
1️⃣ SOP Title
Beverage Service SOP – Order Handling, Preparation & Serving Procedure
2️⃣ Department
Food & Beverage Service
(Co-ordination: Bar, Kitchen, Cashier, Supervisor)

3️⃣ Purpose
To establish a structured beverage service procedure to ensure:
· Accurate beverage preparation
· Proper hygiene standards
· Correct serving etiquette
· Responsible alcohol service
· Timely delivery
Beverage service must be precise, hygienic, and professional.

4️⃣ Scope
Applicable to:
· Non-alcoholic beverages
· Hot beverages (tea, coffee)
· Soft drinks
· Fresh juices
· Mocktails
· Alcoholic beverages (where permitted)
· Bottle service
Applies to:
· Stewards
· Bartenders
· Captains
· Supervisors

5️⃣ Responsibility
	Position
	Responsibility

	Steward
	Serve beverages properly

	Bartender
	Prepare beverages accurately

	Captain
	Supervise service flow

	Supervisor
	Ensure compliance



6️⃣ Step-by-Step Procedure

PART A – ORDER VERIFICATION

A. Confirm Beverage Order
1. Confirm beverage type.
2. Clarify: 
· Size
· Ice preference
· Sugar level
· Mixer preference (if applicable)
3. Check guest age for alcoholic beverages (if required by law).
4. Enter order immediately in POS.

PART B – PREPARATION STANDARDS

B. Glassware Selection
1. Use appropriate glass for each beverage.
2. Ensure glass is clean and polished.
3. Check for cracks or stains.
4. Handle glass from base or stem only.

C. Beverage Preparation
1. Follow standard recipe.
2. Use correct measurement.
3. Maintain hygiene during preparation.
4. Avoid touching rim of glass.
5. Prepare garnish neatly.
Consistency is essential.

PART C – SERVING PROCEDURE

D. Approaching the Table
1. Carry beverage on tray.
2. Approach table from appropriate side.
3. Announce beverage name.
4. Place gently without spilling.

E. Bottle Service (If Applicable)
1. Present bottle label facing guest.
2. Confirm selection.
3. Open bottle professionally.
4. Pour for host first (if applicable).
5. Avoid overfilling glasses.

PART D – HOT BEVERAGE SERVICE

F. Tea / Coffee Service
1. Serve on tray with saucer.
2. Include spoon and sugar.
3. Place cup carefully.
4. Warn guest if beverage is hot.

PART E – REFILL & FOLLOW-UP

G. Monitoring
1. Observe glass levels.
2. Offer refill politely.
3. Replace empty glasses promptly.
4. Check satisfaction.

PART F – RESPONSIBLE ALCOHOL SERVICE

H. Alcohol Service Control
1. Do not serve visibly intoxicated guest.
2. Monitor consumption.
3. Inform supervisor if necessary.
4. Follow legal age compliance.
Safety and compliance are mandatory.

PART G – HYGIENE CONTROL

I. Cleanliness Standards
1. Keep bar counter clean.
2. Store ice with scoop only.
3. Clean spills immediately.
4. Wash hands regularly.

PART H – BILLING CONTROL

J. Posting Charges
1. Enter beverage order immediately.
2. Confirm correct pricing.
3. Avoid delayed posting.
4. Cross-check before bill presentation.

PART I – DOCUMENTATION

K. Records to Maintain
· POS Beverage Record
· Bar Stock Register
· Alcohol Compliance Log
· Breakage Report
· Daily Beverage Sales Summary

7️⃣ Do’s and Don’ts
Do’s
✔ Use correct glassware
✔ Follow standard recipe
✔ Serve promptly
✔ Monitor guest consumption
✔ Maintain hygiene
Don’ts
✘ Don’t touch rim of glass
✘ Don’t overfill glass
✘ Don’t serve minors
✘ Don’t delay posting charges
✘ Don’t ignore intoxication signs

8️⃣ Service Standards
· Beverage served within defined time
· Correct temperature maintained
· Proper glassware used
· 100% order accuracy
· Responsible alcohol service followed

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Guest intoxication
	Supervisor

	Alcohol compliance issue
	Manager

	Stock shortage
	Bar Manager

	Billing discrepancy
	Cashier

	Service delay
	Captain



🔟 Documentation / Records Required
· Beverage Sales Report
· Bar Inventory Sheet
· Compliance Record
· Breakage Log
· Cash Reconciliation Sheet

1️⃣1️⃣ Common Mistakes to Avoid
· Incorrect glass selection
· Poor measurement
· Dirty glassware
· Delayed service
· Ignoring refill requests
· Not monitoring alcohol consumption



