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2024 AGENDA

• Welcome

• Cook 2024 Tax Year Appeal Session

• Intervenor Rules

• 2024 DAPS Enhancements- Password Reset

• 2024 Data Compilation Subscription Service

• Oral Hearings for 2024

• BOR Best Practices

• Attorney Substitution Check List

• Disaster Relief

• Unauthorized Practice of Law and Practitioner Expectations

• GOV.QA

• Important Dates for the 2024 Session

• Exemptions, Prefiling Townships, and Opening Dates for Group 1 & 2



COOK COUNTY BOARD OF REVIEW REQUIREMENTS 
AND PROCEDURES FOR THE 2024 TAX YEAR APPEAL SESSION

• Cook County Board of Review Rules Revisions

• Mandatory Historical Summary Form

• 2024 Intervenor Valuation Rules

• 2024 Exemption Rules



Highlights Of The Cook County Board of Review Rules 
Revisions and Enforcement of Existing Rules



Rule 1 

Only licensed attorneys and individual taxpayers representing themselves ("pro se") may practice before the 

Board.  Individual taxpayers may represent properties titled in their name pro se or retain an attorney to 

represent them before the Board. All parties, other than pro se taxpayers, must be represented before the Board 

by an attorney. Other taxpayers, including but not limited to entities such as corporations, LLCs, condominium 

associations and the like, must be represented by an attorney.1 A person who is not an attorney may not 

represent a taxpayer before the Board.2 



Rule 2

All attorneys shall file an Attorney Authorization Form and the 

filing of the Attorney Authorization Form shall constitute a 

certification that the attorney has been specifically authorized to 

file the complaint by the taxpayer and is the only attorney so 

authorized. The Board requires that attorneys provide an 

authorization form for all appeals including representation of 

any party pro bono. Only the Board's original Attorney 

Authorization Form may be submitted. The Form may not be 

altered in any way from its original format, language, or in any 

other manner. 

The Attorney Authorization Form must be submitted before the 

finalization of the Board complaint via its online system or at 

the time of complaint submission. Late Authorizations will not 

be accepted.



2024 COOK COUNTY BOARD OF REVIEW 
ATTORNEY AUTHORIZATION FORM



Rule 5

Complaints must be filed on the official complaint form 

prescribed and adopted by the Board pursuant to 35 ILCS 

200/16-105 (formerly Ill. Rev. Stat., Chap. 120, para. 595, Sec. 

114), as the official complaint forms for complaints on real 

estate assessments or filed through the Board’s online system. 

All sections on the form must be completed. No other copy or 

reproduction of this complaint form will be valid. FACSIMILE 

FILING OF THE COMPLAINT FORM IS NOT PERMITTED.



Rule 12

Hearings will be held at the times and dates set by the Board. The Board will notify the taxpayer or his/her attorney of 

the time and date of the hearing. The taxpayer or his/her attorney may request an oral argument. The Board, in its 

discretion, may limit the time for an oral argument. The Board may also, in its exclusive discretion, determine the 

manner-in-which hearings are to be held. The Board has determined there is good cause to conduct hearings via non-

in-person means. The Board will communicate those procedures to appellants and/or their counsel as well as provide 

notice to the public via the Board’s website prior to the hearing. Should any member of the public wish to observe a 

hearing for any docket, the procedures can be found the Board will post those procedures on its website. The Board 

will provide the Assessor with notice of all hearings requested.

Should the Assessor opt to participate in a requested hearing, the Assessor shall serve on the Board and all parties 

Notice of Motion for the Opportunity to Be Heard, the substance of which must be in substantial compliance with the 

form established by the Chief Clerk. The Assessor must serve this Notice of Motion and Motion on the Board and all 

parties not more than seven days after the close of the evidence submission deadline. The Board will accept service 

via email.

An attorney shall be limited to eight (8) dockets per hearing call and a maximum of 45 hearings per group. This limit 

may be lifted only upon a showing of good cause and may be granted at the Board’s discretion.



Rule 13

There is no need for any appellant or their attorney to present any documents at the hearing as the evidence submission 

date will have already passed. Except when good cause is shown, no continuance of the hearing or request to extend the 

time for filing documents will be granted.

Late evidence will not be accepted by the clerk’s office. Only late evidence provided in response to a request of the Board 

made at the hearing or indicated in the case file, notes or decision of the Board will be accepted and considered on Re-

review.

Failure of a party to appear on the date and at the time specified in the notice of hearing shall constitute a waiver of the 

right of an oral argument. Where the date for hearing or filing of documents has been extended, failure of a party to appear 

on the date and time to which the hearing has been re-set or to file the documents within the period of extension, as the 

case may be, the Board will make its decision considering the file on the extended date and the authority of the Board.

Rules Regarding Evidence in Support of an Assessed Valuation Appeal



Rule 14

All parties must file their documents no later than the time period set by the Board following the closing of the 

Township for both desk review and hearing files. The Board, at its sole discretion, may order an additional 

hearing.

For properties other than for class 2 residential subjects, all parties shall submit a brief as well as a complete 

Historical Summary Form.

The brief shall include a color photo of the front of the subject taken within the previous twelve months and that 

accurately shows the condition of the property as of the lien date.

The Historical Summary Form must be completed in its entirety. The existence of any transfers or appraisals must 

be disclosed. If an appellant believes any value listed on the Historical Summary Form is not indicative of fair 

market value, that should be addressed in the brief. Please note that this Historical Summary Form takes the place 

of Hotel/Non-Hotel Summary Form.



Rule 26 (formerly Rule 27)

Taxpayers dissatisfied with a decision of the Board may request a review of their case. This process, known as a “Re-

Review,” is analogous to a motion to reconsider in circuit court. A “Re-Review” is not the place to raise a new legal 

theory or factual argument. As a result, legal theories and factual arguments not previously made are subject to waiver.

Because the “Re-Review” process is not to be employed as a substitute for the otherwise timely submission of documents 

required by the Board, the submission of an entire set of documents in the first instance on review will be considered, in 

the discretion of the Board, only upon a showing of good cause or exigent circumstances. Review requests should not 

simply argue with the Board capitalization rates, expense ratios, and rulings of law without further detailed explanation 

and analysis. Nor should requests simply reiterate or resubmit previously advanced arguments and materials without 

additional supporting evidence or argument to justify reconsideration.

Additionally, the “Re-Review” process is not an opportunity for a hearing or oral presentation. Review requests must be 

in writing and submitted online or delivered or faxed to the Board. Review requests must be:

a. filed timely, within 3 days of the date of the letter from the Board informing the appellant of the Board's decision;

b. identify the assessment, township and complaint number and the relevant PIN numbers of the case; and

c. must state the specific grounds for the review request from the list below. Failure to articulate one of the grounds 

for review shall result in dismissal.



RULE 26 (continued)

The grounds for a re-review request are:

a. New evidence provided in response to a request of the Board at a hearing, or indicated in the 

case file, notes, decision or at discretion of the Board where good cause is shown;

b. changes in the law;

c. an error in the Board’s previous application of existing law;

d. correction of a mathematical or calculation error;

f. submission of a relevant PTAB stipulation or tax objection order;

g. presentation of other decisions by the Board on similar properties;

h. relevant evidence responding to issues raised by a divided vote decision of the Board;

i. specific evidence and argument related to the method of analysis employed;

j. an intervening sale, demolition, destruction or change of use of the property; or

k. consideration of an Assessor’s Recommendation or Certificate of Error



EVIDENCE 
SUBMISSION 

• In an effort to return to normalcy and  to get the tax bills 

back on schedule, the evidence submission period will be 

reduced from 14 days to 10 days.



RULE 27 ADMINISTRATIVE NO CHANGE -

Requests for “Administrative No Change” are not reviewed on 

the merits of the appeal. Rather, the Administrative No Change 

preserves the taxpayer’s right to appeal at the Circuit Court or 

Illinois Property Tax Appeal Board. All requests for an 

Administrative No Change must include a complaint and a brief 

in support of the complaint requesting an Administrative No 

Change. Administrative No Changes are not entitled to a Re-

review.



RULE 27 

REQUEST 
ADMINISTRATIVE “NO 

CHANGE”



2024 INTERVENTION RULES

2024 Intervention Rules

• If the amount in controversy is $100,000 AV or above, any taxing body seeking 

intervention shall file a “Notice of Intervention” on or before 14 days from the date 

the taxing district received “Notice” from the Applicant that it was seeking are a 

reduction in excess of $100,000 AV in the Intervenor Upload Center.

• If the amount in controversy is $100,000AV or less, any taxing body seeking 

interventions hall file a “Notice of Intervention” on or before 14 days from the date 

of closing of the installment period in the Intervenor Upload Center.

• “Late Intervention” under Rules 18 and 19 may be waived upon the showing of 

“good cause."

• https://www.cookcountyboardofreview.com/what-we-do/board-of-review-

intervenor-document-upload



INTERVENOR SUBMISSION 



DAPS ENHANCEMENTS- PASSWORD RESET



2024 DATA 
COMPILATION 
SUBSCRIPTION 
SERVICE

OVERVIEW

For the 2024 Assessment Session, the “Data Compilation Subscription Service” will 

include the following:

• The compilation of CCBOR assessment data in a custom webpage that references 

each appeal “BOR Notes,” “BOR Summaries,” and the “BOR Result Letter.”

• In addition to the webpage, the batch will also include a spread sheet containing all 

relevant result data based on the specific groups of townships as determined by the 

CCBOR. See “BOR Decision Letter Batch.”

• Point of access to assessment result data within a Subscriber’s DAPS account 

which is accessible via the Portal or via a Secured File Transfer Protocol Site 

(“SFTP”). See “BOR Decision Letter Batch.”



Custom Website By Attorney Firm By CCBOR Group First Pass And Rereview

The compilation of CCBOR assessment data in a custom webpage that references each appeal, via a link that opens 
the  “BOR notes;” “BOR summaries; ” and the “BOR result letter.” In the example below all .pdf and or other files 
are accessible by items that are underlined in each relevant column.



Custom Excel Sheet By Attorney Firm By CCBOR Group First Pass And Rereview

The compilation of CCBOR assessment data in a custom webpage, in a spreadsheet containing all relevant result data based 
on the specific groups of townships as determined by the CCBOR. See “BOR decision letter batch.”



BENEFITS: DATA COMPILATION SUBSCRIPTION SERVICE

• “One Click” Access

• Electronic Spreadsheet

• Improves labor cost efficiencies

• Streamlined filing process

• Minimized manual entry errors

• Improves Client Relationships



DATA 
COMPILATION 
SUBSCRIPTION 
SERVICE

“BULK FILING 
UTILITY”

• Provide subscription users the following:

• Ability to bulk file complaints

• Ability to bulk upload supportive evidence

• A summary of results for the complaints filed

• Best Practice Tip (“Hearing Election” utilizing the “Bulk Filing Utility”).  If the election of a 

“hearing” request is not certain at the time of the “Bulk Filing” submission, placing any text 

other than “Yes” or “No” in the hearing column of the spreadsheet allows the Portal user to 

submit the appeal at that time and later make the “hearing” election up to the “evidence 

submission deadline."



FEE STRUCTURE: DATA 
COMPILATION 
SUBSCRIPTION SERVICE

FEE STRUCTURE

• The fee structure is based upon the historical CCBOR filing frequency over the last 

three “3” years. It is solely within the discretion of the CCBOR to determine the 

Subscriber’s appropriate “Tier” based upon the historical data.

• Presently, the “historical filing frequency” data is being updated to include the 2023 

session data and delete the 2020 session data. After this data is compiled and analyzed, 

the “Tier Structure Agreement” will be adjusted and memorialized in the forthcoming 

2024 “Data Subscription Service Agreement.”

• Your “Data Subscription Service” will be activated after the forthcoming “Data 

Subscription Service Agreement” is fully executed and the annual subscription fee is 

paid.

• Per the 2024 “Data Subscription Services Agreement,” agreements executed after the 

closing of the evidence submissions deadline of Group #2 will not be prorated from the 

time of the execution of the “agreement,” therefore, requiring full remittal of the 

fee.  See Section 4.



2024 BOARD OF REVIEW 
SUBSCRIPTION LICENSES

• To initiate the 2024 subscription processes, 
complete the survey at:

• bit.ly/BOR_2024

https://bit.ly/BOR-2024


PORTAL USER 
PASSWORD RESET









BEST PRACTICES

• FILING

• EVIDENCE

• HEARINGS

• ATTORNEY SUBSTITUTIONS

• Any and all "upload" issues should  immediately be reported to Chief Clerk Manuel via email 

Allen.Manuel@cookcountyil.gov.



ORAL 
HEARINGS FOR 

2024

• Due to health and safety concerns for Cook County 

taxpayers, practitioners, and CCBOR employees, the 

Board did not conduct “in-person” hearings for the 2020 

tax year.

• The CCBOR realized specific efficiencies from the non-

in-person proceedings that were implemented for the 

2021-2023 tax years which will continue for this year.

• Therefore, non-in person hearings will continue for the 

2024 tax year via telephone (“Pro Se”) and/ video 

conferencing via TEAMS (“Attorney Hearings”).

• See CCBOR Rule # 12.



ORAL HEARINGS SHOULD 
BE REQUESTED AT THE 

TIME OF FINALIZATION OF 
THE COMPLAINT.



2024 ORAL HEARINGS

• On any given attorney hearing day, each attorney and their respective dockets will be scheduled for a particular call 

as follows:

• 8:30 am (Note: Rare but possible.)

• 10:30 am

• 1:00 pm

• 3:00 pm

• Attorneys will receive Microsoft TEAMS “invites” which must be accepted in order to “join” the scheduled 

“hearing.”   Please note that the “invites” are scheduled within fifteen (15) minute time “windows.”



2024 ORAL 
HEARINGS

• At the conclusion of the Group filing period, the CCBOR will e-mail the 

general hearing dates for that Group without assigning specific Attorneys 

to specific dates. Please note that said correspondence will ONLY state the 

FIRST DAY that hearings will commence followed by consecutive 

business days thereafter.

• For those attorneys requesting ten or less oral arguments for anyone group 

of townships, the CCBOR will make every effort to schedule those 

hearings on the date contained in the initial e-mailed notice and where 

possible at the same time/call.

• For those attorneys requesting more than eight (8) oral arguments per 

group of townships, the CCBOR will likely schedule those cases on 

consecutive dates to the date contained in the initial mailed notice.

• Please note that prior to Commercial/Industrial Hearings, hearing officers 

review the evidentiary submissions for the current year as well as prior 

filings.

• Again, the evidence submission deadline is NOT extended simply by a 

hearing request. Documents for both hearing and desk review have the 

same document submission deadline. See CCBOR Rule #13.



ORAL 
HEARINGS FOR 

2024

• No more than eight (8) cases per attorney will be 

scheduled to a specific call.

• Attorneys should limit oral argument to ten (10) minutes 

per case.

• Each call will be limited to one hour and forty minutes.

• Any attorney/law firm requesting more than forty-five 

(45) cases for oral argument for any one group of 

townships must receive approval of the Chief Deputy 

Commissioner.

• You must immediately notify Ms. Alisa Rodriguez of 

any scheduling conflicts @ 

Alisa.rodriguez@cookcountyil.gov.

• If this is a new client, FOIA and Review Priors.



2023 TAX YEAR HEARING REQUESTS

• In 2023, there were 246,774 CCBOR Assessment Complaints Filed which encompasses 408,454 PINs.

• In 2023, there were 10,390 Tax Year Hearing requests (Attorney and Pro Se).

• In 2023, there were  271 CBD Hearing Requests.



HEARINGS

• DURING THE HEARING:

• Explain and Disclose ANY and ALL CHANGE  IN CIRCUMSTANCES.

• Disclose TYPE, SIZE AND USE OF PROPERTY.

• Hearings are not an extension of the EVIDENCE SUBMISSION DEADLINE-  DO NOT EXPECT 

HEARING OFFICERS TO ACCEPT NEW EVIDENCE AT HEARINGS.

• Disclose Pending “Assessor’s Recommendations” (“A/R”)/”Certificates of Corrections” (“CoC”).

• Disclose prior PTAB/SPO decisions within the Triennial.

• Disclose any and all information regarding OMITTED ASSESSMENTS.

• DON’T REQUEST A HEARING SIMPLY TO ATTEMPT  TO NEGOTIATE A PENDING PTAB.

• An “Oral Hearing” is NOT to discover what “late” evidence to submit at “Re-Review.”

• Overall, KNOW YOUR PROPERTY.



2024 CENTRAL BUSINESS DISTRICT ORAL HEARINGS

• For the 2023 tax year, there were 271 CBD Orals

• Preparation 10-14 days for Commercial Analysts

• Scheduling CBD-3-4 days

• Similar to the 2023 CBD proceedings

• Senior C/I analysts will preside over the CBD proceedings for 2024 West/North/South Chicago.

• Matters will be taken “under advisement” with no decisions rendered from the Bench.



WAIVERS

• One Commercial call of 27 complaints requires a minimum of two (“2”) 10 hour 

days of preparation for the hearing officer.

• One day of hearings requires 2 days of preparation where the hearing officer is 

also unable to review and adjudicate desk review complaints.

• The scheduling of hearings for each Group requires 4-6 days of the Scheduling 

department depending upon the volume.

• Resource impact of hearings on the CCBOR’s scheduling timeline.

• There is no formal letter for waiving hearing, if an attorney would like to waive 

hearing, they should submit an email to the scheduling department listing the docket 

numbers of the appeals they are waiving: alisa.rodriguez@cookcountyil.gov



RECOMMENDED “BEST PRACTICES”

The following are most efficiently and effectively handled by a desk review:

• Owner occupied properties with recent appraisal evidence. Please note that, at hearing, said matters will be taken under advisement with no decisions rendered at 

the bench.

• Class 3 properties.

• Class 2 properties including Co-Ops.

• Non-Triennial complaints with pending PTAB or Circuit Court matters/No material changes/None w appraisal evidence/ No recent sales of the subject. A hearing 

is not the opportunity to negotiate a pending appellate matter. Also, the request for “administrative no change” should be conducted via the DAPS portal when 

finalizing complaints and should not be treated as an “overassessment” complaint in DAPS workflow.

• Hearings are not an extension of the evidence submission deadline, therefore, the “late” submission of valuation evidence will not be considered at hearings. See 

CCBOR Rule #13.

• Matters that do not present “unique” valuation issues and those said arguments can be fully explained within the “four corners” of the pleadings.

• Not necessary to request a hearing to merely inquire about the status of either a “Certificate of Correction” or “Assessor’s Recommendation.”

• All Hearings will be conducted via Teams, therefore, all Attorneys requesting hearings MUST utilize the Microsoft Teams application.  NO EXCEPTIONS.

• Requests for “waivers” of hearings must be made prior to the day of the hearing.  Hearing “waivers” must be requested via e-mail as soon as hearing dates are 

transmitted.



ATTORNEY BRIEF 
SHOULD INCLUDE

• Description of the Subject

• PIN

• Property Address

• Improvement Size

• Site Size and related Land to Building Ratio

• Age of the Subject

• Owner Occupied or Leased.  If leased, must disclose type of lease 

(net/gross).

• Provide Assessment History Expressed in Units of Comparison

• Must Disclose Recent Sales

• Must Disclose Blended Levels of Assessment

• Basis of Requested Relief

• Income arguments must be supported by mathematical equations 

and not sentences.



PROPERLY 
IDENTIFY 
DOCUMENTS

When Uploading Documents:

• It is very important that every document is properly identified. 

Especially the “attorney authorization form” must be separately 

indexed from every other form. If not, you will receive a “No 

Change7.”

• All documents should not be indexed “attorney brief/petition” or 

“other evidence.”

• Our Enterprise Content Management (“EMC”) application, 

“DAPS”, is “keyword” driven. If an analyst wishes to review a 

prior “rent roll” for the subject, he/she will search “BOR rent 

roll” and the year, not “attorney brief” or “other evidence.”



ILLINOIS SUPREME 
COURT RULE 138 
“PERSONAL 
IDENTITY 
INFORMATION”

• It is highly recommended that personal identity information should not be 

included in any documents submitted to the CCBOR

• “Personal identity information” is defined as the following:

• Social Security and individual Taxpayer identification numbers

• Driver’s license numbers

• Financial account numbers

• Redacted personal identity information should include the “last four digits” 

of the documents listed above.



APPRAISAL EVIDENCE

Appraisal Evidence

• Upload Appraisals as ONE DOCUMENT and labeled as “APPRAISAL.”

• Review CCBOR Rule #19

• Appraisals shall include an original photograph of the front of the property 

and the permanent index number of the subject and the same is applicable 

for each property utilized in the appraiser’s analysis.

• If a COLOR version of the appraisal is available, please upload the 

COLOR version

• It is highly recommended “comparable maps” be included for both leasing 

and sales comparables listed in all appraisals.

• Upload PDF version of appraisals in its original form at instead of scanned 

copies



THE EXCLUSION OF “REAL ESTATE TAXES” AS AN EXPENSE

• MAJORITY VIEW

• In considering the income and expenses of a property, a decision must be made on how to treat the property taxes. 

When property is valued for ad valorem tax purposes, taxes should not be considered an expense item. Because 

any deduction from gross income directly affects the indicated property value through the income approach, only 

typical and reasonable expenses can be used.

• When property is valued for ad valorem tax purposes, therefore, property taxes cannot be shown as an  operating 

expense because the actual taxes are not known as of the assessment date. Indeed, the appraisal is often done to 

estimate the amount of tax. The problem can be resolved by developing an effective tax rate and including it in the 

capitalization rate for the subject property.

• To avoid circularity, however, property taxes are accounted for in valuations for assessment purposes by adjusting 

the capitalization rate. Otherwise, the amount of tax affects the estimate of value used to calculate the tax.



INCOME/EXPENSE 
DATA

• Review BOR #20

• Submit Rent Rolls Maintained in the ORDINARY COURSE OF BUSINESS (NOT ATTORNEY 
PREPARED SUMMARIES) WITH TOTALS.

• Complete I/E Data. Expenses (EBITDA) SHOULD EXCLUDE INTEREST, REAL ESTATE 
TAXES, DEPRECIATION AND AMORTIZATION.

• I/E data should be UP TO DATE AT THE TIME OF BOR FILING NOT THE CCAO FILING.

• FULLY EXPLAIN I/E DATA.

• Disclose whether LEASES ARE NET OR GROSS OR OTHER. BOTTOMLINE-WHO IS 
RESPONSIBLE FOR REAL ESTATE TAXES AND HOW MUCH?

• Comment: Privacy Protection for evidence submitted at the CCBOR.

• Please Note that any and all taxpayer submissions are subject to FOIA requests.

• In both DAPS and paper filings with the CCBOR that contain an individual’s social-security 
number, taxpayer-identification number, date of birth or financial account number, it is highly 
recommended that the party making the filing may only include the following:

• The last four digits of the social-security number and taxpayer-identification number;

• The year of the individual’s birth;

• The last four digits of the financial-account number.









VACANCY ARGUMENTS

• Review CCBOR Rules 20 and 21.

• Issue: What is the “AS IS” Value of the Subject?

• Submit RECENT INTERIOR PHOTOS – dated photos as of the lien date.

• Submit documentation of attempts to mitigate vacancy/attempts to lease.

• Owner Occupied properties vacant while listed for sale NOT LEASED -“AS IS” VALUE OF THE SUBJECT-

APPRAISAL EVIDENCE.

• Vacancy Affidavits should be up to date at the time of the BOR filing NOT THE CCAO FILING!

• Properties suffering from chronic/long term vacancy, the Board will consider are cent appraisal in support of “as 

is” value of the subject as well as any and all evidence of value.



RECENT SALES EVIDENCE

• Review BOR Rule #18.

• Recent Sales Must Be Disclosed.

• Submit the Settlement Statement.

• Must Disclose the Relationship Between the Buyer And Seller.



VALUATION OF 
RESIDENTIAL 
MIXED USE/MULTI-
FAMILY 
PROPERTIES

• Less weight to be placed on the Income Approach for the valuation of 2-11 and 2-12 

properties.

• Income Approach not a reliable indication of value when compared to sales approach 

and uniformity.

• Income data often found to be unreliable.

• If considered, Income Approach will be reconciled with both sales and uniformity.



THE APPLICATION OF “MARKET ADJUSTMENTS” IN THE 
VALUATION OF CONDOMINIUMS/CO-OPS

• In 1979, Illinois abolished the taxation of personal property.

• One of the many issues regarding a "personal property/market adjustment“ deduction 

is the objective quantification/valuation of the deduction which may not be captured 

with the flat 5-15% deduction. At the very least, a transfer declaration for "personal 

property“ is an attempt to value said PP. The PTAX 203 is more common in the 

transfer of commercial/industrial real estate and not residential real estate.



The petitioner must fully explain in writing any 
and all “market adjustments” in the related 

pleadings.



VACANCY RELIEF FOR UNSOLD CONDO UNITS

See 35 ILCS 200/9-180 (2022).

• “Developer” owned Condo Units explicitly addressed here

• “Certificate of Occupancy” issued and listed “for sale.”

• Subject is “uninhabitable” due to “Act of God.”

• “Accident” or  “Under Construction.”



COMMERCIAL/INDUSTRIAL CONDOMINIUMS (5-89/5-99)

• A commercial/industrial condo is a condo with a recorded condo declaration

• Must disclose recent sales (within 3 years) within the subject building including the pin, date of sale, 

percentage of ownership, and purchase price.

• If leased 3 years of I/E (CCBOR Rule # 20), current year rent roll, gross/net.

• Will consider recent appraisals-sales history should include all recent sales within the subject.

• NOTE: More weight placed on the “sales approach” based on recent sales within the subject.



CONDOMINIUM-2-99

• If you have authorization to represent the ENTIRE BUILDING, file ONE Complaint for the Whole 

Building.

• EXCEPTION-SEPARATELY FILE COMMON ARE APARCELS.

• PLEADINGS-BE SPECIFIC REGARDING RELIEF SOUGHT FOR SPECIFIC PINS.

• For example, identify the specific PIN(S) seeking vacancy relief (PIN, POI, OCC FACTOR).

• Identify specific PINs with landmark status.



UNAUTHORIZED PRACTICE OF LAW 
AND PRACTITIONER EXPECTATIONS



UNAUTHORIZED PRACTICE OF LAW

• Practice before the CCBOR is the Practice of Law. 

• Therefore, Non-Attorneys/Consultants may not practice at the CCBOR. Attorneys should either 

be solo practitioners or affiliated with a law firm.

• Only Attorneys may argue cases on behalf of others before the CCBOR or submit/present cases 

on the behalf of others to the CCBOR.

• The CCBOR enlists the assistance of the practicing bar to bring to light any unethical or 

unauthorized practice of law issues.



RULE 3.3:  CANDOR TOWARD THE TRIBUNAL

• Rule 3.3. Conduct Toward the Tribunal

• (a) A lawyer shall not knowingly:(1) make a false statement of fact or law to a tribunal or fail to correct a false statement of material fact or law previously made 

to the tribunal by the lawyer;

• (2) fail to disclose to the tribunal legal authority in the controlling jurisdiction known to the lawyer to be directly adverse to the position of the client and not 

disclosed by opposing counsel; or

• (3) offer evidence that the lawyer knows to be false. If a lawyer, the lawyer’s client, or a witness called by the lawyer, has offered material evidence and the 

lawyer comes to know of its falsity, the lawyer shall take reasonable remedial measures, including, if necessary, disclosure to the tribunal. A lawyer may refuse to 

offer evidence, other than the testimony of a defendant in a criminal matter, that the lawyer reasonably believes is false.

• (b) A lawyer who represents a client in an adjudicative proceeding and who knows that a person intends to engage, is engaging or has engaged in criminal or 

fraudulent conduct related to the proceeding shall take reasonable remedial measures, including, if necessary, disclosure to the tribunal.

• (c) The duties stated in paragraphs (a) and (b) continue to the conclusion of the proceeding, and apply even if compliance requires disclosure of information 

otherwise protected by Rule 1.6.

• (d) In an ex parte proceeding, a lawyer shall inform the tribunal of all material facts known to the lawyer that will enable the tribunal to make an informed 

decision, whether or not the facts are adverse.

Ill. Sup. Ct. R. Prof’l Conduct, R 3.3



RULE 3.5: IMPARTIALITY AND DECORUM OF THE TRIBUNAL

• Rule 3.5. Impartiality and Decorum of the Tribunal

• A lawyer shall not:

• (a) seek to influence a judge, juror, prospective juror or other official by means prohibited by law;

• (b) communicate ex parte with such a person during the proceeding unless authorized to do so by law or court order;

• (c) communicate with a juror or prospective juror after discharge of the jury if:(1) the communication is prohibited by law or court order;

• (2) the juror has made known to the lawyer a desire not to communicate; or

• (3) the communication involves misrepresentation, coercion, duress or harassment; or

• (d) engage in conduct intended to disrupt a tribunal.

•
Ill. Sup. Ct. R. Prof’l Conduct, R 3.5



NO COMMENTING ON PENDING MATTERS

• The CCBOR cannot comment on pending matters. See CCBOR Ethic's Policy §2.16(c)(e)(f).

• The Property Tax Code requires that, as triers of fact, the CCBOR must remain fair, impartial, and free 

from bias or influence. 35 ILCS 200/5-10.

• Like the judicial code, the CCBOR requires that its analysts decide cases according to the law and facts, 

without regard to whether particular laws or litigants are popular or unpopular with the public, the media, 

government officials, or their friends or family. See Ill. Sup Ct. R. 71;  2.4. Confidence in the tribunal is 

eroded if the CCBOR’s decision-making is perceived to be subject to inappropriate outside influences. Id.



ATTORNEY 
SUBSTITUTION 
CHECKLIST

• REQUIRED SUBSTITUTION DOCUMENT PACKET

• A fully executed “Attorney Substitution” form.

• A fully executed 2024 “Attorney Authorization” form.

• A fully executed 2024 CCBOR “Assessment Complaint” form is no 

longer needed.

• ALL supportive valuation evidence.

• PLEASE NOTE: to ensure the proper and efficient processing of “Attorney 

Substitutions,” the packet must be e-mailed in its entirety to the Chief 

Clerk Allen Manuel (chiefclerkadmin@cookcountyil.gov) and NOT 

directly uploaded to the complaint via the DAPS Portal.



Inaccurate Permanent Index Numbers (PINS)

• The Chief Clerk’s staff has experienced a significant increase in inaccurate PIN issues (request for PIN additions and/or 

corrections) either due to Portal User, clerical or upload errors.

• PIN corrections consume a considerable amount of very limited CCBOR resources due to the complexity of the issues presented 

as well as the “late” timing of said requests (post initial results or even post re-review).

• All filings and the related PIN data be closely reviewed and verified prior to finalization of the complaint.

• Any PIN errors be immediately reported to the Chief Clerk Manuel via e-mail, providing a detailed explanation of the issue.

• There is a limit of 999 PINs per complaint. You must highlight anything in excess of the 999 cap and if you have 

a complaint which exceeds the 999 PIN cap, you will need to file a second complaint with the additional PINs.

• Any and all Portal issues be immediately reported to Chief Clerk Manuel via e-mail, providing a detailed explanation of the issue.

• A Re-review of a NC #7 due to a claimed Portal issue is far too late.



EXEMPTIONS

• The CCBOR offers four (4) 30 Day installments for 

exemptions.

• Open 1st Installment  July 22, 2024.

• Close 1st Installment  August 20, 2024.

• https://www.cookcountyboardofreview.com/Exemptions-

document-upload-center



GOV.QA

In May 2024, we fully implemented 

GOV.QA software, which is utilized by 

other county government agencies for 

transparency, efficiency, and effectively 

dealing with high volume FOIA requests.

GOV.QA makes tracking and redacting 

more efficient and accurate.

https://cookcountybor.govqa.us/WEBAPP

/_rs/(S(grp1ek1agpx0m1534nczhbtk))/su

pporthome.aspx



2024 TOWNSHIPS OPENING FOR PREFILING 

Riverside

River Forest

Norwood Park

Rogers Park*

Evanston



ATTORNEYS’ MEETING 
PRESENTATION DOWNLOAD

• A copy of this presentation and a more detailed description of the CCBOR’s procedures will be 

available on the CCBOR’s website @ www.cookcountyboardofreview.com

• On the home page, select “What We Do,”  “Guides” and “Attorney Presentation.”




