SOP Template: Table Setup Preparation and
Cleanliness Check

This SOP details the procedures for table setup preparation and cleanliness check, ensuring tables are properly
arranged and thoroughly cleaned before use. It includes guidelines for selecting appropriate tableware, positioning
settings according to event requirements, inspecting surfaces for cleanliness, sanitizing all areas, and maintaining
hygiene standards. The objective is to create a welcoming and sanitary environment that meets organizational and health
standards for all dining or event settings.

1. Objective

e Ensure all tables are set up according to event or organizational requirements.
¢ Maintain high standards of cleanliness and hygiene for all table surfaces and tableware.
¢ Prevent contamination and promote guest safety by adhering to sanitation protocols.

2. Scope

¢ This SOP applies to all staff responsible for table setup and maintenance in dining rooms, banquet halls, meeting
rooms, and event spaces.

3. Responsibilities

o Staff: Execute all steps as outlined below.
e Supervisors/Managers: Ensure SOP compliance and proper training is provided.

4. Table Setup Preparation Procedure

Step

4.1 Gather Required
Materials

4.2 Inspect Table and
Chairs

4.3 Clean and Sanitize
Surfaces

4.4 Apply Tablecloth and
Napkins

4.5 Position Tableware
and Settings

4.6 Add
Centerpieces/Decor (if
applicable)

4.7 Final Inspection

Description

Collect clean tablecloths, napkins, tableware, glassware, cutlery, and any required
centerpieces or decorations.

Check tables and chairs for stability, damage, or stains. Repair or replace as necessary.

Wipe down tables and chairs with approved cleaning and sanitizing agents. Allow
surfaces to air-dry or dry with a clean cloth.

Place clean, pressed tablecloth and napkins neatly on the table as required by event
standards.

Set plates, cutlery, and glassware according to event or organizational guidelines (e.g.,
formal, casual, buffet).

Place sanitized centerpieces and decorations as per event instructions, ensuring they do
not obstruct guest visibility or access.

Confirm all tables are uniform, clean, and correctly set up. Remove any dust, fingerprints,
or smudges. Report discrepancies to the supervisor.

5. Cleanliness Check Guidelines

Use a checklist to verify cleanliness of all surfaces and items.

Replace any items that do not meet cleanliness standards.

Wash hands thoroughly before and after handling clean tableware or linens.
Keep cleaning supplies and chemicals away from clean table setups.
Ensure all cleaning products are approved for food-contact surfaces.

6. Hygiene and Safety Measures

¢ Wear gloves when handling clean tableware and setting up tables.
¢ Follow all local health and safety regulations regarding food service and sanitation.
¢ Report any illness or health concern to management immediately and refrain from handling table setups if



necessary.

7. Documentation & Records

e Complete the Table Preparation and Cleanliness Checklist for each event or shift.
¢ Record any incidents, issues, or corrective actions taken and report to supervisor.

8. Review & Updates

e This SOP should be reviewed biannually or after changes in health and safety regulations.
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