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POP UP ORGANIZER

(FOR SHOWS AND MIARKETS)

The organizer or host of an event or show must obtain a City of Chicago Pop-Up License. By obtaining this
license, an organizer of an event with retail vendors can sponsor participant vendors on a single license
application. Organizers may apply online at www.chicago.gov/BusinessDirect or in person at the Small
Business Center located at 121 N LaSalle St, Room 800. For more information on in-person visits, see the “visit

”

us page.

THREE STEPS TO OBTAIN A LICENSE FOR YOUR SHOW OR EXHIBITION:

Step 1: Submit a License Application
1. Apply online at www.chicago.gov/BusinessDirect or at the Small Business Center, located at City Hall,
121 N LaSalle St, Room 800, and is open for walk-in service Monday through Friday, 8:30 AM — 4:30
PM. For more information on in-person visits, see the “visit us” page.
2. To complete your application, you will need:
e A complete Business Information Sheet (for in person applications)
e Photo Identification (the applicant should have ownership in the business)
e Federal employer Identification Number - if applicable
e If you are out of state, you still must be registered with the lllinois Secretary of State as
applicable

Step 2: Provide Required Documents
e Complete list of participating vendors in your show: Use the format on the back of this flier.
¢ Blank Special Event Tax Collection Report and Payment Coupon from the IL Department of Revenue: If
any of your vendors do not have an IL Sales Tax number, submit a Special Event Tax Coupon. It must
indicate the name, address, and dates of the show.

Step 3: Pay for and receive your Pop-Up Host License

Once the City reviews and approves your application and required documents, you will be prompted to make
final payment for the license before the license is issued. The pop up organizer license will cover you and your
vendors selling retail merchandise as well as nonperishable, pre-packaged food.

READY TO APPLY?

You may apply for a license online or in person at the Small Business Center in City Hall, 121 N. LaSalle Street, Room 800.
For general licensing inquiries, call (312) 74-GOBIZ/(312) 744-6249. Check Code requirements using the Zoning Guide
before proceeding with your business plan at Chicago.gov/BusinessLicensing.
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FREQUENTLY ASKED QUESTIONS

What counts as a show?
¢ A show includes but is not limited to art fairs, consumer fairs, trade fairs, expositions, or shows where
merchandise or services are sold.

What do | need to include in the list of participating vendors?
e Format your list per the sample below. For those vendors that have a current active pop-up user license valid for
the duration of the show, indicate the expiration date of that license. If one or more vendors do not have an IL
Sales Tax number, you will be asked to provide a Special Event Tax Collection Report and Payment Coupon from
the IL Department of Revenue.

Name of Vendor Name of Business Address Items to be Sold IL Sales Tax # Pop Up Lic. Acct
Number and Exp.
Date (if applicable)

What is the license fee?
e License fees will be calculated based on the number of vendors indicated on the list of participating vendors as
not having a current and active pop-up user license, multiplied by the per-user fee. The per-user fee for a show
lasting 5 days or less is $25.

How will vendors who have a previously issued pop-up license be treated?
e All vendors participating in the show must be indicated on the list of participating vendors. Those who hold
current active pop-up licenses for the duration of the show will not be counted towards the final fee.

Can an individual show vendor obtain a pop-up license for a show?
e Show vendors cannot obtain an individual pop-up license specifically to participate in a show. Organizers must
submit a single license application with a list of all participating vendors (per the example above). The resulting
license issued to the show organizer will cover the organizer and all participating vendors on the list.

| am an organizer and already have a license as an organizer that is still current and active — do | need a new license for
upcoming shows?

e Your license has been issued for a specific show location. If your future shows will occur at the same location,
you may use the same license for as long as it is valid, submit a new list of participating vendors for each show,
and pay the associated fee. However, you will need to obtain a separate and distinct license for each distinct
show location.

How can food vendors participate in a show?

e Food vendors selling only nonperishable prepackaged food may be included on the list of participating vendors
cited above.

e Other food vendors must obtain a Pop-Up Food Establishment User Tier Il License (menu items requiring
temperature control for safety and/or a final on-site preparation step such as tossing a prepackaged salad or
plating prepackaged food) or Tier Il License (operation on-site as a full-service restaurant) independently. In order
to host such users, the owner or lessee of the premises of the location where the vendors will be located must
also obtain a Pop-Up Food Establishment Tier Il or Tier Ill Host License. Tier Il and Tier Il licenses require a
consultation with and inspection by the Chicago Department of Public Health.
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