
LEGAL DOCUMENT TOOL KIT



READY TO START YOUR CONTRACT?
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". 



SUBMITTABLE SECTIONS
The legal section is comprised of two submittable sections, each with their own unique required documents: 

LEGAL DOCUMENTS CITY INDEBTEDNESS AND CHILD 
SUPPORT

1A: 1B:

● Organizational Chart 
● Articles of Incorporation/Organization
● Corporate Minutes/Operating 

Agreement/Partnership Agreement
● Economic Disclosure Statement (EDS) 
● SAM (for pre-development projects only)

● Chart completion for owners/officers of grant 
finalist 

● Affidavits of Child Support Compliance 
● Photo IDs (Driver's License, State ID, US 

passport, etc.)



LEGAL DOCUMENTS 
1A:



ORGANIZATIONAL 
CHART



ORGANIZATIONAL CHART

Show the internal structure of your organization.

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

1

2

A Organizational Chart Should:



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. Nonprofits and Cooperatives will likely not have owners and should 
articulate this. 

ORGANIZATIONAL CHART EXAMPLE



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

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

Your Articles of Incorporation should 
appear as depicted below. This is the 
only form accepted document for 
corporations. 

For information and forms related to 
legal registration, please visit: 
https://apps.ilsos.gov/corparticles/

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


LEGAL ENTITY 
STRUCTURE



OPERATING AGREEMENT
Tip: LLCs should submit operating 
agreements that are like 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

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 like the example depicted 
below. Submissions without a signature
and date will be returned for revisions.



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.



LEGAL ENTITY STRUCTURE FAQS
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 I am a corporation and I do not have current officials?

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

Q.
A.

Q.
A.



LEGAL ENTITY STRUCTURE FAQS
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.

Q.

A.

Q.
A.



ECONOMIC DISCLOSURE 
STATEMENT



ECONOMIC DISCLOSURE STATEMENT
Common Mistakes to Avoid



ECONOMIC DISCLOSURE STATEMENT
Common Mistakes to Avoid

Tip: List the name of the legal entity. This name 
must match exactly to what the Office of the 
Illinois Secretary of State has on file. 



ECONOMIC DISCLOSURE STATEMENT
Common Mistakes to Avoid

Tip: The most common mistake on 
this area is when applicants choose 
“Person”. Please do NOT choose 
“Person” if your organization is a 
corporation, non-profit, LLC, 
cooperative or partnership.



ECONOMIC DISCLOSURE STATEMENT
Common Mistakes to Avoid

Tip: For non-profits, the City 
requires a submission of the 
CEO/Executive Director, Board 
President and Treasurer in this 
section.

Tip: For LLCs and Corporations, 
please include all owners with 
7.5% or more ownership.



ECONOMIC DISCLOSURE STATEMENT
Common Mistakes to Avoid

Tip: Please ensure Page 
12 is signed by an 
owner/officer of the 
disclosing party, and 
have it notarized.



EDS - OTHER THINGS TO CONSIDER
Appendix C: Individuals who are acting as their own General Contractor for this project 
are likely to select "yes" for this form. If you have hired a General Contractor, please 
select the appropriate response that best aligns with your project's legal entity.

All pages of the EDS must be included.

Appendix A and C must be completed; Appendix B is optional.

All other required questions are answered.



CITY INDEBTEDNESS 
AND CHILD SUPPORT

1B:



CITY INDEBTEDNESS



CITY INDEBTEDNESS
City Indebtedness and Child Support Clearance - Chart Completion 



CITY INDEBTEDNESS
Non-profits: it is a City requirement to list the names of the CEO/Executive 
Director, board president, and treasurer in this section.

LLCs, Corporations, and Partnerships: it is a City requirement to list all 
individuals with 7.5% or more direct or indirect ownership in this section. 

Please make sure all fields are completed.

Officers listed in the EDS and this chart must be the same individuals.



CITY INDEBTEDNESS
City Indebtedness and Child Support Clearance - Child Support Affidavits & 
Driver's Licenses



CITY INDEBTEDNESS
Please download an Affidavit of Child Support Compliance from the internal Submittable 
form.

Corporations/LLC/Partnerships/Sole proprietors - please submit a completed form for each 
individual with 7.5% or more ownership.

Nonprofits - please submit a completed form for your CEO/Executive Director, board president, and 
treasurer. 

Please ensure that all members include their full Social Security Number on this form.

Please provide the driver's license or government-issued identification for all individuals who 
meet the criteria above 

Government-issued identification must be active, expired forms of ID are not acceptable.



THANK YOU!


