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Dear Business Owner:

RE: BUSINESS LICENSE RENEWAL

Thank you for being a business owner in the Village of Glendale Heights. As we approach the New Year, we are sending
out annual renewal notifications including business licenses, which must be renewed by December 31st each year. The
business license renewal packet is enclosed for your review and submittal. Ensure all requirements completed, forms filled
appropriately and returned as specified to avoid enforcement resulting in additional fines and fees. The following checklist is
provided to assist you in complying fully with the renewal process.

1. Review the full Business License Renewal packet completing all applicable requirements.

Review the preprinted information, add any missing information and make any corrections. Email addresses in a
legibly printed or typed format are required. This information is used for critical communication.

Indicate the number and type of vending machines on your property (per the description on the back of the form).
Businesses are responsible for including the vending machine license fees with their payment.

If elevators, escalators, platforms lifts, dumbwaiters and/or stairway chair lifts are present at your business, ensure
the number of such conveyances is included for feeing annual Certificate of Inspection requirements.

Indicate if you are selling any tobacco and add the fee if necessary.
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Sign the Business License Renewal Form in the lower right signature line.

2. You must complete and return:

L] The Emergency Key Holder form. This is essential to assist Police and Fire services in the event of an emergency.
(Include e-mail addresses).

The Food and Beverage Tax Registration form, when applicable.

The Entertainment Permit Application, when applicable.
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The Video Gaming License Application when applicable. This application must be complete and submitted with the
required documents listed on the form. The $500.00 per terminal fee is due with the application.

Return the completed Business License Renewal packet, all supporting documents and proper fee by December 31t each
year to:

Village of Glendale Heights
Attn: Business Licenses
300 Civic Center Plaza
Glendale Heights, IL 60139


http://www.glendaleheights.org/

PLEASE NOTE:

Both the renewal form and payment are required to process your business license renewal. Do not include your water
payment with this renewal. The Village code prohibits renewing a business license if there is any outstanding debt owed to
the Village. All permits and code enforcement cases should be resolved at this time as well.

If you have any questions regarding your Business License Renewal notice, please contact Donna Caswick at 630-260-6030.

Sincerely,
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Mike Todorovic
Director of Community Development












