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PREFACE 

Mangupura, 24 Oktober 2022 

 

 

Greetings from Care and Love Corporation, 

First of all, we would like to thank to Ida Sang Hyang Widhi Wasa (God Almighty) 

for the completion of this standard operating procedure. This guidance book is based on the 

owner’s experience in hospitality industry, which aims to help young people who want to 

work in hospitality industry, especially in Katak Tepi Sawah Villa, Restaurant and SPA. 

CEO 

CARE & LOVE CORPORATION  

 

I Nyoman Sudiartawan, S.S 
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1. PERSONAL TOOL 

- Captain order/ order Book  

- Personal note book 

- Ballpoint minimum 2 pcs. 

- Wine opener (should be on hand). 

- Lighter/ matches. 

- Table crumber. 

- Guest details/ info should be in hand when receiving guest to the restaurant ( Server 

in   the villa)  

- Side towel on the left hand  

2. WORKING STEP  

1. Prepare clean water with bleach and cloth  

2. Clean, Mise and plus  in all outlet restaurant( Galley, restaurant store, toilet, side 

stand, longue, bar area such as bar store, bar galley,  bar pantry, bar display,  

bartender working space, bar waiter station, bar longue and front office and pool )  

3. Prepare napkin, chinaware, glassware and silverware 

4. Prepare special of the day from the bar and from the kitchen  

5. Find out for the guest info (check in, check out, guest name, guest activities and 

guest preference) 

3. CAPTAIN’S ORDER PROCEDURE 

• Listen & Clarify 

• Making note  

• Check copies of Captain Order : Make sure the captain order has three layer of 

copies ( White, Pink, and Yellow) 

• Make sure to place underline before write down the order  

• Write down : Table Number, Guest Name, Time Order, Date, Server’s name  

• Make sure the order is writen  clear on the captain order based on the approve 

abreviation code  

• First copy (White) placed in cashier 
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• Second copy (Pink ) placed in the kitchen , make sure the copy written is clear 

• Third copy ( Yellow ) place in the bar , make sure the copy written is clear 

• If there is any additional order from the same guest make sure to add the order 

correctly all of the copy ( cashier, kitchen and bar)  

4. SQUENCE OF SERVICE 

1. Greeting and welcoming the guest. 

- “Good evening ladies and gentlemen, welcome to captain’s table restaurant / 

Seduk Restaurant  my name is made I will be your waiter/ss  these evening, 

would you like to dine in our restaurant to night?” 

- “ Have you made any reservation before?” 

 

2. Escort the guest to their preference table. 

- “Would you prefer to sit in the garden, lounge or inside of the restaurant? 

 

3. Seat the guest to the table 

- (Seat the guest from kids, elder guest, ladies and gentleman) 

- Is the table comfortable for you, Mr. John?”  

 

 

 

 

 

 

 

 

4. Waiter or waitress introduction  

(restaurant staff should introduce themselves to the guest). 

Example: 

- Good (morning, afternoon or evening) ladies and gentlemen/ Mr. and 

Mrs......?( name of the guest) 
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- My name is... (staff name) I will be your waiter/ waitress in these lovely 

(morning, afternoon or evening). 

- It will be my pleasure to serve you with the best selection of dishes from 

our menu. 

- If there’s anything that you would like to have, please don’t be hesitate to 

address it to server us. 

5. Unfolding the guest napkin 

- Place the napkin on the guest lap start with the ladies first 

- “ Excusme, may I offer you special drink or the most favorite food in our 

restaurant?” 

- “ Let I bring the drink list and the menu for you?” 

 

 

 

 

 

 

 

6. Offer the guest with cold fresh face towel. 

“ Ms. Diana please allow me to provide you with a fresh cold face towel to you 

to refresh yourself at this hot day.”  

7. Present the beverage list.  Inform about special of the day. 

“ Excuse me ladies and gentlement this is our beverage list”. Our cocktail of the 

day we have the best and refreshing mojito and Canggu sunset on the island” 
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8. Explain about the menu 

a. Explain about the menu in detail  

- (main ingredient, cooking methode, condiment, sauce  and 

garnished)Example: 

- “Our delicious crispy duck consist of crispy deep fried half of the duck 

accompanied with urap mix vegetable tossed in sauteed grated coconut in 

traditional Balinese seasoning and serve with three choices of Balinese 

sambal. 

b. Ask  the guest if they have any food allergic 

- “Before I take your order, would you please inform us if you have any 

alergic, diet or spesific food that you prefer? 

 

 

 

 

 

 

 

 

 

9. Give times to the guest to read the menu to decide the item they want to 

have 

        “Ladies and gentlemen please take your time while you deciding what will you 

have for your meals. I will  be back to take your order shortly” 

10. Collect the used face towel and check the table set up  

        “ Ladies and gentleman  allow me to collect the used face towel “ 

11. Taking the guest order. 

- Taking the order start from the ladies first or (kids, elder guest, ladies and 

gentlemen) 

- “Ladies and gentlemen have you decide what will you have for your meals?” 

12. Repeat the order correctly. 

- “ May I repeat your order? You have one ...( mention the food e.g crispy duck, 

two spaghetti carbonara)” Is that correct? 
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- “ Would you like your meals served together or dish by dish?” 

- Would you like to havean additional side dishes to acompany your meals 

......(steam rice  your crispy duck) ? ( mention based on procuct) 

 

13. Bring the copy of the order to the kitchen, Bar & Cashier 

          Present the copy of the order to kitchen, Bar & Cashier or input into micros 

system, write the order clearly and specifically. 

14. Table set up (double check) 

           Before serving the food make sure the guest table is ready with (napkin, 

cutleries, glasses and all table condiments are set up) 

15. Serve drink first before the food 

        When serving the food and beverages always serve start from the following 

guest: (kids, elder guest, ladies and gentlemen). Serve the beverage from the 

right side of the guest 

 

 

 

 

 

 

 

 

16. Serve the appetizer to the guest. 

- The cutlery needed is dessert fork and dessert knife. 

- Serve the appetizer from the right side of the guest. 

- Offer the fresh pepper and salt to the guest. Do it from the right side of the guest 

or from the convenience spaces if there are limited spaces around the table. 

- After one or two bites asked the guest about their satisfaction with the 

food.“How is your chicken satay Mr. John”. 

- Clear up the appetizer plate and the cutlery used to have the appetizer right away 

together when cleaning the appetizer plate. 

17. Serve the soup to the guest. 

- The cutlery needed is soup spoon. 
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- Serve the soup from the right side of the guest. 

- Offer the fresh pepper and salt to the guest. Do it from the right side of the guest 

or from the convenience spaces if there are limited spaces around the table. 

- After one or two bites asked the guest about their satisfaction with the 

food.“How is your moringa soup Ms. Ayu?” 

- Clear up the soup bowl and the cutlery used to have the soup right away together 

when cleaning the soup bowl. 

18. Serve the salad to the guest 

- The cutlery needed is dessert fork and dessert knife. 

- Serve the salad from the right side of the guest. 

- Offer the fresh pepper and salt to the guest. Do it from the right side of the 

guest or from the convenience spaces if there are limited spaces around the 

table. 

- After one or two bites asked the guest about their satisfaction with the 

food.“How is your moringa and corn salad Ms. Diana” 

- Clear up the salad plate and the cutlery used to have the appetizer right away 

together when cleaning the salad plate. 

19. Adjust the cutlery before serving the main course according to the type of the 

food the guest order. 

- Adjust steak knife for (steak, pork ribs, boned crispy duck, boned chicken, 

pork, lamb). 

- Adjust the seafood cracker for (lobster, crab, sea shell). 

- Adjust the dinner spoon and dinner fork for pasta. Especially for long pasta 

(spaghetti, Linguine, papardelle) dinner spoon on the left side and fork on the 

right side. 

- Fish knife for whole fish dishes. 

20. Serve the main course to the guest. 

- The cutlery needed is dinner fork and dinner knife or as per types of the food 

being serve. 

- Serve the salad from the right side of the guest. 

- Offer the fresh pepper and salt to the guest. Do it from the right side of the 

guest or from the convenience spaces if there are limited spaces around the 

table. 
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- After one or two bites asked the guest about their satisfaction with the food. 

- “How is your crispy duck Mr. john? Would like to have more sauce with your 

crispy duck Mr. John?” 

- Clear up the dinner plate and the cutlery used to have the main course right 

away together when cleaning the dinner plate. 

21. Clear up all table condiments 

- All extra cutleries except the dessert cutleries. 

- Bread and butter plate and knifes. 

- Salt and pepper shaker 

- Wooden table centre piece. 

- Butter dish (if available). 

22. Crumbed down the table. 

- May use small side plate with nicely folded cloth. 

- May use proffer table crumber (if available). 

23.  Suggest the guest to have some dessert after meal  

- “  May I recommend you the best dadar gulung cake one of the signature 

dessert we have on the Islan Mr. John” 

- “ This your delicious cake Mr. John, please enjoy” 

- When the guest already try suggest them another after dinner drink “ May I 

offer you a cup of coffee or tea?” 

24. Adjust the dessert cutleries 

Slide down and place the dessert cutlery. Dessert spoon on the right, dessert fork 

on the left side and the tea spoon remain on the top. 

25. Serve the dessert to the guest. 

- The cutlery needed is dessert fork, dessert spoon and tea spoon. 

- Serve the dessert from the right side of the guest. 

- Offer the guest with coffee and tea or after dinner drink while the guest having 

the dessert. 

- After one or two bites asked the guest about their satisfaction with the 

food.“How is your chocolate lava cake Ms. Diana?” 

- Clear up the dessert plate and the cutlery used to have the dessert right away 

together when cleaning the dessert plate. 
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26. Get the final guest satisfaction to the guest about food and service. 

- Spend sometimes with the guest to have some conversation while collecting 

the guest feedback about food and service. 

- Offer the guest about available product and other activities( additional product 

of captain table and KTS Resort . 

- “Mr. John would you like to try our spa at KTS Villa and Spa. You will be 

treated by a professional spa therapist at our spa where you can relax and 

enjoy the spa treatment available at our spa.” 

27. Presenting the guest bill after meal. 

- Double check the bill before presenting it to the guest to make sure the bill is 

correct. 

- Place the bill in the bill folder and with pens enclosed in it. 

- Request the guest to sign it or paid cash. 

- Thanking the guest for the payment. 

- Present comment card to the guest  

- “Mrs. Merry this is you bill. Could you double check please” 

- “Could you sign it please” 

28. Thanking the guest for dinning in captain’s Table restaurant/ Seduk 

restaurant  and farewell them. 

a. Thanking and farewell the guest for coming and dine in our restaurant and 

invite them to come again. Thank the guest. 

➢ “Thank you very much Mr. John for having breakfast/ lunch/ dinner in 

our restaurant, we really wish you to come back again to have new 

dining experience with us in the near future”.(For outside guest). 

➢ “Thank you very much Mrs. Marry  for having breakfast, lunch & dinner 

in our restaurant, and have a nice stay with us”. (For in house guest in 

KTS Resort). 

b. Invite the guest tokindly rate andwrite some riviews about their experience 

dine (having meals) in our restaurant in the trip advisor. 

- “ To raise our quality of food and service. Please review us with your 

experiences dine (having meal) in our restaurant on Trip Advisor   

- at Seduk Restaurant & Bar ( for KTS ) 

- at Captains Table Bali  ( For Captain’s Table Restaurant) 



 

9 
 

5. TABLE SET UP STANDARD 

a. Breakfast Buffet Set Up 

• Tea spoon 

• Water goblet 

• Coffee cup and saucer 

• Sugar holder 

• Jelly/jam holder 

• Coffee jug 

• Water heater 

• Infuse water jug 

b. Bread Buffet Set Up  

• Toaster machine  

• Assorted breads 

• Butter  

• Jam 

• Marmalade 

• Plates 

c. Breakfast Table Set Up 

• Dinner Fork 

• Dinner knife 

• Dinner spoon 

• Tea spoon 

• Bread& butter  plate  

• Bread& butter  knife 

• Water goblet 

• Coffee cup and saucer 

• Butter dish 

• Creamer 

• Sugar holder 
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• Jam and marmalade  

• Napkin 

• Table number 

• Flower vase 

• Place mat 

• Salt & Pepper Shaker  

d. Simple Lunch Table Set Up  

• Dessert fork  

• Dinner fork   

• Dessert knife 

• Dinner knife 

• Dessert Spoon 

• Dinner Spoon 

• Soup spoon 

• Bread and butter plate 

• Bread & butter knife 

• Napkin 

• Water goblet 

• White wine glass 

• Red wine glass 

• Flower vase/ table number 

• Place mat 

e. Full Lunch/ Dinner Table Set Up  

• Dinner fork 

• Dessert fork 

• Salad fork 

• Dinner knife 

• Dessert knife 

• Steak knife  

• Dinner spoon  

• Dessert Spoon 

• Soup spoon  

• Bread and butter knife 
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• Bread and butter plate 

• Water goblet 

• White wine glass 

• Red wine glass 

• Napkin 

• Place Mat 

f. Sugar Set Up 

• 4 sachet white sugar 

• 4 sachet brown sugar  

• 4 sachet creamer  

 

 

6. KTS MENU AND DRINK LIST 
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7. RESTAURANT OPENING STANDARD 

Opening Procedure 

• Check all restaurant area/ outlet layout : Store, Galley, Bar, Lounge, FO 

• Clean from the  celing  to the floor 

• Check operational machine  

• Check music 

• Check lighting  

• Prepare Restaurant  Amenities ( Cuttleries, Try, Napkin, Table Cloth, 

Napkin tissue, Salt & pepper shaker, Menu and drink list, Mosquito sprei, stick 

and repellent, Astray, Candle with glass, Set up table. 
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• Double check all area and preparation 

• Checking toilet 

- cleanlines,  

- hand towel tissue,  

- toilet pepper, 

- hand soap, 

- toilet brush,  

- toilet fragrance,  

- flower decoration 

8. OPERATIONAL RESTAURANT  

1. Music Restaurant  

• 7 am – 8 am : Gayatri Mantra 

• 8  am – 3 pm : Seruling/ Trumpet 

• 3 pm – 6 pm  : Romantic Melodi  

• 6 pm – 10 pm : Romantic Night song  

2. Guest information list  

3. Special of the day 

9. RESTAURANT CLOSING STANDARD 

• Last order at 9.30pm 

• Closing time at 10.30pm 

• The restaurant can be closed ½ hours after closing time.  

• We have to inform the guest 15 minutes before closing time  

• 15 minutes before closing time, restock the bar product( beverage/ garnish) , 

cuttleries, glasses, plate and linen for the next day  

• Check product preparation and makin note for missing product  

• Make requisition according to the parlevel  
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• Star to clean the bar, restaurant and  galley  

• At closing time, start to clean the lounge 

• Arrange the table, chair  and mise en place  

• Star to closing the cashier report and give note for the next day operation  

• Double check before you left the restaurant  ( galley, bar, storage, lounge, and 

restaurant area)  

• Turn off the music  

• Turn off the lighting  

 

 

 

 

 

 

 

 

 


