How to apply for an annual Cottage Food certificate (you must have a Civic Access

account first)

Log in to Civic Access, you will be directed to the home page below, click on “Apply,” then
type “Cottage” into the search bar and select either Cottage Food Operator. Next, click on

“Apply”
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Cottage Food Registration Cottage Food Registration: Allows 2 home-based food/drink business to prepare certain food or

drink items in their home kitchens and sell them at specificlocations.

On the next page you will need to select the company type, then click on the plus sign
below that.
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The next screen is for the business location. Click on the plus sign below “Add Location.”
Pay close attention to the directions for how an address should be entered.
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Enter the address into the search bar (or just enter the numbers, the options will appear in
a list below). Select the correct address by checking the box to the left of it and clicking on
“Add.”
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If the address is correct on the next screen, click “Next.”
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On page 2, the required information to be filled out is the Company Name and the
Location. The Location is a drop-down box with only one option (Environmental Health),
but it must be selected. Lastly, click on “Next.”
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Page 3 is where you will add contact information. Any contact that you wish to add to this
business must already have an account setup with Civic Access. You can add the same
contact for more than one category as well. Click on the plus sign below “Add Contact” to
start. Type the name into the search bar and click on the mirror symbol to search. Select
the correct contact and click on “Add.” Do this for all required contacts and click on

“Next.”
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Page 4 is for specific information for your facility. Fillin all required information and click

on “Next.”



e Dashboard Apply MyWork Today'sinspections Map SearchQ  Calendar (@

Apply for Operational Permit - Cottage Food Registration *REQUIRED

Locations Type Contacts More Info

MORE INFO
Please answier all the folloving questions:
General Information Next Section| Top | Main Menu

“Faod Service Protection Manager
Certificate ID:

“Exp.Date
“Previously Registered

Ifyes, Cottage Food Registration
number

Business apartment / suite number if
applicable

Business website
Product Categories Previous Section | Next Section | Top | Main Menu
Check off all products that you intend to produce

“Low-riskshelf stableproducts ) | Jams jellies. preserves, syrups
O | Fruit butters/fruit pies/fruit pastries, empanada

Page 5 is where you can attach paperwork. If items are required, they will be marked. Note
that if you click on “Save Draft” after attaching documents, these will not be saved. Click

“Next” when you are done.
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Page 6 is the signature page. Type your name into the top signature line, then either draw
your signature in the bottom box or click on the “Enable Type Sighature” toggle and type it.
When you are done, click on “Next.”
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SIGNATURE

Thei
purpose of inspection in the event o

operation. | understand that 1 must grant 2 ocal health official access to my residence for the
utbreak, upon notice from a different local heaith department, or if IDPH or a local health department has reason to believe

hazard exists, or that 2 cottage food ion's product has been found to be misbranded, alduterated, or notin compliance with the conditions
for cottag: i fourthir the IL Food Handling ACT (FHREA), effective 1-1-22.
Enable Type Signature

Fenny Murphy
January, 09 2026

Clear

Page 7 will be a summary of your application. If any items are incorrect, use the back
button and make the necessary changes. If everything is accurate, click on the “Submit”
button on the top of the page.
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Locations
Location SN Tolono. L 61850
Parcel Number
BasicInfo
Company Name PRTest
Company Type: Corporation
Site Description
DBA
Location Emvironmental Health
Operational Permit Type Cottage Food Registration
Description
Applied Date 0140912026



Your application will then be sent to our office for review. If everything is in order, you will
be sent an invoice and will receive notification of this in your email

@ Your application was successfully submitted!

our application has been successfully submitted and is pending.



