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CHECRLIST AND GUIDE

Sometimes it can be easy to forget the small details. We have compiled this
checklist to help you with smooth & optimal service at your event.

Event Floor Checklist

Sanitation & Cleanup Supplies

[1 Extra trash bags, napkins, dish towels,
and trash bins.

1 Cleaning wipes or disinfectant for quick
spills.

Ice & Beverage Service

[1 Ample ice for water and drinks.

1 Cooler or suitable container for storing
ice and bottled beverages.

Buffet Service Essentials
L1 Pitchers, dispensers for water.
] Glassware
[1 Chaffing Dishes
[1 Tongs, spoons, ladles, cake server.

Tray Service

[] Service trays for passing hors d'oeuvres,

drinks, or plated dishes.

Lighting & Presentation

L1 Lighter for candles on buffet tables and
cake.

[1 Extension cords
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Bar Area Checklist

Glassware & Bar Tools

[1 Extra glasses or cups for service.

1 Cocktail shakers, strainers, bottle openers,
jiggers, bar spoons, and muddler.

[1 Ice Buckets or Coolers

Garnishes & Mixers

[1 Lemons, limes, oranges, cherries, olives, or any
specialty items needed.

[1 Cocktail picks, straws.

1 Cocktail Napkins.

[1 Simple syrup, bitters, grenadine, tonic water,
soda, and any necessary mixers.

Running Water
[1 A designated sink or water source for
maintaining cleanliness.

Alcohol & Beverage Inventory

LI Liquor, wine, beer, and non-alcoholic options.
Backups of essential ingredients for popular
cocktails.

[1 Table and Linens for Beverage Station (or Bar if
applicable)
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