
VILLAGE OF TINLEY PARK, ILLINOIS 

CHANGE OF USE/ OWNER INFORMATION & APPLICATION 

(Le a sing  or Purc ha sing  Comme rc ia l Spa c e / Prope rty)  

 

 

PO TENTIA L BENEFITS FO R YO UR BUSINESS 
Your business may be eligible for special economic development benefits or incentives. Before you 

purchase/lease the property or begin construction, please contact the Tinley Park Economic Development 

Department at (708) 444-5000 for more information. 

 

 

A BO UT THE C HA NG E O F USE/ O W NER PRO C ESS 
A Change of Use or Change of Owner Permit is for businesses leasing a previously occupied commercial or 

industrial space or purchasing an existing business or property. Upon receiving a completed application and 

fee from a new/prospective owner or user, the Tinley Park Building Department will schedule an inspection for 

the space/property and Village inspectors will identify items that do not meet current codes. The property 

owner and/or tenant will be responsible to make the necessary improvements to any outstanding conditions 

prior to receiving a Certificate of Occupancy. In some cases, a Temporary or Conditional Certificate of 

Occupancy may be issued along with due dates for completion of bringing outstanding items up to code. 

 

1. A PPLIC A TIO N FO RM  (a tta c he d )  

Before a lease or sale is complete, a Change of Use/Owner Application must be completed and returned to the 

Building Department for review to ensure the basic zoning criteria has been met. The fee for a Change of 

Use/Owner application is $30. If you have questions regarding this application, please contact the Building 

Department at (708) 444-5100.  

 

2. INSPEC TIO N INFO RM A TIO N  

After receiving the completed Change of Use Permit Application, the Building Department will call to set up an 

inspection date. This inspection will be conducted by the Building, Plumbing, Electrical, Public Works, Planning, 

Fire Prevention, and Health (if applicable) inspectors. It is recommended that you, the current property 

owner/management company, and ideally your general contractor, are present for the inspection. 

 

The inspectors will arrive between 9:00am and 11:00am on the scheduled date and must have access to the 

utility room, especially if leased space is within a strip mall or multi-tenant building. These inspections will 

provide the potential lessee/buyer with a list of any code violations or repairs necessary to bring the property 

up to code. This information is usually important in the negotiations of a contract or lease.  

 

3. INSPEC TIO N REPO RT LETTER 

Once this inspection is complete, a letter containing all corrections and/or code violations found will be sent to 

the Applicant and current building/business owner.  Some corrections may require a Building Permit.  

 

4. C ERTIFIC A TE O F O C C UPA NC Y REQ UEST 
If you are still interested in occupying the space, you will have to complete the corrections and submit an 

application for a Certificate of Occupancy Permit. All inspectors will then conduct a final inspection, and 

pending any further corrections, a Certificate of Occupancy will be issued for your business and/or building, 

along with the a Tinley Park Business License (if applicable).  
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5. REM O DELING  PERM IT INFO RM A TIO N  

If you are interested in extensive remodeling, a Building Permit is required. Permits must be issued prior to 

any remodeling or additions that the new owner desires to complete.  Because walls are often moved, this 

most often requires relocation of fire sprinkler heads. Fire Suppression/Alarm Permit Applications will be 

required to be submitted along with the Build-Out/Interior Remodel Permit Application. Following the final 

inspections of a remodel, a Certificate of Occupancy may be issued (if applicable).  

 

BUILD- O UT/ INTERIO R REM O DEL PERM IT C HEC KLIST 

 

 A completed Commercial/Industrial Permit Application including all contractor and/or subcontractor 

information. 

 A completed Emergency Contact Information sheet. 

 A Letter of Intent describing new occupant’s business practice. 

 A letter defining the scope of work. 

 Four (4) sets of floor plans, showing any building, HVAC, electric, plumbing work. If a water meter is 

already installed, please indicate placement. If a water meter is required, please indicate placement 

and size of the water meter.  

 Please indicate placement of fire sprinkler heads. If fire sprinkler heads will be relocated, fire 

protection plans are required. Three (3) sets of engineered plans of any fire suppression/protection 

system plans with completed permit application must be submitted to the Fire Department at 17355 S. 

68th Court. Build-Out/Remodel Permits will not be released until the fire suppression/protection 

system permit has been submitted.   

 Four (4) copies of plans of the layout of furniture/shelving/tables, etc., placement must be submitted. 

• Provide calculations for occupancy load and door width capacities. 

• Provide calculations/documentation for aisle widths areas adjacent to seating.  

 At the Building Commissioner’s discretion, architectural stamped and signed plans may be required 

depending on the extent of work involved. 

 

C URRENT C O DES 

The Village of Tinley Park has approved updates to our Building Codes to adapt to the International Code 

Council standards. These standards were approved on May 22, 2007 and can be referenced through 

Ordinance Number 2007-O-040. The ordinance includes updates to the following code sections: 

 

• Village of Tinley Park Building Code 2007 

• 2006 International Building Code 

• 2006 International Residential Code for One and Two Family Dwellings 

• 2006 International Mechanical Code 

• 2006 International Property Maintenance Code 

• 2006 International Fuel Gas Code 

• 2012 International Energy Conservation Code 

• 2005 National Electric Code 

• 2004 Illinois State Plumbing Code 

• 2006 International Fire Code 
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BUSINESS LIC ENSE INFO RM A TIO N  

A Business License Application can be obtained at the Clerk’s Office or on the Village website by visiting 

http://www.tinleypark.org. The Business License Application may be completed and submitted at any time 

during the Change of Use/Owner process or Building Permit Application process. Please return the Business 

License Application to the Clerk=s Office located at the main entrance of Village Hall. If you have any questions 

concerning the Business License Application, please contact the Clerk’s Office at (708) 444-5000. 

 
 

SIG NA G E INFO RM A TIO N  
If new signage is desired, a new business sign must be approved through the permit process. A sign permit is 

required for any changes to the monument sign, wall sign, and/or window sign. Sign regulations can be found 

within the Village of Tinley Park Zoning Ordinance. Sign Permit Applications can be obtained through the 

Building Department or on the Village website by visiting http://www.tinleypark.org. If a wall sign is being 

added, the sign band area on the façade of the building must be repaired/repainted upon installation of a new 

sign. If the site has signage that does not meet current codes, it will have to be removed or altered to meet 

current codes. 

 

Please note that temporary signs also require a sign permit. If the business owner would like to display 

temporary banners for special sales or events, please obtain a Temporary Sign Permit from the Building 

Department prior to displaying the temporary signs. 

 

 

A PPLIC A TIO NS & C O DES 
All applications and codes mentioned previously can be found on the Village of Tinley Park website by visiting 

http://www.tinleypark.org and navigating to the respective department’s webpages using the blue bar found 

near the top of each page. If you have any questions about how to find certain applications or codes, please 

call (708) 444-5000. 
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Inspection Date:     

Permit #:     

 

VILLAGE OF TINLEY PARK, ILLINOIS 

CHANGE OF OWNER APPLICATION 

(Purc ha sing  Comme rc ia l Prope rty) 

This a p p lic a tio n must b e  c o mp le te d  a nd  re turne d  to  the  Villa g e  o f Tinle y Pa rk Build ing  De p a rtme nt up o n a  

Cha ng e  o f Owne r p urc ha sing  c o mme rc ia l p ro p e rty. Ple a se  p ro vid e  info rma tio n fo r a ll c a te g o rie s b e lo w.  

No te : This a pplic a tio n is no t a  Ce rtific a te  o f Oc c upa nc y – this ap plic a tio n is fo r info rma tio na l purp o se s o nly. 

 

New Business Name:  

New Business Address:  

 

NEW  BUSINESS/ PRO PERTY O W NER INFO RM A TIO N 

Name of New Owner:  

Mailing Address:  

Phone (Primary):  Phone (Secondary):  

Email:  Fax:  

 

M A NA G EM ENT C O M PA NY INFO RM A TIO N (if a p p lic a b le ) 

Name of Management Company:  

Mailing Address:  

Phone (Primary):  Phone (Secondary):  

Email:  Fax:  

 

INSPEC TIO N INFO RM A TIO N  

Name of Person to Contact for Inspections:  

Contact’s Affiliation with Business Owner or Property Owner:  

Phone (Primary):  Email:  

 

EM ERG ENC Y C O NTA C T INFO RM A TIO N (must b e  a  ke y ho lde r a nd b e  a va ilab le  24/7) 

Name of Primary Key Holder:  

Address:  

Phone (Primary):  Phone (Secondary):  

  

Name of Secondary Key Holder:  

Address:  

Phone (Primary):  Phone (Secondary):  
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   Business Name:  

 

SITE INFO RM A TIO N  

Square Footage of Entire Building:  Name of Commercial Center:  

Total Number of Tenant Spaces:  Major Tenant (Largest Space):  

Total Number of Parking Spaces:  Number of Handicap Parking Spaces:  

Will there be interior modifications to the building? □ No □ Yes   (Note: Permit(s) required) 

Will there be exterior modifications to the building? □ No □ Yes   (Note: Permit(s) required) 

Will there be changes to the parking lot? □ No □ Yes   (Note: Permit(s) may be required) 

Will there be changes to signage? □ No □ Yes   (Note: Permit(s) required) 

Will there be changes to landscaping on the site? □ No □ Yes   

Please attach a list of tenants within the site.  

Include the name of the tenant, the square footage of 

their tenant space, the type of business the tenant does, 

and each tenant’s hours of operation.  

□ Completed and Attached 

 

 

Applicant Printed Name:  

 

Applicant Signature:  Date:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

O FFIC E USE O NLY  

Zoning District:   Use(s) Are Permitted: □ No □ Yes 

Reviewed By:  Date Reviewed:  
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Village of Tinley Park 
16250 S. Oak Park Avenue, Tinley Park, IL  60477 
        Phone (708) 444-5000/Fax (708) 444-5099 

 
 

APPLICATION FOR BUSINESS LICENSE 

 
 ฀ Business Renewal ฀ New Owner ฀ New Business - Prospective Opening Date __________________ 
 
Business Name ___________________________________D/B/A _____________________________________ 
 
Address ______________________________ City _______________________ State ______ Zip ____________ 
 
Business Phone # ( ____ )_________________________ Fax # ( ____ )_________________________ 
 
Email _____________________________________  Website __________________________________ 
 
Corporate Name (if applicable) _____________________________________ 
 
Corporate Address ____________________________ City _____________________ State ______ Zip _______ 
 
Corporate Phone # (____) ________________________ Fax # (____) ___________________________ 
 
Alternate Mailing Address (if different from above): 

 

Address _____________________________ City ____________________ State _____  Zip ___________ 
 
Principal Business Activity _________________________________________________________ 
 
Briefly describe your business _______________________________________________________ 
 
Secondary Business Activity ________________________________________________________ 
 
Federal Tax Identification Number _________________________________________ 
 
Illinois Retail Occupation Tax Number (IBT) _________________________________ 
 
SIC Code _________________________  NAICS Code ________________________ 
 
Number of Employees __________  Number of Seats (if applicable) _________ 
 
Does the business serve or sell food products?    ฀YES  ฀NO 
 
If YES, please provide the following: 
 
Name of Sanitation License Holder     License Number   Expiration Date 
 
_____________________________  ________________  _____________ 
 
_____________________________  ________________  _____________ 
 
_____________________________  ________________  _____________ 
 
_____________________________  ________________  _____________ 
 
 
Does the business sell cigarettes?  ฀YES ฀NO       If YES, please indicate which type:     ฀ Over the Counter    ฀ Machine  
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Does the business operate coin operated vending machines?   ฀ YES  ฀ NO 
 
If YES, please provide the following:  Type of Amusement/Vending Machine               Quantity 
 
         _______________________________            ______ 
 
         _______________________________                   ______ 
 
         _______________________________      ______ 
 
         _______________________________       ______ 
 
Does the business own the amusement/vending machines?  ฀ YES  ฀ NO 
 
If NO, please provide the following:      Name of the vendor: _____________________________________________ 
 
           Vendor phone # ______________________________ 
 
     
    Square footage ____________________   
Type of business entity: 
฀ Sole Proprietorship  ฀ Partnership  ฀ C-Corporation  ฀ S-Corporation 
 
฀ Non-Profit   ฀ LL-Partnership  ฀ LL-Corporation 
 
 
Business Owner:     Name _________________________________ Title ______________________________ 
 
Address _______________________________ City ______________________ State ________ Zip ___________ 
 
Phone # ______________________________ Mobile # ______________________________ 
 
 
Emergency Contacts (list contacts in order of priority) 
 
Name ___________________________________ Title _______________________________ 
 
Address ________________________________City ______________________ State ________ Zip __________ 
_ 
Phone # ______________________________ Mobile #_______________________________ 
 
Name ___________________________________ Title _______________________________ 
 
Address _______________________________ City _______________________ State ________Zip ___________ 
 
Phone # ______________________________ Mobile # ______________________________ 
 
Name ___________________________________ Title _______________________________ 
 
Address _______________________________ City ________________________ State _______Zip ___________ 
 
Phone # ______________________________  Mobile # _______________________________ 
 
 
 
Are the Business Premises Leased?  ฀ YES  ฀ NO 
 
If YES, Property Owner/Management Information: ฀ Property Owner ฀ Property Management 
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Name ___________________________________ Title _______________________________ 

Address ______________________________   City _______________________   State _______ Zip ___________ 

Phone # ______________________________ Mobile # ______________________________ 

Do you store hazardous materials on your business site?  ฀ YES  ฀ NO 

If YES, type of materials: __________________________________________________________________ 
If applicable, please submit completed MSDS sheet and return with application. 

For New Applications 
New Construction:  Requires a Certificate of Occupancy being granted prior to business license being issued. 
Existing Building:  Change of Use Inspection need to be scheduled and Certificate of Occupancy needs to be granted prior to 

      business license being issued. 

A BUSINESS MAY BE REQUIRED TO CARRY MULTIPLE LICENSES 
I understand the issuance of this license is conditional upon compliance with all Village Ordinances, State & Federal Law, 
and the results of any inspections required by ordinance at this time and any further inspections while this license is in force. 
I hereby authorize the Village of Tinley Park by its agents to make inquiries into my character, credit and background, in 
order to approve or deny this license application.  I have read this application and answered all questions fully.  The  
information I have submitted in this application is complete and truthful to the best of my knowledge.  This information will be 
kept confidential to the extent permitted by law. 

FEE MUST ACCOMPANY THIS APPLICATION TOTAL FEE ENCLOSED _________________ 

Print Name ___________________________ Signature __________________________ Title _____________________ 

FOR OFFICE USE ONLY 

Fee Received $________________ Date: __________________        Period Covered:   Full year  P  artial 


