Sunday Morning Tasks

Directions for Preparing Coffee
Coffee Preparation 

· Empty water from pots (water is stored in pots to avoid film forming)

· Remove pumps (if removable)
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Put large filter paper in basket (bottom drawer)
· Add coffee (second drawer down)
	· Regular  coffee
	· Use 2 packets

	· Decaf coffee
	· Use 2 packets


· Return basket to coffee machine

· Place empty open pot directly under basket with cover positioned to the side 
· Check that coffee type (regular  or decaf) matches your pot label
· Two pots can be made at once if yellow “WATER HOT” light is lit

· Press the white START button – ONCE only 
· There is a pause before it brews
· Completes brewing automatically in about 2.5 minutes

· When complete, put the pump back in the pot, close the cover

· For large pots, put switch in cover to the “OPEN” POSITION

At conclusion of coffee hour, pots should be rinsed with hot water, refilled with fresh water, and put back on counter. 

Empty baskets of coffee into compost pail if available and otherwise into lined wastebaskets.
Sunday Morning Tasks

Directions for Preparing Hot Water for Tea Service

Hot Water Preparation 
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Use the large teakettle on the stove to boil the water for tea

· Open cover of large pots marked with “hot water”

· Remove pumps (if removable)

· Empty water from the pots and rinse with hot water to preheat them

· Use boiled water from kettle to fill the “hot water” pots

Note: you may try using the hot water directly from the coffee machine without a filter in the basket, but the “hot water” pots are smaller and will overflow!
At conclusion of coffee hour, pots should be rinsed with hot water, refilled with fresh water, and put back on counter. 

