Standard Operating Procedure (SOP): Buffet/Table
Arrangement and DA©cor Placement

This SOP defines the standards for buffet and table arrangement and dA©cor placement, including guidelines for
layout design, placement of buffet stations, selection and arrangement of table settings, coordination of dA©cor
elements, and maintaining aesthetic appeal and functionality. The aim is to ensure an organized, visually appealing,
and efficient setup that enhances guest experience and aligns with event themes and safety protocols.

1. Scope

This SOP applies to all event setups where buffet/table arrangements and dA©cor are required, including indoor and
outdoor venues for banquets, conferences, weddings, and special events.

2. Responsibilities

¢ Event Coordinators: Plan and supervise layout, ensure adherence to theme and safety protocols.
¢ Setup Crew: Execute arrangement as per instructions, handle dA©cor placement.
e Catering Staff: Prepare buffet and table settings with attention to cleanliness and presentation.

3. Procedures

3.1. Layout Design

1. Review event requirements, number of guests, and floor plan dimensions.
2. Design layout ensuring:

o Clear guest flow with minimal congestion.

o Compliance with fire and safety exits.

o Accessibility for all guests, including those with disabilities.

3. Allocate designated areas for:
o Buffet stations
o Dining tables & chairs
o Beverage/Drink stations
o Dessert/Fruit stations (if applicable)
o DA®cor features (centerpieces, floral arrangements, thematic elements)

3.2. Buffet Station Arrangement

1. Place stations along accessible walls or in island formations based on guest count and venue.

2. Sequence service items logically: Plates a1’ Main Dishes at’ Sides &1’ Bread/Rice a1’ Condiments at’
Cutlery/Napkins.

3. Ensure food displays are labelled and allergen information displayed as required.

4. Maintain a minimum of 1 meter clearance around buffet lines for crowd management.

3.3. Table Setting Arrangement

1. Tables:
o Position symmetrically unless theme dictates otherwise.
o Maintain consistent spacing (minimum 90cm chair-back to chair-back).



2. Settings:
o Use clean, pressed linens fitting theme/colors.
o Arrange cutlery, glassware, and crockery per menu requirements and formal/informal service standards.
o Check evenness and alignment of all items.

3.4. DA©cor Placement

1. Select dA©cor items consistent with event style and branding (e.g., centerpieces, candles, floral arrangements,
signage).

2. Position dA©cor so as not to obstruct guest sightlines, communication, or service paths.

3. Secure all items to prevent tipping/spills.

4. Integrate lighting (if applicable), ensuring cables are safely taped down or concealed.

3.5. Final Inspection and Maintenance

. Inspect layout for visual appeal and symmetry.
. Verify all items are clean and undamaged.
. Perform a safety walk to check for any obstructions or hazards.

A WON -

. Keep replenishment items (extra cutlery/napkins) discreetly accessible.

4. Quality & Safety Standards

¢ All walkways and emergency exits must remain unobstructed at all times.
¢ DA®©cor must be fire-retardant where required.
e Electricals (lighting, heating) must comply with venue safety protocols.

5. Documentation

e Maintain layout diagrams for each event in the event file.
e Complete a pre-event checklist confirming all arrangements and placement.

6. Review & Continuous Improvement

Gather post-event feedback for continuous improvement of buffet/table and dA©cor procedures.

7. Appendices

ltem Standard Measurement/Example
Table Spacing Min. 90 cm chair-back to chair-back
Buffet Aisle Width Min. 1 meter

Centerpiece Height Max. 30-35 cm for seated events

Table Linen Drop Standard 25-30 cm from table edge
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