2025 Rental Renevval C\oudperm|t

Glendale Heights Community
Development is transitioning to an
online Rental Licensing system.

Cloudpermit® "
: E @ i D‘UEF‘E"P'Iit = _Hg i | :"‘: —|_ Log in to communicate with your local

government

<~ O M (] https://us.cloudpermit.com - P ciateifor i account

@ Getting Started  [W) Whitepages - Offici.. & Google @ Kane Cou S CREATENOW

2025 Renewal notices will be mailed
with instructions to create a
Cloudpermit account to renew for 2025.

Privacy policy Technical support




UsA Change country

2025 Renewal notices will be mailed with
Cloudpermit (& instructions to create an online
Cloudpermit account to renew for 2025.
New licenses will also be managed through
the Cloudpermit system.

UsA

Register for an account

CREATE NOW

Enter https://us.cloudpermit.com in your
Internet browser to “Register for an

account” by selecting “Create Now”.

Landlords and Managers will need to have an active G
email address that they will need to monitor for nocount o 0e L |
licensing. For example: an email account can be quickly

set up using Google or any other email provider.



https://us.cloudpermit.com/

UsAa

Cloudpermit ®

Register to apply for a building permit

Already have an account? Register

Email addrass

ditimusdogloo@gmail.com
LOG IN NOW

B ves, | agrea to the Terms of service

Privacy policy Technical support

Enter the email address to be
used for rental licensing with the
Village of Glendale Heights,
review the terms of service and
check the yes box to continue.



The Cloudpermit screen will advise

you that a verification email has been
sent to the email address specified for

your account.

Register

USA

Cloudpermit ®

Register to apply for a building permit

an account? Register

Check your emaill

A verification email has been sent to the email
address ditimusdogtoo@gmail.com. Please
click the link in the message to continue

registration.

Check your email

& verification email has baen sent Lo the email
addrass ditimusdoglos@gmail.com. Please
click the link in the message Lo continuea
ragistration.

~nvacy policy Technical support




Mi Gmail Q = @ @ @ |

- ¢ t=1cf1
/ Compose o ‘
&  Inbox 1 “_'\'e pm}‘mt your privacy ) ; Learnmore  Dismiss
AOs In Lmail are never based on the conient of your emails

¥r Starred
(® Ssnoozed

a : ons o ;
B Sent &d Primary 2> Promotions &n  Social . .
O s Complete your account registration ineax »
~  More Get started with Gmail . - -

Cloudpermit <no-reply@ma.clo o3 A
Customize your Change profile &

Labels i &1'3 inbox @ image

O ¢ cloudpermit Complete your account registration - Hi, Welcome t

Cloudpermit (®

Hi,

Welcome to Cloudpermit! “ou are just a few steps away from completing your
account setup.

The email will appear in your email
list from Cloudpermit, open and
select “Complete registration” to

Cloudpermit ®

| % Reply )| /> Forward ) | @'




You will be directed to the Cloudpermit online system from your email link.

Complete your user details and register an account

Mame and corporation

rst nama ¥ Last namz *

|:| | work on behall of & corporation of paftnership

Addrass

Strect address ¥ Unit number Lot / Con.
123 Main street Apartment, Suite, e,

Municipality * State * ZIF code *
E.g. Speedway E.g. Indiana E.g. 20252

Phone numbers

Moalle phane ¥ Other phone
== +1 - [123) 456-7R00 = +1- (123] 456-7EO0 B +1 - (123} 456-7830
Email address

Professional users
|:| | am an Architect, Engineer, Designer, Consultant, Conlractor ar similar

Password

COMPLETE REGISTRATION - Cancel



NMame and corporation
First name ™ Last name ©

John Doe

[ ] | work on behalf of a corporation or partnership

Address

Street address ¥ Unit number Lot f Con.
123 Main street Apartment, suite, etc.

Municipality * State * ZIP code *
E.g. Speedway E.g. Indiana E.g. 20252

Phone numbers

Mobile phone ¥ Other phone Fax

== +1 - (123) 456-7890 E= +1~ (123) 456-7890 E= +1 - (123) 456-7890

Fill in the information completely. A red asterisk (*) indicates required fields.
Accuracy is very important as incorrect information will inhibit communications
between applicants and the Village / Community Development as activities
take place in the Cloudpermit program.



Email address

Your email, established in requesting an account, is
filled in and not able to be altered.

Professional users

[] 1 am an Architect, Engineer, De

Landlords and Managers will not typically check the
“Professional users” check box for the Licensing module. This

box is specific to other modules in Cloudpermit related to

Password

permits, zoning, etc.

Password

©®

COMPLETE REGISTRATION Cancel

You will need to create a password
for your account and select
“Complete Registrations”.

Password
Password

000000000 RED o
|
~" Strong

COMPLETE REGISTRATION Cancel




Cloudpermit ®

You will be directed to the Welcome Ditimus Too!

Our software empowers you to do community development online. Acces: udpermit on your phone, tablet, and laptop — whenever and where
m .

line. Access Clot ver suits you best — 24/7. You
- can work with your government or agency online to start and finish the work you need to d
Welcome page for a short video.

Before you get started

More videos are available after
the introduction. Rental 2 sotyarspicstn e
Licensing will be managed by the

Village in the “Licensing” module. 0585V

is easy! Watch the video and check the instructions below.

eed more help? Check out our support portal.

More from Cloudpermit

®- Some steps in the Glendale Heights
S —

Licensing module will have requirements
specific to our community.




Before you get started

Using Cloudpermit is easy! Watch the video and check the instructions below.

1. Select your State and City
2. Select your application type.
3. You're ready for the next steps!

Need more help? Check out our support portal.

To find out more about
Cloudpermit or to get
assistance in use of the
system, you can click on
“Support” to select the
“Applicant User Guide” to
seek answers to questions
you may have.

C'OUdpEl’Fﬂi't@ | Support

Q - :
Enter your search term here... s 7

Using Cloudpermit for the first time?

Check out all the necessary information and learn the basics to get a quick start.

Knowledge base

Explore How-To's and learn best practices from our knowledge base.

Account settings Product Features
This folder includes articles for creating This folder contains feature descriptions
your Cloudpermit account, and managing for the Cloudpermit products.

your data and password.



From the Welcome page you can select “Create Your First Application”

Select the State, “lllinois” from the drop
down list.

CREATE YOUR FIRST APPLICATION

@ Select City (Town, Village, County or Community) Then SeleCt ”Glendale Heights from the IiSt.

Select state

b Glendale Heights IL w

For the 2025 Rental Renewal season you will receive your traditional mailed
renewal form to assist you in completing the Cloudpermit licensing
requirements. You can manage multiple properties from the one
registration account. Landlords and Managers can be associated with the
account so communications are received by the managing parties.



@ Select type of application

You will be directed to
“Select types of
application”. For the
purpose of Rental
Licensing renewal, as well
as for new properties to
be licensed, select the
“Licensing” tab.

ation

lease select
In order to
ontractors

Do

-_
Licensing

To apply for license, please select
“Create Application” below. There are
numerous activities and uses which
require licenses, such as: business,

The Licensing box will expand, providing
some information, and select the “Create
Application” tab to apply for licensing.

-_
Licensing

To apply for license, please selact
“"Create Application” below. There are
numerous activities and uses which
require licenses, such as: business,
gaming, and liguor - among othars;
please contact the number below if
you are unsure if you need a license.

REMEWALS: Issued Rental Licenses
expire annually on January 31st. All
other issued licenses expire on
December 31st. The Village will send
an automatic renewal notice prior to
the expirate date. For active licenses:
Failure to renew a license by the
expiration date may result in fees,
fines, suspension or revocation.

TAXATION: It is incumbent upon the
license holder to understand, collect,
and remit all tax obligations associated
with the license.

For any questions, please contact the
Community Development Department
at (630) 260-6030.

CREATE APPLICATION




Cloudpermit (®

Create a new application Rental Licensing/Registration involves “Categories”.

: Category {7 Summar Y

Select category, type and target for your applicatia=

Example:

* Asingle family house, townhome or
duplex has an annual fee of $300.00

and requires checking the “Rental —

2 Pawnbroker

Single Family Dwelling” category.

Rental - Apartment Complex

Good to know

Describe the purpose of your application with the category, work type, and work target select
requirements and the process for your application in Cloudpermit will be set up based on your
Click on each category to see detailed definition of the category.

O
O
O Rental - Condominium Complex
O Rental - Condominium Unit

O

* A condominium property, with a

O Tobacco - Sales

o e s $200.00 annual fee, requires the
“Rental — Condominium Unit” category.

O Vehicles for Hire or Rent

CAMNCEL I



Upon selecting the Category, a “Work Type” or type of application (New)
appears to be selected which, once selected, will expand to a “Work Target”
selection or type of rental based on the Single Family Rental ordinances.

Category Work type Work target

O Rental - Apartment Complex ® Single Family Rental

QO Rental - Condominium Complex

O Rental - Condominium Unit

@® Rental - Single Family Dwelling

Information from the type of category, Single
Family or Condo, will be provided in the “Good

/ to Know” section that will appear when
selecting the category and the fields expand.

Rental License Renewal Notice for 2025 NEW ONLINE SUBMISSION REQUIRED Single Family House/Townhome/Duplex Notice

Good to know

bu believe that this property is not a rental
s owner occupied.

ATTENTION: For Cloudpermit Submission. Once you have established your Cloudpermit account and are in the Application Step for your property, \

Click on the “Next” button in the lower right corner of
the screen page once the Work Target is selected.




Cloudpermit @ (%) support ) Messages B, pitimus Too

You will be prompted
to type the address
of the rental
. Location for the application

p ro p e rty I n G I e n d a | e Zféerct a property for the application. Search by address, parcel number, or point to a location on the map. If the subject land consists of more than one property, additional properties are added
H e ig htS t h at Wi | | be Glendale Heights IL, Illinois
licensed as a rental
property.

Create a new application

() Category 4 Location {1 Summar’ Y

{0 Type an address or PIN/PID/parcel number

(O Type an address or PIN/PIDYparcel number

CANCEL BACK



Cloudpermit @ (%) Support ) Messages A, Ditimus Too -

Create a new application

(= Categary d: Location {3 Summary

Location for the application

Select a property for the application. Search by address, parcel number, or point to 2 location on the map. If the subject land consists of more than one property, additional properties are added
later.

Glendale Heights IL, lllinois I Q 100q X

r_‘l Existing locations Q Addresses
) {'ﬁn &
1000 SPRUCE 5T 1A (PIN:

i 05032110250000)

1000 WINDSONG CIR (PIN:

You can type a partial address to search or the full address to | ==

1000 SPRUCE ST 3B (PIN:
05032110300000)

identify the property for your rental license application for el

1000 SPRUCE ST 1B (PIN:

renewal or new license. Once you have your address, click

1000 SPRUCE 5T 2B (PIN:
05032110280000)

on the “Next” button in the lower right. B

1000 SPRUCE ST (PIN: 05032110250000)
< 1557 RIAAMINENALE DOANNN (DK

OMBARD =
x {ICLSIDE

CANCEL BACK



Create a new application

() Category {: Location

Location for the application

% Summary

Select a property for the application. Search by address, parcel number, or point to a location on the map. If the subject land consists of more than one property, additional properties are added

later.

Glendale Heights IL, lllinois

R-5 R-5
R-5 R-5
S R-5 R.5
AE
AE
AL

{3 1000 SPRUCE 5T 1B >

Address
1000 SPRUCE 5T 1B

Property details
PIN: 05032110260000

Municipal ID: 7593

The property Parcel number and
it’s location on the GIS mapping
system will populate for you to
confirm before clicking on “Next”.

CANCEL BACK NEXT —



ClOUdpermit @ () Support 2 Messages B Ditimus Too -~

Create a new application

(¥) Category ) Location {: Summar ¥
Summary
Below is a summary of your selections. Check that the information is correct before selecting 'Finish & Create'.

APPLICATION LOCATION

0 Address PIN Municipal ID
1000 SPRUCE ST1B 05032110260000 7593

APPLICATION TYPE & CATEGORY

You will then see a “Summary” of your entries, which
WORK TYPE AND TARGET once confirmed, you can click on the “Finish &

il ) Wb Create” button to specify this property as your rental
APPROVAL AUTHORITY for an application for licensing.

GLEMDALE HEIGHTS IL, LICENSING

CANCEL BACK FINISH & CREATE —



Cloudpermit@ (7 Support &y Messages 8 Ditimus Too

|  BACK TO DASHBOARD @ / 1000 SPRUCE 5T 1B MORE ACTIONS ~

Licensing

1000 SPRUCE ST 1B, Glendale Heights IL

| Latest location update: 10/14/2024, 212 PM

I e | o You will then see your properties “Workspace” to

Rental - Condominium Unil Renawal Single Family Rental
‘ . .
[sowwe w | complete the application
[}
21 Show messages L. Email notifications YES
PIN

0503210260000

[El APPLICATION

CURRENT STEP: DRAFT 1[5 MNEXT STEP: SUBMITTED

REQUIRED TASKS ~
= (1) Add reguired application parties: Property owner
T T T .
bt bt i (1) Make sure you have filled in all required form fields.
Parties Application Attachments (1) Application needs 1o be signed off before submission.

You need Lo complele required tasks Lo continue Lo the next phase.

@EN) PARTIES TO THE APPLICATION Open ~
1  APPLICATION FORMS Open ~
() ATTACHMENTS Open

Back to top -~



You will be required to complete the “Application Steps”.

 “Parties” — you must completed the parties related to ownership
and management or “Agent” for the property.

 “Application” —you must provide the required fields in the
“Application Form”,

e “Attachments” — you may be required to scan in documentation
base on your renewal or new application.
* You may also be required to provide additional attachments

as a result of the review conducted before you can pay and
§ APPLICATION receive your Rental License for the year.

CURREMT STEF: DRAFT 1/ 5 MEXT STEP: SUEMITTED

REQUIRED TASKS
im im im

Parties Application Attachments
You nead Lo complete required lasks Lo continua to the next phase.

Cloudpermit monitors your completion progress with “!” icons (pending
completion) which change to check marks for “Tasks” completed and
notices about action still needed to complete the application.

(1) Add required application parties: Property owner
il Make sure you have filled in all required form fialds.
(1) Application needs Lo be signed off before submission.




n PARTIES TO THE APPLICATION Closs =

Mandatory roles for this application

To assign a role, elick on the dropdown arrow and choose the action you wish to perform. This will walk you through the precess of assigning an existing parly te an application role or adding a new party.

ASSIGN ROLES Sy

APPLICANT
Ditimiug Tad

o

PROPERTY OWMER -~

Additional parties

To invite additional parties o be involved in or have access 1o the application, click the "+~ butten to add a somecne with their email address and specifying their rale.

ADD OR INVITE PARTY —+

Ditimus Too &

Workspace creatos

You will need to review “Parties” and specify roles for the
required party types. Your information is automatically
classified as the “Applicant”.

The Owner information may or may not be you. You can
click on the “Pencil” icon by your name to edit/add the
role of “Property Owner” or click on the “Property Owner”
box to add and invite the owner to the application.



The Applicant / Property Owner has updated
the required records in this example where
e owner and applicant are the same person. The

— .~ |applicant can now move on to the next step.

Glendale Heighls llinaois 60139

Mobile phone * Other phone

Edit party cLosE X
Added on 10/1472024

* Sueel address ¥ Unit number

== +1- B30 555-8989 = +1 - (123) 456-7890

First name * Last narme

Permissions d

k]
|

Invitee will act in raleis) of *

Ditimus Tos 245 E. Morth Avenue Apartment, suite, atc.

- Select - W CANCEL X

ciy * State ¥ ZIP code ¥ Corporation of partnership

Glendale Heights llinois 60139 Your Company

Mobile phone * Other phone

= +1 - G30555-99899 = +1 - (123) 456-7830

Inwites will act in radeis) of bl Permissions granted for the Tollowing oplions, un-select (o remove permissions

D D .

| SELECT ROLE(S) + |




Or... the separate Property Owner information can be added if the applicant
is @ management company or other property managements service.

PARTIES TO THE APPLICATION Closs ~

Mandatery roles for this application

Add party

To assign a rola, click on the dropdown arrow and choose Lhe action ew party.

. (® Add Person () Add Business
ASSIGM ROLES "

An invite to collaborate on the application will be automatically sent if you enter an email
APPLICANT . . . o : .
T FROPERTY OWHNER -~ address. All invited parties will have parmission o access and read this application. Invitee
will see your name and the address of the property. You can also enter the party details
Q Assian role to an existing party manually, in which casa the party will be considered active immediately regardless of
» . whether the invite is ignored, accepted or declined.
Additional parties G Add new part
T new ¥
To invile additional parkbea oo rorreerroroes e Erail address Add party
mail@axample_com
ADD OR INVITE PARTY —+ @ . D Add Parson @ Add Business
[ input details manually and add the party immediately
:t'k"us_““ 4 fou can create a new business account if you are authorized to represent the business. You will become the
arkapace creator administrator of the account. Adding 2 business allows all its member users o access and read this application.
) o L
Applicant Invitee will act in rale(s) of Selecl at least one rale for the business.

Property owner =

|:| Add a new business (a business not yel in Cloudpermit databasa)

ditimusdogloo@amail.eom SELECT ROLE(S) + Business will set in rola(z) of *

Property owner *

| SELECT ROLE(S) + |

To add a different Party, click on the drop down list for “Add new
Party” which will give you the option to add a person or a business.




Once you have fulfilled the “Parties” required entries, the “Required
Tasks” status bar will have a green check mark in the Parties area, which
lets you know to move to the second task...filling in the application.

=] APPLICATION

CURREMT STEF: DRAFT 1/5 MNEXT STEP: SUBMITTED

REQUIRE —
Q (1) Make sure you have filled in all required form fialds.
m m —
e = (1) Application needs o ba signed off befare submission.
Application Attachments

You need o completa reguired tasks o continue to the next phase.

Additionally, you will note that the list to
T S the right of the “Required Tasks” will be
e m——— updated and the reminder about adding

required applicant parties is removed.



Side Note: If you have to stop your

application entry, when you sign .

back in you will see your prior work - - -

was automatically saved when — ...

signing out. “
You will re-open to a “My e - |
dashboard” where your work will be s
searchable by entering the address, e T

name, etc. or in the “Quick search” “ ) G (o = 5
which will show categories to check. ii

You can click on the icon at your
property on the map to show an |
“Open Workspace” for your property. | -

E“"’.*
e
8 g i2%



To move on to the next
step - click “Open” on the
“Application Forms” bar.

ditimusdoglos@amail.com

1 APPLICATION FORMS

T ATTACHMENTS Open ~

You will need to click on the “Single Family Rental Application” or the
appropriately named application for you type of application, i.e., Multi-Family.

1 APPLICATION FORMS Close -~

Waiting for customer

= Single Family Rental Application MISSING MANDATORY FIELDS



Application forms

SIGLE FAMILY EENTAL ARFLICATION

Village of Glendale Helghts
‘Community Development Department
300 Civic Center Plaza # Glendale Heights, lllinals 60133 + (630) 260-6030 + Atin: Rental License

[

RENTAL PROPERTY LICENSE RENEWAL NOTICE | INVOICE
IO AVOID PENALTIES, PLEASE PAY THE D! RUARY 15T,
PEMALTIES ACCRUE AT §25.00 THE FIRST OF EACH MONTH THEREAFTER
TO A MAXIMUN OF $300,00 PER YEAR.

S — e T Ho Pl

. PLEASE UPDATE PREFRINTED DATA OR SUPPLY ANY NEW INFORMATION WHERE APFROPRIATE.
e SEND PAYMENT AND ALL COMPLETELY FILLED IN REQGUIRED FORMS BY THE DUE DATE.
O u W I S e NOTICE: INCOMPLETE APPLICATIONS WILL BE RETURNED AND WILL BE SUBJECT TO LATE FEES.
e B +

Mailing Address Business Location:

Pl il ikl s Tk s | LT o b b e

——— “Application Form”

Emails
INSPECTION REQUIRED THIS LICENSE PERIOD: Property Index Numbar (PIN):

. ° “If YES - an inspection is required and you must contact CPP Manual Acknowledgment on Fila:

mirrors the renewa R S
S VERIFY NAMES, INFORMATION AND ADDRESSES - UPDATE AND/OR GORREGT ON SUPPLEMENTAL PAGE,

L] L] L]
notice information.
Is property in a Homeowners Association (HOA)? YES-NO (Circle One)
o e . 1f yes, vorify HOA on recond or provide correct infarmation. -
ANNUAL FEE RENTAL
e re I I eWa | I I a I I ng I S PROPERTY LICENSE

ADDITIONAL CHARGES |
PAST DUE FEES

T

Ownern E Contact | f Agent:

. . Provide Tenant(s): List all adults over the age of 18, FEECODE | FEE
to Eif;f;ls;l O' l In Name Phane
e B Nama: S e Phare: __
Marma: R o Phare .
fres——
- Name: B = Phone:
[T S Namea: B Bl I Phone: e -
Attach sheet with additional tenant(s) as neaded,
fresser—— Numbor of minors residing at the property under 18 years of age:
. Mumber of bedrooms: 1 2 3 4 5 (Cirele One)
. S S Is there a basement?  Partial Un-finished Finished ADDITIONALIPAST
B e [} P, . _— 35 DUE TOTAL - §
ANNUAL FEE: Single Farnily Homes, Ton normes and Duplexes are Candom ave $200. | BT -
. L *NOTE: Praperty Owner is responisibie for schaauing insgection of mntal uni and complance for PLEASE REMIT
icens by Fabruary 1 of the renfal U56nse year. Raference Code Titke 10, Chapter 14, Aricl A TOTAL FEE DUE
. 1 hereby certify that the stalements contained heren are true and camect. | cariify that | agree 1o abide Nm’; 6:::15-- $
- By and compdy with all rales. regulations snd Ordinancos of the Village of Glendals Heighls. Faiure to —dil
o 8o could lead t license revocation andiar fira(sh FOR OFFICE USE ONLY
s Applicants Signature Dita: DATE HECE_!W:D
i . . RENTAL LIC. NOD.
Tille: Signature requirad of owner of sutharized managing agent. S |
| TOTAL RECEIVED

PLEASE SEE ATTACHED INFORMATION FOR ADDMTIONAL REQUIREMENTS,

| BALANCED OWED |

Hurbom ) o Ui, syl s b e B gl T




Creasgancy Conmaryhianagarinn Agast informatza

faranear s schuion inlorurion - W Appicabia

Poparty Inferratics

DDDDDDDDDDD

Ensure you enter up to date accurate information as
Cloudpermit is the system used in communicating
with Community Development staff for the
application submission, receiving a response on
approval or denial requiring additional submission,
billing and online payment.

As has been the practice in prior years renewal
you will need to provide updated information on:
* Ownership

* Emergency Contact/Management/Agent

* Home Owner Association — If applicable

* Tenant

* Property



To ensure up to date information, each renewal or new
application will require the application form to be filled in.

Application forms

Single Family Rental Application

SINGLE FAMILY RENTAL APPLICATION

All required fields are marked with *

MISSING MANDATORY FIELDS

“Ownership information”

'Ownership Information Dwnership Information

[Owner Mama *
Owner Nama *

(Owner Street Address * Ditimus Too

. Owner Streel Address *
[Owner City, State, Zip

245 E Morth Avenue

lOwner Home/Cell Phone ™ Owner City, State, Tip *

Glendale Heights, IL 60139

[Owner Email *

Owner Home/Cell Phane ™

Please attach Additional Ownership Inform|

630-555-9988

Owiner 24 Hour Phone

630-555-9999

Owner Email *

o I (g mail.com

Please attach Additional Ownership Information / LLC paperwork to application.




Emergency Contact/Management/Agent Information

cortact Kamma * “Emergency Contact/Management/Agent information”

Bob's Property Maintenance and Repair
Contact Street Address =
244 E Morth Avenue
Contact City, State, Zip ™
Glendale Heights, IL 60139
Contact 24 Hour Fhone ™
630-555-8888
Contact Email =

bpmar@bpmar.com

Does the Managing Agent have the authorily to rent, manage and make expendilures? ™ Chack all that apply *

(®) Yes () Mo Emergency Contact
Property Manager

Authorized Agent

This information is extremely important in the event of an urgent matter

taking place at your property. This will let the Village staff know who to
contact in a case of ownerships unavailability. You will be required to confirm

the party has authority related to you property and the specific roll(s) played.



“Homeowner Association Information — When Applicable”

Homeowner Association Information - When Applicable

Homeaowner's Assaciation Name & Contact
Spruce Tree HOA

Homeowner's Association Streel Address
1000 Sprice Street

Homeaowner's Association Cily, Stala, Zip

Glendale Heights, IL 60133

_ You will be asked if there is an HOA. If yes, a
co sss aaes Homeowner Association is involved, entry
fields will appear requiring current accurate

sthoa@noz.com HOA information be provided.




“Tenant information”

Tenant Information
List all adults over the age of 18. Attach sheet with additional tenant(s).

Tenant Mame Phana

Pappa Bear 630-555-22222
Tenant Mame Phona

Momma Bear 630-555-3333

== All @adult tenant information is required residing at the

rental property. The number of Minors under the age of

18 years at the property is required.

«w(* DO not provide minor’s names or phone numbers.

* If more than four adult tenants reside at the property,
owhership must provide the complete list. This can be
accomplished by selecting the Supplemental Tenant BB areucaronrorms
Information form and adding tenants.

= Single Family Rental Application
11/13/2024, 8:02 AM by Ditimus Too

Tenant M

- Supplemental Tenant Information



“Property information”
Check the appropriate box for the number of bedrooms

and finish status of the basement as indicated.

Property Information

. You will see the Acknowledgment

and Understanding of the rental
program sign off replacing the

In submitting this application, in accordance with the requirements of the Glendale Heights Village Code nOta rlzed pa pe r fo rm. YO U wi | I

of Properties, of Title 10 entitled Building Regulations, acknowledge that | have reviewed the Crime Prev .

and compliance of the requirements, administered by the Village of Glendale Heights Community Develc d |SO see aremin d er d bO ut fees

Rental License. | am aware of the Ordinance requirements regarding inclusion of the Village of Glendale

Partnership Lease Addendum and the need to provide the signed Addendum upon required of Police or a n d th e O rd | n a n Ce req u | re m e nt

@"‘ Signed by Ditimus Too 11/13/2024, 8:02 AM that OWﬂ e rsh | p |S req u | red tO

ANNUAL FEE: Single Family Homes, Townhomes and Duplexes are $300. Condominiums are $200. SC h ed u | e | ns pectlo Nns.

*NOTE: Property Owner is responsible for scheduling inspection of rental unit and compliance for annua

MNumber of Bedrooms

Is the basement finished? *

Reference Code Title 10, Chapter 14, Article A

Once you have completed the required information you can “Close Forms and
Go To Workspace” to move on in the application process.

BACK TO WORKSPACE All information saved a minute ago CLOSE FORMS AND GO TO WORKSPACE



Your “Required Tasks” have been updated with the completion
of the required fields in the “Application Form”.

REQUIRED TASKS
o v 0

@- Application needs to be signed off before submission.

Parties Application Attachments

You nead to complete required tasks to continue to the next phase.

“New and Renewals” won’t typically require unless
circumstances identified in the review require such
action. The following is provided for information
purposes. To attach an item click on “Open”.

(D) ATTACHMENTS



Right is an example of
a typical Single Family
/ Single Family Condo
application for a
property.

“Attachments”

Mo attachments

Drag and drop files here or
click here to select files from your computer.
You can upload multiple attachments at the same time. Maximum individual file size

is 100 MB. Allowed file types are PDF, image, Microsoft Office, OpenOffice and ZIP.
ZIP files have to be uploaded individually

(1) ATTACHMENTS

Required attachments

Rental Property Crime Prevention

Owner Information n Partnership Manual
Acknowledgement

n Tenant Information “

Drag and drop files here or

click here to select files from your computer.

You can upload multiple attachments at the same time. Maximum individual file size
is 100 MB. Allowed file types are PDF, image, Microsoft Office, OpenOffice and ZIP.

ZIP files have to be uploaded individually

Left is an
example
application
which was asked
to provide
additional form
information.




To attach a file, first select
Drag and drop files here or the ”C“Ck here” Opt|on

click here to select files from your computer.

You can upload multiple attachments at the same time. Maximum individual file size
is 100 MB. Allowed file types are PDF, image, Microsoft Office, Open0Office and ZIP.
ZIP files haw bpe uploaded individually

_ RCIVICIUEN (I SLee |

@ File Upload x

1T » Doc.. » Cloudpermit... e ) Search Cloudpermit Info o
Organize « Mew folder =~ 1 @
. . 2 Home | Mame B
Your flle f0|der WI” appear' A Example of Crime Program Lease Addm Form page
M| Gallery

TO attaCh a file, SEIECt and Example of Crimne Program Manual Acknlg Form page

> # Onelrive - Personal

drag yOur Ch0|ce |nt0 Example of Single Family Application Form page
Cloudpermit.

File name: || v| All Supported Types e

[ Open Cancel




When you are required to attach a document, and have dragged it into the
“Attachment” area, the next screen will ask you to confirm what information is
on the attachment.

() ATTACHMENTS Close -

Required attachments

Rental Property Crime

Owner Information n Prevention Partnership n Tenant Information n

Manual Acknowledgement

Example of Single Family Application Form page pdf (434.2 Kie) m m
] Lauor Lcense Check the box in the dropdown list of the type of
o ounerniematen attachment submitted. In the example for a new
E property, the paper application form from the Village
[ Pt/ Survey  Legal Description of Proserty was filled out and scanned in. The attachment contains
No attachments both the Owner and Tenant information. Both types of

attachments can be check in the dropdown in this case.




Once the attachment “Type(s)” are selected and the document described, the
applicant can restrict the viewing of the document to themselves and the
Village, or allow everyone (managers/owners) to also be able to view the
attachments. Select “Done” and the attachment will be stored in the record.

Example of Single Family Application Form page.pdf (434.2 KiB) m ]E
Type Drawing number Description
Owner Information, Tenant Informati... - Application form from Village website with owner and tenant info.

File visibility EVERYOME RESTRIC:TE. Only visible to Ditimus Too and municipality

DOME CAMCEL X



Repeat the process for all required attachments, as well as other
items that are desired / needed to be added to the record, e.g., a
long list of Tenants, is listed for submission for review by Village staff.
Again...this is not needed in the typical application submission.

.
f

Filter attachments ( W RENTAL PROPERTY CRIME PREVENTION
OWNER INFORMATION PARTNERSHIP MANUAL TENANT INFORMATION
ACKNOWLEDGEMENT

g

() Search [ DOWNLOAD ALL 4

—_

|:| Attachment type Filename Status Visibility Modified

Rental Property Crime
Prevention Partnership

. i ] e :
[ » Manual Acknowledgement EE?QDPI_:EEI of rime Program WA RESTRICTED B?éiELiDTE:E: 236 FM
Acknowledgment form with

notarized signature.

Owner Information, Tenant

Information
. . g .
[] ~ Application form from Village E;ﬁ';"ﬂpr:’fl of Single Family App RESTRICTED E]?éilfh stTE:-:: 234 FM
website with owner and

tenant info.



The “Required Tasks” check list has been updated and a green check mark
displayed indicating the next step for submission is waiting for action.

E APPLICATION

CURRENT STEP: DRAFT 1f5 NEXT STEP: SUEMITTED

REQUIRED TASKS
Q E"- Application needs to be signed off before submission.
v e "
Parties Application Attachments

You need to complete required tasks to continue to the next phase.

@ Application needs to be signed off before submission.



CI'DUdpErmit @ @ Support .Q; Massages g Ditimus Too -~

BACK TO DASHEOARD ﬂ;j / 1000 SPRUCE 5T 1B MORE ACTIONS ~ J SIGN OFF APPLICATION (g

Licensing

1000 SPRUCE ST 1B, Glendale Heights IL

Latest location update: 10/14/2024, 2212 PM

Category Work type Work target

cental - concomnium unie reneval - sngeraniy feral | Yoy Rental License Application is ready to
srowwse I | submit. Select the “Sign Off Application”
button after you have reviewed your
information and sign off, submitting your
application for Village staff review before
G you can pay and get your license issued.

2, Show messages L1 Email notifications e YES

CURRENT STEP: DRAFT 1[5 MNEXT STEP: SUEMITTED

REQUIRED TASKS
\/ \/ \/

@- Application needs to be signed off before submission.

Parties Application Attachments

You need to complete required tasks to continue to the next phase.



Side Note: You can take additional actions from the “More
Actions” tab. We recommend you utilize the “Support” feature to
learn about Cloudpermit and examine features of the system.

{:) Support .1:-_?1 Messages 8., Ditimus Too

MORE ACTIONS -~ SIGN OFF APPLICATION [z

Change category, work type or work target

Add additional property

Copy as a new workspace
Delete application

Go to sign-off view

Update workspace location




Sign-off
LICEMSE APPLICATIOM SIGM OFF

Primary Address

Address Municipality

1000 SPRUCE 5T 1B Glendalke Heights 1L, linals | ° k t h llS - ff ”
Property Infarmation

Address PIH Legal desorip tlon

000 EPRUCE ET 1B {Primary]) Q503 FT0IE 0000

Purpose of Application
Applcation type

Hental - Candominium Unit [ Rorewal | Sngle Family
Acntal

PARTIES Close ~

Applcant, Property owner

Ditimus Too
245 E Morthi Ascmue

S013%
Slendake Heights, [linois

| hereby certify that the statements contained herein are true and cormect. | certify that | agree to abide

by and comply with all rules, regulations and Ordinances of the Village of Glendale Heights. Failure to
e 90 50 COUN lead to license revocation andfor fine(s).

wse of the structune cowered by sald permi
wnder s pormmit will be in accordance Wit
mermit only for the purposs i@ was applled far

=N -

(T} application necds to be signed off by the Applicant

Declaratian



[£ Signed by Ditimus Too 10/15/2024, 3:23 PM Remove

License Application

Cloudpermit application
US-IL28730-L-2024-20

For use by Principal Authority

numbser

Application submitted to

DOWNLOAD SIGNED FORM 4, ‘

Glendale Helghts IL, Mincls

Primary Address

Address
1000 SPRUCE 5T 1B

Municipality

Glendala Heights IL, Ninois

Property Information

Address

SUBMIT APPLICATION -

Legal description

PIN

1000 SPRUCE 5T 1B (Primary)

0503210280000

You can “Download Signed Form” to view a
printable application for your records if
desired or just sign into your account to view
your property records.

Select “Submit Application” to forward
notification to Community Development staff
that your application is ready for the review.

it — Renewal — Single Family Rental

er
First name Corporation or partnership
Ditimus
Unit number Lat f Con.
ZIPF code State
60139 Minols

Email

Mobile phore
+1630 555-8895

ditimusdogtoa@gmail.com

OM5/2024, 3:23:42 PM CDT by Ditimus Too,

Esuance of this permit, the Applicant shall receive approval of the highway autharity for the type size of
nsideration of the issuance of said parmit, | agree that, in the erection and use of the structure coveraed
farm to the regulations sat forth in the local Zoning Ordinanca and in the local Health Ordinance and in
nce, and | alse agrea that all work performed under said permit will be in accordance with the plans and
mpanies this application, except for such changes as may be authorized by the Building Officer, and

re covered by said permit only for the purpose it was applied for.




Your application “Current Step” has been updated to reflect
“Submitted 2/5 Next Step: In Review”

[E] APPLICATION

CURRENT STEP: SUBMITTED 2[5 NEXT STEP: IN REVIEW

v v v

Parties Application Attachments

Your submission receipt has been confirmed to you by email.

L aldl VS WILD wnnnail T
55:3 Customize your @ Change profile o Import contacts D Get Gmail for
inbox image ' and mail mobile
[0 ¢ Glendale Heights IL. 1000 SPRUCE ST 1B: Workspace status is now Submitted - Hi, The status of the application.. B ® (8 O

Cloudpermit Complete your account registration - Hi, Welcome to Cloudpermit! You are just a few steps away fromco.. & Oct 14



& Inbox

vr Starred [ ]
P S — L T
Hi,

The =tatus of the application for 1000 SPI

You can click on the “Open Application”

in the email to be directed to sign in to

Cloudpermit to review you submission.

* Thisis just notification of submission
and you application is in the que to
be reviewed.

 Approved reviews will move you on
the payment and license issue steps.

T = REplY T

7 FOrwar /A

Glendale Heights IL, Licensing <no-reply@mg cloudpermit.co

H

m>

1000 SPRUCE ST 1B: Workspace status is now Submitted e « @ &

3:38 PM (5 minutes ago) 44 @ i

Cloudpermit (®

The status of the application for 1000 SPRUCE ST 1B in Glendale Heightz IL is
now: Submitted.

Click the application link below and you will be redirected to the application.

Open application

Cloudpermit (®

Not approved in review
will require additional
action on your part.




If you choose to be
redirected back to your
Cloudpermit account from
the email, you can work on
creating an application for
your other rental properties
in Glendale Heights. You do
not have to wait for your first
submission to be approved
by review in order to work
on adding other properties.

ACK TO DASHBEOARD @ / 1000 SPRUCE ST 1B

1000 SPRUCE ST 1B, Glendale Heights IL

Latest location update: 10/14/2024, 2:12 PM

Category
Rental - Condominium Unit

£y Show messages

PIN

Renewal

Work type  Work target

L1 Email notifications @) YES

Single Family Renta

MORE ACTIONS ~

Copy as a new workspace

05032110260000

El APPLICATION

CURRENT STEP:  SUBN

Parties Ap

n PARTIES T(

D AreuicaTi

Copy as a new workspace

{: Select location

Select location

Glendale Heights IL, 1l

Saint g

nois

Q 1000 SPRUCE ST 2A

OOOOOOOOOOOOOO

- Property details

PIN: 05032110270000

£ <(0E

“Copy as a new workspace” will allow you to enter your other

property address and go through the steps for your next submission.

F BACK NEXT —>




Side Note: You can check your “Profile” information in the upper right corner
and can change some of the fields. However, email information remains the
fixed addresses established at the initiation of your registration.

@) | My prafile

My profile

Strect address * Unit number Lat { Can,

My profile &°

inois 60138

Logout [

mmmmmmmmmm

Moolic phane *

Email address

Professional users



Now that your Rental License Application is submitted, the first step in
complying with Village Ordinance using Community Developments new
Licensing and Renewal process has been completed.

 The next step is a review by Village staff to confirm the necessary
information has been received.

* You must wait for the emailed notification that you can return to the
Cloudpermit account to either provided corrected information in order to
proceed, or be notified that the review approved you application and
payment must be submitted in order to reach the issuance of your
properties rental license/registration.

 The last step, after you have paid and your license issued, will be to
determine if your property requires inspection in the rental licensing year,

or you qualify for a by year allowing your inspection to take place in the
next rental year.



Welcome to Glendale Heights
Rental Licensing in Cloudpermit.
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