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COURSE QUTLI NE Sept ember 1984

Course Title: Function QO gani zation

Course Length: 15 hours

(bj ect i ves:

Having conpleted the course, the student will be able to;

Identify the organizational needs of a catering department.

| dentify the hardware required by a catering service.

Properly set-up for various types of functions.

Properly staff for a catering function in at least 3 types of service.

5} Successful ly promote and maintain a catering service.

Topi cs To Be Cover ed:

A) Ofice Set-Up:

1) Function Sheets
2) Reservations and Deposits
3) Contracts

B) Sales Tools:

1) Room Speci fications
2) Menu Selections
3) Equipnent Inventory

C Function O gani zation:

1) Weekly Schedul es

T) Departnental Responsibilities

3) Service Staff Scheduling

4) Delegation of Responsibilities
D) RoomArrangenents:

1) ldentifying the type of function to coordinate the proper roomset-up,
whet her for food service or neeting purposes.

2) Use of various thenes.
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Accountability:

1) Kitchen
2) Cuests
3) Accounting Departnent

Fol | ow Up:
1) Files and Records

2) Repeat Business
3) Letters and Cards

Eval uati on:

- Cass Participation - 101
- Cass Assignnents - 301
- Banquet Menu Proj ect - 30%
- Gl l ery Managenent - 30%
- Passing Mark - 60%

Al'l assignments are due on date specified. Late hand-ins will not be narked.
Only in those cases of sickness or other major circunstances will narking
be consi dered.



