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May 6, 2022
RE: New Short-Term Rental Ordinance Requirements In The Village Of Oak Park

Greetings from the Village of Oak Park. You are receiving this important
communication because the property indicated on the envelope of this letter has
been identified as either currently or recently serving as a short-term rental
operation. If you do not currently operate a short-term rental business out of this
location, please disregard this correspondence and send an e-mail at business@oak-
park.us letting us know that fact to prevent further notices.

On November 1, 2021, the Oak Park Village Board approved the new Short-Term
Rentals ordinance (Ordinance 21-54) that licenses short-term rental businesses
operating within the community. The new ordinance requires all short-term rental
owners to obtain a Village of Oak Park business license by June 1, 2022. A copy of
the new ordinance is attached to this letter and can be downloaded online at
https://codelibrary.amlegal.com/codes/oakparkil/latest/oakpark il/0-0-0-19870.

If you are operating a short-term rental operation at this location, the Village is asking
you to apply for a short-term rental license through the Village Portal that can be
accessed at https://villageview.oak-park.us/CityViewPortal. Instructions on how to
register for a portal account and how to apply for the required business license are
provided on the reverse side of this letter. When you apply for a short-term rental
business license, please be aware that there are three types of short-term rental
licenses: 1.) Owner Occupied/Resident; 2.) Non-Owner Occupied/Resident; and 3.)
Non-Owner Occupied/Non-Resident. Please be aware that an application fee of $50
is added to all new business license fees including short-term rental licenses.

Once you apply for a license through the Village's portal, an Oak Park Property
Maintenance Inspector will contact you to schedule an inspection of the property in
question. An inspection is required by the new ordinance. Upon passing the
inspection, a Village of Oak Park short-term rental license will be issued to you, which
is required to be displayed in the front entrance area of the rental unit.

The Village appreciates the contributions that every Oak Park business makes
towards ensuring that our local economy remains strong and vibrant. If you have any
questions, please contact the Village at business@oak-park.us.

Respectfully,
VILLAGE OF OAK PARK

Development Customer Services Department
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How to register for a portal user account, follow these instructions:
1. Go to https://villageview.oak-park.us/CityViewPortal.

2. Click on “Register” along the top in the middle of the page.

3. The “Welcome to Village of Oak Park Portal Registration” page will appear. Enter
the requested information, then click “Next Step: Enter Contact Information” at
the bottom of the page.

4. The “New Contact Information” page will appear. Enter the requested information,
then click on “Next Step: Complete Registration” at the bottom of the page.

5. Go to your email account and use the link to validate your registration.

How to apply for the short-term rental business license; follow these instructions:
1. Go to https://villageview.oak-park.us/CityViewPortal

2. Click on “Sign in” along the top in the middle of the page.

3. The “Welcome to Village of Oak Park Web Portal " page will appear. Enter your e-
mail address and password, then click “Login.”

4. The Portal Home page will appear. Under the Licensing icon, click on the link to
the “Business, Rental, and Short Term Rental Applications.”

5. The Business Name/Basic Information page will appear. This is where basic
information about the short-term rental property is provided. When the
information is added, then click “Next Step: Classifications”.

6. The Classifications page will appear. This is where the applicant identifies the
classification of the rental property according to the ordinance. Once the license
classification has been selected click “Next Step: Classification Details.”

7. The Classification Details page will appear. This is where the type of rental property
is entered. Enter the requested information then click “Next Step: Owner.”

8. The Business Owner page will appear. This is where business owner information is

provided. Enter the requested information then click “Next Step: Contact Information.’

9. The Contact Information page will appear. This is where the mailing address and
contact numbers are provided. Enter the requested information, then click “Next
Step: Additional Contacts”.

10.The Additional Contacts page will appear. This is where the REQUIRED 24-HOUR
EMERGENCY CONTACT INFORMATION is entered. Click on “Add New Contact” - A
pop-up box will appear. Fill in the requested information then click “Add This
Contact’ at the bottom of the pop-up box, followed by clicking “Next Step:
Location”.

11.The Location of Business page will appear. This is where the location of the short-
term rental property is entered. Only enter one location per license. Enter the
requested information, then click on “Next Step: Location Details.”

12.The Upload Files page will appear. This is where proof of homeowner’s insurance
is uploaded. Once this is completed, click on the “Next Step: Review and Submit”.

13.The Review and Submit page will appear. This is where the applicant reviews the
information submitted and acknowledges the Village Code. Review the
application information, then click on the “Next Step: Submit and Pay Fee.”
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