Coffee Service FAQ

In an effort to become a more “green” organization, the Agency has worked to reduce the amount of energy it consumes in its facilities. Beyond improved efficiencies in lights, insulation, and balancing and zoning of heating and cooling, the Agency has worked to zone personal convenience items such as coffee makers, microwaves, and refrigerators throughout the building. This move towards a more “green” facility necessitates that all staff adhere to the guidelines.

No personal, regional, or team refrigerators, coffee makers, microwaves or other similar items will be permitted. Coffee makers, microwaves and refrigerators are zoned throughout the building for staff use.

We have received many questions about the process we will use to provide coffee for a meeting.  The following FAQ will attempt to answer your questions.  Please contact Kim Martin at kmartin@gwaea.org if you have additional questions about coffee service.
Is it possible to serve coffee at a meeting?

Yes.  You may serve coffee at any meeting in the building.

The difference will be how the coffee service is paid for.  Each filter pack is $2.00 (12 cups of coffee, sugar, and creamer).
If the number of non-GWAEA staff participants is greater than 50% of the total number of meeting participants, it may be possible to pay for the coffee supplies with GWAEA funds.

If the number of non-GWAEA staff participants is less than 50% of the total number of meeting participants, the coffee supplies will not be paid for with GWAEA funds.

May I bring a coffee maker into my meeting to brew coffee?

No.  We have a commercial brewer available for your use.

Do I purchase my own coffee supplies?

No.  Coffee supplies will be available at GWAEA.  For the near term, contact Kim Martin, kmartin@gwaea.org or 399-6710 for coffee supplies.
Commercial Brewing System

There is a dual-unit commercial brewing system in the Vending and Breakroom #1114 on the 1st floor.  The water is plumbed directly into the brewing system making it very convenient to brew the coffee directly into a thermal pot.  We will use coffee filter packs.  The filter pack is placed into the brew basket and by pushing the brew button the coffee brews directly into a thermal pot.  Each filter pack makes 12 cups of coffee.  We do not have a mechanism to brew less than 12 cups of coffee at a time, but you may purchase as many filter packs as you wish.  Contact Kim Martin for a thermal pot.
Will coffee be available on nights and weekends?

A coffee vending machine will soon be installed in the Vending and Breakroom #1114. 
Is decaf coffee available?

The vending machine will offer decaf coffee.

Individuals may purchase decaf coffee through the GWAEA Coffee Club.

Is it possible to provide hot water for tea?

Yes.  Hot water may be provided by using a thermal pot.  A hot water tap is available on each of the commercial brewing units in the Vending and Breakroom #1114.
Is ice available?

An ice machine has been ordered.  The ice machine will be installed in the Staff Vending and Break Room #1616 on the first floor.
GWAEA Coffee Club

Two Keurig Brewing Systems have been installed in the GWAEA Sixth Street facility.  One of the units is in the Staff Vending and Break Room #1616 on the first floor.  The other unit is located in the staff break area on the second floor in the 2300 zone.  The Keurig commercial units are designed to be plugged in with the power indicator left in the “on” position at all times.  

The Keurig's pressurized system delivers the exact amount of coffee at the right temperature with the right pressure of water to brew one serving of a beverage.  An individual portion of a flavor of coffee, tea, or cocoa is packaged in a small plastic container called a K-cup®.  The K-cup is inserted into the machine to brew the beverage.  Operating instructions for the Keurig Brewing System have been placed next to each unit.  

U.S. Coffee and Tea Co. will maintain the brewers.  A representative from U.S. Coffee and Tea Co. delivers the GWAEA coffee order every Wednesday.  

The following link provides the most current listing of coffee, tea, and miscellaneous beverages offered through the U.S. Coffee and Tea Co.

http://www.uscoffeeandtea.com/index.php?option=com_content&view=article&id=50&Itemid=55
The minimum order is one case of 24 K-cups at a price of $14 per case (.58 per K-cup). You may mix and match your selections and share a case with others.  

Orders and payment should be sent to Kim Martin.  Orders and payment received prior to 8:30 a.m. Wednesday morning will be filled the Wednesday the order is received.  Please make your check payable to U.S. Coffee and Tea Co.

