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Message from Hotelier Tanji

Dear Reader, thanks for purchasing this wonderful piece of document. As you know,
www.hospitality-school.com, world’s most popular hotel management training blog has
started its successful journey on December 2009. From that time | have published lots of
hotel management training tutorials, sop and related articles which get immense popularity
among my readers. Within a very shorter period of time, the blog reaches to its pick. Now in
facebook we are approaching to be one of the largest growing hospitality families with more
than 4000 members. Also the site gets thousands of daily visitors from all over the world.
This is not only my success, in fact it is yours, since it would neveribe, possible for me to
manage time to write for you guys if you do not participate in myfjourney“towards making
this blog, building resources, growing networks. 1 am very maeh grateful to alhof you for
giving me support. 1 hope you will keep supporting me all_the time, so that | cam produce
some more wonderful information materials for you which you, could find useful in your
hospitality career.

From the very beginning, my readers were demanding for caping these resources. | was also
wondering should | let them copy my hard written articles“asgFree. The thought keep
disturbing me all the time is that if | allowgall of them,to copy gverything then definitely my
resources will lose its value. I know almostall the welsites/in the world are free to copy.
But you know there is not a single goadhgualityaresource sitefor hoteliers. Whatever | did for
you were really done as volunteer basisaldid not claim money for my Free to view articles
whereas | did have to bear the caost of ‘tunning'a web site, paid to web developers and
technical staffs to keep the flog live allythe‘time and most importantly it was so difficult to
manage time for this blog from my tight datly:Schedule.

After passing 9 successful monthsynow Ayfeel | should get some royal feedback from my
readers. Now | am giving, you<this exelusive offer to copy or download all these resources
which you have seen.in myyblog aba very minimal price. | can guarantee you whatever, you
are gettingawith this deeument is 100 time expensive then whatever you have just paid me.
You can usethesesesourcesias,study or training material, can reproduce or edit for personal
use. Youyust cannot share these resources in any other web media that is the limitation |
have set for you. IFhope that will not bother you at all.

Here youtwill fiad, 100 exclusive hotel management training tutorials that would cover
almost everything of the industry. More products will be coming soon. | hope you would
love this collection and give me your feedback. You feedback will be highly acknowledged.

Wishing you a very good luck, I am finishing here

Regards

Hotelier Tanji
hoteliertanji@gmail.com
www.hospitality-school.com
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How to Take Guest Orders in Restaurants

Taking an order is a very skillful art which reflects efficiency and standard of both waiter
and the establishment. Every Food & Beverage Service staff should have good command
over order taking skill to ensure that each guest gets proper food he ordered and importantly
in right sequence. Here are some food & beverage order taking tips:

1.
2.

10.

11.

First give time to guests after his arrival to feel comfortable with the environment.
After the guest is seated and feel comfortable then present the menu,and stand away
to give guests some time to decide what to order. Rememberiden’t be hurry. Give
proper time to the guest. Try to evaluate guest and understand “when reaches to
decision to order.

When you feel to that the guest wants to order_then approach toward“him and
courteously ask this way “May I take your ordet sir”om,“Would you like to order
now?”

Before taking order first ensures that you aresfully ready. Youthave 16 have a notepad,
a pencil or a pen and an eraser to take notes.

Although ordering depends on guest but try to maintaingsequence that means first
convince the guest to give beveragegrder andthen food;

Don’t lean too close to the guest and'€specially the host is a lady guest and also don’t
keep one hand in your back. Just,.be smart, stand straight to the left side of the guest
and bend slightly forward to guest.

Always focus on what guestierderilt will, make guest insulted if he has to repeat his
order again or againgor If your-attitude shows that you are not concentrating to him
fully.

It is must for a,waiter or'sérver to have full command on the menu items. Guest may
ask different types ofiguestions. Seybe prepared for that. You should know what are
the ingredients ofithe Toods yel are offering, what is the special food of the day,
whicheod is,not suitable for vegetarians or different religious people etc.

Many times it may. be\happened that guest are uncertain what to order. In that case it
IS YOuUK timeyto showaseme expertise. You can give him some options to choose by
asking this way “Do you like to have smoked English ham or roast beef with gravy
or “May I suggestfyou to have any Indian dishes ”

It is' very important to keep sequence while you present food. In your notepad you
have, to Write down both the sequence of the food and the person who order.
Generally it is done by clockwise direction. First take order from host and then start
following to his right and give an identification number to each guest. Another way is
to give number to the person who is sitting nearer to the service door. You should
plan some coding method by your own so that you can easily understand who order
which food. As a professional server you should not ask that “who order xyz” or it
will look worse if you place wrong food in front of wrong guest.

Generally guest order appetizer, then beverages then main courses and at last some
dessert items. So if guest order haphazardly, it is your duty to serve food according to
the sequence.
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12.

13.

14.

15.

Give proper time to guests to enjoy their beverage items. If the glass gets empty then
you can graciously ask him whether he wants replenishment or not by saying this way
“Would you like to replenish your glass, sir?”

If the guest i1s in hurry and seek your assistance then suggest him some “Ready to
serve” food items rather “Cooked to order” items.

Suggestive selling is a good skill of a waiter but if your guest is a couple or student
then it is advisable not to suggest hugely expensive foods. You have to keep
increasing your sells but also remember not to lead your guesk in an embracing
situating. This may hamper repeat guest.

Repeat the food items guest orders and ask him whether he
else or not.

have anything
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