How to apply for an annual Temporary Food permit (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 “Temporary” into the search bar and select either Temporary Food Permit—1 Day or

Temporary Food Permit — 2 to 14 days.
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Application Assistant
Temporary| B
Temporary Food Permit - 1 Day

Temporary Food Permit - 2to 14 days

» Show Categories Show My Templates

Once you have selected the correct application, click on “Apply”
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Temporary Food Permit - 1 Day
Category Name: Description:

Temporary Food Permit-1 Day: A permit that is required to operate a food service operation for a

Temporary Food Permit
limited period, often at a special event or temporary location.



On the next page you will need to select the company type, then click on the plus sign
below that.
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Apply for Operational Permit - Temporary Food Permit - 1 Day *REQUIRED

Select or create the business for this application

Test Kitchen Select Company Type v

Sole Proprietorship

Create New

Business During

Status: Applied Application

»

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 is tied to that address, it will automatically populate.
‘When searching for an address please be advised of the following:
» Do notinclude a period at the end of the direction (ex. N, S, €, W).
« Do not spell out the end of a street name; use the abbreviation for it or leave it off altogether (ex. 2801 W Durango 5t or 2801 Duranga).
« When searching for a parcel number, you need to Include the dashes and use capital letters, (2x, 123-12-1234),
* You will not be able to add a parcel manually.
‘When finished adding 2 location, select Next.

In the address field provide the operating location for the business [mobile units should use their commissary address; farmers’ market permits should use the market address).
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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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Locations

LOCATIONS
Follow the prompts to add your address(es) or parcel number(s). If a parcel s tied to that address, itwill automatically populate.
‘When sesrching for an address please be advised of the following:
« Do ot include = period at the end of the direction (ex. N, 5, E, W),
= Do not spell out the end of a street name; use the abbreviation for t or leave it off altagether ex. 2801 W Durango St or 2601 Durango).
= When searching for a parcel number, you need to include the dashes and use capits! etters. (ex. 123-12-1234).
' You wil not be able te aod a parcel manually.
‘When fin'shed adding a location, seiect Next,

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

Type: Location Parcel Number
g 1o/, 1L
61880
Main Address Main Parcel

Create Template Save Draft Next



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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DBA

Select Industry Classification

Industry
Classification(s)

OPERATIONAL PERMIT DETAILS

Operational = — B "
Permit Type

Description
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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 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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‘Add Contact As : Applicant
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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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Locations Type Contacts More Info

MOREINFO

Please answer 2l the following qusstions

Event Information Next Section| Top | Main Menu

“Organization or Business Name
*Personin Charge (PIC) Name
“PIC Email Address

*PIC Phone Number

“PIC Mailing Address
“Name of Special Event

*Event Location (street address and
city)

“List 2ll dates of Operation

“Start Time v

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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Logations Type Contacts More Info Attachments
Attachments
To upkoad required attachr elect Add Arachmen. Th it
e, & document lcading, then select Add Aniachmant The masimum fl size s 250mb. If your document exceeds that amount. please bresk up the
i y upl pessword
protecred. You urtil al requir chedt When finished adding atachments.select Next

Please be sdhised, s to provide additionsl dosumentation during the approval process for your application of renewal Pleasa upload

Add Attachment

Food Safety Training Layout Drawing

Add Attachment Add Attachment

REQUIRED REQUIRED

D - '@



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.”

Erable Type Sigrature

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 Contacts More Info Attachments Signature Review and Submit

Locations

Location S /oo, L5550

Parcel Number
BasicInfo
Company Name Food Giveaway

Company Type Hon-Profit

Site Deseription

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.



