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“Every job is a self-portrait of 

the person who did it. 

Autograph your work with 

excellence.”  
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Set-Up 
Out Set up crew plays a very important role in the success of our events. The Set-up crew sets the 

foundation for the whole set, flow, and utilized space for each event. It is very important that the little 

details are set for the sake of being uniform and setting a standard for the whole set of each event. First, 

we will walk through the equipment used by our Set-up Crew.  

We have multiple sizes of tables used for different purposes. In the main venue we have 15 tables each 

48”x 48” when set as a square and 6ft. rounds when the sides are all propped up. These tables are often 

set as 8 tops or 10 tops but can be as low as 6 tops based on the needs of the group.  

We also have 4ft x 2ft tables often used for gift tables, registration or sign in tables, or appetizer tables.  

We have 8ft tables that fold in half for easy storage and are most often used for buffet tables, gift tables 

or for the remote bar down by Pondside.  

We also have 6ft rounds that are used for outside that seat 8-10 tops based on the needs of the group. 

We often have 2-3 of these rounds set up in La Capanna for the Groom’s room along with a coat rack for 

their jackets.  

The Main Venue has black chairs that only used in the Main Venue along with the cocktail tables that are 

in the bar.  

For outdoor use we have white folding chairs that are used for ceremonies, in La Capanna, and for 

receptions outside.  

The tables and chairs are stored in Lower Storage, or the white trailer located on the far side of the 

pond.  

We do have Patio furniture that is out in the Spring and Summer are kept outside until they are stored 

from the weather. These tables are stored in Upper Storage during the winter months.  

All events have maps that will clearly display the tables and seating for each event. If there are any 

questions, please ask a manager. When setting up the tables and chairs, every table should be the same. 

The diagram below shows how the tables and chairs should be set. The Star being the focal point of the 

room. The table legs should all be facing the same way running up and down toward the focal point of 

the venue.  
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We have two sizes of linens, 90”x 90” linens used for all tables sizes. We mostly use white, but we do 

have some black available. Some table set ups may take more than 1 linen to cover the entirety of the 

table. The seams on all linens when set should be face down toward the floor and the corners of the 

linen should be square to the front of the room. If the tables are double Linened the corners will be 

offset. When placing linens on Buffet tables the linens should be of even lengths all around the table. 

Appetizer stations, gift tables, registration/ sign in tables, the linens should reach the ground in the front 

to hide the table legs, but not so long the linen drags on the ground.  

 

 

 

 

 

 

 

 

 

The other linen size we use is our linen napkins. Most often they are a tent fold or a flat fold depending 

on the event. We try to keep a bin full of folded napkins bundled together in stacks of 10. 

 

Setting a Buffet Table and Appetizer Stations 
Buffets are typically 2 8ft tables. The linens should be even. When setting the start of the Buffet, keep in 

mind the flow. Make sure the line is not going to be backed up into the bar, or the wall. The goal is the 

keep the line flowing efficiently and smoothly. Check the BEO for information about the menu and check 

the map for placement and to see if we are setting a 2-sided buffet. The first thing on the line will be the 

plates. We place out the exact number of plates for guests we are expecting in attendance. We keep 

track of how many plates are added to the line if needed and if not all the plates are used. 

The second item in the buffet line will be the bread and butter. 1 level is needed for the bread. Next up 

is the salad, also needing 1 level. The levels should be not too tall as the bowl or dish is unstable. The 

buffet is how we are presenting our food and dimensions of the buffet table just adds a layer of detail to 

our presentation. Then we start getting into the hot food. Most often 3 chaffers are needed depending 

on the menu. Read the BEO, ask the kitchen team, or a manager if you have questions. There are many 

customizations that clients can make to their menu so be sure to read the BEO. We also put out menu 

signs and label the items in the chaffers and any other garnishes that are placed out for the buffet. We 

also put a sign at the front of the buffet line to help expedite everyone’s flow through the buffet. 

Knowing what to choose from before they get there helps them get through the line much faster.  
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Appetizer tables will be similar in flow. Typically, the flow is from left to right or can be set with plates 

on both sides to keep the flow going on both sides of the table. Read the BEO and ask the kitchen team 

if you have questions on what the kitchen needs from us for set up. Included on an apps table you will 

have appetizer plates, napkins, and a basket of forks along with at least 1 level depending on how many 

appetizers are being set out.  

Things to think about when setting up tables, chairs, and different stations: 

1. Spacing, is there enough space for service around the tables with guests all sitting in chairs? Is 

there space for guests to move around the table and get in and out of their seat with ease? 

2. Are the chairs even and straight? Uniformity in set up is so important because it becomes a 

standard that guests expect when they come here. Any little detail that is off is so noticeable 

and the uniformity shows that we care about what we are doing.  

3. How is the flow? Where are the guests lining up? How are they exiting the buffet line or the 

station?  

4. What utensils will be easiest for our guests to dish up with? Each utensil set out will need an 

appetizer plate to sit on rather than having them sit directly on the tables.  

 

Setting a table 
There are many types of sets. The most common set we use is 1 fork, 1 knife, 1 tent fold napkin, and a 

water glass. When beginning to set tables we should always start in the front left corner of the room 

and “snake” our way around. This way someone follows you checking your work, and we are less likely 

to be missing any part of the set.  

When setting a table, ideally you would want to set from the center of the table outward; However, that 

is not always possible based on the event. Read the BEO for information about the centerpieces and 

linens and other décor.  

All silverware is polished and sorted in the bins located under the service side of the silver table in the 
kitchen. Most often we only use the larger dinner fork. The fork goes on the left and knife goes on the 
right with the serrated edge facing inward toward the center of the place setting. The tent fold is placed 
in the middle with the crease of the napkin facing toward the guest. And lastly the polished water glass 
will be placed directly above the knife creating the whole place setting in a square.  

Tips and Things to look for when setting a table: 

Silverware should be places before napkins to ensure that 
each place setting is straight. 

1. Use both hands for setting silverware. There are 

two reasons to do this. When you are using both 

hands you must stand directly behind the chair to 

set each place setting. If you are behind the chair, 

you can see if the silverware is straight. Also, you 

can see the width of each place setting. The width 
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of each setting should be no wider than the width of the chair.  

2. Salt and Peppers. These are placed on the opposite side of the focal point of the room, toward 

the back of the room and Salt always goes on the right and Pepper always goes on the left. 

 

 

 

 

 

 

 

 

 

 

 

Napkin Fold 
Most often the fold we use is a tent fold. There are many ways to fold a napkin and any special requests 

for napkin folds can be done; However, tent folds are our most common. The following chart shows how 

to fold a tent fold napkin. 
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Reading a BEO  
 Ccy5tr4  

General Information found 

in the red box: 

Date 

Day 

What kind of event 

Guest count 

Venue 

Menu Information found in 

the green box: 

Service style 

Time service starts. 

Location 

Apps/how many ordered. 

Menu/how many servings 

ordered. 

Any dietary restrictions 

Beverage Information 

found in the purple box: 

What time the bar opens. 

Is there a limit on the 

bar? 

Are any items hosted or 

not hosted? 

Any special items? 

NA items hosted. 

Any special signage? 

Setup Overview found 

in the pink box: 

What color linen? 

What color napkin? 

Guest board, gift table, 

favor table, cake table, 

vendor tables, tables 

Buffet table, or apps 

table? 

 

 

 

Ceremony Details found in 

the orange box: 

Location Plan A 

Location Plan B 

# of chairs in each row 

Reserved chairs 

Handicap chairs 

Aisle Décor 

Alter Décor 

Other Décor 

Is the couple using a unity 

item? 

Does the officiant need a 

stand or table? 

Are there ushers? 

Any other notes  

Reception Detail found in 

the blue box: 

Location Plan A 

Location Plan B 

Dancefloor? 

Reception Seating 

# of Reserved tables 

Is there how head table, 

how many people is it 

seating, is there a sign? 

Centerpieces 

Head Table Décor 

Other Décor  

How is the lighting set? 

Rental lighting? 

Is the topiary lit? 

Is the deck lit? 

Are they using the deck 

parking spots? 

Do they need reserved 

parking? 

Are they doing a Grand 

Entrance? 

Are they doing a Grand 

Exit? 

Any other notes 
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Setting up for a Ceremony 
When setting up for a ceremony the aisle needs to be wide enough for couples to walk through 

comfortably and be centered to the alter. We use the alter as the reference point. There is a set of 2 

ropes attached to a nail at the end we use to section out the aisle when we are setting chairs. This 

allows us to make sure the aisle is centered, and the chairs are evenly spaced. One chair hanging out in 

the aisle is going to be an eye sore and can be distracting in pictures and to the ceremony.  

What to expect on Event days  
We will have 1-2 openers depending on the size and needs of the event. Openers are in charge of setting 

tables, setting buffets, helping the client with any needs they may have, polishing water glasses, get 

everything prepped for the day. The next shift will work the event and close it down. If needed, we may 

have a third shift assigned to tearing down and re-setting if necessary. The day of an event, a task list 

will also be provided. There is side work and prep that can be done in down times during the event. 

Once the group is done with dinner service, we typically start rotating on breaks and work on prep and 

side work until the end of the event so that clean up and any additional set up needing to be done that 

night can be done quickly and efficiently. Tasks will be divided as we work together as a team to 

accomplish the same goal.  There will also be a map posted with sections marked and jobs assigned. 

Once everyone is checked in for the day, we will have a Pre-Shift meeting. This is to go over the menu, 

any changes, and special announcements, and any questions you may have regarding that event or an 

upcoming event that you may have. Changes are always happening so flexibility is important along with 

communication. The day of an event, a task list will also be provided. There is side work and prep that 

can be done in  

Service 

Buffet Service 
When setting up a Buffet, be sure to add about a half an inch of hot water to the inside pan of the 

chaffer. Chaffers should be polished and clean when they are set out. Above we talked about the order 

the menu is laid out on the buffet. Our menus are customizable and can change all the time. Our kitchen 

team does a wonderful job notating on the white board in the kitchen the order in which the Buffet laid 

out. If you have questions, that is the first place to look, or ask our kitchen team or a manager. Make 

sure each chaffer has 2 sternos, and make sure they are at least 1/3 full so that they will not burn out 

mid service. The sternos need to be lit 30 minutes before the food goes out on the buffet. Plates used 

on the buffet are salad plates rather than full dinner plates, this helps us control portions and the ability 

to keep the line moving.  

If you are assigned to watch the Buffet, you have a very important role in the smooth flow of service. 

Tables are called 2-3 tables at a time depending on the size of the party. The person (the day of event 

coordinator or another person assigned to this task) will help set the pace of the group and allow for us 

and the kitchen to always keep food in the chaffers. Communication is very important. We never have 

empty chaffers. Food is called back to the kitchen when the chaffer is no lower that 1/3 full, some 

groups may eat faster so gauging how fast the food is going to the pace is of the group is important.  
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Buffets are the most popular menus chosen at our event. When someone purchases a Buffet, we 

guarantee our guests that we will not run out of food for the hour that is designated for their meal 

service ensuring all guests are fed. If you have questions about to-go boxes on the buffet, the simple 

answer is no, we do not allow to-go boxes on buffets.  

Tableside service 
Table side service refers to serving a plated meal. Meals are plated in the kitchen and carried out and 

served to each guest individually. When serving these meals be sure to get a head count of guests in 

your section. Maps will be posted with your section clearly marked. If you have questions about your 

section, ask a team member or a manager.  

When serving guests their meals we serve to the left with our left hand going around the table in a 

clockwise direction. We always serve the eldest lady first, followed by the rest of the ladies, then all the 

men are served.  

When clearing a table we clear from the right with our right hand, moving around the table in a counter-

clockwise direction. It is important that all plates from 1 course are cleared before the next course is 

served. When serving a table, always make sure you have enough plates to serve the whole table at the 

same time. Nothing is more frustrating for a guest than waiting for the rest of the table to get their food. 

If a serving partner is needed to accomplish this, we will have serving partners for the sake of the flow of 

the event.  

When serving each course, there are set ways in which the food is presented to each guest. For 

example, the salad plate when placed with have the garnish at the top of the plate when placed in front 

of the guest. The entrée will be placed with the protein facing the guest, and dessert will be served with 

the garnish at the top, or the point of the cake will be placed facing the guest. Some of these items may 

vary depending on the menu, but orientation of the plate when served is another small detail that does 

not go unnoticed.  

 

 

 

 

 

 

 

Bussing 
Bussing is clearing all the dirty dishes from the tables and taking them to the dish pit to be washed. Dirty 

dishes sitting on the tables is unacceptable. Bussing is done through out the night. Plates, garbage, 

silverware, used linen napkins, and any other items left on the table. Waters are not to be pulled until 

the guests are leaving, along with centerpieces. Anything else on the table can be cleared once it is no 

Garnish 

Protein 

Garnish 
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longer needed. Make sure to ask guests before taking their plates if you may take their plate. If you keep 

on top of pre bussing your tables, clean up at the end of the night will go so much quicker! Plates are to 

be scraped off into the garbage, and silverware is to be placed in the silver bin by the sink filled with hot 

soapy water. Glasses are to be dumped out and placed upside down in the appropriate glass rack. Bar 

glassware will go back to the bar to be washed. The goal is to get all the dishes to the dish pit before 

10pm. Anything left in the dish pit after 10pm will need to run through by our team and the dish pit 

closed, as we do not want to leave a mess for our kitchen team.  

Setting up Pondside Bar 
When setting up a bar Pondside, there will need to be 3 8ft. tables used. We will need to have one for 

back side, one for the side, and one for the front. The table on the front will used laid flat on top of the 2 

barrels located in La Capanna. Also needed for this set up is 2-3 Lexon tubs, a water dispenser, plastic 

cups, a beer and wine display, and the bucket for keg and the hand pump tap if a keg if needed for that 

event. You will also need a tablet for a way of payment and keeping track of drinks ordered. There will 

be no cash back available at this bar, so card or hosted items only.  

The day prior, we need to harvest ice from the ice machine to make sure there is enough ice to keep all 

the product cold and the ice machine has time to make more for the rest of service. We can use a large 

garbage bag, fill with ice, and place in the walk-in freezer overnight.  

Make sure any inventory used to stock this bar is recorded on an inventory sheet at the start and end of 

each event. This inventory can be combined with the inventory found at the Main Venue Bar.  

Opening the Bar 
When opening the bar, you will need to make sure that you have your product stocked. Wine, beer, the 

kegs, liquors, juices, simple syrup, the bibs for the soda gun, fruit will need to be cut, and the ice well will 

need to be filled. Make sure you are also checking the cleaning solutions for the dishwasher. Make sure 

you have all your tools, shakers, strainers, spoons, muddle, ice scoop, plastic cups if needed, knife, 

cutting board, wine keys, and bottle openers. You will also have a cash bank of $250.00. Make sure you 

are signing on to the door when you are putting your bank into to cash drawer. Inside the bank bag, 

there is slip to sign to show verify you counted the amount in the bank before the event, at that point 

you are now responsible for if the cash is over or short.  

When stocking your bar, there is an inventory sheet located in the liquor room on a clip board. That 

inventory sheet is only for the liquor room. If anything is added to this stock, it needs to be added to the 

inventory sheet. If anything is taken out of this stock it needs to be subtracted from the inventory. There 

is also an inventory sheet for the Main Venue Bar. This inventory is only what is stocked at the Main 

Venue Bar and is to be done with an opening inventory at the start of every event and a closing 

inventory done at the end of each event.  

In the back of the kitchen, we have a running shopping list, anything you may need, juice, fruit, cleaning 

supplies, all goes on that list. Be sure to add things to the list BEFORE they are completely gone giving up 

plenty of time to pick up the items. Beer, wine, and liquor orders need to be turned into a manager by 

Sunday close each week.  
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Closing the Bar 
At the close of each event, all glassware needs to be cleaned and polished before being put away. The 

rubber caps need to go back on the pour spouts, bottles need to be wiped off, the well needs to be 

wiped out, and the ice needs to be burned out of the ice well. Tools, mats, the sink cover, the mat on 

top of the dishwasher, all need to be run through the dishwasher. When done using the dishwasher 

make sure to clean out the trap inside and drain the water before turning off. Make sure the bottoms of 

the fridges are all wiped down and clean and beer and wine is organized inside. Fruit, juices, simple 

syrup, all need to be dated when they were cut, opened, or made before they are stored. Recycles will 

need to be taken up to the recycle dumpster. All boxes need to broken down as well.  

Closing FOH 
At the end of the night, all centerpieces need to be disassembled and put away in lower storage, 

organized, and in the spot, they were pulled from. Linens need to be taken down and put into a linen 

bag to be laundered. Make sure we are using 2 linen bags, one for linen, and 1 for kitchen towels. These 

full bags will go to lower storage also. Linen pick-up and drop off day is Wednesday. Make sure to take 

the linen bag located in the kitchen if it is full as well.  

Silverware needs to be polished and put away, napkins for the next event will need to be folded, glasses 

polished, and any prep work for the next event can be done in slower moments throughout the night. 

There will be a list of side work to be completed during every event so check in with a manager. 

Before anyone leaves, the floors need to be swept and mopped. The bathrooms cleaned and stocked. 

The Bridal Suite and La Capanna need to clean. Pondside will either be a full clean or a reset depending 

on the events coming up. Again, there will be a list posted with what needs to be done. Everyone needs 

to check out with a manager before they leave.   
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Task Lists 
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