
THE BUTTERY 
BAKERY GUIDE

For Questions: info@butterybakery.com

For Sending Images: images@butterybakery.com 

For Custom Cakes: customcakes@butterybakery.com

For Custom Cookies: customcookies@butterybakery.com

For Wedding Info: weddings@butterybakery.com  



BUTTERY POLICY
Expectations
• In general every employee should contribute to the efficient and smooth operation of The Buttery through 
their customer service, attention to detail and positive attitude. We don’t ever want to hear “That’s not my 
job”, all the work needs to be done and it is the responsibility of all of us to see that it is done. 
• Never give away any products without authorization and never take anything for yourself without 
permission. 
• If you aren’t working, don’t walk through the back, come to the front of the counter.  

Dress Code
• All team members must wear The Buttery apron, hat, and t-shirt. Keeping the uniform clean is the team 

members responsibility. If uniform is lost, employee is responsible for replacement. 
• No open-toed, “croc-style”, or backless/open heeled shoes at store. 
• No overly revealing clothes, including bare midriffs or leggings. 
• Pants must be worn at waist level, without underwear showing. 
• Skirts and dresses must be at least mid-thigh in length.

Sick Policy 
If an employee calls in sick we want to ask them to try and call someone else to come in and work for them. If they cannot find anyone to work for 
them or if they can’t find anyone able to come in by the start of their shift we need to ask them to come in and work until we can find someone to 
cover them or until it becomes less busy and we can let them go home. It is a “business necessity” that we fill all of our shifts so remind our 
employees of this, they know how difficult things can be at work without enough people on staff. We want to be compassionate and understanding 
but we also have a business to run. If an employee is seriously sick (i.e. more than a cold or a sore throat) or in an emergency situation we will not 
ask them to find someone to cover their shift or come in. Also make compromises with people, ask them to work half their shift and then tell them 
they can go home. Ask the employee to wait in the break room for a little while to see if they feel better if they are already at work, if they aren’t 
already at work asking them to come and see how they feel after they’re at work is something to do because often once they are here they will 
decide to stay at work. Always if it is possible we should let people go home if they are sick and it won’t negatively affect the business. 

If a manager deems someone as being too sick to work you can be sent home. We don’t want their sickness to negatively impact the business or 
drive customers away. If they have a runny nose that won’t stop dripping or they can’t stop throwing up then send them home. Also if they have a 
child that is sick, or in trouble at school or a family emergency then we need to let an employee go home. We also need to treat their reasons for 
leaving with confidentiality; we don’t need to tell every employee that “Jane” won’t be coming in because she has explosive diarrhea or some other 
potentially embarrassing condition. If other employees inquire about a missing employee inform them that said employee “won’t be coming in” or 
“will be leaving early” and leave it at that. We need to be sensitive about privacy issues. 



Late to work/Missing Work
If you are going to be late for work or absent, notify your manager as far in advance as is feasible under the circumstances, but before the start of 
your workday.This doesn’t mean three minutes before their scheduled shift, we want them to give us more notice than that. We cannot and will not 
fire someone for missing work because they are sick as long as they notify us or have a reasonable explanation or excuse as to why they couldn’t 
notify us. When we are communicating with employees about working when they are sick we should not imply that there will be negative 
consequences for them if they miss work. We should instead focus on the team aspect of work and remind them how necessary every person is for 
the Buttery to function properly and how hard it can be working down a person. 

That being said we will have a log to keep track of absences and if an employee has an excessive number we can talk to them about attendance 
and the needs of the business, a leave of absence is usually an option if illness is causing a chronic attendance problem. We won’t force an 
employee to work when they are sick and we won’t retaliate against them if they are but we need to stress to them the importance of their role at the 
Buttery and the necessity of keeping every shift filled. 

Harassment
We prohibit the harassment of one employee by another employee, supervisor or third party for any reason. 

We do not tolerate harassment at The Buttery of any kind. This includes how we conduct ourselves at work. Foul language of any kind is not 
appropriate at work. We cannot swear at others or even ourselves. You can think of a dirty word but you cannot verbalize it at work. Such language 
is inappropriate whether it be in the front of the bakery or in the back, in English or in Spanish. Swear words are offensive to many people even if 
they are not directed at a particular person. For example we would never swear in front of customers because it would be offensive to them. The 
same is true in other areas of the bakery, we don’t want to offend the people we work with. 

The purpose of this policy is not to regulate the personal morality of employees. It is to ensure that in the workplace, no employee harasses another 
for any reason or in any manner. 

While it is not easy to define precisely what harassment is, it includes: slurs, epithets, threats, derogatory comments or visual depictions, 
unwelcome jokes and teasing. 

What this policy is about in essence is making sure everyone is comfortable at work. There are certain things we cannot say in the workplace for 
professional reasons. Curse words are not appropriate. Making fun of other people is not okay even if you are just “joking around”. Be respectful of 
other people’s feelings, if someone says that something you said bothered them listen to them and let them know you didn’t intend to hurt their 
feelings. If you know something bothers someone don’t tease them about it. Take a little time to consider the other people around you before you 
speak. Also if someone says something that you find offensive, tell them. Chances are they will respect your feelings and not speak to you that way 
again. And if they don’t, please let your manager know. We will take it seriously and ensure it doesn’t happen again. This behavior can lead to verbal 
warnings as well as written warnings and even termination. 

Shoplifting
If you see someone take an item, alert a manager about the theft so they can monitor the situation and determine the best solution. Never confront 
a shoplifter in an accusatory tone. 



The manager will decide whether or not to escalate the situation. The manager will approach the suspicious person, while remaining calm and 
professional. It is possible that a misunderstanding has taken place and the person is not actually a shoplifter. Treating the customer in a polite, 
discrete yet firm and professional manner will help the situation not escalate. 

If prosecution is required, we will follow with the California law: 

Petty Theft: This crime may be punished by a fine of up to $1,000, a term of imprisonment lasting up to 6 months, or both. For petty theft of 
property valued below $50, a prosecutor has the discretion to charge the crime as a misdemeanor or an infraction resulting in a fine of up to $250. 
Prior criminal history can affect the prosecutor's recommendations. 

Grand Theft: This crime may be punished by a term of imprisonment in county jail lasting up to 1 year or by felony sentencing permitted by Section 
1170(h) of the code. Felony sentencing may range from 6 months to 3 years, but prior criminal convictions can increase the severity of the sentence 
imposed by the state court or require imprisonment in state prison rather than in county jail. 

This not only applies to customer but employees as well. If an employee is caught stealing, we will terminate their employment at the Buttery. 

Animal Petting Policy
Due to safety concerns you may only pet dogs and other customer pets if the pet owner is present and gives you their consent to approach their 
animal. This means no petting of unattended animals. 

This is for your safety as well as the safety of the animals. Thank you and we appreciate your compliance. Also, a reminder to wash your hands 
thoroughly after every encounter with an animal. 



ALL FLOOR STAFF RULES 
General Rules
1. You will greet every customer with a smile and  “Hello, How can I help you?” or “Hows your day going?
2. Helping customers ALWAYS COMES FIRST , boxes can be folded later and conversations can be finished after.
3. Employees must memorize all our items. You will be tested at anytime
4. You must never be just standing around and talking, theres always things to do.

• Restock all items
• Fold boxes
• Clean the tables
• Take out any buss tubs
• Pick up trash
• Wipe the cases 
• Wipe the walls
• Sweep the floors
• Make sure outside patios are clean
 • Check to see what deli items we have on stock
• and so on.. No one should be just standing around. 

5. Never have your back turned from the customer
6. Always ask if a customer has been helped already
7. When leaving the floor, you must let the supervisor know were you are going, even if its to the bathroom
8. All floor staff are being tallied, too many tallies will result in disciplinary action. 
9. Have a sense of urgency when working. We want to get customers in and out of the store as fast as possible. 
11. Always say BEHIND when walking behind someone. Not everyone is aware you are walking behind them 
12. DO NOT use cake order forms for scratch paper, we have scratch paper available for you
13. Do not give out a cake that looks ugly, If you mess up a cake, get the cake room staff to fix it, don’t just give it out

Answering Phone Calls
• Please answer this way: This is the Buttery, Tommy speaking, how can I help you?
• If we aren’t busy, try to take the payment over the phone using the manual Card. 

ACCEPTABLE
• We do not accept checks.
• For credit cards, there is a $5 minimum



• We do not accept American Express cards

HOMEBASE
• Make sure your availability is always open
• If somethings wrong with your schedule, LET US KNOW

Clock-in & out
• You must clock-in for all 10 minute and 30 minute breaks

Lost & Found
• We will hold on to Lost items for a week and if not claimed they will be either donated or thrown away.
• We do not mail credit cards

BLACK OUT DATES
You must be available on these days

• April 1st ( Easter )
• June 15 - 17 ( Graduation )
• November 20 - 21 ( Days before Thanksgiving) 
• December 23 - 24 ( Days before Christmas )



HOW TO TAKE A CAKE ORDER
General Requirements: (24 hours notice required for cakes, unless its a cake we always have or you’ve gotten the “Okay” from the 
cake decorator)

Find a cake order form and write the following information:

1. First and Last Name of Customer
2. Phone Number
3. Date this order was taken
4. Your Name 
5. Day and Date customer wants to pick up cake
6. Time of Pick Up ( Anywhere from 7AM - 6PM)
7. If there are other orders, please make a note of it in “Other Orders”
8. If the order has been paid for, Attach the receipt to the back of this order.
9. If the order is for the next day, place it in the Tomorrow basket
Cake Order Requirements
1. Cake Size 
2. Type of Cake
3. Ask the customer if they want Writing in their cake. Clearly print what they want. Double check spelling and always ask if you got the 

spelling correct. There is no extra charge for writing.

4. If they ask for a specific color, write the color the text should be. 
5. For images have the customer send it to Images@butterybakery.com
6. We can put fresh or icing flowers on most of our cakes. (There is an extra charge for this, check brochure pricing) We cannot 

guarantee specific colors for flowers because we may not get those colors that day.

CAKE ROOM LEGENDS 

Here are abbreviations, you’re constantly going to see these everywhere, 
Please memorize them.  



C/F = Cutting and filling GC = German Chocolate
CC = Cream cheese LC  = Lemon Curd
IBC = Italian butter cream RM = Raspberry Mousse
BC = Butter Cream RJ = Raspberry Jam 
DF =Devil’s food chocolate cake I = Iced
G =Ganache VBC Vanilla buttercream
GAN = Ganache WC = Whip cream

GENERAL CAKE INFO
When flavoring Whipped cream, Italian Butter Cream, Vanilla Butter Cream, keep in mind we don’t have an specific amount of 
pasted, jam, compound, extract. We add to the creams, we add them to taste. Tasting when flavoring icings is very important to 
make sure the keep the quality of our product.

Quality Control
When in doubt about freshness, appearance, smell, or anything that makes you doubt the quality of the product. Set the product 
a side, label and inform your manager.

***We don’t allow adding extra flavor into the Cake itself.
     For Example: Adding walnuts into the chiffon cake batter 

Cake Sizes 
We sell all sizes of most of our cakes, there are exceptions though. These will be listed below with each cake.

Round Size: Sheet Size:

7” Short   -    Serves 6 - 8 1/4 (8.5” x 12.5”)    -     Serves 20 - 25
7” Tall      -    Serves 10 – 12 2/4 (12” x 17”)        -     Serves 40 - 50 
10”           -    Serves 24 – 30       3/4 (17” x 18”)        -     Serves 60 -75
12”           -    Serves 35 -45 4/4 (17”x 24”)         -     Serves 80 - 110
14”           -    Serves 50 -65
16”           -    Serves 60 – 80 



CAKE DECORATION
Drawings
1 minute for every $1 if the drawing is under $6 
2 minute for every $1 if the drawing is over $7 

Scanned Images
(Images are sent to Images@butterbakery.com)

7” short & Tall           -       $8             10", 12" , 14" , 1/4, 1/2 sheet -     $15       16" 3/4 , Full sheet          -     
$20

Fondant Cover
(We do not cover sheet cakes in fondant)

7” Short   -    $8.00   12”           -    $45.00
7” Tall      -    $12.00 14”           -    $65.00        10”           -    $30.00

16”           -    $80.00

Buttercream Icing/Writing
• Icing the outside of the cake in a different color is $5.00 extra for any size
• Limited color options for cakes, stick to basic colors, no crazy specific colors.
• Pricing for having multiple colors for writing on a cake:

o 1 - 2 colors: Free
o 3 - 4 colors: $4.00
o 5+: $8.00 (Rainbow colors)

• Charge for writing on a cake:
o Writing on 1st surface: Free
o Writing on 2nd surface: $2.00

Buttercream Flowers
1 minute for every $3 worth of flowers
**For decorations, every type cake gets a standard decoration unless its a holiday.



Fresh Flowers
• Customers cannot bring their own flowers to place on store cakes.
• $2 per flower added to the cake.

# of Flowers:

7” Short   -    3  Flower   1/4 (8.5” x 12.5”)    -     7  Flowers
7” Tall      -    3  Flowers 2/4 (12” x 17”)        -     9 Flowers
10”           -    7  Flowers          3/4 (17” x 18”)        -     10 Flowers
12”           -    7  Flowers 4/4 (17”x 24”)         -     10 Flowers
14”           -    9 Flowers
16”           -    9 Flowers

Ribbons
This ribbon will go around the bottom to be a border for the cake. 

7” Short   -    $5.00   1/4 (8.5” x 12.5”)    -     $11.00
7” Tall      -    $5.00 2/4 (12” x 17”)        -     $13.00
10”           -    $7.00          3/4 (17” x 18”)        -     $15.00
12”           -    $9.00 4/4 (17”x 24”)         -     $17.00
14”           -    $11.00
16”           -    $13.00

Other 
• Adding Sugar Pearls: +$2.00
• Adding Gold/silver sprinkles: +$2.00
• Adding Ganache Pour Drip: +$5.00



TIPS ON TAKING ORDERS
• Make sure that all prices are correct, including prices for icing or fresh flowers 

•  Repeat ALL information about the cake order back to the customer for confirmation.  This includes: name, and HOW TO SPELL 
THEIR NAME, phone number, size of cake, kind of cake, filling, icing, decorations, writing and HOW TO SPELL any/all pertinent 
information in the writing, colors, decorations.  Repeat everything as many times as it takes to make sure it is EXACTLY RIGHT

• Once a customer switches ONE option from the brochure cake, it is now considered a CUSTOM CAKE.

• When taking orders for larger size cakes, Always double check that there is enough time to bake larger size caked

• If someone calls for a cake in the case the same day, MAKE SURE you still fill out a cake form!

• Razzmatazz & Boston cakes always only have two layers. Even when its 10” Make sure to let customers know that these cakes don’t 
sere as many people as a regular 10” Cake and that price is different.

• Key lime pies have macadamia nut crusts, keylime layer(tart fluffy curd texture) creamy chiffon topped with whipped cream icing

• NO RED WRITING on whipped cream cakes

• Actual Fruit or Chocolate fillings have different colors because of the different flavors, these are not added colors

• Scanned images can be done on 7” cakes and Larger. Make sure to include brief description of image on cake order form. Attach the 
image to the cake order form. If the customer doesn't have the image, ask them to email it to us at: info@butterybakery.com with the 
subject titled as Cake picture and what cake / date of pick up this picture is for.

•  Store bought Vanilla white cakes have shortening chemicals(basically a substitute for Butter or Margarine, we DO NOT do that. 
Instead refer to as Chiffon cake. 

•  Be more descriptive when describing a cake so the customer can relate better. Fudge ganache, Moist Cake, Organic Fruit.

•  Vanilla Cheesecake has sour cream icing on top, Cappuccino cheesecake has espresso + chocolate inside with chocolate crisps

•  Fresh or icing flowers can be added to cakes; however, we CANNOT guarantee colors. (please write preference just incase we can)

•  Any hand-drawn pictures MUST be pre-approved by a cake decorator. On very busy days, we must decline special drawings since 
the cake decorator will be busy. 



•  If you aren’t sure about something ASK QUESTIONS! It is always better to ask a lot of questions than have a angry customer 
because we got their order wrong. 

•  Simply inform the customer, “If there are any changes you need to make to this order or if you need to cancel it for any reason we will 
need 24 hours notice.”, after you have finished taking their order.

BAD CAKE COMBINATIONS
• Butter cream inside & Whipped cream outside is at NO

• For chiffon cakes, Whipped cream or Mousse is a great option. However NEVER ganache. ( this is because the cake will become too 
dry) Having both buttercream on the filling and icing is not a good idea because the cake will be too dry. Buttercream should be on 
outside only.



HOW TO FIND A CAKE
1. Find the physical copy of their order so you know what cake you are looking for. (They are inside a box, alphabetized) 
2. Check to see if the cake has been made, theres a stamp on cake forms meaning the cake has been made!
3. Look at the Cake form for its location. They all have locations written on it. 

G is of the front fridge
A,B,C,D,E,F is in the walk-in fridge in the cake room

4. Check to see if they have paid or not. If they haven’t paid, make sure to receive payment.
5. Go to the cake fridge located at the front and find the matching cake. Check that the writing is the same and that it is the right 

flavor. 
6. ALWAYS show and confirm the cake before boxing the cake.

If You Can’t Find The Order:

1. Remain calm; don’t let the customer see you anxious or flustered. Remember that almost all problems can be fixed.
2. Check the Form holder in the Cake Room wall, the form might still be back there.
3. Double check the customers name, make sure you understood it correctly. Search the bakesmart based on phone numbers to 

see if we may have spelled the customers name wrong. Check for possible variations to the customer’s name. Such as the 
customers name may be “Bennet” but the person who took the order may have heard “Dennet”. 

4. Ask the customer if the cake could possibly be under a different name. If the customer isn’t sure what name the cake is under 
but knows the type, size and writing on the cake physically search all orders for the correct cake. Double check details like 
phone number, writing etc. to make sure you have the right cake.

5. Double check the date, make sure the cake isn’t on order for a different day.
6. Check future orders. Pending orders and the completed order drawer.
7. If all else fails get a manager or supervisor to help.

If You Can’t Find The Cake:

1. Remain calm; don’t let the customer see you anxious or flustered. Remember that almost all problems can be fixed.
2. Ask the cake room decorators if they are working on the cake you are looking for or know where it is.
3. Check the drawer to see if the cake has already been picked up.
4. If all else fails get a managers help.



TIPS ON FINDING A CAKE
• If you accidentally mess up a cake, bring it back to the cake room right away and ask us to fix it. Even if we are busy, don’t be afraid 

to ask. We want to know as soon as it happens. 

• NEVER grab a cake from the walk-in fridge unless it is an order for that day. Ask us if we have cakes available, and if we do, we will 
get it for you. Clean up after yourself if you use our space to fill ganache or whipped cream

• If someone comes in and wants writing on their cake, write what they want on a scratch piece of paper and bring it to the cake room.

• DON’T RUSH when trying to put a cake in the box. If someone is purchasing a large round cake, Ring them up front then ask the 
customer to pull up their car in the back door. You can box it in the back and bring it out to them. 

• If the cake looks heavy or is too high to reach, ALWAY ASK FOR HELP! Never pick up something if you feel uncomfortable. It is 
always better for 1 person to carry a sheet cake than 2 because it has less of a chance to crack.

CANCELING OR CHANGING CAKE ORDERS

1. 7’’ cakes, ¼ sheet cakes and 10” cakes may be cancelled any time before the actual day of pick-up. If a 7’’cake, ¼ sheet cake 
or 10” cake is due to be picked up that day and a customer wishes to cancel their order get a supervisor’s assistance and we will 
check with the cake room about canceling. If we cannot cancel the cake the customer will have to pay for it.

2. Cakes larger than 7”, ¼ sheet, 10 “ round or custom cakes require 24 hours notice for cancellation unless the cake room 
makes an exception.

3. When taking a cake order for a cake larger than 10” round, a ¼ sheet, or a cake with design work please inform the customer of 
our policy for canceling or changing the order. 

4. Simply inform the customer, “If there are any changes you need to make to this order or if you need to cancel it for any reason 
we will need 24 hours notice.”, after you have finished taking their order.

5. A supervisor should be notified anytime there is a cancellation and all changes to cake orders should be initialed by the person 
making the changes.

6. If the customer has any questions about why this is our policy please tell them “cakes of this size/ level of design require extra 
planning from our bakers and cake decorators which is why we require advance notification for changes or cancellations.” 



7. If a customer has a problem with our cancellation policy stay polite and friendly while you tell them “please excuse me while I get 
my manager, perhaps my manager will have a better solution” and then find myself, Luz, Janet or Jill and we will deal with the 
situation.

8. Cancellations and changes don’t occur very often but when they do we want to listen to the customer, be patient, be accurate 
and most importantly be friendly and polite. If a refund is required please ask for help from a supervisor.

9. Any changes to the time of pick-up are ALWAYS at the discretion of the cake room and must get the “OKAY” by them. You may 
tell the customer the reason for this is that “we schedule our bakers and decorators based on when the most orders are due so 
they are the ones who will know if we will have someone available to make the cake if it needs to be picked up earlier”.

For example:
A customer calls on the 13th wishing to change a 7” Tall Our Favorite Chocolate cake due to be picked up on the 14th and get a 7” Tall 
German Chocolate Cake instead. We would want to change their order form and information in bakesmart as well as inform the cake 
room of the change.
For example:
A customer calls on the 14th wishing to change a 7” Tall Our Favorite Chocolate cake due to be picked up on the 14th and get a 7” Tall 
German Chocolate Cake instead. In this case we would want to refer this customer to a manager.
Another example:
If a customer calls on the 13th at 2:00 PM wishing to change a 12” Round Our Favorite Chocolate cake due to be picked up on the 14th  
at 3:00 PM and get a 12” Round German Chocolate Cake instead. We would want to change their order form and information in 
Bakesmart as well as inform the cake room of the change.
Another example:
If a customer calls on the 13th at 5:00 PM wishing to change a 12” Round Our Favorite Chocolate cake due to be picked up on the 14th  
at 3:00 PM and get a 12” Round German Chocolate Cake instead. In this case we would want to refer this customer to a manager.

LARGE QUANTITY OF ORDERS
• Always check before taking large quantities that we can do it.
• If a customer orders large quantities of orders, make sure to let the bakers and supervisors know!
(Please follow through with orders you take, do not just assume someone will find it) 
• We need to make sure that we let bakers know so we have enough items to sell in the store as well.
• We are not a factory, we don’t just pump out pastries out of no where. We need time to prepare quality food!

 



HOW TO TAKE A BREAD ORDER
1. Check to see what we have order for the day they are ordering. (Its located in the green binder)
2. Check to see if anyone has already pre-ordered bread for that day.
3. If they haven’t take the bread order down!
4. If they have and we need to order more bread, if its less than 48 hours notice, we can not accept it.
5. If the customer is really wanting that bread, we could try calling golden sheaf and letting them know; however, there is no 

guarantee. 

We will be making our own Buttery bread. This bread will be available at 10AM! 

CUSTOM CAKE GUIDELINE
Remember, custom cakes are anything that goes beyond our standard brochure cakes. Make sure to fill them out on the Pink Form.

• If you’re uncomfortable taking this cake order, grab a supervisor or someone who is more knowledgeable about cakes. 

• If no one is around, tell them to email: customcakes@butterybakery.com

• Custom Cake orders with intricate decorations need approval! Ask the cake decorators, if they can’t give you an answer, tell them we 
will get back to them and place the order in “PENDING”

• Make sure to let someone know there is a cake form that needs attention to. 



CUSTOM COOKIE GUIDELINE
Remember, shortbread cookies are made by hand! We don't have machines making cookies. A lot of custom cookie designs that 
customers bring are way to time consuming and we don’t have the time to make them for the price they want it for. We can say its not 
possible if it is too intricate.

• Taking shortbread cookies orders for cookies we already make are OKAY

• If a customer wants a HIGHLY custom cookie, please let them know we do not make those kind of cookies anymore.

• Take a look at our usually shortbread design, that is the max amount of design we will do.

• If we have the cookie cutter for the shape the customer wants, we can make the cookie for them.

• Do not price the cookie yourself! If you’re having problems, tell them to email: customcookies@butterybakery.com

WEDDING CAKE CONSULTATIONS
• Wedding Cake consultation is  Friday - Monday 

• $75 Consultation fee, this fee goes towards the cake

• For questions email and scheduling a consultation: weddings@butterybakery.com

• If there is a customer here for a wedding cake consultation, let the supervisor or manager know.



STORE REFUND POLICY

Cake Products

• No Refund for Cakes once left from Store. 
• Customer is responsible for Checking the Design, Decoration as well as Shape of Cake before Leaving Store 
• Return with “Identified” Quality Issues Refund or Store Credit upon Amount of the Cake Brought back
•  Not Prepared Refund full Amount of the Payment or 20% Discount on available Cake similar to Ordered On 

Pastries & Breads

• Return with “Identified” Quality Issues 
• Refund or Store Credit for complete Items Only 
• No Refund for partial Products 
• No Refund for Damaged or Missing Items (Customer Needs to Check before Leaving Store) 

Drinks

• Return with “Identified” Quality Issues 
• Make same One, Refund or Store Credit for complete Item Only (more than 90% Left) 
• No Refund for Packaged Item (Bottle or Can) 
• No Refund for Damaged or Missing Items (Customer Needs to Check before Leaving Store) 

Deli Food

• Return with “Identified” Quality Issues 
Make same One, Refund or Store Credit for complete items Only (more than 90% left) No Refund for partial Foods 

• No Refund for Damaged or Missing Items (Customer Needs to Check before Leaving Store) 

***There can be exceptions made; however, it requires a manager!!



THINGS TO NOTE ABOUT CAKES
• We have 8 different flavors of cake: Devils Food, Flourless Chocolate, Chiffon, Carrot, Red Velvet, Poppyseed, Mocha, Sponge

• For chiffon cakes, Whipped cream or Mousse is a great option. However NEVER ganache. ( this is because the cake will become 
too dry) Having both buttercream on the filling and icing is not a good idea because the cake will be 

         too dry. Buttercream should be on outside only.

• Vanilla Cheesecake has sour cream icing on top, Cappuccino cheesecake has espresso + chocolate inside with chocolate crisps

• We do not offer anything that is vegan or dairy free

• Yes, we can cover sheet cakes in ganache

• Blackbottom cupcakes cannot be made larger because they won’t stay separated 

• Other Store bought Vanilla white cakes have shortening chemicals(basically a substitute for Butter or Margarine, we DO NOT do 
that. Instead refer to as Chiffon cake. 

• Actual Fruit or Chocolate fillings have different colors because of the different flavors, these are not added colors

• Razzmatazz & Boston cakes always only have two layers. Even when its 10” Make sure to let customers know that these cakes 
don’t sere as many people as a regular 10” Cake and that price is different.

• Fondant is thick sugar paste on top.This can ONLY be applied on top of buttercream (1$ added per serving)
• Butter cream inside & Whipped cream outside is at NO
• Our Carrot Cake has walnuts around the outside of the cake but no walnuts in the cake itself.
• We have flourless cake as an option for gluten free flavor 
• Sheet cakes always have a frosting border around it unless written on the form as otherwise. 
• Buttercream and Ganache iced cakes must sit in room temperature before eating 
• Our ganache is made up of 50% Semi Sweet chocolate, 50% heavy cream
• Italian Butter cream - has no egg yoke vs Vanilla butter cream has egg yoke & Flavor
• Ganache/Devils food - has white chocolate butter cream outside (Its little bit sweeter than butter cream)
• Italian butter cream - has a more neutral and creamy flavor ( this is why it compliments any cake)



Brochure Cake Rules

• Black Forest Cake - 7” & 10” Only 
  Only can change flavor of Whipped Cream

• Raspberry Poppyseed - 7” & 10” Only 
   Only Italian ButtercreamNo other Fillings allowed

• Neapolitan - 7” & 10” Only 
   Only can change flavor of Italian Buttercream

• Razzmatazz - 7” & 10” Only 
   No changes at all 

• Chocolate Mousse Torte - 7” & 10” Only  
   Only can change flavor of Whipped Cream’

• Boston Cream Pie - 7” & 10” Only 
   Only can change flavor of Whipped Cream (sponge cake)

• Tiramisu - 7” & 10” Only 
   7” Round & All sheet sizes Only



Gluten Free Options
Cakes

• Black Forest Cake 7” or 10” Round. See cake brochure or website for details.

• Chocolate Mousse Torte 7” or 10” Round. See cake brochure or website for details.

• Flour-Less Chocolate Cake with Fresh Strawberries. 7” or 10” Round only. Premium Price. (Summer Only)

• Flourless Chocolate Soufle Roll cake with Raspberry or Hazelnut Whipped Cream filling. 
   (Seasonal. With enough notice may ask cake room)

• Yule Log. 
   (Seasonal Only)

Individual Deserts

• Flour-less chocolate cupcakes. 
   (Usually cherry or custard filling, must be iced with whipped cream)

• Banana Cupcakes made with almond flour 
   (typically marscapone whipped cream but may be buttercream as well)

• Individual Crème Brulee. 
   (Must be pre-ordered, check with cake room)

• Panna Cotta’s with various fruit puree 
   (strawberry, raspberry, blood orange etc.) Must be pre-ordered, check with cake room.

• Chocolate Mousse Cups. 
   Various Sizes. Must be pre-ordered, check with cake room.

Cookies

• Coconut Macaroons 
(may be chocolate dipped for additional charge)

• Date Haystack



CAKE RULE
Regarding Cake Flavors

• Flourless chocolate mousse cake have 7” Tall & 10” Only for 2 different flavors
• Cheesecake flavors 7” for 2 different flavors
• No we do not change any of our recipe 
• No, we can’t do customers personal recipe 

Regarding Layers

• 7” small carrot is 1 whole layers. All other flavors are 2 smaller layers.
• 7” Tall carrot and Our Favorite Chocolate Cake are 2 whole layers
• All round ganache iced cakes are 2 whole layers
• Sheet Cakes are all 2 layers 
• 10” round follows the same rule as a 7” Tall

Example: 10” carrot = 2 whole cakes
     10” Chocolate Whipped cream = 1.5 cakes ( 3 layers)

• 12” & up = 3 whole cakes 

Regarding Fillings

• Mousse fillings can only be done exactly how they are found brochure. 
• No Butter cream Fillings with whipped cream icing 
• Yes, we accept a customer’s jam for their cake, nothing else. No FRUIT

Regarding Icing 

• Yes, we ice in ganache



• Yes, we color buttercream iced cakes only. Not whipped cream & Cream Cheese. 
(Pastel shades only. If darker colors are desired, they can be done with border & writing)

Regarding Refrigeration

• Whipped cream = refrigerated until serving
• All others = sit out a few hours, let come to room temperature
• Our Favorite Chocolate cake doesn’t need to be refrigerated 



Cupcake Information 
Flavors:
Devils Food 
Icings for this flavor: (With icing only $3.50)
Whipped Cream, Hazelnut Buttercream, Chocolate Buttercream, Mint Buttercream, Mocha Buttercream, Raspberry Buttercream, 
Ganache, Peanut Butter Buttercream, Cream Cheese, Lemon Buttercream

Fillings for this flavor: (Icing & Filling $4.75)
Marion-berry, Coconut, Cherry, Chocolate Pudding, Raspberry Jam, Coconut Custard
————————————————————————————————
Flavors:
Chiffon
Icings for this flavor: (With icing only $3.50)
Whipped cream
Fillings for this flavor: (Icing & Filling $4.75)
Lemon Curd, Marion-berry, Coconut, Raspberry Jam, Blueberry Jam, Apricot Jam
————————————————————————————————
Flavors:
Red velvet ($3.75)
Icings for this flavor:
Cream Cheese
————————————————————————————————
Flavors:
Carrot ($3.75)
Icings for this flavor:
Cream Cheese
————————————————————————————————
Flavors:
Poppyseed ($3.75)
Icings for this flavor:



Lemon Buttercream
————————————————————————————————
Flavors:
Black bottom ($3.75)
————————————————————————————————
**Cupcakes range in prices from 3.50 - 4.75 depending on icing and filling. 

** Some popular cupcakes are the: Chocolate Peanut Butter, Lemon Whipped cream, Carmel, Marion-berry Chiffon, Chocolate 
Coconut!

Tasks To Do Throughout The Day 

When the store is slow, we expect employees to do the following: 
• Fold boxes
• Separate doilies
• Bus tables (patio tables as well as inside tables)
• Organize and consolidate cake & pastry cases
• Re-stock pastries, cookies, bread, pies and tarts
• Clean any areas you notice to be dirty (i.e. picture frames, under registers, outside pick-up trash etc., areas that are neglected)
• Help with closing duties and daily duties
• Help Barista –refill/brew coffee, restock condiment area, etc.
• Empty garbage and recycling cans and take garbage to the dumpster
• Take full bus tubs to dishwasher. Remember not to let them get to full so they aren’t to heavy and don’t drip water from the clean ones 

on the way back.
• Organize counters, drawers and shelves (where we keep bags, order forms, doilies, etc.)
• Organize phone area, make sure tapes are stocked and there is whiteout, post-it tabs and scratch paper
• Sweep the front areas (deli and bakery) when there aren’t customers all around but always when it is necessary (i.e. dirty).
• Clean busing area and refill water dispenser
• Fold trash bags NEATLY and store them at the barista station



• Re-write bread signs NEATLY, wipe down pastry signs with a hot damp towel.
• Re-stock to-go coffee cups, bags underneath registers and on the pastry case.
• Clean and disinfect phones to promote a sanitary work environment
• Refill silverware, salt and pepper, Tapatio etc. Switch out the bowls and containers holding cutlery, sugar etc.
• Clean windows and glass on doors, wipe down chairs
• Go out to the shed at least once a day to restock bags, order forms, etc.
• Write prices on candles with permanent marker
• Pick-up trash and clean cubby hole around trash cans



BAKERY DAILY DUTIES
Monday: 
Clean out garbage cans inside and out, clean all cabinets garbage cans go in. Clean garbage cubby holes as well taking cans out and 
cleaning behind them.

Tuesday: 
Wash all utensil dispensers, clean pastry rack and the wall behind it. Wash down all cabinet doors inside and out.

Wednesday: 
Clean butcher block using the mineral oil. Clean bread fixed shelves. Remove bread racks and wash the shelves at the sink in back.

Thursday: 
Dust all fan blades and light fixtures. Dust mini cake display. Scrub green table and cushion area. Thoroughly clean condiment tables.

Friday: 
Take out all boxes and clean all shelves where boxes usually are. Wash inside windows and doors (for doors glass and wood area need 
to be cleaned).

Saturday: 
Clean water dispenser. Clean and polish all marble. Tour the exterior of the building picking-up trash and noting any changes to 
exterior(i.e. vandalism or weather damage).

Sunday: 
Thoroughly clean the cake case. Take out all the drawers, open the front, pull the grate out and clean it. Go out to dumpster area and 
make sure it is tidy for pick-up on Monday. Make sure all trash and recycling fit in their respective containers and any excess is stacked 
neatly on the side.



OPENING CHECK LIST
• COUNT PETTY CASH- Count the money in each safe and check against the count from the night before.

• COUNT CHANGE IN REGISTERS- Count the change in for Bakery registers 1 & 2 as well as the coffee register.

• ORGANIZE, ASSEMBLE AND BOX BAKERY ORDERS- Check all orders and box pies, cookies, tarts, pastries etc. anything that 
doesn’t need to be refrigerated. Arrange all other orders alphabetically.

• PUT UP BREAD AND BREAD SIGNS- Take bread out of racks and put it out for display and sale along with signs. Place any excess 
bread in a location easy to get to for later re-stocking.

• ORGANIZE AND PUT OUT FRESH COOKIES- Pumpkin cookies, rugelach, ginger chocolate, snowballs, macaroons, thumbprints, 
scones, bran muffins etc. organized on trays with doilies. 

• FILL DELI PASTRY & COOKIE ORDER- Follow order for deli cookies and pastries and display according to instructions.

• ORGANIZE & CONDENSE PRODUCT- Organize and condense pastries, cookies, muffins, pies, tarts, rings, braids etc. for 
restocking.

• PULL DOWN CHAIRS AND WIPE DOWN ALL TABLES- Pull down all chairs, arrange and wipe tables. Sweep the floor if necessary.

• NEWSPAPERS- Put newspapers in window area for customers.

• PUT OUT RUGS- Put out mats and rugs. Doorways need to be well covered, especially if it is raining. Needs to be one in the 
customer bathroom.

• FILL BUTTER CUPS- Fill butter cups and get (4) lemon curd from the cake room.

• PUT OUT THE PATIO- Put out patio tables and chairs unless it is raining.

• PUT OUT SIGNS IN PASTRY & CAKE CASE- Signs for all cookies, pies, tarts, pastries, cakes, cupcakes etc. should go out so that 
everything we are selling is labeled. Make a list of any signs that are missing and give it to the Assistant manager.

• SUPERVISOR- Supervisor should make up the tip bag with employee names, put employee names in tip book and assign employees 
to register.



• BRING CAKE ORDERS UPFRONT- Bring cake orders for the day up front from the cake room and organize them alphabetically by 
last name.

• CHECK THE NUMBER MACHINE- Check that the number machine is aligned with the electronic number display sign and advance 
display sign if necessary so that both are in sync. 

• CHECK BARISTA- Check that the barista has everything ready for opening and assist if necessary. 

• CHECK THAT EVERYTHING IS STOCKED- Check that bags, cups, wax paper, tape, sugars, stir sticks, boxes, doilies etc. are all 
stocked and if there is extra time before opening fold boxes or separate more doilies.

• OPEN THE DOORS- Double check that everything is ready for customers and at 7:00 A.M. by the computer clock open the doors and 
flip the sign. We’re open.

6:00-2:30 Bakery Opener:
Bead Organization and Signs
Organize and Assemble Orders
Put Out Pastry & Cookie Signs
Bring Cake Orders Upfront
Assist Bakery Supervisor

6:30-2:00 Person:
Wipe down tables and pull down chairs
Put out Rugs
Put out Patio
Fill Butters
Check The Number Machine
Help Barista

7:00-1:00 Person:
Help Finish Any Tasks Not Completed



CLOSING CHECK LIST 
• BRING IN PATIO-Fold and put all patio tables and chairs in shed.

• SWEEP FRONT- Sweep entire front area, under tables and in front of Barista station.

• SWEEP RUGS- Take all rugs outside and sweep off, then stack on green table by front window.  

• SWEEP BACK- Sweep entire area behind counter to Barista station.

• CAKE CASE FRONT- With a wet and then dry rag, wipe down front of cake case.

• CAKE CASE BACK- With a wet and then dry rag, wipe down all shelves of the inside of the cake case, as well as the sliding doors.  
Also clean the fronts of the drawers beneath cake case as well as the runners of the sliding glass doors.

• PASTRY CASE FRONT- With a wet and then dry rag, wipe down front of pastry case.

• PASTRY CASE BACK- With a wet and then dry rag, wipe down all shelves of pastry case.

• INVENTORY- Count all items listed in the red Inventory Folder and record results.

• RESTOCK- Restock all counter items such as paper bags, cups, wax paper, etc.

• BREAD- Put all leftover bread into large garbage bags and put in front of registers on customer side.  Using small sweeper, dust off 
all shelves where bread was.

• BREAD MACHINE- Using small sweeper, dust off entire bread machine.  Empty out crumb catcher into trash (Large drawer on 
bottom).

• GARBAGE- Empty ALL garbage’s, including office garbage’s, replacing with fresh bags.  Take out to dumpster.

• FOLD TOWELS- Fold towels from reserves in break room.

• WIPE DOWN COMPUTER SCREENS- Wipe down all register screens AFTER close.

• CHAIRS- Put all chairs on top of tables.

• CLEAN SINK-Clean the sink by the bread shelves and replace towel behind sink.



• COVER COOKIES- Cover all remaining cookies excluding the Pecan Sandies.

• OVEN DOOR- Using a wet and then dry rag, clean entire oven door by cake case.

• OPEN CASH DRAWERS- After closing make sure all registers are open.

• WATER @ SAFE LEVEL- Make sure water dispenser is full and not at a dangerous level causing it to overflow.

• BUS ALL- Bus all tables and take all bus tubs to dishwasher.  Replace bus tubs.

• RAGS TO BACK- Put all used rags in laundry bin by back door.

• LIGHTS OFF CAKE CASE- Turn off lights for cake case, switches located under drawers of cake case.

• BAG PASTRIES- Bag all remaining pastries, 3 of each kind in medium plastic bags.

• LIGHTS OFF PASTRY CASE- Turn off lights for pastry case

• CALL ABOUT ORDERS- Make sure remaining orders have not been picked up, and call customer to remind them their cake is still 
here. They will pick it up the next day. 

• DAILY DUTY- Check the daily duty list for the day and complete daily duty.

• FOLD BOXES - Make sure all boxes are stocked, including larger boxes in office.

• LOCK DOORS AND WINDOWS- Lock all doors and windows.  Some doors are tricky, pull in as you turn dead bolt to insure they are 
locked.

• DRINK CASE- Wipe down cold drink case with glass cleaner and paper towel.

• OLD CAKE ORDERS- Put all old cake orders from the day in a rubber band and in drawers. 

• CLEAN BREAK AREA- Wipe down table, pick of any debris and overall make nice.



9

9

9

9

7”         serves 8   $38
10”       serves 20    $68

7”         serves 8   $35
10”       serves 20    $63

7”         serves 6-8   $35
10”       serves 15-20    $63

7”         serves 8   $35
10”       serves 20    $63

$158

7”     serves 6      $27
10”   serves 18        $63

Devil's food cake with ganache 
filling and ganache glaze.

9



All Sizes

All Sizes

Razzmatazz

Fruit Tart

Vanilla Chiffon Cake with lemon 
curd and ollalieberry filling.

Winter Wonderland Fantasy 7” Round

Flourless Chocolate Cake, filled 
with chocolate mousse, iced with 
whipped cream and decorated 
with buttercream trees.

Woodsey Winter Wonderland 7” Round

Chiffon cake filled with fresh 
strawberries and whipped 
cream, iced with whipped 
cream.

Strawberry Shortcake All Sizes

Our Favorite Chocolate Cake 
filled with raspberry jam and 
iced with ganache.

Choco Truffle Cake w/Ribbon

Our Favorite Chocolate Cake 
filled with raspberry jam and 
iced with ganache

Chocolate Truffle Cake

Layers of guava and passion 
fruit cheesecake topped with 
passion fruit jello.

Passion Fruit Cheesecake 6” & 7” 
Round

Devil's Food cake with ganache 
and mint buttercream.

Pot O' Gold Cake 7” Short,  7” 
Tall, & 10” 

Round

Devil’s Food Cake filled and iced 
with ganache, with fondant 
decorations.

Our Fav Choco New Years Cake 7” Round

Red Velvet for New Year’s-Red 
Velvet Cake, cream cheese 
icing, covered with fondant.

New Years Cake Pink 7” Round

Chiffon Cake filled with our 
lemon and our blueberry filling, 
iced with vanilla buttercream 
and covered in fondant.

New Years Cake in Blue 7” Round

Available in JAN

Available in FEB

Available in MAR

Devil's Food cake with ganache.
Easter Bunny Cake

Chiffon cake filled with fresh 
strawberries, mandarin 
oranges, kiwi and lemon curd 
filling and iced with lemon 

Spring Fling Cake 7” Short,  7” 
Tall, & 10” 

Round

Poppy seed cake filled with 
raspberry mousse and iced with 
raspberry buttercream.

Mother's Day Mousse Cake 7” Short  & 
10” Round

Available in APR

Available in MAY

Available in DEC

Available SEASONALLY

HOLIDAY CAKES
(always check whats available)

Devil's food cake with ganache 
filling and ganache glaze.

A Heart and a Flower for Mom 

Scroll and Seal Cake All Sizes
$$

Our Fav Choco for the Graduates All Sizes

Chocolate Souffle Roll Cake

7” Short & 7” 
Tall Round

Available in NOV

Creamy, California style 
decorated with fondant 
pumpkins and buttercream.

Pumpkin Cheesecake 7” Short & 7” 
Tall Round

Choose either our carrot or Devil's 
Food cake for your graduate. 
Please provide school colors in the 
“School Colors” field provided.

Flourless chocolate with cherry 
filling, decorated with whipped 
cream and chocolate shavings.

Choose either our carrot or devil's 
food cake for your graduated. Please 
provide school colors for the flower 
and bookmark color below in the 
“School Colors” field provided.

A Book for the Graduate

Flourless chocolate cake with 
champagne and raspberry 
whipped cream, iced with 

Our Favorite Chocolate Cake 
with whimsical marzipan table 
decorations.

Thanksgiving Dinner Cake

Chocolate Strawberry Shortcake
Devil’s Food cake with ganache, 
fresh strawberries and whipped 
cream iced in whipped cream.

Our Chiffon cake with fresh 
raspberries and whipped cream 
iced in whipped cream.

Rasberry Shortcake

6” Round

6” Round

6” Round

Filled with raspberry 
buttercream and finished with 
ganache and glazed raspberries

Pate sucree, vanilla custard and 
glazed fresh fruit

Roll Cake

All Sheet
Size

7” Short & 
10” Round 

Only

9” & 1/2 
Sheet Only



 

BUTTERY PRODUCTS
(All Employees are to memorize our products)



Pecan Sandie Pumpkin Cookie Peanut Butter Cookie

Chocolate Chip Thumbprint Ginger Chocolate

Chocolate Dream Oatmeal Cookie Snowball

Reuglah Gingerbread Cookie Rose Window

Chocodamia 

Pecan Buttercrunch

Coconut Macaroon

Linzer Cookie



Shortbread Cookie Strawberry & Choco Scone Fruit & Nut Scone

Apricot Twist Raspberry Twist Cherry Twist

Apricot Pocket Marionberry Puff Croissant 

Choco Croissant Almond Croissant Tomato Pesto Croissant

Apple Galette

Blueberry Twist

Ham & Cheese Croissant

Bear Claw



 

Brioche Cheese Twist

Cinnamon Bun Blueberry Muffin Marionberry Muffin

Pumpkin Muffin Cranberry Muffin Lemon Poppyseed Muffin

Chocolate Muffin Apricot Braid Bear Claw

Hot Cross Bun

Zucchini Muffin 

Banana Muffin

Almond Ring

Canela 



Apricot Ring Raspberry Ring Almond Wreath

Pumpkin Pie Apple Pie Pecan Pie

Apple Crumb Pie Chocolate Cream Pie Coconut Cream Pie

Almond Tart Baguette Whole Wheat Loaf

Marionberry Pie

Cherry Pie

Banana Cream Pie

Seeded Sourdough Roll



 

Cheesecake Cheesecake w/ Fruit

German Kommissbrot

Italiano Loaf Irish Soda Bread Seeded Whole Wheat 
Loaf

Ciabatta Roll Potato Loaf Keylime Pie

Lemon Tart Mini Lemon Tart

Ciabatta Baguette

Sourdough Roll

Mini Keylime Pie

Pumpernickel Bread German Round Rye



Creme Brulee Eclair

Chocolate Cupcake Chocolate Ganache Coconut Custard IBC

Carrot Cream Cheese Choco Marionberry 
Whipped cream

Black Bottom, Half Choco 
half cheesecake

Choco Mint ButtercreamTiramisu Slice

Red Velvet Cream 
Cheese

German Chocolate


