SOP Template: Utensil and Serving Ware Placement
Instructions

This SOP provides detailed utensil and serving ware placement instructions to ensure organized, hygienic, and
efficient table settings. It covers proper positioning of utensils, plates, glasses, and serving implements according to
dining etiquette standards to enhance the dining experience and facilitate smooth service. The guidelines aim to
maintain consistency, promote ease of use, and uphold presentation quality in both casual and formal settings.

1. Purpose

To standardize the placement of utensils and serving ware for consistent, presentable, and hygienic table settings in all
dining environments.

2. Scope

This SOP applies to all front-of-house staff responsible for setting dining tables for casual and formal service.

3. Responsibilities

¢ Servers / Waitstaff: Execute table settings according to these instructions.
o Supervisors / Managers: Ensure staff training and compliance.

4. Table Setting Guidelines

4.1 Basic Setting (Casual)

Table Covering: Use clean tablecloths or placemats as appropriate.

Plates: Place the dinner plate in the center of each place setting, approximately 1 inch from the table's edge.
Fork: Place to the left of the plate, tines facing up.

Knife: Place to the right of the plate, blade facing the plate.

Spoon: To the right of the knife.

Napkin: Fold neatly and place on the plate or to the left of the forks.

Glassware: Place directly above the knife, about 1 inch above the plate edge.
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4.2 Formal Setting

1. Charger Plate: Place centrally as a base for starter plates.
2. Utensils: Arrange as per course, from outside-in:

o Salad fork (outermost left), dinner fork (inside left)

o Dinner knife (inside right), fish knife (center right, if applicable), soup spoon (outermost right)
Bread Plate & Butter Knife: Above forks, with butter knife horizontally across plate.
Dessert Spoon/Fork: Horizontally above the charger plate.
Glassware: Water goblet directly above knives, wine glasses arranged to the right in order of use.
Napkin: Folded elegantly, placed on the charger or to the left of the forks.
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4.3 Serving Implements

¢ Serving utensils should be placed adjacent to corresponding dishes, with handles toward the server/guest.



¢ Replace or clean serving ware after each course to uphold hygiene.

5. Placement Quick Reference Table

Iltem Position Notes
Dinner Plate Center, 1" from edge Base for all utensils and food
Forks Left of plate Arrange by course, outside-in
Knives Right of plate Blades face inward
Spoons Right of knife Soup spoon outermost if used
Glassware Above knife Water first, then wine(s)
Bread Plate Above forks Butter knife on top horizontally
Napkin On plate or left of forks Folded appropriately
Serving Utensils Beside serving dish Handles facing user

6. Hygiene & Presentation Standards

Wash hands thoroughly before handling any utensils or ware.

Inspect all items for cleanliness and polish glassware/silverware before placement.

Replace soiled or used utensils between courses.

Maintain symmetry and alignment for a professional appearance.

7. Revision & Review

This SOP should be reviewed annually or as needed to align with updated service standards and customer feedback.



	SOP Template: Utensil and Serving Ware Placement Instructions
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Table Setting Guidelines
	4.1 Basic Setting (Casual)
	4.2 Formal Setting
	4.3 Serving Implements

	5. Placement Quick Reference Table
	6. Hygiene & Presentation Standards
	7. Revision & Review


