Your Hotel Banquet Check List

Function
Date
	
	Flatware
	
	

	
	Dinner forks
	
	Dinner knives

	
	Salad forks
	
	Coffee/Tea spoons

	
	Dessert forks
	
	Soup spoons

	
	
	
	

	
	
	
	

	
	Extra Cutlery
	
	

	
	Glasses
	
	

	
	Water glass
	
	White wine glass

	
	Juice glass
	
	Red wine glass

	
	Plates
	
	

	
	Dinner plates
	
	Bread plates

	
	Coffee cups
	
	Saucers

	
	
	
	

	
	
	
	

	
	Serving Items
	
	

	
	Cream/milk urns
	
	Tea pot

	
	Sugar bowls
	
	

	
	Salt and pepper
	
	Bread baskets

	
	Butter dish
	
	Water pitchers

	
	Serving trays
	
	Drink trays

	
	Side Stands
	
	Napkin trays

	
	
	
	

	
	
	
	

	
	Miscellaneous
	
	

	
	Napkins
	
	Tea bags

	
	Mints
	
	Tea chest

	
	Bus Pans
	
	Garbage cans

	
	
	
	

	
	Sugar packs
	
	Coffee, regular

	
	Milk
	
	Coffee, decaffeinated

	
	Cream
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