
SOP Template: Beverage Preparation and Serving
Standards
This SOP defines beverage preparation and serving standards, covering proper hygiene practices, ingredient
quality control, standardized recipes, equipment sanitation, temperature control, presentation techniques, customer
service protocols, and compliance with health regulations. The goal is to ensure consistent quality, safety, and
customer satisfaction in the preparation and serving of all beverages.

1. Purpose
To establish clear and consistent standards for the safe, hygienic, and high-quality preparation and service of
beverages.

2. Scope
This SOP applies to all employees involved in the preparation and serving of beverages at [Your
Establishment].

3. Responsibilities
Staff: Comply with all procedures as outlined in this SOP.
Supervisors/Managers: Monitor compliance, provide training, and enforce SOP adherence.

4. Procedure
1. Hygiene Practices:

Wash hands thoroughly before handling ingredients and equipment.
Use gloves when appropriate, and change them regularly.
Maintain clean and trimmed fingernails; tie back long hair.

2. Ingredient Quality Control:
Inspect all ingredients for freshness and quality before use.
Store ingredients as per manufacturer's guidelines to prevent spoilage.

3. Standardized Recipes:
Follow approved beverage recipes for consistency in taste and presentation.
Do not substitute ingredients unless authorized by management.

4. Equipment and Utensil Sanitation:
Clean and sanitize all equipment and utensils before and after use.
Document cleaning activities as required.

5. Temperature Control:
Serve hot beverages at the recommended temperatures (e.g., coffee at 65â€“70Â°C).
Maintain cold beverages and ingredients at or below 5Â°C.

6. Beverage Presentation:
Use appropriate glassware/cups for each beverage type.
Garnish and present beverages as per recipe and establishment standards.

7. Customer Service Protocols:
Greet customers courteously and confirm their beverage orders.



Handle all requests promptly and professionally.
Check with customers for satisfaction after serving.

8. Compliance:
Follow all local and national health and safety regulations regarding food and beverage
service.
Participate in health and safety training as required.

5. Documentation
Record cleaning schedules and temperature logs daily.
Maintain ingredient delivery and inspection records.

6. Training
All staff will receive training on this SOP during orientation and as part of ongoing compliance reviews.

7. Review and Updates
This SOP will be reviewed annually, or as needed, to incorporate regulatory changes or process improvements.
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