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Sports and Leisure Services
Georgia Institute of Technology
Located at

150 Bobby Dodd Way

Atlanta, GA 30332
Servicing Bobby Dodd Memorial Stadium, Alexander Memorial Coliseum,

and Russ Chandler Field 
Grant Reed, General Manager cell: 404-391-1731
Adam Wesolowski, Concessions Operations Manager cell:  678-794-7867
Janet Tenny, NPO Coordinator cell:  678-438-2301

Phone:  (404) 385-0346
Fax:  (404) 385-0528
INTRODUCTION

Thank you for your interest in Sodexo Sports and Leisure fund-raising opportunities for non-profit groups.  Sodexo Sports and Leisure is contracted for concessions and catering operations for Georgia Tech (Facility).  Our goal is to achieve a win-win partnership, by providing your group with a consistent, ongoing fund-raiser, and Sodexo Services with a consistent labor force.  We are looking forward to working with you and your group.

We believe that people are our most important-asset.  In the long run, the one competitive advantage our food service operation can hold over others is our people and customer service.  The purpose of this guide is to introduce you to our operations and policies and it is important you read and understand all of the information.  Please study it and refer to it often, make sure that anyone working as a Cash Lead or Inventory Lead receives a copy as well.
All groups are required to attend pre-season training sessions in the summer, (days and times are flexible - evenings and weekends are fine) on-site at GA Tech.  It is the responsibility of the Non Profit Organization (NPO) to read and practice all Food Safety Regulations as stated in the Power Point Presentation that is on our website (verification of training is required) as well as the contents of the NPO Handbook. The NPO group is responsible for knowing the event schedule and arrival times as stated in the contract. Game schedule updates are available at www.ramblinwreck.com and www.GeorgiaTechConcessions.com
The basis for our joint venture is that Sodexo will provide the facilities, equipment, product, supplies, uniforms, and change fund.  Your non-profit group will supply the number of qualified people, as specified by Sodexo, for each and every event scheduled.  These people will appear ready to assume their assignments precisely as scheduled.  Your group will designate a stand leader, (Lead), for each location.  The group, as a partner in this joint venture, will supply sufficient people to staff the preparation, stocking, serving/cashiering, restock, and leadership functions.  The workers must be at least 16 years old. The group leader from each location will work closely with the area supervisor, (a Sodexo employee), whose primary purpose is to facilitate and support the group's activities.
Sodexo is ranked #6 in the nation and prides itself on its diversity. Sodexo does not discriminate and will not permit discrimination against any group or individual on the basic of race, color, relation, creed, age, sex, disability, national origin, ancestry, personal preferences or any other classification protected by law. Sodexo reserves the right to terminate an agreement in the event that the group in any way violates the equal opportunity policy, as applied to the operation of the facility and service of customers including other Non Profit organizations or Sodexo employee. 
GROUP COMMISSIONS

Your group will earn 8% of their net sales (gross sales minus sales tax), not the amount of cash turned in. All Shortages, (negative differences between inventory sold as shown by total inventory received and ending inventory on stand sheet and cash turned in minus bank) are deducted from the group's commissions. In the event that a counterfeit bill is accepted the amount of the bill plus any shortage that it will incur will be deducted from your commissions. Checks are made payable to the Non Profit Organization and not an individual. Checks are sent directly to our office and can be picked up in the cash room at the next event and are paid on a 30 day pay cycle.  Checks must be signed for as well as verification of the commission. When there is more than one event in the same month, all of the events for that month will be included in the one check for that month. All discrepancies in commissions must be brought to the attention of Janet Tenny with in five (5) business days. Please do not address these issues prior to or during an event, they should be address on the following business day.  
Commissions are based on net sales minus any shortages, cleaning fees (Exhibit “B”) or any other adjustments as listed below.
	Potential CHarges
	Deduction Amount

	Failure to maintain proper uniform
	1%

	Failure to arrive on time
	1%

	Failure to have the proper number of volunteers
	1%

	Maintain condiment station
	1%

	Failure of health inspection as a result of failing to adhere to mandated food safety policies
	100%


	Incentive
	Increase

	Proper submission of all paperwork 

(worker list [by 5pm 3 days prior to event], temp logs, coupon sheet, inventory, etc)
	.75%

	All group members in proper uniform
	.25%

	All group members on time
	.25%

	Proper number of volunteers
	.50%

	Condiment stations properly maintained  
	.25%


It is the responsibility of the NPO to maintain the concession stand and all service areas designated by Sodexo at all times. This includes but not limited to the cleanliness (before, during and after an event) of the stand, stocking (including BIBS) and proper storage of items. In the event that proper cleaning procedures are failed to be maintained, a cleaning fee will be withheld from the commissions. All cleaning fees are posted in each concession stand as will as found in Exhibit “B”.  It is also the NPO’s responsibility to watch and adhere to the proper federal, state, and local food handling procedures, as specified in the Food Service Power Point that can be found on the GA Tech Concessions website. These policies must be followed while handling, storing, preparing and serving food. In the event that a concession stand fail a food safety audit as the result of the NPO’s failure to follow the food safety guidelines provided by Sodexo will result in the loss of the commission of the event as well as the termination of their contract as stated in the NPO’s contract.
 CASH HANDLING PROCEEDURES 

  The NPO group assumes sole responsibility for all cash in its possession once they exit cash room until the final drop at the end of the event. It is suggested that the Money Lead verify their bank before leaving the cash room. The Money Lead will surrender their State ID upon picking up their bank; it is the responsibility of the Money Lead to pick up their ID at the end of the event. The NPO cash handlers are responsible for following all cash handling procedures (Exhibit “A”) and the cash drop schedule. The money lead will prepare two (2) money drops during the event; after kickoff and after halftime. These cash drops will be verified by the area supervisor and is mandatory. These cash drops will be picked up by a Sodexo employee and Atlanta Police officer. The drops are to consist of $20’s and higher, please be sure that $20 and higher have been marked with the Counterfeit pen. Sodexo will withhold from the groups commission any shortages or loss of funds. It is the responsibility of the cashiers/Money Lead to verify all bills in the denomination of $20 and higher, any acceptance of counterfeit bill(s) will be deducted from the groups’ commission as well as any shortage that may incur. At the end of the event please count all monies promptly and bring to the cash room as soon as possible; do not keep money in the stand while counting inventory and cleaning, as this entices theft.  
CANCELATION POLICY

The NPO group is required to commit to all six (6) games of the football season. In the event that the group needs to cancel notice of this must be submitted in writing to our office at least one (1) week prior to the confirmed event. If cancelation occurs without proper notification a cancelation fee of one hundred dollars ($100.00) will be withheld from the NPO’s next worked event commission. Please keep in mind if you were the replacement group how much time you would need to gather volunteers. 
BEFORE GAME DAY

By 5pm, three (3) days prior to each event (Wednesday for Saturday and Sunday for Thursday) we need a list of volunteers (Exhibit “D”). Names can be dropped and/or added to list right up to check in just so long as the required numbers listed below are achieved.  Alphabetized lists can be emailed (Janet.Tenny@Sodexo.com) or faxed (404-385-0528).

CONDUCT IN SERVICE AREAS

It is the NPO’s responsibility to make sure that that their assigned service area remains open and fully staffed until released by Sodexo. The closing of a concession stand may only be determined by a Sodexo employee and not the NPO group. It is the Groups Leads responsibility to ensure that all of its volunteers conduct themselves in a professional manner at all times while at the facility.  It is the responsibility of the NPO’S lead to insure that all volunteers abide by Sodexo and the GA Tech rules at al times during the event. Obscene or vulgar language, disruptive behavior, the consumption or use of alcoholic beverages or drugs, and the lackluster customer service is not accepted. This will result in the removal of the individual(s) and/or termination of the NPO contract. The group is to remain in its designated service areas at all times; admittance of the field is prohibited any one who is on the field will be removed and prohibited from volunteering at any future event (s). Only the number of volunteers necessary to staff the stand will be admitted to the event. At no time will a volunteer be allowed to attend the event for the purpose of viewing the event.
The NPO volunteers must follow the appearance standards as stated in the Uniform Guidelines (Exhibit “B”) at all times. Sodexo will provide a shirt and hat for every volunteer. It is the responsibility of the NPO group to maintain the cleanliness of the uniform and return all uniforms distributed at the end of the season. Hair that extends past the collar must be pulled back in a hair-tie (this is for both male and female) Uniforms are to be returned in the same condition as issued (less reasonable wear), any loss or damaged to the uniform will be deducted from the final events commission. Unclean attire and baggy pants will not be tolerated. 

Volunteer meals are to be consumed before or after the event. At no time should a volunteer eat a meal during peak hours, from gates open until after half-time, or with in customers view. All food and beverage may not be stored or consumed in production area, this includes anywhere on the front counter (fountain drink drain area). Volunteers may only eat foods that are designated by Sodexo as stated in Exhibit “E”; all other food must be purchased. Smoking is prohibited in all facilities at GA Tech.
It is the responsibility of the NPO Lead to insure that no product (including ice) is given away for any reason, unless authorized by Sodexo. Volunteers will charge the correct prices for all items. Sodexo prides itself is excellent customer service at all times with a 100% Satisfaction Guaranteed Policy in all areas. In the event that any product be given away or transferred proper documentation must be provided.
WASTE

It is the NPO’s responsibility to follow the production guidelines for the event as stated by Sodexo. But it is the responsibility of the group to increase production based on demand as to insure that product is all ways available to the customer. At no time is it acceptable to run out of food, however if excessive waist is anticipated you must notify your supervisor so that the product can be redistributed. At the conclusion of the event all spoilage/waste must be verified by Sodexo and recorded on the stands inventory sheet.  
CUSTOMER SERVICE
Customers are the most important people in any business.  Customers are not money in the cash register; they are human beings with feelings and deserve to be treated with respect.  Customers are people who come to us with their needs and wants.  It is our job to fill them.  Customers deserve the most courteous attention we can give them. Service, food and atmosphere are what people look for when choosing a place to eat. Our customers are not our captive audience, they may choose to eat prior to an event or wait until it is over.  They are the lifeblood of this and every business.  They provide our income.  Customers don't ever forget any of this, nor should we.  Excellence is our standard.  We strive to serve our customers in a professional manner. Without customer satisfaction, we fail.

Even if you are not directly serving the customer, it is important to remember the relationship each individual has in the success of customer service. Remember - If you are not serving the customer your are assisting someone who is. For example, the back counter support must make sure the food they produce is hot, appetizing and prepared to specifications, the beverage pourer needs to be sure that the beverages they serve are not flat, have sufficient ice, the cup is clean from all spills, etc.   Service, food and atmosphere are what people look for when choosing a place to eat.  Our customers are not our captive audience, they may choose to eat prior to an event or wait until it is over.  It is up to each of us to assure that each customer consistently receives quality service and food.

Our policy is to do whatever is necessary and appropriate to resolve a customer complaint.  When confronted with a problem, each group member is empowered to take whatever steps necessary, up to and including a refund and/or product replacement.  After resolving the problem with the customer, bring the matter to your group leader's attention so steps can be taken to make sure the problem is not repeated.

DEFINITIONS OF TERMS:

Group Lead: This is the liaison between Sodexo Sports & Leisure and the Non Profit Group.

Money Lead: One in charge of all money handling through out the game.
Inventory Lead: One in charge of all inventory through out the game. Receiving of all products during the game including pizza. 
Workers: Any NPO volunteer that works in the stand other than the Leads.

Ending Inventory Prior Event: This is the final count from the previous event.

Removed Before Event: Any chargeable item that is taken from your stand after the last event.

Del. Before Event: Any chargeable item delivered to your stand before the event begins. (Some items are delivered as the event is getting started.)
Actual Beginning Inventory: Ending inventory minus removed inventory plus delivered inventory.

Group Count: This is your count prior to gates open. Any discrepancies between actual beginning and your count MUST be verified by the area supervisor.

Chargeable Items: Any item listed on the inventory sheet.

Transfers in: Any chargeable item(s) brought o your stand during an event. Transfer ticket required with signatures.
Transfer out: Any chargeable item(s) removed from your stand during an event. Transfer ticket required with signatures.

Broken/Spoiled: Any chargeable item that falls on the floor, broken, moldy, returned by customer. This is not over cooked items or items consumed by group. These must be verified by area supervisor. 
Meals: Any items consumed by the NPO group or Sodexo VIP coupon.

Left Over: This is hot dogs or sausage that has been cooked and not sold. Do not put ending inventory here.
GTC: These are coupons for the event from the event staff, Boy Scouts, the Band etc. DO not include meal coupons for the NPO. Verify the date on the coupon as the current event, do not accept expired coupons.

Final Count: This is the ending inventory of all items (hot dogs that are still in the box or cooked and not bunned).

Non Chargeable: Items such as gloves, foil hot, dog wrappers, cheese chili, soufflé cups, etc. Write down items that are needed on the bottom of your stand sheet.

BIB:  Bag-In-A-Box - Soda syrup; do not remove bags from the box as this will cause leakage and the breaking of the seal of the hose. It is your responsibility to change these as needed during the event. 

CO2: Make sure that this is turned on before you begin your beginning inventory.

Production Numbers: These numbers are a guideline for hot dogs, sausage and pretzels to have ready before the gates open and for half time. They are based on previous games taking into consideration weather, sales of the last time we played the team, time of day, etc. If you are selling items faster or if sales are slower then adjust production accordingly.
ARRIVAL PROCEDURES

 It is the responsibility of the NPO volunteers to find proper parking and any fees necessary. We encourage volunteers to carpool or take Marta. When arriving to work, proceed to the Sodexo employee tunnel (rollup gate between gates 5 & 6) at Bobby Dodd Stadium and check in. After checking in at the tunnel and receiving your wrist band, the designated Group/Money Lead will go to the Cash Room (with his/her ID) to receive your stand's bank.  Count the bank and verify the starting balance, leave your ID in the office.  Each stack of bills should be counted individually.  Pick-up clipboard with stand sheet, cash sheets, etc.  Proceed to Stand.

WHEN YOU FIRST ARRIVE AT YOUR STAND:

Arrival Times:

Shift 1:  4 ½ hours before game time.  For example if the game time is 1:00pm then arrival time is 8:30am, game time is 7:30pm arrival is 3:00pm.

Shift 2:: 3 hours before game time. For example game time is 1:00pm then the arrival time is 10:00am, game time is 7:30pm arrival time is 4:30pm.

Gates open: 1 ½ hours before game time. For example if the game time is 1:00pm the gates will open at 11:30am. 

Arrival times are split into two (2) shifts. In the first the groups Money and Inventory Lead need to arrive. Every stand must have both and not the same person that does both. They need to be the same person throughout the game. The second shift is the balance of the volunteers. Everyone must show up in uniform ready to work. Any late arrivals will result in applicable reduction in the donation. At this time the Group leader should organize its volunteers and assign the volunteers to the proper task.
Each item listed on your stand sheet has to be checked in:  Count all boxes, all loose items, every candy bar, etc.  Keeping items together makes counting easier and more accurate. Record your counts on the Inventory sheet provided.  If there are any errors, call your supervisor to recount behind you and initial sheet.  Discrepancies between Sodexo count and group count must be verified and initialed by your area supervisor; discrepancies that are not initialed will not be accepted. Any discrepancy comes out of your commission. Cook & bun hot dogs, pop popcorn, fill cheese and chili. Set up displays. Clean all counters.  Set up cash drawers.

Open all windows 30 minutes prior to gates open.
Stand Workers 
All volunteers should arrive on time, in uniform and neat and clean appearance. Stand worker positions are: cashiers, runners or drink/order fillers, pretzel/popcorn/hotdog production, inventory restock money lead and inventory lead.
STAND SET UP AND FOOD PRODUCTION

Upon arrival to the stand and after inventory has been counted it is now time to set up for the game and make some money! 

Display the inventory; don’t forget the mugs and megaphones as these are large money makers.
Coke and CO2, checks the CO2 to make sure that it is turned on and check to make sure that the BIB’s are connected properly. This is the most common problem with coke machines. If you have a problem let your area supervisor know and to contact the coke representative. 
Hot dogs and sausage are prepared on the roller grill and are cooked until they are 140 degrees; remember to write the temperature on the Temp Log. Start cooking the hot dogs and sausage once they have been counted on inventory. Production numbers are located at the bottom of the inventory sheet, but if you are ever unsure of how many to prepare please ask your supervisor. Place the cooked hot dog/sausage in the foil bag; fold the top for hot dogs and twist for sausage. If every stand does the same then anyone who comes in to help knows which is which.

Popcorn should be cooked by empting the entire contents of the pouch into the kettle; most machines can pop two (2) pouches at a time. Remember to cook through out the event. Use one (1) oil mixture to one (1) bag of seed; do not separate the pouch to use two (2) oils mixes per popcorn seed as this wastes the other seed pouch. Turn the kettle heat on and then turn the kettle agitator on. Empty the oil pouch first and then the seed as this coats the kettle first before the seed. Once the desired amount of popcorn is popped, the kettle agitator and kettle heat need to be turned off. Never leave the kettle unattended.

Pretzels are placed in the warmer. DO NOT salt pretzels before you place them in the warmer, as this will dry them out faster making them hard. Pretzels need to be place in the warmer for about 25 minutes before they are ready to serve. Save some of the pretzel bags for the left over pretzels. Salt the pretzel as you sell them by spraying the out side with water and then laying it into the salt tray. Only use the spray bottle that says “water only”; always remember to wear gloves and serve on the deli sheet. The leftover pretzels are placed back into a pretzel bag and counted in the “ending inventory column” and placed back into the box. No left over pretzel should be thrown away. Each pretzel machine will hold approximately forty (40) pretzels.
Nachos are served in the bag in a nacho boat (located in the box with the nachos). Place the cheese cup in the boat and the bag of nachos on top. We do not open the bag of chips and place the cheese on the chip for the customer as this is a health safety issue.

Cheese and chili machine should have a pouch and an extra pouch warming. Pre fill cups and place then in the pretzel warmer or a warming drawer. Extra cheese or chili is $1.00 and one (1) cup come with the each order. Cheese and/or chili dog is an extra $2.00 to the hot dog price ($5.00 or $6.00).

Condiments and napkins are to be place on the counter in front of the stand. It is the groups’ responsibility to keep the condiment stand clean and refill as needed. 

DURING EVENT

Product Transfers/Additions

Product transfers are handled by supervisors and group lead.  It is essential that your stand inventory is monitored to insure you do not run out of any item.  Be sure that you are not hoarding excessive product in your location.  Keeping excessive amounts of these items will force other locations to run out.  Transfer sheets should be filled out-and signed only your group lead or supervisor.  You keep a copy with your stand sheet and the other copy goes to Sodexo personnel and the final copy goes to the area supervisor.

Change Runs

Group leaders will furnish front counter workers with change. If total stand change fund is used up, the group leader should proceed to the Cash Office in order to receive change. Remember to plan ahead; check your change before half-time as it will be difficult to reach the cash room during half-time. Take the amount of change needed to the cash room and exchange it for the needed change.  Sodexo employees are not allowed to get change for groups. Change is like stock, never hoard it or someone else who needs it will lose sales.
STAND SAFETY-FOOD SAFETY
Stand and food safety are very important to everyone. Please refer to the Food Safety handbook on the website. Remember to use a “clean as you go” policy, this makes clean up at the end that much easier.
CLOSING PROCESS

Pre-Closing

You may begin pre-closing your stand after the Third Quarter for Football unless it looks like overtime.  This may include:

· Consolidating lines to two or three lines of service.

· Condensing inventory.

· Anything else that can be done to assist in the final closing procedures, without jeopardizing continued sales.
The stand can only be closed by a Sodexo Employee.  As soon as you close the stand, count and wrap all remaining money, have the Area Supervisor verify inventory sheets before you take them to the Concessions Office. Look over the Inventory sheet for obvious mistakes; if the stands ending count is larger than stands beginning count and there is no “transfer in” then there is a mistake some where.  Make sure all paper work is completed. The stand must be cleaned and ready for the next game. Stands left unclean can result in penalties in your commissions. These fees are posted in the stand.

Clean-Up

The stands should be cleaned.  This means putting all inventory items back in the storage area, cleaning up all papers behind the counters and placing them and empty boxes out in front of the stands to be picked up later, sweeping out stand, etc.  Make sure you unplug all non-refrigeration equipment in stands. Area Supervisor will excuse groups to leave after their inspection of preparation and work area clean-up. The cleaning fees (Exhibit “C”) will be deducted from you commission for the event.  

RULES

A group that follows this outline and the directives of management will be successful, and its earnings will be beyond satisfactory. Earnings and/or the group’s entitlement to participate can be jeopardized, however, if the following rules are broken.

· NO smoking inside the stands.

· NO eating or chewing gum in public view.

· NO use of drugs or alcohol before or during work hours or on premises.

· Uniforms must be worn by all workers in public view. This does include hats. Everyone involved in preparing or serving food must present a clean, attractive appearance.

· Hands must be washed every time before handling food, especially after using the restroom.

· If you have a cold or cough, or if you are sneezing, stay away from food.

· NO refilling of cups with beverages or ice.

· Abusive language toward customers, fellow workers or supervisors will not be tolerated.

· NO stealing.

· NO fighting.

· Falsification of records will result in dismissal of the entire group.
· NO throwing things over balconies. 
· YOU MUST HAVE FUN!
· NO SOLISITATION OF TIPS OF ANY KID.
EXHIBIT A
CASH HANDLING GUIDELINES 

1. Leads are to count and sign for their banks at the beginning of their shift in the presence of teller. 

2. Cashiers are to close the register drawer between each transaction. 

3. Cashiers are to place bills on ledge of register until transaction is completed. 

4. Cashiers are not to leave the registers unattended.  

5. Only one person is to work from a cash register drawer during a shift. 

6. Cashiers are responsible for knowing the prices of items on the menu. 

7. Supervisors are to verify cash for each pick up (after kick off, before half time) before the pick up. 

8. NPO’s will be held accountable for over/shorts according to Sodexo Policy. 

9. LEADS are to verify ALL large currency ($50 & $100) with Counterfeit Pen. 

10. CASHIERS are to verify ALL $20 bills with Counterfeit Pen. And keep money facing same direction.

11. Cashiers are not to accept personal checks, Buzz Cards, Debit cards or Credit Cards. 

12. Cashiers are to notify a Lead immediately if a customer complains of being shortchanged. 

13. Leads are to do “cash pulls” so that drawers remain low but with enough change. 

14. There is to be no commingling of personal funds and Sodexo funds at any time. 

Miscellaneous Cashier Rules 

1. No personal items are to be kept at the register station. This includes wallets, purses, handbags, backpacks, coats, etc. 

2. Cashiers are not to eat or drink anything while at the register. 

3. Cashiers are to wear Sodexo or Group shirt at all times. This does include Sodexo hats.
4. Any counterfeit bills accepted by your Group the full amount will be deducted from your commission. 
I have read and have had the Cashier Guidelines explained to me and I understand. 

Group Lead Signature ___________________ Date ____________________ 

Print Group Name________________________ Date ____________________ 

EXHIBIT B
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UNIFORM GUIDELINES

Sodexo will provide jerseys for football and shirts for all other events, free of charge. Charges only incur when items are not returned or returned damaged. It is strongly encouraged to wear the jerseys at football as this supports the GA Tech Yellow Jackets. At all other events we encourage your group to wear a shirt that promotes your organization. Do not wear shirts or hats that are the color or have the mascot (even if it is your teams/schools) of any other collegiate team. 

· Only solid tan or black pants are to be worn (no jeans). 

· Tennis shoes are to be worn at all times (no sandals, flip flops or any other open toed open healed shoes will be allowed).

· Jewelry should be kept to a minimum. Dangling earrings, large rings, long necklaces and excessive earrings will be asked to be removed as they are unsafe.   
I, ___________________________ representing  _______________________________

_____________________________  Group have read, understand and will adhere to the above guidelines. We have/have not received the uniforms listed below.  I understand that the replacement cost for any lost or damaged jersey is $25.00, shirt is $12.00 and hat/visor is $10.00. Shirt sizes are as follows _______S/M _____ L/XL _______ XXL. 

_______ Jerseys

_______ Shirts (blue and/or yellow)

_______ Hat/Visor

By signing below I hereby assume all responsibility of the aforementioned uniform shirts and/or hats.




Group Representative____________________________________




Sodexo Representative __________________________________




Date ________________

Exhibit “C”

Cleaning Fees

Area Supervisor will excuse volunteers to leave after inspection of preparation and work area clean up. Cleaning fees are charged to groups for failure to clean stand properly.

Fees are as follows: 

	Hot Dog Roller
	$10.00

	Warmers
	$10.00

	Popcorn Machine
	$10.00

	Coke Machine 
	$10.00

	Utensils
	$5.00 each

	Counters
	$5.00

	Walls
	$20.00

	Condiment Table
	$20.00

	Floor Swept
	$15.00

	Trash Removed
	$15.00

	Sink
	$10.00

	Coffee Pot/Machine
	$5.00 each

	Nacho Machine & Nozzles

Coke Nozzles Left in Water
	$5.00 each

$5.00 each


All of the above duties should be carried out before leaving your stand as well as verifying all coffee, cheese and chili machines have been unplugged.

DO NOT PLACE TRASH OUTSIDE STAND UNTIL THE GAME IS OVER AND MOST FANS HAVE LEFT. THIS ENCLUDES ALL BOXES.
EXHIBIT “D”
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Group Name: Stand #:

By my signature below, I indicate that I have been trained on the equipment in my stand,

I understand my duties for today and I certify that I am at least 16 years of age. I will perform 

my job in a professional manner, I understand that if my demeanor is deemed inappropriate

I may be asked to leave. As a cashier I understand that I must check for counterfeit $20 and higher.

Type or print Name

of workers Cell Phone Number Sign In

Money

 Lead

Inventory

 Lead

Workers Sign In

Total Number of workers


EXHIBIT “E”
GROUP MEALS

We offer NPO groups a meal during the event only. If you are attending the game all items must be purchased, this is considered stealing and can result in termination of contract and will be deducted from your commission. The NPO meal consists of 2 or any combination of: hot dogs, peanuts, nachos or pretzel. The “Meal Ticket” (sample below) is for these items only. You will receive the number of meal tickets based on the number of volunteers you provide us with on your worker list. You will be provided with a limited number of “comp cups”, these are for your use ONLY – DO NOT GIVE AWAY TO ANY CUSTOMER FOR ANY REASON! The comp cup is for you to use for fountain drinks (unlimited refills) or popcorn (do not use a popcorn cup that we sell or the boats used for nachos). Candy, Cotton Candy, Sausage, Pizza or any item not listed above must be purchased. If one of these items is listed as the NPO consuming, it will be listed as a regular sale which can make your stand short. This is considered stealing and will be deducted from your commission. At the end of the game and you have over cooked Hot Dogs, Sausage, Burgers, Philly’s, Pizza only after they have been counted by your supervisor as left over’s can they be eaten. According to National and GA Health codes no left over food item (cooked and not sold) can be removed from the stadium, but must be thrown away.  
                                                      

Limit two items per ticket.

Please mark items consumed & have Stand Leader sign.
                                                                                        Hot Dog                                                   Pretzel 

                                                                                         Nachos                                                     Peanuts        

                                                                                       Stand Leader Authorization:    

                                                                                        Group Name:



Acknowledgement
NPO Handbook

I acknowledge that I have received a copy of the GA Tech, Sodexo NPO Handbook effective September 1, 2009. I also agree that I have read, understand, and will follow the policies in the handbook. 
I understand that any previous policies or procedures on the subject in this handbook, if different, are replaced by items of this NPO handbook.

I acknowledge that this NPO handbook is not a contract, does not create any contractual commitment by Sodexo or GA Tech. Sodexo reserves the right in it’s discretion to modify or discontinue any of the provisions in the NPO handbook or to decide that they do not apply, or how they may apply to a given case.

Group Name:_______________________________________

Accepted and agreed by:

Group Coordinator Print Name:_______________________________

Group Coordinator Sign: ____________________________________

Date:________________

Sodexo Sports and Leisure

Accepted and agreed to by:

Name:_________________________________

Sign:__________________________________

Date:__________________________________
Please return this page to Sodexo, GA Tech Concessions.
