WINTERBLOOM
3-17-2012 / MISSY ALCORN – CLAY CONNIE LINDSAY
Guest Total: 340
TimeLine:

Monday - Tuesday:  Set up FLOOR /tent -- Thursday CHINA CHAIRS TABLES ETC

Friday: Dry runs with employees 4:00

Saturday

2:00

Full staff shows up

4:00

Full staff Training service

7:00

Guest Arrival / Hovers passed

7:00 – 9:15 
Gambling 

7:00 – 7:30
2 Staff Pass Hovers

7:30– 9:30 
Buffet Served / Check with Missy before Closing -

9:15–10:15 
Live Auction Small & Big Stuff

9:15 

Feed the dealers tell them eat ASAP / The Band To... by client 
10:15

Set Out late night Snacks - Desserts

10:20 

Fireworks: Have MC announces it. 

Band Time Line:   cd’s 7:00 – 8:30 / light band 8:30 – 9:30 / band break cd’s 9:30 – 10:30, 10:30 – 12:30 kick it up.

10:30 

Blackjack Tournament Begins

10:30 am -12pm Gambling

12:30

Function closes 

Sunday 

Clean up need help from 4 peeps – at 9:00 am
Monday Rental: Company cleans up 

(The Endeavour (
Butlered Hover (passed all night) out of Boxwood Kitchen
Kobe Beef Sliders on Soft Yeast Roll with Boursin and Portabellas

Hovers & Tapas

Caramelized Pineapple with Vanilla Bean Scented Mascarpone 

B&B Signature Bacon Crisp with Aged Parmesan Cheese

5 Cheese Pimento Wheel with Grilled Flatbread

Big Fat Shrimp Dispenser with Sourwood Honey Dill Cocktail Sauce

Buffalo Chicken Spring Roll with Gorgonzola Glaze & Italian Slaw

Platter Food (all food served Platter style for self serve large portions)

Jack Daniel Flambéed Garlic Filet / Creamy Potato Croquets 

Sautéed Portabella Mushroom with Balsamic and Fennel / Topper: Béarnaise 

All Pasta Action Chef on the Line

Lobster Pasta with Lobster Bisque, Squid Ink pasta with Chicken and with Red Pepper Cajun Sauce, Stuffed Vegetable and Cheese Stripped Pasta with Italian Béchamel 

“New Baby” Asparagus Tips

Chop Stix & Sashimi
Assortment of Fresh Sushi, Wasabi Aioli & Soy Sauce 

Dessert– Passed 

Blondie Pops - Chocolate Truffles

Late Night Snack – Passed ALLOT

Mini Country Ham Biscuits out of boxwood kitchen 

Boxwood after Party Food for 15 (menu stuff) NEW fresh food/Set out by BB at 12:15 am in Boxwood Kitchen / simple platter / plates napkins etc. E.D.
Beverages:

Voss, B&B Signature Water, “Winter Bloom Champagne”,  Beer, Wine, Champagne by Missy-for XS - Full Liquor, Sodas & and Martini Bar

 (4 kinds 1. Cosmo 2. Chocolaté Tini 3.Apple Tini   4. Straight up) 

Bourbon & Cigar Bar / - MAKERS MARK

X Catering & Event Planning Inc.                      
EMPLOYEE JOB SHEET DATE            
        WINTERBLOOM
Smile lots and the guest are always first!!!!  If they ask, don’t point, show them. Always handle them first.  Be a where of your environment.  Do your job the best it can be done / own that section. We are X Catering. Thank you, _______, Owner.
NAME



              BRIEF JOB DESCRIPTION / make sure your tasks get accomplished!!!!!!!!!!!
	1. CHEF
 ROB

	Run back of house / over all quality control.  The buck stops at the top. / split up employees / CHEF time line - critical mark will be when we pull trigger is your call – I’d rather do it sooner than later / set up bw & BB kitchen / send sliders -hovers  passed hovers - dessert and after party food out of kitchen – keep bw kitchen spotless – plz check organize and manage the dish pit – 2 emp there – BTW they are yours in the beginning  / we out this night – I will only have the black trailer to get stuff back Sunday – I’m meeting 3 Salisbury emp Sunday at 9:00 - / Pass – sliders – biscuits and desserts heavy – please have them pass by Clay – Missy – Connie & the dillards & wallaces / 2 Salisbury emp will pass for you - make sure kitchen clean and we do not trash the cement floor in kitchen tent (oil may stain it) plz pack up truck asap – you and BB team can leave when kitchen done and bb equipment packed -  /  please set out after party food at 12…/ watch refer / break down the buffet when done / bring oven racks 1 from conventional oven /  bring torch to light pyro - 

	STAFF

	ONE CHEF HERE – SEE ROB = cook BC have 2 peeps from Salisbury will pass – tell them to smile – love guests and carry napkins and know the names of the food. 7:00 – 7:30 // (pass food by the bosses) 7:30 – 9:00 pass sliders full time. (Yes full time) must ask rob for break.  Slider CHEF -  COOK Sliders TO ORDER MR ONLY – COOK ONE BRING IT TO ROB TO let him se it / they MUST BE COOKED PERFECTLY – WARM BREAD ETC. / you can put the oven on 200 and hold them / Heat and pass country ham biscuits at 10:15 (pass by bosses) – Also set 1 tray at each NON-ICE Bar.   9:45 Pass Desserts – (pass by Bosses) Other chefs – KNOW ALL THE FOOD AND WHERE IT IS AND HOW TO BACK IT UP-  keep the kitchen neat and driveway clean – / careful floor may be slippery / please engage the guests – know how to back up your food / Where is the food & HOW DO I BACK IT UP  / PACK  the van as u go – keep refer door shut and be easy on it – check temp of refer truck – the mushroom heater are ours – make sure oven off at end / if it really cold run the oven with doors open – do not let oven burn tent -  see chef time line / be detailed in work/communicate with Chef Rob he is the man /  There are plenty people so we have no excuse for food not to be perfect /  Love the food / take care of bb equipment / be nice to BW workers / do a walk thru and know food placement and where you’re back up trays are / garnish everything /  no break w/out Rob approval ) / big HINT ---- ASK QUESTIONS IN ADVANCE NOT WHEN BEHIND OF SLAMMED / smile

	FOH = BILL & BETH
	Beth RUN THE p/u folks / GIVE THEM BREAK WHEN NEEDED / IF THEY ARE NOT BUSY MAKE THEM STAND ON THE SIDES OF THE TENT WITH HERE HANDS BEHIND THERE BACKS / EVERYBODY BUS WITH A BUS TUBS – NO EXCEPTION/  P-U FOLKS BUS YOUR OWN / ONLY WHEN AND IF /  WE HAVE PIZZA / Servers eat / be firm with you employee WATCH AND ENCOURAGE THEM / do not get caught up in clearing tables etc.  Get caught up in watching & ENCOURAGING them ..TALK WITH BILL OFTEN / MAKE SURE THE PASSING IS GOING WELL AND IT IS HAPPENING / PLZ MONITOR PLATES AND FORKS IF WE RUN OUT WE WASH / Beth have 2 passers – for kitchen chef – BC and sliders then biscuit and desserts DO NOT MISS THIS

	PICK UP  
STAFF
Food Tent 


	Beth have 2 passers – for kitchen chef – BC and sliders then biscuit and desserts DO NOT MISS THIS --- You arte the front line for our company. Love the people / make sure they know your name / KNOW THE FOOD -  FOOD LOCATIONS AND SAME WITH THE BARS /  talk to the guests/ help serve drinks if you are board /   just during dinner / use the tray jacks and remove them after china cleared / serve food left side left hand / bev & dirty dish right side right hand / serve all ladies first then men / Refer to your paperwork./  Beth Running this sections / stay in your areas – do not wander / no break unless beths says/ if not BUSY STAND out front  ON THE SIDES OF THE TENT WITH your HANDS BEHIND you back / BUS WITH A BUS TUBS – NO Exceptions /  P-U FOLKS BUS YOUR OWN tubs if none available in back  / / ONLY WHEN AND IF /  WE HAVE PIZZA in back / chef will let ya know – we do not eat buffet food/ / if A guest leaves shake napkins put it back ON client chair – FOLDED / only refill food if necessary / make sure candles Lite at tbl – buffet etc / bus your tbl – bus things in groups – i.e. all plates together / watch the bistros / If Beth not around ask bill / Beth will assign places  for you work at / tell folks when trash is full /  ps. All people do all things / when nothing to do stand near your tbl with hand behind back not in pockets / smiles & loves them. / NON  SMOKING EATING OR DRINKING IN FRONT OF GUEST / NO DRINKING ALCOHOL 

	Bars
In charge 

NAME

STAFF
STAFF

	BAR MANAGER:  manage their breaks - go where needed, watch the spec. drinks in the beginning – MUST – DROP 125 HIBISCUS FLOWERS IN GLASSES ASAP - Spec. drink set up for success - SERVE – cold drinks – cold Voss / bb water at bars / no tips accepted – IF I SEE U GETTING TIPS I WILL PAY U MINIMUM WAGE AND YOU WILL BE ASKED TO STEP ASIDE TILL YOUR RIDE GOES HOME/ monitor ice and all bev-- no run out!! / break down your stations / LAST YEAR BOOZE WALKED OFF THAT WILL NOT HAPPEN THIS YEAR / box up left over return to refer OR BOXWOOD KITCHEN / put clean white towels on ice bar / keep neat bars  / you do not get 3 hours to set up – set up then see me so you can help others - balance bar stuff in between bars / I repeat know where all the bar stuff is no false alarms / do not serve yourself or B&B emp. Drinks / if caught drinking or giving drinks you will not be paid and sit in the car until it’s time to go /  12:30 bars close no exceptions / except clay Lindsay- owner of BW / use the glass again – if you start running out of glasses you will have to wash them by hand – PLEASE COMMUNICATE IN THE AREA -  LOOK SHARP STAND UP STRAIGHT – SMILE LOVE THE GUESTS – NO ROLLED UP SLEEVES - 

	STAFF
	LOVE THE BOSSES -- you are there attendant for THE NIGHT BECAUSE YOU ARE OUR BEST HOSPITALITY GIRL / know all names /// RUN MANAGE AND ORGANIZE THE xs GIRLS / RIDE THEM TIGHT / EDUCATE AND MANGE THE BAR BACK GUYS / IN CHARGE OF THE BAR PEOPLE BREAKS / watch time line – help bill talk with him / MAKE SURE BETH IS PASSING BC ON TIME / SLIDER ALL NIGHT AND DESSERT AND LATE NIGHT SNACKS / put champ IN XS AREA AND PREP THAT AREA / IN CHARGE OF BARS / XS LOUNGE / VIP  ATTENDANT – MISSY – GREG ALCORN – CONNIE CLAY LINDSAY – THOM & BEVERLY DILLARD / TAKE  / PLZ MONITOR GLASSES IF WE RUN OUT WE WASH / 

	STAFF
	function check list / work photo /  turn down lights / encourage the troops / stay in there lanes / CHECK BAR FOLKS / put bar peps in charge of spec. drink / DID ALL VENDOR SHOW UP / HANG FLAG / GET BB OUT / 

	STAFF
	SEE BILL  Exactly 10:20 have your phone in my phone and be ready – make a test call 10:10 / do not go w/out okey dokey from Bill /  set them out early / see Bill

	STAFF
	Chef rob will set this up and supervise you / keep it neat orderly / keep like things together – YOU MUST KNOW EXACTLY WHAT GLASSES GO IN WHAT RACK AND PUT THEM BACK THAT WAY / I WILL ASK U / PLATES AND FORKS TO / take pride in your work / empty all trash at bars and the B&B kitchen and the boxwood kitchen / haul trash to dumpsters / do not let bags get to full / do NOT LEAVE A MESS IN THAT TENT / NO SERVERS SHOULD BE HANGING OUT HERE / *****If we are short this person – dish pits guy will do it.


XX Catering Always Report To Your 
In-charge Person
EVENT PLANNER: NAME   FOH: NAME    BARS IN CHARGE: NAME
	PICK UP
	KITCHEN
	BARS

	In Charge: Beth
	In Charge:  Rob
	In Charge: Darcy  

	House 

Whitney, Nicole, 
	Mike
	Ice bar Down- Enrique + 3 

	Food tent

3 from Salisbury
	Abby
	Side Bar – Amy & Mary

	Band tent

5 from Salisbury

passer come form here
	TJC
	

	
	Travis
	

	V>I>P. / XS
	Jimmy
	

	Darcy
	TJ
	Bourbon Cigar

	PICS
	Devon 
	Mary Ann

	Bill / tony
	Kaila
	TRASH – Bar Back – Salisbury- 1

	Food Entertainer

LORD SALISBURY
	Ashley F
	Dish Pits

Salisbury 2




KITCHEN: CHEF NAME
X Catering Staff = 19

Salisbury= 14
STAY IN YOUR LANES ****
Smile ///love / the guests 
( WINTERBLOOM (
      Chef Time Line / 340 GUESTS 
                              Hover Start @ 7:00 /  Dinner @ 5:10
	PRODUCT
	BUFF  #
	TIME START/Cook
	SPEC. NOTES
	Tray UTENSIL

	KOBE SLIDERS
	Passed all night out of BW kitchen
	
	Cook 125 to MR and hold in BW oven
	

	Pineapple /  Mascarpone
	Buff #
	
	
	

	X Caterer
	Passed 

Buff #
	
	
	

	Pimento Cheese

Flatbread
	Buff #
	
	
	

	Shrimp
	Buff #
	
	
	

	C sauce
	Buff #
	
	
	

	Chix Spring Roll 
	Buff #
	
	
	

	Garlic Filet 


	Buff #
	
	
	

	Potato Croquets 


	Buff #
	
	
	

	Port Mushroom
	Buff #
	
	
	

	Béarnaise
	Buff #
	
	
	

	Lobster Pasta  Lobster Bisque
	Buff #
	
	
	

	Chicken Pasta Cajun Sauce
	Buff #
	
	
	

	Vegetable pasta Béchamel 
	Buff #
	
	
	

	Asparagus Tips
	Buff #
	
	
	

	Sushi, 
	Buff #
	
	
	

	soy wasabi ginger
	Buff #
	
	
	

	Ham Biscuits
	Buff #
	
	
	

	Boxwood after Party Food
	
	
	
	

	Blondie Pops
Chocolate Truffles
	Passed
	
	
	


7
1

