
Standard Operating Procedure (SOP)
Catering Selection and Menu Confirmation Process
This SOP details the catering selection and menu confirmation process, covering the criteria for selecting suitable
caterers, evaluating menu options based on event requirements, dietary restrictions, and budget considerations,
coordinating tastings and consultations with catering providers, finalizing and confirming menu choices, and ensuring
clear communication of all details to stakeholders. The objective is to streamline the catering selection process,
guarantee client satisfaction, and ensure a seamless dining experience at events.

1. Purpose
To establish a clear process for selecting caterers and confirming menus to ensure high-quality, suitable dining
experiences at events while meeting client expectations and requirements.

2. Scope
This SOP applies to all teams or employees involved in event planning, catering selection, and menu confirmation.

3. Responsibilities
Event Coordinator: Oversees and manages the entire process.
Catering Providers: Submit proposals, participate in tastings, and deliver food and services.
Clients/Stakeholders: Provide input on preferences, restrictions, and final approval of menu selection.

4. Procedure
1. Identify Event Requirements

Confirm event date, time, venue, and number of attendees.
Identify client preferences, theme, and special requirements (e.g., cuisine type, service style).
Gather info on dietary restrictions/allergies.
Establish budget range for catering.

2. Shortlist Potential Caterers
Research and compile a list of reputable caterers that meet event requirements.
Request proposals/menus, sample pricing, and availability.
Verify licenses, insurance, and health/safety certifications.

3. Evaluate Caterers and Menus
Compare menu offerings with event and dietary requirements.
Assess flexibility for custom menu requests and changes.
Evaluate service inclusions (e.g., staff, tableware, linens).
Review client references or testimonials.

4. Coordinate Tastings and Consultations
Schedule tasting sessions with shortlisted caterers for client/stakeholder review.
Gather feedback and address questions or concerns.

5. Finalize Menu and Catering Provider
Select preferred caterer based on evaluation and tasting results.
Negotiate and confirm menu selections, service details, and final pricing.
Sign catering contract/agreement, outlining all terms and requirements.

6. Communicate Details to Stakeholders
Share finalized menu and service details with all necessary parties (client, venue, event staff).
Document dietary restrictions and ensure all are communicated to the caterer.

7. Ongoing Coordination and Confirmation
Maintain communication with caterer leading up to the event.
Reconfirm details (menu, timing, logistics) 1-2 weeks before the event.
Address any last-minute updates/changes as required.



5. Documentation

Document Description Responsible

Event Details Sheet Captures all event requirements and client preferences Event Coordinator

Caterer Evaluation Form Comparison of shortlisted caterers and their offerings Event Planner/Client

Tasting Feedback Form Structured recording of feedback from tasting sessions Client/Stakeholder

Finalized Menu & Contract Signed agreement outlining menu and services Event Coordinator/Caterer

6. Review and Continuous Improvement
Collect feedback from clients and attendees post-event.
Review overall satisfaction, catering performance, and process effectiveness.
Implement improvements to the SOP as needed.
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