
1️⃣ SOP Title
Buffet Setup SOP – Structured Layout, Presentation & Service Flow Procedure
2️⃣ Department
Banquet / F&B Service
(Co-ordination: Kitchen, Stewarding, Housekeeping, Engineering)

3️⃣ Purpose
To establish a standardized buffet setup procedure to ensure:
· Smooth guest flow
· Attractive food presentation
· Proper temperature control
· Hygiene compliance
· Efficient service operations
Buffet must be visually appealing and operationally practical.

4️⃣ Scope
Applicable to:
· Weddings
· Corporate events
· Social functions
· Conferences
· Outdoor events
· Themed events
Applies to:
· Banquet Supervisor
· Service Staff
· Kitchen Team
· Stewarding
· Housekeeping

5️⃣ Responsibility
	Position
	Responsibility

	Banquet Supervisor
	Oversee buffet setup

	Kitchen
	Prepare and dispatch food

	Service Staff
	Arrange buffet layout

	Stewarding
	Provide chafing dishes & utensils

	Housekeeping
	Maintain cleanliness



6️⃣ Step-by-Step Procedure

PART A – BEO REVIEW

A. Confirm Menu & Guest Count
1. Review approved BEO.
2. Confirm final guest count.
3. Confirm number of buffet counters required.
4. Confirm vegetarian and non-vegetarian segregation.
5. Confirm live counter setup if applicable.
No buffet setup without final confirmation.

PART B – LAYOUT PLANNING

B. Flow Design
1. Choose suitable area with enough space.
2. Ensure smooth entry and exit flow.
3. Avoid bottleneck areas.
4. Maintain clear emergency exits.
5. Plan sequence: salads → starters → main course → dessert.

PART C – TABLE ARRANGEMENT

C. Counter Setup
1. Arrange buffet tables in straight or island layout.
2. Cover tables with clean, wrinkle-free linen.
3. Align tables uniformly.
4. Ensure stable placement.
5. Maintain service access from rear side.

PART D – EQUIPMENT SETUP

D. Chafing & Heating Equipment
1. Place chafing dishes properly spaced.
2. Fill water trays for heating.
3. Ensure burners or electric warmers functional.
4. Keep fuel safely stored.
5. Check electrical load for induction/live counters.

PART E – FOOD PLACEMENT ORDER

E. Logical Arrangement
1. Place plates at beginning of buffet.
2. Arrange salads and cold items first.
3. Follow with starters.
4. Arrange main course items in sequence.
5. Place breads and rice near gravies.
6. Place desserts at end of line.
7. Keep vegetarian and non-vegetarian clearly separated.

PART F – LABELING

F. Dish Identification
1. Place clear name tags for each dish.
2. Indicate vegetarian/non-vegetarian symbols.
3. Mention allergen information if required.
4. Ensure labels are neat and visible.

PART G – TEMPERATURE CONTROL

G. Food Safety
1. Keep hot food above required holding temperature.
2. Keep cold food chilled properly.
3. Monitor temperature periodically.
4. Replace food in small batches to maintain freshness.

PART H – SERVICE UTENSIL PLACEMENT

H. Serving Tools
1. Provide dedicated serving spoon for each dish.
2. Ensure utensils are clean and polished.
3. Replace dropped utensils immediately.
4. Maintain extra backup utensils.

PART I – FINAL INSPECTION

I. Pre-Service Check
1. Ensure buffet line complete before guest arrival.
2. Check visual presentation.
3. Confirm cleanliness of area.
4. Remove packaging material.
5. Obtain Banquet Supervisor approval.

PART J – DURING SERVICE MONITORING

J. Operational Control
1. Monitor food levels continuously.
2. Refill before dish becomes empty.
3. Maintain cleanliness of counter.
4. Replace soiled plates promptly.
5. Maintain proper lighting.

7️⃣ Do’s and Don’ts
Do’s
✔ Follow logical food sequence
✔ Maintain temperature control
✔ Keep service access clear
✔ Use proper labeling
✔ Monitor food refilling
Don’ts
✘ Don’t overcrowd buffet line
✘ Don’t mix vegetarian and non-vegetarian utensils
✘ Don’t allow empty chafing dishes
✘ Don’t ignore hygiene standards
✘ Don’t block guest movement

8️⃣ Operational Standards
· Buffet ready before service time
· Proper temperature maintained
· Clear labeling provided
· Continuous monitoring during service
· Clean and organized presentation

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Food shortage
	Kitchen

	Equipment failure
	Engineering

	Temperature concern
	Chef

	Guest complaint
	Banquet Manager

	Safety hazard
	Security



🔟 Documentation / Records Required
· BEO Copy
· Buffet Layout Plan
· Temperature Log Sheet
· Equipment Checklist
· Supervisor Approval Record
· Incident Report (if required)

1️⃣1️⃣ Common Mistakes to Avoid
· Poor flow planning
· Inadequate temperature monitoring
· No labeling
· Delayed refilling
· Weak coordination with kitchen
· Ignoring hygiene and cleanliness


