Instructions for GCRC Hospitality
The group signed up for hospitality is responsible for providing the refreshments to serve approximately 40 – 50 people. A pint of half-and-half should also be provided. The team takes home any refreshments that are left.
Arrive at 5:30 pm. Find the GCRC hospitality supplies in two bins in the storage room on a cart and roll the cart into the kitchen. Start making coffee right away because it takes a while.
Supplies include:
· Large urn for hot water for tea
· Two pump pots for serving coffee, one for decaf and one for regular coffee
· Coffee filters, tea, sweetener selection
· Compostable cups, plates, forks, spoons and napkins.  Green compost disposal bags 
· Empty water pitcher
· Decaf and regular coffee is stored in the St. Luke freezer in the kitchen
· Black wastebasket and compostables bags
St. Luke serving bowls and utensils are available in the kitchen. Coffee is made using the St. Luke drip coffee pot. St. Luke supplies must be washed and returned to where you found them. There are dish towels in the drawer by the sink, leave them on the drying rack. 
Setup 5:30 – 6:30
· Move the long table with tablecloth near the coat closet to a position perpendicular to the serving window, one long edge near the door. Open the serving window shutters
· Fill the water pitcher and chill in the freezer until time to serve
· Fill the large urn with water for tea to make 20 cups and plug in to heat
· Make 20 cups of decaf coffee using St. Luke’s coffee maker (2 – 10-cup pots using level 1/3 cup ground coffee per pot). Used coffee grounds can go into green compostable bags.
· Make 10 cups regular coffee using St. Luke’s coffee maker (1 – 10-cup pot using level 1/3 cup ground coffee per pot)
· Place a stack of 40+ plates and napkins at the end of the serving table furthest from the kitchen. Place the container of spoons and forks at the other end (spoons and forks may not be needed depending on the food served)
· Place a stack of 40+ cups on the serving window counter along with tea, sweetener and half-and-half, leaving room for the coffee and hot water urns
· Place food on the serving table with serving utensils from the kitchen as needed
· Place filled coffee pots on the serving window counter 
· Place a compost bag in the black wastebasket and place on the table by the water pitcher.
Serving – begins at the end of the business meeting approximately 7:00
· Place chilled water from the freezer on the adjacent round table with some cups
· Monitor the serving area and attend to any needs. If there is a large attendance, another pot of coffee may be needed, anticipate this and plan ahead
· Monitor the collection of compostables and change bags as needed
Cleanup following the program
· Inventory remaining supplies of coffee, tea, sweeteners, plates, cups, napkins and utensils that there is enough for the next meeting. Report the need for restocking and another other feedback to the Hospitality Chairperson: Sue Klevan seklevan@yahoo.com, 651-319-2234
· Pack up remaining food and half-and-half to bring home
· Pack up everything from the serving table into the GCRC bins, clean the tablecloth, and return the table to its’ original position.
· Pack up everything from the serving window including emptying all 3 pots into the sink and return to the GCRC bin marked pots
· Empty the water pitcher into the sink and return to the GCRC bin marked pots
· Dispose of any remaining used coffee grounds with the compostables. 
· Dispose of garbage and recycling in appropriate St. Luke containers
· Wipe clean all counters.
· Return the GCRC hospitality supplies cart to the storage closet 
· Take the bag(s) of compostables to a compost site from this list or one of your choosing
· Como Park, 1149 Beulah Lane
· Highland Park, 800 Snelling Ave. S. (Enclosure located in parking lot across from water tower.)
· Union Park, corner of Carroll Avenue & Griggs Street North


Thank you for serving hospitality!


