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OBJECTIVE

FORITA B N AR — L TUIR ST, BT IS5 P 4 AR S s 285 e ko
To ensure all guests receive a consistent and positive level of service, with all elements being
completed in an efficient and appropriate sequence.
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POLICY
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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.
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PROCEDURE
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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.
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The Banquet Event Order (BEO) is to be generated by the Conference and Event Sales
team. Details of events are to be provided at the weekly meeting with BEOs created one
week prior to the event. For short lead bookings, BEOs are to be distributed at least 72
hours prior to the event commencing or as soon as possible for any last minute events.
Refer to ‘Banquet Event Order Policy’

MMMESERIEBNMN S, NAETESITUERT 48 /NI HAIT &8I MRS I DSR2 R
A G AN AR . AMERERTEEE S & PR WOT 9353

A mini pre-conference meeting is to be held for residential events with representatives from
all departments, especially front office and housekeeping, 48 hours prior to the event
commencing. Residential events are those with a group accommodation booking
component.
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Set Up
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The function room must be completely set and ready two (2) hours prior to the event
commencement unless prior arrangements have been made. Air conditioning is to be turned
on at least one (1) hour prior to the event starting.
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A room set-up check is to be completed prior to guest arrival and includes the following
elements. Refer to ‘Set Up — Meeting Room’ Policy
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Set up as per the BEO requirements
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AV equipment set up and working.
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Wifi/internet is enabled and working. Password is available for the host.
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Air conditioning is on and set at a reasonable temperature (recommend 23 degrees
Celsius)
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Lights are turned on at the correct setting and curtains are drawn (or as appropriate to
time of day)
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Signage detailing the event name, function room and location of room (if applicable)
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During the Event
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Organiser/host arrival - Refer to ‘Welcoming the Conference Host’ Policy
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The employee allocated to supervising the event welcomes the guest and re-confirms all
break timings (morning tea, afternoon tea and lunch), set up, participant numbers, if there
are any additional requirements and provides the host with a meeting room key.
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F&B employees working in C&E Ops are to remain attentive but discreet and available to
any guest request, throughout the event.
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Meet the guest for service evaluation after the event.
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It is recommended that the Sales/Events staff meet with the host during the event and check
the client is satisfied.
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Provide all breaks on time as per the BEO (or the time specified by the host if different).
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Food service equipment and buffet set-up must be completed 45 minutes before the meal
service period.
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Hot food is to be placed out 15 minutes prior to the scheduled break and cold food 20
minutes prior. Hot food is to be kept at the correct temperature.
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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).
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Room refreshment is to include;
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Replenish flipchart paper
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Clear dirty crockery and rubbish from tables
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Refresh water, candies and any other consumable items
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For full day meetings, during lunch replace all glassware
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