and propane.

2.	Fire lanes for Fire Suppression or Emergency Medical Services vehicles are recommended. Make certain that vehicles are   
     not blocking access to fire hydrants.
3.	What to do prior to the arrival of an ambulance:
		  a.	 Stay calm and reassure patient.
		  b.	 Avoid any patient movement.
		  c.	 Protect patient from the weather.
		  d.	 Relate any medical information to the Paramedics.
		  e.	 Clear a pathway for the Paramedics.
		  f.	 Give a street location and have someone meet the Paramedics to guide them to the victim.
4.	Basic C.P.R. and First Aid courses are recommended for staff members.
5.	Fire safety literature is available upon request.
6.	All Fire Department vehicles are IN-SERVICE and will respond to other alarms. Contact the American Red Cross at 
	 312-279-6100 to arrange for a First Aid Station.

Any questions should be directed to: CHICAGO FIRE DEPARTMENT, Bureau of Fire Prevention, 
Headquarters Section, 444 North Dearborn Street, Chicago, Illinois  60610 • (312) 744-4762
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ILLINOIS DEPARTMENT OF REVENUE
BINGO LICENSE INFORMATION

DEFINITIONS
Bingo is the form of lottery authorized by the Act in which prizes are awarded on the basis of designated numbers or symbols 
on a card for which consideration has been paid, conforming to numbers or symbols selected at random.  
•	An organization can obtain a "regular license" which is defined as the license authorizing the holder to conduct one session 	
	 of bingo per week on the date and at the time and location stated on the license. 
•	To be eligible for a regular license an organization must have been organized in Illinois and during the entire five-year 
	 period preceding application must have had a bona fide membership engaged in carrying out its objectives.  However, the 	
	 five-year requirement shall be reduced to two years if the Illinois organization is affiliated with and chartered by a national 	
	 organization which meets the five-year requirement.  The organization must fall within one of the following categories:  
	 Charitable • Educational • Religious • Fraternal • Veterans • Labor • Youth Athletic • Senior Citizens

APPLICATIONS
Application for a regular license must be made on the form prescribed by the Illinois Department of Revenue and must be 
accompanied by a license fee of $200.00 in the form of a certified check or money order payable to: Illinois Department 
of Revenue. Each regular license shall be valid for one year from its date of issuance.

The Application must be submitted to the Illinois Department of Revenue 30 days prior to your event.

SPECIAL OPERATOR'S PERMITS
A regular license entitles the licensee to obtain up to two special permits each license year.  A special permit authorizes the 
licensee to conduct one session per day for up to seven consecutive days on premises other than those used by the organi-
zation for bingo under its regular license.
PROCESS:
1.	 To apply for a special permit, a licensee must submit a request for the permit, in writing, to the Illinois Department of 	
		  Revenue, Office of Bingo and Charitable Games, Post Office Box 19480, Springfield, Illinois 62794.
2.	 Requests for special permits should be received by the Department at least 30 days before the desired starting date for 	
		  the special permit.
3.	 The request must state the proposed date(s), beginning and ending times, and location of the sessions to be played 	
		  under the special permit.  If the person or organization providing the premises for bingo under the special permit has a 	
		  provider's license issued by the Department, the provider's license number must be included in the request and a copy 	
		  of any lease or rental agreement must accompany the request.
4.	 An organization may not conduct bingo under both its regular license and a special permit on the same day.
		
LIMITED LICENSES
Any organization which would be eligible for a regular license but which does not hold one is eligible for a limited license to 
conduct bingo.  A limited license authorizes the licensee to conduct bingo at no more than two indoor or outdoor festivals 
during the calendar year for which the license is issued for a maximum of five consecutive days on each occasion.
PROCESS:
The application for a limited license must be made on the form prescribed by the Illinois Department of and must be accom-
panied by a license fee of $50.00 in the form of a certified check or money order payable to the Illinois Department of 
Revenue.  Each limited license shall be valid for one year from its date of issuance.
MISCELLANEOUS PROVISIONS
1.	 The entire net proceeds from bingo must be exclusively devoted to the lawful purposes of the licensed organization.
2.	 No admission fee may be charged for entrance onto premises on which bingo is to be conducted.  Nor may any 
		  minimum requirement be imposed as to the purchase of bingo cards.
3.	 No person under the age of 18 years may play or participate in the conducting of bingo.
4.	 No organization may conduct bingo without having in its possession a valid license issued by the department.
5.	 Every organization shall display its license in a prominent place in the area where it is to conduct bingo.

FOR MORE INFORMATION WRITE :	
ILLINOIS DEPARTMENT OF REVENUE OR CALL: (217) 524-4164
OFFICE OF BINGO AND CHARITABLE GAMES
POST OFFICE BOX 19480
SPRINGFIELD, ILLINOIS  62794

Chicago Department of Cultural Affairs and Special Events 2012 Resource Guide	 Page 14 of 16



DEPARTMENT OF BUSINESS AFFAIRS AND CONSUMER PROTECTION
RAFFLE LICENSE INFORMATION

If your organization is planning a game of chance such as a raffle drawing, you are required to obtain a Raffle License.  A 
Raffle License is required for bona fide religious, charitable, labor, fraternal, educational or veteran's organization.  Your 
organization must have been in existence continuously for the past 5 years to qualify for a Raffle License.  A separate Raffle 
License is required for each raffle.

Each organization must complete a Business Information Sheet so that the Department of Business Affairs and Consumer 
Protection may create an appropriate license application.

APPLICATION DOCUMENTS:
You will need to provide the following documents along with your application:
•	Provide a sworn statement attesting to the Not-for-Profit character of the applicant signed by its presiding officer and 
	 secretary.

LICENSE FEE
•	$100.00

BUSINESS LOCATION INFORMATION
Please be prepared to answer the following questions at the time of application:

1.	 Are you a bona fide religious, charitable, labor fraternal, educational or veteran's organization located within the 
		  corporate limits of the City of Chicago?

2.	 Has your membership been engaged in carrying out your organization's objectives over the past five years?

3.	 What is the location where the raffle will be sold or issued?

4.	 How will the winning chances determined?

5.	 When will the winning chances be determined?

For information, questions or to set up an appointment, please call Department of Business Affairs & Consumer Protection at  
(312) 74 GO BIZ (744-6249)

FOR MORE INFORMATION REGARDING THE OPERATION OF A RAFFLE IN THE CITY OF CHICAGO, PLEASE REFER TO 
THE CHICAGO MUNICIPAL CODE, CHAPTER 4-156 AVAILABLE AT THE CITY CLERK'S OFFICE LOCATED AT CITY HALL, 
ROOM 107, 121 N. LASALLE ST.  THIS FACT SHEET IS PROVIDED FOR GENERAL INFORMATION ONLY AND DOES NOT 
REPRESENT THE ENTIRE CONTENTS OF THE ORDINANCE.

DEPARTMENT OF STREETS AND SANITATION
GUIDELINES FOR LIGHTPOLE BANNERS

In order to process your street pole banner request, you must include the following:
		  1.		  A written request on your organization's letterhead addressed to Commissioner Picardi, Department of Streets and 	
				    Sanitation - Bureau of Electricity, 2451 South Ashland Street, Chicago, Illinois 60608.
		  2. 	 A completed Banner Permit Application.
		  3. 	 A copy of the proposed banner's graphics.

Your written request must include the event or organization to be recognized on the banner, the date of the event and any 
other significant aspect of your request.  Street pole banner request can be faxed to (312) 746-6433.  If you have any 
please call (312) 746-8118.  Requests that do not include, and comply with, all three of the above requirements are not 
acceptable.
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DIRECTORY

Chicago Department of Cultural Affairs and Special Events
	 Recorded Information..................................................................................................................312  744-3370
	 Neighborhood Festivals................................................................................................................312  744-3315
	 Sports Development Office...........................................................................................................312  744-7430
Department of Transportation
	 Permits Division..........................................................................................................................312  744-4656
Department of Buildings
	 Tent & Canopy Permits................................................................................................................312  744-6479
	 Tent & Canopy Inspection............................................................................................................312  744-3438
	 Elevator Inspection (Mechanical Rides).........................................................................................312  744-3498
	 Electrical Permits........................................................................................................................312  744-3462
Department of Streets and Sanitation................................................................................................312  744-1912
Department of Environment................................................................................................................312  744-1614
Animal Care and Control Commission..................................................................................................312  747-1406
Department of Fire..............................................................................................................................312  744-4762
Department of Health Food and Dairy Protection................................................................................312  746-8030
Department of Business Affairs and Consumer Protection . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .312  744-6249

Illinois Department of Revenue (Bingo License). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                                                              217  524-4164
Illinois Secretary of State . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                                                                                      312  793-3380
Illinois Liquor Control Commission. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                                                                             312  814-2206

Chicago Police Departments
001	 Central 1718 S. State.................................................................................................................312  745-4295
002	 Wentworth 5101 S. Wentworth 60609.........................................................................................312  747-8366
003	 Grand Crossing 7040 S. Cottage Grove 60637..............................................................................312  747-5530
004	 South Chicago 2255 E. 103rd Street 60617................................................................................312  747-7581
005	 Calumet 727 E. 111th Street 60628...........................................................................................312  747-8210
006	 Gresham 7808 S. Halsted Street 60620......................................................................................312  745-3617
007	 Englewood 6120 S. Racine 60636...............................................................................................312  747-8223
008	 Chicago Lawn 3420 W. 63rd Street 60629...................................................................................312  747-8150
009	 Deering 3501 S. Lowe Avenue 60609..........................................................................................312  747-8227   
010	 Marquette 3315 W. Ogden 60608...............................................................................................312  747-7511
011	 Harrison 3151 W. Harrison Street 60612......................................................................................312  746-8386
012	 Monroe 100 S. Racine 60607.....................................................................................................312  746-8309
013	 Wood 937 N. Wood Street 60622................................................................................................312  746-8357
014	 Shakespeare 2150 N. California 60647.......................................................................................312  744-8290
015	 Austin 5701 W. Madison 60651..................................................................................................312  743-1440
016	 Jefferson Park  5151 N. Milwaukee Street 60630.........................................................................312  742-4510
017	 Albany Park 4650 N. Pulaski 60625.............................................................................................312  742-4410
018	 East Chicago 1160 N. Larrabee Avenue 60610............................................................................. 312  742-5880
019	 Belmont 2452 W. Belmont 60618............................................................................................... 312  744-5983
020	 Foster 5400 N. Lincoln Avenue 60640 ........................................................................................ 312  742-8714
021	 Prairie 300 E. 29th Street 60616................................................................................................ 312  747-8340
022	 Morgan Park 1900 W. Monterey 60643........................................................................................ 312  745-0570
023	 Town Hall 3600 N. Halsted Street 60613......................................................................................312  744-8320
024	 Rogers Park 6464 N. Clark Street................................................................................................ 312  744-5907
025	 Grand Central 5555 W. Grand Avenue 60626............................................................................... 312  746-8605

Chicago Park District
Department of Park Services . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 312  742-5369
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