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CONFERENCE AND EVENT OPERATIONS
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Subject: Set Up — Lunch and Dinner 6 pages
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OBJECTIVE
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To ensure guests have a pleasant dining experience at a lunch or dinner event in a hotel which
is enhanced by a correctly and professionally set function room.
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POLICY
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The function room is set up as per the guest requirements and in a suitable manner reflecting
the style of the event for the meal service.
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All tables are set with the necessary items based on the menu selected and dining style.
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PROCEDURE

o RHEHUE NS S RATER - DERNERE. AR (ERWEZ)ITHR)  (BEO) fhik.
The table set up of each function is dependent upon the style of dining and the menu. This
information is communicated by the Banquet Event Order (BEO).
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Food is not to be brought into or removed from functions. Any hotels that are exempt from
this standard and do allow this practice, are to have a disclaimer for each event signed by
both the hotel and the client.
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Dependent upon the size of the function and access to back of house areas, clearing
stations may be set up in easily accessible points and hidden from guest view.
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Western Style Dining Setup (Buffet or Set Menu)
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The function room must be fully set up two (2) hours prior to the event start time and be set
as per the guest requirements, as communicated in the BEO.
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Functlon Room overview of |tems that may be required.
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Dining tables - cover with table cloths
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H ad table — cover with table cloth and skirt
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Chairs - with covers (if requested or hotel standard).
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Mobile Service bar. Refer to ‘Service Bar’ Policy
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Registration table and seating plan (if requested).
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Prize table, gift table, product display tables (if specified).
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Staging, dance floor, lecterns and any audio visual equipment as required (e.g.
microphones, spotlight, karaoke system etc)
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Table numbers on each table (if required) and signage outside the room. Table numbers
are to be removed once guests are seated (must be completed prior to service).
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Place Settings — Western Style Dining (Buffet or Set Menu)
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Per Setting/Cover —
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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)
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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.
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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.
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Dessert fork on the top of bone plate 4 cm, fork tip point right
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Dessert spoon over the dessert fork, spoon tip point left
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Water glass on the top of the knife 2 cm
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Wine glass on the right hand side of the water glass, below 2 cm (if required)
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If pre-setting coffee cups, place on a saucer with a tea spoon to the right of the wine
glasses (if required).

Per Table
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10 settings per table unless advised otherwise in BEO or table size dictates.
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Two (2) sets of salt & pepper shakers — one set on the opposite side of the table.
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Sugar bowl & creamer (if required)
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Centrepieces (if used) —

with guests on the
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Place Setting Example -
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Buffet Dining -

. fH A
L) R

i e a o
iite side of the table.

ern Style
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Table set ups for buffets may
be dependent on the formal

BEO.
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Buffet Tables — Set Up
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Set Banquet tables
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Skirt buffet table and
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Buffet to be laid out in a logical sequence to accommodate flow of guests.
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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.
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Additional cutlery for guest use to be made available on the buffet.
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Clean and polished chafing dishes to be set up. Fill each chafing dish with % inch of hot
water 45 minutes prior to food service.
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30 minutes prior to food service, check there is enough hot water (at least % inch) in
each chafing dishes and light the sterno fuel. Place the sterno fuel under the chafing
dish.
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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.
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All dishes to be clearly labelled - set each buffet item’s name card directly in front of the
relevant dish.
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Bread and butter to be available
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Employees are to be briefed on all items on the buffet prior to service.
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Buffet Service
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Buffet is to be maintained and kept clean throughout service.
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Where possible item bowls are to be replaced not refilled.
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Temperature of food is to be monitored throughout service and action taken accordingly.
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Attention paid to ensure that crockery is stocked up consistently.
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Utensils replaced when required.
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Clear communication with the kitchen ensuring no items on the buffet run out.
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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.
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Weddings
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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.
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