
GROTON GARDEN CLUB 
 

HOSPITALITY INSTRUCTIONS 
 

The Hospitality Leader for the month is responsible for the following items/tasks: 

Contact your committee at least 1-2 weeks prior to the general meeting to make the necessary 

assignments.  It is recommended that you assign one task for each member of your team.  One 

member should arrive by 8am to start the coffee, and the rest of the members should arrive by 

8:30 to complete the meeting set-up process.  It is also the responsibility of your team to make 

sure they complete the necessary clean-up after the meeting.   

 

You will need: 

3 types of baked goods (if possible, a gluten-free and a nut-free baked item) 

milk and cream (sugars are provided by the club) 

fruit item 

one drink item other than coffee and tea 

plant or floral decoration for the hospitality table--let your creative juices flow! 

 

Speak with the program chair prior to the meeting to determine any set-up needs for the guest 

speaker. 

 

Hospitality Tidbits: 

Upon arriving, please turn the thermostat up to 68 degrees.   

 

You are welcome to be as creative as you wish with your hospitality assignment.  Themes are 

always fun and enjoyable.   

 

Our supplies consist of:  plastic tablecloths for the rectangular refreshment tables, glass pitchers 

(2) for cream and milk, miscellaneous paper products, silverware, sugars, and teas.  

 

 

Coffee-Making Tidbits: 

The coffee takes 45 minutes to brew; therefore you should start the coffee and hot water as soon 

as you arrive. 

 

Make about 40 cups of coffee; this may vary depending on attendance. Ask the hospitality 

chairs if not sure how much to make:  2 cups of ground coffee = 40 cups of coffee. 

 

 

If for some reason you are not able to make the meeting, and you are scheduled to help with 

hospitality, please ask another member if you can switch with them, and let the hospitality 

chairs know of the switch. 

 


