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Thank you for offering to make the tea!

Sarah will bring the two labelled baskets: 

· The cup basket containing cups, teaspoons and milk.

· The provisions basket containing teabags, coffee, sugar and teapots. 

If you are on tea duty please 

At the start of the evening

Check that the water boiler set up on the trolley in the hall is switched on 100 degrees.  It automatically switches itself off to maintain this temperature.   Please note that we no longer use the staff room.
At approx. 8.25pm 
      Set up about 40 cups for tea, using all the blue / grey ones
      as well as some coloured.  Leave 4 for black tea. 
1. Put a little milk in the rest of the tea cups

2. When the boiler has boiled, wheel it up to the serving area.

3. Add 8 teabags per teapot and fill from water boiler.
4. Put about 10-15 cups out for coffee for people to help themselves.
5. People having coffee can take their own water from the boiler.
6. Pour out the tea. 

7. Signal to Andrew that tea is ready.



After cuppa

Empty fluid from teapots into the sink, but leave teabags in
        teapots for Sarah’s compost heap!                                                                 
1. Please pack things away according to the labels on the baskets.   Cups, teaspoons, and milk in one basket & teapot and provisions in the other.
2. Wipe down tables
3. Please return the boiler to the hall and ensure it is switched off and the plug cover put back in place.
4. Leave baskets  to be collected  by Sarah.
5. Give money tin to Jenny Stephenson

Many thanks for your help.    
Sarah Thomas
