
1️⃣ SOP Title
Bottle Service SOP – Controlled Premium Beverage Presentation & Service Procedure
2️⃣ Department
Bar & Beverage / Restaurant Service
(Co-ordination: Stewarding, Stores, Security, Accounts)

3️⃣ Purpose
To establish a structured bottle service procedure to ensure:
· Premium guest experience
· Controlled alcohol service
· Accurate billing
· Prevention of stock loss
· Safe and responsible consumption
Bottle service requires strict control and professional presentation.

4️⃣ Scope
Applicable to:
· Full bottle liquor service
· Premium spirit service
· Table-side bottle presentation
· VIP and lounge bottle service
· Event bottle packages
Applies to:
· Bartenders
· Service Staff
· Bar Supervisor
· F&B Manager

5️⃣ Responsibility
	Position
	Responsibility

	Service Staff
	Present and serve bottle professionally

	Bartender
	Verify bottle & prepare setup

	Bar Supervisor
	Monitor consumption & compliance

	Accounts
	Verify billing accuracy

	Security
	Assist if intoxication issue arises



6️⃣ Step-by-Step Procedure

PART A – ORDER CONFIRMATION

A. Order Verification
1. Confirm brand, quantity, and size of bottle.
2. Confirm pricing with guest if required.
3. Enter order into POS immediately.
4. Prepare bill in advance if required.
No bottle to be issued without POS entry.

PART B – BOTTLE PREPARATION

B. Verification Before Service
1. Verify correct bottle and size.
2. Check seal integrity.
3. Ensure bottle is clean and presentable.
4. Arrange appropriate glassware.
5. Prepare ice bucket, ice scoop, and mixers (if applicable).

PART C – PRESENTATION AT TABLE

C. Formal Presentation
1. Approach table confidently.
2. Present bottle with label facing host.
3. Announce brand and size clearly.
4. Obtain guest confirmation before opening.
Never open bottle without host approval.

PART D – OPENING PROCEDURE

D. Bottle Opening
1. Break seal in front of guest.
2. Open cap or cork professionally.
3. Offer first pour to host.
4. Follow serving sequence if applicable.

PART E – POURING STANDARDS

E. Controlled Service
1. Use standard jigger for peg measurement (unless self-pour allowed by policy).
2. Pour requested quantity only.
3. Avoid over-pouring.
4. Monitor guest consumption.
Revenue control is essential during bottle service.

PART F – SELF-POUR SERVICE (IF PERMITTED)

F. Controlled Placement
1. Place bottle securely on table.
2. Leave appropriate number of glasses.
3. Monitor from distance for safety.
4. Avoid leaving unattended if risk detected.

PART G – ICE & MIXER SERVICE

G. Supporting Setup
1. Provide fresh ice bucket with scoop.
2. Offer mixers as requested.
3. Refill ice discreetly.
4. Monitor cleanliness of setup.

PART H – MONITORING CONSUMPTION

H. Responsible Service
1. Observe signs of intoxication.
2. Slow service if needed.
3. Offer water or food.
4. Inform supervisor if excessive consumption observed.

PART I – BILLING CONTROL

I. Financial Accuracy
1. Verify bottle price in POS.
2. Ensure no duplicate posting.
3. Confirm payment before guest departure.
4. Attach discount approval if applied.

PART J – CLOSING & CLEARING

J. After Consumption
1. Confirm if guest wants additional bottle.
2. Remove empty bottle discreetly.
3. Clear used glasses safely.
4. Thank guest professionally.

7️⃣ Do’s and Don’ts
Do’s
✔ Present bottle formally
✔ Break seal in front of guest
✔ Use standard measurement
✔ Monitor intoxication signs
✔ Record sale accurately
Don’ts
✘ Don’t open without approval
✘ Don’t free pour excessively
✘ Don’t leave bottle unattended in risky situation
✘ Don’t ignore billing confirmation
✘ Don’t overserve intoxicated guest

8️⃣ Service & Control Standards
· Bottle presented professionally
· Seal broken in front of guest
· Standard peg followed
· Responsible alcohol monitoring maintained
· Accurate billing ensured

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Guest intoxication
	Supervisor

	Billing dispute
	F&B Manager

	Aggressive behavior
	Security

	Stock discrepancy
	Management

	High-value bottle issue
	F&B Manager



🔟 Documentation / Records Required
· POS Sales Report
· Bottle Sales Log (if maintained)
· Discount Approval Record
· Incident Report (if applicable)
· Daily Stock Reconciliation Sheet

1️⃣1️⃣ Common Mistakes to Avoid
· Opening bottle without guest confirmation
· Over-pouring premium liquor
· Weak monitoring of intoxication
· Poor glassware preparation
· Not recording sale immediately
· Ignoring seal verification


