
WAITING	TABLES	IN	4	STEPS	
	
v GREETING	&	TAKE	DRINK	ORDER	

§ Take	menus	and	silverware	with	you	to	greet	the	table.	
§ Be	consistent	with	greeting:	“Hey,	how	are	you	guys?		My	name	is	____	and	I’ll	be	taking	care	of	you.		

What	can	I	get	you	to	drink?”	
§ Always	start	on	your	left	and	go	around	in	order,	using	a	new	seat	number	for	each	person.	
§ Follow	proper	carding	procedure:	Ask	age,	then	see	ID	for	EVERY	PERSON.	
§ Ask	if	they	would	like	to	order	an	appetizer.	
§ Ask	if	this	will	be	all	together	or	on	separate	checks?		Combine	checks	as	needed	now.	
§ Announce	that	you’ll	go	grab	drinks	and	be	back	to	take	food	order.	Smile!	

v DELIVER	DRINKS	&	TAKE	FOOD	ORDER	
§ Try	to	deliver	drinks	left	to	right,	the	same	way	you	took	the	order.	
§ Take	food	order	from	left	to	right,	keeping	orders	on	correct	seat	numbers.	
§ If	a	customer	has	questions	about	an	item,	open	the	menu	and	point	them	back	to	that	item.	
§ Ask	questions	if	anything	seems	unclear	about	an	order	–	Don’t	guess!	Avoiding	a	problem	is	SO	much	

easier	than	fixing	a	mistake.	
§ Check	kitchen	frequently	after	food	order	is	sent	for	pickup.	
§ Check	to	see	if	drink	refills	needed	before	food	is	done.	
§ Don’t	refill	dirty	glasses	–	get	a	new	soda	glass	every	time!	

v 	DELIVER	FOOD	AND	REFILL	DRINKS	
§ Pass	out	food	from	left	to	right,	in	ticket	order;	avoid	auctioning.	
§ Ask	if	anything	else	is	needed	with	food	and	get	drink	refill	orders.	
§ Pick	up	any	and	all	dirty	glasses	or	dishes	and	take	with	you	when	leaving	table.	
§ When	delivering	refills,	check	to	see	if	everything	is	okay	and	check	for	prebus.	
§ Glance	at	table	while	giving	them	time	to	eat.	

v PRINT	BILL	AND	CHECK	ON	TABLE	
§ Ask	how	everything	was	and	if	anything	else	needed.	
§ Drop	off	check(s)	and	tell	them	you	can	take	card	payment	or	make	change	for	them	right	at	the	table.	
§ Prebus	again,	taking	all	dirty	plates/glasses	that	you	can	to	the	back.	
§ Take	payment	when	you	come	back	or	continue	to	wait	on	table	if	they	are	staying	for	drinks.	

	
	
	

DRINK/COCKTAIL	SERVICE	ONLY	
	
v GREETING	&	TAKE	DRINK	ORDER	

§ Be	consistent	with	greeting:	“Hey,	how	are	you	guys?		My	name	is	____	and	I’ll	be	taking	care	of	you.		
What	can	I	get	you	to	drink?”	

§ Always	start	on	your	left	and	go	around	in	order,	using	a	new	seat	number	for	each	person.	
§ Follow	proper	carding	procedure:	Ask	age,	then	see	ID	for	EVERY	PERSON.	
§ Ask	if	they’d	like	to	start	a	tab	with	a	card	or	pay	as	they	go	with	cash.		There	are	no	other	options.	
§ Announce	that	you’ll	go	grab	drinks	and	be	back.	Smile!	

v DELIVER	DRINKS	&	CONFIRM	PAYMENT		
§ Try	to	deliver	drinks	left	to	right,	the	same	way	you	took	the	order.	
§ Collect	payment	immediately	when	delivering	drinks	if	they	are	paying	cash.	

v CHECK	FOR	DRINK	REFILLS	
§ Continue	to	check	periodically/preorder	drinks	as	needed.	
§ Remember	to	collect	cash	payment	each	round.				

v 	FINAL	BILL/CREDIT	CARD	PAYMENT		
§ Print	bill	and	take	to	table	
§ Prebus	all	glasses/bottles	possible	



PROPERLY CHECK I.D.  
~ avoid being fired on the spot ~  

 
 
- CHECK I.D. FOR ANYONE WHO APPEARS TO BE 35 OR YOUNGER: 

• Must be 21 or over to buy alcohol OR cigarettes in the city of Columbia. 
• If you are unsure how old a customer looks, that means you need to card them. 
• EVERY CUSTOMER at a table with anyone drinking needs to be carded, not just the person who 

“orders” or “pays for” the drinks. Use common sense:   
o If a man orders a beer with his wife and kids, they don’t all need to be carded.   
o If a young woman orders 5 shots, card everyone at her table; The shots are not all for her. 

• SCAN ALL IDs with SHOW-ME ID APP on your IPAD 
o Valid I.D.: State Issued Driver’s License, Non-Driver’s License, Passport, or Military I.D. 
o I.D.s CANNOT BE EXPIRED. Accepting one is against the law. 
o DO NOT GIVE BACK FAKE I.D.s!!.  Take it to your manager to check it immediately. 
o If a customer insists it is a valid Out of State I.D., MGR will check State I.D. book at the bar. 
o MANAGERS: ALWAYS KEEP FAKE I.D.s in the envelope in the change pan labeled “I.D.s” 

• If a customer refuses to show I.D. or claims not to have one, simply tell them you won’t be able to 
serve them alcohol. If they argue, refer them to the manager on duty. Customers that become 
combative about I.D. will be asked to leave. THERE ARE NO EXCEPTIONS TO THIS RULE.   

• FINES: If a liquor patrol agent catches you in violation (they are always undercover), the law requires 
us to fire you on the spot.  Then you will receive a court summons.  At your court date, a judge will 
assign you a fine and possible probation depending on the severity of your offense.  While you are 
waiting for your court date, which could be in 30 - 120 days, you are not permitted to work at any 
establishment that sells alcohol.  No restaurants, grocery stores, gas stations, etc. 

 
 

We are not a ‘College Bar’ or a Nightclub.   
We DO NOT serve minors, period. 
Serving Minors will get you FIRED. 

 
 

***IF YOU HAVE QUESTIONS, ASK RUSS, CANDY, FLETCH, OR RACHEL*** 
















