SOP for formal dinner/lunch at the residence/hotel etc
Social Secretary
Before the dinner
1.S.S. prepares the list of guests and gets it rechecked from Ambassador. Names must be correct and full.
2.Check availability of guests first by telephone.
3. Ask for occasion (welcome/farewell lunch/dinner etc) and get confirmation from Ambassador about design/wording of the slip to be attached to the invitation cards.
4. To ensure that all cards are prepared and distributed well within time.
5. Get confirmation of acceptance from each guest at right time. 
Pre-dinner preparations:
1.S.S. to hire waitresses/waiters (when required) from catering company. Check rates and inform Ambassador.
Waitresses/waiters must come 30 minutes before dinner.
(Catering companies:
-Figaro (manager Mrs. Antonina 0676503643; 044 502 92 92)
-Master Catering (0679506222; 3625417)
2. PA to prepare name cards of all the guests and menu stands well before time and get it checked from Madam.
[bookmark: _GoBack]3.Confirm from Ambassador/Madam if any gift is to be given.
On dinner/lunch day
1. S.S. comes 25 min earlier to be prepared to receive guests.
2. When guests start to arrive S.S.: 
-stands near the entrance door
-opens the door
-asks about hanging over wear
-collects invitation cards
-request guests to endorse Visitor’s Book of Embassy Residence
-shows the way to Reception Area
-brief waitresses/waiters on arrival
      3. When all guests have arrived, S.S. asks the host whether her help is required for something else. She can leave if the Ambassador/Madam tells her that she can.
Driver
1. To open the barrier for the coming in cars and get them park at the parking lot near the residence.
2. To follow the guest to the elevator
3. To see guests off in the yard and help their drivers to maneuver.
Admn. Ass.
1. Meet guests near the elevator and follow them to the apartment door.
2. Assist in servicing drinks to the guests (if required)
