User Guide: Elk Grove Village’s Licensing Portal

Crime Free Housing Application

Once you have registered for an account, you can apply for a Crime Free Housing license.

If you have not registered for an account and would like to see instructions on how to do so, please
refer to our User Guide for Registration located at elkgrove.org/government/community-
development/crime-free-housing

Throughout the application process, the system provides step-by-step instructions to guide you

1. Select Apply from either the top bar or the top-right card
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Welcome to Elk Grove Village's Licensing Portal
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Elk Grove Village Information on Crime Free Apply
link to Elk Grove Village Website. Housing This tool can be used to apply for a
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My Account Pay Invoice Map

Click here to access your account Use this tool to pay for individual Explore the map to see the activity
information. invoices. occurring in your neighborhood.




2. Once you select Apply, you will be taken to the application assistant page. From there, you
can search for the specific type of license you want to apply for. Alternatively, you may select
the All box to view the complete list of available licenses.
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Application Assistant
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> Show Categories Show My Templates
Crime Free Housing - Condos
Category Mame: Description:
Crime Free Housing Application Anvy dwelling unit under | ownership in 3 multi-unit structure as provided In the
condominium property act of the Illinois Compiled Statutes of the State of llinois.
Important: Before continuing. please make sure the perconal mailing address listed in your account i<
correct This should be your own address—not the rental property address.
Tocheck or update it, click your name in the upper right-hand corner of the screen and select
“Address” from the drop-down menu.
The rental address will be entered on the next screen.
Click here to review the Crime Free Housing License Overview:
ttpssiwwowelkgrove.orgigovernmenticommunity-developmentcrime-fr
Crime Free Housing - Single Family Home/Townhomes m
Category Mame: Description:
Crime Free Housing Application Any building which containg separate living facilities, including provisions for sleeping. sating.

cooking and sanitation that are located within the Village's designated R-1, R-2, or R-3 zoning

3. Once you have identified the license you wish to apply for, click Apply;

4. The first step is to add a location. This should be the location of the rental property.

Click add location to open the search feature for your rental property. This functionality
may run alittle slower, so allow time for it to load. Enter only the Street Number and Street
Name (for example: 901 Wellington). Avoid using punctuation or directional indicators
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Apply for License - Crime Free Housing - Single Family Home/Townhomes *REQUIRED
Locations

LOCATIONS
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Add Address As

e moGm

P01 WELLINGTOMN AVE, ELK GROVE

VILLAGE, IL 60007

=
Parcet: 8322020070000
Cwimer: Evempt

PO1IWELLINGTON AVE, ELK GROVE VILLAGE, IL
0007

Pa

When your property appears, select the check box next to the address and click Add. Then,

select nextto continue.

*If you own multiple rental properties in Elk Grove Village, you must apply for a license for each

property individually.*

5. Type: You do not need to enter anything in the description box. Simply click nextto continue

Apply for License - Crime Free Housing - Single Family Home/Townhomes

Locations Type

LICENSE DETAILS

Please click Next to continue
* License Type

Description

License Holder Emily Niebuhr

Back Create Template

*REQUIRED

Save Draft m -



6. Contacts: You are required to enter the property owner as a contact. If the landlord or

property manager is different, you may add them as well.

You have three options for adding contacts:

- Search for an existing contact

- Add a new contact manually

- Search “My Favorites” for contacts you have used previously

Best practice: Always search for an existing contact before adding a new one.
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Apply for License - Crime Free Housing - Single Family Home/Townhomes *REQUIRED

Locations Type Contacts

CONTACTS

Please provide the contact information for the property owner/management on this screen. To add a contact, click on the (+) and search by name. If there are no search
results, then enter manually.

Tenant information will be collected at the next screen.

Select Type -

Select Type

Property Owner

Applicant
Add
Contact

-+

REQUIRED

Landlord/Property Manager
Property Owner

-+

Create Template Save Draft m
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Add Contact

Add Contact As : Property Owner

Enter Manually My Favorites |

SearcthameJ E-mail, or Company |ﬂ




7. More Info: You will be asked to enter your tenant’s information. Be sure to provide a phone
number for at least one tenant.

If your tenant information changes during the year you must notify us sowecan
update your account. Call us at(847) 357-4000 or email ar@ elkgrove.orgq. We will update
the tenant information listed on your account accordingly
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Apply for License - Crime Free Housing - Single Family Home/Townhomes *REQUIRED

Locations Type Contacts More Info

MORE INFO

Please include tenant information here. At least one tenant name and phone number is required. If your tenant information changes, or if it is not available at the time of
application, please contact us at 847-357-4000 and we will update this information for you.

General Info | Top | Main Menu
Please Provide a list of Tenants

Tenant Information Details

‘ At least one row of information is required. Click +Add Row to begin.

+ Add Row

Tenant Name Date of Birth Phone Number

m Create Template Save Draft

8. Attachment: Please attach a copy of the signhed Crime Free Housing Lease Addendum. If itis

not available at the time of application, please login later to upload it.
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Apply for License - Crime Free Housing - Single Family Home/Townhomes ‘REQUIRED

Locations Type Contacts More Info Allachmanis

Attachments

Please upload a copy of the Crime Free Lease Addendum. Ay owner, agent or designee of residential rental property is required to utilize a crime free lease addendum or
have a clause Inthe leaze similar to a crime free lease addendum for any leases executed.

IF this infermation is not available at the time of application, you may log inand attach it later,
A copy of 8 blank lease addendum is located here:

ch i e ps 1k & ument/12244/63729725491633000

select Type v

Add Attachment

+

Supported: pdl, jpo. poo. joeo.



mailto:ar@elkgrove.org

9. Please follow the instructions for electronic signature. Once finished, click next.to continue;j

Apply for License - Crime Free Housing - Single Family Home/Townhomes *REQUIRED

Locations Type Contacts More Info Attachments Signature

SIGNATURE

By typing my first and last name below, | agree that all the information | have provided is true and correct to the best of my knowledge. | agree that by typing my first and
last name below, | am providing my electronic signature and that my electronic signature carries the same force and effect as my handwritten or physical signature.

* Please type your name as consent to electronically sign this application.

Enable Type Signature

!ecem!er‘ I! !!!!

Clear

10. On the last page, carefully review your application. Once confirmed, click Submit;
11. After submission, you will see a Success Page confirming your license has been submitted.

Continue by paying the required fees: click Add to Cart and follow the payment instructions.

-‘:
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@ Your application was successfully submitted!

Fees
Thank you for your application. Please proceed with payment of the required license fee. We will reach out to you if more
Information is needed.

$100.00

Continue 1o leense



Add cart result

1item(s) added to cart

@ Payments | Village of Elk Grove

Review your cart items Cart summary
License: CFH-000001-2025 | Invoice: INV- $100.00 Subtotal $100.00
00000012 Additional fees may be applied at checkout

View details femore

Find more items to pay

B Return to Village of Elk Grove, IL

12. After payment has been made, we will review your license application to ensure all required
steps have been completed.

If any requirement of the Crime Free Housing Program remains incomplete, we will contact
you to let you know which item is still outstanding.






