Sunday Morning Coffee Set-Up and Break Down
7:30
Coffee set up covered by attendees of the 8 a.m. class.



Brew 36 cups of regular coffee. 

Fill hot pot with hot water from coffee maker.

Bring coffee reservoir and hot water downstairs. Put reservoir on warmer.

Put condiments on cart from drawer in The Gathering Place.

Set out cups from the Gathering Place cabinet.

8 a.m.
First crew arrives

Check to see that the downstairs station has been set up. If not, set up first.

Set up coffee station in main lobby

Brew 36 cups of regular coffee and 36 cups of decaf. Fill hot pot with hot water from coffee brewer

8:30

Set up warmers on tray in lobby and turn on. Set full reservoirs on warmers.



Set out condiment tray from drawer in lobby cabinet



Set out cups and napkins



Set 36 cups of regular to brew

9 a.m.

Attend first service

10:15 
Second crew arrives and checks levels of coffee upstairs and downstairs (brew more coffee as needed in 12-24 cup increments.



Replace coffee as needed. Restock condiments as needed.

11:00

Clean up coffee from downstairs. Return reservoirs, dirty dishes, etc. to kitchen






Return condiment tray to drawer in The Gathering Place




Unplug warmers



Break down coffee service in lobby




Return reservoirs, hot pots, etc. to kitchen




Put warmers and tray in lobby cabinet




Restock condiment tray and replace in lobby cabinet drawer




Restock cups and napkins in lobby cabinet



Clean up kitchen




Dump extra coffee. Rinse reservoirs with hot water. Set clean reservoirs on counter and regular and decaf in brewer.




Disassemble and dump hot pot and set in lower cabinet 




Wash dirty dishes in sink or dishwasher. Put all dishes away/



Wipe down all counters in kitchen and lobby with disinfectant spray (under sink).

Thanks so much for helping make our coffee ministry a success!
