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(It is important that you review every section of this manual and add to, change  
or remove all sections that do not match up with your property.  

It is also important to review this document with regards to what is legally correct in 
your operating area and if you operate in a union environment, that the words stay 

within the context of the existing union contract.) 
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Welcome 
 
Welcome 
 
Welcome to Your Restaurant/Conference Facility. You have been chosen to join 
a team committed to service excellence. In today’s market where products 
and prices are similar - YOU MAKE THE DIFFERENCE. Your dedication to 
attentive, responsive guest service is the single most important factor to bring 
our guests back time and again. 
 
Your service manual has been designed to provide you with the material so that 
you can deliver the very best service. 
 
The nature of the hospitality industry places strong emphasis on people - our 
guests. This focus on people makes the job exciting because of contact with 
guests with varying tastes and needs. For our operation to be successful, we 
must be able to provide quality service to each of those guests. 
 
But service is not where it ends. Guests notice the appearance of the facility; its 
cleanliness and neatness. The overall impression that the facility makes will play a large 
role in whether or not the guest comes back. And that largely depends on you. 
 
This manual will focus on tasks that provide the service which brings guests back and 
makes them tell friends about the service we provide. Remember, you may be one of the 
few employees that our guests encounter, so you will be representing management, 
other employees who never see the guests, and most importantly, the reputation of our 
facility. As you work your way through this manual, keep in mind that this information 
is valuable only if you choose to apply it properly. All of the reading and training you do 
is not going to make you a good employee. Only you can do that with a good attitude, 
exercising good judgement, and following the basic principles laid out in this manual as 
a guideline. 
 
Service Excellence, Hassle Free Guarantee 
 
At Your Restaurant/Conference Facility, service excellence is a living reality for our 
guests because we guarantee it. It is your responsibility to live up to this standard every 
day. 
 
The standard has been set. An effective catering team with all of its partner’s working 
towards service excellence will guarantee happy guests every time. 
 

flexibility       professionalism       dedication       personalized service 
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Order Form 
 
Please complete this form to order your copy of our Food and Beverage Manual. 
 

$49.00* 
 
This manual will be delivered as a MS Word Document via email. It can be completely 
customized for your property. If a DVD is required you will be quoted on the additional 
cost mailing and handling charges. 
 
Please fill out this form. 
 
 
     
 Company Name  Address 
 
     
 Contact Person  City                              Province/State           Postal Code/ZIP 
 
       
 Area code / Telephone Number  Contact Extension or Telephone Number  Email Address 
 
   �         �    
 Fax Number  Cheque Enclosed        Credit Card  Visa/MasterCard/Amex #     Expiry  
 
       
 Name on Card  Signature  Today’s Date 
 

 
If paying by credit card, please fax completed form to 613-546-2893.  
 
If paying by cheque, please fax the completed form to 613-546-2893 and please mail 
completed form with payment to the address below. 
 
* All pricing is in Canadian Dollars. All pricing is plus applicable taxes (applies only to Canada) 
 

WeTrainHotels.com  
 
WeTrainHotels.com • P. O. Box 2066, Station Main • Kingston ON • K7L 5J8 
p. 613.541.9320 • tf. 1.866.855.1769 • f. 613.546.2893 • info@wetrainhotels.com 
 
 


