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--- PRE-SHIFT BRIEFING & GROOMING STANDARDS ---
[ ] Briefing Date
[ ] Briefing Start Time
[ ] Staff Uniform Compliance Check (Clean and pressed uniform, Polished footwear, Nametag visible and straight, Hair and grooming standards met)
[ ] Event Specific Instructions
[ ] Supervisor Verification

--- STATION SETUP & TABLETOP PRECISION ---
[ ] Inspection Date
[ ] Table Linens Condition (Pristine/Clean, Needs Replacement, Stained/Damaged)
[ ] Tabletop Elements Verified (Silverware/Cutlery Alignment, Glassware Cleanliness, Napkin Folding Accuracy, Centerpiece Placement, Salt & Pepper Shaker Refill)
[ ] Discrepancies Found
[ ] Photo of Setup Completion
[ ] Lead Server Verification

--- SERVICE SEQUENCE & ETIQUETTE MASTERY ---
[ ] Greeting Protocol Compliance (Full Compliance, Partial Compliance, Non-Compliant)
[ ] Service Steps Completed (Water/Bread Service, Menu Presentation, Synchronized Plate Delivery, Beverage Refill Management, Crumbing & Clearing)
[ ] Observation Notes
[ ] Supervisor Verification

--- MENU KNOWLEDGE & DIETARY ALLERGEN AWARENESS ---
[ ] Identified Allergens in Today's Menu (Gluten/Wheat, Dairy, Nuts/Tree Nuts, Shellfish, Soy, Eggs)
[ ] Specific Menu Item Dietary Notes
[ ] Staff Verification of Allergen Cross-Contamination Protocols
[ ] Staff Competency Assessment Result (Passed, Needs Retraining, Failed)
[ ] Trainer/Supervisor Acknowledgment

--- BEVERAGE SERVICE & WINE POURING STANDARDS ---
[ ] Service Items Inspected (Wine Glasses, Water Pitchers, Champagne Flutes, Ice Buckets & Stands, Soda/Soft Drink Dispensers)
[ ] Wine Pouring Technique Accuracy (Compliant, Needs Improvement, Non-Compliant)
[ ] Temperature Check: White/Sparkling Wine (Celsius)
[ ] Corrective Actions Taken
[ ] Supervisor Verification

--- COMMUNICATION & INTER-DEPARTMENTAL COORDINATION ---
[ ] Shift Date
[ ] Event Manager Name (Lead Coordinator, Assistant Manager, Floor Supervisor)
[ ] Departments Notified (Kitchen / BOH, Front Office / Reception, Housekeeping, Maintenance / Engineering, Audio Visual (AV) Team)
[ ] Critical Communication Notes
[ ] Coordinator Acknowledgment

--- EQUIPMENT HANDLING & SAFETY COMPLIANCE ---
[ ] Safety Equipment Inspected (Serving Trays & Skillets, , Mobile Buffet Stations, Hot Holding Cabinets, Glassware & Stemware)
[ ] Condition of Transport Trolleys (Operational & Safe, Needs Maintenance, Unsafe - Remove from Service)
[ ] Observed Safety Hazards
[ ] Corrective Actions Taken
[ ] Safety Supervisor Sign-off

--- POST-EVENT BREAKDOWN & RESET PROCEDURES ---
[ ] Breakdown Completion Date
[ ] Completed Tasks (Linens sent to laundry, Glassware/Silverware cleaned and polished, Buffet equipment sanitized, Leftover food properly stored/disposed, Tables and chairs returned to storage)
[ ] Damage or Breakage Report
[ ] Total Inventory Discrepancies
[ ] Supervisor Sign-off

--- INCIDENT REPORTING & GUEST FEEDBACK CAPTURE ---
[ ] Date of Incident/Feedback
[ ] Time of Occurrence
[ ] Event Area/Hall Name
[ ] Incident Type (Service Delay, Staff Conduct, Food Quality Issue, Equipment/Facility Failure, Guest Complaint (General), Injury/Accident)
[ ] Detailed Description of Incident or Feedback
[ ] Staff Involved (Server, Bartender, Runner, Manager, Kitchen Staff)
[ ] Immediate Action Taken
[ ] Reporting Staff Signature
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