Event Catering Planning Checklist (for Pop-Ups, Galas, Special Events)

Initial Planning
Confirm event date(s), times, and location(s).
Identify catering needs: food service, bar service, snacks, speciality items.
Estimate expected guest numbers (plus staff/volunteers).
Define target audience (families, enthusiasts, corporate, etc.).
Decide service style: pop-up stall, buffet, seated service, mobile catering.
Assign Event Catering Coordinator or Lead Supervisor.
Hold initial planning meeting with key staff (catering, marketing, events).

Menu Planning
· Design menu appropriate to event type and guest expectations.
· Ensure at least one vegetarian/vegan and one gluten-free option available.
· Source products (confirm suppliers, availability, special orders if needed).
· Price menu items to cover costs and generate profit.
· Plan "grab-and-go" options for high-volume or outdoor events.
· Confirm allergen information and create/update allergen matrix.




Licensing and Compliance
Confirm if alcohol will be sold check licensing requirements.
Submit Temporary Event Notice (TEN) if required.
Complete Food Safety Risk Assessment for the event.
Arrange site inspection if using new pop-up locations.
Confirm insurance cover for catering activity.
Equipment and Setup
Identify equipment needed (gazebos, tables, hot holding units, cash registers, card machines, etc.).
Arrange delivery and collection of hired equipment if necessary.
Plan power and water needs, arrange generators, water barrels if needed.
Confirm refrigeration and food storage plans (especially for hot weather).
Check signage, menus, pricing, allergen notices, queue management signs.
Staffing and Volunteers
Confirm staffing requirements based on expected attendance.
Schedule shifts (paid staff and volunteers).
Allocate clear roles: cooks, servers, bar staff, floaters, cleaners.
Ensure a named Supervisor/Person in Charge is assigned to each shift.



Ordering and Stock Control
Place all supplier orders (allow extra for contingencies).
Confirm storage arrangements (secure, cool if needed).
Order disposables (cups, plates, napkins, takeaway boxes).
Order float for cash sales (small notes, coins).

Marketing and Promotion
Coordinate with Marketing Team for promotion of food and drink offers.
Prepare point-of-sale materials (posters, special offer boards, etc.).
Plan social media posts highlighting food options before and during event.
On the Day
Arrive early to complete setup and food safety checks.
Complete opening checklists (temperatures, cleanliness, stock counts).
Display allergen information and licenses clearly.
Monitor staff welfare, schedule breaks and make sure they are eating/drinking regularly.
Maintain cleaning throughout the day (assign responsibility).





Closing and Pack-Down
Complete closing checklists (temperatures, stock counts, cashing up).
Pack down equipment safely.
Arrange safe food disposal or storage of leftovers.
Complete any incident/accident reports if necessary.
Thank staff and volunteers.
Arrange return of hired equipment.

Post-Event Review
Hold a debrief meeting with staff and volunteers.
Review sales data, stock use, and wastage.
Gather feedback from guests and team members.
Record lessons learned for future events.
Update checklists if needed based on experience.
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