
Refreshments Co-ordinator 

You will be responsible for looking after the refreshments required for the interval at each 

BQ meeting i.e. tea/coffee/sugar/ biscuit supplies etc.  You will keep the box of supplies and 

replenish as required – ensuring you give receipts to the Treasurer when you claim expenses. 

You will produce an annual list of members to assist at coffee time during meetings each 

month and you will give a copy to the Chair and ensure a copy goes on the website. 

At the Christmas party you, and your December team, will be responsible for keeping an eye 

on refreshments and you will be the holder of the BQ punch recipe, producing large 

quantities for the Christmas party! 

It might be that the Programme Secretary liaises with you for supplies for workshops, 

although they might keep their own refreshment box. 

 


