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Note to Food & Beverage Co-Chairs 2011

Greetings 2011 F&B Cohairs! (Removedor Client Confidentiality)and | have put together the
following packet to help you with your very important task of running the k3@Bnmittee The
material comes from many souré¢gsast F&B cechairs,othercommittee members, and our
experience as F&BaZhairs in 2010. It was a lot of fun to be parthe Hallowe -F\@Qz’al

and we have put this together as a labor of love to pass on to you.
We have incldedin this packet a CD with soft copies of this guide ‘ othgt documents

you need fosolicitations, organization, etPleasdreel free t@ontact US\f thes is anything we

can do to help. @
Best of luck, \
moved (Client Confidentiality)

(S
F&B@&rs 2010
This info ‘r&

been removed for Client Confidentiality.

w@ F&B Committee 2010
Q;@ﬁs iMforsation has been removed for Client Confidentiality.

ggpecial thanlou to(This information has been removed for Client Confidentiality).

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Pre-Halloween Festival

Donations

Donation Solicitation s

Please find belothe updated vedor list from the 201®alloween Festiv
with contact information and items donated.

Contact ltems ‘ Application
Company  Contact Name ) Donated in bp
Information 2010 J Procedures

N T
\
This table has been remm@éﬁ%tect Client Confidentiality.
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i .6.

l‘ Clo the Cow donated by Clover Stornetta
' !

Clo the Cow

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Donor Solicitation Letter

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

=0
DATE \
NAME
ORGANIZATION

ADDRESS
CITY SATE ZIP

Dear CONTACT, wéw
This fall, the Volunteer Committee ¢ the (removed for Client Confidentiality gl U | x
h

a$ been a generous supporter of this event

Juniteer fundraising auxiliary ¢ is
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alloween festival, now a Bay Area
tradition, each year welcomes more than 5,000 people to our campus,\transform into a Spooktacular and Faboolous Halloween

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

200 and more! In addition to being a terrific celebration for the ¢

ity,)this event is a major fundraiser for the museum: all
xUOET 1 EUwWET O I POwOT T w, UUI 0Oz U :

programs feature hands-on art, science and environiyefita itions, performances, special events, cultural festivals and ongoing
educational curricula... all with a focus on ,000 children, parents and educators from throughout the (removed
for Client Confidentiality) visited the musg ith one-quarter of those coming through free or subsidized admission and

education programs.
37T w, UOT UOwWPUwWUI EOT ! EWEUWOT 1 woOl EEDOT wEl POEUTI Oz UwdUUI UOwWET EPEEUI E
vators. With this emphasis on creativity through play, we encourage children ages 6

S| creative, adventurous lifelong learners and explorers.

generations of creative thinkerand j
months to 8 years to develgp in

As a member of the Voluntgf\ComMittéed w( WE Owx Ol EUT EwUOwbOYD U1 wa O Hillowedn BestDdE PNe kO DOOWET ED O

currently seeking a d % ONATION] for our Halloween Festival [AREA i.e., raffle]. The participation of [YOUR
a

gible difference in the success of this event ¢ and the continued success and growth of the Museum.

our company will benefit from excellent visibility among a target market + young and growing families

Sincerely,

¢" T EPUWOI OE] Uz UWOEOI ¢
Volunteer Committee

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

[Chair email]

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Example of Donation Letter

/
DATE * %%
NAME \
ORGANIZATION

ADDRESS
CITY SATE ZIP

Dear CONTACT

This fall, the Volunteer Committee ¢ the (removed for Client Confidentiality), U U} I;J ]
hosting its Annual Halloween Festival on October 16th and 17%. This Hallowe

transformed into a Spooktacular and Faboolous carnival. Clad in costumes,

3 ﬁ}ndraising auxiliary ¢ is

es 5,000 people to our campus,

joWtipin rides, live performers, games,

activities, a haunted house, pumpkin patch, petting zoo and more! In addition to b a terrific celebration for the community,
this event is a major fundraiser for the museum. \
The (removed for Client Confidentiality) Museum features hands-on ajt,\science and environmental exhibitions, performances,
special events, cultural festivals and ongoing educational curricta... il with a focus on fun! More than 300,000 children, parents
and educators visited the museum in 2009, with one-quarter comj gh free or subsidized admission and education programs.

Donation Request & Detai Is

DEEUI gramsOOwx UOET 1 ¢

1 The (removed for Client Confidejtiality), UUT U0z UwU E R w (reémavdd¥& Eliett G fiHéntiality)
1  Approximately 5,00Q childrefgand their families will be attending this annual event
Costco Acknowledgemen
You will benefit fro: isibility among a target market ¢ young and growing families ¢ with your name acknowledged in:
Our emai , reaching 10,000 (removed for Client Confidentiality) residents

The Hall stlval map distributed to 5000+ attendees
oved for Client Confidentiality) Museum Annual Report

You cipatipn would make a tangible difference in the success of this event  and the continued success and growth of the

Sincerely,

(Removed for Client Confidentiality)
Volunteer, Volunteer Committee
Co-Chair, Food & Beverage

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Donation Certificate

Upon pickupof goods from the vendagou will need tdoring a completedonation form and have the
vendor sign it. Return the form tqremoved for Client Cordentiality) (contact info on last page of this

packet)

Donation Certificate

Date: Donor Contact Name

Donor/Business Name:

Donor Address:

Mailing Address for Acknowledgement letter (if different): \ \\.3

Item Donated: s

V"
Item Description: /\\A (\\

/ \\ VALUE :
\

Special Instructions or limitations

Deadline for use: \ \
Pick-up Instructions: Q C
(') This form is my céjif

() My own gift @yt s enclosed.

() pave & o donate, but enclosed is my check for:

SignaXyre of donor: Date:

Voluntei ommittee Contact: Phone:

Please return this signed form to:
Removed for Client Confidentiality
Events Planner and Volunteer Liaison
Halloween Festival
Removed for Client Confidentiality

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Donation Pick-up

We ceatal a pickup Mastetlist and distributed itto CommitteeMembers who helped with pigk as
well asto (removed for Client Confidentialityso that sheouldcoordinate droff times at the
Museum.

Donations: Master Pickup List

F&B
Master Pickup/Delivery List

Pickup Details (for

Delivery/Pickup  further details see

Time/Dates ?/ BEXDO w
Worksheet

Sponsor Committee
DONE or Food Member
Store Responsible

Vendor Contact Donation/Items

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Health Certificate

Health Inspector

91 Filing Permit
0 Get Community Event and Temporary Food Permit application from (re
for Client Confidentiality)

\T%ed

o 4Ul wxUDPOUwal EUZUwWExxODPEEUDOO
0 Check with Chair of the Halloween Festival that regarding all/(f
brought in for Halloween Festival be included in applicatjon

lunches
0 Go to Civic Center in (removed for Client Confidentiality,
0 Bring check t last year $217 ¢ get reimbursement fo

1 Day of Prep

UPEEOEI

0 Listall main vendors¢ Ul 1 wx UD QLLWaN Zstill &ukapdi@tior gD O O w

popcorn ¢ did not do this last year ¢ billed $6
0 Learn the following for inspection day ¢
10 am
Hot dogs and sausages must be’{t 1€ast™ 65 degrees
Food must be at least 135 degree
All ice chests must be off the t ask Scott, Operations ¢ he made risers
Hand washing station: t&r jug with spout, one bucket, hand soup
Utensils washing ckets ¢ one with soapy water, one with bleach,
and one clean w
9 Day of Health Inspectid

0 Must show inspesa#all refrigerators, the drain in tent, the hot water in
bathro have to ask Scott to change temp ¢ it can be colder due to the

O O 0O o o

0 ve Yherrfiometer for cooked food

0 must wear latex gloves

0 g dishes must have lids

CQ) ill must be blocked off ¢ either by hay bales or barricades

Tarp must cover floor tent

0 You can serve food before inspector gets there Saturday morning
0 No food or paper products can be on the ground

9 Health Inspector Contact Information

(Removed for Client Confidentiality)

" T D O E Muiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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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

COUNTY OF MARTN
ENVIRONMENTAL HEALTH SERVICES
3501 CIVIC CENTER DEIVE, BEXI2M, SAN RAFAET., CA D)3
L) APOEMT TANX (415) ST-A1M

TEAMPORARY FOOD FACTLITY PFEANT APPTICATION

Sobmit this permit application and appropriate fee. Only complete apphcation packages will be
reviewed Incomplete application paclages will mot be processed. The complete package must be
snbmitted at least 10 worldng days prier to the first day of the event to allow staff time to process the
application. Applications received late may not be fully pro<essed and a5 a result, a permit may not be
imsmed.

Articles 13 and 13.5 of the California Uniform Food Facilities Law (CUBFEL) are attached for your
information. It is the responsibility of all Temporary Foed Faclity (TFF) operators to kmow this law.
Name of Concessionaire/ Club,

Is this TFF a Nonprofit Charitable TFF (see defmition)? Yes No
Contact Person Fhaonme
Mailing Address

Event
Event Date(s)

Name. Address and Phone Nomber of the approved food facility where food is prepared and foed and
equipment &5 stored other than the Temporary Food Facility. A “Shared Food Facility/'Commissary
Agreement” form must accompany this application if food is stored or preparation is done amywhere
other than the TFE.

Water Source:
‘Where will waste water be disposed of at end of day?

For Office Use Only: Fee § REHS

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Page 2
Foods:
Foods to be Served Cooldngz Procedure (fry, BBQ), etc.; on-site?)
1
3,
4
5

A
In jemts Swpplier City
Example: Tomatoes Marin Produce San Fafael

|

LU

Equipment: (How are you controlling the food temps? What types of equipment?)
Cold Halding Equipment (<45°F)
Hat Holding Equipment {=140°F)

Cooking Equipment

Tramsportation Equipment
Distance & Length of ime transported
Food Thermameter (Stem type 0°-210°F required)
Oriher
Oriher

Booth or Tent Construction / Floor Plan: In the space below, sketch a legible floor plan of
the booth, includimg all coaking, storage, handwashing, wtensil washing, waste facilities, efc. Label all
equipment to be nied in the operation, inchiding BBQ) facilities to be et up sutside of the booth, and
barrier to protect the public from the BBQ) (minimem & foot separation from public). In addition,
describe the booth ar fent constroction, including materials nsed; a clearly labeled 3-dimensional

@

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Page 3
drawing may be nsed to do this. For baoth construction requirements, please refer to the following
sections of CURETL (attached) and Appendix B:

+ Booth bandling prepackaged foods only: CURFEL £114229
+ Booth bandling non-prepackaged foeds: CURFEL 5114330

Floor Plan:

I hereby certify that I am the operator or the anthorized representative of the operator of this

Temporary Food Facility, and that this Temporary Food Facility will comply with the provisions of the
California Uniform Retail Food Facilities Law {CTUREFL).

AFPLICANT SIGNATURE

o

DATE

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Page 4

Operating a Temporary Food Facilitv

Handwashing and Utensil Washing facilities must comply with the standards illustrated in

Appendix "A" of this package. These are absolute minimum standards, and failere to provide these

minimum facilities will result in immediate closore of the Temporary Food Facility.

Outdoor Cooking Eequirements:

A Q)
. Q
At the special event, all food preparation (inclnding cooking) must take place within the TFF, except for
the wse of an open air BB) and deep-fat fryers specifically approved by Environmental Health, nnder

the following ¢ onditions:

+ Open-air BB wse must comply with CURFFL 5113830, £5114185-114195.

+ Any foods cooked on an Open-air BEQ) must be cooked directly over the heat source. For
instance, cooldng in a pan over the beat soorce will not be allowed. The food muost ke placed
directly on the grille.

+ The uwse of a deep-fryer outdeors will be allowed only when the Fire AMarzhall:

1. Prohibits the use of the deep-fat frver within the TFF.
1. Approves of the lacation of the deep-fat frver outside of the TFF.
+ The area around the outdoor conldng equipment must be secured from onantharized access by

nse of roping or fencing.

S'gnnge: The name, sddress, and telephone nsmmber of the owner, operatar, permittee, or business
shall be legible and clearly visible to patrons. The name shall be in letters af least 3 centimeters (3 inches)
high amd shall have strolees at least one centimeter (3/3 inches) wide, and shall be of a color contrasting
with the temporary food facility. Letters and pnmbers for the address and telephone nnmbers may not
be less tham 2.5 centimeters (1 inch) in height

Additional Requirements: (CURFEL §114332.4).
+ No TFF will be issued a permit fo operate ool soch time as the enforcement officer has
inspected the fully constrocted TEF at the site at which it will operate.
+ No food handling is to take place until the booth is completely set up and all emplovees have
washed their hands and put on clean ontergarments.

Important Note: Any permit izsoed for a Temporary Food Facility i= good for:
1. ONLY the time period printed on the permit
1. ONLY for the location printed on the permit

= In order to operate at a different location than is printed on the permit, a separare permit is required.

\%GX )

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Page 5
= In order to operate beyond the date printed on the permit, 3 rew permir is required. This is mot a
permit remewal but a new permit altogether. It i the responsibility of the operatar to obtain a new
permit to operate. Environmental Health Services will not send notices that a new permit is required.
Operating withont a current, valid permit is a violation of Califormia State Law.

If you have any questions about these requirements, please feel free to call Environmental Health
Services af (415) 499-6007.

¢

F PROCRAMFOODITEMPORARY FOODITRF APPLICATION DOCUMENTSTEMP FOOD PROPOSAL

&

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Food Booth (Temporary Food Facility) Operation Requirements
Again, this document below isifinformational purposes only assample of what you can expect to fill
out for the event.

Sample Food Booth (Tenporary Food Facility) Operation Requirements

FOOD BOOTH (TEMPORARY FOOD FACILITY) OPERATING REQUIREMENTS %
Marin County Environmental Health Services
Busines: Mame Date &
Orwmer/'Crperator Time
Event, Permit Expiration Date )

Permit Mmst Be Prominenily Displaved Om Baath
Food Booth Constroction

L. Booth zust be smiraly set up, with all squipment amd washing facilities in phics, prier to amy food kasdling activiges.. ...
1. Bood ooust be endrely anclosed with four complste sides. a ceiling and a feor.
a) Floor pst be smooth and cleamble. Mozrzhsorbent plywood or presswood, or smocth plastic is aoceptahle

b)  Wallz and ceiling shall be constrocted of wood, cameas, plastic or simsilar poverial, amd fine mesh fhy worecning.
) Doars shall b squipped widh tighe-freting closmos to misiores animamss of st
d) Food pau-throngh opemimgs shall be msmicted to oo mors them 12 inche: high
3. Food operations with adjeining BRC) faclite: .]nll]lmapassﬂrquhmndarwﬂmw:trhm;iﬂlufrhhﬂh ....... -
4. BBGs oost be Locaed sy foom the poblic and adequatshy bamicaded to provent accidemtal contct

Fmdm Sapitary Requirements

Food

3 mﬁﬁmﬂmmﬂmpmmnmbmmmmn

éfundp.'npm'nd.u wiored &t bome §: prohibated. All food past be stored and proparsd m an approved facthity.
7. Food comiact vorfaces oot be smooth, sasiby cleansble and nonshsortem {compencial corting boards reqeizd). .

Temperaoare Concrol

8. Cold food nrest be maintined at 45°F or below (potsatially hazardous food)
§. Hot fpod mmst be pavintaingd a1 140°F or above (potentially hasardoos food)

10. Food in stomge mnst be protacted from comtmination. Cold fiood mret ke adequane ameunt of ice ghovg the food ... ...

11. A proba or ched = tharmomebar et be available to monitor food oep

Ctensil and Hand Washizs Facilities
12. Wash niensils in cleam water with &
13. Smmﬂ:.ahln:hmmhmcn[lld-hrpmh{n:hpwnﬂmnfnﬂﬂ
14, Provide a & mllon waser comtaines with a dispansing vahve to lseve hands free for washing, Mimizmos 7 gallon waste waisr confaine....
13. Provids a woap dispemsar and papsr towseds Sor hand washing in the wme ama. 2 the handweshing water

Wastewarer, Crarbage amd Ffuse

16. Water amd other Hqnid wastes, inclading baverags jos, must be contrined in or drained inte & lakproof comtamer... ...
17. Disposs of Bgeid wastes imo an approved sewage system or holding tank Dumﬂdmpmmﬁmdwmmdmm
1B. Garbage and mduse cmst be stored in kealpeood and fvpeood contaimars. Plastic sarbam bags am rec

Food Hazdlers

19. Food hamdlers omst wash thair kamds with soap and waser prior to handiing food and after breaks
20. Food hamdlors, pmst wear ¢ lean oergameents and thair hair pnst be mesirained

1. Food hazalors mmst ba in pood bealth
12 Whanever praciical, food hamdlors shall mse jomgs, dispowbles platic gloves or Sumes whes handling food.

13, Smnicmg 15 prohihited i food booths. Food hendlors mmst wrsh their hamds after smolcmg, groonsing, and bewaks.

Foud Protecion
24, Condimemts shall be in pumgs or wqueds < oniizers, or have welfclodng coven or Bdi. Single-wnics paecks ane best......
23, Ios nsed for refrigsmticn cammot be wed in the preparation of bavempss or ofber food
26. All food, beveragzs, and equipmant shall be womed, displayed and serced 5o 2 to'be protected from
17. Linw animals, hirds or fowd ane not paromitted in emporary food facilities

By B.0.5. Resolotion, a 5100 1nd reinspection fee may be charzed whea violations luladﬁmlgnmpﬁhunmnnt
\ corrected prior fo the reinspection date. A reinspection will sccur on or after

Inspected by Eeceived by

B R PO [ VRS T PP AT T LT DR B
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Food & Beverage Staffing

In 2010, we had 3 active members of the F&B Comnfitteldition to the CeChairs)who helped with
the permit, solicitations and inventory, et8incea coupleof our 3 members wetgvelling in the month
leadingup toHalloween Festivalwewerea bit shortstaffed. (Removed for Client Confidentialitgnd |
handled the solicitatiorend donationg(removed for Client Confidentialitypok care ofremovedor

permit,
and(removed for Client Confidentiality)elped with pickup and pahasing. We £

breakdown. In the future, an F&B staff e65ull active membersglus CoChﬁ
number.

Because we were shataffed right beforkelalloween Festivab-6 mem ommitteehelped with
donationpickup which was wonderfulPickup can be tricky b X rs sometimes have very

narrow time slots for pickup (e.g., in the cas@emovedo, i)\jl entiality)in 2010, they wanted

us topickupitems before August 1 because they preferkgdttpayNor storage for the whole monti§o

we have to work around their schedules and some§imes find F&B members whnkigp® O WE wO O O1 OUz

notice. 6\
1 On-siteSetup: 4 people Q(

1 Day Of:
o Coffee Tablel-2

o Popcorn Table 4 sabags with cashbox

0 Main Food Tent

A 4 Val

teers as cashiers
eersas food runners (2 for drinks, 2 for hotdogs, 1 floater)

Home/Work

Table removed due to Client Confidentiality

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Inventory & Purchasing

A month beforélalloween Festivala Committee member will need to check invento(seatovedor

Client Confidentiality)D OwUT T w2 UT 1 E» wOOwWET Ul UODOIT whla®e wl OOEUWE
purchased missing/necessary items f(cemovedor Client Confidentiality)(plastic knives, baskets,

etc.)

Members who make purchases can fill out a Reimbursement Form and sufpep g)nt

Confidentiality).
Sample Reimbursement Form \

Form removed due to Client Confidenti %6\

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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Inventory List

LOCATION QUANTITY QUANTITY INVENTORY PURCHASE COMMENTS
USED STORED QUANTITY QUANTITY
Removed for As of 9/9/10 On 9/27/10 | *We started w/500
Client sodas*
Confidentiality
Tangerine 2-24 packs 2-24 packs Q
Lime P(\ * A\
Black Cherry 2-24 packs 2-24 packs n \X’\ v
Manadrine 2-36 packs m ’\\\
Lime \
Chry Van 2-36 +2-6 \ 7/ / 3)
Creme \
Vi
Variety Packs 20-36 packs - AN\u
Removed for 0\'
Client N &w
Confidentiality A A \J
Blackberry 4-12 packs n/a i
Mango / 5-12 packs n,
Grapefruit (
Watermelon 3-12 packs \ \-4(/a\
Regular Water 17-24 packs 18 Started w/60 cases
Plates 1268 7-276 Acks / 3-276 3200
Hot Dog Buns 792 2-24 pa v 0 Purchasing
gw week of event
Terry Cloths N A 0 4
Box of Forks Al ( 1 very large bin 0
Tube of Forks N\ (\\ ) 1 1 very large bin 0
Box of Knives / U ‘ V 1 1 very large bin 0
Aluminum ﬁ ‘ 2 3 0
Foil Boxes (
Boxes of 1 1 1
Straws N V
Hot Dog Trays \ AN \ 900 100 50 1000
Box of Stir \' 2 1 2
Stixs \)
Hand Santizer A ( \ | 3 2 2
Soft Soap X \/ \v M 2 2 1
Lysol Bleach { \.V 2 1 1
Bagg.Qf ‘ v 4 3 5 packages
Nﬂpkiné A{ \
Bo (%ex\ ~ 1 1 1
& ove;\
RO of 5 3 3
Masking Tape
Extension 8 7 1
Cords
Tongs 6 ? 6
Knife 1 ? 1
BBQ Scraper 1 1 0
Hot Pads 4 2 2
Lighter 1 1 0

" T D O E Muiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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QUANTITY QUANTITY INVENTORY PURCHASE COMMENTS
USED STORED QUANTITY QUANTITY
Duct Tape 1 1 0
Grill Brush 2 2 0
Replacement
Box of Pens 1 0
Boxes of 2 Production (Hertz might
Popcorn bags purchasing have these)
Boxes of 2 ? Production (Hertz might
Popcorn purchasing A have fHese)
Buckets 6 0 Scott supplying g i
A\
Cartons of 36 0 Picking
Milk week of m \
Removed for 9 0 P'ckinAufa/ }Qel)njore in 2010
Client weel of ewggt
Confidentiality &
Boxes of 10Ib 10 cases 4 cases 0 P{ ing up
Hot Dogs m event
Yellow . Y6
Mustard A A \/
Brown N\ \\ 6
Mustard
Ketchup \ N\ 6-46 0z
Baskets I\ ~ 6
Order Forms e 1000
Pot Holders \ /\ \ 4
4

" 1 D O E Miiséhm Y Address ~ City, State 00000 ~ (000) 000-0000
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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.{LCustomers
checked them off, and we used them to total the oroletaci(removed for Client Con ‘v K ty) to

have Order Forms printed and cut. (‘

FOODS PRIN)
N g

I FOODS DRINKS I
|| Hotdog - $3 || Milk-$1

|| ChickenBurrito-$4 | | | Chocolate Milk - $1

Milk - $1

|| Chocolate Milk - $1

|| Juice Box=$1

|| Bean Burrito - $4 || Juice Box=$1

|| Soda-$1

I:I Pizza Slice - $3

Sausage

I:I Chicken Apple - $4 l:| Water - $1

Garlic

Sausage
Chicken Apple - $4 |:| Water - $1
Garlic

4 . AEEEE——

FOODS DRINKS

|| Hotdog - $3 L] Milk-$1

|:| Chicken Burrito - $4 |:| Chocolate Milk - $1

l:‘ Hotdog - $3

l:‘ Chicken Burrito - $4
|:| Bean Burrito - $4 |:| Juice Box = $1

|:| Pizza Slice - $3 |:| Soda - $1

l:‘ Bean Burrito - $4
l:‘ Pizza Slice - $3

Sausage
l:‘ Chicken Apple(-)$

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). C¢réaudved 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.) . QQ)

0000000 $1

Root Beer ack Cherry

Kiwi Strawber QQ Mandarin Lime
4 Cane Soda
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Vouchers

Volunteers Committeemembersnd otherrommunity volunteerseceive free food and beverage.)

In 2010, the vouchers distributed were as follows:

Volunteer
Food Voucher

Redeemable For:
One Entree
(pizza, hot dog)
and

One Drink

{water, milk, juice or soda)

J —
hTh
Thanks for volunteering your time!

V)

Contact for nage:

(Re@*% ent Confidentiality)

Council
Food Voucher

Redeemable For:

One Entree
(pizza, burrito or hot dog)

and

\ One Drink

(water, milk, juice or soda)

VY mtae

Thanks for volunteering your time!

" 1 B O E Muiséngn Y Address ~ City, State 00000 ~ (000) 000-0000
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Budget

To reconcile expenses and available furldasp &ep a budget ofsts for purchased items afat
discounted vendor purchases.

Our 2010 budget was as follows:

Company Name Items Given

D : 4 hicken Appl
Removed company names for onated: 4 cases Chicken Apple

F h 44.2 h: Caj
Client Confidentiality or purchase at $44.25 each: Cajun

Andouille (2), Garlic & Gruyere (2)

500 1/2 pints reg/choc .
TBD 6\
60 cases of water-donated . w $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 orgnization in SR
unday $(800.00)
ch O b Edpgs-3
st ($35.50ea.) $(390.50)
s @ $12 per pizza $(1,440.00)
to Sponsor Breakfast, volunteers $0.00
Total Due to Vendors $(2,807.50)
otal To -Be Purchased
hot dog buns (estimated) $(416.67)
plates, ketchup, mustard etc (estimated) $(314.00)
% juice boxes (estimated)
ice (estimated) $(240.00)
Q) Less Total Gift Certificate Amt $90.00
A\ 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:
f 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 suppligse %Q)
to the event
Coordinate with Erika for deliveries & access to storage and
{1 Call SF Ice to order sufficient ice for main F&B area (to k odas cold, etc.)
Friday night 5 @

= =4 =4 =4

Attend inventory move from warehouse to museum on Thursdg \
refrigerator
Set up hay bales around grill

Set up tables - open them up ¢ see ma
Set up coolers - line up against back of tent - ith assorted drinks
Set up cooler by popcorn - fill with\asgorted drinks

Place cooler and grill supplies il
Take out paper products - place of napkins by each window

Post menus

= =4 4 8 -8 -8 9
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Halloween Festival (Day of)

Set-up Main F&B area

Map of Halloween Festival

Porry Kider H‘
Petiing
oo s
-
locagul
Lo
Chasaly
|umifaes - Fumphin
Dhecirii
o Ve
T

[ Trick oo Trown D
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Map of Layout

Goblin Food & Beverage 2010

Front Door to Birthday Room Condiment Table
Cordinnants, Napking, Uisnals

able for
Table for Orders & Cash Boxes (2-3)
Cenjizagn & Fesan
Storad i war ok nans
5
$za :
jiz
iy A9y ;]
1
g2 3s - HE
HH i
g2 &5 -
=T §1: §
I,E able 1o place Toolers, ace =3
%% Drinks Crinks
i Lataithe Cocdars |

[This station requires 4 buckets:
1 to catch hand washing water
Hand washing & Utensil | {1 with saapy water

Cleaning Station 1 with clean watsr

1 with bleach water

| K VO

/c‘oi
(&5

N
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Set-Up Cotton Candy/Popcorn Tent

Main F&B Are a

T

= =4 =4 4 =4

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) . Q)
Distribute ice into coolers (might try dry ice, to minimize leaks and ice gnel \%
Set up condiments table
Take out hotdogs & sausages, set up grill area (tongs, mitts, broiler

d seéap,

Set up hand washing station - 1 bucket, 1 water jug w/ spout at bdtto
purell & gloves

Utensils cleaning station - 3 buckets: 1 soapy water, 1 clearw leach and water

(code: 1lbs per gallon ¢+ buckets hold 5 gallons) -\
Popcorn and Cotton Candy Tent : i; X

1 At least 2 volunteers are needed to run this\te t (one to collect $ and distribute the cotton
candy and popcorn and the other to ruf\th m%hines).

1 To Contact the Committee Member wh tributing cash boxes to deliver cash to
tent.

1 The popcorn and cotton candy n the hill from the main F&B Area.

{1 Start popping corn abou ifNi\ewbefore the tent opens.

1 Cotton candy does not the cool weather, so it will need to be made regularly
(perhaps made to-orde

1 The instructior% én candy machine are near the machine.

Post Hallow stival
f Brea

oﬁ oween Inventory
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Timeline

Thetimeline belowwill give you a guideline for deadks and tasks.
JUNE:
f Begin soliciting vendor and donors for donations.
JULY: \Q)Q)
1 Continue with solicitations.
AUGUST:
M Continue with solicitations. wéw
1 Send production list of items needed for event. Q
SEPTEMBER:

1 Continue with solicitations.

' Meet with committee and go over expedtat %md assignments-drop offs and pick-ups
the week before the Halloween Festival. 6\

M Reconfirm with vendors for food t set up number of burritos, pizzas, hotdogs

and sausages to order.

1 Print out Community E¥ 00 ermlt and Temp.

1 Food Permit and fill ou

1 € at least two weeks before event. Not a bad idea to get it in
)l

cotton can chines, sugar for cotton candy, cotton candy handles, popcorn and

Food Permit apphca ONg
earlier.
Check with §§ to order ice chests, ice, tent for popcorn and candy, popcorn and

popco

OC

l all 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.
1 Two weeks before Halloween Festival send out committee pickup and delivery schedule

and get confirmations from each member.

1 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). \

(Removed for Client Confidentiality). &@
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