= CHICAGO
RECOVERY PLAN

LEGAL DOCUMENT TOOL KIT



READY TO START YOUR CONTRAGT?

Our team is here to help you! If you have questions along the way, please check this toolkit. If you cannot find
the answer, please reach out to the DPD Inbox via submittable: City of Chicago —Dept. of Planning and
Development.

Follow this guide carefully to ensure that your legal documents are correct and thoroughly completed. Take
the time to double-check that all documents are accurate. Pay attention to details:

* Dates

* Signatures

* Notarization requirements

* Important information requested.

Careful attention to these details will ensure that your documents are fully completed. Inaccurate or
incomplete documents will be returned, and our team will "Request a Revision".



LEGAL DOCUMENTS



ORGANIZATIONAL
CHART




ORGANIZATIONAL CHART

3 An Organizational Chart Should:

Show the internal structure of your organization.

Include the name of the legal entity to which the contract will be
granted.




ORGANIZATIONAL CHART EXRMIPLE

Jotn s diner

Organizational Chart

Joe Doe Jane Doe John Doe

33% EEY S 33%
Ownership Ownership Ownership

Tip: Please identify all persons holding 7.5% or more direct or indirect ownership
(including other entities if applicable) and clearly identify the percentage of
ownership. Non-profits and Cooperatives will likely not have owners and should
articulate this.




LEGAL ENTITY
REGISTRATION




LLC LEGAL REGISTRATION

Your Articles of Organization appear

as depicted below. This is the only
form accepted for LLCs.

For information and forms related to
legal registration, please visit:
https://tax.illinois.gov/content/dam/so
i/en/web/tax/forms/reg/documents/re

g-1.pdf

::MLNLQC-S.S Limited Lw-u;;mmw Act .

Articles of Organization

Secretary of State
Department of Business Services
Limited Liabéity Divison
501 8. Second St Am. 351

L L 62758

SUBMIT IN DUPLICATE

Type of pont clearly

08 gov Flling Fee: $150

Thes apace A wne by Seorwiary o Dale

1. Limted Liabitty Company name (see Note 1)

2 A of principad place of

whede reconds of the comparny wifl be kept (PO, Box alorne or G0 Is unacceptable )

3 Arscies of Organcaton effectve on: (Check one)

] e fing date
T3 & tater date (not 10 exceod 60 days afer B Mng date): _

Mortn. Day. Yeur
4. Regstored agent’s name and registared cifice address
Regstores agont -
70 Dow slorm o Frst Narre Wode Insal
O 8 e wptatve |
Registered office — e — e
Nsrbrer Syoet

Cey

Note: The registeced agent must reside in llinols, If the agent is a business entity, it must be authorized to act as agent in
this state.



https://tax.illinois.gov/content/dam/soi/en/web/tax/forms/reg/documents/reg-1.pdf
https://tax.illinois.gov/content/dam/soi/en/web/tax/forms/reg/documents/reg-1.pdf
https://tax.illinois.gov/content/dam/soi/en/web/tax/forms/reg/documents/reg-1.pdf
https://tax.illinois.gov/content/dam/soi/en/web/tax/forms/reg/documents/reg-1.pdf
https://tax.illinois.gov/content/dam/soi/en/web/tax/forms/reg/documents/reg-1.pdf

CORPORATION & NONPROFIT LEGAL REGISTRATION

Cortificato Number____ ",

Your Articles of Incorporation should
appear as depicted below. This is the

only form of acceptable document for
corporations.

Toallta whom these Joesruts Shall Come Grrefing:
AONCCTS, il Trtion ey

o £ L4 x4
e SCRTR Y SNOPR, AR,

For information and forms related to G e
legal registration, please visit: M‘“‘“‘%‘“‘““’

https://apps.ilsos.gov/corparticles/ * S
et e i



https://apps.ilsos.gov/corparticles/

LEGAL ENTITY
o IRUCTURE



OPERATING AGREEMENT

Tip: LLCs should submit operating
agreements that resemble the example

depicted below, and should be signed and
dated. Submissions without signatures
and dates will be returned for revisions.

For information and forms related to legal
registration, please visit:
https://tax.illinois.gov/content/dam/soi/en/w

eb/tax/forms/reg/documents/reg-1.pdf

LIMITED LIABILITY COMPANY OPERATING AGREEMENT
OF

,LLC
1. Comoacy Detady
MWMWMWCM erteced nto on
W joheck ore )
1 « Single Member LLC, entered into by | b e sl cwner
Wih & maling addeees of

T« MltiMember LLC. entered wio by and Detween _ Members known as:

Member 51 , W owmenvp of % of P Company. and »
madng sddress of
Morber 2~ wloemensp of N of e Company. and a
madny adiress of
Merrber £3 | W Owmerag of % of ?o Company. and &
matng sosress of
Merroer 84 s W Sumprap of W of e Company. and 8
mma
Member(s))
WHERTAS S Mermber(s) Semre 10 create 3 Umded lataty comparny under the taws of
B State of ("State of £ ) and sat Sorth Be Sermrs hereen of e
Company's " e vy ans o
NOW, THEREFORE, sat forth haren and

Mmumumdmmum
he Member(s) and The Company agree as follows

The rame of e Company shall be _ LLC with & prnapal place of
Bunitess locaed ot , OF 8t vy Oher such
place of nat e what

3. facmanon

The Company wes foomed on -'mhw-)lnh
mam“mnmaﬁw T slatutes
oo %G Iemted ety 0 the Saxle of Fosmation (e “Staties”)



https://tax.illinois.gov/content/dam/soi/en/web/tax/forms/reg/documents/reg-1.pdf
https://tax.illinois.gov/content/dam/soi/en/web/tax/forms/reg/documents/reg-1.pdf
https://tax.illinois.gov/content/dam/soi/en/web/tax/forms/reg/documents/reg-1.pdf
https://tax.illinois.gov/content/dam/soi/en/web/tax/forms/reg/documents/reg-1.pdf

PARTNERSHIP AGREEMENT

Tip: General Partnerships should
submit signed and dated partnership

agreement. Submissions without a
signature and date will be returned for
revisions.

L

PARTNERSHIP AGREEMENT

'MWM Thes P |} Gated
.20 rilmou1nwmn
MM

a.) Entty Nane formed in he Suste of
wiha place of at
(P ")
Nm The Partrenshp & struchured a3 & (choose one)
- General Partnerstip (GP) Mhmwbmm

sponsbiity in e P s

7« Limited (LP). The Genernl Known a
("General Partner(s]) 0 bear all
W—Waum ofwr Parvers are

o. u-nuu.,mu’t Each Pantner s Ratie for
i own neglgence of wrongul acts. not financial cbigatons.
=] wmwmm The Genesst
("Genecl P ") ana
mmummw
¢ ) Buginess Pupose The Pannersivp’s prmary business purpose is:

¢) Teem NWM.‘MM*‘
L 20 sevd shall coninue: {choose coe)
hm mwumwuu
Pe for which are

mluduo-rl-m‘)
- - For a Flzed-Term. The Partnersho wil efectively end on
, 20 orm”)

THE PARTNERS. The Partnership is organized as llows

Parmner 1 Wil & malng address of

-
B) Y
<) Wil 9 atoveaamed Partner be able 1o sgn contrac
0n behat of e Parenhip? L Yes L No
Partner 2 i a makng address of

a)Qunenshp ___ %
&) Coptal Contriastonn $_




CORPORATE MINUTES

Tip: Corporations and nonprofits should
submit signed and dated corporate

minutes like the example depicted below.

Submissions without a signature and
date will be returned for revisions.

INSTRUCTIONS TO USE WITH FORM #3
“Sample Minutes of Annual Meeting”

WM nsmwwmmmwmmmmmm

1 #1 - Type in the name of the LLC

2 42 - Type in the name of the LLC agan
3 #3 - Typo in the dato of the moeting

It you want all of the members (owners) to be the managers of your LLC, then
they should already be listed in Exhibit A 10 the Operating Agreement and do not
need to be renamed here. If the gers are ddf people than the
members, then you shoukd nsert their names here

4 #4 - Typo in the name of each momber who was present at the meaeting

5 #5 - Type in the name of the person appontod socrotary to take minutes of the
meating. This can be a temporary appointment or parmanent for future
meetngs.

6. w6 - Type in the name of the indmduals who will be managers of the LLC. Nole:
An LLC can also have an ontity such &s anothor LLC of corporation namoed as
the manager. If that is the case, type in the name of the entity  If an entity is
named as manager, It is usually heipful 1o aiso state the name of the authorized
representative of the entity who will be acting for the entity as manager

7. #7 - Type in a descrpbon of b of topic di d

8 #8 - Typo in & description of what was agrood 10 by the members.




LEGAL ENTITY STRUCTURE FAQS

Q.
A.
Q.
A.

What if my organization does not have these documents?

Please reach out to our team via Submittable to schedule a call and discuss next steps
and your specific situation.

What if | am a corporation and | do not have current officials?

Legally, corporations should have at least three officers: a president, secretary, and
treasurer.



LEGAL ENTITY STRUCTURE FAQS

0.
A.

My organization has not had a change in officers in a long time. How old can these
documents be?

These documents should be from the last time officers were elected; it is fine if this
was from a long time ago, provided no further changes have been made.
Who can sign and date these documents?

These documents are typically signed by Board Presidents or Secretaries.



= CHICAGO
RECOVERY PLAN

THANK YOU!
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