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CCBOR OFFICIAL RULES

There are 27 CCBOR Official Rules. We will cover some of
them here. Please familiarize yourself with them prior to
preparing your appeal.
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RULE 7

A A complaint must be filed on or before the date

established by the Board as the official closing date for the
township in which the property is located. The Board will

post in its office and publish the opening and closing dates
for filing for each of the 38 townships in Cook County, as
required by law. No complaint will be accepted after the
close of a townshipods offici
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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 hot be accepted by the clerkoas
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.
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RULE 14

A 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. TheBoard, at its sole
discretion, may order an additional hearing.

A For properties other than for class 2 residential subjects, all parties shall submit a brief as
well as a complete Historical Summary Form.

A 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.

A 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.

A Should the Assessor opt to participate in a hearing, the Assessor and opposing party must,
not less than seven days before the hearing date, exchange a copy of all documents submitted
to the Board. The Assessor and opposing party shall, with this copy of all documents, serve a
Notice of Filing, the substance of which must be in substantial compliance with the form
established by the Chief Clerk.
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RULE 20

Where the property in connection with which an appeal is filed is leased or is available for lease, in whole or in part, the taxpayer

or attorney shall file with the Board a copy of Schedulieedae of t
of current assessment year. | f relief iIs being sought on ahe gr
copy of taxpayerdos 1040 I RS form for the prior year, stingome f a h
and expense statement must be filed. If an Income Tax form for any of these years has not been filed or the Income Tax form(s )

filed is combined for two or more properties, the taxpayer must file an affidavit* stating that the return has not been filed or such
combination appears within the return and attach thereto an income and expense statement relating to the property which is th e

subject of the appeal. The income and expense statement shall contain the same information required in Schedule E and must be

signed by the affiant. For purposes of these rules, a property is leased whenever a landlord and tenant relationship exists b y

reason of a written or oral agreement or by operation of law.

I,.
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Where the entire property is covered under one (1) lease, a copy thereof shall be furnished.

Where multiple leases are in place, the Board will consider lease summaries, audited financial statements, rent rolls with to tals

and representative samples of leases submitted by the taxpayer, including the square footage of units, total number of units, and
rental rate; and any such document requested by the Board must be filed.

Except for apartment buildings with more than 12 units, the Board shall be furnished with an affidavit* setting forth any
relationship (other than landlord and tenant) between the parties to any lease including, but not limited to, those existing 0
blood, marriage, corporate parent - subsidiary companies, or by virtue of ownership of non -publicly held stock. Q
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RULE 26

Taxpayers dissatisfied with a decision of the BoaReéev maanadagte aensoton tarecorsidarew o f
in circuit court.

A OReviewO is not the place to raise a new | egal t h e o B iyot peevioudlyanade ara dubjegtitog u me n t
waiver.
Becaus e-Rtelve e process Iis not to be employed as a s ub st bytthe Board,the subniiskiamofot h e r \

an entire set of documents in the first instance on review will be considered, in the discretion of the Board, only upoowisg of good cause or exigent
circumstances. Review requests should not simply argue with the Board capitalization rates, expense ratios, and rulings wftlaout further detailed explanation
and analysis. Nor should requests simply reiterate or resubmit previously advanced arguments and materials without addisopabrting evidence or argument to
justify reconsideration.

AdditionaRéyiewBbepOReess is not an opportunity for a hearing or oral presen
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 foeweshall result in dismissal.

A
294>



RULE 26 (CONT.)

The grounds for a re -review request are:

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

indicated in the case file, notes, decision or the at discretion of the Board where

good cause is shown;

a. changes in the law;

b. an error Iin the Boarddos previous application

c. correction of a mathematical or calculation error;

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

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

f. relevant evidence responding to issues raised by a divided vote decision of the

Board;

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

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

. consideration of an Assessoro6s Recommend éi on
d:



RULE 27 ADMINISTRATIVE NO CHANGE-

Requests for fnAdministrative No Changeo
the merits of the appeal. Rather, the Administrative No Change

preserves the taxpayero6os right to appeal
lllinois 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.
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Finalize Appeal

PIN : 301-050-0000

O RULE 27/

" | request the opportunity to Yes ® No
appear fi hearing before the

Chicago, IL 6(

(if you do not request a hearing, your complaint will be adjudicated based upon the written evidence submitted on R EQ U EST

your behalf and information available to the Board of Review).
) o P ADMI NI STRATI VE o
* Requested Ass sed Value C H A N G E (')

B icking submit from the f ? | your fill be submitted to the B

(o | oo
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2025 INTERVENTION RULES

2025 Intervention Rules

A If the amount in controversy is $100,000 AV or above, any taxing body seeking
i ntervention shall file a ANotice o
taxing district received ANoticeo f
reduction in excess of $100,000 AV in tindervenorUpload Center.

A If the amount in controversy is $100,000AV or less, any taxing body seeking
Il nterventions hall file a ANotice o
of closing of the installment period in tltervenorUpload Center.

AfAlLate I nterventiond under Rul es 18
good cause. "

1}

A https://www.cookcountyboardofreview.com/wAweé-do/boardof-review
intervenordocumeniupload
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Intervenor Submission
ould be informed of the new Intervenor Upload Center. The direct link is as folloy

save this link for di s to the upload center since it is not published to the w oid confusion.

0 the above link. The file name can be anything of their cho but each document must

be upload
. mplaint Fo
wthorization Form

INTERVENOR SUBMISSION


https://www.cookcountyboardofreview.com/bor-intervenor-evidence-upload-center

DAPS (DIGITAL APPEALS PROCESSING SYSTENYNHANCEMENTS
PASSWORD RESET
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2025 DATA
COMPILATION
SUBSCRIPTION
SERVICE

OVERVIEW

For the 2025 Assessment Sessi on, t h
include the following:

A

A

The compilation of CCBOR assessment data in a custom webpage that refe
each appeal ABOR Notes, 0 ABOR Sumn

In addition to the webpage, the batch will also include a spread sheet contail
relevant result data based on the specific groups of townships as determinec
CCBOR. See NBOR Decision Letter Ba

Poi nt of access to assessment r es u
which is accessible via the Portal or via a Secured File Transfer Protocol Site
(AhSFTPo). See ABOR Decision Letter
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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 A BOR notes; 0o ABOR summaries; o0 and the ABOR result | et
are accessible by items that are underlined in each relevant column.
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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 base
on the specific groups of:  townships as determined by the

Pawy NMistwiy Rppial sl « CTuwype ~ 1 tAD wen wia N T Waled Wi
Lww .
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BENEFITS: DATA COMPILATION SUBSCRIPTION SERVICE

AiOne Clicko Access
AElectronic Spreadsheet

Almproves labor cosfficiencies
A Streamlined filing process
AMinimized manual entry errors

Almproves Client Relationships
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DATA
COMPILATION
SUBSCRIPTION
SERVICE

nBU

L K
UTI L

F
| TYO

A Provide subscription users the following:
A Ability to bulk file complaints
A Ability to bulk upload supportive evidence
A A summary of results for the complaints filed

ABest Practice Tip (fiHeari ng EI dfthe elestiomofa
Aheari ngo request I s not certain at the
Ll NGother than fAYesd or fANood in the hearing
submit the appeal at that time and | ate

submission deadline."

A
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FEE STRUCTURE: DATA
COMPILATION
SUBSCRIPTION SERVICE

FEE STRUCTURE

A The fee structure is based upon the historical CCBOR filing frequency over the last
thiele #27 zears) It-is solely =a%1 toe discr etion olf th=3 CC-B)E M-I SIe A", A NS S o W B o B
Subscri ber 6s appropriate fiTiero based

APresently, the fAhistorical i DI EINREG S r e g
2024session data and delete the 2021 session data. After this data is compiled and
analyzed, the ATier Structure Agr eemen

forthcomi ng 2025 nData Subscription Se

AYour fAData Subscription Serviceo wil.l
Subscripti on S efullyexecutedahd thecarnoed subscriptitesis
paid.

APer 'the 2025 fiData Subscription Servic
closing of the evidence submissions deadline of Group #2 will not be prorated from th
time of the execution of the RfHagreemen
fee. SeeSection 4.
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2025 BOARD OF REVIEW
SUBSCRIPTION LICENSES

2025 Board of Review

Licenses Subscription Survey

SURVEY FOR BOR BULK FILING and DECISION
LETTER LICENSING

A To initiate the 2025 subscription processes,

complete the survey at:

A 2025 Subscription Survey
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https://forms.office.com/Pages/ResponsePage.aspx?id=rlVNi7RtBU6oXFnWolbNbgpksej2W-xHjKFoX2cXMIZURTdBMFU2R0JPNFhKRDFQS0wxWUtIV05DOC4u
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PORTAL USER
PASSWORD RESET

1. On linking to the pas: ortal, the user is pres h this screen:

Password Reset Portal

Request Password Reset
Email Address:

Request Password Reset
I'm not a robot

2. The user enters an email address and checks the reCAPTCHA box.

Password Reset Portal

Request Password Reset

Email Address:  msssssa@databankimx.com

Request Password Reset

\/ I'm not a robot

3. The user

\ Request Pass‘.'./orq]ﬁﬁeset

208



4. If the user’s email address is associated with an OnBase account, this screen is presentad

Password Reset Request Processed

An email with password reset instructions has been sent to @databankimx.com

5. The user raceives a password reset email containing a secure temporary password (expires in 1 hour) and a link to the portal page to complete the process.

OnBase Password Reset Request - Message (Plain Tewst)

Message  Developer H:—*I

T il -

OnBase Password Reset Request

@ OnBase Password Resel Service <onbasepwdiess sl B

This message was sent by a trusted sender from someone oulside your organization,
+ +

Dear

Please click the following link to reset your password:

4c9a00e3ad198689070339ea4Th
This link will expire ane hour after it was created!

Use the following temporory password on the reset page: [Bn




6. After clicking the link, the user enters the provided temp password and enters a new password twice.

Password Reset Portal

Reset Password

smclean atabankimx.

Enter the temporary p jord you were provided in your email.

Enter Your new password. View Password Complexity Rules

]:F:rl

Repeat New Pa

rules are configurable he client, and the user can view them by clicking the link

- e s e e wcloud.com says

Password Complexity Requirements:

Minimum Length: 3 characters
Mazximum Length: 20 characters
hdust contain 1 lower-case character
- Must contain 1 upper-case character
Must contain 1 numeric character
- Must contain 1 special character




8. The user clicks the “Resst Password” button

| Reset Password

At this point, the user's OnBase password is reset, the account is unlocked if it had been locked, and the user can log in as normal using the newly set password.

Password Reset Successful!




BEST PRACTICES

A FILING

A EVIDENCE

A HEARINGS

A ATTORNEY SUBSTITUTIONS

A Any and all "upload” issues shoulthmediately be reported to Chief Clerk Allen Manvigl
email at

A
29 94>
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ORAL
HEARINGS FOR
2025

A Due to health and safety concerns for Cook County
taxpayers, practitioners, and CCBOR employees, the
Board did rmer sscama uhdgariilmgs
tax year.

A The CCBOR realized specific efficiencies from the-non
INn-person proceedings that were implemented for the
20222024 tax years which will continue for this year.

A Therefore, notin-person hearings will continue for the
2025 tax yeaProSa)a aned/egprh owmiec
conferencing via TEAMS (nAt

A SeeCCBOR Rule # 12.


https://www.cookcountyboardofreview.com/

Finalize Appeal

PIN

commter 000 ORAL HEARINGS SHOULD
BE REQUESTED AT THE

TIME OF FINALIZATION OF

Vourbehall and lormation avalabe t h Boad of Review, THE COMPLAINT.

* Requested Assessed Value
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2025 ORAL HEARINGS

A On any given attorney hearing day, each attorney and their respective dockets will be scheduled for a particular call
as follows:

A 8:30 am (Note: Rare but possible.)

A 10:30 am
A 1:00 pm
A 3:00 pm
AAttorneys wil | receive Microsoft TEAMS Ainviteso which
Ahearing. o Pl easednot e tthat 't he- ninviteso are schedul

Wicrozoft Teams Meeting; Teams meeting

BORHEARINGS invited you. Accepted 2
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2025 ORAL
HEARINGS

A At the conclusion of the Group filing period, the CCBOR withail the
general hearing dates for that Group without assigning specific Attorney
to specific . dates?lease note that said correspondence will ONLY: state tt
FIRST DAY that hearings will commence followed by consecutive
business days thereafter.

A For those attorneys requesting ten (10) or less oral arguments for anyol
group of townships, the CCBOR will make every effort to schedule thos
hearings on the date contained in the inittmaled notice and where
possible at the same time/call.

A For those attorneys requesting more than eight (8) oral arguments per
group of townships, the CCBOR will endeavor to schedule those cases
consecutive dates to the date contained in the initial mailed notice.

A Please note that prior to Commercial/lndustrial Hearings, hearing office|
review the evidentiary submissions for the current year as well as prior
filings.

A 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.
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ORAL
HEARINGS FOR
2025

A No more than eight (8) cases per attorney will b
scheduled to a specific call.

A Attorneys should limit oral argument to ten (10) minutes
per case.

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

A Any attorney/law firm requesting more than fefiye
(45) cases for oral argument for any one group of
townships must receive approval from the Chief Deputy
Commissioner.

A You must immediately notify Ms. Alisa Rodriguez of
any scheduling conflicts @
Alisa.rodriguez@cookcountyil.gov

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

A DURING THE HEARING:

A Explain and Disclose ANY and ALL CHANGE IN CIRCUMSTANCES.
A Disclose TYPE, SIZE AND USE OF PROPERTY.

A Hearings are not an extension of the EVIDENCE SUBMISSION DEADLID® NOT EXPECT
HEARING OFFICERS TO ACCEPT NEW EVIDENCE AT HEARINGS.

ADi sclose Pending fiAssessor s Recommendationso (fAA/ RO
A Disclose prior PTAB/SPO decisions within the Triennial.

A Disclose any and all information regarding OMITTED ASSESSMENTS.

ADON6T REQUEST A HEARI NG SI MPLY TO ATTEMPT TO NEGOTI .
AAn fAOral Hearingo is NOT to di s eRevweirewhoat ﬁlat@'gevi

>
A Overall, KNOW YOUR PROPERTY. -
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2025 CENTRAL BUSINESS DISTRICT ORAL HEARINGS

A For the 2024 tax year, there were 331 CBD Orals

A Preparation 144 days for Commercial Analysts

A Scheduling CBEB-4 days

A Similar to the 2024 CBD proceedings

A Senior C/I analysts will preside over the CBD proceedings for 2025 West/North/South Chicago.

AAl | matters wil | be taken Aunder advi sement 0 wi t

]
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WAIVERS

AOne Commerci al call of 27 complaints r
days of preparation for the hearing officer.

A One day of hearings requires 2 days of preparation where the hearing officer is
also unable to review and adjudicate desk review complaints.

A The scheduling of hearings for each Group requiz@sldys of the Scheduling
department, depending upon the volume.

AResource i mpact of hearings on the CCB

A There is no formal letter for waiving hearing. If an attorney would like to waive
hearing, counsel should submit an email to the scheduling department listing the
docket numbers of the appeals they are waihahsarodriguez@cookcountyil.gov
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Thefollowing aremostefficiently andeffectively handledby a deskreview:

A Owneroccupiedpropertieswith recentappraisakvidence Pleasenotethat, at hearing,saidmatterswill be takenunderadvisementvith no decisionsrenderecat
thebench

A Class3 properties
A Class2 propertiesncluding Co-Ops

A NonTriennialcomplaintswith pendingPTAB or Circuit Courtmatters/Nanaterialchanges/Nonw appraisakvidenceNo recentsalesof thesubject A hearing
is not the opportunityto negotiatea pendingappellatematter Also, therequestor i a d mi n ined h a rshosddbe conductedria the DAPS portal when
finalizing complaintsandshouldnotbetreatedasanii o v e r a s samplaintreDAPRSovorkflow.

A Hearingsarenotan extensiorof the evidencesubmissiordeadlinethereforethefi | asubméssiorof valuationevidencewill notbe consideredit hearings See
CCBORRule#13.

A Mattersthatdo notpresenfi u n i valuationissuesandthosesaidargumentshatcanbefully explainedwithin thefi f aiorr nofthepléadings
A Not necessarjo request hearingto merelyinquireaboutthestatusof eitherafi Cer t of Co r r ¢ @ i A s 8§ & Recaonméndatian
A All Hearingswill be conductediia Teamstherefore all AttorneysrequestindiearingdVUST utilize the Microsoft Teamsapplication NO EXCEPTIONS

A Requestdor i w a i \ofeheasringgsmustbe madeprior to the day of thehearing Hearingii w a i vmeistbe réquestedia e-mail assoonas hearingdatesare
transmitted



ATTORNEY BRIEF
SHOULD INCLUDE

A Description of the Subject

A PIN

A Property Address

A Improvement Size

A Site Size and related Land to Building Ratio
A Age of the Subject

A Owner Occupied or Leased. If leased, must disclose type of lease
(net/gross).

A Provide Assessment History Expressed in Units of Comparison
A Must Disclose Recent Sales

A Must Disclose Blended Levels of Assessment

A Basis of Requested Relief

A Income arguments must be supported by mathematical equatigns
and not sentences. Q :?
Q


https://www.cookcountyboardofreview.com/

PROPERLY
IDENTIFY
DOCUMENTS

When Uploading Documents:

A It is important that every document is properly identified,
especially the nAttorney Aut hort
separately indexed from every other form. If not, you will
receive a fANo Change 7.0

AAIl | documents should not be I nc
not her evidence. 0o Do not wuse di

AOur Enterprise Content Manageme

nDAPSO, iIis nAnkeywordo dri ven. | f
priorsifarent, -roll o for the subj e
roll o and the year, not nattorr

]
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A It is highly recommended that personal identity information should not be
included in-any documents submitted to the CCBOR

AfAPersonal ldentity i nformationo i s
%EISF?%SR\E'JLEE?EQAE A Social Security and individual Taxpayer identification numbers
APERSONAL ADrivero6s |icense numbers
IDENTITY A Financial account numbers

| NFORMATI ONO ARedacted personal i dentity informat.

of the documents listed above.

A
29 g4
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