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SUBMITTAL GUIDE FOR FOOD SERVICE PERMIT 
(This guide is designed to assist you through the online application.) 

 
IMPORTANT: You can save your application as a draft during the application process. You will 
see “Save Draft” in the bottom right corner. You can find the permits saved as drafts on the 
Dashboard. 
** Do not hit the back button on your browser. This will cause you to have to start over. **   
 

1. Click on the link to the Permit Portal. www.wake.gov/permitportal 
**Google Chrome is the recommended browser** 
 

2. Create an account. Once you have created an account, log into the Permit Portal. If you 
need assistance with how to create an account, click “How-To Guides” on the dashboard.   

 
 

3. Once logged into the Permit Portal, click “Apply” on the Home page: 

 
 

4. Using the Application Assistant search engine at the top, start typing “food” then click 
Enter. You will see “Food Service Permit” in the results. Click “Apply”. 

https://wakecountync.sharepoint.com/sites/ES-EHSDivisionManagers/Shared%20Documents/General/Plan%20Review/EnerGov-EPL/Submittal%20Guides/www.wake.gov/permitportal
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5. There are 6 steps to complete to submit an application:   

• Step 1 – Locations 
o Click “Add Location”  
o On the next screen, search for the physical address of the location using 

only the street number and name (do not enter the street type).   
▪ If the address is not found, please search for the closest match. 

Once the address is located, click the “Add” button. 

 
o After adding a location address, click “Next.” **If you want to complete the 

application later, you can click “Save Draft” at any time throughout the 
application steps.   
 

• Step 2 – Type  
Enter the name of the facility in the description box. Then click the “Next” button. 
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• Step 3 – Contacts  

If applicable, add any additional contacts related to the project by clicking “Add 
Contact”.  Otherwise, click the “Next” button.  

• Step 4 – More Info 
Answer all applicable questions. This information cannot be edited later. The 
more information accurately provided helps us understand the nature and scope 
of the project. Acknowledge the disclaimer, then click the “Next” button when all 
fields have been completed. 

• Step 5 – Attachments 
The following documents must be included in your application submittal (PDF 
files are preferred): 

1. Proposed menu. 
2. Equipment manufacturer specification sheets. 
3. Site plan. 
4. Building plans – Complete set of plans drawn to scale showing the 

placement of each piece of food service equipment, storage areas, and 
trash can wash facilities.  Plans must include general plumbing, 
electrical, mechanical and lighting drawings and room finish schedules. 

• Step 6 – Review and Submit 
Review the information displayed that you have entered and make any needed 

changes. Use the blue  and  buttons to move through the 
application to make any changes. Remember the application can also be saved as 
a draft and revisited later.  Otherwise, click “Submit”.  
 

6. Your application has now been submitted.  Click “Continue to permit.” 
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7. A Permit Number will appear near the top of the screen.  You will also receive an email 

stating your “Your recent Wake County application is in process”. 
 

8. Once your application has been received, Plan Review staff will review the documents 
submitted within two business days. If applicable, you will be invoiced for the $250 Plan 
Review fee. You will receive an email entitled “Fees Assessed”. Upon receipt of this invoice, 
navigate to My Invoices from the Permit Portal Dashboard.  “Add to Cart” to pay the fee.  

 
9. Click “Check Out”. Fill in “Payment Details” and click “Process Payment”. 

 
10. You will receive an email from MyGovPay showing proof of payment. 

 
11. You can review the status of your permit at any time when logged into the Permit Portal. 


