
SOP Template: Ensuring Proper Spacing Between
Place Settings
This SOP details the procedures for ensuring proper spacing between place settings to enhance dining comfort and
aesthetic appeal. It covers guidelines on the appropriate distance between plates, utensils, and glassware to facilitate
ease of movement for guests and staff, maintain visual harmony, and comply with social distancing requirements when
applicable. The goal is to create an organized, comfortable, and visually pleasing table arrangement that improves the
overall dining experience.

1. Purpose
To define the standard procedure for arranging place settings with proper spacing to ensure guest comfort, safety, and
visual appeal in the dining area.

2. Scope
This SOP applies to all dining areas and event setups where multiple place settings are arranged on tables.

3. Responsibilities
Service staff: Responsible for setting up the tables according to the SOP.
Supervisors/Managers: Monitor and ensure compliance with the spacing protocol.

4. Materials Needed
Place setting components (plates, utensils, glassware, napkins, chargers, etc.)
Measuring tape or designated spacer tool
Tablecloths/runners (as applicable)

5. Procedure
1. Preparation

Ensure tables are clean and covered with appropriate linens.
Gather all necessary place setting components.

2. Spacing Between Place Settings
Allow a minimum of 24 inches (61 cm) from the center of one plate to the center of the next plate.
If meals require larger plates or multiple glassware items, increase spacing to 28â€“30 inches
(71â€“76 cm) as needed.

3. Placement of Components

Component Recommended Distance Notes

Plates 1â€“2 inches (2.5â€“5 cm) from the edge of the
table Main plate centered at each seat

Utensils 0.5 inch (1.25 cm) from plate edge Parallel, aligned with bottom of
plate

Glassware Above knife, 1 inch (2.5 cm) apart Diagonal if multiple glasses

Napkin Left of forks or on plate Consistent folding/presentation
4. Social Distancing (If Applicable)

When required, maintain a minimum of 6 feet (1.8 meters) between the edges of adjacent chairs.
Limit total seating per table as per local health guidelines.

5. Final Check
Visually inspect all settings for uniformity and compliance.
Ensure walkways remain clear and accessible.

6. Quality Control



Supervisors must review each table setup before guests arrive.
Discrepancies must be corrected prior to service start.

7. Records
Optional: Maintain a checklist for staff to sign once spacing is verified.

8. Revision History
Version 1.0 — [Date]: Initial release.
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