
CHICAGO PARK DISTRICT



Non-commercial use such as engagement, wedding, and other special occasions

Commercial, such as advertising, catalog photos, publications

Documentary

Web-based media

Buckingham Fountain
Garfield Park Conservatory
Humboldt Park Formal Garden
Lincoln Park Conservatory
Lincoln Park Conservatory Great Garden
Lincoln Park North Pond Laughter Gazebo
Lincoln Park Plaza W. of North Pond Restaurant
Lincoln Park Rosenbaum Gazebo

To conduct a professional journalism-based activity on park property an approved News Media
Confirmation Form is required. To obtain this form, contact the Chicago Park District Department of

Communications at 

Fees do not apply for news media filming & photography.

DO I NEED A PERMIT ?
A permit is required for the following types of filming and photography: 

student applicants will be required to submit proof of enrollment in an accredited school 
working on a class project, to qualify for a student rate.

(312) 742-4786 

NON-COMMERCIAL PHOTOGRAPHY AT THE FOLLOWING LOCATIONS

PLEASE BOOK DIRECTLY ONLINE. 

CLICK HERE TO BOOK NOWCLICK HERE TO BOOK NOW

The following locations are independently managed, please call them directly

Alfred Caldwell Lily Pool | (773) 883-7275

Lincoln Park Zoo | (312) 742-2000

Maggie Daley Park & Cancer Survivors Garden | (312) 552-3000

Millennium Park | (312) 650-8309 or maria.bernal@transwestern.com

Olive Park | (312) 744-6635

Montrose Harbor Dr. Skyline View
North Avenue Beach Chess Pavilion
Ping Tom Pagoda

Student projects - For permit levels 1 and 2 only

https://apm.activecommunities.com/chicagoparkdistrict/Reserve_Options
mailto:maria.bernal@transwestern.com


Purchase the $35.00 Permit Application Fee under “Reserve
a Permit”
NOTE: THIS IS NOT THE PAYMENT FOR THE PERMIT - there
are additional fees for the permit once date and location are
confirmed. Permit fees are listed on page 2 of the
application.

Complete the ENTIRE Media Permit Application and save as a PDF.

Correspondence regarding availability is sent via email from your
assigned Permit Coordinator to the account used to purchase the
Media Permit Application Fee. 

If the request cannot be fulfilled, the applicant will receive an email
notification.

It is highly recommended production companies contact the Park
Supervisor to confirm (outdoor or indoor) accommodations.

Submit first payment. See page 2 for permit fees and deadlines.

Once all the Park District requirements have been fulfilled and approved, the
Chicago Park District will issue a MEDIA Permit via email.

PERMIT PROCESS GUIDE
Please allow at least 7 business days for your application to be reviewed. 

Applications submitted LESS than 3 business days prior to the first reservation date may be denied.

Submit final payment.

Security deposit refund will be submitted for processing within 30 days after the event.

Email the completed application to mediaapp@chicagoparkdistrict.com.

Click here for the Media Permit Application Website

Submit required documents for review. See Icon Index on Page 2
NOTE: GENERAL LIABILITY INSURANCE IS REQUIRED FOR ALL
COMMERCIAL AND STUDENT FILMING AND PHOTOGRAPHY

 Additional information can be found in Appendix B and Addendum A.

NOTE: The Chicago Park District Observes all Federal Holidays. Please plan your submission accordingly. 

mailto:permitapp@chicagoparkdistrict.com
https://www.chicagoparkdistrict.com/permits-rentals/filming-photography


SITE MAP

 PERMIT LICENSE

INSURANCE

LETTER

 ADDITIONAL FEE

 CONTRACT/PLAN

STUDENT FILMING/PHOTOGRAPHY
Available to currently enrolled students with a media assignment.
Insurance and a letter from a school official verifying the applicant’s enrollment status and that the shoot
is related to course work is required.

MEDIA PERMIT APPLICATION
CHICAGO PARK DISTRICT

NON-COMMERCIAL FILMING/PHOTOGRAPHY
Personal use filming and photography (e.g., Wedding Photos)

CANCELLATION

All cancellations must be made in writing via email to
mediaapp@chicagoparkdistrict.com.
Media Permit cancellations must be received no later than 7 days prior to
the event for a full refund of the security deposit, however, the Chicago Park
District will retain 15% of the permit fee.
All application fees are non-refundable and non-transferable.

ICON INDEX

DEPARTMENT OF REVENUE
Phone (312) 763-6710 | Fax (312) 742-5339 | www.chicagoparkdistrict.com

Mailing Address: 4830 S Western Ave | Chicago, IL 60609 | Office Location: 1410 Special Olympics Drive| Chicago, IL 60605

CHICAGO PARK DISTRICT MEDIA PERMIT APPLICATION 2

Note: Media Permit availability may be limited during peak hours. Additional fees may apply for indoor
locations which vary by site.

*Non-Commercial Filming/Photography, including student projects, are exempt from late fee charges.

If a section contains an icon; including 
use of that feature will require additional
documents to be submitted and/or
additional fees to be paid. See the Icon
Index below. A permit will not be issued
until ALL requirements are fulfilled and
approved. 



Student filming/photography (Only Levels
1 and 2) 

Non-commercial filming/photography

Commercial Photography

Filming Level 1
(1-5 crew, talent,  vendors, volunteers, etc.)

Filming Level 2
(6-12 crew, talent,  vendors, volunteers, etc.)

Filming Level 3
(13-20 crew, talent,  vendors, volunteers, etc.)
Filming Level 4
(21+ crew, talent,  vendors, volunteers, etc.)

ORGANIZATION/PRODUCTION COMPANY ON-SITE CONTACT CONTACT NUMBER

  Applicant producing/organizing event on their own accord 

Select all that applies to you (the applicant) and your filming below.

NON-COMMERCIAL 
PHOTOGRAPHY

Can be booked directly online. 
See page 1 for locations.

BOOK ONLINE

APPLICANT INFORMATION

TYPE OF MEDIA PERMIT

MEDIA PERMIT APPLICATION
CHICAGO PARK DISTRICT

Please fill in all sections completely. If a section does not apply to you please select no.

The following locations are independently managed, 
please call them directly: 

Alfred Caldwell Lily Pool | (773) 883-7275
Lincoln Park Zoo | (312) 742-2000
Maggie Daley Park & Cancer Survivors Garden | (312) 552-3000
Millennium Park | (312) 744-6050
Olive Park | (312) 744-6635

Permit Application Fee Receipt Number
(Example: 000000.000)

Purchase the permit application processing
fee on the link below under "RESERVE A

PERMIT".

CHICAGO PARK DISTRICT WEBSITE

Please choose the type of Media Permit you are requesting by checking the appropriate box below. 
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NAME OF APPLICANT DATE OF BIRTH DRIVERS/STATE ID #

E-MAIL ADDRESS CELL PHONE ALTERNATE PHONE

PREFERRED CONTACT METHOD

 Phone CallText MessageEmail

https://apm.activecommunities.com/chicagoparkdistrict/Reserve_Options
https://www.chicagoparkdistrict.com/permits-rentals/filming-photography


PARK NAME

SPECIFIC LOCATION

TEAR DOWN DATE(S):SET UP DATE(S): DATE(S) OF SHOOT:

SET UP TIME(S): SHOOT TIME(S): TEAR DOWN TIME(S):

PARK NAME

SPECIFIC LOCATION

TEAR DOWN DATE(S):SET UP DATE(S): DATE(S) OF SHOOT:

SET UP TIME(S): SHOOT TIME(S): TEAR DOWN TIME(S):

FILMING/PHOTOGRAPHY SHOOT INFORMATION
DATE(S) OF SHOOT AND LOCATION(S) LISTED IN PREFERENCE ORDER

NUMBER OF PARTICIPANTS
(Include crew, talent, volunteers, vendors, etc)

1ST CHOICE

2ND CHOICE

PARK NAME

SPECIFIC LOCATION

TEAR DOWN DATE(S):SET UP DATE(S): DATE(S) OF SHOOT:

SET UP TIME(S): SHOOT TIME(S): TEAR DOWN TIME(S):

3RD CHOICE

NUMBER OF PRODUCTION VEHICLES

MEDIA OUTLETS/DISTRIBUTION/AUDIENCE DESCIPTION:

CHICAGO PARK DISTRICT MEDIA PERMIT APPLICATION 4

PRODUCTION TYPE:

 Commercial  Documentary  Photo Shoot

 Series (TV/Web/Mini)  Short Film  Student Film

 Pilot

  Movie

 Other (Please describe):

EQUIPMENT & PROP LIST: DETAILED SHOOT SCENE/CONTENT DESCRIPTION:

Describe the intended distribution of the film/photographs & all media outlets where the film/photographs will be published. 

PROPOSED ACTIVITIES:

Visible prop weapons - any cast and/or
performers (principle/background) dressed as
police or army:

Fight/fall/wire work/ratchet pull/
weapons play:
Precision driving (chase/swerving/near
misses/etc.):

VEHICLES & DRIVING

Picture vehicles:
Driving route (actor driven/camera
car/process trailer):

NOYES

STUNT WORK

NOYES

NOYES

NOYES

NOYES

SPECIAL EFFECTS
Exterior artificial smoke and/or fog: NOYES

Squibs/stimulated gun fires: NOYES

Rain towers/street wetdowns: NOYES

Artificial snow: NOYES

ADDITIONAL DETAILS

Helicopter use: NOYES

Construction on property: NOYES

Ground disturbances (digging/etc.): NOYES

If series please choose from the options
below:

  New

  Returning

NAME OF SHOOT



DRONES

Drones must be operated by a licensed and certified FAA pilot
according to the FAA Small Unmanned Aircraft Systems (UAS)
Regulations (Part 107) for drone operation rules and requirements.
(See Appendix C for more information.)

Will your shoot include the use of drones?

AMPLIFIED SOUND

Drone Liability Insurance is required.
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SITE MAP PERMIT

LICENSE

INSURANCE

LETTER  ADDITIONAL FEE

 CONTRACT/PLAN

Yes
No

Purpose:

Drone License Certificate Number:

Amplified sounds must be directed away from residences and
must comply with Sections 8-32-010 through 8-32-170 of the
Chicago Municipal Code. The proposed location of the sound
system, direction of sound and location of all speakers must be
identified on your Site Map.

PLEASE NOTE: AMPLIFIED SOUND IS NOT ALLOWED IN ALL PARKS.

Provide an overview of the purpose and plans for amplified sound, a
description of the sound system, and a description of how you will minimize
the impact of any generators used for the amplified sound system.

Are you requesting permission to have amplified sound?

Start time: End time:

Hours of amplified sound (including sound checks): 

Description (DJ, Live Music, Announcements, Etc.) 

Yes
No

NOISE LEVEL

Noise levels are not guaranteed. However, the Park District requests
this information with the intent to avoid disruptions of other large
events taking place. 

Will your shoot require a location that is
uninterrupted by sound/other events?

Description:

Yes
No

GENERATORS

Use of generators may require additional permitting
according to Chapter  4-355 of the Chicago Municipal Code. 

PLEASE NOTE: GENERATORS THAT MINIMIZE THE IMPACT TO THE
ENVIRONMENT ARE PREFFERED (I.E. GENERATORS THAT RUN ON BIODIESEL
OR OTHER RENEWABLE OR LOW EMISSION FUELS).

Will your shoot include the use of generators? 

Number of Generators:

Description:

Will the generators need to be grounded or bonded? 

Yes
No

Yes
No

FACILITY REQUESTS

Indoor Electrician Outdoor Electrician

Please select the type of request:Requests will be fulfilled at the discretion of the Park District.

Requests must be submitted at least 7 days prior to the shoot date.

Will your shoot include any special facility requests?

Yes
No

Description:

Engineer Other:

Ex: Request for electricians, carpenters, plumbers,
removing or adding items to the park, etc.)

STREET CLOSURES OR 
USE OF PUBLIC WAY

Since the public way is controlled by the City of Chicago, the Park
District does not permit use of the public way. If your event is
requesting the closure of/use of a public street or public way
(including sidewalks, crosswalks or street crossings) you must
obtain approval and all necessary permits from the City of
Chicago. For more information regarding City requirements,
please contact the Department of Cultural Affairs and Special
Events.

Will you be requesting permission to close a street or
other public way from the City of Chicago for your
event?

Description:

Yes
No

Department of Cultural Affairs  and Special Events (DCASE) (312) 744-3315



FIREWORKS AND 
PYROTECHNICS

FENCING AND BARRICADES

PORTABLE TOILETS

MAINTENANCE

DESCRIBE THE WASTE MANAGEMENT/TRASH/RECYCLYING REMOVAL AND MAINTENANCE PLAN BELOW.
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SITE MAP PERMIT

LICENSE

INSURANCE

LETTER  ADDITIONAL FEE

 CONTRACT/PLAN

Additional permit and approvals from other
government agencies, insurance, and other
documents may be required as determined by the
Park District.  

Proof of compliance with the Illinois Pyrotechnic Operator
Licensing Act must be attached to this application. (See
Appendix C for more information.)

Will your shoot include any pyrotechnic devices? 

Pyrotechnic Company: 

Contact Name:

Contact Phone:

Yes
No

Onsite Contact Phone: 

Onsite Contact Name:

Description:

All portable toilets must be installed and removed
from Park District property during the permit times
or at a time specified by the Park District.  

All portable toilets must be located on a hard surface, which
may include asphalt, concrete, or plywood. All portable toilets
must be clearly identified on the Site Map and the location
must be approved by the Park District prior to delivery. (See
Addendum F for Accessibility Guidelines.)

Will your shoot include the use of portable toilets? 

Yes
No

Number of portable toilets: 

Number of accessible portable toilets: 

There are several locations that require locates/
designation of underground infrastructure to identify
irrigation, plumbing or electrical lines in order to
prevent injury or damage to the property. (See
Addendum B for more information).

Will your shoot include the use of fencing? 

Will your shoot include the use of barricades? 

Yes
No

Yes
No

Description:

Description:

Organizers are responsible for cleaning and maintaining the site throughout the duration of the permit. The Chicago Park District does
not guarantee the availability of cans / liners at the site. Please plan accordingly. 
Permittee is responsible for all costs incurred by the Park District arising from emergency repairs / maintenance  due to the Permittee’s
activities in order to return the site to a clean, sightly, and safe condition.

Written description prepared by the event organizer, of Park District maintenance staff or a professional trash hauler will remove refuse/recyclables before,
during and after the event from Park District property in a safe and legal manner. The plan should also detail materials that will be recycled or composted
and plan to provide sufficient collection infrastructure.

Department of Fire (Pyrotechnics) 312-745-3705

CONTACT PHONE:

MAINTENANCE COMPANY:

CONTACT NAME:

Description:

Note: Field houses may not be open and are not required to be open to
accommodate events. Please plan accordingly. 
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SITE MAP PERMIT

LICENSE

INSURANCE

LETTER  ADDITIONAL FEE

 CONTRACT/PLAN

Tents and/or canopies over 400 square feet are only
allowed on park district property with a permit from the
City of Chicago Department of Buildings (DOB). 

When you apply for a tent and/or canopy permit with the
DOB, you will be required to submit a letter from the Park
District verifying the quantity and dimensions of tents
and/or canopies larger than 400 square feet. Please plan
accordingly by submitting all appropriate paperwork
(including the letter of support from the Park District) to
DOB at least 60 days prior to your permit date. (See
Addendum B for more information.)

The event organizer is responsible for any damage caused
to park property/facility and must consult Park District staff
prior to installation. (See Appendix C for more information.)
A copy of all permits issued by DOB must be submitted to
the Park District before the submission deadline; otherwise,
late fees may apply. (See Fee and Document Deadlines on
page. 18.)

Will your shoot include the use of tents and/or canopies under
400 square feet?

Will your shoot include the use of tents and/or canopies over
400 square feet? 

Department of Buildings (DOB): 312-744-3449

TENTS AND CANOPIES

Provide the dimensions in feet (length x width) and details  below or attach
a sheet with the related information. If you don't have the information at
the time of submitting the application, please indicate in the below box and
provide the information at a later date.

Please indicate the quantity of each: 

10 x 10

Yes
No

Yes
No

15 x 15   20 x 20  OTHER:

Documents with this information may be attached. Please add sheets if necessary.

Total quantity of tents and/or canopies over 400 sq. ft.: 

Total quantity of tents and/or canopies under 400 sq. ft.: 

Stages and platforms over 2 feet tall and covering more
than 400 square feet and/or with any roofing/wings are
only allowed on Park District property with a permit from
the City of Chicago Department of Buildings (DOB). Also
note Chapter 4-355 of the Chicago Municipal Code
requiring licensing of stagehands. 

When you apply for a stage and/or platform permit with the
DOB, you will be required to submit a letter from the Park
District verifying the quantity and dimensions of stages
and/or platforms over 2 feet tall and covering more than
400 square feet and/or with roofing/wings. Please plan
accordingly by submitting all appropriate paperwork
(including the letter of support from the Park District) to
DOB at least 60 days prior to your permit date. (See
Addendum B for more information.)

The event organizer is responsible for any damage caused
to park property/facility and must consult Park District staff
prior to installation. (See Appendix C for more information.)
A copy of all permits issued by DOB must be submitted to
the Park District before the submission deadline; otherwise,
late fees may apply. (See Fee and Document Deadlines on
page. 18)

Total quantity of  platforms under 2 feet tall and/or with
roofing/wings:

Will your event include the use of stages and/or platforms
over 2 feet tall and covering more than 400 square feet
and/or with any roofing/wings?

STAGES AND PLATFORMS

Yes
No

Yes
No

Department of Buildings (DOB): 312-744-3449

Total quantity of stages and/or platforms over 2 feet tall and
covering more than 400 square feetand/or with
roofing/wings:

Provide the dimensions in feet (height x length x width) and details  below
or attach a sheet with the related information. If you don't have the
information at the time of submitting the application, please indicate in the
below box and provide the information at a later date.

Will your event include the use of platforms under 2 feet tall
and/or without any roofing/wings?

Please indicate the dimensions of each: 

Height (ft.): Length (ft.): Width (ft.):

Height (ft.): Length (ft.): Width (ft.):

Documents with this information may be attached. Please add sheets if necessary.
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SITE MAP PERMIT

LICENSE

INSURANCE

LETTER  ADDITIONAL FEE

 CONTRACT/PLAN

STAKING
There are several locations that require locates/designation of
underground infrastructure to identify irrigation, plumbing or
electrical lines in order to prevent injury or damage to the property.

Damage repair costs and permit violation fines  are the responsibility 
of the applicant. Additionally, the applicant is responsible for Staff/Contracted
Vendor costs to conduct locates and irrigation inspections. Staking of tents in
these locations may be restricted or denied. (See Addendum B for more
information.)

Will any of the shoot features or structures be staked
in the ground? 

Total quantity of features and/or structures to be
staked:

Type of stakes: Length of stakes:

OTHER STRUCTURES
Must be approved by the Chicago Park District
and may require a separate building permit
from the city of Chicago Department of
Buildings (DOB).
If a building permit is required, a letter from the Park District verifying the
number and dimensions will be needed before THE DOB will issue a permit. A
copy of all permits issued by THE DOB must be submitted to the Park District
prior to your event. Please plan accordingly by submitting all appropriate
paperwork to DOB at least 60 days prior to your event day.

Will your shoot include the use of other structures
(e.g. climbing walls, rides, etc.) ? 

Total Quantity:

Description:

Yes
No

YesNo

Description:

Department of Buildings (DOB): 312-744-3449

SECURITY SERVICES 
Depending on the size and activities of your proposed shoot, the Park District may require the presence of security personnel.
Additionally, the City of Chicago may require security services or make revisions to your  security plans. Furthermore, you are
responsible for all costs directly and indirectly related to security services and will reimburse the Park District and/or the City of
Chicago for any costs incurred by the Park District and/or the City of Chicago.

Please note: all security plans must be approved by the Park District Director of Security or his/her designee. Additional information may be requested
upon review of any and all security plans.

HAVE YOU MADE PROVISIONS FOR ON-SITE SECURITY SERVICES?
PLEASE PROVIDE THE INFORMATION REQUESTED BELOW.

CONTACT PHONE:

SECURITY COMPANY:

CONTACT NAME:

EMAIL ADDRESS:

ONSITE CONTACT NAME:

ONSITE CONTACT PHONE:

HAVE YOU MADE PROVISIONS FOR ON-SITE MEDICAL SERVICES?
PLEASE PROVIDE THE INFORMATION REQUESTED BELOW.

YesNo

CONTACT PHONE:

MEDICAL COMPANY:

CONTACT NAME:

EMAIL ADDRESS:

ONSITE CONTACT NAME:

ONSITE CONTACT PHONE:

YesNo

Depending on the size and activities of your proposed shoot, the Park District may require the presence of medical personnel. Additionally, the City of
Chicago may require medical services or make revisions to your  medical plans. Furthermore, you are responsible for all costs directly and indirectly related
to medical services and will reimburse the Park District and/or the City of Chicago for any costs incurred by the Park District and/or the City of Chicago.

MEDICAL SERVICES 

WATER BASED ACTIVITIES

If your event occurs on a beach or near a body of water, you may be
required to have park district lifeguards present; additional fees apply. If
use of beach impacts public access, you may incur a beach impact fee
of $40,000. In addition when you apply for a special event permit that
includes a water based activity you will be required to submit an
application for approval of a marine event (form cg-4423) to the coast
guard.

MSU Chicago Waterways Division 630-986-2155

Are you planning on including activities that take place in
lake michigan or another body of water for your event?

Number of Participants:

Description:For information regarding the marine event permitting process please
refer to the U.S. Coast Guard website or contact the MSU Chicago
Waterways Division. Please plan accordingly by submitting all
appropriate paperwork (including the letter of support from the Park
District) to the U.S. Coast Guard at least 60 days prior to your event day
see Fee and Document Deadlines on p. 15). A copy of all permits issued
by the U.S. Coast Guard must be submitted to the Park District prior to
your event; otherwise, late fees may apply 

Yes
No



SITE MAP AND FLOOR PLAN INCLUDING LEGEND

AMPLIFIED SOUND

TENTS, CANOPIES, & MEMBRANES

STAGES & PLATFORMS

OTHER STRUCTURES

GENERATORS

VEHICLES

PORTABLE TOILETS

DUMPSTERS

STREET CLOSURES

FENCING & BARRICADES

OTHER EQUIPMENT

MAP KEY

EMAIL THE PDF SITE MAP ALONG WITH THE COMPLETED APPLICATION TO MEDIAAPP@CHICAGOPARKDISTRICT.COM.

SEE MORE INFORMATION ON SUBMITTING THE FORMS ON PAGE 10.
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Attach a site map or create a site map below that indicates the location of the following: all sources of amplified sound
and direction of sound; tents and canopies with sizes; stages, promotional vehicles, portable toilets, dumpsters, fences &
barricades, generators, and other structures; proposed driving paths for all equipment and supply vehicles; location of
vehicles you wish to retain on Park District property during the shoot; and proposed street closures. All Site Maps are
subject to the approval of the Park District. Installed or Refinished After Jan 1, 2022: Fenced off and closed to all during
shoot. Remain open to public as long as safely possible. Installed or Refinished Prior to 2022: Foot traffic only, tents ok
with protection under ballast. No heavy machinery, stages or equipment on court.



SIGNED AND DATED YOUR APPLICATION?

   ATTACHED YOUR SITE MAP?

  PROVIDED ALL DOCUMENTS AND INFORMATION REQUESTED THROUGHOUT THE APPLICATION?

  PAID THE $35 APPLICATION FEE?

By signing this Media Permit reservation application, I acknowledge that I have read and agree to abide by
all Chicago Park District permit rules and regulations, including the cancellation policy. I also agree that I
am solely responsible for the actions and conduct of my guests, invitees, participants, spectators,
contractors and for assuring compliance with all applicable rules and regulations pertaining to my permit. I
understand and agree that my security deposit shall be forfeited for any violation of this agreement.

I hereby assume all responsibility for and agree to indemnify, save and hold harmless, and at the Chicago
Park District’s option, defend the Park District, its Commissioners, officers, employees, volunteers,
contractors and agents (collectively, the “Indemnitees”) against any losses, claims, damages, liabilities,
actions, suits, proceedings, costs or expenses that the Indemnitees may suffer, incur or sustain or for which
it or they may become liable resulting from, arising out of or relating to any negligence or intentional
misconduct by myself as applicant, and any guests, invitees, participants, spectators, including any officers,
employees, contractors, agents or persons under a sponsoring organization’s control in connection
with this permit. My obligation to indemnify the Park District Indemnitees shall survive the expiration or
termination of this permit.

I do solemnly swear that all answers given and statements made on this application are full and true to the
best of my knowledge. I am 18 years of age or older and I have read the terms and conditions set forth in
this document and the Chicago Park District Code and agree to abide by them.

NAME OF APPLICANT (PLEASE PRINT)

SIGNATURE OF APPLICANT DATE

Thank you for completing your Media Permit Application. Before you submit your application
to the Chicago Park District, please make sure that the following steps have been completed:

HAVE YOU?

SUBMIT THE APPLICATION VIA EMAIL TO:

WE CANNOT ACCEPT FILES SENT VIA GOOGLE DRIVE, GOOGLE DOCS, OR OTHER
LINKS. APPLICATIONS MUST BE PDF FILES ONLY.

MEDIAAPP@CHICAGOPARKDISTRICT.COM

DOWNLOAD THE FORM, SAVE THE COMPLETED FORM, THEN SUBMIT VIA EMAIL.

OR SUBMIT BY FAX TO:

312-742-5339

CHICAGO PARK DISTRICT MEDIA PERMIT APPLICATION 10

SIGNATURE
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The review and approval of a Media Permit application is coordinated through the Department of Revenue (hereinafter
“Revenue”). If you are unsure whether or not a permit is required for your Shoot (hereinafter “Event”) please refer to the Chicago
Park District Code at chicagoparkdistrict.com or call Revenue at (312) 763-6710. The Application may be emailed, mailed,
delivered in-person, or faxed at least 3 business days prior to the film or photo shoot to the following addresses:

OFFICE: SOLDIER FIELD 
1410 Special Olympics Dr. 
Chicago, IL 60605 
Phone: (312) 763-6710 
Fax: (312) 742-5339 
TTY: (312) 747-2001

1. Visit www.chicagoparkdistrict.com/permits-rentals. Purchase the $35.00, “Permit Application Fee.” This payment is valid for 3
business days and secures your spot in the processing queue.

2. After your payment of the “Permit Application Fee,” you have 3 business days to complete and submit this application.
Include the Receipt Number for your “Permit Application Fee” payment with your application and submit your application VIA
EMAIL. Incomplete applications will not be processed, be re-entered in the processing queue as of the date/time they are
submitted correctly.

APPENDIX A. SUBMITTING YOUR MEDIA PERMIT APPLICATION

APPENDIX B. PERMIT APPLICATION PROCESS

3. Upon receipt of the Media Permit Application and payment of “Permit Application Fee,” the Park District will review your
application. Submitting or paying your application “Permit Application Fee” does not grant you a permit. The Department of
Revenue will review your request and follow-up with you regarding the status of your application via email to inform you of the
status of your application. You will be informed of any remaining fees that must be paid, along with any additional
documentation requirements.
The Chicago Park District reserves the right to require additional information or documentation regarding the applicant, applicant’s company,
sponsoring company/organization, co-sponsors, event participants, event vendors, event activities, or the event itself. Moreover, the Chicago
Park District may postpone approval or denial of permits until receipt of additional requested information or documentation. Failure to submit
requested information or documentation in a timely manner may be cause for denial of a Media Permit.

 4. Media Permit applicants must submit two documents to satisfy the insurance requirements:
(1) a “Certificate of Insurance in the amount of $1,000,000.00 worth of General Liability coverage that names the Chicago Park
District as additional insured on a primary, non-contributory basis” must be submitted for the event and the date(s) of all set-
up and tear-down for such event occurring on Chicago Park District property; and (2) an Endorsement issued under their
General Liability policy of insurance for the event that reflects that the Chicago Park District is an additional insured for the
event. 

Your permit will not be issued if both the Certificate of Insurance and the Endorsement have not been received and approved 48 hours prior
to an event set-up. 
NO EXCEPTIONS. PLEASE REFER TO ADDENDUM A FOR MORE DETAILED INFORMATION REGARDING THE CERTIFICATE OF INSURANCE AND
ENDORSEMENT. 

Additional insurance requirements apply based on proposed activities. Applicants assume all responsibility for and hereby agree to indemnify
and hold harmless the Chicago Park District, its Board of Commissioners, officers, agents and employees against any losses, damages,
liabilities, actions suits, proceedings, costs or expenses that the Chicago Park District may incur or sustain or for which it may become liable
(including, but not limited to, personal and bodily injury to, or death of, persons or damage to property) resulting from, arising out of or in any
way relating to the event. The obligation to indemnify and hold harmless the Chicago Park District will survive the termination or expiration of
the Permit.

MAILING ADDRESS: 
Chicago Park District Attn: Department of Revenue
4830 S. Western Ave 
Chicago, IL 60609

EMAIL: 
MEDIAAPP@CHICAGOPARKDISTRICT.COM

5. Applicants are required to inform the Chicago Park District, in writing, of any and all amendments to the original application
prior to the date of your shoot.

6. Once all the Chicago Park District’s requirements have been fulfilled, including receipt of all documents and full payment, an
approved Media Permit will be issued. The Chicago Park District will email you a copy of your approved Media Permit that
should be present on-site at the filming/photo shoot.
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APPENDIX C. RULES AND REGULATIONS

All film and photography shoots and the applicant, applicant’s guests, and subcontractors are subject to and must abide by all
codes, rules, regulations, ordinances, statutes and laws of the Chicago Park District, the City of Chicago, the State of Illinois, and
the United States of America. Below is a summary of some of the Chicago Park District’s Rules and Regulations.

Failure to adhere to the Park District’s rules and regulations, including those that follow, may result in a fine and/or denial of
the current and/or future permit requests. Lastly, see page 21 for a listing of common violations and their respective penalty.

AMENDMENTS OR REVISIONS 
It is the responsibility of the applicant to properly inform the Park District in writing of any and all revisions that the applicant would like to
make to the original application or permit. The applicant must immediately inform the Park District of the need for a revision to the original
application or permit. All revisions must be made in writing and are subject to the review and approval of the Park District. Revisions may
result in additional fees.

AMENITIES AND SHOOT FEATURES 
The Park District does NOT provide amenities and SHOOT features such as portable toilets, inflatables, sound systems, stages, tables, chairs,
tents, canopies, fencing or other equipment. Further, the applicant or SHOOT organizer is responsible for all costs directly and indirectly
related to providing amenities and SHOOT features.
Amenities and SHOOT features require approval from the Park District.
Costs incurred in acquiring necessary permits, certifications, plans, insurance, and all other documentation, as required by the Chicago Park
District, the City of Chicago and the State of Illinois, are at the sole expense and risk of the applicant or event organizer.

AMPLIFIED SOUND
Amplified sound must be directed away from residences and must comply with section 8-32-070 of the Chicago Municipal Code. The
proposed location of the sound system, direction of sound and location of all speakers must be identified on your Site Map.
All requests for amplified sound must be approved by the Chicago Park District and comply with section 8-32-010 through 8-32-170 of the
Chicago Municipal Code

ASSIGNMENT
Permit Applications and Permits are not assignable and are non-transferable.

BEACH EVENTS
Proposed activity subject to approval.
The Park District makes no guarantee regarding the size, shape, or expected usable area of any particular Site. Factors including, but not
limited to, varying lake water level and/or beach parameters may affect Sites.
If your event occurs on a beach or near a body of water, you may be required to have Park District lifeguards present; additional fees apply.
Events that utilize Lake Michigan (e.g. swimming, paddle boarding, boating, etc.) are required to obtain a permit for used waterway from the
U.S. Coast Guard. https:\\homeport.uscg.mi
Please be sensitive of the plant life that resides on the beach and in adjacent dunes.
Portable toilets, display vehicles and catering support vehicles must be on pavement in a pre-approved location
Do not disturb, remove or relocate any volleyball pole. Pole removal/replacement service may be requested and is approved based on
availability.
Floatation devices of any kind are prohibited in the water. Please be mindful of event giveaways and items for sale.
Snorkeling and scuba diving are prohibited.
Kayaking, paddle boarding and other water sports are allowed only at designated beaches
Events taking place on the beach between Memorial Day and Labor Day will incur an impact fee of $40,000 added to the permit. 

CANCELLATION
All cancellations must be made in writing via email to mediaapp@chicagoparkdistrict.com.
Media Permit cancellations must be received no later than 7 days prior to the event for a full refund of the security deposit, however, the
Chicago Park District will retain 15% of the permit fee.
All application fees are non-refundable
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DRONES
Drones must be operated by a licensed and certified FAA pilot according to the FAA Small Unmanned Aircraft Systems (UAS) Regulations
(Part 107) for drone operation rules and requirements. 
No person shall, without a permit bring, land or cause to ascend or descend or alight within the Park District, any airplane, helicopter, flying
machine, balloon, parachute or other apparatus for aviation pursuant to chapter 7, section c, 3 of the Chicago Park District code.

ATHLETIC TURF AND COURTS (IF APPROVED FOR SHOOT USE)
Turf needs coverage quote if being used for a non-athletic event.
Correct material appropriate professional grade coverage for turf. 
Setup and teardown cannot interfere with any programming.
Plan for covering must be approved by engineers/landscapers.
Installed or Refinished After Jan 1, 2022: Fenced off and closed to all during event. Remain open to public as long as safely possible.
Installed or Refinished Prior to 2022: Foot traffic only, tents ok with protection under ballast. No heavy machinery, stages or equipment on
court.



GARBAGE/TRASH/RECYCLING CLEAN-UP
Event organizers are responsible for cleaning and maintaining the site throughout the event. The Chicago Park District does not guarantee
the availability of cans/liners at your event site; please plan accordingly by providing your own or hiring a professional trash hauler.
Dumpsters must be placed on a hard surface such as asphalt or concrete or other surface approved by the Park District in writing.
Dumpsters must not be placed on grass, athletic fields or beaches.

INCLEMENT WEATHER
The Park District reserves the right to cancel or relocate an event due to poor weather and/or turf conditions prior to or on the day of the
event.
No rain dates will be issued. Refunds will not be granted for a cancellation or relocation due to inclement weather.
The Chicago Park District observes a predetermined snow/ice removal route to clear prioritized driveways, paths and areas. Many spaces are
not serviced. There are limited resources and the Chicago Park District is not able to clear undesignated driveways, paths/areas or to disrupt
the regular schedule for a privately organized event. Please be advised that, in the event of snow/icy conditions, your event participants are
utilizing Chicago Park District paths, trails and open areas AT THEIR OWN RISK.

LIFEGUARDS FOR EVENTS USING A BODY OF WATER
If your event occurs on a beach or near a body of water, you may be required to have Park District lifeguards present; additional fees apply. 
Events that utilize Lake Michigan (e.g. swimming, paddle boarding, boating, etc.) are required to obtain a permit for use of waterway from
the U.S. Coast Guard. http:\\homeport.uscg.mil

NOTICE OF HUMAN TRAFFICKING
If this event is open to the general public (e.g., ticketed purchase or not), Applicant acknowledges the requirements of the Illinois Human
Trafficking Resources Center Notice Act, as amended, (775 ILCS 50/5d, Act).
Applicant agrees to comply with the statutory Notices required under the Act and the provision to post required Notices in conspicuous and
accessible areas. The Act provides specifics as to the languages and wording required.
A link to such Notices is provided here:  https://www.dhs.state.il.us/page.aspx?item=82023

PAYMENT
Payment may be made by cash, business, organization or personal check, cashier’s check, money order, Visa, Master Card, Discover and
American Express.
Business, organization and personal checks are accepted up to 14 days prior to event start date. Per “Fee and Document Deadlines,”
payment made after posted due date may incur a late fee.
Personal checks require a state issued ID and phone number. Make checks payable to “Chicago Park District.”

PORTABLE TOILETS
All portable toilets must be located on a hard surface, which may include asphalt, concrete, or plywood. All portable toilets must be clearly
identified on the Site Map (refer to page 8) and the location must be approved by the Park District prior to delivery. See Addendum F for
Accessibility Guidelines

PROHIBITED ACTIVITIES
Pursuant to Chapter VII, section B, 6 of the Code of the Chicago Park District, no bonfires or open flames are allowed.
No parking and/or driving vehicles on grass, athletic fields, beaches, recreation courts, service roads and pathways without vehicle passes.
Please refer to the Code of the Chicago Park District for other prohibited activities at www.chicagoparkdistrict.com.
Balloons or similar items may not be released.
Dunk tanks and water slides are not allowed.
No cannabis derived products are to be consumed, promoted through signage, sampled or sold.
Tobacco, e-cigarette or vaping service and sale is prohibited. 
No filming in Natural Areas

HOURS 
Shoot activity is restricted to the public hours of the parks (6:00am – 11:00pm). - unless otherwise SPECIFIED BY THE PARK DISTRICT. 
If access to the park is necessary for set-up or tear down either before or after public hours, then the applicant may be charged a fee to cover
all cost associated with the request if approved.
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Additional permit and approvals from other government agencies, insurance, and other documents may be required as determined by the
Park District
Proof of compliance with the Illinois Pyrotechnic Operator Licensing Act and Illinois Fireworks Use Act REQUIRED.
Use, display, fire discharge, or set off any rocket, cracker, torpedo, or other fireworks, or any substance of any explosive or pyrotechnic nature
within the Park District, unless a permit has been issued pursuant to Chapter VII, Section B (16)

PYROTECHNICS

FEE & DOCUMENT DEADLINES 
Applicant will be charged the applicable rental fee for each day of set-up and tear down.
All applicable fees (including, but not limited to, application, rental, security deposit, maintenance services, lifeguard services, and security
services) and all requested documentation must be submitted no later than 3 business days prior to the event. Failure to submit fees and
requested documentation no later than 3 business days prior to the event may result in a late fee or denial of a permit application.

FACILITY REQUESTS
Requests will be fulfilled at the discretion of the Chicago Park District. 
Requests must be made a minimum of 7 days prior to the shoot date. 

https://www.dhs.state.il.us/page.aspx?item=82023
http://www.chicagoparkdistrict.com/


SECURITY DEPOSIT
If you are applying for more than one MEDIA Permit, separate security deposits must be submitted for each SHOOT, even if the applicant is
the same.
The Park District will conduct a post-event review and if all rules and regulations have been observed and the park is returned in a clean
condition without damage, then the entire security deposit will be submitted for processing within 30 business days after the event.
Circumstances where the Park District may retain a portion or all of the security deposit include: 1) damage to park property; 2) additional
cleanup costs; 3) operation of vehicles on grass, athletic fields or beaches; 4) misuse of park facilities; 5) grilling in prohibited areas; 6) leaving
event equipment on park property after the Permit tear-down time; 7) misrepresenting in this application or correspondence, the event
attendance features, activities or plans; and 8) failure to abide by all local, state, and federal laws, statutes, ordinances, rules, regulations,
codes and executive orders including those of the Park District, the City of Chicago, and the State of Illinois.
Applicant also agrees to reimburse the Park District for any costs for clean-up, restoration and permit violation fines that exceed the amount
of the security deposit.
Applicant is responsible for ensuring that all staff, participants, spectators, guests, vendors, concessionaires and exhibitors abide by all
applicable. rules. The applicant further understands that failure to comply may result in revocation of the permit and forfeiture of the security
deposit.

SIGNAGE
Fastening or attaching any rope, sign, banner, flyer or other object to any tree, shrub or park feature on Chicago Park District property is
strictly prohibited.
All proposed signage (including notification postings along athletic routes) must be approved in writing by the Chicago Park District prior to
Installation.

SITE CONDITION
Permittee has examined and knows the condition of the Site and acknowledges that the same is in clean, sightly, and safe condition. The
Park District makes no representations as to the condition of the Site or its fitness for a particular purpose. Permittee accepts the Site “as is.”
Permittee warrants that the Site will be returned to the condition in which it was delivered (collectively, the “Site Condition Baseline”) by the
Permit tear-down time.
The Site Condition Baseline will be established at a pre-event site visit and may be documented by the Permittee. At its sole discretion, the
Park District may require a pre-event site visit as a condition of permit approval.
All costs and fees of damages or repairs necessary to restore the Site to the Site Condition Baseline are the sole responsibility of Permittee. At
the Park District’s sole discretion, if the Park District has both the capacity and availability, Permittee may have the option to hire the Park
District to perform the work. Alternatively, Permittee may hire its own forces to make all repairs and Site restoration, at as the sole expense of
Permittee. The Park District must approve (which approval shall not be unreasonably withheld, delayed, or conditioned) any scope of work
and any contractors, labor, etc. hired by Permittee prior to any restoration and repair.
Permittee is responsible for all costs incurred by the Park District arising from emergency repairs due to the Permittee’s activities in order to
return the site to a clean, sightly, and safe condition for the duration of the permittee’s event or any subsequent event.
Permittee is responsible to pay all invoices arising from repairs and/or restoration within 30 days of receipt of invoice from Park District or
any Park District contractors.

TENTS, CANOPIES, STAGES, AND/OR PLATFORMS
Tents and canopies over 400 square feet or stages and platforms over 2 feet high or with roof or wings are required to be permitted from the
City of Chicago Department of Buildings (DOB), (312) 744-3449.
The event applicant is responsible for any damage caused to park property/facility and must consult Park District staff prior to installation.
In certain locations staking of tents and canopies may be prohibited. In such locations tents and canopies may be approved to be stabilized
with ballasts. The applicant is responsible for all staff costs associated with the installation of tents and canopies (inspection, irrigation, turf
damage, utility locates, etc.), if the request is approved by the Chicago Park District (Refer to Addendum B for more information).
You will be required to submit a letter from the Park District verifying the number and sizes of tents and/or canopies larger than 400 square
feet or stages and platforms over 2 feet high or with roof or wings before DOB will issue a permit. This applicant must request this letter from
the Park District and submit to DOB. Please refer to page 22 to view a sample of the tent/canopy/platform acknowledgement letter.
A copy of all permits issued by DOB must be submitted to the Park District 30 days prior to your event; otherwise, late fees may apply (refer
to Fee and Document Deadlines).
If tents or canopies are used, and the tents or canopies are illuminated, all lighting must be energy efficient lights such as Light Emitting
Diodes (LEDs), compact fluorescent light bulbs, fluorescent, or other energy efficient lighting.
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VEHICLES
Vehicles are only allowed on Park District property (excluding designated parking spaces) when a Delivery or Parking pass has been issued.
Any vehicle pass that has been provided to the applicant must be clearly displayed on the dashboard of the vehicle. Any vehicle not properly
displaying the appropriate vehicle pass is prohibited and may result in a permit violation penalty fee, issuance of a warning and/or citation
and/or towed from Park District property.
Driving and parking vehicles on grass, athletic fields and beaches is prohibited, however the Park District may consider granting Vehicle
Passes for the delivery of equipment and supplies for event set-up and tear-down. A Vehicle Pass does not grant permission to park or drive
on grass, athletic fields or beaches.
Parking privileges are for production vehicles only. Passes are granted on a case by case basis; most locations do not have capacity for onsite
parking.
Parking for event staff/participants is available at parking lots and designated street parking, but may also be granted on-site for a limited
number of vehicles.
Idling of vehicles is strictly prohibited, except where permitted by the City of Chicago Municipal Code Section 9-80-095.
Use of hybrid, alternative vehicle, electric or other vehicles with a reduced emissions / environmental impact is preferred. Electric or propane
powered golf carts are preferred.



APPENDIX D. PERMIT LEVELS, FEE SCHEDULE, AND DOCUMENT DEADLINE

MEDIA PERMIT LEVELS
NON-COMMERCIAL PHOTOGRAPHY: PHOTOGRAPHY SHOOT FOR PERSONAL USE AND WILL NOT BE SOLD OR USED FOR PROFIT,
COMMERCIAL PHOTOGRAPHY: PHOTOGRAPHY SHOOT FOR NON-PERSONAL USE THAT WILL BE SOLD OR USED FOR PROFIT,
MARKETING, ADVERTISING, PUBLICATIONS, OR SIMILLAR PROJECTS FOR A MARKET AUDIENCE.
STUDENT FILMING/PHOTOGRAPHY: CURRENTLY ENROLLED STUDENTS WITH A MEDIA ASSIGNMENT. ONLY LEVELS 1 AND 2.
FILMING LEVEL 1: 1-5 PERSONS INCLUDING CREW, TALENT, VENDORS, VOLUNTEERS, ETC THAT WILL BE ON-SITE. 
FILMING LEVEL 2: 6-12 PERSONS INCLUDING CREW, TALENT, VENDORS, VOLUNTEERS, ETC THAT WILL BE ON-SITE. 
FILMING LEVEL 3: 13-20 PERSONS INCLUDING CREW, TALENT, VENDORS, VOLUNTEERS, ETC THAT WILL BE ON-SITE. 
FILMING LEVEL 4: 21 AND GREATER PERSONS INCLUDING CREW, TALENT, VENDORS, VOLUNTEERS, ETC THAT WILL BE ON-SITE. 

MEDIA PERMIT FEE SCHEDULE AND DOCUMENT DEADLINE
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DOB: means the City of Chicago’s Department of Buildings.
ENDORSEMENT: means the document issued by your insurance carrier that amends the insurance policy to afford the coverage identified in
the issued certificate. [See pages 13, 18 and 19]
OEMC: means the City of Chicago’s Office of Emergency Management and Communication.
ON HOLD: means the event status issued when documents and/or fees are past due. The event application is considered denied until fees
are submitted and all documents are submitted and approved.
PERMIT PENDING NOTIFICATION: indicates that the date and location requested is available and the required fees, documents and steps
necessary to receive an approved Park District Special Event Permit are identified in the notification.
RESERVATION: means the dates set aside for your event inclusive of set-up and tear-down days and/or hours.
TENT: means a temporary structure covered with canvas or similar lightweight material and enclosed on one or more sides, and it is
supported by poles, stakes, beams, ropes or cables (non-combustible). [See page and Addendum B]
TRASH/RECYCLING REMOVAL PLAN: means a written description prepared by the event organizer, of Park District maintenance staff or a
professional trash hauler will remove refuse/recyclables before, during and after the event from Park District property in a safe and legal
manner. The plan should also detail materials that will be recycled or composted and plan to provide sufficient collection infrastructure.
VEHICLE: means any equipment used for transporting people or goods including but not limited to cars, trucks, vans, scissor lifts, fork lifts,
etc.
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APPENDIX E. TERMS AND DEFINITIONS

The General Definitions are for terms often referred to throughout the media Permit Application and permit process. 

GENERAL DEFINITIONS

APPLICANT: means the individual or entity who submits an application for a Chicago Park District Special Event Permit.
CANOPY: means a temporary portable structure covered with canvas or similar lightweight material and open on all sides. It is supported by
poles, stakes, beams, ropes or cables (non-combustible). [See page 6 and Addendum B]
CDOT: means the City of Chicago’s Department of Transportation.
DCASE: means the City of Chicago’s Department of Cultural Affairs and Special Events.
DENIAL NOTIFICATION: indicates that (i) the Special Event Permit Application is incomplete, (ii) the applicant has previously damaged Park
District property, (iii) the applicant made misrepresentations, (iv) the applicant has an outstanding balance, (v) the event date/location
conflicts with a previously scheduled event, or (vi) the event violates the Code of the Chicago Park District, or the laws, rules, and/or
regulations of the City of Chicago, State of Illinois and/or Federal laws/ordinances.



ADDENDUM A: INSURANCE CERTIFICATE AND ENDORSEMENT

Please refer to the insurance requirements listed on page 12 of this application and below. We suggest that you provide your insurance
broker/agent with a copy of these requirements and request that they provide Certificates of Insurance complete with copies of all
required Endorsements. Forward documents to the Department of Revenue via e-mail, fax or mail. Your permit will not be issued
without these documents.
Applicants must submit two documents to satisfy insurance requirements.

NOTE: “Chicago Park District, and members of the Chicago Park District Board of Commissioners, and the officers, agents, and
employees of the Chicago Park District, individually and collectively” must be listed as an additional insured.

 1.  Certificate of Insurance in the amount of $1,000,000.00 General Liability coverage, including coverage for real and personal business
property damage while the permit applicant is in possession of or occupying Chicago Park District property. This policy shall name the
Chicago Park District as additional insured on a primary, non-contributory basis and must be submitted for the event and the date(s) of
all preparation for such event occurring on Chicago Park District property.

Cancellation Language: The Certificate of Insurance MUST provide 30 days notice of cancellation, except 10 days notice for non-payment of
premium.
Please reference EVENT NAME on insurance certificate, if applicable.

 2.  Endorsement issued under their General Liability policy of insurance, including coverage for property damage while property is
occupied by the permittee, for the event that reflects that the Chicago Park District is an additional insured for the event.

Endorsement must include reference to the Policy Number and the Insured as they appear on the Certificate
Additional Covered Party: Name of Person or Organization: Chicago Park District, and members of the Chicago Park District Board, and the
officers, agents, and employees of the Chicago Park District, individually and collectively.
Primary Insurance: The Endorsement must state that coverage afforded by this endorsement shall apply as Primary. Other insurance
maintained by the Chicago Park District shall be excess only and not contributing with the insurance provided under this policy.
If the Endorsement is not received 48 hours prior to the event, a permit may not be issued.
A sample Endorsement (Exhibit A-1) can be found on page 19.

*NOTE: If your insurance company will not write an Endorsement due to the way the policy is written, please contact the Chicago Park
District Risk Management Office at (773) 947-0428. The Chicago Park District maintains the right to modify, delete, alter or change
these requirements.

The Chicago Park District’s preferred insurance provider is Risk Management and Information Systems CPKD Tulip Insurance
Application (cpkdtulipapp.com) Please feel free to contact them for your insurance requirements at (312) 729-5233 OR (312) 729-5050 or
email at TulipEventsApp@rmisinc.com.

Applicants assume all responsibility for and hereby agree to indemnify and hold harmless the Chicago Park District, its Board of
Commissioners, officers, agents and employees against any losses, damages, liabilities, actions suits, proceedings, costs or expenses
that the Chicago Park District may incur or sustain or for which it may become liable (including, but not limited to, personal and
bodily injury to, or death of, persons or damage to property) resulting from, arising out of or in any way relating to the event. The
obligation to indemnify and hold harmless the Chicago Park District, its Board of Commissioners, officers, agents and employees will
survive the termination or expiration of the Permit.

Your permit will not be issued if both the Certificate of Insurance and the Endorsement have not been received.

Certificate holder may be listed on certificate as:
Chicago Park District
Attn: Department of Revenue
4830 S. Western Ave
Chicago, IL 60609
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ADDENDUM A: INSURANCE CERTIFICATE AND ENDORSEMENT (CONTINUED)

Endorsement Policy Number must match certificate.
Must list the Insured’s Name as listed on Certificate.
Name of Person or Organization: Chicago Park District, and
members of the Chicago Park District Board, and the officers,
agents, and employees of the Chicago Park District, individually
and collectively.*
Endorsement must also state that coverage afforded by the
endorsement shall apply as Primary, non-contributory (wording
may vary).

In the amount of $1,000,000.00 General Liability coverage,
including coverage for real and personal business property
damage while the permit applicant is in possession of or
occupying Chicago Park District property. 
This policy shall name the Chicago Park District as additional
insured on a primary, non-contributory basis
certificate holder listed as Chicago Park District with the
address listed above.
policy dates must cover the dates the applicant is in
possession of or occupying Chicago Park District property.
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PLEASE REFER TO THE SAMPLE CERTIFICATE BELOW (EXHIBIT A-1) AND THE SAMPLE ENDORSEMENT BELOW (EXHIBIT A-2).

EXHIBIT A-1: SAMPLE CERTIFICATE

EXHIBIT A-2: SAMPLE ENDORSEMENT

*The wording for the additional insured must be exact. No abbreviations or changes in the structure of the sentence will be accepted. If you find it difficult to fit
the wording in the space provided on your endorsement you may simply attach an Exhibit (additional sheet with the proper wording).
If the insurance company has difficulty in meeting the requirements, please contact the Chicago Park District Risk Management Office at (773) 947–0715.

C
Chicago Park District

4830 S. Western Ave

Chicago, IL 60609

EXHIBIT A-2: SAMPLE ENDORSEMENT

ADDITIONAL INSURED - CHICAGO PARK DISTRICT,
4830 S. WESTERN AVE, CHICAGO, IL 60609 
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ADDENDUM B: TENT/CANOPY/STAGE/PLATFORM ERECTION & ACKNOWLEDGEMENT LETTER

EXHIBIT B-1: TENT/CANOPY/STAGE/PLATFORM ACKNOWLEDGEMENT LETTER

Prior to applying for a Tent/Canopy/Platform permit DOB, applicants must possess a letter from the Chicago Park District
acknowledging the number and size of ALL tents, canopies and/or platforms. DOB will not review an application for erecting such
structures on Park District property unless this acknowledgement letter is submitted along with your application package. Therefore,
if the number and/or size of your tents, canopies and/or platforms changes, please notify the Chicago Park District immediately. All
amendments/revisions must be made in writing (page 6).

Please refer to Exhibit B-1 below for a sample of a Tent/Canopy/Platform Acknowledgement Letter.

Erection of tents and canopies on Chicago Park District property must be preapproved by the Department of Revenue.

There are several locations listed below that require locates/designation of underground infrastructure to identify irrigation, plumbing or
electrical lines in order to prevent injury or damage to the property. This takes place at a pre-event on-site meeting (Locates Meeting) scheduled
in advance of event set-up. Where irrigation lines are present, the irrigation system is turned on and inspected for leaks at the Locates meeting
prior to event set-up. A post-event on-site meeting is scheduled and the irrigation is again turned on and inspected for damage. Damage repair
costs are the responsibility of the applicant. Additionally, the applicant is responsible for Staff/Contracted Vendor costs to conduct locates and
irrigation inspections. Staking of tents in these locations may be restricted or denied. Additionally, securing tents by staking into concrete is not
permitted without prior approval; any repair costs incurred from restoring the concrete to its original condition must be paid by the applicant.

Locations that require locates/on-site walk through. Other sites may be identified once site map is submitted.
Grant Park – Arvey Field, Buckingham Fountain, Butler Field and Tiffany Garden
Jackson Park
Lincoln Park
Midway Plaisance



ADDENDUM C: PENALTIES FOR PERMIT VIOLATIONS
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Refer to the table below for a listing of common violations and their respective penalty. All penalties will be deducted
from the applicant security deposit, unless other arrangements are made with the Park District in writing. Penalties that
exceed the security deposit paid to the Park District will result in an outstanding balance that must be paid prior to
consideration of future Special Event Permit requests. The Chicago Park District may deny future Special Event Permit
requests if an outstanding balance exists (Chicago Park District Code, Chapter VII, Section C).

VIOLATION PENALTY

Damage or garbage left on Park District
property for events without a security deposit

25% of base permit fee and recover costs of
repair 

Unauthorized vehicles on grass, beaches,
athletic fields, pathways or service roads

$100 per axel 

Equipment (generators, portable lights, portable
toilets and hand washing stations, stages, etc.)
on grass/beach without protective covering 

$50 per generator, portable light, portables
toilet or hand washing stations, stage, etc. 

Equipment (generators, portable lights, portable
toilets and hand washing stations, stages, etc.)
left on Park District property after Permit tear-
down time  

25% of security deposit per day 

Dumpster on grass/beach $250 per dumpster

Dumping Coals on base of trees, grass, beach or
disposed in unauthorized container

25% of base permit fee OR 100% of security
deposit 

Damage to Park District property 
50% of security deposit and recover costs of
repair

Misrepresentation 
100% of security deposit and/or denial of
future requests

Trash/recycling removal for events required to
provide a private company and fail to remove
trash/recycling or is insufficient 

Staff costs to remove trash/recycling, plus 15%
and possible denial of future requests

Failure to obtain required permits issued by
CDOT, DOB, OEMC or other city agencies p to
the event day 

100% of security deposit 

Failure to provide the appropriate quantity/ratio
of accessible portable toilets

100% of security deposit 

Failure to observe approved route and/or step
off time

25% of security deposit 

Failure to observe approved hours of amplified
sound

100% of security deposit 

Missing Park District Meeting  50% of security deposit 

Misrepresentation of Non-profit discount
policies

100% of security deposit 



ADDENDUM D: ACCESSIBILITY GUIDELINES

All events and applicant’s guests, vendors, concessionaires and exhibitors are subject to and must abide by the Americans with
Disabilities Act, the Illinois Accessibility Code and the accessibility portions (Chapter 18-11) of the Chicago Building Code. Below is a
summary of some of the applicable provisions.

All portable toilets must be located on a hard surface, which may include asphalt, concrete, or plywood. All portable toilets, including
placement of wheelchair accessible toilets, must be clearly identified on the Site Map, (refer to page 8) and the location must be
approved by the Park District prior to delivery.
Pursuant to 18-11-1109.2.4 of the Chicago Building Code, ICC/ANSI A117.1 and ADAAG 4.1.2.(6), if multiple single-user portable toilet or
bathing units are grouped at a single location, at least 5 percent, but not less than one toilet unit or bathing unit at each group, shall
be wheelchair accessible. The City of Chicago Mayor’s Office for People with Disabilities encourages enhanced accessibility with 10
percent, but not less than one portable toilet in each group, to be wheelchair accessible.
Accessible routes to the portable toilets shall be maintained, and they must be located on a level area not-to-exceed a 2 percent
cross-slope in any direction.
If only one portable toilet is to be provided, it shall be accessible.
If only one portable toilet is to be provided and the event is private/non-public, the portable toilet may be non-accessible.

PORTABLE TOILETS

If parking is provided for an event, accessible parking is required.
If no parking is provided for an event, an accessible passenger loading and unloading zone is required.

PARKING

If seating is provided, accessible seating and companion seating are required.
Accessible seating and companion seating areas must be identified using the International Symbol for Accessibility and placed for
maximum visibility.

SEATING

At least 36 inches of each sales counter must be set at a height of no more than 34 inches above the ground (remember to account
for the height difference when the booth is up on a curb).
If only a portion of the counter is at the accessible height, it should be on the left side (as the customer is facing the booth).
Queue lines must be accessible.
Signage with the wheelchair access symbol must be displayed above the accessible counter.

BOOTH COUNTERS
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ADDENDUM G: PARK CLUSTERS
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ADDENDUM E: HELPFUL CONTACT INFORMATION

ORGANIZATION PHONE FAX WEBSITE EMAIL ADDRESS /
CONTACT FORM MAILING ADDRESS

CHICAGO POLICE DEPARTMENT 
DISTRICT OFFICES

District 015 (Austin)

District 020 (Foster) 

District 001 (Central)

District 012 (Monroe)

District 009 (Deering)

District 011 (Harrison)

District 005 (Calumet)

District 019 (Belmont) 

District 006 (Gresham) 

District 010 (Marquette)

District 002 (Wentworth)

District 024 (Rogers Park)

District 017 (Albany Park)

District 007 (Englewood) 

District 022 (Morgan Park)

District 018 (East Chicago)

District 016 (Jefferson Park)

District 014 (Shakespeare) 

District 025 (Grand Central) 

District 008 (Chicago Lawn) 

District 004 (South Chicago) 

District 003 (Grand Crossing) 

Special Events and Liaison Section 312-745-5253

312-745-4290

312-747-8366

312-747-8201

312-747-8205

312-747-8210

312-745-3610

312-747-8220

312-747-8730

312-747-8227

312-747-7511

312-746-8386

312-746-8396

312-744-8290

312-743-1440

312-742-4480

312-742-4410

312-742-5870

312-744-8320

312-742-8714

312-745-0570

312-744-5907

312-746-8605

312-742-8715

312-745-3694

312-747-5396

312-747-5479

312-747-4559

312-747-5935

312-745-3649

312-747-6558

312-747-8545

312-747-5329

312-747-7429

312-746-4281

312-746-9480

312-744-2422

312-743-1366

312-742-4421

312-742-5411

312-742-5771

312-744-4481

312-742-8803

312-745-0814

312-744-6928

312-746-4353

CHICAGO POLICE SPECIAL EVENTS

DISTRICT 001

DISTRICT 002

DISTRICT 003

DISTRICT 004

DISTRICT 005

DISTRICT 006

DISTRICT 007

DISTRICT 008

DISTRICT 009

DISTRICT 010

DISTRICT 011

DISTRICT 012

DISTRICT 014

DISTRICT 015

DISTRICT 016

DISTRICT 017

DISTRICT 018

DISTRICT 019

DISTRICT 020

DISTRICT 022

DISTRICT 024

DISTRICT   025

CLEARPATH@CHICAGOPOLICE.ORG

CAPS005DISTRICT@CHIAGOPOLICE.ORG

CAPS001DISTRICT@CHICAGOPOLICE.ORG

CAPS002DISTRICT@CHICAGOPOLICE.ORG

CAPS003DISTRICT@CHICAGOPOLICE.ORG

CAPS006DISTRICT@CHICAGOPOLICE.ORG

CAPS007DISTRICT@CHICAGOPOLICE.ORG

CAPS010DISTRICT@CHICAGOPOLICE.ORG

CAPS012DISTRICT@CHICAGOPOLICE.ORG

CAPS015DISTRICT@CHICAGOPOLICE.ORG

CAPS016DISTRICT@CHICAGOPOLICE.ORG

CAPS018DISTRICT@CHICAGOPOLICE.ORG

CAPS019DISTRICT@CHICAGOPOLICE.ORG

CAPS020DISTRICT@CHICAGOPOLICE.ORG

CAPS022DISTRICT@CHICAGOPOLICE.ORG

CAPS025DISTRICT@CHICAGOPOLICE.ORG

CAPS008DiISTRICT@CHICAGOPOLICE.ORG

CAPS.004DISTRICT@CHICAGOPOLICE.ORG

CAPS.009DISTRICT@CHICAGOPOLICE.ORG

CAPS.011DISTRICT@CHICAGOPOLICE.ORG

CAPS.014DISTRICT@CHICAGOPOLICE.ORG

CAPS.017DISTRICT@CHICAGOPOLICE.ORG

CAPS.024DISTRICT@CHICAGOPOLICE.ORG

3510 S. Michigan Ave. 
Chicago, Illinois 60653

1718 S. State St. 
Chicago, Illinois 60609

5101 S. Wentworth Ave. 
Chicago, Illinois 60609

7040 S. Cottage Grove Ave. 
Chicago, Illinois 60637

2255 E. 103rd St. 
Chicago, Illinois 60617

727 E. 111th St. 
Chicago, Illinois 60628

7808 S. Halsted St. 
Chicago, Illinois 60629

6120 S. Racine Ave. 
Chicago, Illinois 60607

3420 W. 63rd St. 
Chicago, Illinois 60629

3501 S. Lowe Ave. 
Chicago, Illinois 60609

3315 W. Ogden Ave. 
Chicago, Illinois 60608

3151 W. Harrison St. 
Chicago, Illinois 60612

1412 S. Blue Island 
Chicago, Illinois 60608

2150 N. California Ave. 
Chicago, Illinois 60647

5701 W. Madison Ave. 
Chicago, Illinois 60651

5151 N. Milwaukee St. 
Chicago, Illinois 60630

4650 N. Pulaski Rd. 
Chicago, Illinois 60625

1160 N. Larrabee Ave. 
Chicago, Illinois 60610

850 W. Addison St. 
Chicago, Illinois 60613

5400 N. Lincoln Ave. 
Chicago, Illinois 60640

1900 W. Monterey Ave. 
Chicago, Illinois 60643

6464 N. Clark St. 
Chicago, Illinois 60626

5555 W. Grand Ave. 
Chicago, Illinois 60626

CITY OF CHICAGO DEPARTMENTS

Department of Buildings (DOB) -
Tent/Stage/Structure Permits

Department of Business Affairs & 
Consumer Protection

Department of Cultural Affairs & 
Special Events (DCASE)

Department of Fire (Pryotechnics)

 Department of Health (Health 
Inspections)

United States Coast Guard 630-986-2155 D09-DG-MSUCHICAGO-WATERWAYS@USCG.MIL

312-744-7895
312-744-3449

312-744-3316
312-744-3315

312-744-6060

312-745-3705

312-746-8030

DOB PERMITS

DCASE SPECIAL EVENT PERMITS

BACP

 HEALTH INSPECTIONS

PYROTECHNICS LICENSE

COAST GUARD

312-744-6525

312-744-0246

312-744-8523

312-745-4189

312-746-8099

BACP CONTACT INFORMATION

SEPERMITS@CITYOFCHICAGO.ORG

SEPERMITS@CITYOFCHICAGO.ORG

SEPERMITS@CITYOFCHICAGO.ORG

CDPHFOOD@CITYOFCHICAGO.ORG 2133 W Lexington St, 
Chicago, IL 60612

121 N. LaSalle St., Room 900 
Chicago, IL 60602 

121 N. LaSalle St., Room 900 
Chicago, IL 60602 

78 E. Washington St. 4th floor
Chicago, IL 60602 

3510 Michigan, Floor 2,
Chicago, IL 60653

https://home.chicagopolice.org/tag/special-events/
https://home.chicagopolice.org/about/police-districts/1st-district-central/
https://home.chicagopolice.org/about/police-districts/2nd-district-wentworth/
https://home.chicagopolice.org/about/police-districts/3rd-district-grand-crossing/
https://home.chicagopolice.org/about/police-districts/4th-district-south-chicago/
https://home.chicagopolice.org/about/police-districts/5th-district-calumet/
https://home.chicagopolice.org/about/police-districts/6th-district-gresham/
https://home.chicagopolice.org/about/police-districts/7th-district-englewood/
https://home.chicagopolice.org/about/police-districts/8th-district-chicago-lawn/
https://home.chicagopolice.org/about/police-districts/9th-district-deering/
https://home.chicagopolice.org/about/police-districts/10th-district-ogden/
https://home.chicagopolice.org/about/police-districts/11th-district-harrison/
https://home.chicagopolice.org/about/police-districts/12th-district-near-west/
https://home.chicagopolice.org/about/police-districts/14th-district-shakespeare/
https://home.chicagopolice.org/about/police-districts/15th-district-austin/
https://home.chicagopolice.org/about/police-districts/16th-district-jefferson-park/
https://home.chicagopolice.org/about/police-districts/17th-district-albany-park/
https://home.chicagopolice.org/about/police-districts/18th-district-near-north/
https://home.chicagopolice.org/about/police-districts/19th-district-town-hall/
https://home.chicagopolice.org/about/police-districts/20th-district-lincoln/
https://home.chicagopolice.org/about/police-districts/22nd-district-morgan-park/
https://home.chicagopolice.org/about/police-districts/24th-district-rogers-park/
https://home.chicagopolice.org/about/police-districts/25th-district-grand-central/
https://home.chicagopolice.org/about/police-districts/25th-district-grand-central/
mailto:D09-DG-MSUChicago-Waterways@uscg.mil
https://www.chicago.gov/city/en/depts/bldgs/provdrs/permits/svcs/tent-permits.html
https://www.chicago.gov/city/en/depts/dca/supp_info/neighborhood_festivals.html
https://www.chicago.gov/city/en/depts/bacp.html
https://www.chicago.gov/city/en/depts/cfd/provdrs/prevent/svcs/PYROTECHNICSLICENSE.html
https://www.chicago.gov/city/en/depts/cdph/provdrs/healthy_restaurants.html
https://www.chicago.gov/city/en/depts/cfd/provdrs/prevent/svcs/PYROTECHNICSLICENSE.html
https://www.chicago.gov/city/en/depts/bacp/supp_info/bacp-covid-19-operations.html
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SEPERMITS@CITYOFCHICAGO.ORG

Olive Park

Park Services - Security

Alfred Caldwell Lily Pool

Illinois Secretary of State

New Business Development

OTHER LOCATIONS & OFFICES

Millennium Park

Department of Transportation 

Park Concession Management

Department of Streets and Sanitation

Office of Emergency Management &
Communication (OEMC)

Illinois Liquor Control Commission

CDOT

OEMC

ILSOS

CHICAGO HARBORS

MILLENNIUM PARK

STREETS & SANITATION

CPD - OTHER PERMIT TYPES

LP ZOO CONTACT FORM

HARBORS CONTACT FORM

ALFRED CALDWELL LILY POOL

CPD - SPECIAL EVENT VENUES

CPD - SPECIAL EVENT PERMITS

INFO@MAGGIEDALEYPARK.COM

SEPERMITS@CITYOFCHICAGO.ORG

SEPERMITS@CITYOFCHICAGO.ORG

STATE OF ILLINOIS OFFICES

CHICAGO PARK DISTRICT OFFICES

500 N Lake Shore Dr
Chicago, IL 60611

CPD - PARK CONCESSIONS MANAGEMENT

VENUES@CHICAGOPARKDISTRICT.COM

MEDIAAPP@CHICAGOPARKDISTRICT.COM

PERMITAPP@CHICAGOPARKDISTRICT.COM

INFO@LINCOLNPARKCONSERVANCY.ORG

MILLENNIUMPARK@CITYOFCHICAGO.ORG

PARK CONCESSIONS CONTACT FORM

ADDENDUM E: HELPFUL CONTACT INFORMATION (CONTINUED)

ORGANIZATION PHONE FAX WEBSITE EMAIL ADDRESS /
CONTACT FORM MAILING ADDRESS

312-744-4611 312-744-4737

312-744-3600 312-744-1200

312-746-9111 312-746-9120

121 North LaSalle St.,
Room 1107, 

Chicago, IL 60602

2 N. LaSalle St., Suite
1110, 

Chicago, IL 60602

121 North LaSalle St., 
Chicago, IL 60602

Illinois Department of Revenue
(Bingo License) 217-524-4164

312-814-2206 312-814-2241

312-793-3380

BINGO LICENSE 

ILCC

REV.BPTCG@ILLINOIS.GOV

 ILCC@ILLINOIS.GOV

ILSOS CONTACT FORM

Post Office Box 19480
Springfield, Illinois 62794

50 W. Washington St, 
Suite 209, 

Chicago, IL 60602

69 W. Washington St., 
Ste. 1240, 

Chicago, IL 60602

Aquatics

Department of Revenue
 (Media Permits)

Department of Revenue
(Promotional Permits)

Department of Revenue
(Special Event Permits)

Department of Revenue
(Special Event Venues)

Harbors Westrec

773-363-2225 CPD - AQUATICS 4830 S. Western Ave,
Chicago, IL 60609

4830 S. Western Ave,
Chicago, IL 60609312-763-6710 CPD- MEDIA PERMITS

312-744-4744 4830 S. Western Ave,
Chicago, IL 60609PROMOTIONALAPP@CHICAGOPARKDISTRICT.COM

4830 S. Western Ave,
Chicago, IL 60609

4830 S. Western Ave,
Chicago, IL 60609

4830 S. Western Ave,
Chicago, IL 60609

4830 S. Western Ave,
Chicago, IL 60609

4830 S. Western Ave,
Chicago, IL 60609

312-763-6710

773-256-0159 
Ext. 1

312-741-3601

312-742-4744

312-793-3380

312-793-3380 4830 S. Western Ave,
Chicago, IL 60609

PO Box 14703, 
Chicago, IL 60614

LP ZOOLincoln Park Zoo

Maggie Daley Park & 
Cancer Survivors Garden MAGGIE DALEY PARK

2001 North Clark St.,
Chicago, 60614

337 E. Randolph St.
Chicago, 60601

Standard Parking Plus 877-638-3716 CPD - PARKING 141 W. Diversey Park Way
Chicago, IL 60657

201 E. Randolph St., 
Chicago, 60601

773-883-7275

312-742-2000

312-552-3000

312-744-6050

312-744-6635

773-883-7278

https://www.chicago.gov/city/en/depts/cdot.html
https://www.chicago.gov/city/en/depts/oem.html
https://www.ilsos.gov/departments/business_services/home.html
https://www.chicagoharbors.info/
https://www.enjoyillinois.com/explore/listing/millennium-park
https://www.chicago.gov/city/en/depts/streets.html
https://www.chicagoparkdistrict.com/permits-rentals/other-permit-types
https://www.lpzoo.org/contact/
https://www.chicagoharbors.info/contact/
https://lincolnparkconservancy.org/
https://www.chicagoparkdistrict.com/permits-rentals/special-event-venues
https://www.chicagoparkdistrict.com/permits-rentals/special-event-permit-application-process
https://parkconcessions.com/
https://parkconcessions.com/contact-us/
https://www2.illinois.gov/rev/research/taxinformation/charitygaming/Pages/bingo.aspx
https://www2.illinois.gov/rev/research/taxinformation/charitygaming/Pages/bingo.aspx
https://www2.illinois.gov/ilcc/Pages/Home.aspx
https://apps.ilsos.gov/ContactFormsWeb/businessservices_contact.jsp
https://www.chicagoparkdistrict.com/about-us/departments/programs/community-recreation/aquatics
https://www.chicagoparkdistrict.com/permits-rentals/filming-photography
https://www.lpzoo.org/
https://maggiedaleypark.com/
https://www.chicagoparkdistrictparking.com/
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