
2017 Bake Sale Procedures 

1. Shift details:   

 Sign up for the Mass you are attending.   

 Cash boxes (2) will be found in right side stage closet in DeSales Hall. 

 Please staff the table after Communion.  (Do not sell to anyone before or during Mass.) 

 Detach removable tag from purchased baked good and place in canister marked “tags” - 
record price on tag if it sells for a different amount than labeled. 

 After your shift, restore the cash boxes to the original $100 in change and place all other 
money in the brown envelope marked for that Mass (e.g. 5:30pm Sunday). Also, remove 
the “inventory tags” from the canister and put them in the brown envelope with the money. 

 Give the brown envelope full of money and inventory tags to the Bake Sale chair or 
receptionist at the church office between shifts.  

 Put the cash boxes (with $100 in each in correct increments as stated inside the box [if 
possible]) back in the stage closet.   
 

2. Not every family has to bake (though that is the only way you can earn funds at this fundraiser) 

 DO NOT MAKE ITEMS NEEDING REFRIGERATION!!! Please make items that are safe 

at room temperature.  

 

3. Each baker will be given numbered inventory tags for their items. (We are limiting the number 

of items to 30/baker so that we can sell all/most items for everyone.) These inventory tags will 

be used to track sales, rather than labeling items with baker's names/initials and keeping sale 

sheets at each bake sale table. On the large top of the label, write a description of your item, 

possible allergens, and on the tear-off small part, write the price.  

                                               

You may pick up inventory tags by contacting Pam Yanni (404-432-2169) , the 

Administration Building, or at through Derek. 

4. Tape or tie the tag to your item. Complete the inventory list (attached) providing inventory tag 

numbers, descriptions and prices. 

 EXAMPLE:  If you make 3 plates of brownies, items 1-3 say brownies.   

 DO NOT write Item 1: 3 plates of brownies 

 Double check to make sure items and numbers match up 

 

 

 



Sample of an inventory sheet is below 

 
 

5. Each teen/family is responsible for pricing own items. Please see separate sheet for 

guidelines. Each participant will earn the full amount sold from his/her desserts. 

6. Drop off items in Lower Lobby Saturday December 9th,  3:30pm-5:00pm 

 You must check in all items with the Sale Chairs. 

 Choose 3 items to be placed out for initial sale. The rest will go on tables grouped with like 

items to make for easy re-stocking of upstairs tables. This will also help ensure that all 

bakers get their items displayed during the sale. 

 

7. Items are to be brought out to DeSales Hall NO EARLIER than 4:30 PM on Saturday. 

 

8. Items can stay in DeSales Hall overnight Saturday (it will be locked). 

 

9. All tables must be cleaned and all bake sale related items and leftovers can be left in DeSales 

Hall 

 

Questions? Text or call Pam’s cell (404-432-2169)  Or Derek’s cell- (716) 467-1662 


