Winter 2009-2010 Concessions Procedures

Obtain concessions cashbox from the Penfield individual selling tickets at the entrance to the game or wrestling match.  If he or she is not on-hand, the cashbox should be in the Athletic Director’s, Pete Shambo’s office safe.  Security personnel (like Paula Lynch) can open the safe, if Pete is unavailable. You will find a key to the concessions room in the cashbox (you can also get the custodial staff to open up the concessions room).  

Count cash in box immediately to ensure a start-up balance of $100.  Get a copy of reconciliation summary from bottom of cashbox – this must be completed at end of night and left in cashbox.  

Make coffee (if you choose to sell it) using supplies in Concession Room (this is a new item – we’ll see how it sells).

Make sure there’s an adequate supply of cold drinks (water, soda, Gatorade).  Restock the chiller of drinks, if necessary (excess inventory is stored in room).  Excess candy and food is stored in Rubbermaid container in room – don’t hesitate to open boxes if the working stock is low. 

Order pizzas from Mark’s in Penfield (20 minute delivery time).  Telephone 381-2910.  PHS has an arrangement with Mark’s for $8.00 large pizzas, cut in 10 slices.  Please consider tipping the driver $1.00 per pizza also.  Pay for the pizzas using money from the cashbox.   Make sure you mention that you are calling from PHS Concessions and verify, at least in your first call, the $8.00 large pizza, cut in 10 slices.  Typically, your busiest time for pizza sales is between the JV and Varsity games and at the half-times, so plan accordingly.  Keep track of the number of pizzas purchased – you need to indicate this on the reconciliation sheet (at the bottom of the summary).

Remember to always use gloves provided whenever handling unwrapped food (like pizza).  Also, children over age 10 can assist but they must be supervised closely by an adult.

The concessions stand should be kept open until the end of the sporting event.  At end of night, empty/clean coffee machine (and turn it off!) and restock inventory (esp. drinks in chiller).  Take down signs and place in Concession Room.  Remove all trash from room and organize everything.  Count cash, fill out reconciliation summary, and return cashbox (with $100 start-up money) to either Pete Shambo or Security Supervisor (Paula Lynch) to be returned/locked-up in Pete Shambo’s office.  The night’s gross proceeds (minus the $100 start-up) should be deposited in your team’s booster club checking account at Family First Credit Union.  The completed reconciliation summary should be left in the cashbox – at a later date, using this reconciliation summary, your team’s account will be adjusted for the cost of inventory sold through a journal entry made by Treasurer Chuck Fogle.

If you have any questions or problems, please don’t hesitate to call Marie Mahany at 329-4097 (cell) or at 385-5755(Home).  

