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Debt Check Overview 

• Pursuant to Municipal Code of Chicago Section 1-23-400, no person is eligible to 
obtain a building permit if they have any debt owed to the City of Chicago.  

• City debt can be resolved by paying the balance in full or enrolling in an eligible 
payment plan. 

• Applications for self-certification permit debt checks are submitted online at: 
www.chicago.gov/permitdebt. 

• The Department of Buildings has created a very useful guide regarding how to 
submit this application, which can be found at:  
www.chicago.gov/city/en/depts/bldgs/supp_info/permitforms.html. 

• If submitted correctly, debt checks take approximately  seven (7) business days to 
complete. 

• The debt clearance certificate is valid for 120 days from issuance. 
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Application Overview 

• The Self-Certification Debt Check Application contains the following eight (8) 
sections: 

• Section 1: Architect/Expeditor Information
• Section 2: Permit Address Information 
• Section 3: Permit Applicant Information
• Section 4: Permit Applicant Owner Information
• Section 5: Permit Applicant Sole Ownership Verification  
• Section 6: Property Owner Information 
• Section 7: Additional Information 
• Section 8: Verification 
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Sections 1 and 2 – Architect/Expediter 
and Permit Address Information
• Section 1: Architect/Expediter Information

• Content

• Section 2: Permit Address Information 
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Section 3 – Permit Applicant Information 

• Section 3: Permit Applicant Information • The permit applicant is not the architect or expeditor; this is 
the individual or entity who requires the permit to have 
work performed.

• A permit applicant is typically the tenant, lessee or property 
owner of the permit address.

• If the permit applicant is a business, you will select the 
“Yes” at the bottom.  

• If any person or entity owns 25% or more of the business, 
you will select “Yes” in this section. 

• Example: Ann rents a space for her flower shop business 
called Flowers, Inc.  Flowers, Inc. is listed as the tenant on 
the lease. Ann and Sarah each own 50% of Flowers, Inc.  
Ann needs to have work done in her shop that requires a 
permit and hires ABC Expeditors to assist with the 
application process.  The permit applicant in this situation 
would be Flowers, Inc., which is a business, so you would 
select the “Yes” box and since Ann and Sarah each own 
more than 25% of the business, you would also select the 
subsequent “Yes” box. 
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Section 4 – Permit Applicant Ownership 
Information 

• In our example with Flowers Inc., since 
Ann and Sarah each own more than 25% 
of the business, you would include their 
information in the sections titled “Permit 
Applicant: Person or Entity 1” and “Permit 
Applicant: Person or Entity 2.” 
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Section 5 - Applicant Sole Ownership 
Verification 

• If the Permit Applicant is the sole owner of 
the property where the work is being 
performed, you should select “Yes.” 

• However, if the Permit Applicant does not 
own the property or the Permit Applicant 
owns the property but there are additional 
owners then you should select “No.”

• If the owner(s) of the property are different 
than the name(s) shown on the most 
recent recorded deed, please explain in 
Section 7 – “Additional Information” to 
avoid processing delays. Recorded deeds 
can be viewed for free at 
http://www.ccrecorder.org. 

• In our example, Flowers, Inc. is located at  
10 N. Rose St.  This location is owned 50% 
by Alex and 50% by Chris. Therefore, "No” 
would be selected. 
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Section 6- Ownership Information

• In our example with Flowers Inc., 
since Alex and Chris each own the 
property, you would include their 
information in the sections titled 
“Property Owner 1” and “Property 
Owner 2.” 

• If the debt check application is 
submitted with incorrect property 
ownership information, you will have 
to resubmit your application and it 
will delay the process.  The debt 
check process will not be expedited 
if you must resubmit it for this reason.  

9

8

9



Chicago Department of Buildings

Self-Cert Permit Program - January 2022 5

Section 7- Additional Information

• Please use this section as previously 
provided in Section 5, or to give any other 
information that will assist the Department of 
Finance in determining if the permit 
applicant and/or property owner(s) owe 
debt to the City.

• To help expedite your application, if the 
property owner is a business of which an 
individual or entity owns 25% or more, 
please include the owner’s name(s) and 
address(es) in this section.  Failure to include 
this information could cause delays.  

• For example, if 10 N. Rose St. was owned by 
ABC Corp instead of Chris and Alex, you 
would provide information regarding any 
owners that have a 25% or more ownership 
interest in ABC Corp in this section.  
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Section 8 - Verification 

• It is the responsibility of the person submitting the debt check application to verify that the 
information being provided is accurate.  Therefore, in order to submit the application, you 
must certify that it is true and correct. Submitting false or inaccurate information can result in 
the City’s Department of Law filing a false statement action against you. 
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Tips to Expedite the Debt Check Process 

• Review what information is required for the application by using DOB’s process document found at: 
www.chicago.gov/city/en/depts/bldgs/supp_info/permitforms.html. 

• Resolve known City debt(s) before submitting your application. 

• If your permit is an SPR do not request a debt check through the online self-cert debt check application. 
Duplicate requests will cause delays. 

• For individuals, provide a residential address; for businesses, provide the main office address. 

• Provide a driver’s license or state ID number to help identify individuals, especially ones with common 
names.  Failure to provide this information may delay the debt check process. 

• If any person or entity uses a nickname or assumed name, please provide the full legal name.

• Include suite and apartment numbers when providing address information.

• Debt check clearance certificates are valid for 120 days for the corresponding permit address. Please do 
not submit additional requests if a valid clearance exists. 
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Questions

Email 
Email the Department of Finance at 
PermitReviews@cityofchicago.org

Phone
Call the Department of Finance at 312-744-8447 
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