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New Business Information Packet 
 
 
 
Congratulations on your decision to open a new business in the Village of Glendale Heights. Village staff looks forward 
to working with you through this process. The information in this packet will help guide you through the steps necessary 
to open a new business within the Village. 
 
The following approvals are required in order to open your business: 

□ Zoning approval 
□ Building approval 
□ Fire District approval 
□ Health Department or other agency approval (if applicable) 
□ Business License approval 

  

Department of Community Development 
300 Civic Center Plaza, Glendale Heights, Illinois 60139 

Main: 630-260-6030, FAX: 630-260-1317 
www.glendaleheights.org 
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NEW BUSINESS PROCESS 
 

STEP 1 – SUBMIT NEW BUSINESS APPLICATION 
The first step in obtaining approval to open a new business in Glendale Heights is to submit a new business application 
packet, which includes the following documents: 
 

□ A completed New Business Building and Zoning Application 
□ A completed Consolidated Tax Form (Food and Beverage-Amusement-Local Fuel)  
□ A completed Code Red form 
□ A completed Keyholder and Alarm Information form 
□ A completed Wastewater Survey 
□ A proposed floor plan of your space 
□ A site plan or Alta survey of the property 
□ A $75 zoning compliance application fee  
□ A completed Business License Application 
□ Additional submittal requirements depending on the proposed business 

 
STEP 2 - ZONING REVIEW 
The second step in obtaining approval to open a new business is to obtain zoning approval. The Village of Glendale 
Heights is divided into different zoning districts, and different types of uses are allowed in each zoning district. Some 
uses may require approval of a Conditional Use, which requires a public hearing before the Plan Commission and 
approval by the Village Board.  
 
It is recommended that you contact the Village to determine if your use is allowed prior to signing a lease or purchasing 
a building. Do not assume that because a similar business was located at the same location previously that the use is 
permitted. If you have questions about whether or not your proposed business is permitted at a particular location 
please contact the Assistant Planning and Zoning Administrator at (630) 260-6030. 
 
All new businesses in Industrial Districts are also required to include a certification by a licensed engineer or architect 
stating that the proposed use complies with the Performance Standards pertaining to sound levels, vibrations, smoke 
emissions, odor, fire and explosions; as set forth in Section 11-11D-8 of the Zoning Ordinance. The Performance 
Standards can be found online at www.glendaleheights.org or from the Community Development Department. 
 
The New Business Building and Zoning Application will be reviewed to determine if the use is permitted at the proposed 
location and proceed to the next step if approved. 
 
STEP 3 - FIRE DISTRICT REVIEW 
A copy of your New Business Building and Zoning Application submittal, including the floor plan, will be forwarded to 
the Fire District for review and approval.  The Fire District will advise the Village when the proposed use is approved. 
 
The Village of Glendale Heights is served by three different fire districts: Glenside Fire Protection District, Bloomingdale 
Fire Protection District, and Carol Stream Fire Protection District (see additional information for more detail and a map).   
 
The Glenside Fire Protection District charges a review fee of $50.00 for occupancy up to 5,000 square feet and $100.00 
if over 5,000 square feet.  This fee includes one site inspection and one pre-occupancy meeting or inspection. 
Additional inspections or meetings shall be assessed at $75.00 per hour. You may contact the Fire Prevention Bureau 
at 630-668-5323 for questions on this process. The Bloomingdale Fire Protection District does not charge a fee for the 
review, but does charge $75 inspection fee (see step 7). This fee includes the initial inspection and two re-inspections. 

http://www.glendaleheights.org/
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There is a $75 fee for any additional inspections. Please contact the Carol Stream Fire Protection District at (630) 668-
4836 to determine what the costs are for their review and inspection.  
 
STEP 4 - BUILDING DIVISION REVIEW 
A copy of your New Business Building and Zoning Application submittal will also be forwarded to the Building Division 
for review and approval. 
 
The proposed use and floor plan will be reviewed to determine if there are any building code related issues with the 
proposed business.  
 
Once the proposed use and floor plan is approved by both the Fire District and Building Division, the Village will contact 
the applicant to schedule an inspection of the proposed location. 
 
STEP 5 - BUILDING PERMITS (IF REMODELING) 
If you are planning to do any interior or exterior remodeling of the existing building or tenant space, (such as adding or 
changing partition walls, changing the location of light fixtures or electric outlets, adding toilet rooms, etc) you must also 
apply for a building permit. The building permit must be approved and issued before any construction work can begin.  
 
All building permit applications must be submitted to the Village of Glendale Heights, who will transmit them to the 
appropriate Fire District and necessary consultants for review. 
 
Glenside Fire Protection District conducts plan reviews and inspections that relate to life safety such as fire alarm, fire 
protection, rack storage, controlled burns, fire pump testing, kitchen hoods, emergency generators, under or above 
ground storage tanks, demolition, hazardous material storage and/or use, hazardous processes, temporary structures, 
special events, fireworks, and other miscellaneous aspects of building construction.  Fees for plan reviews and 
inspections are assessed independently of the Village of Glendale Heights. 
 
The Bloomingdale Fire Protection District uses a consultant to review all construction applications and charges a fee 
for this service. In order to expedite the review process, you may contact the consultant, FSCI, directly at (847) 697-
1300 to determine the fee, and submit the fee along with your building permit application.  If you do not submit the fee 
with the application, FSCI will send you a letter with the fee amount.  They will not begin the review of the building 
permit application until they receive the required fee, which may delay the review time. 
 
All new buildings and additions require review by the Village of Glendale Heights Appearance Commission and approval 
by the Village Board. 
 
Permits are also required for the installation of burglar alarm systems and for any permanent or temporary signage you 
may wish to display (see additional information for more detail). 
 
All contractors involved with the remodeling must be bonded and licensed before the permit is issued.  All plumbing work 
is required to be done by an Illinois state licensed plumber. All electrical work must be done by a licensed electrician. 
 
STEP 6 - HEALTH DEPARTMENT (IF APPLICABLE) 
Certain business types and activities require additional approval from other agencies, particularly those that involve 
food service. Please contact the DuPage County Health Department at (630) 682-7400 for additional information 
regarding food service. If Health Department approval is required, the Village will not issue a certificate of occupancy 
or business license until the Health Department approves the proposed food service use. 
 
STEP 7 - INSPECTION 
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The Village of Glendale Heights and the Fire District are required to inspect the proposed location to ensure that it is 
in compliance with all applicable building and fire codes. The Village will coordinate this inspection with the Fire Protection 
District. 
 
All storage shelving, fixtures and other affixed equipment must be in place for this inspection, but furniture, merchandise or 
inventory may not be moved in until a certificate of occupancy is issued. The inspectors will identify any code violations 
that will need to be corrected prior to occupancy and issuance of the business license. 
 
STEP 8 - CERTIFICATE OF OCCUPANCY 
When your business has received Zoning, Building, Fire, and other applicable agency approval, you will be issued a 
certificate of occupancy, which grants you the approval to install furniture and move in any inventory, but does not allow 
you to open for business to the public or begin operations.   
 
STEP 9 - BUSINESS LICENSE 
The certificate of occupancy, along with the business license application will be forwarded to the Administrative 
Services Department.  You will need to pay the business license fee to obtain your business license prior to opening 
for business. Certain professional offices such as Architects and Engineers, Attorneys at Law, Insurance Brokers, Real 
Estate Brokers, Physicians and Dentists are exempt from the licensing fee but still must register. 
 
The annual license fee is determined upon the gross square footage area of business including basement, mezzanines, 
storage areas and accessory buildings, as listed below.  (For more information regarding the calculation of the gross square 
footage area, contact the Administrative Services Department). 
 
Business License Fees 

Area in Square Feet Fee 
Up to 2,500 $53.00 

2,501 – 5,000 $80.00 
5,001 – 7,500 $105.00 
7,501 – 10,000 $130.00 
10,001 – 15,000 $185.00 
15,001 – 20,000 $235.00 
20,001 – 30,000 $290.00 
30,001 – 40,000 $340.00 
40,001 – 50,000 $390.00 
50,001 – 75,000 $445.00 

75,001 – 100,000 $500.00 
Over 100,000 $550.00 

 
 

ADDITIONAL INFORMATION 
 
Certain uses require issuance of a special license from the Village, in addition to the business license such as the 
following: 
 

□ BUSINESS VEHICLES: An annual Village vehicle license is required for each vehicle used for business 
purposes. 

□ COIN OPERATED MACHINES: Coin operated machines which are available for use by the public requires an 
annual license. Such machines include amusement devices, game machines, jukeboxes, gum, candy, nut, 
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and novelty machines, snack, beverage, hot or cold food machines, cigarette machines, and similar coin or 
token operated machines. 

□ ENTERTAINMENT PERMIT: An entertainment permit must be obtained prior to the use of any land, building, 
or structure to conduct, manage, operate, or exhibit any live show. An annual or single-event Entertainment 
Permit may be obtained. This process requires Plan Commission review and Village Board approval. 

□ LIQUOR LICENSE: A Local Retail Liquor Dealers License is required for any business to sell or offer for sale 
at retail, or to give away alcoholic liquor within the Village. Approval as a Conditional Use would also be required 
for such uses. 

□ TOBACCO DEALERS: A separate license must be obtained to sell or offer for sale at retail, any tobacco 
products including cigarettes, cigars, pipe tobacco, snuff, chewing or dipping tobacco, tobacco accessories, or 
any alternative nicotine product. A tobacco license will only be issued to a business that is located a minimum 
of 50 feet from any school, child care facility, or other building used for education or recreational programs for 
persons under the age of 18. 

□ JUNK, SECONDHAND, ANTIQUE, AND TRANSIENT MERCHANTS: A special license is required by any 
person to operate, maintain, or conduct the business of a junk, secondhand, antique dealer, or transient 
merchants, or to keep any shop or place for the purchase of or for selling, bartering, or exchanging the same, 
or temporarily engage in the retail sale of merchandise. 

□ GAME ROOMS/INDOOR RECREATION CENTERS: Special licenses are required for business 
establishments wherein twenty or more amusement devices (as defined) are located on the premises, and 
indoor recreation activities including bowling alleys, roller and ice skating rinks, tennis and racquetball clubs, 
pool and billiard rooms. Approval as a Conditional Use would also be required for such uses. 

□ VEHICLES FOR HIRE: Special permits and licenses are required for all persons engaged in the taxicab 
business in the Village. 

□ VIDEO GAMING:  A Glendale Heights video gaming license is required for each video gaming machine which 
is approved by the State of Illinois. 

 
SIGNS 
Any permanent or temporary sign requires permit approval by the Village before it can be displayed. 
 
To apply for a sign permit, submit a completed application to the Department of Community Development together with two 
(2) copies of a plan depicting the sign, building and their dimensions.  The drawing must also accurately show the shape, 
size and colors as well as method of construction, support, and electrical components.  An application for a free standing 
pole sign must also include a plat of survey or site plan showing the location of the sign on the lot. If you have questions, 
please contact the Assistant Planning and Zoning Administrator at (630) 260-6030. 
 
BURGLAR ALARM SYSTEMS 
A permit is required prior to the installation and operation of any signaling device installed to summon the Police Department 
that is connected directly or indirectly to the monitoring system of the Police Department, Fire Department or alarm 
company.   
 
Alarm permit applications should be submitted to the Community Development Department for review and approval. All 
signal devices must be installed, maintained and operated in accordance with the Glendale Heights Building Code, the 
National Electrical Code and the most current edition of publication No. UL 681 entitled "Installation, Classification and 
Certification of Burglar Alarm Systems" as published by Underwriters Laboratories, Inc. 
 
For additional information contact the Department of Community Development at (630) 260-6030 or the Police Department 
at (630) 260-6070. 
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FIRE PROTECTION DISTRICTS 
 

Bloomingdale Fire 
Protection District 
179 S. 
Bloomingdale Road 
Bloomingdale, 
Illinois 60108 
(630) 894-9080 
 
 
 
Carol Stream Fire  
Protection District 
365 Kuhn Road 
Carol Stream, IL 
60188 
(630) 668-4836 
 
 
 
Glenside Fire  
Protection District 
1608 Bloomingdale 
Road 
Glendale Heights, 
Illinois 60139 
(630) 668-5323 

 
 
GLENDALE HEIGHTS CHAMBER OF COMMERCE 
The Chamber works to advance the commercial, industrial, civic and general interest of the business community in 
Glendale Heights and its surrounding communities. They host monthly luncheons, offer networking opportunities and 
organize social functions. For more information visit the Chamber's website at www.glendaleheightschamber.com or 
call (630) 545-1099. 
 
WASTE DISPOSAL 
All garbage and waste must be suitably enclosed in covered waste containers to prevent windblown refuse deposits 
anywhere within the Village. 
 

http://www.glendaleheightschamber.com/
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Every business shall provide for, and at all times maintain in good repair, a sufficient number of waste containers for a 
weekly accumulation of normal waste.  Waste containers must be equipped with close-fitting covers and be rodent proof, 
nonabsorbent, durable and leakproof. 
 
Commercial and industrial waste containers not mounted on wheels shall be stored on durable racks and be placed on 
easily cleanable impervious surface.  The racks shall raise the waste containers at least 12" off the storage surface.  
Containers mounted on wheels shall be specifically designed for use with collection vehicles.  The wheels must elevate the 
container at least 6" off the storage surface. 
 
Trash Enclosures: All outside trash bins and dumpsters must be enclosed by a fence on all four sides. Said enclosures 
must be at least six (6) feet in height, have a gate that latches closed, and conceals the trash bins and dumpsters from 
public view.  A building permit is required to construct an enclosure. 
 
For additional information please contact the waste hauler providing service to your building.  For names of licensed waste 
haulers in the Village, contact the Village Clerk at (630) 260-6000 extension 5333. 
 
WATER AND SEWER 
If you are locating in a freestanding building or a unit in a multi-tenant building with an individual water meter you must 
establish a water and sewer billing account with the Village. 
 
New accounts can be opened by contacting the Water and Sewer Billing Clerk located in the Administrative Services 
Department at the Civic Center.  A deposit in the amount of $75.00 must be paid at the time the account is opened. 
 
For additional information concerning new accounts and water and sewer rates please contact the Water Billing Division 
at (630) 260-6010. 
 











Consolidated Tax Form 
Food and Beverage – Amusement – Local Fuel 

Due Date 
Taxes are due the 20th day of the month following the end of the reporting period. 

Required Documentation  
Food and Beverage Tax: Your ST-1, or ST-2 if you have locations in addition to Glendale Heights, must accompany your return.   
Local Fuel Tax: Your RMFT-5 form must accompany the reporting of Local Fuel Tax.     

Remittance – 4 options 

1.) Online by sending your completed return to finance@glendaleheights.org  with payment made at glendaleheights.org/finance/Quick Links 
Pay Taxes 

2.) Mail your completed return & check to Village of Glendale Heights, Finance Dept., 300 Civic Center Plaza, Glendale Heights 60139 
3.) In-Person at the Finance Counter, 300 Civic Center Plaza, Glendale Heights.  Hours are M-W &F 8am-4:30pm and Thurs. until 7pm 
4.) Deposit your completed return & check at the Village drop box, located beside the mailbox at the Civic Center’s circle drive 

For the tax period ending 
Business Name 
Doing Business As 
Glendale Heights Business Address 

Complete the following tables applicable to your operation 
Food & Beverage Tax (FT) 
F1 Taxable receipts subject to tax 
F2 Multiply line F1 by .01 (1%) 
F3 If you remit payment and return by the Due Date, multiply line F2 by .01 (1%) 
F4 If you remit payment and return after the due date, multiply line F2 by .05 (5%) 
F5 Total Due, Line F2 less Line F3 plus Line F4 

Amusement Tax (AT) 
A1a Taxable admission fees 
A1b If admission fees are not assessed, then taxable receipts subject to tax 
A2 Multiply line A1a by .10 (10%) or line A1b by .01 (1%), whichever is applicable 
A4 If you remit payment and return after the due date, multiply line A2 by .02 (2%) 
A5 Total Due, Line A2 plus Line A4 

Local Fuel Tax (LFT) 
L1 Taxable Gallons 
L2 Multiply line L1 by .02 
L3 If you remit payment and return by the Due Date, multiply line L2 by .01 (1%) 
L4 If you remit payment and return after the due date, multiply line L2 by .05 (5%) 
L5 Total Due, Line L2 less Line L3 plus Line L4 

Total Tax Due the Village, Lines F5 plus A5 plus L5 

Under penalties of perjury and other penalties as provided by law, I declare that I have examined this return and to the best of my knowledge 
and belief, the information is true, complete and accurate.   

Taxpayer’s Signature Date Printed Name Contact Information 

Preparer’s Signature (if different from above) Date Printed Name Contact Information 

mailto:finance@glendaleheights.org
https://www.govpaynow.com/gps/user/cyg/plc/a004wd
https://www.govpaynow.com/gps/user/cyg/plc/a004wd
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