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席位布置—— 餐西餐（（自助餐或自助餐或套餐） 
Place Settings – Western Style Dining (Buffet or Set Menu) 

各席位或桌布—— 
Per Setting/Cover – 

� 将折叠好的餐巾正对餐椅放于各席位中心（或按照活动设计）
Place a folded napkin in the centre of each setting, directly in front of the chair (or as
relevant to the design of the event)

� 将一副汤匙及餐刀放于席位右侧（刀刃向内朝向餐盘），餐叉放于左侧。
Set a soup spoon and knife to the right of the setting (with the knife facing inwards
towards the plate) and a fork to the left.

� 将黄油面包（B/B）盘放于餐叉左侧。将黄油刀朝左放于餐盘上，位于席位外侧。
Put a Bread and Butter (B/B) plate to the left of the fork. Place a butter knife on the plate
facing to the left, outwards from the setting.

� 将甜品叉放于骨盘上 4厘米处，叉尖朝右
Dessert fork on the top of bone plate 4 cm, fork tip point right

� 将甜品匙放于甜品叉上方，匙尖朝左
Dessert spoon over the dessert fork, spoon tip point left

� 水杯放于餐刀前 2厘米处
Water glass on the top of the knife 2 cm

� 葡萄酒杯放于水杯右手侧下方 2厘米处（如需要）
Wine glass on the right hand side of the water glass, below 2 cm (if required)

� 如预留有咖啡杯，将杯垫及茶匙放于葡萄酒杯右侧（如需要）。
If pre-setting coffee cups, place on a saucer with a tea spoon to the right of the wine
glasses (if required).

餐桌 
Per Table 

� 每桌 10个席位，除非《宴会活动订单》另有要求，或餐桌大小规定席位数）。
10 settings per table unless advised otherwise in BEO or table size dictates.

� 餐桌两端放置两（2）套盐盅及胡椒粉瓶。
Two (2) sets of salt & pepper shakers – one set on the opposite side of the table.

� 糖盅及奶油器皿（如需要）
Sugar bowl & creamer (if required)





第 5页 共 6页 

� 自助餐应以逻辑的顺序摆放，以适应客人人流。
Buffet to be laid out in a logical sequence to accommodate flow of guests.

� 瓷器，包括但不限于餐盘、汤碗、甜点盘、筷子、豉油碟等，以及相应辅助餐具应沿着自

助餐行放置于容易拿到的合适位置。
Chinaware, including but not limited to dinner plate, soup bowl, dessert plate, chopsticks,
soy dish etc and appropriate serving utensils are to be placed in easily accessible and
sensible places along the buffet line.

� 自助餐中应提供额外餐具供客人使用。
Additional cutlery for guest use to be made available on the buffet.

� 清洗并擦净要使用的保温锅。餐饮服务开始前 45分钟时，将保温锅中加入 3/4英寸的热水。
Clean and polished chafing dishes to be set up. Fill each chafing dish with ¾ inch of hot
water 45 minutes prior to food service.

� 餐饮服务开始前 30分钟时，核查保温锅中有足够热水（至少 3/4英寸），并点燃固体酒精。
将固体酒精放于保温锅之下。
30 minutes prior to food service, check there is enough hot water (at least ¾ inch) in
each chafing dishes and light the sterno fuel. Place the sterno fuel under the chafing
dish.

� 厨房放置好食物后，将所有服务勺和夹具摆放于菜肴右侧，放置于垫碟之上。
Once the kitchen has placed the food, set out all service spoons and tongs to the right of
the dish and placed on an under plate.

� 所有菜肴应清楚贴上标签——将自助餐菜肴名称卡放在相关菜肴正前方。
All dishes to be clearly labelled - set each buffet item’s name card directly in front of the
relevant dish.

� 提供黄油面包
Bread and butter to be available

� 开始服务前向员工简单介绍自助餐中所有菜肴。
Employees are to be briefed on all items on the buffet prior to service.

自助餐服务自助餐服务 
Buffet Service 

• 营业中，自助餐供应要充足并干净。
Buffet is to be maintained and kept clean throughout service.

• 如果可能的话，食物的盘子应该换掉而非重新往里面添加食物。
Where possible item bowls are to be replaced not refilled.

• 食物的温度在整个服务过程中要时刻被监察并采取必要的措施。
Temperature of food is to be monitored throughout service and action taken accordingly.
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• 要注意确保碗碟器皿一直储备充足以供客人使用。
Attention paid to ensure that crockery is stocked up consistently.

• 需要的时候替换器具。
Utensils replaced when required.

• 和厨房进行清楚沟通，确保无菜肴用光。
Clear communication with the kitchen ensuring no items on the buffet run out.

• 自助餐行数应取决于可用空间及出席客人数。建议每个自助餐提供大约一百（100）名客人。
The number of buffet lines will be dependent upon the space available and number of
guests attending. It is recommended to have one buffet line to service up to one hundred
(100) guests.

婚礼 
Weddings 

婚礼布置应具有文化特色。承担大量婚礼仪式及庆典的酒店应建立酒店特定政策及程序。 

Set up for weddings are culturally specific. Hotels that host a large number of wedding 
ceremonies and celebrations are to develop a hotel specific policy and procedure. 




