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TEMPORARY FOOD LICENSE – EVENT PLANNING CHECKLIST
The following information is intended as an event planning guide for obtaining a Temporary Food Service License.  Contact the above number with any questions prior to the event.

30 DAYS PRIOR TO THE EVENT:
< 
Application for Temporary Food License and fee must be submitted to the Department of Public Health (DPH) at least 30 days prior to the event
< 
All foods to be served must be listed on the license application.

< 
Set-up time and service time must be noted at the top of the license application.

SEVERAL DAYS PRIOR TO THE EVENT:
< 
Speak with or attend a meeting with a DPH representative to discuss the event.

< 
All foods must be obtained from an approved source, i.e., grocery store, restaurant, USDA-inspected meat.

< 
Drinking/cooking water must be provided from an approved source.  Note: Garden hoses may NOT be used.

< 
All food preparation is to take place on the site the day of the event.  Note: Home prepared food will NOT be allowed.

< 
Food must be prepared PRIOR to the event at a licensed facility. Location: 


G Permission letter.

< 
Hot and cold food must be transported and stored in a manner to maintain required temperatures at all times.

< 
Thermometer with a range of 0-220EF, accurate to ±2EF, must be used the day of the event.

< 
Gloves or utensils must be used to prevent bare hand contact with ready-to-eat food.

< 
Hair restraints (hats or hairnets) must be worn by all people who will be handling food.

< 
Temporary hand-washing supplies must be obtained:

$ 

Water container with free-flowing spigot
$ 

Bucket for waste water

$ 

Hand soap

$ 

Paper towels

< 
Spray bottle or bucket with bleach water must be used to sanitize surfaces and utensils.

< 
Extra utensils must be provided for replacement to minimize the need for repeated washing, rinsing and sanitizing.

< 
Provisions must be made to keep hot food above 140EF at the serving site.


Method to be used: 

< 
Provisions must be made to keep cold food below 41EF at the serving site.


Method to be used: 

Note: If using ice to keep food cold, product must be completely surrounded by ice on all sides.

< 
Must have an adequate supply of equipment available to store and handle raw food separately from cooked food.

< 
All pans/roasters must be made of stainless steel or Teflon.  Note: Enamel roaster pans are NOT allowed.

< 
Tables or other shelving must be available at the site for keeping food and supplies off the ground or floor.

< 
Flooring or ground covering is to be located in the area of food preparation and storage.

< 
An overhead roof or canopy must be located above the food preparation and storage area.

< 
The temporary food license must be posted securely at the site in view of the public.

< 
A designated person must be in charge of the food operations for the entire length of the event.

< 
A person who is not handling food should handle the money (recommended).

< 
There must be a place at the site to properly dispose of wastewater.

DAY OF THE EVENT:
< 
Everything must be set up and ready for inspection at the time that was listed on the license application.

< 
All of the required supplies must be transported to the site of the event prior to prep and serving times.

< 
All food workers must be healthy and informed of proper food handling procedures.

< 
All food workers must be aware that there must be NO eating, drinking or smoking in food prep areas.

< 
The number of people in the food area must be limited to those who are working at the event.

< 
Food temperatures must be monitored with the food thermometer and charted routinely (see “Food Temperature Chart”).

< 
Toxic items must be stored separately from food.

< 
Trash containers must be located outside of food service area.
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