
 

City of Portage Application for Solicitor’s Permit 

An approved application is required prior to any door-to-door sales within the City of 
Portage.  Things to know: 

*Approved permits are valid from the day approved through December 31st of that 
year. 

*There is a non-refundable fee of $50 to process the application.  This fee includes 
one representative from the company applying.  A $10 fee is added to the 
application for each additional representative listed on the application. 

*Each application must have a Michigan State Police (MSP) ICHAT result report for 
each representative listed on the application.  There is a $10 per person fee for the 
ICHAT payable to MSP.  Instructions are attached to the application. 

*The signature on the application must be notarized. 

*The completed, notarized application, all ICHAT reports, and the application fee 
must all be submitted before the application can be processed. 

If approved, a copy (hard or digital) of the permit must accompany each applicant and be 
presented upon request by a resident or by law enforcement.  Each representative must 
follow the guidelines set forth in the City of Portage Code of Ordinances, Chapter 14, 
Article 4 – Solicitors and Canvassers, which can be found here: 
https://library.municode.com/mi/portage/codes/code_of_ordinances?nodeId=PTIICOOR_
CH14BU_ART4SOCA 

A map of the City can be found at: https://portagemi.gov/177/GIS-City-Maps.   

Any questions regarding the application should be directed to the Portage City Clerk at 
cityclerk@portagemi.gov, or 269-329-4511.  The Clerk’s Office is open Monday – Thursday 
from 7:30 am – 5:30 pm, and Friday from 8-12. 

Any questions regarding the ICHAT should be directed to the Michigan State Police at 
https://apps.michigan.gov/ or 517-241-0606.  Support is available Monday – Friday from 
8am – 8pm. 
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APPLICATION FOR SOLICITOR'S PERMIT 
DATE RECEIVED ___________________

Non-Profit, Charitable Organization: YES NO (please circle)

YES NO

1. _______________ 2.  _______________3. _______________

State _________________ _________________ _________________

Make _________________ _________________ _________________

Model Yr _________________ _________________ _________________

4. _______________ 5. _______________ 6. _______________

State _________________ _________________ _________________

Make _________________ _________________ _________________

Model Yr _________________ _________________ _________________

this ___________ day of ______________

My Commission expires ______________

__________________________________

_____________________ , Notary Public
Acting in the County of _______________

PERMIT
This is to certify that ______________________________________________________________________________ 

is registered with the City Clerk's Office and the Police Department to solicit within the City of Portage from:  
Date ______________________ To ________________________

Name of Company/Organization _____________________________________ Phone: (____) ___________________ 

Representative's Name ____________________________________________ DOB ___________________________ 

Address ________________________________________________________ E-mail __________________________ 

Place of Employment _____________________________________________ Business No. (____) ________________ 

Driver's License No.  ___ ___ ___ ___-___ ___ ___-___ ___ ___-___ ___ ___ SSID (last 4 digits) ___  ___  ___  ___

Type of Service/Products Solicited _________________________________________________________________

Are Solicitors being paid? (please circle)

IRS Certificate of Exemption Number _________________________________________________________________ 

Date Permit Requested: From: _____________________ To:_______________________

*Complete the list on the back side for any and all additional Solicitors.
**Attach the Michigan iChat report(s) for each Solicitor listed. (See https://apps.michigan.gov/Home)
***An application fee of $50 (plus $10 for each additional application) is to be submitted with the application.

 THE SIGNATURE BELOW MUST BE  NOTORIZED AND ALL INFORMATION MUST BE PROVIDED BEFORE CONSIDERATION.

Representative's Signature __________________________________________  Date: ________________

Subscribed and sworn to before me

Vehicle License Number(s)

Vehicle License Number(s)

City Clerk ________________________________________ 

Chief of Police  _____________________________________

Approved

Approved

Disapproved

Disapproved

Permit is valid until 12/31 of 
the year approved.

FEE COLLECTED: _________________

eklove
Line



Representative #2 (additional $10 fee)

Name ______________________________________________  DOB ___________________________ 

Address ________________________________________________________ E-mail __________________________ 

Phone: (____) ___________________     Business No. (____) ___________________ 

Driver's License No.  ___ ___ ___ ___-___ ___ ___-___ ___ ___-___ ___ ___    SSID (last 4 digits) ___  ___  ___  ___ 

Representative #3 (additional $10 fee)

Name ______________________________________________ DOB ___________________________ 

Address ________________________________________________________ E-mail __________________________ 

Phone: (____) ___________________        Business No. (____) ___________________

Driver's License No.  ___ ___ ___ ___-___ ___ ___-___ ___ ___-___ ___ ___    SSID (last 4 digits) ___  ___  ___  ___ 

Representative #4 (additional $10 fee)

Name ______________________________________________ DOB ___________________________ 

Address ________________________________________________________ E-mail __________________________ 

Phone: (____) ___________________        Business No. (____) ___________________

Driver's License No.  ___ ___ ___ ___-___ ___ ___-___ ___ ___-___ ___ ___    SSID (last 4 digits) ___  ___  ___  ___ 

Representative #5 (additional $10 fee)

Name ______________________________________________ DOB ___________________________ 

Address ________________________________________________________ E-mail __________________________ 

Phone: (____) ___________________        Business No. (____) ___________________

Driver's License No.  ___ ___ ___ ___-___ ___ ___-___ ___ ___-___ ___ ___    SSID (last 4 digits) ___  ___  ___  ___ 

Representative #6 (additional $10 fee)

Name ______________________________________________ DOB ___________________________ 

Address ________________________________________________________ E-mail __________________________ 

Phone: (____) ___________________        Business No. (____) ___________________ 

Driver's License No.  ___ ___ ___ ___-___ ___ ___-___ ___ ___-___ ___ ___    SSID (last 4 digits) ___  ___  ___  ___ 
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How to register as a User in the new ICHAT system  
  

• All users who want to be part of an agency or company account and/or all users who want their 

search and payment history stored will need to register in the new ICHAT system, regardless of 

registration in a previous version of the ICHAT system.  

• Go to the website and click “User Registration” on the top menu.  
 

 
 

• On the “User Registration” page, provide the requested information.  The following fields are 

required:  

o First and Last Name  
o E-Mail and Confirm Email  

o User ID, Password, and Confirm Password  

o Answers to Security Questions  
• Click “Sign me up!”   

  

 
  

• An email will be sent with a link to activate the account.  Click on the link to be returned to the 

ICHAT system.  
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• Once the user account is activated, click “Home” on the top menu, and then click “Log In.”  
•  On the Log In page, enter the chosen Username/Email and correlating password   
• Read the “Terms and Conditions” before clicking “I accept the Terms and Conditions of using 

ICHAT as a Registered User,” then click “Log In.”  

• For questions or assistance, please contact the ICHAT Help Desk at 517-241-0606 or via 

MSPCRD-ICHATHelp@Michigan.gov.  
  

 
2 | P a g e  

  

  

  
  



 

How to run the background search using new ICHAT system  
  

  

  

• To begin, select the reason for a search from the drop 

down list.  Your search  
  

reasons and fee will vary depending on  

 your type of user and agency account.  

   

  
• The following are required fields:  

o First Name  
o Last Name   
o Date of Birth  
o Race  
o Gender  

• The alias name(s) can be entered by clicking on the link for additional names. The 

box will expand and provide you the option to enter an alias.  
• The “Miscellaneous Number” field can be used as a reference key which will display 

on the search results.  This field is optional.  

 

  



• Once a search is completed, the system will  retrieve 

the search result and add it to the  shopping cart on 

the left side of the screen.  
• The shopping cart can be viewed by clicking on  the 

cart icon either next to the submit button or on  the 

right side of the screen.  

• The number listed on the cart indicates the  number 

of searches in the cart, not the “hits” on  the name 

provided.  

• If the shopping cart is clicked, the system will  show 

the searches that need to be checked out.  
• To remove or delete a search from the shopping  

cart, click the red “X” on the right.  

• The cart will display the detail information on each search, the amount for individual 

searches, as well as the total amount due for all searches in the cart.  
• The user can “Select All” to check out all the searches. The user can also check out 

searches individually. The shopping cart will retain the search criteria for three days 

before deleting the searches; so it is important to check out within the three days of 

requesting.  
• If all of the searches are fee-waived or invoiced, the user will be able to see the 

results on the check out.  
• If any of the searches are being paid with a debit/credit card at the time of search, the 

user will be directed to the third-party vendor to make the payment before viewing the 

search results. Once the full payment for the amount due is completed, the user will 

be able to view the search results.  
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How to view search results in the new ICHAT system 
  

• A Registered User can access searches already ran by clicking either “View Search Results” or 

“Searches” located on the Main Menu.  
• A Guest User can access searches already ran by entering the Confirmation Number and Order 

ID using the “Retrieve Search Results” option.  

 

 

 

• After completing a Background Search order, you will be taken to the Search Results page.  
• The search results page defaults to showing you your search results for the past seven (7) days.  
• The completed search results are available for seven (7) days only.  It is recommended that you 

print a copy of the results within that timeframe.  
• If a copy is needed after seven (7) days, a new search must be conducted, and payment will be 

required.  
o After seven (7) days, you will still be able to see a list of the searches ran, but not the 

detail of the results.  You can select a specific set of days to sort your search results.  
o If you are part of a registered agency, you can also see search results for others in your 

agency by clicking “Load All Agency Searches (Last 7 days).”  

o You can also view just the current day’s searches or change the number of searches 

displayed.  
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• Selecting “Column visibility”, allows you to choose which columns are displayed on the screen.  
• If a search did not locate a criminal history record in the criminal history database, you will see this 

response:    

 
• The image on the left shows the printed version of the search results.  
• The image on the right is how the results will appear on the ICHAT View Search Results screen.  

From here users can move to the previous or next search result or print the results.  

• Click “Print” on the individual search results, to print a specific search.  
• Click “Print Selected Search Results” above the list of names, all searches selected will print.  
• If a search DID locate a criminal history record in the criminal history database, you will see a 

response like the image below on the View Search Results screen:  
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• The printed version of the search results locating 

a criminal history record would look the images 

displayed on this page.  

• The criminal history record result also includes 

disclaimers and procedures for correcting a record.  

• For questions or assistance, please contact the 

ICHAT Help Desk at 517-241-0606 or via MSP-CRD-

ICHATHelp@Michigan.gov.  
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