
Introduction and Overview

Yescenia Mota – DCASE
• DCASE Permits Team

• Agenda

• Housekeeping



2024 Webinar Agenda

• DCASE Updates for 2024

• Chicago Park District Protocols and Updates

• Chicago Police Department Staffing Support, Challenges and expectations 
from organizers

• Chicago Fire Department EMS/BLS Requirements

• OEMC Best practices

• Streets and Sanitation Street Closure Form and Waste Management Plan

• CDPH Food Vendor Application and Process Tips for success

• BACP Liquor License issuance procedures

• State of Illinois Liquor Commission Requirements/My Tax ID

• Fire Hydrant Application process



2024 Highlights

Ann Hickey – DCASE

• Updating ordinance
• Reviewing timeline for applications

• Incomplete applications

• Community Engagement
• Alderperson, CPD, residents and businesses

• Oversaturated dates



Chicago Park District



Chicago Park District



Chicago Park District



Chicago Park District

Large Community Engagement forms and plans submitted by the dates below will be 
presented to the Board of Commissioners at their monthly meeting held the following 

month.

Organizers of multi-day events should conduct the required community engagement meeting 
prior to submitting the form. 

2024 Community Engagement Form Due Dates 

(PRELIMINARY)

• January 9, 2024 • June 11, 2025

• February 13, 2024 • July 9, 2024

• March 12, 2024 • August 13, 2024

• April 9, 2024 • September 10, 2024

• May 14, 2024 • October 8, 2024



Chicago Park District
Important Information

❑Just because you receive Conditional Approval from Park 
DOESN’T’ MEAN YOU ARE APPROVED! YOU STILL NEED 
APPROVAL FROM DCASE! It just means your date, time, and 
space are available.

❑November 3rd, 2023 Intake Day for 2024

❑Any questions should go to:

Permitapp@chicagoparkdistrict.com

mailto:qPermitapp@chicagoparkdistrict.com


Chicago Police Department

David Harris, Commander, 1st District

• Routes for runs/walks that require street closures



Chicago Police Department

Janice Brown, Sergeant in Special Events

• When CPD Support needed
• Limited resources

• Private Security Expectations



Chicago Police Department

Example #1.)  This event is an example 

of Commander Review Letter (CRL) that 

was objected by the Commander due to 

insufficient security plan.

•250 total attendees each day beginning 

20 July - 06 August 2023

•Location 7050 S. Pulaski (old K-Mart in 

strip mall)

•2 Security Guards per shift

•CRL objected by the Commander due to 

inadequate security and a safety concern 

for the 008th District

•Commander suggested adding 3 more 

Security Guards per shift



Chicago Police Department

• Application resubmitted with a 

total of 5 Security Guards per 
shift

• CRL approved with no objections 

with a special attention provided 
by the 008th District



Chicago Police Department

Example #2.) This event received no 

objection from the 012th District 

Commander. Security plan is 

sufficient.

•500 total attendees each day 

beginning 08-09 July 2023

•Location 3015 W. Division (Puerto 

Rican Cultural Museum)

•6 Armed Security Guards per shift

CRL no objections per 012th District 

Commander



Chicago Police Department
Security Expectations

• CPD expects organizers to hire private security. We are not security.

• Use as guide (1) security guard per (50) attendees.

• CPD looks at returning events, previous year events  and evaluation reports.

• Geographical location and crime statistics in and around location of event.

• Current manpower in the District of occurrence.

• Security needs can change each day, for example a weekend vs. weekday.

• Type of event - Music concert vs Family Fest or Art Fair

CPD Support

• Public Safety is the primary concern of the Chicago Police Department

• Events occurring on the public way

• Public Assembly / First Amendment Rights

• Athletic events or parades

• Events requiring street closures

• Events that have a potential for violence

• Events requiring street closures

• Limited resources due to increased amount of events citywide, holidays, for example the 4th of 

July weekend where there are parades, festivals, sporting events, concerts, etc.

• This is where the organizers can assist with providing a sufficient security plan with private 

assets. Must be a licensed security company.



Chicago Fire Department

EMS Requirements 



Chicago Fire Department



Chicago Fire Department

EMS Region 11Providers



Chicago’s Office of Emergency Management and Communications (OEMC) oversees a 
number of functions that support public safety and provides assistance to residents 24 
hours a day, 365 days a year. The OEMC manages the following operational areas for 
the city: 9-1-1 call taking and dispatch; the 3-1-1 call center; emergency management; 
and traffic management. The OEMC coordinates with departments citywide, including 
the Chicago Police Department and Chicago Fire Department, in addition to various 
other local, state, and federal agencies as it relates to public safety planning and 
coordination for everything from large-scale special events to public safety 
emergencies and disasters.

OEMC



• Permits must be complete and up-to-date, including all documentation before 
submitting, or they will be ‘denied’ instead of marking ‘incomplete.’ Recycling the 
previous year’s documents is unacceptable.

• No event is ever the same!

• Event size will dictate the event’s location(s) (necessary vs. requested street 
closures, set-up/tear-down times, etc.)

• Arterial Streets

• LSD

• NO HEELS AND WHEELS!!!

• Cones and verticades are not acceptable means of separation!

• Events that are advertised ahead of the permitting process will not be accepted 
unless there is a signed contract for a multiyear event

• Organizers are responsible for sheltering locations and/or warming/cooling 
contingencies

OEMC



• Emergency Plan Contents:
• Event Description

• Estimated Attendance

• Event Leadership Contact Information

• Event Operations Location

• Schedule of Events

• Communications Plan

• Weather Monitoring

• Emergency Notification

• Responsibilities

• On-Site Emergency Personnel

• Access and Parking Considerations

• Pre-Event Briefing

• Event Map

• Evacuation Assembly Areas

• Shelter-in-Place Gathering Points

OEMC

RISK MANAGEMENT
vs.

INCIDENT MANAGEMENT



Shelter in Place and Warming/Cooling Best Practices
• Weather is ALWAYS a factor in special events planning!!!

• Shelter locations and timing go hand-in-hand. It is critical to determine (1) how long it takes to 
alert everyone and (2) how long it takes for everyone to move to shelter or evacuate. The 
logistics of - and time required to - evacuate or move people to the shelter areas must be 
considered.

HEAT

• Excessive heat can pose serious health risks. Heat cramps, heat exhaustion, or heat stroke can 
occur.

• Consider offering free water stations, renting misters and/or cooling stations. Encourage attendees 
to drink plenty of water.

COLD

• Excessive cold can pose serious health risks including hypothermia and increased risk of 
frostbite.

• Consider renting heating stations and offering/selling hand warmers or warm beverages.

https://www.weather.gov/media/ctp/Hazardous_Weather_Action_Plan.pdf

OEMC

https://www.weather.gov/media/ctp/Hazardous_Weather_Action_Plan.pdf


OEMC Important Information for OEMC

Standard OEMC Comments for 
Application Approval in the 
Permit Portal

Permit holders will need to 
consider and demonstrate the 
following: weather contingency 
plans and adequate sheltering 
options, public way vs. private 
property considerations and 
plans, residential 
access/impacts, community 
outreach, traffic flow and 
signage, parking 
restrictions/impacts outreach, 
and hostile vehicle mitigation. 

Event organizers must provide proper 
wayfinding signage/communications for 
pedestrian and vehicular traffic, type 3 
barricades, and appropriate vehicle barriers to 
ensure pedestrians and vehicles are 
appropriately isolated.



Examples of proper signage and barricades:

OEMC

Variable Message Boards

Sandwich Boards

Vehicle Barriers / Bollards

Concrete Ballast



• TMA/TCA's

• When are they needed?

• Expectations for support

OEMC



Department of Streets & 
Sanitation



Department of Streets & Sanitation

Waste Management Plan

All street closures or requests for stripped parking must be clearly listed on 

the correct updated Street Closure form and uploaded to the 

application.  DSS posts the signs 48 to 24 hours before the start of the 

requested closure time/date.  Make sure to incorporate setup and tear down 

times and dates into your stripped parking/street closure request.  Work 

orders come from CPD and any changes to approved requests must be 

reapproved by CPD & CDOT, DSS must receive revised orders to change 

signs.

All events must have a waste management plan, including indoor events.  

Plan must include dumpster/Hauler info as well as schedule of maintenance, 

number of volunteers/hired help and number of cans or carts being used. 

DSS will not loan out/deliver black or blue carts/cans for events or collect 

refuse.  All organizers must secure private waste collection.



Chicago Department of Public Health (CDPH)

• 180 applications

• Examples of complete applications

• Organizer's responsibilities

• Current inspections must be within 6 months

• Summer Sanitation Certificate

• Expectations for onsite protocols





























BACP - Liquor

• BACP reviews liquor applications for both for-profit 
and not-for-profit applicants

• Only for-profit businesses need a City of Chicago special 
event liquor license

• BACP must approve State applications for both types

• For-profits must have a retail liquor license with the 
City to be eligible for a special event liquor license

• BACP approval will only be given after CPD approval



BACP - Liquor

• Application and insurance must be in the name of 
the licensed entity

• List event details
• Date/Time
• Location
• Name of event

• Liquor liability ($300K)

• Additional insured 
• BACP
• ILCC



BACP

• Approved for-profit applicants
• Will receive an email for online payment for City special 

event liquor license

• City special event liquor license will be provided after 
payment

• Will be sent State application with local authority 
approval to be submitted to ILCC

• Approved not-for-profit applicants will receive State 
application with local authority approval to be 
submitted to ILCC in online application process



BACP - Liquor

Common issues:

•Make sure to check beer & wine or beer, wine & spirits

•If having spirits make sure to list your drink menu

•Event address on insurance must match the event 
address on your liquor application

•Application needs to be signed by owner/officer

•Shots and bottle service are not allowed

•For-profit entities must be licensed in Chicago

•Holds on City account need to be resolved



LICENSING SPECIAL EVENT OVERVIEW

Presented by: 

Dusanka Marijan/Licensing Administrator



Licensing Staff

Dusanka Marijan-Licensing Administrator(Chicago)

Tara Womack-Licensing Supervisor (Springfield)

Chicago Office Springfield Office

Esperanza Guevara Stacey Long

Danielle Daniels

Alejandro Torres

Carlos Palma Alarcon



OVERVIEW OF LICENSING

• The Licensing Division is responsible for reviewing 
state liquor applications and issuing more than 200 new 
licenses monthly and we renew approximately 2,000 
state liquor licenses every month.  There are 56 
different license classes - including airplanes, trains, 
liquor stores, winery shippers, out-of-state distributors, 
special events, non-resident dealers, national and 
foreign licensing, and brand registration.  This Division 
has staff in both the Chicago and Springfield offices and 
provide assistance to licensees to facilitate the license 
issuance process.



DUAL- LICENSING STATE

• If you are selling alcohol to the general public the Illinois Liquor Control Act requires a local 

retailer’s license, be issued before an ILCC license for that premises can be issued [235 ILCS 

5/3-14].

• Without a local retailer’s license, a licensee can NOT sell at retail.

• Local liquor commissioner issues local license for privilege of sale at retail ONLY.

• If the local license is invalid (expired, suspended, revoked, etc.), BOTH licenses are invalid.



SPECIAL EVENT/SPECIAL 
USE PERMIT LICENSES

We really want to encourage all of our special event and special use 
applicants to apply online via MyTax.Illinois.gov. 

We have included some helpful links and contact numbers to our 
step-by-step instructions for our applicants in case you are having 

issues accessing your MyTaxIllinois accounts. 

Please plan ahead to make sure you have access to your 
MyTaxIllinois account, one of the main reasons applicants are 
not able to submit their special event applications timely is 
due to User ID and Password resets.   Event organizers 
should begin the process now to make sure that they have 
access to their MyTaxIllinois account.  

mytax.illinois.gov


Special Event 
Private Party

PRIVATE PARTY is an event where attendance is by invitation only, the host 
controls access to the premises, and alcoholic beverages are provided to 
invited guests at no charge. A Special Event Liquor License is not 
required for a private party.

Special Event License (4A)

• Issued to a registered Not-For-Profit Organization – must be registered 
with the Illinois Secretary of State as a Not-For-Profit.

• Local Approval is required.

• Certificate of Insurance is required.



SPECIAL USE PERMIT LICENSE

• 4B license is for a one-day event.

• 4C license is for events that will be two or more days.

• Issued to an Illinois licensed retailer.

• Allows the transfer of a portion of the retailer’s inventory from the 

licensed premises to an off-site location specified on the license.

• Allows the direct delivery from a distributor to the Special Use 

Permit licensed location.



MANUFACTURING TIER SPECIAL EVENT LICENSES

• Special Use Permits 

• Brew Pubs (1C)

• Distilling Pubs (1X)

• Wine Maker Premises (1E, 1J, 1U)

• Beer Showcase Permits

• Class 3 Brewer (7Y)

• Distributor (2G, 2E, 2F)

• Craft Distiller Tasting Permits

• Class 1 Craft Distiller (6Y)

• Class 2 Craft Distiller (6Z)



Application Denials/Approvals
General review and processing times can take approximately 1-7 business days. 

• Reasons for denial

• Missing information (ex: required fields not complete, missing signature, unanswered questions, 

etc.)

• Applicant not qualified (ex: Entity applying for license is not in good standing with the Illinois 

Secretary of State, applicant applying for a special use permit did not renew their State of 

Illinois liquor license, etc) 

• Failed to include required documentation (ex: copy of local liquor license approval and certificate 

of insurance)

• Inconsistent information (inconsistent times/dates/applicant information)

*Rejection letter is generated and available in your MyTaxIllinois account- licensees can re-submit 

their information once they have addressed all of the issues on the rejection letter.

• License is approved

• License is issued and mailed or emailed to the licensee, licensees can also print a copy of their 

liquor license from their MyTaxIllinois account- we have step by step instructions available on 

our website in reference to how to print a copy of your liquor license certificate. 



ILCC WEBSITE RESOURCES

• License Renewal

 

• Printing Your License

• Special Events

• License Lookup

Our frequently used 
resources can be found on 

our homepage. 



ILCC CONTACT INFORMATION

• Chicago Office 312-814-2206

• Springfield Office 217-782-2136

• Licensing Inbox LCC.Licensing@illinois.gov

• Enforcement Inbox LCC.Enforcement@illinois.gov

• Legal Inbox ILCC.Legal@illinois.gov

• Delinquent List ILCC.Delinquency@illinois.gov

mailto:LCC.Licensing@illinois.gov
mailto:LCC.Enforcement@illinois.gov
mailto:ILCC.Legal@illinois.gov
mailto:ILCC.Delinquency@illinois.gov












2024 Highlights

Pro Tips

• Labeling attachments and updating attachments

• Attachment of all licenses and permits

• Proper insurance documents
• Listing accurate event location and date information

• Changing dates and moving location

• Accurate attendance numbers

• E-mail protocol
• Event name and Permit # in subject line

• Use DCASE Website as a resource
• www.chicagoneighborhoodfestivals.us

http://www.chicagoneighborhoodfestivals.us


SEPermits@cityofchicago.org

mailto:SEPermits@cityofchicago.org
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