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HISTORY AND PURPOSE OF THE

MONTEREY COUNTY 4-H FOOD BOOTH

Most of the income (75%) for Monterey County 4-H Council comes from the Food Booth.  This is over $9,000 per year.  This money is used for Achievement Day, Presentation Day, medals, All Stars, TLAWS, 4-H Scholarships, Fashion Revue, LCORT, Project Field Day, Record Book Judging, State Leadership Conference, Regional Teen Leader Conference (STIR), and many other activities.  Without the Food Booth, these activities would either: not exist, be funded entirely from increased fees, or be greatly reduced in size.

We are lucky to have the Food Booth.  Many counties have to rely on continuous bake sales, program sales, barbecues, etc., to attempt to raise their needed funds.  

The Food Booth was built because of the foresight of dedicated leaders such as Bill Barker, Gerald Lanini, Bob Roeseler, Richard McClellan, Linder Millerick, and many others.  Our responsibility is to maintain the facility and consistently produce excellent food for our customers so the Food Booth can be a moneymaker for years to come.

The only way for the Food Booth to generate income is for it to be fully staffed with volunteer parents and members.  This is the responsibility of EVERY club, EVERY family, EVERY member in Monterey County 4-H.  If you participate in 4-H, you benefit from the Food Booth.  If you do not help, others are forced to do your share of the work – and that is not fair.  Please work with your club’s Food Booth Chairman to set a schedule, be there and be ready at your assigned time, and help make the Food Booth work.  Remember, the profits benefit everyone in Monterey County 4-H.

The Food Booth can also be an excellent learning experience for our members.  Almost everyone has purchased food from a fast food restaurant.  Now, our members can see the job from the other side of the counter and know the importance of pleasant, courteous service.  It might be the first “work” experience for many.  Not only will they be taking directions from someone, but also they will learn how to solve problems.  They are also representing 4-H and must be aware of the impressions they are giving others about 4-H.  Are they clean or messy?  Are they cheery or grumpy?  Are they striving to serve the customer to the best of their ability?

Not only is the Food Booth the primary income for Monterey County 4-H County Council, it is an excellent learning experience for our members.  


Thank you for your help.
MONTEREY COUNTY HEALTH DEPARTMENT

REGULATIONS

General Information for Food and Beverage Personnel
1. All perishable food shall have temperatures of above 140° (hot food) or below 45° (cold/chilled food) at all times.

2. All food shall be protected from contamination at all times.  Storage of all foods and materials must be in a protected area and at least 6” off the ground floor.

3. All food handlers must be clean, in good health, and free from communicable diseases, and shall have their hair confined at all times.

4. Hand washing facilities must be provided in an area adjacent to the booth.  Soap, hot water, paper towels, a 5-gallon water container with dispensing valve, and a 5-gallon wastewater container must be provided.

5. Toilet facilities must be readily available (within 200 feet). All food handlers must wash their hands prior to preparing or handling food.

6. Provisions shall be made for the proper washing and sanitizing of all utensils.  Booths with food preparation require 5-gallon containers for cleaning of equipment, bleach for sanitizing must be provided.

7. Only single service eating utensils may be used.

8. All garbage must be disposed of in proper containers located outside the building.  All liquid waste must be disposed of into a sanitary sewer or other approved sewage disposal system.

9. Ice shall be prepared from an approved source of potable water.  Ice used for drinking purposes must be stored so as to be free from contamination or adulteration and shall be served by using ice scoops.

10. The area around the booth shall be kept clean at all times.

11. A copy of these regulations shall be posted in each booth.

12. NOTE:  This is only a partial listing of the requirements for a temporary food facility (food booth).

POST THIS INFORMATION SHEET IN FOOD BOOTH

Food Service/Storage/Protection

1. All food, beverage, utensils, and equipment shall be stored, displayed, and served in such a way that it is protected from insects, rodents, dust, birds, and other contamination at all times.  Sneeze guards will be provided when necessary.

2. Sanitary food handling techniques must be used at all times.  Whenever practical, food handlers shall use tongs, disposable plastic gloves, or single use tissues when handling food.  Single service disposable utensils are recommended.

3. Condiment containers shall be the pump type, squeeze containers, or have self-closing covers or lids for content protection.  Single service packets are recommended.

4. Ice for beverages must be from approved sources, dispensed with a scoop, and kept free of contamination.  Ice used for refrigeration cannot be used for consumption.

5. Beer trucks dispensing beer must have awnings.

6. Live animals are not permitted in temporary food facilities.

7. Adequate storage space shall be provided to store all food and drinks.  All items must be kept at least six inches (6”) off the ground on shelving or pallets.

Food Handlers

1. Food handlers must be in good health and free of communicable disease.

2. Food handlers shall wash their hands with soap and water prior to the start of food preparation activities and especially after visiting the restroom, or after smoking.

3. Clean aprons or outer garments must be worn and hair must be restrained.

4. Smoking is prohibited in the food facility.

Utensil Washing

1. Booths with food preparation require, at a minimum, at least 2- 5 gallon containers for cleaning equipment, utensils and for general cleaning purposes.  One shall contain soapy water and the other a bleach/water solution (use 1 tablespoon household bleach per gallon of water).  This will be adequate when single service disposable utensils are used.

HEALTH PERMIT AND INSPECTIONS

Inspector

The inspector is ________________.  His/Her telephone number is 647-7564.  He will give us the permit the first day he comes and inspects (Tuesday).  He/She can enter and inspect at any time he/she wants.  He/she is normally very friendly so just answer any questions he/she may have and make any corrections he/she requests.

Corrections he/she has made in the past are - WHICH WE MUST WATCH CLOSELY:

Hair must be tied back.

· Screen door rear of building must be closed.

· Food must be colder than 45( or warmer than 140(. 

· Everyone must wash their hands EVERY time they enter the Food Booth.

Permit

Apply one month in advance of the fair.  Contact the Monterey County Health Department at 647-7564 for an application (or the fair will mail you a blank form with the contract).  It is normally $_____, but if the application is received within 10 working days of the fair, the cost is $____.  No permit is needed for events where we are the only vendor present (Farm Day, Weigh-In Day, Horse Show, etc.).

MANAGEMENT DURING YOUR SHIFT

Everyone working in the Food Booth wants to do a good job.  But, as they only do it for several hours, once a year, they need direction.  That is your job and this manual will help you give them direction.

It is best to go over this manual prior to the fair with your members.  Not only does this allow the information to “sink in”, but they may also have some questions you cannot immediately answer, therefore allowing you time to research the information.  We will have a training sessions which attendance is HIGHLY RECOMMENDED.  

Duties Throughout The Day

· Clean tables in front, pick up trash, and sweep.

· Check & refill condiments on front counter every ½ hour.   KEEP JALAPENOS ON ICE.
· Wash dishes.

· Wash meat slicer & spray the moving parts with Pam at 2:00 PM, 7:00 PM, and closing.

· Slice meat and vegetables for the next day.

· Make sure the cash register has tape in it.

· Write any notes on the shift checklist hanging in booth.

· Remind the cashier to check all $50 and $100 bills with the pen in the cash register.  If the bills turn black from the pen, they are suspect and should be kept until a security person arrives.  If the mark is yellow, the money is good.

Quality Control

· Make sure the QUANTITIES of meat, chips, strawberries, etc., that are being served are correct.

· Confirm the temperatures of the food – below 45( for cold foods; above 140( for the hot foods.  There should be a thermometer hanging in each cooler and a stick thermometer on the counter for testing hot foods. Check temperatures every 1 to 2 hours!!
· Wipe counters with bleach solution between food items (i.e. when finished preparing burritos & before starting tri-tip prep, after trimming raw meat, etc.)

· Make sure cakes, breads, vegetables are fresh.  Throw them out if they are not.

PERSONNEL NEEDS

Food Booth Activity

	
1:00 PM– 2:00 PM
	Busiest time of the day.

	
8:00 AM – 9:00 AM
	

	
12:00 Noon– 1:00 PM
	Next busiest times of the day.

	
5:00 PM– 6:00 PM
	

	
10:00 AM - 11:00 AM
	Slowest times of the day.

	
8:00 PM  – 11:00 PM
	

	
Other Hours
	Average.


People Needed

	
	Minimum
	Maximum

	Shift Leader
	1
	1

	Front Room
	1 Cashier*

2 Order Takers

2 Food Deliverer
	1 Cashier

2 Order Takers

2 Food Deliverers

	Back Room
	1 Adult

3 Member


	2 Adults

4 Member

	Barbecue
	1 Adult
	2 Adult


*The cashier must be a minimum of 18 years old.

SHIFT CHANGE CHECKLIST

· Make sure all your members are in their white shirts and ties or scarves, long pants, and solid shoes.  They do not need to wear their hat.  For safety and health reasons sandals are not allowed.

· Everyone is to WASH THEIR HANDS EACH TIME THEY ENTER THE BOOTH.  Instruct them to periodically wash their hands throughout their shift.

· If hair is long enough to be held with a hair band, use it.  Hair bands are in the drawer under the register.

Introduce yourself to the previous shift leader for the Booth.  Go over the following list with that person:

· Broken equipment or things needing repair – status of repair.

· Supplies that seem to be running low – status of restocking.

· Anything that is coming (ordered supplies, etc.)

· Special situations.

· Problems that have occurred – how they were handled.

· Anything that you should be aware of so you can do your job.

· Record club name on the cash register tape.

If your club is starting a new shift, have them wait outside the Food Booth for your instructions after you have met with the previous shift leader.  Do not allow them to wander into the Booth without you being there.  The previous shift leader will not know who they are or what to do with them.

Refer to “Morning Set-UP” & “Night” Shift Checklists for specific duties during your shifts.

MORNING SET-UP / SHIFT CHECKLIST
(Please read through entire list at the beginning of your shift as items are not in any kind of order)

· Verify your bank & put cash in register
· Check cooler temperatures in all units—should be below 45 degrees
· Remove tri tip from cooler and place in warming tray (see food preparation procedures)
· Turn on coffee machine 

· Bleach solution & make a new batch
· Wipe down outside tables, counters, & sweep around booth

· Put creamer (if needed), salsa (if needed) & jalapeno peppers on ice and place on front counter

· Start cooking eggs (see food preparation procedures)
· Get any cookies from cooler, check for freshness & bag—put a selection in front display case
· Refill and turn on nacho cheese sauce
· Start fire (in barbeque pit!) at 10:00 AM—except Sat. then start at 8:30 a.m.

· Start barbequing hot dogs at 10:30 or 11:00 AM—Keep warm in a foil covered pan on the barbeque 
· Start Au Jus at 10:30 AM. Replace Au Jus every two hours (if needed) **NO MEAT IN THE AU JUS!!!**
· Check temperature of Au Jus every two hours
· Slice some rolls
· Check the amount of sliced strawberries you have in cooler.  Due to the perishable nature of the strawberries keep only 1 bowl of sliced prepared strawberries at as time and begin preparing a second batch when you are about halfway through the first.  DON’T combine fresh sliced berries with any leftovers!  If you are at all unsure about the condition of any leftovers THROW THEM OUT!!

· Check supplies of lettuce, tomatoes, onions & sliced strawberries and be sure to leave a supply for the afternoon shift

· Wash dirty dishes

· Discard any unused reheated tri tip at the conclusion of the day’s burrito preparation
Contact on-duty manager (refer to schedule posted in booth) if you run out of anything, need change or have any questions or problems.

THANK YOU!

Notes:

(Leave in drawer below register)

.

AFTERNOON SHIFT CHECKLIST
(Please read through entire list at the beginning of your shift as items are not in any kind of order)

· Verify your bank & put cash in register AFTER on-duty manager has taken previous shift’s cash register reading
· Check cooler temperatures in all units—should be below 45 degrees
· Check temperature of Au Jus and every two hours thereafter 
· Replace Au Jus every two hours
· Cut up tri tip for tomorrow’s burritos (3 clear containers or the equivalent)

· Wipe down outside tables, counters, & sweep around booth

· Restock all condiments for front counter

· Clean meat slicer at 6:00 P.M. & at CLOSING   (Spray all moving parts with Pam before reassembling)
· Reserve 6-7 whole tri tips for the next day well wrapped in the cooler
· Check the amount of sliced strawberries you have in cooler.  Due to the perishable nature of the strawberries keep only 1 bowl of sliced prepared strawberries at as time and begin preparing a second batch when you are about halfway through the first.  DON’T combine fresh sliced berries with any leftovers!  If you are at all unsure about the condition of any leftovers THROW THEM OUT!!

· Slice two tubs each of tomatoes & onions; place in refrigerator for the next day

· Separate one head of lettuce; place in refrigerator for the next day

· Wash dirty dishes including coffee pots

· Close all bread bags 

· Empty and remove all garbage cans

· Place leftover cookies & brownies from the day into freezer Ziploc bags & place in coolers.  Be sure to label each bag with the delivery date.  
· Throw away or take home any cooked hot dogs (what bout Tri-Tip) 
· Turn off nacho cheese sauce at end of shift

· Sweep & mop all floors

· Close and lock glass window and front serving windows

· Turn out lights and lock Food Booth for the night

Contact on-duty manager (refer to schedule posted in booth) if you run out of anything, need change or have any questions or problems.

THANK YOU!
Notes:

(Leave in drawer below register)

ORDER TAKING PROCEDURES

1. The order taker takes the customer’s order and records it on the ticket.  Hand the ticket to the cashier.

2. The cashier runs the sale through the cash register and determines the amount due.

3. Collect the amount due from the customer.

4. If there is change due count the change back to the customer

5. Write the customer’s name on the bottom of the ticket (this will be called out when the order is ready).

6. Tell the customer where to stand to pick up their order.

7. Place the ticket at the bottom of the stack in the pass-through window

8. When the order is complete, the food delivery person is to call out the name on the ticket; the ticket can then be thrown away (unless it is a Livestock Committee Order-then it needs to be on the green Livestock Order Form & placed in the locked cash drawer)
9.
If the customer wants a receipt, give them the ticket (marked with the date) or the stub with the dollar amount of the sale.

Exceptions to the above procedure:

If the customer wants items that can be prepared in the front only, such as sodas, tea, etc., a ticket does not need to be used.  The order taker can simply tell the customer the total cost, collect the money, and give it to the cashier.  However, if the order taker is very young you can tell them to use the ticket for everyone.  You can determine which works best for those particular order takers.  As always, the sale has to be run through the cash register, but a ticket does not have to be used.

Remember to remind those working in the front area that the ticket has to stay with the order.  Their yelling “Tri-Tip ready” does not help.  All they have to say is “Order ready” and the food delivery person can call out the name on the ticket.  The food delivery person should not call out the products ready, just the customer name.

Livestock Committee Orders:

All livestock committee member orders must be written up on the special LIVESTOCK ORDER FORMS located in the drawer under the register. DO NOT USE A REGULAR ORDER FORM.  The orders are NOT rung up through the cash register.  The completed order form must then be placed in the drawer located under the register so that we can bill the fair.  THIS IS VERY IMPORTANT TO FOLLOW AS WE HAVE NO WAY TO TRACK THE LIVESTOCK COMMITTEE CHARGES UNLESS THE SPECIAL FORMS ARE USED.  

FOOD PREPARATION PROCEDURES

COFFEE

· Make sure coffee machine is turned on

· Put a filter in the metal coffee holder.  

· |Put one measuring cup full of coffee grounds in to the filter

· Put the metal coffee holder into the coffee maker

· Place an empty canister under the filter basket

· Push the start button.  The pot will fill completely and stop. (DO NOT PUSH START MORE THAN ONCE)
· Put insert into pot and close lid

· Coffee is ready to serve

· Repeat above steps as needed. (best to have 4 full pots (3 regular and 1 decaf)
· All wet/used coffee grounds are to be placed into the trash can located outside the booth
HOT TEA

· Fill a cup with hot water from the hot water spicket located on the front of the coffee maker. (Caution – water is extremely HOT|)
· Take out one tea bag 
· Serve the hot water and packet(s) to customer. Let them make their own tea.
TRI-TIP SANCHWICH  (Served as plates only—no discounts, no exceptions!)
· Slice a bun and place it on a plate.

· Dab some au jus juice on both halves of the bun.

· Place about four (4-5 oz) ounces of meat on the bun, pour a small amount of au jus over the meat in the sandwich

· Put a small handful of chips on one corner of the plate.

· On the other corner place some lettuce, one tomato slice, and some onion.

· Serve.

Salsa will be available at front counter for self-serve.

If pre-sliced are not provided;

*Slice the onions as thin as possible on slicer.

*Tomatoes are to be sliced on tomato slicer.

Plates of chips and vegetables can be prepared in advance.

Buns can be sliced in advance – put back in bag to stay fresh.

All sliced tri-tip should have some warm au jus poured over it.

Au Jus Mix

Mix one package au jus with one gallon hot water.  Use warm water from the coffee maker.  Stir vigorously with the whisk to eliminate clumps.  Keep this separate from the meat & in the warmer tray.

Dump au jus & make a fresh batch about every 3 hours—refer to Shift Checklist.

Slicer

Set the slicer on 3 for tri-tip for thin, tender slices.

Slice the meat across the grain of the meat.  There should be 6-8 complete tri-tips in the pot at night for the next morning.  Slice and dice some tri-tip for tomorrow morning’s breakfast burritos.

Spread this meat on a pan in thin layers to allow quick cooling.  Cover and place immediately in cooler.  (Piles of meat won’t cool fast enough.)

Salt Mixture

1/3 garlic – 1/3 pepper – 1/3 salt

Barbecuing

Start a small fire when you open.

Put last night’s cooked tri-tip in the covered pot and place it on the fire to warm the meat.

Trim all the excess fat from the tri-tips.

Sprinkle liberally with the prepared pepper, salt, and garlic mixture.

Clean the barbecue rack with a wire brush and some trimmed fat.

The rack should be about 8” – 15” from the coals, depending on the temperature of the coals.

Place the meat fat side down and cook approximately 20 minutes.

Turn over and cook approximately another 15 minutes.

It should still be pink inside when removed, as it will continue to cook after you take it off the fire.

CINAMMON ROLL


· Place a cinnamon roll on a 9” paper plate.

· Put one butter pattie on the cinnamon roll.

· Warm roll in microwave for 30 seconds.
· Serve, making sure the butter pattie is melted.

HOT CHOCOLATE

· Put one (1) packets of chocolate powder mix in a 8 oz cup.

· Fill cup with hot water from spicket located at the front of the coffee maker (Caution – Water is extremely hot) 

· Stir until blended

· Serve.

BREAKFAST BURRITO

· Place a tortilla on a sheet of wax paper.

· Place about 2/3 cup scrambled eggs, 1/3 cup shredded cheese, and about 1/4 cup diced tri-tip on the tortilla.

· Fold and roll the tortilla.

· Fold the paper around the tortilla.

· Place in warmer until served or microwave for about 20 seconds.

· Serve.

EGGS
· Eggs are scrambled and cooked in the electric fry pan.  They can be kept warm in the warmer tray.  You can stop serving the breakfast burrito at about 10:30 – 11:00 AM, when people start requesting tri-tips.

· Empty warming tray completely before adding new eggs.  Do not mix old and new eggs.

· Wash egg tray once or twice during the morning shift.

NACHOS

· Fill a red and white boat full with nachos.

· Pump a generous amount of cheese on the nachos.

· Let customers add there own jalapeno peppers.

· Jalapeno peppers are located on front counter.

HOT DOG

· Barbeque some hot dogs then place them in a pan cover with foil & keep over the fire to keep them hot

· Don’t do too many at one time just be sure to have a supply ready—12 – 18 dogs at peak meal times
· Put this in white paper hot dog bag/wrapper and place in warmer
STRAWBERRY SHORTCAKE

· Cut a piece of shortcake to fit in the bottom of a red and white paper boat.  If the cake is very thin, add another half slice.

· Pour about 1 cup of cut strawberries over it.

· Spray the whipped cream on top of the strawberries:

· Spray around the edge of the bowl and then spray a pile in the center.  Make sure the strawberries are covered with the whipping cream and it is piled 2” above the edge of the bowl.

· Serve.

*The strawberries are prepared in advance by slicing and adding sugar to taste.

COOKIES

· Bag cookies 2-3 cookies or one good size brownie into each bag

· Use cookies from the day before first; they should be found in the cooler

· Discard cookies the evening of second day after they arrived or earlier if they are stale.
CLEANING MEAT SLICER

1. Adults only to clean meat slicer.  Blade is extremely sharp!

2. Unplug the slicer.

3. Loosen knob on slicer tray (marked A on end).  Lift up and remove tray.

4. Remove knob on back of blade (marked B).

5. Remove the knife sharpener (marked C).

6. Remove blade cover (marked D).

7. Turn RB dial on bottom, front to 30 to better clean.

8. Clean meat slicer and parts.  Be careful!  If you are not, please note that the First Aid Kit is located above sink in the back room.
9. Remove and clean pan under slicer.

10. Rinse all washable parts in bleach sanitizing solution.

11. Spray moveable parts with Pam before reassembling

12. Replace all parts: blade cover (D), knife sharpener (C), knob (B), slicer tray (A), and tray under slicer.

13. Reset RB dial to 3 and plug in slicer.

LIVESTOCK COMMITTEE ORDER FORM

Junior Livestock Committee, Livestock Area

This form must be completed with signature, date, time, and purpose before it is brought to the 4-H Food Booth.  Take it to the back of the Food Booth for faster service.  They are not to take your order unless this form is completed.  Thank You!

4-H Food Booth

KEEP THIS PAPER.  DO NOT give it to the person ordering or picking up the food.  It is our only receipt so we can bill the Livestock Office at the end of the fair.  DO NOT RING IT THROUGH THE CASH REGISTER now, as it has not been paid.  All  forms to be kept in the locked cash drawer once the order has been filled.

	Date:
	Time:

	Person picking up food
Signature:

	
Print Name:

	Purpose of Food:

	Item
	Quantity
	Item
	Quantity

	Tri-Tip Plate
	
	Drinks
	

	Hot Dog
	
	Coke
	

	Nachos
	
	Diet Coke
	

	Breakfast Burrito
	
	Sprite 
	

	Muffin
	
	Orange
	

	Cinnamon Roll
	
	

	

	Strawberry Shortcake
	
	    
	

	Bag of Cookies / Brownies
	
	
	

	Oatmeal
	
	

	

	Pretzel
	
	

	

	
	
	

	

	
	
	Coffee

	

	
	
	Water
	

	
	
	Orange Juice
	

	
	
	Chocolate Milk

	

	
	
	Hot Chocolate
	

	
	
	Milk
	

	
	
	
	


VOLUNTEER FOOD TICKETS

· Each 4-H member and adult working in the Food Booth will be issued one food ticket.

· They are allowed to use this ticket anytime during the fair.

· This entitles them to 1 hot dog and 1 drink item per ticket.

IMPORTANT 

· Each adult & youth member who works in the booth may have a FREE HOT DOG & SODA ONLY

CASH HANDLING PROCEDURES

To help prevent loss and theft, please follow the following procedures:

1. The cash drawer will be locked.

2. The amount of cash in the cash register must be periodically checked.  You can also tell the cashier to tell you when the cash register becomes full.  

3. Call either Jo Ann or Sheryl who will place the envelope of excess cash in designated safe keeping area until end of shift. 

If you start running low on change, tape the sign “WE NEED SMALL BILLS AND QUARTERS” on the front of the cash register.  The sign is in the drawer under the Cash Register.  Identify change needs early and this usually prevents problems.  If you need change, contact a the designated manager for your shift (located on the food booth wall)

Additional Cash Handling Tips:

· Leave bills received during a sale outside the cash drawer until you have counted back the customer’s change
· Keep all bills & coins in their proper compartment
· When taking change from the drawer count back from the amount of sale to the amount of money received 
· When giving change always count back starting from the amount of sale to the amount given
CHANGING CASH REGISTER JOURNAL

***VERY IMPORTANT NOTE:  DO NOT RUN THE REGISTER WITHOUT PAPER LOADED IN BOTH SIDES

1. Get an new role of tape from under the counter.

2. Remove the cover over the register tape on the cash register.

3. Push the FEED button until all the printed tape is around the black spindle.  If there is still some unused tape, rip it off and throw it away.

4. Lift out the black Journal Take-up spindle and tape.  Carefully slide off the tape, write the date and time on the end, put a rubber band around it, and put it in the unlocked drawer under the register.  

5. With the Journal Take-up spindle still removed, place the new paper roll in the little round area at the bottom of the compartment making sure the paper feeds out from the bottom of the roll, towards the front of the register.

6. Pull about a foot of paper off the roll.  Fold a few inches back over itself making a straight, even edge.

7. Feed the folded end into the chute until it stops

8. Press the FEED key until the paper catches and moves through the printer and you have 7”-9” of paper through the printer.

9. Slide the end of the tape into the slot on the black spindle, tightly roll up the excess and place the spindle in its original position.  Push the FEED key a few more times to ensure the tape is moving properly.

10. Lastly, write the time, date and club name on the tape and replace the lid.

You can change the tape at any time.  You do not have to wait until it runs out to change it.  You may want to change it before a busy time so you don’t have to do it with a lot of people waiting in line.

CASH REGISTER INSTRUCTIONS

	Example of Sale
	Instruction

	Single Item Sales (1 Soda)
	1. Press Item (SODA) Key

2. Enter $ Amount Tended –  DO NOT USE DECIMAL POINT

3. Press (AMT/TEND/TOTAL) Key

	Multiples of the Same Item (3 Sodas)
	1. Press (3), 

2. Press @/FOR Key 

3. Press Item (SODA) Key

4. Enter $ Amount Tended - DO NOT USE DECIMAL POINT
5. Press (AMT/TEND/TOTAL) Key

	Several Items (3 Items)
	1. Press 1st Item (SODA) Key

2. Press 2nd Item (COFFEE) Key

3. Press 3rd Item (CIN ROLL) Key

4. Press SUB/TOTAL Key

5. Enter $ Amount Tended -DO NOT USE DECIMAL POINT
6. Press (AMT/TEND/TOTAL) Key

	Several Items – Some With Multiples

     (3 Sodas, 1 Cin. Roll, 2 Coffees)
	1. Press (3 ) Key
2. Press @/FOR Key 

3. Press (SODA) Key

4. Press Item (CIN ROLL) Key

5. Press 2 Key
6. Press @/FOR Key 

7. Press (COFFEE) Key

8. Press SUB/TOTAL Key

9. Enter $ Amount Tended - DO NOT USE DECIMAL POINT
10. Press (AMT/TEND/TOTAL) Key

	


Be sure to circle each void on the register tape & then write the details (amount, reason, cashier name, etc) in the void log taped to the counter next to the cash register

Each menu item has been pre-programmed into the cash register as follows:

Tri Tip Plate
        ($8.00)


Soda



 ($3.00)
Breakfast Burrito
        ($5.00)


Other Beverages

 ($2.00)

Nachos     

        ($4.00)


Shortcake


 ($3.00)

Hot Dog

        ($3.00)


Oat Meal

           ($3.00)

Cinnamon Roll
        ($3.00)


Cookie/Brownie

 ($2.00)

Muffins                          ($2.00)                    Pretzel                             ($4.00)

CASH DRAWER ACCOUNTING FORM

Please take the time to read through this form at the beginning & end of your shift!

START OF SHIFT:

Count starting monies, record totals below & place all start up cash except 70 of the 1’s into extra cash register drawer tray.  After reading through these instructions ask manager to “X” out cash register & have cashier remove ALL cash from the register.  Place your drawer tray in the cash register & get started!  

DURING SHIFT:

Call manager to remove excess money (Sealed bags in the LABELED locked drawer)  

***Do not store excess bills under the cash tray as it can cause the drawer to jamb***

VOIDS / OVER-RINGS:

When a mistake is made it must be clearly noted on tape and VOID BOOK.  The following information should be recorded in VOID BOOK;
1) Transaction #
2) Name of Item
3) Dollar Amount of Error
4) Reason for Error

5) Cashier’s / Supervisor’s Name


OPENING BANK
Currency     

Qty       


Amount              

Verified by
20's       

____    


__________             
___________________












NAME

10's            

____         


__________    

___________________












NAME


5's        

____         


__________    
          
___________________ 












CLUB
















1's            

____         


__________    




Total START-UP CASH:              ______________

END OF SHIFT:  (Food booth chairperson will 'X' out cash register and balance with club)

Managers will do the following

1) Remove all cash from register (New shift will check out their own bank) & void slips from VOID 

BOOK.  manager to get bags from locked drawer.  
 
2) Count and bundle monies putting "start cash" in designated “drawer” envelope in the exact 

denominations as follows:    ($80.00) in 20’s, ($200.00) in 10’s, ($100.00) in 5’s & 

($100.00) in 1’s 

3) Reconcile drawer with “X” total completing the Balance Sheet (on the back of this page) 

4) Complete deposit slip (to be signed by club rep & manager), record deposit amount & date on 

bag & bag receipt, place deposit slip & cash in bag, seal bag, remove bag receipt & staple 

to this form with all of your shift’s VOID slips.

5) Give bag to Food Booth chairperson & circle their name here; Joanne Etchison, Sheryl Jones, 

6)  Place this bag in Ziploc bag with the day’s cash register tape/s
Balance Sheet

(Attn Fair Personnel: Please return this form to the Food Booth with tapes)

VOIDS:



AMOUNT


REASON




MARKED ON TAPE

1.                                                                                                     Yes

No

2.                                                                                                     Yes

No

3.                                                                                                     Yes

No

4.                                                                                                     Yes

No

5.                                                                                                     Yes

No

Net Receipts

(After removal & set-up of new BANK per instructions on other side) 

After each denomination listed record the number of bills or coins for that denomination first & then the dollar amount

100’s  =
    $

    5’s =

  $


Nickels =

  $

50’s = 

    $

    1’s =

  $


Pennies =

  $

20’s = 

    $

    Quarters =
   
  $


Fifty Cent =

  $

10’s = 

    $

    Dimes =
   
  $


Dollar Coins =
  $
TOTAL CASH ON HAND: $_________________

VOID TOTAL FOR SHIFT:  $_________________
(This amount plus “Cash on Hand” should equal “X” total)
                                                         “X” TOTAL FOR SHIFT:    $______________


Club Name: ________________________________

Date:_____________________

Club Member: ______________________________

Contact #:_________________

Club Mentor/Leader:_________________________

Contact #:_________________

Manager: ______________________________

Drawer must balance; clubs will be responsible for shortages

ATTENTION Closing Manager:   Please enclose all completed Accounting Forms for the day in the bag with the cash register tapes that are turned in to the fair & then given to the Chairman—Thank you![image: image1.png]
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