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Procedure

Check Property Zoning

No permit needed Permit needed

Business License

Submit permit application 
and materials 

Inspections



Available Sites

 Database of retail, commercial, office and 
industrial properties in Mount Prospect

 List on Mount Prospect’s website



Zoning

 What is the zoning of the property?
 5 Commercial Districts

 Permitted and Conditional Uses

 Is the use permitted in zoning district?
 Land Use Table

 What are the parking requirements?
 Use
 Square Footage
 Employees and/or number of seats



Permits

 When do you need a permit? 
 Moving/adding walls, 

electricity, water, gas, or 
plumbing

 Contractors License
 Inspections checklist on 

permit
 Resources

 Online information
 In-person meetings
 Email 

building@mountprospect.org



Construction & Build Out

 Pre-submittal meeting with Building Division
 Building Requirements

 2006 International Building Code with local amendments
 2006 International Energy Code with local amendments
 2006 International Mechanical Code with local 

amendments
 2006 International Fuel Gas Code with local amendments
 2005 National Electric Code with local amendments
 2004 Illinois Plumbing Code



Certificate of Occupancy

 Legal document
 Issued when:  

 Construction is 
complete 

 Inspections have been 
passed

 Only issued as part of a 
complete building 
permit



Restaurants

 Health department requirements and 
inspections
 Minimum of two inspections per year
 Re-inspections as needed
 Inspections are on a complaint basis

 Drive through require a conditional use 
permit

 Outdoor dining requires a separate permit



Liquor Licenses 

 Annual liquor licenses
 45 day lead time 

 Promotion Permits
 Grand opening or anniversary party
 Twice annually for 3-day max
 Insurance Rider needed

 Caterer Permit



Signs

 What is permitted?
 One per street frontage

 Height, size, location, design
 Wall Sign – 10% of a building wall or 150 sq.ft.
 Freestanding – Up to 12 ft. high and 75 sq.ft.

 5’ setback requirement

 Maximum number of items

 Permit required for each sign
 Application and drawings 



Sign Example

#1
#2

#7
#3

#6

#4

#5 #9#8 #10

Pies de Alto?

Pies de Largo?



Business License

 All businesses must have a business license or 
certificate

 Move/change ownership/expand business may 
trigger the need for updated business license

 Annual Fire inspections
 Health inspections: food/beverage



Property Maintenance 

 All businesses must maintain the property at 
all times

 Dumpster lids must be closed at all times
 Dumpster lids should not have holes
 Dispose of rubbish/litter properly
 Weeds/grass must be maintained at all times 

below eight inches
 Exterminate all rodents and prevent re-

infestation 



Publicity and Marketing

 Experience Mount Prospect Programs 
 Free

 E-newsletter
 Website listing
 Posters and window clings
 Member card program

 Paid
 Cable channel business showcase

 Ribbon Cutting events with Press and Elected 
Officials



Questions?


