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Subdivision Application Instructions

Flowchart

Step 1

Retain the services of an Illinois land
surveyor to prepare Plat of Subdivision

Step 2

Preliminary Plat to be reviewed by staff

Step 3 l

Review comments sent to applicant who
required revisions. Applicant to make
application, include applicable fee and
submit correct quantity number of correct
plats.

Step 4 l

Plan Commission hearing and
recommendation to Village Board

Step 5 l

Village Board Approval

Step 6 l

Submit final plat for recording and
building permit may be released.
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Subdivision
Application Instructions

Subdivision is required when the subject property in which a
permit 1s being requested is not a lot of record or the parcel
contains more than 1 lot.

Step 1

The applicant should retain the services of an Illinois licensed land surveyor
to draft a Plat of Subdivision. The plat shall include the technical criteria,
easement language and signature requirements beginning on Page 3.

The review process begins with submitting 3 preliminary Plats of Subdivision
for staff review.

Step 2

The Community Development Department and the Engineering Department
shall review the preliminary plat to determine if the proposed plat meets all
the requirements of the Village of Niles. A letter shall be generated of any
deficiencies and forwarded to the applicant to prepare revised plat for
submission.

Step 3

Upon receipt of the review comments it is the responsibility of the applicant
to ensure that all technical deficiencies are corrected by the land surveyor.
The applicant shall then submit:

25 folded copies of the corrected Plat of Subdivision
Planning Commission Application
Applicable fee

Step 4

Upon receipt of all necessary submittals your proposal will be scheduled for
the next available meeting. The applicant shall be present at the Plan
Commission meeting if certain public improvements or waivers are
requested. If no public improvements or waivers are indicated by the staff it
1s not mandatory to attend this meeting, as they are typically placed on the
agenda for approval based on staff recommendation.

Step 5
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The Plan Commission’s recommendation is typically placed on the Board of
Trustees agenda at the next regularly scheduled meeting for approval and
requires no attendance to the Village Board Meeting. If there are issues
relating to the approval of the subdivision it may be necessary to appear at
the Village Board meeting. If the applicant objects to the Plan Commaissions
determination, the applicant should be present at the Village Board meeting
to make a brief presentation as to why the Plan Commission recommendation
should be reversed.

Step 6

Upon the approval of the Village Board of Trustees, the applicant shall
include in the original plat any revisions that are required based on any
conditions for approval. Submit the original plat of subdivision mylar with
the required signature blocks/certificates properly signed.

Typically the owner(s), the mortgage blocks and the drainage
statement by your engineer shall be signed before the original is
submitted. IDOT and County signatures are also the responsibility of
the applicant to obtain.

The applicant must also provide assurances for required public
improvements, and sign any associated covenants that may be
required as a condition of the subdivision.

The applicant shall provide documentation that all real estate taxes
are paid in full. This can be obtained through the following web site:

http://www.cookcountytreasurer.com/payments/status/

The Village of Niles Engineering Department will record the plat with the
Cook County Recorder of Deeds. No permits will be issued until the perfected
plat is approved by the Board of Trustees and has been received by the
Community Development Department for recording. In cases that the plat
requires consolidation of lots, a permit may be issued prior to the Village
Board approval described in Step 5.
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Technical Requirements for Plats of Subdivision

All Plats of Subdivision shall include the following:

Indicate all existing and proposed public right-of ways.
Show all existing and proposed easements

Plats shall be of linen or mylar and no smaller than 11” x 17” and no
larger than 30” x 36”

Indicate property corners marked by iron pipes and/or concrete
monuments.

Indicate all dimensions of lots to be created.

Indicate present and proposed easement locations that include sewers,
water lines, detention and retention areas, and other public utilities.

All permanent index numbers for the property located on the plat shall
be indicated on the plat in a legible manner.

Include the name and address of the individual or financial institution
to whom the tax bill is to be mailed.

Example:
Mail Tax Bill To:
Name
Contact person
Address

City, State and Zip
Include the following on the plat:

After recording mail to:
Niles Public Services
Attention: Superintendent of Engineering
6849 Touhy Ave.
Niles, Illinois 60714
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OWNER'S CERTIFICATE AND NOTARY CERTIFICATE

A certificate shall be placed on the Final Plat indicating the ownership of the land being subdivided. A notary
certificate shall be placed beneath the owner's certificate in witness of the ownet's signature. The following
general wording of these two certificates is required:

OWNER'S CERTIFICATE

STATE OF ILLINOIS )
) SS
COUNTY OF COOK)

This is to certify that the undersigned, (list names), is [are] the legal owner[s] of the land
described on the plat hereon drawn and shown hereon as subdivided; that he [they] has
[have] caused said land to be surveyed, subdivided, staked and platted as shown
hereon, for the purpose of having this plat recorded as provided by law.

In witness where I [we] have hereunder set my [our] hand[s] of Seal[s] this __

__ dayof JAD.

(Seal)

(Seal)
NOTARY CERTIFICATE
STATE OF ILLINOIS )

) SS

COUNTY OF COOK)
I, the undersigned, a Notary Public in and for the county and state aforesaid, do hereby
certify that of personally known to me to
be the same person or persons whose name or names are subscribed to the foregoing
instrument as, respectively appeared before me this day in

person and acknowledged that they signed and delivered the said instrument as their
own free and voluntary act of said company for the uses and purposes therein set forth
and said secretary did also then and there acknowledge that he or she as custodian of
the corporate seal of said company did affix the said corporate seal of said company to
the said instrument as his or her own free voluntary act, and as the free and voluntary
act of said company for the uses and purposes set forth.

Given under my hand and notary seal, this day of A.D.

(SEAL)

Notary Public

SRRRRRORORK KK KRR RokoRokokok kR R Rk kokokokokokosk ok kR ok kokokokokok
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CERTIFICATE INDICATING APPROVAL BY PLAN COMMISSION

The final plat must be approved by the Plan Commission. A certificate indicating such approval, to be signed
by the Chairman, shall be placed on the plat. The following wording shall be used:

Approved by the Plan Commission of the Village of Niles this day of
. A.D.

(signature)

Chairperson
skfokoksksksoksksksksokksksksoksksksksokskskaksokskskskokskskaksoksk sk oksk ok

SURVEYOR'S CERTIFICATE

The surveyor who prepared the Final Plat shall place thereon a certificate of substantially the following
wording:

STATE OF ILLINOIS )
) SS
COUNTY OF COOK)

I , an Illinois Registered Land Surveyor do hereby certify that I
have surveyed and subdivided the following described property, and the plat hereon
drawn is a correct representation thereof, all distances are shown in feet and decimal
parts thereof.

(Insert Legal Description)

Containing total area, including R.O.W.'s: (in square feet and acres). This is also to
certify that upon completion of construction, concrete monuments, as shown, and
iron pipes at all lot corners and points of change in alignment will be set, as required
by the Plat Act (765 ILCS 205/0.01 et seq.). This is also to certify that the property,
as described in the annexed plat, lies within the corporate limits of the Village of
Niles, Illinois, which has adopted a comprehensive plan. I further certify that the
above described property as subdivided is within Zone as per FEMA Floodway
Map, Cook County, Illinois, Community Plan Number, and effective date

Given under my hand and seal at , Illinois this day of
A.D.

(signature)
Illinois Registered Professional Land Surveyor

No. (SEAL)

SRRRRRRRORRK KK KRRk oRoRkokokok ok kR Rk kokokokokokosk kR kR kokokokokok
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CERTIFICATE REGARDING FLOOD HAZARD

In accordance with the Recordet's Act (55 ILCS 5/3-5001 et seq.) the surveyor shall determine if any part of
the proposed subdivision lies within a flood hazard area as identified by the Federal Emergency Management
Agency. An appropriate certificate shall be placed on the Plat and signed by the surveyor. The following
wording is required, depending on which situation exists.

I certify that none of the above described property is located in a flood hazard area
as identified by the Federal Emergency Management Agency (except as indicated).

(signature)
Illinois Registered Land Surveyor

Map used, rate map

Community name: Village of Niles
Community number:
Panel number:

Map number:
Effective Date:

Flood Zone:

Base flood elevationfrom Firm:

NOTE: Refer to State of Illinois Certificate for additional information and
the wording of a special certificate which is required if the subdivision borders
or includes any public waters.

VILLAGE OF NILES HEALTH DEPARTMENT CERTIFICATE (only if applicable)

The Plat Act, as amended January 1, 1988, requires the local Health Department, if one exists, to sign a plat
with respect to sewage disposal systems if any part of the platted land will not be a public sewer system. The
following wording is required:

No public sewer system exists to serve this subdivision. Septic system suitability has
been determined for all platted lots in accordance with the pertinent sections of the
Village of Niles Subdivision Ordinance.

(signature)
Public Health Administrator

skRRskoRoRokskskokR R kR Rk okokskskoskok sk kR Rk kokokokoskokokr sk kR kkokokokok
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COUNTY CLERK'S CERTIFICATE

The County Clerk shall make a tax search of the land being subdivided. A certificate is required on all final
plats, indicating that any back taxes and the required Tax Search fee have been paid. The following wording is
required:

STATE OF ILLINOIS )
) SS
COUNTY OF COOK)

I, , County Clerk in Cook County, Illinois do hereby
certify that there are no delinquent general taxes, no unpaid current general taxes,
no unpaid forfeited taxes, and no redeemable tax against any of the land included in
the annexed plat. I further certify that I have received all statutory fees in
connection with the annexed plat.

Given under my hand and seal of the County at Chicago, State of Illinois, this
day of , A.D. .

(signature)
Cook County Clerk

SRRRRRRRORRK KK KRRk okoRokokokok kR kR kkokokokokokok kR kR kokokokokok

VILLAGE ENGINEER'S CERTIFICATE

A certificate shall be placed on the Final Plat to indicate the approval of the Village Engineer. The following
wording is required:

STATE OF ILLINOIS )
) SS
COUNTY OF COOK)

My signature, as Village Engineer for the Village of Niles, certifies that this plat
meets all the requirements of Village ordinances.

Approved this day of ,AD. .

(signature)
Village Engineer

SRRRRRRRORRK KK KRR Rokokokokokok kR Rk kokokokokokokok kR kR kokokokokok
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BOARD OF TRUSTEE’'S CERTIFICATE

A certificate shall be provided to indicate approval of the Final Plat by the Board of Trustees. Space for the
signature of the Board of Trustees, President and the Clerk shall be provided. The following wording is
required:

STATE OF ILLINOIS )

) SS
COUNTY OF COOK)
Plat approved and dedications shown hereon are hereby approved by the Village of
Niles, Illinois, at a meeting held on the day of
,A.D.
(signature)

Village President

Attest

(signature)
Village Clerk

skRRRRRkkokR KRR Rk okokskskokok kR kR R kokokokskokok sk kR sk kkokokokok

RECORDER'S CERTIFICATE

A certificate shall be placed on the Final Plat to indicate the date and time of recording, and the book and
page on which recorded. The following wording is required:

STATE OF ILLINOIS )
) SS
COUNTY OF COOK)

This instrument filed for record in the Recorder's Office of Cook County, Illinois, on
this day of , A.D.

(signature)
County Recorder

skRRRRRkkskokr R KRRk okokskskokok sk kR Rk kokokokskokok sk kR sk kkokokokok
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VILLAGE TREASURER

A certificate shall be placed on the Final Plat indicating that there are no delinquent or unpaid obligations to
the Village. The following general wording is required:

My signature, as Treasurer of the Village of Niles, certifies that there are no delinquent
or unpaid, current or forfeited special assessments or any deferred installment thereof
that have been apportioned against the land included in this Plat of Subdivision.

(signature)

Village Treasurer
Skokeskokoskoskskskskoskokeskokskokskoskokskokskokskokskokskoskskskskoskokskokskokskosk sk ks kok

ROAD CERTIFICATE(S)

If interior subdivision streets or roads access upon a county road, the following certificate(s) shall be included
on the Final Plat:

STATE OF ILLINOIS )
) SS
COUNTY OF COOK )

Approved this day of, A.D., as to roadway access to County Highway No.
also known as

(signature)
County Engineer

If interior subdivision streets or roads access upon a state road, the following certificate(s) shall be included
on the Final Plat:

This plat has been approved by the Illinois Department of Transportation with
respect to roadway access pursuant to p2 of “An Act To Revise the Law In Relation
to Plats” as amended. A plan that meets the requirements contained in the
Department’s “Policy on Permits for Access Driveways to State Highways” will be
required by the Department.

(signature)

District Engineer
skokskokskokskokokoskokskskskoskskokokkokskokskokkokskokskokokoskokskokkokskok sk kokkok
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STATE OF ILLINOIS CERTIFICATE

In accordance with an Act in Relation to Regulation of Rivers' Lakes and Streams (615 ILCS 5/7), if a
subdivision borders upon or includes any public waters in which the State of Illinois has any property rights
or property interests, it must have a boundary line indicated between the private interests and the public
interests.

The proposed boundary line must be reviewed and approved by the Illinois Department of Transportation,
Division of Water Resources.

STATE OF ILLINOIS CERTIFICATE

STATE OF ILLINOIS )
) SS
COUNTY OF COOK)

Approved by the Department of Transportation of the State of Illinois insofar as this
subdivision plat, showing lands bordering upon or including public waters of the State
of Illinois, relates to the provisions of Section 7 of "An Act in Relation to the Regulation
of Rivers, Lakes, and Streams of the State of Illinois" approved June 10, 1911, as
amended, requiring review and approval by said Department as to the boundary line
between private interests and public interests.

Approval recommended: (signature)
Director, Division of Water Resources
State of Illinois, by its Department of
Transportation

Attest:

(signature)
Secretary

SRRRRRRRORRK KK KRRk oRoRokokokok kR R Rk kokokokokokok kR kR kokokokokok

UTILITY AND DRAINAGE EASEMENT PROVISIONS

Easements are reserved for the Village of Niles and to those public utility companies operating under
franchises from the Village of Niles including, but not limited to, Commonwealth Edison Company, SBC,
Nicor Gas, Comcast, and their successors and assigns over all areas marked “easement for public utilities and
drainage on the plat for the perpetual right, privilege and authority to construct, reconstruct, repair, inspect,
maintain and operate various utility transmission and distribution systems, and including overland drainage,
storm and/or sanitary sewers, together with any and all necessary manholes, catch basins, connections,
appliances and other structures and appurtenances as may be deemed necessary by said Village and/or utility
companies, over, upon, along, under and through said indicated easement, together with right of access across
the property for necessary personnel and equipment to do any of the above work. The right is also granted to
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cut down and trim or remove any fences, temporary structures, trees, shrubs, or other plants without need for
providing compensation therefore on the easement that interfere with the operation of the sewers or other
utilities. No permanent buildings shall be placed on said easement, but same may be used for gardens, shrubs,
landscaping, and other purposes that do not then or later interfere with the aforesaid uses or rights. Where an
easement is used for sewer and other utilities, the other utility installation shall be subject to the ordinances of
the Village of Niles.

Easement are hereby reserved for and granted to the Village of Niles and other governmental authorities
having jurisdiction of the land subdivided hereby, over the entire easement area for ingress, egress, and the
performance of municipal and other governmental services including water, storm and sanitary sewer service
and maintenance.

Easements also are reserved for cable communications companies along with the public utilities already
referenced.

Nothing set forth above is intended to supersede any requirements contained in any franchise agreement
between the grantees and the Village of Niles, Du Page County, Illinois. Where a conflict exists between the
grant of easement and any such franchise agreement, or where the provisions of any such franchise agreement
are more restrictive that the language of this grant of easement, the language of said franchise agreement shall
be controlling upon each of the grantees.

SRRRRRRRORRK KK KRR kokokokokokok kR kR kskokokokokokok kR kR kokokokokok

SURFACE WATER STATEMENT

A certificate shall be provided on both the Final Plat and Final Engineering Plans to indicate that the drainage
of surface waters will not be changed by the construction of the subdivision. The following wording is
required:

SURFACE WATER STATEMENT

STATE OF ILLINOIS )
) SS
CITY OF COOK )

To the best of our knowledge and belief, the drainage of surface waters will not be
changed by the construction of such subdivision or any part thereof, or, that if such
surface water drainage will be changed, reasonable provisions have been made for the
collection and discharge of surface waters into public or private areas and/or drains
which the subdivider has a right to use, and that such surface waters will be planned for
in accordance with generally accepted engineering practices so as to reduce the
likelihood of substantive damage to the adjoining property because of the construction
of the subdivision.

Dated this day of , A.D.

(signature)
OWNER'S ENGINEER

(signature)
OWNER OR ATTORNEY
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SRRRRRRORORRK K KRR Rk oRoRookokok kR R Rk skokokokokokosk kR kR kokokokokok

Side Yard Drainage Easement Provisions

An easement is hereby reserved and granted to the Village of Niles and to
install and maintain, as needed, the side yard areas between buildings to insure
proper slopes and drainage.

skRRRRoRkkkok kR KRRk okokskokoskok sk kR Rk kokokskoskokokr sk kR kkokokokok

OTHER PLAT INCLUSIONS

TAX BILL INFORMATION
The address the tax bill should be mailed to should be included on the plat.

Mail Tax Bill To:

Company Name

Contact Person
Address
City, State & Zip

skRRRRRkkkokR kKR Rk kokskskokok sk kR Rk kokokokskokokk sk kR kkokokokok

AFTER RECORDING CONTACT

The following address should be included to provide mailing information after plat is recorded by Cook
County.

After Recording Mail To:

Niles Public Services Department
Attn. Superintendent of Engineering
6849 Touhy Avenue

Niles, Illinois 60714

SRRRRRRRORRK K KRRk koRoRkokokok kR kR kokokokokokokok ok kR sk kokokokokok

PERMANENT INDEX NUMBER

All permanent index numbers for property located on the plat should be indicated in a legible manner.

skRRRoRRkkskokR KRR Rk okokskskokok sk kR Rk kokokskokokokor sk kR kkokokokok
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OTHER REQUIREMENTS

TAX SEARCH
Before a Final Plat may be submitted to the Board of Trustees, the owner shall make all payments of any and
all taxes and special assessments levied against the property being platted by him. In vacating subdivisions

previously platted, the petitioner shall submit evidence of the payment of all taxes and special assessments
levied against the property in the same manner as is required for subdividing.

SIGNATURES

All signatures must be in black ink.

MATERIALS AND SCALE

The plat shall be drawn in ink on suitable mylar drafting film. A photo reproduction on mylar is acceptable.
The reproduction shall be either photographic or “Xerox.” “Sepias” are not acceptable.

The plat shall be drawn to a scale of 100 feet to 1 inch. However, a larger scale may be used if desired for a
proper exhibit of the subdivision, subject to the approval of the Director of Public Services.

The maximum sheet size shall be 30” x 36”, but more than one sheet may be used if necessary. All typed or
printer letter shall be at least the same size as “pica 12.”

A north arrow, the scale and all section and quarter section lines shall be indicated on the plat.

Skokskskokokork kR Rkokokskskokok R kR Rk kokokskoskokoskor kR sk kkokokokkokok sk k
SRRRRRRRORRK KK KRRk okoRokokok kR R Rk skokokokokokosk ok kR sk kokokokokok
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