
 
MOBILE FOOD ESTABLISHMENT PLAN REVIEW GUIDE 

Applicant: Please answer each question below with a complete response. This form must be completed 
in its entirety and submitted to Lee County Health Department (LCHD) for approval at least one month 
before the intended opening date.  Each establishment must meet all local and city regulations prior to 

operation.  

Additional information to be submitted: Floor plan, Commissary Agreement, Intended menu, Business license, 
Proof of Certified Food Protection Manager certification (if applicable), Allergen Awareness certification (if 
applicable). You can submit the completed plan review including all applicable documents via email to 
EHFAXES@lchd.com or to the following address: 

Lee County Health Department 
309 S Galena Ave. Suite 100 

Dixon, IL 61021 
 
 

The non-refundable plan review fee can be paid by calling (815) 284-3371 Ext 2121 to make a credit card 
payment over the phone or send checks to the above address. 

The initial consultation, preopening inspection, opening inspection, and review of plans are provided at a cost of 
$50.00.  This fee does not include the appropriate food service permit for that facility.   

Mobile Food Establishment Information 
Name Of Mobile Establishment:  

Owner / Operator Name: 

Business Phone:  Business Email: 

Owner/ Operator Home Address: 

Commissary Kitchen Street Address: 

City                                                         State                                                         Zip  

Best Contact Phone Number: Best Contact Email: 

 

 

 

Office Use Only 
Risk level determination: L    M    H 

Payment 
Type:  

Date 
Paid:  

Permit Number:  

Approval: Date Approved:  



Water Supply:  ☐ Public (city water)  ☐ Non-Community Well (Private well) Water sample results must 
be submitted to the department at least annually for those using non-community well water. 

Waste water Disposal:        ☐ Public (city sewer) Location:______________________________   
                                                          ☐  Private (Septic System) Location: __________________________ 

Days and Hours of Operation: 

 Hours of Operation What time does someone arrive to prepare 
food?  
 

Monday    
Tuesday    
Wednesday    
Thursday    
Friday   
Saturday    
Sunday   

 

Projected Opening Date:  

Definitions 

Mobile Unit: A mobile food unit is a food and beverage service establishment that is a vehicle-mounted unit, either 
motorized or trailered and readily movable without disassembling, for transport to another location. All medium 
and high-risk units shall have a commissary location for all aspects of a functioning mobile unit including, but not 
limited to, food storage, dry storage, obtaining fresh water, sewage disposal, and garbage disposal.  

Commissary Kitchen: A central, fixed, non-mobile food service establishment that meets the requirements of the 
Food Code and provides necessary support for the mobile food unit to operate in a safe and sanitary manner. It 
includes, but is not limited to, storage and preparation of food, storage of single-use items, garbage disposal, 
obtaining fresh water, and cleaning supplies.  

Certified Food Protection Manager (Person-In-Charge) : Must be onsite at all medium and high risk level 
establishments during operational hours. To be certified, kitchen managers must complete an ANSI accredited 
Certified Food Protection Manager certification that is obtained by taking an accredited course and passing 
an exam. Accredited courses may be available online, by local providers, or throu gh some local health 
departments. Certificates are valid for five years after successful completion of the cour se and passing the 
exam. Certificate must be onsite in the mobile food establishment.  

Allergen Training: All restaurant certified food protection managers must complete additional allergen 
training using an ANSI accredited provider within 30 days of employment and every 3 years after initial 
training. Certified food protection manager employees at high risk activity mobile establishments shall be 
certified in Allergen Awareness.  

 

 

 

 

 
 

STEP BY STEP PROCEDURES FOR OBTAINING A MOBILE FOOD ESTABLISHMENT PERMIT 



• The plan review application should be submitted a minimum of one month prior to opening. 
• All mobile food establishments except those considered to be ‘low risk’ shall have a Certified Food Protection 

Manager and a licensed commissary kitchen/servicing area from the initial day of operation.  
• Plan reviews can be submitted electronically to EHFAXES@LCHD.COM  
• All plumbing shall be installed and/or repaired by a licensed plumber.  
• A fire safety inspection must be performed by the Dixon Fire Department. This is required for all mobile units 

who plan to operate within the city limits of Dixon. The DFD will contact operators to set up the inspection.   

Step One: Initial Inquiry/Consult 

• Contact LCHD Environmental Department for a preliminary inspection. 
• Review both the Lee County and FDA food codes. Both codes are on our website at 

lchd.com/environmentalhealth  

Step Two: Submit Plans 

The following items must be submitted before plan evaluation:  

• Completed plan review application and plan review fee paid. 
• A labeled drawing of the mobile food establishment layout showing the location of major appliances, all sinks, 

doors, windows. 
• A copy of proposed menu 

Step Three: Review Process 

• The plans will be reviewed only after all of the above required documents and fees have been submitted to the 
department. *Please note: an incomplete application packet will be returned and may delay the approval 
process. * 

• Please allow up to 10 (ten) business days for the review of the plans. 

Step Four: Approval Process 

• Any changes to the submitted plans must be approved by this department.  
• Annual food permit and plan review fees must be paid before the permit can be issued.  
• Satisfactory water sample (if applicable for establishments using a private well) 

Step Five: Pre-Opening Inspection 

• A pre-opening inspection is used for questions/concerns regarding the establishment prior to opening. This does 
not meet your opening inspection requirements.  

• After plan approval, you may schedule a pre-opening inspection if needed. Items that require correction will be 
noted and provided to the owner/operator.  

• Pre-opening check list items must be completed. Pre-opening checklist can be found within this packet for 
reference.  

• Please allow seven (7) days when scheduling a pre-opening inspection.  

Step Six: Inspection and Final Approval  

• When the mobile establishment is finished, all equipment is in place and operational, and the pre-opening 
inspection has been completed, a final inspection may be scheduled prior to the opening. If the mobile 
establishment meets code and no major corrections are needed, a permit may be issued. The approval is given 
after the approvals of other regulatory agencies as described in this packet (fire department, plumbing 
inspection if needed).  

• Please allow seven (7) days when scheduling a preliminary/opening inspection.   
 

mailto:EHFAXES@LCHD.COM


General Construction Requirements: 

All requirements shall be NSF/ANSI, ETL, UL Sanitation Standard sealed, or an equivalent must be 
approved by this department.  

Mechanical Refrigeration: shall be provided for the storage of Time/Temperature Control for Safety Foods 
3-501.16, which is: 

a. Sufficient in capacity, and 
b. Capable of maintaining TCS foods at 40 degrees F or less, and in the case of frozen foods, 0 

degrees F or less. 

Hot Holding Storage shall be provided for the storage of cooked foods which is: 

a. Sufficient in capacity, and 
b. Capable of maintaining TCS foods at 135 degrees F or higher 

Floors, walls, ceilings, food prep surfaces like counters and tables shall be smooth, durable, non-
porous, corrosion resistant, and easily cleanable.  

All openings to the outside shall be screened or provided with air curtains and all doors shall be self-
closing and tight fitting. Windows and doors should be insect proof.  

Other requirements:  

A 3 Compartment Sink with drainboards 

Food products and clean utensils must be stored at least six (6) inches off ground. 

Food must be stored to prevent cross contamination.  

All potentially hazardous foods which had been prepared or opened and held under refrigeration for more 
than 24 hours must be date marked to ensure the product is not stored/kept for over seven (7) days.  

A handwash sink which shall be equipped with potable hot and cold running water, soap in a dispenser, 
and single-use paper towels. A handwashing sign shall be posted at the handwashing sink.  

A chemical test kit. 

Temperature Measuring Device  

Trash can(s) must be available.  

Shielded or shatter resistant lighting. Lighting must be adequate for operations.  

Equipment shall be installed so that it is easily cleanable from all sides and underneath. Equipment must 
be in clean and working condition.    

Water requirements: 

A mobile food establishment operator shall meet the following regarding Mobile Food Establishment 
water: 

a. A water source from an approved commissary shall be specified. 
b. Hot and cold water under pressure is required at all sinks. 



c. Hand sink must be located in the food prep area.  
d. Hot water shall be supplied at a minimum of 100 degrees F. 
e. Piping and fixtures should be designed for potable water. 
f. A licensed plumber shall install and maintain the water pipes and fixtures.  
g. Water inlet areas must be covered and protected from contamination. 

Holding Tanks shall be stored in a permanently installed retention tank at least 15% larger than the clean 
water supply tank. Liquid waste shall be disposed of at the commissary or a pre-approved location.  

Hoods shall be installed in all grease and/or smoke-producing cooking units. The exhaust system shall 
be an approved system. A fire department inspection is required.  

Disposable gloves (not including latex), deli paper, or utensils shall be used when handling ready to eat 
foods.  

Single-use items shall be used for the service of food and drink. 

All beverages and food items shall be obtained from an approved and permitted commissary 
kitchen. 

➢ Mobile Unit Plan Information 

Mobile food establishment type: ☐ Trailer     ☐Motor Vehicle    ☐ Pushcart        ☐Other____________ 

➢ Employee Considerations  
Exclusion and Restrictions: Is there a written policy to exclude or restrict food workers who are sick 
or have infected cuts and lesions?    ☐ Yes  ☐No 
(If marked No, Health Department will provide) 
Will toilet/restroom facilities be available within at least 200 feet?  ☐ Yes  ☐No 
Will there be storage facilities for employee’s personal belongings, including food:      ☐  Yes      ☐ No  
Vomit and Diarrhea Clean Up Policy: Is there a written policy for cleaning up vomit and diarrhea 
should there be an incident within the establishment?  ☐ Yes   ☐  No  
(If marked No, Health Department will provide)  
 

➢ Sinks  
Note: Handwashing sinks must be dedicated to that use only and designated with signage (Handwashing 
Only) Health department can provide signage if needed.  

 
Are handwashing sinks in each food preparation area and warewashing area?   ☐Yes ☐No  
Is there a 3-compartment sink with drainboards?  ☐Yes ☐No  
Where three compartment sinks are used for sanitizing pots, utensils, etc., is the largest piece of 
equipment able to be submerged?   ☐Yes ☐No  
Is there a food preparation sink?   ☐ Yes       ☐ No         ☐ N/A  
Is a mop sink present?  ☐ Yes  ☐No  
Is the mop hung up between uses?       ☐ Yes        ☐   No  
Will hot water of at least 85 degrees F be available on demand?  ☐ Yes        ☐   No 
 
 
➢ Sanitizer 

What type of sanitizer is used in the sanitizing compartment and for surfaces? (Mark all that apply)  
☐  Chlorine 
☐   Iodine 
☐   Quaternary ammonium 

 
 
 
 



 
➢ Insect and Rodent Control:  

Will all outside doors be self-closing and rodent proof?   ☐Yes ☐No  
Are screen doors provided on all entrances left open to the outside?  Yes      No      
Do all openable windows have screening?    ☐Yes ☐No  
Is the area around the mobile unit clear of unnecessary brush, litter, rubbish, and pest/vermin 
harborage?    ☐Yes ☐No      
Do you have a contract with a pest control operator?  ☐Yes ☐No  
If yes, please list their contact information:  

 
 

 

➢ Vent Hoods 
Is there a ventilation hood system?    ☐ Yes  ☐No 
Do you have a contract with a hood maintenance company?   ☐ Yes  ☐No 
If yes, please list their contact information:  

 
 

How often will it be inspected? ______________________________________________________ 
Has the hood and structure been inspected by the fire department? ☐ Yes ☐No 
 

Approval of these plans and specifications by LCHD Environmental Health Division does not constitute 
endorsement or acceptance of the completed establishment (structure or equipment). A pre-opening 
inspection of the establishment with equipment in place and operational will be necessary to determine if 
the establishment complies with the local and state laws governing food establishments. 

Approval of these plans and specifications by the LCHD Environmental Health Division does not indicate 
compliance with any other federal, state, or local code, law, or regulation that may be required.   

The applicant has attached the following items requested within this Plan Review Application.  

 Completed food establishment Plan Review Application 
 Completed Application for Food Permit with appropriate category fee at least fourteen (14) days prior to 

opening inspection. 
 Copy of Mobile Food Establishment Menu 
 Commissary Kitchen agreement with a certified kitchen  
 A diagram of the Food Establishment (example provided) 

*Include the following in a scaled drawing: hand sinks, 3-compartment sink, cooking equipment, 
cold holding equipment, hot holding equipment, food preparation equipment, food storage  

 Non-Refundable Plan Review application fee of $150 

Statement: 
I hereby certify that the above information is correct, and I further understand that any deviation from the above 
without prior permission from the LCHD Health Division may void final approval.   
 
                    
Signature of owner(s) or responsible representative(s) 
 

 
Print name(s) of owner(s) or responsible representative(s)  
 

Date:  

 
 
 

 



 
MOBILE FOOD ESTABLISHMENT FLOOR PLAN EXAMPLE 

At minimum, please include all major appliances, sinks, food prep areas, cooling and hot holding equipment, 
doors, and windows. Please include any exterior components.  

  

 
 
 

 
 

 



 

Commissary Sharing Agreement 
Commissary Information 

Name of Business: _____________________________________________________________ 

Address: __________________________________ City: _________________Zip: __________ 

Owner Name: _____________________________ Phone number: _______________________ 

Email: ___________________________________ Business hours: _______________________ 

 

Food Operator Information 

Name of Business: ______________________________________________________________ 

Owner Name: _____________________________ Phone number: _______________________ 

Email: _______________________________Commissary Hours of Operation: _______________ 
 

 

• Food establishment licensees are responsible for correcting health code violations on equipment provided to the 

food operators and the facility. 

• Food operators are responsible for correcting health code violations on their own equipment. 

• The food establishment operator shall notify Lee County Health Department if there are any changes to this 

agreement. This agreement must be renewed yearly and is not transferable. 

 

Commissary Owner    __________________________        _________________________    _________ 
Print                                                                       Sign                 Date 

 

Food Operator    ___________________________       __________________________    __________ 
Print                                                          Sign              Date 

 

 

309 S. Galena Avenue, Suite 100, Dixon, IL 61021   P: 815-284-3371 F: 815-288-1811 

ehfaxes@lchd.com  

 www.lchd.com 

A licensed commissary is a fundamental part of a mobile food establishment’s operation.  

Requirements may vary depending on the menu, food preparation activities, and design of the mobile 

food establishment.  Indicate which of the following items will be available for use at the commissary: 

   

 

 

   

 

** Provide a layout of commissary showing food service equipment and storage to be used. 

 

 

 

 Hand Sink 

 Three Compartment Sink 

 Food Prep Sink 

 Mop Sink 

 Dry Storage Space 

 
 

 Refrigeration Space 

 Freezer Space 

 Cooking Equipment 

 Preparation tables/Equipment 

 Other: ___________________ 

mailto:ehfaxes@lchd.com
http://www.lchd.com/


 

MOBILE PRE-OPENING INSPECTION CHECKLIST 

 

Establishment name_________________________________________________________________________ 

Address_________________________________________________________ Phone number_____________ 

Owner’s name____________________________________________________ Phone number_____________ 

Owner’s address____________________________________________________________________________ 

Menu Items________________________________________________________________________________ 

Commissary Information 

Name_____________________________________________________________________________________ 

Address_________________________________________________________ Phone number_____________ 

Commissary sharing agreement received___________ 

Water type:   Public water__________ Private well__________ Test Results (every 6 mos.) _________ 

 

 

CONSTRUCTION 
            Mobile unit is constructed of corrosion-resistant durable materials 
 Counters and tables are designed and fabricated for durability and are 

resistant to denting, buckling, pitting, chipping, and crazing 
     Mobile unit has easily cleanable floors, walls, and ceilings 
 All lighting is shielded or protected and provides at least 20 ft. candles of 

light. 
 Effective control measures are used for pest control 
 Mobile unit is equipped with insect-proof windows/doors 

 Floors Walls Ceiling Coving 
Food Prep Area     
Food Service      
Food Storage     



MOBILE PRE-OPENING INSPECTION CHECKLIST continued… 

 

 

PLUMBING 
            Hand sink with soap, paper towel, signage in unit  
 Hot/cold running water is provided to all sinks in unit 

     Hot water heating device is provided and capable of producing hot water 
to meet supply demands of the food operation in unit    

 3 compartment sink with drain boards/counter space is provided in unit  
 Liquid waste storage tank (gray water) is 15% larger than clean water tank 
 Plumbing is constructed of approved materials and performed by 

licensed plumber  
 Water inlet is located (protected) so that it will not be contaminated 
 Liquid waste servicing connection is of a difference size than water 

connection  

EQUIPMENT 
 Equipment is installed to be easily cleanable from all sides and 

underneath 
 Equipment is clean and in working condition 
 Adequate facilities are available for refrigerated food storage at 40F or 

below 
 Thermometers are available (in equipment and for food) 
 Equipment and food temperature logs 
 Adequate facilities are available for keeping hot foods at 135F or greater  
 Ice used for human consumption is stored separately from food/food 

containers  
 Equipment is NSF approved  
 Test strips and sanitizer available  
 Lidded and waterproof trash can(s) available. Must be large enough to 

hold not more than one day’s worth of refuse.  
 Unit is operated out of an approved and licensed commissary 
 Unit operators have access to restrooms 

OTHER 
 No Smoking signage  
 HAACP plan if applicable  
 Body fluid clean up policy/kit/components 
 Employee Health Policy 
 CFPM/Permit posted conspicuously   
 Consumer Advisory/Allergen documents posted (if applicable)  


