
 
 
CREATING AN ACCOUNT  
 
You can get to the online portal through our Starting a Food Business webpage.  

• Click the Apply Online button. 

• This will take you to the sign in page.  

• Click I want to register. 

• Create an Account: 
o Enter in your name and email address. 
o Create a username and password for your account.  
o Click Register.  
o You will receive a confirmation email. 
o Click the confirmation link. 

 
 
 
 
DOWNLOADING AND FILLING IN THE APPLICATION  
 

• Go to the sign in page and sign in. 

• This will take you to the home page of the online portal.  

• Start the application process:  
o Click Food Plan Review. 
o Choose which type of plan review application you need. For a 

new restaurant, choose General Food Plan Review. 
o This will take you to the Plan Review Overview page. This first 

page reviews the application process.  
o Click Next to move through the pages. 
o The second page describes the different 

Types of plan review.  
o The third page goes over the Plan Review 

Checklist. This page includes links to the 
General Plan Review Guide and The 
Application packet. The checklist describes 
what needs to be turned in to complete the 
application online. There are also 
supplemental documents listed that need to 
be included with the application. For each 
supplemental document, there is a link to a 
sample so you can see what the plan 
reviewers are expecting. 

o Once you have reviewed the checklist and 
are ready to download the application 
packet, click the Application Packet link 
located above the checklist. 

o This link opens the fillable application 
packet.  

o Save the application packet to your computer to fill in.  
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o Once it is saved to your computer, sign out and complete all required documents. Do 
not continue until you have all the required documents ready, including the 
supplemental documents. 

 
TURNING IN THE APPLICATION ONLINE 
 
Once you have the packet and supplemental materials ready, sign in to the online portal. Click Next 
to move through the pages. 
 

 
 

• Click Next until you reach the Establishment section, fill in: 
o The restaurant name. 
o The restaurant address.  
o The name of the Building Inspection Agency. 

• On the Owner page, fill in: 
o The owner name, which must be the same as the business license.  
o The owner address. 
o The owner contact information.  

• On the Contact page, fill in the information of the person that the plan reviewer will 
communicate with during the plan review process: 

o Name. 
o Address. 
o Contact information.  

• On the Project Description page briefly describe the scope of the project for your application. 

• On the Attachments page, attach the application and supplemental documents that you 
prepared earlier. For each document: 

• Click Choose. 

• Select the document. 

• Click Open. 
 

 
 

• Once all the documents are uploaded, click Next. 

• The Payment page will show the plan review fee. Click Next.  

• The Review page will show all the information you entered and uploaded. Review the page for 
accuracy.  
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• If there is any information that is incorrect, click the Previous arrow to go back through the 
pages or click the page title of that page you want to go back to and edit.  

• If the information is correct, click the Submit to turn in your application. 
 
CHECKING APPLICATION STATUS ONLINE 
 
The plan review process can take several weeks. To check your application status online: 

• Go to the Starting a Food Business webpage.  

• Click the Check Application Status button.  

• This will take you to the Application Status page. 

• Enter the Applicant Name or Facility Name. 

• Click Search to check the status of the application. 
 

 
 
CONTACT US 
 
If you have any questions, please contact our Food Safety team: 
Email Food.Safety@snoco.org or call our Food Safety voicemail line: 425-339-8730 
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