BUMC Donut Duty Responsibilities
Revised 01/25/2007
Buyer Duties:  (Have the food at BUMC by 8:45 am)

This is the usual shopping list.  An actual quantity list will come on a postcard the week prior.
1) 3 Dozen Bagels (1 dozen plain and the others assorted) (No Garlic, Onion or Everything Bagel)
2) 4 Dozen donuts (1 dozen glazed and the others assorted)
3) 1 gallon whole milk

4) 3 containers of juice (such as: Hi-C, OJ or Apple juice)

Set-Up Duties: (8:45-9:00 am)
1) Make sure the following items are set on the Coffee table:

a. 100 hot cups

b. Two large pitchers for milk

c. Sugar and artificial sweeteners

d. Stirrers

e. Tea Bags (assorted teas from kitchen)

f. Decaf coffee bags in a separate basket

g. Napkins

h. Basket for free will donations

i. Trash can next to table

j. Coffee carafes (3) on the window sills to use later

2) Make sure the following items are set on the Donut table:

a. Butter – set out to warm up before being used

b. Napkins

c. Two trays to place bagels on (top cabinet in main kitchen)
d. 6 Knives from kitchen for spreading butter and cream cheese

e. 50 cold cups to serve juice 
3) Prepare the bagels:

a. Slice the bagels using the two white bagel slicer’s – make sure that they were cleaned after the last use

b. Place all of the bagels on the trays for sale

c. Clean up the area after slicing the bagels

d. Leave the donuts covered until the time of sale

4) Confirm that juice, milk, cream cheese, and butter are in the small refrigerator

5) If any supplies are running low (napkins, hot cups, cold cups, etc.) put a note in the Youth Director’s mailbox in the church office for replacement of items needed.
Sales People Duties: (9:00-9:30 or 10:30-11:00)
1) You must be out in fellowship hall by 9:00 or 10:30 to get set up

2) Get the cash box from the Youth Director’s office – in the top drawer of metal file cabinet.
3) Fill the pitchers on the Coffee Table with milk from the refrigerator

4) Put the juice for sale on the donut table (can opener is in drawer under the sink)

5) Set out the cream cheese and place knives next to cream cheese and butter

6) Remove the top of the donut boxes so that the donuts can be displayed for sale

7) Put out a basket with the free will offering sign.

8) Smile, Smile, Smile–let people know that you are happy to be there, and that they are buying!

9) Sell the donuts for $.75 and the bagels for $1.25 ($.75 for ½ bagel)
10) Anyone wearing a new member name tag gets free bagel/donut and juice

11) Make sure you thank everyone that makes a purchase

12) Keep an eye out if milk needs to be replenished on the coffee table

13) From 9:30-10:30 feel free to go to Sunday school or Worship.  Please put the money box in the black box above the microwave but leave the basket and the free will offering sign out.

14) When sales are complete empty the money from the basket on the coffee table into the cash box. Return the cash box to the Youth Director’s office.  If Youth Director’s Office is locked, put the cash box in front of the mail boxes in the main office.
Clean Up Duties

1) Put remaining coffee (regular and decaf) and hot water in the 3 insulated carafes on the window sills.

2) Straighten and clean off the tables 

3) Consolidate the food onto one tray for the 12 pm fellowship time.

4) Leave out 1 stick of butter and 1 knife, and put the leftover juice, milk, cream cheese and butter in the refrigerator.

5) Take the large metal coffee urns, extra trays,  pitchers, spoons, knives, and bagel slicers to the main kitchen to be cleaned.
6) Dump the coffee grounds in the garbage in the main kitchen and rinse everything with hot water.  Put the clean urns out on the countertop opposite the sink to dry.

7) Fill the sink with water (hot) and dishwater.  Wash all the remaining items (pitchers, spoons, knives, trays and bagel slicers) and dry them and put them away.

8) Make sure the kitchen sink, counters and all areas in fellowship hall have been cleaned up.
9) Recycle bottles goes in the main kitchen in the plastic recycling bins.

10) If the trash is full, take it to the dumpster outside by the parking lot.
