Winter 2012 Coffee half-hour sign-up: 
THURSDAYS 3:30-4:00
	Jan. 12
	1. Anne 
2.

	Jan. 19
	1.  Sasha
2. Heather Hulton

	Jan. 26
	1.  Nadya
2.  

	Feb 2
	1.  Lab Prep



	Feb. 9
	1. Carla
2. Mark

	Feb. 16
	1. Gerald
2. 

	Feb. 23
	1.  Lijin
2. Casey

	Mar. 1
	1. Libby
2. Taylor

	Mar. 8
	1. Eric
2. 

	Mar. 15
	1.  Rebecca
2. Pamela


Coffee half-hour instructions

Basically, your job is to buy or make some snacks (for which you will be reimbursed) for people to eat, make coffee and heat water for tea (supplies are provided), and get everything set out prior to coffee half-hour (which starts at 3:30 in the Moore Room, Spieth 3365).  You will also need to keep an eye on the coffee during the half-hour and make additional pots if needed, and, of course, will need to clean up afterwards.  This term someone else has the room checked out at 4:10, so we will need to get the table cleared off before the seminar and be respectful of the next users when cleaning up (i.e., wait until they are done unless they would prefer that we do it right away).

Here’s the stuff you will need to prepare/set out:

· Coffee, etc. 

· Start out with at least 2 full pots of coffee, and be prepared to make more if needed.  
· Coffee-maker instructions (for those of us who don’t have a clue about making coffee): 
· place a filter in the coffee-maker

· add the amount of coffee suggested on the package or a bit more (people can always water down overly-strong coffee but if it’s too weak, there’s nothing you can do)
· fill the pot with water and pour it into the back part of the coffee-maker 

· put the pot onto the burner

· turn the machine on  
· You’ll also want to set out sugar, creamer, cups, and spoons.   Most of this is available in the EEOBGSA cabinets in the Moore Room.  Creamer will be available in the Bird Lab (Spieth 3371) refrigerator – use only the creamer labeled “EEOBGSA”.
· Tea and hot water
· Again, this is available in the Moore Room – you just need to set the tea out and heat the water.  There is a jug you can fill with water and plug in.  
· Snacks

· These you will need to buy or make and bring in.  Save receipts for anything you buy and give them to me (Carla) so I can reimburse you.

· Please do not spend more than $20 on snacks.  If you haven’t done this before, ask some old hands how much you need to bring.
· Donations can 

· Do not leave this out when you go to the seminar
If you run out of anything, please let me know (anne.jacobs@email.ucr.edu).
