
SOP: Preparing and Serving Beverages and Food
Items to Standard
This SOP details the procedures for preparing and serving beverages and food items to standard, ensuring quality,
hygiene, and consistency in food service. It covers steps for ingredient selection, preparation techniques, presentation
standards, temperature control, customer service, and sanitation practices to deliver optimal dining experiences while
complying with health and safety regulations.

1. Purpose
To establish standardized procedures for preparing and serving beverages and food items that meet organizational
quality, hygiene, and consistency standards.

2. Scope
This SOP applies to all food and beverage staff involved in preparation and service within the establishment.

3. Responsibilities
Food Preparation Staff: Follow all preparation, hygiene, and presentation standards.

Service Staff: Ensure proper serving techniques and guest interaction.

Supervisors/Managers: Monitor compliance and provide training as necessary.

4. Procedure
1. Ingredient Selection

Use only approved, fresh, and safe ingredients.

Check expiration dates and quality of stock daily.

Store ingredients at recommended temperatures.

2. Preparation Techniques
Wash hands and use gloves as per hygiene policy before handling food.

Follow approved recipes and portion sizes to ensure consistency.

Utilize sanitized utensils and equipment.

3. Presentation Standards
Arrange food and beverages attractively and as per guidelines.

Ensure garnishes are fresh and edible.

Clean plate or glass rims before serving.

4. Temperature Control
Hold hot foods above 60Â°C (140Â°F), and cold foods below 5Â°C (41Â°F).

Serve beverages at their designated temperatures (e.g., hot coffee, chilled juices).

5. Serving the Customer
Greet guests warmly and introduce yourself if required.

Confirm food/beverage orders before serving.

Serve from the correct side (usually right for food, left for clearing, as per service policy).

Handle dishes and glasses by the base or handle only.

6. Sanitation and Cleanliness
Sanitize work surfaces, utensils, and equipment before and after use.

Dispose of waste promptly and appropriately.

Wash hands frequently, especially after handling raw materials or waste.

7. Post-Service Tasks
Clear tables promptly and reset for new guests.

Report any customer complaints to the supervisor.



Clean and store equipment as per guidelines.

5. Quality and Compliance Checks

Check Frequency Responsible

Ingredient freshness and quality Daily Kitchen Staff

Temperature control logs Every shift Chef/Supervisor

Sanitation audits Weekly Manager

6. References
Food Safety Guidelines (Local Health Authority)

Internal Training Manuals

Allergen Management Policies

7. Revision History

Date Description Author

2024-06-01 Initial SOP draft Food Service Manager
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