How to submit a Plan Review application (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 “Plan Review” into the search bar and select either New Construction or Conversion

of Existing Structures, Change of Ownership, Extensive Remodel, Minor Remodel, Special
Process, or Retail Farmers Market Permit. If you are unsure which one is needed, contact
our office for assistance.
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Once you have selected the correct jurisdiction, click on “Apply”
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Cottage Food Registration
Category Name: Description:
Cottage Food Registration Cottage Food Registration: Allows a home-based food/drink business to prepare certain food or

drink items in thelr home kitchens and sell them at specific locations.

Plan Review - Change of Ownership
Category Name: Description:

Plan Review Plan Review-Change of Ownership: Plan Review for a change in permit holder where the concept
and menu remain the same. This means the entity that is legally responsible for the operation of the
food establishment has changed.



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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Locations

LOCATIONS
Follow the prompts to add your address(es] or parcel number(s). If a parcel s tied to that address, it will automatically populate.

h hing for an address pl ised of the following:

« Donotinclude a period at the end of the direction (ex N, S, E, W).
+ Do not spell aut the end of a strest name; use the abbreviation for it or leave it off altogether [ex 2801 W Durango St or 2801 Durange).
« When searching for a parcel number, you need to include the dashes and use capital letters. (ex. 123-12-1234).
« Youwill not be able to add a parcel manually:

When finished adding a location, select Next.

In the address field provide the gperating location for the business (mabile units should use their commissary address; farmers' market permits should use the market address).

Add
Location

+

REQUIRED




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-”

Add Address As  Location W

SEARCH L

Select All m 1
Pﬁlunu, IL 61880

»

If the address is correct on the next screen, click “Next.
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Locations

LOCATIONS

prompts to add your. {sh. Ffa parcel s ts ddress, i wil ically populate.

be acvised

* Do rnetindude a period at the end of the direction [ex N, 5. E. W)

itorleavait 2801W/ 2801 Durange)

fex.123-12-1234).
- Youwill not be able to add a parcel manually.
When finished adding a location, select Next.

In the address field provide the pperating location for the business {mobile units should use their commissary address; farmers' market permits should use the market address).

Type: Location Parcel Number
L JR3E
Main Address Main Parcel

Create Template Save Draft




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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Locations Tyee

SITEDETAILS.

* Camiptiny Type: Limited Lisbility Company

TaxID

Industry Select Industry Classification
Classification(s)

OPERATIONAL PERMIT DETAILS

‘Operational — =
Permit Type

Description

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 magnifying glass 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. Fill in all required information and click

on “Next.”
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Lozations Type. Contaots Mare info
MORE INFO
feod storsge, bars v nacunite
storage sreas)
Food Establishment Information | Top | Main Menu

Owner name (f different from
applicant)

Owner Mailing address

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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Locations Type: Contacts More Info Attachments

Menu SOP (Standard

Operating...
Add Attachment
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‘Supported: pdf. jpg. pna. jpeg.
i, 4, doc, docx, 1l alex.
e, g, zip. car. xl dof._

Add Attachment Add Attachment

REQUIRED REQUIRED




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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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 Type Cortacts, More Info Anachments Signature Review and Submit

Locations
Location . Pesotum, 1L 61863
Parcel Number

Basiclnfo
Company Name -l
Company Type Limited Liability Company
Site Description
DBA
Location Environmental Health
‘Operational Permit Type Plan Review - Change of Ownership
Description

Industry Classification(s)

Applied Date 01/09/2026

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!

Your application has been successfully submitted and is pending.



