 eWomen’s Association

Event Guidelines

Name of Event: Election Day Bake Sale
Date: Election Day (Memorial Room)
Time:  9:00am to 4:00 pm
Number of volunteers:  2 or 3 coordinators; for 2012 they are Gerry Christensen, Pat Hanigan, and Louise Sgarro
Overview:  The Women’s Association uses the monies derived from the Bake Sale to fund donations to local food pantries.      (Use of funds should be specified in advertising)
Guidelines:  Boxes in top floor with leftover supplies; buy what is needed
Coffee/Tea

Coffee – Regular (1 pot) 

 Hot water for tea (1 pot)
½ gal 2% milk
Tea bags/sugar/Splenda 
Coffee stirrers

Bottled water, if weather is warm
Coffee cups with lids (2 sizes) – large and small
Hot chocolate packets
Napkins 
Small & large plates 
Plastic Bags – Gallon and sandwich size 
Plastic Wrap 
(Suggested in 2011:  homemade treats for dogs)
Soup
Crackers
Basket for crackers

Soup spoons - check supply in kitchen 

Salt & Pepper

Napkins

Bowls (for eating soup on site)  

Cardboard soup containers (for purchasing soup):
· Pint (1 dozen) w/lids

· Quart (2 dozen) w/lids

· Get from ShopRite; manager gave to us previously for FREE.  
In 2011, there were 5 crock pots of soup:


1 batch Taco Soup 

1 batch Minestrone

1 batch Chicken Vegetable 
         1 batch Split Pea

         1 batch Black Bean 

Pre-package some soups, cold, in takeaway containers for morning sales.

Donuts, donut holes
Miscellaneous

· Two long tables for bake sale items, covered in plastic cloth
· 1 card table near bookshelves for those who wanted to eat on-site, covered in plastic cloth
· 4 small white tables covered in plastic cloth, on either side of couch under windows (2 for soups, 2 for supplies, cash box etc.)

· Plastic cloth for wooden table
· Patriotic decorations

· 1 poster board for sign as voters enter side door (can set up on easel)
· Pens/markers
· Extension cords/surge protectors (for soup crock pots)

· Cash box:  use of decorated cardboard box used in 2011 
· 5 - $5
· 25 - $1

· 1 roll of quarters ($10)

· Cooler with ice pack for bottled water, if weather is warm
· Labels for baked goods, soups, beverages, etc.
· Calculator

· Sanitary hand wipes

In Prep of Bake Sale: 

Emphasize at Fall General Meeting, circulating sign-up sheets at tables for baking and making soups.  Ask those making breads/loaves to have them ready on Monday evening; pick-up service provided if necessary.
· Announce in weekly bulletin 4 weeks prior to Election Day
· October newsletter
· Bulletin boards
· Make signs:

· Regular Coffee/Hot Water (can use index cards)
· Prices for coffee, tea, baked goods & soups

· Also make signs directing people into Memorial Room

· Prepare coffee pots and hot water the night before
Start setting up at 8:00 am on Tuesday morning.

Suggested Pricing: should be on separate sheet
Update for 2012 and have several copies of Pricing Sheets
Soup:


$2.50/pint | $5.00/quart | $2.00/bow

Coffee/Tea:

$1.00/regular size | $1.25/large

Hot Chocolate:       $1.00/cup

Breads:

$5.00-$6.00/loaf

Coffee Cake:

$1.00/regular slice, $6.00 whole cake
Cookies:

$.50/large | 3/$1.25
Pies:


$8.00

Cakes:

$10.00-$15.00

Muffins:

$1.00
Cupcakes

Brownies

Donuts/donut holes

Set-up (day of Bake Sale)
· Set up tables - 2 large in center, 4 small under windows
· Use wood table for coffee and tea

· Set up card table (hall closet) and 4 chairs against book cases

· Move arm chairs across hall to provide more room
· Church cookbooks on book shelves in Memorial Room - $3.00/each
· Extra garbage can
· One coordinator should handle money only

Note:  Please contact Debbie Steinberg @ 908.232.1542 with any questions or to obtain a ‘Tax Exempt Form’ if purchasing supplies. Submit your receipts for purchases made to our Treasurer for reimbursement.


