
1️⃣ SOP Title
Banquet Service SOP – Event Setup, Service Execution & Coordination Procedure
2️⃣ Department
Food & Beverage Service – Banquet
(Co-ordination: Sales, Kitchen, Stewarding, Housekeeping, Engineering, Security)

3️⃣ Purpose
To establish a structured banquet service procedure to ensure:
· Proper event setup as per function sheet
· Smooth coordination between departments
· Timely food and beverage service
· Guest satisfaction
· Accurate billing and post-event clearance
Banquet service requires advance planning, precision, and teamwork.

4️⃣ Scope
Applicable to:
· Corporate events
· Conferences
· Weddings
· Social gatherings
· Cocktail receptions
· Buffet banquets
· Sit-down plated dinners
Applies to:
· Banquet Manager
· Supervisor
· Captains
· Stewards
· Kitchen Team
· Stewarding Team

5️⃣ Responsibility
	Position
	Responsibility

	Banquet Manager
	Overall event control

	Supervisor
	Floor coordination

	Captain
	Section management

	Stewards
	Service execution

	Kitchen
	Food preparation

	Sales/Event Team
	Event coordination



6️⃣ Step-by-Step Procedure

PART A – PRE-EVENT PLANNING

A. Review Function Sheet
1. Study event order details.
2. Confirm: 
· Date & time
· Number of guests
· Menu
· Setup style
· Special requests
3. Clarify unclear instructions before event.
No assumption should be made.

B. Venue Setup
1. Arrange tables as per layout: 
· Round table
· Classroom style
· Theatre style
2. Align chairs properly.
3. Set up stage (if required).
4. Install podium and audio system.
5. Check lighting.

PART B – TABLE & BUFFET SETUP

C. Table Setup
1. Place table linen properly.
2. Set cutlery and glassware as per menu.
3. Place table numbers.
4. Keep water glasses filled before event start.

D. Buffet Setup (If Applicable)
1. Arrange buffet counters systematically.
2. Place dish labels.
3. Preheat chafing dishes.
4. Maintain correct food temperature.
5. Set backup plates and cutlery.

PART C – STAFF BRIEFING

E. Pre-Event Briefing
Supervisor must brief team on:
1. Event schedule.
2. Menu details.
3. VIP guests.
4. Service style.
5. Special dietary requirements.
6. Emergency exits and safety reminders.

PART D – SERVICE EXECUTION

F. Guest Arrival
1. Stand in assigned positions.
2. Welcome guests politely.
3. Assist with seating if required.
4. Offer welcome drink (if applicable).

G. Food Service – Plated
1. Serve simultaneously.
2. Announce dish name.
3. Confirm special requests.
4. Clear plates after completion.

H. Food Service – Buffet
1. Guide guests politely.
2. Assist elderly guests.
3. Monitor replenishment.
4. Maintain cleanliness.

I. Beverage Service
1. Serve beverages as per event plan.
2. Refill glasses when required.
3. Monitor responsible alcohol service (if applicable).

PART E – COORDINATION WITH KITCHEN

J. Food Timing Control
1. Coordinate course timing.
2. Inform kitchen before next course.
3. Ensure food served hot.
4. Communicate delays immediately.

PART F – EVENT MONITORING

K. Ongoing Supervision
1. Monitor guest satisfaction.
2. Address complaints immediately.
3. Replace used cutlery if needed.
4. Ensure restrooms maintained (if under control).

PART G – EVENT CLOSING

L. Post-Service Clearing
1. Clear all tables.
2. Remove buffet setup.
3. Separate reusable items.
4. Record breakage.
5. Clean banquet hall thoroughly.

M. Billing Confirmation
1. Confirm final guest count.
2. Add additional consumption (if any).
3. Inform accounts for billing.
4. Get client sign-off if required.

PART H – DOCUMENTATION

N. Records to Maintain
· Function Sheet
· Attendance Confirmation
· Menu Confirmation
· Breakage Report
· Consumption Summary
· Client Feedback Form

7️⃣ Do’s and Don’ts
Do’s
✔ Follow function sheet strictly
✔ Coordinate closely with kitchen
✔ Maintain professional posture
✔ Serve simultaneously
✔ Monitor guest satisfaction
Don’ts
✘ Don’t deviate from event plan
✘ Don’t serve without confirmation
✘ Don’t ignore VIP instructions
✘ Don’t delay course service
✘ Don’t leave buffet unattended

8️⃣ Service Standards
· Event setup completed before guest arrival
· Simultaneous serving for plated service
· Continuous buffet replenishment
· Clear communication between departments
· Accurate billing

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Menu change
	Banquet Manager

	Food delay
	Kitchen Manager

	Guest complaint
	Restaurant Manager

	Equipment malfunction
	Engineering

	Billing dispute
	Management



🔟 Documentation / Records Required
· Event Order Sheet
· Setup Checklist
· Service Log
· Breakage Register
· Billing Summary
· Feedback Form

1️⃣1️⃣ Common Mistakes to Avoid
· Not reviewing function sheet
· Poor coordination with kitchen
· Delayed course serving
· Weak staff briefing
· Incorrect table layout
· Inaccurate guest count



