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TTHHAANNKK  YYOOUU....  
 
 

Hotelier Tanji is the owner of www.hospitality-school.com, 
world’s one of the most popular free hotel & restaurant 
management training web site running from 2010. She and her team 
run the website to share free hospitality management learning 
experience all over the world. Thanks for purchasing this book. It 
will inspire us to work harder with utmost desiccation. 
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PPRREEFFAACCEE  

 

Food & Beverage Service Training Manual with 225 SOP, 1st edition is a self-study 

practical training guide for all Food and Beverage professionals, either who are working in 

the hotel or restaurant industry or novice ones who want to learn the basic skills of 

professional restaurant service to accomplish a fast track, lavish career in hospitality 

industry. www.hospitality-school.com, world’s most popular free hotel & restaurant 

management training blog combines 225 most useful industry standard food & beverage 

service standard operating procedures (SOP) in this manual that will help you to learn all 

the basic F & B Service skills, step by step. This training manual will enable readers to 

develop basic service skills that will be required to handle guests at different situations 

and at the same time enlighten you with high quality service skills that will ensure better 

service, tips and repeat business. 

 

Food & Beverage Service Training Manual with 225 SOP, 1st edition is a great learning 

tool for novice hospitality students and also a useful reference material for expert 

hoteliers. This manual will be a helpful practical resource for both - those working at 5 

start hotel or those working at small restaurant.  

 

I along with my team have made this manual concise and to the point so that you don’t 

need to read boring texts. This book will solve most the fears that a F & B service 

professional has to face every day. I would like to wish all the very best to all our readers. 

Don’t forget to collect my other self-study hotel management training manuals. Keep 

visiting my blog www.hospitality-school.com to get free tutorials regularly. 

 

Regards 

 
 
 
Hotelier Tanji 
Owner & Admin 
www.hospitality-school.com 
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Standard 

To understand basic rules and regulations of the F&B department so as to 

ensure guest’s delight. 

Procedures 

The following F & B ethics are to be followed by the service staffs accordingly: 

 Ability to co-operate with other employees and adjust with the 

environment.  

 Patience and tolerance attitude for the guest and fellow colleague.  

 To be objective towards the goal or target and improve knowledge and 

skill. 

 Approach to the work with flexibility and creativity.  

 Intuition power or ability to understand any situation. 

 Training effort and teamwork. 

 Perform duty with honesty and understanding attitude. 

 No wastage of food or beverage ingredients.  

 Showing respect to all living creatures.  

 Careful handling of all equipment, utensils and natural resources of the 

hotel. 

 To use preferable local products and seasonal ingredients.  

 Arrange healthy and tasty food & beverage for everybody.  

 Sort all wastage and return for recycling where ever possible to avoid 

excessive wastage. 

 

SSOOPP--0011::  FF  &&  BB  EEtthhiiccss  
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Standard 

To maintain a professional and warm attitude to greet the guests by 

maintaining the standards. 

Procedures 

1. Acknowledge and Welcome guest:  

A. Body Language  

 Welcome guests with a smile within 10 seconds (upon guest arrival) and   

establish eye contact with guest and greet the guest in a positive body 

posture.  

B. Language  

 Greet the guest by saying “Good Morning/ Afternoon/ Evening 

(according to the time of the day), Sir/Madam, welcome to XXX Hotel” (if 

possible, use guest name). 

 Welcome the repeat guests with their names by saying “Good Morning/ 

Afternoon/ Evening (according to the time of the day), Mr. X”.  

 If you are busy with other work politely ask the guest that you join 

him/her shortly.  

 Apologize for keeping the guest waiting and proceed with the normal 

procedures.  

2. Check for Reservation: 

A. Ask Guest if he/she has a Reservation by saying: Do you have a 

reservation, please? 

 

SSOOPP--2255::  HHooww  ttoo  GGrreeeett  tthhee  GGuueesstt  
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B. If the Guest has Reservation: 

 Ask for guest’s name by saying: “May I have your name, please”. 

 Check the reservation book and repeat reservation back to guest to 

ensure by saying: Mr./Mrs./Ms…. Your table for … (number of persons) 

is perfectly ready for service. 

 If the reservation is applicable for guest then confirm other details (e.g. 

non-smoking table, quite area, etc.). 

C. If the Guest does not have any Reservation: 

 Ask for guest’s name by saying: ‘May I have your name, please” 

 Check whether the guest is staying in the hotel. 

 Write down name and details of guest in reservation book. 

 Ask guest how many persons is the table for by saying: “Mr./Mrs./Ms X 

May I know how many persons is the table for”? 

 Ensure other details. For example: smoking or non-smoking area, near 

the window, buffet, etc. 

 Inform guests that without prior reservation they may have to wait for a 

while (if possible notify the length of time) and suggest them to wait in 

the lounge/bar. 

 Inform guest as soon as the table is ready. If the guest waits in the bar for 

a table, notify the bar manager. 

3. Offer Assistance: 

 Offer to take coats, jackets or bags.  

 Ensure security of property. Issue a receipt for any valuable items. 

 Ask for any further help. 

4. Remarks: 

 The GSO should note down details of guest on table plan and 

communicate them to the restaurant staff. 
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