
Catering Event Preparation Checklist (US)
Food Safety | US

EVENT DATE

____ / ____ / ________

CLIENT / EVENT VENUE GUEST COUNT CATERING MANAGER

PRE-EVENT PLANNING

Menu confirmed with client

Dietary / allergen needs noted (Big 9)

Staff assigned and briefed

Equipment list prepared

Venue kitchen / power confirmed

Temporary food permit (if required)

PACKING & TRANSPORT

Hot boxes / insulated carriers loaded

Cold items in coolers (? 41°F)

Serving equipment packed

Linens and décor loaded

Disposables (plates, cups, napkins)

Cleaning supplies and sanitizer packed

VENUE SETUP

Kitchen / prep area clean

Handwashing station set up

Buffet tables set and skirted

Chafing dishes lit / hot plates on

Cold display with ice bed set up

Allergen info displayed for guests

FOOD SAFETY DURING SERVICE

BREAKDOWN & CLEANUP

Leftover food cooled per 2-stage method

All equipment collected and packed

Venue kitchen left clean

Trash removed from venue

Linens bagged for laundering

Final walkthrough with venue contact

SIGN-OFF

Issues or complaints

Catering manager signature
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Hot food ? 135°F confirmed

Cold food ? 41°F confirmed

TCS food not in danger zone > 4 hrs

Utensils changed every 30 min

Gloves changed between tasks
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