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Pre-event Survey

ⓘ Start presenting to display the poll results on this slide.
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All Participants

23

• This is a full three-day program. 

• Participants are expected to be fully engaged. 
Do not plan to multitask.

• Attendance is tracked for both in-person and 
livestream participants.  

• Participants who miss more than 30 minutes 
on any day have not successfully completed 
the class for purposes of Self-Cert 
Registration. (Rule Q(4)(a))

In-Person Participants

24

• Please silence your phone and devices.

• Please sign in and sign out each day.

• Your nametag will reserve your seat for all 
three days.

• Please validate your parking during a break or 
at lunch time.

• Breakfast, lunch, snacks, and beverages will be 
available all three days.

• Please be respectful of others if you need to 
get a snack or use the restroom.

23

24



Self-Certification Training Class 1/30/2024

4

Livestream Participants

25

• This is a Zoom meeting, not a Zoom webinar.

• Please remain muted and off camera, except 
during attendance checks during breaks.

• Use Zoom chat or email 
claudette.hillock@cityofchicago.org for help.

• Use Slido (not Zoom) to participate in the 
sessions or submit questions to the 
presenters.

• Pay attention to information about quizzes.

Quizzes

26

• To confirm attendance and  participation, 
livestream participants must complete 
periodic online quizzes each day.

• New participants must complete one quiz 
following the training class.

• Links to daily quizzes will be sent by email and 
through Zoom chat.

• Failure to complete quizzes on  time or 
excessive wrong answers may result in 
ineligibility for Self-Cert Registration.
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Audience Q&A Session

ⓘ Start presenting to display the audience questions on this slide.

Continuing Professional Education

28

This program is approved for both AIA and ICC CEU credit. Credit 
earned upon completion of this program will be reported to CES 
records for AIA members. Certificates of Completion will be provided 
to all attendees by ICC.

This program is registered with the AIA/CES for continuing 
professional education. As such, it does not include content that may 
be deemed or construed to be an approval or endorsement by the AIA 
of any material of construction or any manner of handling, using, 
distributing, or dealing in any material or product. Questions related to 
specific materials, methods, and services will be addressed at the 
conclusion of this presentation. 
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Day One

Overview Specific RulesSelf-Certification 
Program Rules
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Day One

Accessibility

3:30 pm

presented 
by MOPD

End of 
Day One

Learning Objectives Day One

40

• Apply the Rules for the Self-
Certified Permit Application 
Program.

• Identify documents required
to be submitted as part of a 
permit application.

• Determine whether a permit 
application and construction 
documents comply with the 
Chicago Construction Codes 
Administrative Provisions.

• Classify occupancy and 
construction type.

• Determine allowable building 
height and building area.

• Analyze means of egress for 
code compliance.

• Identify key requirements for 
usable and accessible 
facilities.
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Mission

2023 in Review

What’s Ahead
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The Department of BuildingsThe Department of Buildings

42

Department of Buildings Mission

The Department of Buildings enhances safety and 
quality of life for Chicago’s residents and visitors 
through permitting, inspections, trade licensing, and 
enforcement of the Chicago Construction Codes.
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Department of Buildings Permit Programs

The Department of Buildings offers permitting 
processes tailored for a wide variety of projects, 
from home repairs to skyscrapers.

44

Department of Buildings 2023 Statistics

Almost 37,000 
permits issued
• 7,700 based on plans
• 2,800 self-certified

More than 200,000 
inspections
• 45,000 311 complaint 

investigations

About 26,000 trade 
license holders

Implementation of 
Energy 
Transformation 
Code

44
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Self-Certification 2023 Statistics

51%
38%

1% 10%

Commercial Residential Mixed Use Temporary

46

Department of Buildings 2024 Initiatives

Continued Code 
Modernization
• Mechanical
• Fire Prevention

Continued IT 
Improvements
• 45,000 311 complaint 

investigations

Interdepartmental 
Cooperation
• Cut the Tape

Public Safety 
Partnerships
• Vacates and closures
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The Self-Certified Permit Application 
Program, commonly referred to as “Self-
Cert,” simplifies the permitting process 
for eligible projects.
• Chicago has offered some form of 

self-certification for over 20 years.

• In 2023, the Department issued over 2,800
self-certified permits.
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Self-Certification ProfessionalsSelf-Certification Professionals
Under the program, a registered Self-
Certification Professional (SCP) takes 
full responsibility for code compliance.
• There are more than 500 currently-registered 

self-certification professionals

• This training class includes 92 new 
candidates.
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ProcessProcess
The SCP must prepare and seal the 
permit drawings and submit them to the 
City using E-Plan.
• Bypasses Building Department plan reviews.

• Application still subject to review by other 
departments (e.g. zoning). 

• Expediters cannot assist with uploading 
self-certified permit applications.
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WarningWarning
The Department of Buildings checks all 
self-certified applications for 
administrative compliance and may 
spot check for code issues.

Permit applications with serious 
deficiencies are pulled from the self-
certified process. If this happens, the 
deposit and zoning fees are forfeited.
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The Purpose of Plan ReviewThe Purpose of Plan Review
Plan reviews check whether proposed 
work complies with construction and 
other codes before work begins.

Adjustments to plans are less costly 
and time-consuming than making 
changes during construction.
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Self-Cert Replaces Plan ReviewSelf-Cert Replaces Plan Review
With self-certification, the SCP has 
triple-checked that the work shown in 
the construction documents complies 
with the Chicago Construction Codes.

Self-cert is not appropriate for 
“innovative” projects or unusual 
situations.
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Construction DocumentsConstruction Documents
In conventional permitting, a plan 
reviewer can point out assumptions and 
gaps in the construction documents 
before a permit is issued.
• SCPs must triple-check their own work.

• To help inspectors (and builders) understand 
your design, show your work/assumptions.

• Clearer drawings reduce the risk of audit.
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Audience Q&A Session

ⓘ Start presenting to display the audience questions on this slide.

Rules for the Self-Certified 
Permit Application Program
Rules for the Self-Certified 

Permit Application Program
Rules for the Self-Certified 

Permit Application Program
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OverviewOverview

Finding the Rules

Organization
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Finding the RulesFinding the Rules
• Visit Chicago.gov/buildings.

• For current/effective rules, the Rules 
section is at bottom of page.

• Notice of proposed changes to rules 
are under “Alerts” at top of page.

• Proposed revised rules will take effect 
February 5, 2024.
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Specific RulesSpecific Rules

Eligible Projects

Disqualifying 
Features

Presubmission

Special Cases

Registration
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Rule C(1): A permit application prepared by a SCP for a project of a type 
listed in Table C-1 and not including any disqualifying feature listed in 
Table D or Rule D is eligible to be submitted through the Self-Certified 
Permit Application program. 

Rule C(3): Interior demolition in an existing building in preparation for an 
eligible project as described in Rule C(1), excluding an intended change 
of occupancy, is eligible to be submitted using the Self-Certified Permit 
Application program as a separate permit application. A Structural Peer 
Reviewer’s Report is required pursuant to the criteria in Rule C(2). A self-
certified permit application for an interior-demolition-only scope must 
clearly describe the current or last known use and include photographs 
documenting the existing conditions to be demolished. 

62

Exclusively Residential Buildings and Accessory Structures

Single-Occupancy Nonresidential Buildings (No Mixed Occupancy)

Mixed-Occupancy Buildings, Work Involving More Than One Occupancy

Work on Individual Unit or Common Area In An Existing Building

Table C-1: Eligible Projects

61
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63

Exclusively Residential Buildings and Accessory Structures

Single-Occupancy Nonresidential Buildings (No Mixed Occupancy)

Mixed-Occupancy Buildings, Work Involving More Than One Occupancy

Work on Individual Unit or Common Area In An Existing Building

Table C-1: Eligible Projects

• Group R-1, R-2, R-3, R-4 or R-5, up to eight residential units in building

• May include attached private garage 

• Group R-1 or R-2, more than eight residential units in building

• Accessory structure (Group R-5 or U)  

64

Exclusively Residential Buildings and Accessory Structures

Single-Occupancy Nonresidential Buildings (No Mixed Occupancy)

Mixed-Occupancy Buildings, Work Involving More Than One Occupancy

Work on Individual Unit or Common Area In An Existing Building

Table C-1: Eligible Projects

• Single Group A nonresidential unit in building,  total occupant load less than 300 

• One to four Group B or M nonresidential unit(s) in building 

• Single Group E-1, I-1, or I-2 nonresidential unit in building 

63
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Exclusively Residential Buildings and Accessory Structures

Single-Occupancy Nonresidential Buildings (No Mixed Occupancy)

Mixed-Occupancy Buildings, Work Involving More Than One Occupancy

Work on Individual Unit or Common Area In An Existing Building

Table C-1: Eligible Projects

• Separated mixed occupancy (including Group A (with occupant load less than 
300); B; M; R; S-2 (garage only); and/or U (private garage only))  

• Group A and M occupancies limited to basement and first story above grade plane

• Garage areas limited to basement and first story above grade plane 

66

Exclusively Residential Buildings and Accessory Structures

Single-Occupancy Nonresidential Buildings (No Mixed Occupancy)

Mixed-Occupancy Buildings, Work Involving More Than One Occupancy

Work on Individual Unit or Common Area In An Existing Building

Table C-1: Eligible Projects

• Separately-owned dwelling unit in Group R-2, R-3, or R-5

• Single Group A (OL < 300), B or M nonresidential unit in building W/O residential

• Single Group A (OL < 300), B or M nonresidential unit in building WITH residential

• Common area or system in a building with two or more units

65
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Exclusively Residential Buildings and Accessory Structures
Use or Occupancy 
Classification of 
Finished Building

Scope of Work

New Construction Rehabilitation

Group R-1, R-2, R-3, R-4 or R-5, 
up to eight residential units in 
building   

• May include attached 
private garage 

Group R-1 or R-2, more than 
eight residential units in building 

Accessory structure 
(Group R-5 or U) 

• Building up to 4 stories 
above grade plane

• May include occupiable 
rooftop 

• Building up to 4 stories above 
grade plane

• May include occupiable rooftop

• Gut rehab and porch 
replacement allowed 

• Initial buildout of individual 
residential unit or common 
area, as described below

• Work in individual unit or common 
area, as described below

• Other work with written preapproval 
from the Department

• 1 or 2 story building (may 
include occupiable rooftop) 

• 1 or 2 story building (may 
include occupiable rooftop) 

68

Rule D(1): A permit application for any project containing a disqualifying 
feature listed in Table D may not be submitted using the Self-Certified 
Permit Application program. 

67
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Use and Occupancy

Height and Area

Specialized Review or Department Preapproval Required

Table D: Disqualifying Features

70

Use and Occupancy

Height and Area

Specialized Review or Department Preapproval Required

Table D: Disqualifying Features

• Increase in number of permitted residential units
• New construction or addition of Group E or I 

occupancy
• Work involving Group A occupancy or 

occupancies with total occupant load 
greater than 299

• Work involving Group A occupancy with below-
grade public areas other than restrooms

• Work involving Group E-2 or I-4 occupancy
• Work involving Group M occupancy with below-

grade public areas other than restrooms 
• Work involving a Group F, H, or S-1 occupancy or 

Group S-2 occupancy other than a garage
• Work involving congregate living facilities 

• Work involving an ambulatory care facility * 
• Work involving use of more than one control area 

to avoid classification as a Group H occupancy
• Work involving a Wrigley Field-adjacent rooftop
• Work involving a distillery 

(regardless of occupancy)
• Any change of occupancy where the original and 

new classifications are other than Group A (with 
occupant load less than 300), B, or M, except 
expansion of an existing occupancy into existing 
storage/utility space 

• Work involving a telecommunications equipment 
area greater than 150 ft² 

69
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Use and Occupancy

Height and Area

Specialized Review or Department Preapproval Required

Table D: Disqualifying Features

• New construction or addition resulting in a building with 
building area exceeding 30,000 ft²

• New construction or addition resulting in a building exceeding 
4 stories above grade plane

• New construction or addition resulting in a building exceeding 
55 feet in building height

72

Use and Occupancy

Height and Area

Specialized Review or Department Preapproval Required

Table D: Disqualifying Features

• Work requiring Alternative Code Approval (ACAR), unless such approval has been granted prior to 
filing the permit application

• Work requiring approval by the Committee on Standards and Tests
• Work in a building exceeding 80 feet in height (high-rise building) if the building does not have a full 

sprinkler system without written preapproval from the Department
• Work involving Group E, I or M occupancy with an area of work exceeding 30,000 ft² without written 

preapproval from the Department
• Work involving modular construction without written preapproval from the Department
• Work involving a permanent Group U occupancy other than fences, sheds, carports, and private 

garages without written preapproval from the Department 

71
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Rule E: Pre-Submission Requirements 

1. Prior to submitting a permit application to the Department, the SCP must: 

a. Personally complete a thorough on-site investigation of the site where work is 
to be performed to determine that the self-certified drawings accurately reflect 
site conditions and existing building conditions, if applicable. 

b. Thoroughly review all documents to be submitted to the Department as part of 
the permit application, including documents sealed by other licensed 
professionals, to verify compliance with the Municipal Code. 

c. Complete, sign, and seal a Self-Certification Professional Statement, on the 
form provided by the Department, and provide a copy to the permit applicant 
identified on the permit application.  

d. Obtain a signed Permit Applicant Acknowledgement and Hold Harmless 
Agreement, on the form provided by the Department.

74

Rule E(2): If the work to be permitted will be on government-owned 
property or receiving government construction funding, the SCP must 
receive prior written permission from MOPD for the project to use the 
Self-Certified Permit Application program. 
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75

Rule K(1): An application to revise a permit issued using the Self-
Certified Permit Application program may be submitted through the Self-
Certified Permit Application program but only with the written 
preapproval of the Department. 

76

selfcert@cityofchicago.org
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77

Rule L: Prototype-Based Eligibility and Requirements

Rule M: Temporary Structure Eligibility and Requirements

Rule N: Required Pre-Occupancy Inspection by SCP

78

Self-Cert ProfessionalSelf-Cert Professional
Just like your professional license, self-
certification professional status belongs 
to you as an individual, not a firm or 
company, and requires periodic renewal.
• Rules allow required insurance to be held by 

firm or company

• Professional discipline must be reported to the 
Department

Just like your professional license, self-
certification professional status belongs 
to you as an individual, not a firm or 
company, and requires periodic renewal.
• Rules allow required insurance to be held by 

firm or company

• Professional discipline must be reported to the 
Department

Self-Cert Professional
Just like your professional license, self-
certification professional status belongs 
to you as an individual, not a firm or 
company, and requires periodic renewal.
• Rules allow required insurance to be held by 

firm or company

• Professional discipline must be reported to the 
Department
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Reporting ObligationsReporting Obligations
You must notify the Department in 
writing of:

• Professional discipline

• False statements

• Work contrary to permit

The time periods for reporting are set in 
the Rules.

You must notify the Department in 
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• False statements

• Work contrary to permit

The time periods for reporting are set in 
the Rules.

Reporting Obligations
You must notify the Department in 
writing of:

• Professional discipline

• False statements

• Work contrary to permit

The time periods for reporting are set in 
the Rules.
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Inspection and AuditInspection and Audit
Self-certified permits are subject to both 
field inspection (like all permits) and audit.

• Before or after issuance

• Random or judgmental

• Points assigned for deficiencies

• Rereview through Standard Plan Review
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Inspection and Audit
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field inspection (like all permits) and audit.
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• Random or judgmental

• Points assigned for deficiencies

• Rereview through Standard Plan Review
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Suspension and RevocationSuspension and Revocation
Certain conditions are assigned points.

• 1 - 4 points = warning

• 5 points within 365 days or 10 points 
within registration period = suspension

• 10 points within 365 days or 20 points 
within registration period = revocation

Certain conditions are assigned points.

• 1 - 4 points = warning

• 5 points within 365 days or 10 points 
within registration period = suspension

• 10 points within 365 days or 20 points 
within registration period = revocation

Suspension and Revocation
Certain conditions are assigned points.

• 1 - 4 points = warning

• 5 points within 365 days or 10 points 
within registration period = suspension

• 10 points within 365 days or 20 points 
within registration period = revocation
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Audience Q&A Session

ⓘ Start presenting to display the audience questions on this slide.
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Submission Requirements
and Paperwork

Submission Requirements
and Paperwork

Submission Requirements
and Paperwork

Before You ApplyBefore You Apply

On-Site Investigation

Preapproval

Debt Clearance

Location-Based 
Requirements
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On-Site InvestigationOn-Site Investigation
Rule E(1)(a) requires a thorough on-site 
investigation to be performed by the self-
certification professional personally.

If you can’t conduct an on-site 
investigation, you can’t self-certify.

Rule E(1)(a) requires a thorough on-site 
investigation to be performed by the self-
certification professional personally.

If you can’t conduct an on-site 
investigation, you can’t self-certify.

On-Site Investigation
Rule E(1)(a) requires a thorough on-site 
investigation to be performed by the self-
certification professional personally.

If you can’t conduct an on-site 
investigation, you can’t self-certify.
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selfcert@cityofchicago.org
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Debt ClearanceDebt Clearance
For self-certified permit applications, you 
must obtain a Debt Clearance Certificate 
from the Department of Finance before
you apply for the building permit.

Apply for Debt Clearance Certificates at 
Chicago.gov/permitdebt.

For self-certified permit applications, you 
must obtain a Debt Clearance Certificate 
from the Department of Finance before
you apply for the building permit.

Apply for Debt Clearance Certificates at 
Chicago.gov/permitdebt.

Debt Clearance
For self-certified permit applications, you 
must obtain a Debt Clearance Certificate 
from the Department of Finance before
you apply for the building permit.

Apply for Debt Clearance Certificates at 
Chicago.gov/permitdebt.
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Fire Limits
If the property is in a “D” zoning 
district, it’s probably within the 
fire limits. The boundaries are 
very similar.

Because of increased building 
density, additional limits on 
exterior cladding and Type V 
construction apply in this part 
of the city.

For more information, see Task 
1.3 in the Plan Review Manual 
and Appendix D in the Chicago 
Building Code.
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Special Flood Hazard Area
These areas are designed by the Federal 
Emergency Management Agency (FEMA) 
for areas where there is increased risk of 
flooding from a river or lake.

The City is required to enforce additional 
building restrictions in these areas under the 
National Flood Insurance Program (NFIP).

The FEMA designations were last updated in 
2021. You can check if a property is in a 
SFHA using the online zoning map, using 
the FEMA Floodplain layers.

Applying for a PermitApplying for a Permit

Starting the 
Application

Uploading

The Review 
Process

90
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E-PlanE-Plan
For more than a decade, Chicago has used 
electronic plan review for plan-based building 
permits.

Applications are started in the Dynamic Portal 
(Hansen). Plans are uploaded and reviewed using 
ProjectDox.

For more than a decade, Chicago has used 
electronic plan review for plan-based building 
permits.

Applications are started in the Dynamic Portal 
(Hansen). Plans are uploaded and reviewed using 
ProjectDox.

E-Plan
For more than a decade, Chicago has used 
electronic plan review for plan-based building 
permits.

Applications are started in the Dynamic Portal 
(Hansen). Plans are uploaded and reviewed using 
ProjectDox.
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IT TransitionIT Transition
At the Department of Buildings, our IT systems 
have been “under construction” for longer than 
we’d like.

To navigate the online permit application (until it 
is replaced in 2025), please use the instructions at 
Chicago.gov/permit.

At the Department of Buildings, our IT systems 
have been “under construction” for longer than 
we’d like.

To navigate the online permit application (until it 
is replaced in 2025), please use the instructions at 
Chicago.gov/permit.

IT Transition
At the Department of Buildings, our IT systems 
have been “under construction” for longer than 
we’d like.

To navigate the online permit application (until it 
is replaced in 2025), please use the instructions at 
Chicago.gov/permit.
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Voluntary Confirmation
After reviewing the rules, are you 
still unsure if a project is eligible to 
be self-certified?

Send us an email at 
selfcert@cityofchicago.org. 

• Voluntary confirmation of 
eligibility

• Required preapproval

• Helpful to include schematic 
plans
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Form 400
We recommend that you start filling 
out the PDF Building Permit 
Application (Form 400) before you 
start the online application.

It’s a good worksheet for gathering 
required information and preparing 
the description of work.
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The Dynamic Portal
For Self-Certified Applications, the online 
application must be started using the SCP’s 
personal account. Self-certification is only 
shown as an option in your account when 
you have valid self-cert credentials.

Expediters are not allowed to create the 
application or upload for self-certified 
applications. 

Do not give an expediter your account 
information to circumvent this rule. 

98

No Switching!No Switching!
Before paying the deposit fee, verify that you have 
started a self-certified application.

DOB will not switch application types or transfer 
deposit payments to a new application.

Before paying the deposit fee, verify that you have 
started a self-certified application.

DOB will not switch application types or transfer 
deposit payments to a new application.

No Switching!
Before paying the deposit fee, verify that you have 
started a self-certified application.

DOB will not switch application types or transfer 
deposit payments to a new application.
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Permit Fee Deposit
To continue with an application, 
someone must pay a $300 deposit 
toward the building permit fee and a 
$75 zoning fee.

This fee can be paid online (credit card 
or electronic check) or in person at a 
Department of Finance payment 
center with the 9-digit application 
number.

The Department considers the date 
this fee is paid as the date the 
application is started.
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Uploading to ProjectDox
For self-certified projects, make sure to 
triple-check your files before uploading.

Upload construction documents to the 
drawings folders and supporting documents 
to the documents folders.

Follow the E-Plan user guide for naming 
conventions and file format requirements.

Make sure to upload the Structural Peer 
Review Report, if required.
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Zoning ReviewZoning Review
All permit applications receive a zoning review. 
For some types of work, an expedited zoning 
review is available. To facilitate this, make sure 
your scope of work is clear and complete. 

If there are any doubts, an application is routed 
for full zoning review.

All permit applications receive a zoning review. 
For some types of work, an expedited zoning 
review is available. To facilitate this, make sure 
your scope of work is clear and complete. 

If there are any doubts, an application is routed 
for full zoning review.

Zoning Review
All permit applications receive a zoning review. 
For some types of work, an expedited zoning 
review is available. To facilitate this, make sure 
your scope of work is clear and complete. 

If there are any doubts, an application is routed 
for full zoning review.
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Other Reviews

Self-certification only applies to the Chicago Construction Codes. If a 
permit application is subject to review by another department, that 
review will still occur. Other reviews include:

• Stormwater regulated 
development or sunken 
driveway

• Landmarks/historic 
preservation

• Air-pollution control 
(Environmental)

• Office of Underground 
Coordination 
(OUC)/Geotechnical

101
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Responding to Comments
If you receive corrections, either from 
DOB or another department, please 
respond in a timely and complete 
manner.

All changes must  be bubbled and 
noted.

If you do not respond within 120 days 
(or secure a 90-day extension) your 
permit application is legally 
withdrawn.

104

Application StatusApplication Status
As part of E-Plan, we offer several tools for you 
and your clients to check the status of permit 
applications in near real time.

The Building Permit Application Status website 
was updated in fall, and it will be able to directly 
pull a ProjectDox status report later this spring.

As part of E-Plan, we offer several tools for you 
and your clients to check the status of permit 
applications in near real time.

The Building Permit Application Status website 
was updated in fall, and it will be able to directly 
pull a ProjectDox status report later this spring.

Application Status
As part of E-Plan, we offer several tools for you 
and your clients to check the status of permit 
applications in near real time.

The Building Permit Application Status website 
was updated in fall, and it will be able to directly 
pull a ProjectDox status report later this spring.

103

104



Self-Certification Training Class 1/30/2024

44

105

Audience Q&A Session

ⓘ Start presenting to display the audience questions on this slide.

Application DocumentsApplication Documents

Finding the 
Documents

Form 400

Other Forms

106
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Chicago.gov/permit
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Form 400
We recommend that you start filling 
out the PDF Building Permit 
Application (Form 400) before you 
start the online application.

It’s a good worksheet for gathering 
required information and preparing 
the description of work.

110

Form 400, Page 1
• Complete this page carefully.
• Failure to complete this page 

accurately may result in your 
application being denied for 
self-certification.

• Permit will be delayed if 
information does not match 
what was entered online.
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Form 400, Page 2
• Most information on this page 

is optional, but providing this 
information will expedite your 
zoning review.

112

Form 400, Page 3
• Submit only one version of 

page 3:
• New construction (3-NC)
• Building rehabilitation (3-BR)
• Special construction (3-SP)

• Strike out or remove the 
inapplicable pages
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Form 400, Page 4
• Complete this page carefully.
• Failure to complete this page 

accurately may result in your 
application being denied for 
self-certification or routed for 
unnecessary reviews.

114

Form 400, Page 5
• For self-certified permits, this 

page must be complete at 
initial upload unless pursuing 
zoning-only review.

• Contractor information must 
also be entered online.

• For Standard Plan Review, this 
page is not required until 
permit is ready to issue.
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Checking LicensesChecking Licenses
In October 2023, DOB improved the online license 
lookup site for contractors. (Chicago.gov/DOB)

You can use this tool to determine if a 
contractor’s license or insurance/bond is expired.

In October 2023, DOB improved the online license 
lookup site for contractors. (Chicago.gov/DOB)

You can use this tool to determine if a 
contractor’s license or insurance/bond is expired.

Checking Licenses
In October 2023, DOB improved the online license 
lookup site for contractors. (Chicago.gov/DOB)

You can use this tool to determine if a 
contractor’s license or insurance/bond is expired.
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Form 400, Page 6
• Verification pages for:

• Property owner/agent

• Design professional of 
record

• General Contractor 
(if applicable)

• Expediter (if applicable)

• Conditions for e-signatures 
described on bottom of page.

115
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Form 401 (GC, MC, PC)
Form(s) required if:

• Owner-occupant of residential 
building with 6 or fewer units on site 
(3 stories or less) acting as General 
Contractor

• Owner-occupant of detached single-
family home performing all plumbing 
work

• Owner-occupant of residential 
building with 6 or fewer units on site 
(3 stories or less) acting as Mason 
Contractor

118

Form 402
An excavation certification and 
supporting documents must be 
uploaded if:

• Excavation (including demolition) 
more than 5 feet below grade and 
within 5 feet of a building on another 
lot

• Excavation more than 5 feet below 
grade and within 5 feet of the public 
way (street, sidewalk, alley, etc.)

• Excavation more than 10 feet below 
grade at any location

117
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Form 408C or 408R
• To facilitate compliance with the 

Energy Code, an architect or 
engineer must complete and seal a 
compliance form and file it with the 
building permit application.

• The information required on this 
form is in addition to the energy 
information that is required on the 
construction documents. 

120

Energy Code AdviceEnergy Code Advice
Do you need advice on navigating the Energy 
Transformation Code?

Visit Chicago.gov/energycode for an overview of 
compliance methods and Chicago-specific 
requirements.

Do you need advice on navigating the Energy 
Transformation Code?

Visit Chicago.gov/energycode for an overview of 
compliance methods and Chicago-specific 
requirements.

Energy Code Advice
Do you need advice on navigating the Energy 
Transformation Code?

Visit Chicago.gov/energycode for an overview of 
compliance methods and Chicago-specific 
requirements.
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Self-Cert DocumentsSelf-Cert Documents

Professional 
Statement

Applicant Form

Debt Clearance

121

122

Form 410
The Self-Certification Professional 
Statement (Form 410) must be 
completed by you and uploaded with 
every self-certified permit application.
This form acknowledges your 
compliance with the Self-Cert Rules.
(Look for an updated version when the 
updated rules take effect in February.)
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Form 411
The Applicant Acknowledgment and 
Hold Harmless (Form 411) must be 
completed by your client and 
uploaded with every self-certified 
permit application.
This form acknowledges conditions of 
participation in the Self-Cert program.
(Look for an updated version when the 
updated rules take effect in February.)
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Debt Clearance Certificate
Building permits cannot be issued if 
the permit applicant or property owner 
has unresolved city debt.

In the self-certification process, you 
(or an expediter) must apply for a 
“Debt Clearance Certificate” before 
you apply for the building permit.
Apply at: Chicago.gov/permitdebt
The certificate is valid for 120 days. 
(This means it must be uploaded to 
ProjectDox within this time.)
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Other PaperworkOther Paperwork

House Number 
Certificate

Survey

Demo Permit

Geotech Report

Public Way Use

125

126

House Number Certificate
A house number certificate must be 
obtained before an application is 
started for: 
• New principal buildings (not required 

for accessory buildings without 
dwelling units, such as garages and 
sheds) 

• Building alterations that will relocate 
the main building entrance 

• Building additions that will use a 
separate street address 
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Survey
A plat of survey, prepared by an 
Illinois-licensed land surveyor, must be 
submitted with a permit application 
for the following types of work: 
• Erecting a new building 
• Adding new occupiable floor area to 

an existing building 
• Relocating an existing building
• Work affecting exterior openings or 

party walls

128

Geotechnical Report
• For very small projects, a report is 

not required.
• For some mid-sized projects, the 

report is not required for permit but 
must be obtained and confirm the 
assumptions used for structural 
design prior to the start of work.

• For larger projects, a geotechnical 
report must be submitted with the 
permit application as a basis for 
structural design (incl. self-cert).
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Demolition Permit
A permit for construction that 
anticipates demolition of an 
existing structure may not be 
issued without a substantially 
complete demo permit 
application or issued demo 
permit.
The construction permit is 
conditional, subject to lawful 
demolition of the existing 
buildings and existing structures 
before occupancy.

130

Public Way Use
• Online application, processed 

by the Department of Business 
Affairs and Consumer 
Protection (BACP)

• 5-year duration
• May require City Council 

approval
• Cannot be used for required 

building features (egress door 
swing, insulation, etc.)
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Audience Q&A Session

ⓘ Start presenting to display the audience questions on this slide.

Construction DocumentsConstruction Documents

Code Compliance 
Summary

Site Plan

Other 
Requirements

132

131
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Code Compliance Info
Applicants must summarize 
code compliance on the 1st or 
2nd page of the construction 
documents. This information 
may be presented in the form of 
a matrix, a narrative, or 
diagram(s), so long as all 
necessary information is 
included. 

134

Site Plan
Construction documents must 
include a scaled site plan 
showing:
• The size and location of 

existing and proposed 
structures on the lot

• Distances from buildings and 
structures to property lines

• The established grade of the 
adjoining public way

• Proposed finished site grade(s)
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Occupancy and Use
Construction documents must 
indicate the existing and 
proposed occupancy 
classification and use 
designation of every existing 
building, and every building 
proposed to be erected, added 
to, or moved onto the lot under 
the permit. 

136

Special Occupancies/Uses
The permit application and 
construction documents must 
indicate where an existing or 
proposed building contains an 
occupancy or use for which 
specialized requirements are 
provided in the Chicago Fire 
Prevention Code or Chapter 4 of 
the Chicago Building Code. 
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Height and Area
Where height and area 
measurements determined in 
accordance with the Zoning 
Ordinance differ from the 
measurements determined in 
accordance with Chapter 2 of 
the Chicago Building Code 
(usually), both measurements 
must be indicated on the 
construction documents, and the 
basis of measurement must be 
clearly identified.

138

Construction Type
Construction documents must 
indicate the construction type as 
determined in accordance with 
Ch. 6 of the Chicago Building 
Code. 
Construction type must be 
determined for existing 
buildings. Resource A, at the end 
of the Chicago Building 
Rehabilitation Code, may be 
used to determine the equivalent 
fire-resistance or fire-protection 
rating of archaic materials. 
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Fire Resistance
Construction documents must 
indicate the fire-resistance rating 
or fire-protection rating and 
basis of the rating for all 
elements, components, and 
assemblies where a fire-
resistance rating is required by 
the Chicago Construction Codes. 

140

Fire Protection Systems
Construction documents must indicate the general type and location 
of fire protection systems, including: 

• Fire pump and riser rooms 
• Automatic sprinkler systems 

(NFPA 13, 13R, or 13D) 
• Alternative automatic fire-

extinguishing systems
• Standpipes 
• Portable fire extinguishers 
• Fire alarm and detection systems 

• Smoke control systems 
• Smoke and heat removal features 
• Fire command centers 
• Fire department connections 
• Fire pumps 
• City fire alarm boxes 
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Means of Egress
Construction documents must 
show the location, construction, 
size, and character of all portions 
of the means of egress, including 
the path of discharge to the 
public way. 
To meet this requirement, it may 
be necessary to provide 
occupant load and/or egress 
diagrams separate from the 
building floor plans. 

142

Accessibility
The seal of a registered design 
professional is a certification 
that the construction documents 
comply with the applicable 
accessibility requirements of the 
Chicago Construction Codes and 
the Illinois Accessibility Code. 
This provision does not prevent 
plan examination or inspection 
to confirm compliance with 
accessibility requirements.
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Energy Efficiency
In addition to the Energy Code compliance form, construction 
documents must include the following details related to energy 
performance for all materials or systems to be installed under the 
permit: 

• Insulation materials and R-values
• Fenestration U-factors and solar

heat gain coefficients (SHGCs)
• Area-weighted U-factor and solar heat gain 

coefficient calculations
• Mechanical system design criteria
• Mechanical and service water heating 

equipment type, size, and efficiency
• Economizer description

• Equipment and system controls
• Fan motor horsepower and controls
• Duct sealing and duct and pipe insulation 

locations
• Lighting fixture schedule with wattage and 

control narrative
• Location of required daylight zones
• Air sealing details

144

Building Envelope
Construction documents must detail 
the exterior wall in sufficient detail to 
determine compliance.

The code requires showing details of 
the exterior wall envelope including 
flashing, intersections with dissimilar 
materials, corners, end details, control 
joints, intersections at roof, eaves, and 
parapets, means of drainage, water-
resistant membrane, and details 
around openings.
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Structural Information
Construction documents must 
include information specified in 
the code, including: 

• Floor live load(s) 
• Roof live load 
• Roof snow load data 
• Wind design data 
• Earthquake design data 
• Geotechnical information 
• Special loads (where 

applicable) 
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Concrete
For structural concrete work, 
construction documents must 
include information specified in 
Section 1901.5, including:
• Compressive strength of concrete at 

specific age(s)
• The specified strength or grade of 

reinforcement
• The size and location of structural 

elements, reinforcement, and 
anchors
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Electrical Information
Separate electrical drawings 
(E sheets) are required for:
• Residential > 2 stories abv. 

grade
• Non-residential > 1 story or 

greater than 10,000 ft²
• Services rated 400 amps +
• Certain electric and illuminated 

signs
• Emergency electrical power 

systems

148

HVAC Information
Construction documents 
involving mechanical heating, 
ventilation, refrigeration, and/or 
fuel gas systems must establish 
code compliance.
If ventilation work, must include 
ventilation schedules in the 
format specified in Section 18-
28-403.14 of the Mechanical 
Code.
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Plumbing Information
Construction documents must 
show the size and location of all 
water distribution, sewerage, and 
drain pipes and the location and 
type of all plumbing fixtures.
Construction documents should 
include calculations or schedules 
to show compliance.

150

Conveyance Devices
Construction documents must 
indicate the general type and 
location of conveyance devices 
(elevators, escalators, moving 
walks, etc.) within or serving the 
work area.
Show elevator cab dimensions if 
required for accessible means of 
egress, fire service, or paramedic 
access
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Rehabilitation Work
Where rehabilitation work is 
limited to repairs, Level 1 
alterations, and/or change of 
occupancy (without alterations), 
DOB may waive any requirement 
for the construction documents 
that is not necessary to 
determine code compliance.
(But get approval in advance.)

Permit IssuancePermit Issuance

Paying for the 
Permit

Inspections

Revision Permits

152
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Pay for the Permit
You will be emailed when your 
permit is ready to issue.

The balance of the permit fee 
may be paid online or at a 
Department of Finance payment 
center.

Stamped construction 
documents can be downloaded 
from ProjectDox.

154

Starting Work
Work cannot start until you have 
paid the permit fee, printed the 
permit certificate and posted it 
at the work site.

Progress inspections must be 
requested online.
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Revisions
All self-cert revisions require 
written preapproval from DOB.

Follow DOB requirements for 
revision permits when preparing 
construction documents.

Significant changes may require 
a replacement permit.

155


