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CUPS GROUND COFFEE

(5oz, serving) (8 oz. Dry Measure)

12-15 3/4 cups

20-25 1 1/2 cups

30-36 2  cups

40-45 2 1/2 cups

50-55 3 1/4 cups

60-65 3 3/4 cups

80-85 5 1/2 cups

95-101 6 1/4 cups
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Sunday Coffee and Tea Instructions:

General Overview:

The whole process will take approximately 45min, so please arrive by 1pm or 1:15pm at the latest to have coffee available by 2pm.  It takes about 1minute to brew each cup of coffee.  The more coffee that’s needed addition time will be required.  Presently, we are making 45 cups of coffee and 40 cups of tea.  The amounts should be adjusted after a steady state of people desiring coffee and tea before and after service is determined.  Also, holidays and special events which can increase or decrease attendance on any given Sunday should be taken into account.  

Once the coffee and hot water for tea are ready, the two containers should be set up on the ground floor on the triangular counter.  Use the extension cord to plug the two containers into the power outlet to keep the coffee and hot water warm.  Use the trolley and the elevators to transport the hot water and coffee to and from the kitchen.
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Equipment:

Located in the main office:

· Two coffeemakers (one for hot water, the other for coffee).  Please continue to use the coffee container for coffee only.

· Trolley with sugar, sweetener, powder creamer, stir sticks etc.

· Extension cord.

Coffee grinds are located in the kitchen in the ACTS cupboard.  

Official manual for making coffee and cleaning the coffee container is located in the ACTS cupboard along with the coffee grinds.

Making Coffee and Hot Water for Tea 
(A)  For Coffee (Approximately 45 cups):

1. Remove the cover and fill the container with cold water up to the desired fill line.

2. Measure the appropriate amount of coffee (see chart) into the coffee basket and set coffee basket on the percolating tube (long metal stick like instrument).  The table beside is a general guideline.  Use the measurements provided on the coffee grounds package first.

3. Position the bottom of the percolating tube into the heating well (coffeemaker body).

4. Place cover on the container and turn to secure the handle in the slots.
5. Insert the plug into the electrical outlet and press “ON” to start the process of brewing the coffee.  The signal light will glow when the coffeemaker is FINISHED brewing. 

6. When the signal light is glowing or the coffee is finished brewing, turn and lift the cover off and remove the coffee basket from the coffee maker.  Do not leave the coffee basket and percolating tube after the coffee is ready.  If the coffee basket and percolating tube are not removed, bitter oils from he coffee grounds will drip into the coffee.  You may leave the coffee basket and percolating tube to rest in the sink.  

7. Replace the cover and make sure it is completely secured into the handle slots.  
(B)  Hot Water for Tea (approximately 40 cups subject to change as needed):

1. Remove the cover and fill the container with cold water up to the desired fill line.

2. Place cover on the container and turn to secure the handle in the slots.

3. Insert the plug into the electrical out let and press “ON” to start the process of boiling the water.  The red light will not appear until the water is finished boiling. 
4. You may choose to set up the tea directly upstairs on the triangular counter.
After the hot water or coffee is finished boiling/brewing the signal light will glow. The units will automatically switch to low heat and will keep coffee and hot water at proper serving temperature until the units are unplugged or the “ON/OFF” switch is turned to “OFF”.

Cleaning Instruction:

· Do not immerse the coffeemaker base under water.

· The unit used to boil hot water for tea can be rinsed since it only contained hot water.  Use the remaining hot water from this container to wash the coffeemaker.

· The coffeemaker’s component parts:  coffee basket, percolating tube and interior of the coffeemaker should be washed with warm soapy water.  

· The percolating tube should be cleaned with a long, narrow brush to remove mineral deposits.

· Clean the coffeemaker facet by pouring hot water into coffeemaker and running it through the facet. 

For a more detailed cleaning instruction, please review the official manual which is located in the ACTS cupboard along side the coffee grinds.

