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OBJECTI VES:
Havi ng conpleted the course, the student will be able to:
a) Identify the organizational needs of a catering department.

b) Identify the hardware required by a catering service.
c) Properly set-up for various types of functions.
d) Properly staff for a catering function in at least 3 types of
e) Successfully promote and maintain a catering service
TOPI CS TO BE COVERED:
A) Office Set-Up:

1) Function Sheets

2) Reservations and Deposits

3) Contracts
B) Sal es Tool s:

1) Room Specifications

2) Menu Selections

3) Equi pment | nventory
C) Function Organization

1) Weekly Schedul es

2} Departmental Responsibilities

3) Service Staff Scheduling

4) Del egation of Responsibilities
D) Room Arrangements:

service

1) ldentify the type of function to coordinate the proper room set-up

whet her for food service or meeting purpose

2) Use of various themes.



E) Accountability:

1) Kitchen
2) Guests
3) Accounting Departnent

F) Foll ow- Up:

1) Piles and Records
2) Repeat Business
3) Letters and Cards

EVALUATI ON:

Term Test - 20%
Fi nal Test - 20%
Banquet Project - 30%
Gal | ery Managenent - 30%

Passi ng Mark: 60%

Al'l assignments are due on date specified. Late hand-ins will not be
mar ked. Only in those cases of sickness or other mmjor circunstances wll
mar ki ng be consi dered.

Instructor available in Room E371 for further information or clarification
of assi gnnents and grading. Pl ease check time for availability.



