Operations Webinar
How TdConductAn EffectiveAnd InformativePre-eventStaff Meeting
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Save an average of 15%

Trip Wheeler
SB Value: We Grow Value
Trip@wegrowvalue.com

ICA [carerers 704-904-9000 ()
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Relax, listen and take notes!

Download the presentation. Email me with any questions:
tablewizardl@gmail.com
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Session Objects And Benefits
Over all:Help you be a better leademanger when executing special events.
1. Getting everyone on the same page.
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3. Conducting the pre event meeting using a customized checklist of issues to addres:
with staff for an efficient, safe meetingocused on creating a wow guesstperience!
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ldea Swag = Pvent Checklist ICA resources email me:
tablewizardl@gmail.com
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Set Up Your Staff For Succkss
Remove Obstacles
Provide Tools
Encourage them to grow
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What Business Are You In?

Parties?
Food?

Events?
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hePeople Development Business

Food and events pays the way!

Adjust your thinking to this:

oPeopIe come to work to improve the work they
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You will attract and retain better quality people!



What Is A One Sheet?

Why Use A One Sheet?
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What Is An Event One Sheet
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Event One Sheet
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An event one sheet is a consolidated written summary of the
Important information- points of how to execute an event!
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Six Questions Must Be Asked and Answered!

Rudyard Kipling Poem

| KEEP six honest servingmen
(They taught me all I'knew);

Their names are What and Why and When
And How and Where and Who.



Event One Sheetmple Front
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10/10/2020
CaptainJohn Wilson
Time What Where How Who

3:00 PM Staff arrives Gl
Unload and place Per drawing
Set up Kitchen Kitchen tent Per drawin(Chef Bill
Set up Guest Welcome Entrance Per drawin(Nancy
Set up Ceremony Side patio  Per drawin¢Jose, Joh

John,

Set up Bars Back patie2 Per drawin(Cindy
Set up Reception Back patio  Per drawing

5:00 PM Staff Meeting

5:30 PM ceremony

6:00 PM Bars Open

6:00 PMHD's Back Patio Tray PassJane, Betl
Pour water & pre set Nancy,

6:10 PM salad Sue

6:45 PM Doors open Bill
Welcome Guests All

Cindy & Brian Wedding & Reception
Event One Sheet

Set up Dinning Dinning RoorrPer drawing
Dinning RoorrChecklist Al

Nancy,
Sue

Confirm Food Orders

Back Side Layout Drawing
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One Sheet CompleX¥ront
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AMPAS Governors Awards -

Sunday October 27, 2019

Operations Manager : IEEEEGCGGEGD

RSD - 815 Guests

Name 3 L

Bus.Sweep 1 Table#

&
FLORT

Recoption Asvignment Tray Pass HD

Dinner Assignment

Bus. Sweep 2 Table¥

Bus. Sweep 3 Table#

Bus Sweep 4 Table#

Tray Pass oy

A Butler Table #

Bussing  Pres

Bev. Sweep 1 Table#

Erpey
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After Party topn iy
B A Pur.r.er

B Butler Tapla 4

Bev. Sweep 2 Table#

Bev. Sweep 3 Table#

Bev. Sweep 4 Table#

" Schedule & Steps of Service Timeline:

| 400 PM - NT Rars ready for early arrivals

! : NT Tray Pass Beverage In place.
\T iray Pass HD in place.

S:15 PM - Baliroom Doors Open to Guests

All A’s in positon at tables to host. Pull
chairs, pour wines, invite guests to all

Grazing Items on table settings.

Tray pass HD moves inside ballroom.
5-40 PM — Voice of God guests to take their seats.

: . B's-Entreesto be served.
§:00 PM — Stop all Tray Pass / NT Bars
i 5:58 PM —-6:02 PM

- All staff off the floor for welcome video.

| 6:02 PM —6:22 PM (20-minute period)
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S:00 PM - B's -All Grazing Item Platters set on tables

A's & B's to service tables: Bussing,
Wine Top Off, Water Top Off, Coffee

= Drop replenishment items for program:

A’s — Refresh Red and White Wine
B's — Refresh Breadsticks, Chocolates,

and Fiji Water Bottles,
A’s & B's = Remove Table Number

Cezmre

Reception (4:30pm — 6:00pm)

Staff ready for early arrivals at 4:00pm

Tray Passed Beverages
Chamjagne
White Wine

Flat & Sparkling Water

Tray Passed Hors d’oeuvres (4:30pm-6:00pm)
Signature Spicy Tuna Tartare
in Sesame Miso Cone (DF, NF)
Tempura Prawns
Black Bean Ginger Vinaigrette

Miniature Cheeseburger on Brioche Buns (NF)

sweet Maryland Crab Cakes
Herb Remoulade
Vegetable Rice Paper Roll
with Mango & Papaya (GF, VEG)
Beet & Apple Tartare
Lebnah, Sumac Spiced Lavosh

Truffled-Duck Confit Potato Croquettes
with Black Truffle, Duck Confit, Fontina, Braised
Cabbage, Plum Wine Glaze

Bacon Wrapped Dates
with Parmesan (GF)

Program Replenishment Break D i
(6:10 PM — 6:22 PM) S
Breadsticks
(4) jars per honoree table
(2) jars per all other tables

Fiji Water Bottles
(4) bottles per honoree table

(2) bottles per all other tables
Red Wine
(3) bottles per honoree table
(2) bottles per rectangle tables
(1) bottle per round table
White Wine
(3) bottles per honoree table
(2) bottles per rectangle tables
(1) bottle per round tabld®
Champagne
ONLY on Honoree Tables
100, 200, 300, 400
& VIP: 101,301

(3) bott|es per table

91% Oscars Piper-Heidsieck Cinema Edition Brut

g
+ Table Wines
A —aaanla CElaannr RQd Wine 2014
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