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Note to Food & Beverage Co-Chairs 2011 

 

Greetings 2011 F&B Co-chairs!  (Removed for Client Confidentiality) and I have put together the 

following packet to help you with your very important task of running the F&B Committee. The 

material comes from many sources ɬ past F&B co-chairs, other committee members, and our 

experience as F&B Co-chairs in 2010.  It was a lot of fun to be part of the Halloween Festival, 

and we have put this together as a labor of love to pass on to you.   

 

We have included in this packet a CD with soft copies of this guide as well as other documents 

you need for solicitations, organization, etc.  Please freel free to contact us if there is anything we 

can do to help.   

 

Best of luck, 

~ Removed (Client Confidentiality) 

 

 

 

F&B Co-Chairs 2010 

 

   This information has been removed for Client Confidentiality. 

 

 

F&B Committee 2010 

 

This information has been removed for Client Confidentiality. 

 

 

And a special thank-you to (This information has been removed for Client Confidentiality).
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Pre-Halloween Festival 

Donations 

Donation  Solicitation s 

Please find below the updated vendor list from the 2010 Halloween Festival,  

with contact information and items donated. 

 

We found it helpful to keep an updated Excel spreadsheet of contact information and items donated by 

each vendor, as well as vendors who were unable to donate in 2010, but asked us to contact them in future 

years. 

 

 

Company  Contact Name 
Contact 

Information  

Items 

Donated in 

2010 

Application 

Procedures 
Notes 

 

 

This table has been removed to protect Client Confidentiality.
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                  Clo the Cow 

 

 

 

Clo the Cow donated by Clover Stornetta 
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Donor Solicitation Letter  

Use this letter to send to potential donors in order to solicate donations for the event. 

 

 
 

 

 

 

 

DATE 

 

NAME 

ORGANIZATION 

ADDRESS 

CITY SATE ZIP 

 

Dear CONTACT, 

 

This fall, the Volunteer Committee ɬ the (removed for Client Confidentiality) ,ÜÚÌÜÔɀÚɯall-volunteer fundraising auxiliary ɬ is 

hosting its Annual Halloween Festival  on October 17th and 18th .  [YOUR COMPANY] has been a generous supporter of this event 

in the past, and we are hopeful you will donate again this year.  This much-anticipated Halloween festival, now a Bay Area 

tradition, each year welcomes more than 5,000 people to our campus, transformed into a Spooktacular and Faboolous Halloween 

carnival.  Clad in costumes, children enjoy train rides, live performers, games, activities, a haunted house, pumpkin patch, petting 

zoo and more!  In addition to being a terrific celebration for the community, this event is a major fundraiser for the museum: all 

×ÙÖÊÌÌËÚɯÉÌÕÌÍÐÛɯÛÏÌɯ,ÜÚÌÜÔɀÚɯÌËÜÊÈÛÐÖÕÈÓɯ×ÙÖÎÙÈÔÚȮɯÌßÏÐÉÐÛÐÖÕÚɯÈÕËɯÊÖmmunity outreach programs.  

The (removed for Client Confidentiality) museum is a one-of-ÈɯÒÐÕËɯÐÕËÖÖÙɯÈÕËɯÖÜÛËÖÖÙɯÊÏÐÓËÙÌÕɀÚɯÔÜÚÌÜÔȭɯɯ3ÏÌɯ,ÜÚÌÜÔɅÚɯÜÕÐØÜÌɯ

programs feature hands-on art, science and environmental exhibitions, performances, special events, cultural festivals and ongoing 

educational curricula... all with a focus on fun!   More than 300,000 children, parents and educators from throughout the (removed 

for Client Confidentiality) visited the museum in 2008, with one-quarter of those coming through free or subsidized admission and 

education programs.   

3ÏÌɯ,ÜÚÌÜÔɯÐÚɯÙÌÊÖÎÕÐáÌËɯÈÚɯÛÏÌɯÓÌÈËÐÕÎɯÊÏÐÓËÙÌÕɀÚɯÔÜÚÌÜÔɯËÌËÐÊÈÛÌËɯÛÖɯËÌÝÌÓÖ×ÐÕÎɯÊÏÐÓËÏÖÖËɯÊÙÌÈÛÐÝÐÛàȮɯÕÜÙÛÜÙÐÕÎɯÍÜÛÜÙÌɯ

generations of creative thinkers and innovators. With this emphasis on creativity through play, we encourage children ages 6 

months to 8 years to develop into curious, creative, adventurous lifelong learners and explorers.  

As a member of the Volunteer CommitteeȮɯ(ɯÈÔɯ×ÓÌÈÚÌËɯÛÖɯÐÕÝÐÛÌɯàÖÜÙɯ×ÈÙÛÐÊÐ×ÈÛÐÖÕɯÈÎÈÐÕɯÐÕɯÛÏÐÚɯàÌÈÙɀÚɯHalloween Festival.  We are 

currently seeking a donation of [DONATION] for our Halloween Festival [AREA i.e., raffle].  The participation of [YOUR 

COMPANY] would make a tangible difference in the success of this event ɬ and the continued success and growth of the Museum.  

Plus, with your donation, your company will benefit from excellent visibility among a target market ɬ young and growing families 

ɬ with your name appearing on [DONOR APPROPRIATE PUBLICITY BENEFITS]. 

Thank you for your consideration.  I will contact you in a few days to answer any questions you may have and to seek your 

assistance in this worthwhile effort. 

 

Sincerely, 

Ȼ"ÏÈÐÙɯÔÌÔÉÌÙɀÚɯÕÈÔÌȼ 

Volunteer Committee 

[P:  chair phone], [F:  chair fax] 

[Chair email] 

Children’s Museum 
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Example of Donation Letter  
 

 
 

 

DATE 

 

NAME 

ORGANIZATION 

ADDRESS 

CITY SATE ZIP 

 

Dear CONTACT 

 

This fall, the Volunteer Committee ɬ the (removed for Client Confidentiality) ,ÜÚÌÜÔɀÚɯÈÓÓ-volunteer fundraising auxiliary ɬ is 

hosting its Annual Halloween Festival  on October 16th and 17th.  This Halloween festival welcomes 5,000 people to our campus, 

transformed into a Spooktacular and Faboolous carnival.  Clad in costumes, children enjoy train rides, live performers, games, 

activities, a haunted house, pumpkin patch, petting zoo and more!  In addition to being a terrific celebration for the community, 

this event is a major fundraiser for the museum.  

The (removed for Client Confidentiality) Museum features hands-on art, science and environmental exhibitions, performances, 

special events, cultural festivals and ongoing educational curricula... all with a focus on fun!   More than 300,000 children, parents 

and educators visited the museum in 2009, with one-quarter coming through free or subsidized admission and education programs.   

Donation Request & Detai ls 
 

"ÖÜÓËɯàÖÜɯ×ÓÌÈÚÌɯÏÌÓ×ɯÜÚɯÉàɯËÖÕÈÛÐÕÎɯÈɯÎÐÍÛɯÊÌÙÛÐÍÐÊÈÛÌȳɯ ÓÓɯ×ÙÖÊÌÌËÚɯÍÙÖÔɯÛÏÌɯÚÈÓÌɯÞÐÓÓɯÉÌÕÌÍÐÛɯÛÏÌɯ,ÜÚÌÜÔɀÚɯÌËÜÊÈÛÐÖÕÈÓɯ×ÙÖgrams, 

exhibitions and community outreach.  Further details as follows: 

¶ The event takes place October 16th and 17th at the museum (removed for Client Confidentiality). 

¶ The (removed for Client Confidentiality) ,ÜÚÌÜÔɀÚɯÛÈßɯ(#ɯÕÜÔÉÌÙɯÐÚȯɯɯ(removed for Client Confidentiality) 

¶ Approximately 5,000 children and their families will be attending this annual event 

 

Costco Acknowledgement 
 

You will benefit from excellent visibility among a target market ɬ young and growing families ɬ with your name acknowledged in: 

¶ Our email newsletter, reaching 10,000 (removed for Client Confidentiality) residents 

¶ The Halloween Festival map distributed to 5000+ attendees 

¶ The 2010 (removed for Client Confidentiality) Museum Annual Report 

 

Your participation would make a tangible difference in the success of this event ɬ and the continued success and growth of the 

Museum.   

 

Sincerely, 

 

(Removed for Client Confidentiality)  

Volunteer, Volunteer Committee 

Co-Chair, Food & Beverage 

Children’s Museum 
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Donation Certificate  

 

Upon pickup of goods from the vendor, you will need to bring a completed donation form and have the 

vendor sign it.  Return the form to (removed for Client Confidentiality) (contact info on last page of this 

packet). 

 

Donation Certificate  

 

 

 
 

 

 

PLEASE COMPLETE ENTIRE FORM 

 

Date:                        Donor Contact Name                          Phone                                      

 

Donor/Business Name:     

 

Donor Address:          

 

Mailing Address for Acknowledgement letter (if different):   

 

Item Donated:                                 

 

Item Description:                                 

 

 VALUE :      

 

Special Instructions or limitations    

 

Deadline for use:    

 

Pick-up Instructions:    

 

(  ) This form is my certificate.  

 

(  ) My own gift certificate is enclosed.  

 

(  ) I have no items to donate, but enclosed is my check for:      

 

Signature of donor:         Date:     

Volunteer Committee  Contact:                            Phone:      

 

Please return this signed form to:  

Removed for Client Confidentiality 

Events Planner and Volunteer Liaison 

Halloween Festival 

Removed for Client Confidentiality 

Children’s Museum 
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Donation Pick-up 

We created a pickup Master-list and distributed it to Committee Members who helped with pickup, as 

well as to (removed for Client Confidentiality), so that she could coordinate drop-off times at the 

Museum. 
 

Donations: Master Pickup List  

 

F & B  

Master Pickup/Delivery List 

DONE 

Sponsor 

or Food 

Store 

Committee 

Member 

Responsible 

Delivery/Pickup 

Time/Dates 

Pickup Details (for 

further details see 

Ɂ/ÐÊÒ-Ü×ɂɯ

Worksheet 

Vendor Contact Donation/Items 

 

Rest of table removed for Client Confidentiality 
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Health Certificate 

Health Inspector 

¶ Filing Permit 

o Get Community Event  and Temporary Food Permit application from (removed 

for Client Confidentiality) 

o 4ÚÌɯ×ÙÐÖÙɯàÌÈÙɀÚɯÈ××ÓÐÊÈÛÐÖÕɯÍÖÙɯÎÜÐËÈÕÊÌ 

o Check with Chair of the Halloween Festival that regarding all other foods 

brought in for Halloween Festival be included in application-"ÖÕÕÌÊÛÐÖÕɀÚɯ

lunches 

o Go to Civic Center in (removed for Client Confidentiality) 

o Bring check ɬ last year $217 ɬ get reimbursement form from Museum Liaison 

¶ Day of Prep 

o List all main vendors ɬ ÚÌÌɯ×ÙÐÖÙɯàÌÈÙɀÚɯÈ××ÓÐÊÈÛÐÖÕɯɬ must fill out application for 

popcorn ɬ did not do this last year ɬ billed $63 penalty 

o Learn the following for inspection day ɬ Saturday of Halloween Festival, around 

10 am 

o Hot dogs and sausages must be at least 165 degrees 

o Food must be at least 135 degrees 

o All ice chests must be off the ground ɬ ask Scott, Operations ɬ he made risers  

o Hand washing station = one water jug with spout, one bucket, hand soup 

o Utensils washing station = 3 buckets ɬ one with soapy water, one with bleach, 

and one clean water 

¶ Day of Health Inspection 

o Must show inspector all refrigerators, the drain in tent, the hot water in 

bathrooms (may have to ask Scott to change temp ɬ it can be colder due to the 

use by children) 

o Must have thermometer for cooked food  

o Everyone must wear latex gloves 

o Chafing dishes must have lids 

o Grill must be blocked off ɬ either by hay bales or barricades 

o Tarp must cover floor tent 

o You can serve food before inspector gets there Saturday morning 

o No food or paper products can be on the ground 

¶ Health Inspector Contact Information 

 

(Removed for Client Confidentiality) 
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Temporary Food Facility Permit Application  

The documents below are for informational purposes only. They are just samples of what you 

can expect to fill out for the event. 

Sample of Temporary Food Facility Permit Application 

Page 1 
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Page 2 
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Page 3 
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Page 4 
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Page 5 
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Food Booth (Temporary Food Facility) Operation Requirements  

Again, this document below is for informational purposes only as a sample of what you can expect to fill 

out for the event. 

Sample Food Booth (Temporary Food Facility) Operation Requirements  
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Food & Beverage Staffing 

In 2010, we had 3 active members of the F&B Committee (in addition to the Co-Chairs) who helped with 

the permit, solicitations and inventory, etc.  Since a couple of our 3 members were travelling in the month 

leading up to Halloween Festival, we were a bit short-staffed.  (Removed for Client Confidentiality) and I 

handled the solicitations and donations ((removed for Client Confidentiality) took care of (removed for 

Client Confidentiality) for us), signage, budgeting, accounting for purchasing and inventory, donated-

item pickup logistics, and did pickup. (Removed for Client Confidentiality) took charge of the food permit, 

and (removed for Client Confidentiality) helped with pickup and purchasing.  We all did set-up and 

breakdown.  In the future, an F&B staff of 5-6 full active members (plus Co-Chairs) is a good total 

number.   

Because we were short-staffed right before Halloween Festival, 5-6 members of the Committee helped with 

donation pickup, which was wonderful.  Pickup can be tricky because Donors sometimes have very 

narrow time slots for pickup (e.g., in the case of (removed for Client Confidentiality) in 2010, they wanted 

us to pickup items before August 1 because they preferred to not pay for storage for the whole month).  So 

we have to work around their schedules and sometimes find F&B members who can pickup ÖÕɯÈɯÔÖÔÌÕÛɀÚɯ

notice. 

¶ On-site Setup:  4 people 

¶ Day Of: 

o Coffee Table - 1-2 Volunteers with cash box 

o Popcorn Table - 2 Volunteers with cash box 

o Main Food Tent - 9 Volunteers   

Á 4 Volunteers as cashiers 

Á 5 Volunteers as food runners (2 for drinks, 2 for hotdogs, 1 floater) 

¶ On-site Breakdown:  4 people 

 

Food & Beverage Committee List 2010 

First  Last Email  Role Cell  Home/Work  

 

Table removed due to Client Confidentiality 
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Inventory & Purchasing 

A month before Halloween Festival, a Committee member will need to check inventory at (removed for 

Client Confidentiality) ÐÕɯÛÏÌɯɁÚÏÌËɂɯÛÖɯËÌÛÌÙÔÐÕÌɯÞÏÐÊÏɯÎÖÖËÚɯÈÙÌɯÈÝÈÐÓÈÉÓÌɯÍÙÖÔɯÛÏÌɯÍÖÙÔÌÙɯàÌar. We 

purchased missing/necessary items from (removed for Client Confidentiality) (plastic knives, baskets, 

etc.) 

 

Members who make purchases can fill out a Reimbursement Form and submit to (removed for Client 

Confidentiality). 

Sample Reimbursement Form 

Form removed due to Client Confidentiality 
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Inventory List  

 

ITEM  LOCATION  QUANTITY 

USED 

QUANTITY 

STORED 

INVENTORY 

QUANTITY  

PURCHASE 

QUANTITY  

COMMENTS  

Removed for 

Client 

Confidentiality 

   As of 9/9/10 On 9/27/10 *We started w/500 

sodas* 

Tangerine 

Lime 

  2-24 packs 2-24 packs   

Black Cherry   2-24 packs 2-24 packs   

Manadrine 

Lime 

  2-36 packs    

Chry Van 

Crème 

  2-36 + 2-6    

Variety Packs    20-36 packs   

Removed for 

Client 

Confidentiality 

      

Blackberry   4-12 packs n/a   

Mango / 

Grapefruit 

  5-12 packs n/a   

Watermelon   3-12 packs n/a   

Regular Water   17-24 packs 18  Started w/60 cases 

Plates  1268 7-276 packs 3-276 3200  

Hot Dog Buns  792 2-24 packs 0 Purchasing 

week of event 

 

Terry Cloths   3 0 4  

Box of Forks   1 1 very large bin 0  

Tube of Forks   1 1 very large bin 0  

Box of Knives   1 1 very large bin 0  

Aluminum 

Foil Boxes 

  2 3 0  

Boxes of 

Straws 

  1 1 1  

Hot Dog Trays  900 100 50 1000  

Box of Stir 

Stixs 

  2 1 2  

Hand Santizer   3 2 2  

Soft Soap   2 2 1  

Lysol Bleach   2 1 1  

Bags of 

Napkins 

  4 3 5 packages  

Box of Latex 

Gloves 

  1 1 1  

Roll of 

Masking Tape 

  5 3 3  

Extension 

Cords 

  8 7 1  

Tongs   6 ? 6  

Knife   1 ? 1  

BBQ Scraper   1 1 0  

Hot Pads   4 2 2  

Lighter   1 1 0  
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ITEM  LOCATION  QUANTITY 

USED 

QUANTITY 

STORED 

INVENTORY 

QUANTITY  

PURCHASE 

QUANTITY  

COMMENTS  

Duct Tape   1 1 0  

Grill Brush 

Replacement 

  2 2 0  

Box of Pens   1 1 0  

Boxes of 

Popcorn bags 

  2 1 Production 

purchasing 

(Hertz might 

have these) 

Boxes of 

Popcorn 

  2 ? Production 

purchasing 

(Hertz might 

have these) 

Buckets   6 0 Scott supplying Scott will supply 

these 

Cartons of 

Milk 

  36 0 Picking up 

week of event 

*Started /400 

cartons* 

Removed for 

Client 

Confidentiality 

  9 0 Picking up 

week of event 

Get more in 2010 

Boxes of 10lb 

Hot Dogs 

 10 cases 4 cases 0 Picking up 

week of event 

 

Yellow 

Mustard 

    6  

Brown 

Mustard 

    6  

Ketchup     6-46 oz  

Baskets     6  

Order Forms     1000  

Pot Holders     4  
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Signage 

 

Order Forms  

In 2010, we printed order forms with prices and had them at the main F&B Area Table. Customers 

checked them off, and we used them to total the order. Contact (removed for Client Confidentiality) to 

have Order Forms printed and cut. 

 

FOODS DRINKS 

       

  Hotdog - $3    Milk - $1 

       

  Chicken Burrito - $4   Chocolate Milk - $1 

       

  Bean Burrito - $4    Juice Box = $1 

       

  Pizza Slice - $3    Soda - $1 

       

  Sausage     

  Chicken Apple - $4   Water - $1 

  Garlic     

  

FOODS DRINKS 

       

  Hotdog - $3    Milk - $1 

       

  Chicken Burrito - $4   Chocolate Milk - $1 

       

  Bean Burrito - $4    Juice Box = $1 

       

  Pizza Slice - $3    Soda - $1 

       

  Sausage     

  Chicken Apple - $4   Water - $1 

  Garlic     
 

FOODS DRINKS 

       

  Hotdog - $3    Milk - $1 

       

  Chicken Burrito - $4   Chocolate Milk - $1 

       

  Bean Burrito - $4    Juice Box = $1 

       

  Pizza Slice - $3    Soda - $1 

       

  Sausage     

  Chicken Apple - $4   Water - $1 

  Garlic     

  

FOODS DRINKS 

       

  Hotdog - $3    Milk - $1 

       

  Chicken Burrito - $4   Chocolate Milk - $1 

       

  Bean Burrito - $4    Juice Box = $1 

       

  Pizza Slice - $3    Soda - $1 

       

  Sausage     

  Chicken Apple - $4   Water - $1 

  Garlic     
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Large Signs  

 

Have large signs printed (with lists of sodas and items for sale). Contact (removed for Client 

Confidentiality) to have signs created to hand around the main F&B Area. In 2010, the following signs 

were created: 

(Check for existing signs from 2010 that can be reused.) 

  

Five 11 x 7 of: 

"ÏÐÊÒÌÕɯ ××ÓÌɯ2ÈÜÚÈÎÌȱȱȱȱȱȱȱȱȱȱ $4 

"ÈÑÜÕɯ ÕËÖÐÓÓÌɯ2ÈÜÚÈÎÌȱȱȱȱȱȱȱȱȱȱ $4 

Garlic & GruyÌÙÌɯ2ÈÜÚÈÎÌȱȱȱȱȱȱȱȱȱ $4 

!ÌÈÕɯ!ÜÙÙÐÛÖȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱ $4 

"ÏÐÊÒÌÕɯ!ÜÙÙÐÛÖȱȱȱȱȱȱȱȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭȭ $4 

/ÐááÈɯ2ÓÐÊÌȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱ $3 

'ÖÛɯ#ÖÎȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȭȭȭ $3 

  

Five 11 x 7 of: 

'ÈÕÚÌÕÚɯ2ÖËÈȱȱȱȱȱȱȱȱȱȱȱȱȱȱ $1 

  

Root Beer Black Cherry 

Kiwi Strawberry Mandarin Lime 

Pomegranate Cane Soda 

The Grove  

  

Five 11 x 7 of: 

,ÐÓÒȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȭȭȭ $1 

"ÏÖÊÖÓÈÛÌɯ,ÐÓÒȱȱȱȱȱȱȱȱȱȱȱȱȱȱ $1 

)ÜÐÊÌɯ!Ößȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱ $1 

6ÈÛÌÙȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȱȭ $1 
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Vouchers 

 

Volunteers (Committee members and other community volunteers receive free food and beverage.) 

In 2010, the vouchers distributed were as follows: 

 

  
 

 

 

 

Contact for all signage: 

(Removed for Client Confidentiality) 
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Budget 

To reconcile expenses and available funds, please keep a budget of costs for purchased items and for 

discounted vendor purchases. 

Our 2010 budget was as follows: 

 

Company Name  Items Given  Budget/Costs 

Removed company names for 

Client Confidentiality 

Donated:  4 cases Chicken Apple 

For purchase at $44.25 each:  Cajun 

Andouille (2), Garlic & Gruyere (2) 

$(177.00) 

 
500 1/2 pints reg/choc $0.00 

 
TBD 

 

 
60 cases of water-donated $0.00 

 
$25 gift cert. $0.00 

 
$25 gift cert. $0.00 

 
1500 cans soda (diet and regular) $0.00 

 
$15 gift cert. 

 

 
TBD 

 

 
$25 gift cert. 

 

 
Will only give to organization in SR 

 

 
Burritos for Saturday, Sunday $(800.00) 

 

14 cases Niman Ranch ÒÐËɀÚ dogs-3 

donated, 11 at cost ($35.50ea.) $(390.50) 

 
120 large pizzas @ $12 per pizza $(1,440.00) 

 
Donated to Sponsor Breakfast, volunteers $0.00 

  
  

 
Total Due to Vendors  $(2,807.50) 

 
Total To -Be Purchased 

 

 
hot dog buns (estimated) $(416.67) 

 
plates, ketchup, mustard etc (estimated) $(314.00) 

 
juice boxes (estimated) 

 

 
ice (estimated) $(240.00) 

 
Less Total Gift Certificate Amt  $90.00 

 
Total Estimated F&B Costs $(3,688.17) 

   

 
2010 F&B Budget $3,500.00 

   

   

 
(+/-) to Budget $(188.17) 
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Site set-up 

Monday through Thursday: 

¶ Arrange with (removed for Client Confidentiality) Operations (Scott was the 

contact last year) to wire electricity 

¶ Coordinate with storage unloading to confirm F&B gets their supplies 

¶ Attend inventory move from warehouse to museum on Thursday prior 

¶ to the event 

¶ Coordinate with Erika for deliveries & access to storage and outdoor 

refrigerator 

¶ Call SF Ice to order sufficient ice for main F&B area (to keep sodas cold, etc.) 

Friday night 

¶ Set up hay bales around grill 

¶ Set up tables - open them up ɬ see map 

¶ Set up coolers - line up against back of tent - fill with assorted drinks 

¶ Set up cooler by popcorn - fill with assorted drinks 

¶  Place cooler and grill supplies by grill 

¶ Take out paper products - place basket of napkins by each window 

¶ Post menus 
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Halloween Festival (Day of) 

Set-up Main F&B area 

Map of Halloween Festival  

 

 

Children’s Museum 
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Map of Layout  
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Set-Up Cotton Candy/Popcorn Tent  

Main F&B Are a 

¶ On day-of, contact the Committee Member who is distributing cash boxes to deliver 

cash to Main Area. 

¶ Plug in chafing dishes (takes 2 hours to heat up) 

¶ Distribute ice into coolers (might try dry ice, to minimize leaks and ice melting) 

¶ Set up condiments table 

¶ Take out hotdogs & sausages, set up grill area (tongs, mitts, broiler pans) 

¶ Set up hand washing station - 1 bucket, 1 water jug w/ spout at bottom, hand soap, 

purell & gloves 

¶ Utensils cleaning station - 3 buckets: 1 soapy water, 1 clean water w/ bleach and water 

(code: 1lbs per gallon ɬ buckets hold 5 gallons)  

 

Popcorn and Cotton Candy Tent  

¶ At least 2 volunteers are needed to run this tent (one to collect $ and distribute the cotton 

candy and popcorn and the other to run the machines). 

¶ To Contact the Committee Member who is distributing cash boxes to deliver cash to 

tent. 

¶ The popcorn and cotton candy tent is down the hill from the main F&B Area. 

¶ Start popping corn about 20 minutes before the tent opens. 

¶ Cotton candy does not last long in the cool weather, so it will need to be made regularly 

(perhaps made to-order) 

¶ The instructions for the cotton candy machine are near the machine. 

 

Post Halloween Festival  

¶ Breakdown 

¶ Post-Halloween Inventory
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Timeline 

The timeline below will give you a guideline for deadlines and tasks. 

JUNE: 

¶ Begin soliciting vendor and donors for donations. 

JULY: 

¶ Continue with solicitations. 

AUGUST: 

¶ Continue with solicitations.   

¶ Send production list of items needed for event. 

SEPTEMBER: 

¶ Continue with solicitations.   

¶ Meet with committee and go over expectations and assignments-drop offs and pick-ups 

the week before the Halloween Festival.   

¶ Reconfirm with vendors for food tent and set up number of burritos, pizzas, hotdogs 

and sausages to order.   

¶ Print out Community Event Food Permit and Temp.  

¶ Food Permit and fill out.   

¶ Food Permit applications due at least two weeks before event.  Not a bad idea to get it in 

earlier.   

¶ Check with Production to order ice chests, ice, tent for popcorn and candy, popcorn and 

cotton candy machines, sugar for cotton candy, cotton candy handles, popcorn and 

popcorn bags. 

OCTOBER: 

¶ Call and confirm with Environmental Health Services (EHS) that all info and fees are in 

and set up time for to come by the first morning of the Halloween Festival (Saturday), 

usually around ten in the morning. 

¶ Two weeks before Halloween Festival send out committee pickup and delivery schedule 

and get confirmations from each member. 

¶ A week before Halloween Festival have committee do pickups/drop-offs and try to have 

most of it done by Friday so most of your committee is available for set up. 
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Contact Information:  
 

MUSEUM CONTACTS  
 

(Removed for Client Confidentiality). 

 

OTHER  CONTACTS  

 

Health Permit: 

 

(Removed for Client Confidentiality). 
Ice: 

 

(Removed for Client Confidentiality). 


