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A standardised process is used for cross-checking all details of an event are arranged as per
guest request and that post-event feedback is recorded and acted upon accordingly.
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Checklists are created to assist the Food and Beverage (F&B) employees working in
Conference and Event Operations (C&E Ops) to ensure that all areas of the events are
prepared according to hotel standards.
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Checking in advance and ensuring that the service / product is ready at least two hours (2) prior
to the stated time and anticipating event requirements will ensure smooth operation, minimise
complaints and achieve guest satisfaction.
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The Opening Checklist
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An Opening checklist is to be attached to every Banquet Event Order (BEO).
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The checklist is used to review the setup and all event requirements prior to the event
commencing (at least two hours prior to the event start) to ensure all details are as
requested.
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The F&B supervisor on duty the night prior to the event is to use the checklist to confirm
setup requirements are correct.
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Any information that needs to be handed over is recorded in the ‘Conference Handover
Book’ for follow up by the next shift or added to the Duty Manager log if required.
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The checklist is to be used as a guideline and reminder for regular staff, as well as for
training of new staff.
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Checklists are to be hotel specific, however some details that may be included are:
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Review loghook for any handover details
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Check function rooms are set as per BEO: AV equipment, layout, table amenities
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Check signage board is as per BEO
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Check lights, air-conditioning (set to 23 degrees Celsius unless hotel has a different
standard) and telephone are on and working (if any lights are burned out, they must
be replaced prior to the host arriving).
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Check Pre Function Areas (PFA) are set appropriately: registration tables,
refreshments, background music on.
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Have function room key cut for host
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Check all areas (PFA, function rooms, bathrooms) are clean and tidy
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Check air conditioning vents, window sills, and lighting tracks appear clean and free
from dust (visual inspection only)
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Confirm lunch arrangements with restaurant
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Ensure Wifi (where available) is enabled and working with password ready for host.
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Closing - Post Event
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If the hotel has a closing checklist it should be attached to the BEO with a copy of the
invoices. A post event report will be a part of the checklist.

INAK A 5, KRR R EEI T CEEaifshil ) JF g nid . IR E A=
WL 5B St o

If closing checklists are not used, attach a copy of the invoices to the BEO and complete the
post event report. Indicate all guest comments and feedback from the event.
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Where the hotel has specific feedback forms, attach completed forms to the post event
report.
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Distribute a copy of this report to the Food and Beverage Manager and file the original for
future reference. Pass any relevant details to the Sales/Event team.
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Hotel to note
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For convenience, it is recommended that the checklist be shrunk into a booklet form that can
be kept in pockets of the staff. Included in this booklet are also blank pages where staff can
write notes of event changes, special guest requirements, etc. for follow up.
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