
 

 
 
The following items are necessary to process your application. If anything is missing, your 
application will be considered incomplete and will not be processed.  
 
☐ Date of Application 
 
☐ Name of Owner of Property and Phone Number 
 
☐ Project Address 
 
☐ Description of Project 
 
☐ Provide drawings of mailbox with dimensions (length, width, height) 
 
☐ Provide waiver form signed by all property owners and notarized 
  
☐ Cost of Project 
 
☐ All contractors hired on the project:  Name, Address, and Phone Number 
 
☐ Copy of written contract from ALL contractors hired to work on the project 
 
☐ Sign and Date Permit Application 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Village of Tinley Park - Building Department 
Brick Mailbox Installation 
Requirements 

16250 S. Oak Park Avenue 
Tinley Park, Illinois 60477 
(708) 444-5100   Fax (708) 444-5199 
Email: Building@tinleypark.org 
www.tinleypark.org 
 



 

 
Brick mailboxes construction requirements are as follows: 
 

1. Masonry mailbox structures shall not be more than two (2) square feet in size (24 inches by 24 
inches) and no more than five (5) feet in height. 
 

2. The bottom of the mailbox itself should be 42 inches from the ground.  
 

3. The front edge of the masonry structure shall not be set closer than fifteen (15) inches from the 
rear edge of the curb or within two (2) feet of the Buffalo Box, or within fifteen (10) feet of a fire 
hydrant. 

 
4. The front of the mailbox itself shall not be closer than six (6) inches nor further than fifteen (15) 

inches from the rear edge of the curb. 
 

5. Install a concrete footing of no less than 42 inches in depth (below existing grade) 
 

6. The structure shall not be constructed so as to pitch more than 6 inches from the center line 
perpendicular to the rear of the footing nor shall the portion of the structure that is to contain the 
mailbox be cantilevered more than 6 inches from the perpendicular plane of the structure. 

 
7. The first two tiers of masonry shall be tied into the footing and no less than 5/8-inch re-bar imbedded 

into the outer footing concrete. 
 

8. Call for concrete inspection prior to any pouring of concrete (2-hour notification required for an 
inspection) 

 
9. A waiver must be signed and submitted at the time of the permit application. 

 
Please do not place garbage cans or park cars in front or close to your mailbox.  This may result in the 
non-delivery of your mail.  Carriers are on a strict schedule, and by regulation exiting their vehicles involves 
putting the vehicle in park, shutting off the engine, removing their seatbelt, repositioning mail within the 
vehicle, and opening the door before they can even get out to deliver to an obstructed mailbox, repeating 
these steps in reverse to resume their route.  This is very time consuming.  If you have questions for the 
Tinley Park Post Office Postmaster, the number is (708) 532-3131 
 
 
 
If you have any questions, please contact the Building Department at (708) 444-5100 



 

US POSTAL MAILBOX GUIDELINES 

 

Because of varying road and curb conditions, the Postal Service™ recommends that you contact your local 
postmaster for approval of the location of your mailbox before you put it up.  

Put a roadside mailbox where a carrier can safely reach inside without leaving the truck. That means positioning 
it about 41” to 45” off the ground and back about 6” to 8” from the curb. In the absence of a raised curb, contact 
your local postmaster for guidance.  

If you live in the city and are attaching the box to your house, just make sure it can be accessed easily from your 
sidewalk, steps, or porch. Because city carriers often shoulder heavy bags, put your mailbox about 4’ from the 
ground. That way, your carrier won’t have to stretch or bend to reach it. And remember to keep the path to your 
mailbox clear in inclement weather. 

 

From the wear and tear of daily use to constant assault from the elements, these guidelines will help you set up a 
mailbox that stands up to it all. 

If you’re buying a new mailbox, look for the Postmaster General’s seal of approval; every new mailbox design 
should be reviewed and approved before it goes to market.  

If you opt to construct your own mailbox, you should run your plans by your local postmaster. Overall, the 
mailbox you build will need to meet the same size, strength, and quality standards as manufactured boxes.  

The house or apartment number should be clearly displayed on your mailbox. And, if your mailbox is on a 
different street than your house, the street name should appear on it, too. 

If you’re mounting a curbside mailbox on a post near the street, the support should be secure and safe. The best 
supports are designed to bend or fall away if a car hits them.  

The Federal Highway Administration recommends: 

1. A wooden mailbox support no bigger than 4” x 4" 
2. A 2”-diameter standard steel or aluminum pipe  
3. Bury your post no more than 24” deep, so it can give way in an accident.  
4. Don’t use potentially dangerous supports, such as: 

a. Heavy metal pipes 
b. Concrete posts 
c. Farm equipment, such as milk cans filled with concrete.  

5. In areas with lots of snow, we suggest a semi-arch or extended arm-type support. That way, snowplows 
will be able to sweep under without knocking it down. 

 











 

Village of Tinley Park 

Residential Permit Application 

16250 Oak Park Avenue, Tinley Park, IL  60477 

(708) 444-5100       Fax (708) 444-5199 

Date of Application _______________                                             Permit # _____________________ 

Name(s) of Property Owner(s) ____________________________________________ Phone __________________________ 

 

Email Address (required) ________________________________________________________________________________ 

 

Address of Project:  _____________________________________________________________________________________ 

 

Description of Project: (please provide all dimensions, materials: for example: wooden shed 10ft L x 10ft W x 15 H)  

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________ 

 

Total Cost of Project: _________ 

 

CONTRACTOR INFORMATION 
 (Please provide Name, Address, and Phone)  

All contractors must be licensed and bonded with The Village of Tinley Park.  

 

 

 

General ____________________________________ 

Address: ___________________________________ 

City ___________________________State________ 

Phone ______________________________________ 

 

Carpentry__________________________________ 

Address: ___________________________________ 

City ___________________________State ________ 

Phone ______________________________________ 

 

Concrete___________________________________ 

Address: __________________________________ 

City ___________________________State _______ 

Phone _____________________________________ 

 

Drywall ___________________________________ 

Address: __________________________________ 

City ___________________________State _______ 

Phone _____________________________________ 

 

Electric____________________________________ 

Address: __________________________________ 

City ___________________________State _______ 

Phone _____________________________________ 

 

Excavator__________________________________ 

Address ____________________________________ 

City ____________________________State _______ 

Phone ______________________________________ 

HVAC_____________________________________ 

Address: ___________________________________ 

City __________________________State ________ 

Phone _____________________________________ 

 

Masonry __________________________________ 

Address: __________________________________ 

City __________________________State ________ 

Phone _____________________________________ 

 

Paving____________________________________ 

Address: __________________________________ 

City __________________________State ________ 

Phone _____________________________________ 

 

Plumbing__________________________________ 

Address: __________________________________ 

City __________________________State ________ 

Phone _____________________________________ 

 

Roofing ___________________________________ 

Address: __________________________________ 

City __________________________State ________ 

Phone _____________________________________ 

 

Sewer_____________________________________ 

Address: __________________________________ 

City __________________________State ________ 

Phone _____________________________________ 

 

 

 

Signsa 
Signature of Applicant(s) __________________________________________________________________ 

Please check if applicant is owner __________ or contractor  ___________ 
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