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会会会会议议及活及活及活及活动动 营运运运运
CONFERENCE AND EVENT OPERATIONS 

主题：服务顺序 
Subject: Sequence of Service 
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目标 
OBJECTIVE 

确保所有客人享受始终如一的优质服务，所有服务内容按正确顺序高效完成。 
To ensure all guests receive a consistent and positive level of service, with all elements being 
completed in an efficient and appropriate sequence. 

政策 
POLICY 

餐饮部中宴会运营的员工提供标准流程服务，达到并超过客人期望。 
All Food and Beverage (F&B) employees working in Conference and Event Operations (C&E 
Ops) provide a standardised sequence of service that meets and exceeds guests’ expectations. 

程序程序 
PROCEDURE 

• 宴会销售部、宴会运营部（C&E Ops）、视听团队（承包者或内部团队）、礼宾部及厨房团
队之间应每周举行例会，讨论下周计划举行的活动、其他大规模或重要未决定活动，并听取

上周活动报告。
A weekly event briefing meeting is to be held between Conference and Event Sales,
Conference and Events Operations (C&E Ops), AV teams (either contractor or in-house
team), Concierge and kitchen teams to go through the events planned for the coming week,
any large scale or important pending future events and to debrief the events of the past
week.

• 宴会活动订单（BEO）由宴会销售团队制作。宴会活动订单应在活动开始前一周制作，活动
细节应于每周例会上提供。对近期预订而言，宴会活动订单应在活动开始至少 72 小时前分
发，对最后一刻才得知的活动，应尽快发布。参照“宴会活动订单政策”。 
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• 茶歇期间，在不移动客人物品的前提下整理会议室。会议室整理之后锁闭（除非主办者另有

要求）。
During all breaks, the meeting room is to be refreshed, without disturbing guest belongings.
Once refreshed, the room is to be locked (unless requested otherwise by the host).

• 会议室整理应包括；
Room refreshment is to include;

� 补充白板纸

Replenish flipchart paper

� 清楚桌上用过器皿及垃圾

Clear dirty crockery and rubbish from tables

� 补充水、糖果及其他消耗品

Refresh water, candies and any other consumable items

� 全天会议时，午餐时更换所有玻璃器皿

For full day meetings, during lunch replace all glassware




