
Taxi Companies <12 

Drivers >280

Drivers >280
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Drivers Cannot Apply Until Companies Are Licensed

Step 1

Step 2

Company Wants to 

Get a License In 

Naperville

Company 

Completes 

Application and 

Submits to City 

Clerk

Company Provides copies 

of Owner(s) DL’s, Owner(s) 

List, Driver(s) List,  Vehicle 

List, Company Rules,  $100 

Application Fee, $25 

Fingerprint and Background 

Check Fee

7/26/2017 12/31/2017
8/1/2017 9/1/2017 10/1/2017 11/1/2017 12/1/2017

11/15/2017         

Last Day To 

Renew Taxi 

Company 

License To 

Avoid $50 

Late Fee

NPD Background 

Investigation 1-2 

Days; Fingerprinting    

3-45 days

City Clerk 

Approve or 

Deny 

Application 

Approve 
E-mail Owners 

Notification of 

Approval

Company 

License Mailed Out; 

Drivers Approved to 

Apply for License

Deny
Certified Letter 

Mailed to 

Company

All Company 

and Driver 

Licenses Expire 

at Midnight

Driver Wants to 

Drive In Naperville

Driver 

Completes 

Application 

In Front of 

Staff

Driver Provides: DL, 

Court Purpose MVR, 2 

Passport Size Photos, 

$40 Application Fee, 

$25 Fingerprinting Fee

Staff Makes Copies of 

MVR, DL, Fingerprint 

Receipt.  Info Gets 

Logged in Excel H Drive -

City Shared Log; Hard 

Copies Filed and 

Destroyed After 1 Year

NPD Runs 

Background 

Investigation   

1-2 Days

Fingerprinting 

3-45 days

NPD Adds 

Notes in Excel 

Log and Signs 

Off/Denies 

Driver

Information is 

Logged in Excel 

in H Drive - City 

Shared Folder; 

Hard Copies 

Filed

City Clerk 

Approve or 

Deny 

Application

Approve
E-mail Company 

and Driver of 

Approval and Step 

2 Paperwork

Deny
Certified Letter 

Mailed to Driver and 

Email Sent to 

Company

In Some Cases, NPD And 

Clerk Staff Meet with 

Driver To Discuss 

Questionable Background 

Findings Before Complete 

Denial or Probation

Staff Prepares 

Badge, Vehicle 

Sticker, Receipt for 

Step 2; Information 

Logged in Excel

End Step 1

Driver Provides:  DL, Vehicle 

Inspection and Meter Inspection 

From Naperville Approved 

Inspector, Insurance Certificate 

Naming City of Naperville as 

Certificate Holder, Current 

Vehicle Registration, $20 Fee for 

Sticker

Staff Makes Copies of 

Registration and Insurance; 

Packets Are Filed By Driver’s 

Last Name, Vehicle 

Information Logged in Excel 

H Drive City Shared Log.  

Hard Copies Filed and 

Destroyed After 1 Year

Driver Received 

Approval 

Notification

Inspection Site Faxes 

Inspection Report to Staff 

so Staff Can Compare 

Driver’s Copy vs. 

Inspector Copy to Detect 

Any Changes

If Everything Submitted 

is Correct, ID Badge 

and Vehicle Sticker Are  

Issued to Driver 

If ID Badges are Not 

Picked up Within 30 

Days of Date of Issue, 

Driver Must Start Over 

At Step 1 and Pay $20 

Replacement ID Badge 

Fee

Licenses Expire at Midnight 

on December 31

8/21/2017

Taxi Renewal 

Season 

Begins

NPD Adds 

Notes in 

Excel Log

Taxi Company 

Renewal 

Applications 

Mailed By the 

Clerk’s Office

If Information 

Does Not Match 

Decide Action

Driver Wants to 

Drive In Naperville

Driver’s Papers 

Reviewed By 

American Taxi 

(Step 1 Form)

Driver Completes 

Application In 

Front of City Clerk 

Staff

American Taxi 

Signs Off On 

Paperwork; Driver 

Allowed to Apply in 

Naperville

Driver Provides: DL, 

Court Purpose MVR, 2 

Passport Size Photos, 

$40 Application Fee, 

$25 Fingerprinting Fee

Driver Provides Signed 

Copy of Step 1  Form To 

American Taxi Within 7 

Days of Application At 

The City

Clerk Signs Off On 

Step 1 Form

Driver Received 

Approval 

Notification 

Driver’s Papers 

Reviewed By 

American Taxi 

(Step 2 Form)

American Taxi 

Signs Off On 

Paperwork; Driver 

Allowed to Proceed 

in Naperville

Staff Makes Copies of 

MVR, DL, Fingerprint 

Receipt.  Info Gets 

Logged in Excel H Drive -

City Shared Log; Hard 

Copies Filed and 

Destroyed After 1 Year

Driver  

Comes 

Back to 

Clerk’s 

Office 

Clerk Will Not Proceed Without 

Signed 

Step 2 Form

12/8/2017      

Taxi Renewal 

Season 

Officially 

Ends
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