Charity dinner to build a hospital in Abuja, Nigeria South Africa.
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Event Log

	Student Name:


	Rumen Grozdanov

	Responsibility 
	F&B coordinator



	

	Role of Food and Beverage Coordinator



	
The F&B coordinator takes over the main job of organizing charity dinner at London Marriott Hotel County Hall. In addition to drawing up the banquet menu, he is engaged in planning the entire event, decorating the hall. In addition to the usual menu, the event required special banquet menu. The administrator must thoroughly know all his positions and be able to tell the guests about what a particular dish is. In addition, the F&B coordinator must determine how many waiters will be required to service the event, how many dishes, napkins and tablecloths will be needed. When organizing banquets, coordinator should take care in advance of serving hot dishes, transporting the necessary equipment and delivering staff to the venue of the banquet. F&B coordinator play a key role when hosting the charity events. He plans the decoration of the hall, organize the work of the artists, and also think over all the technical issues related to the organization of their performance. Major responsibilities of F&B coordinator are mentioned below
•	The F&B coordinator is supposed to meet attendees, escort them to the table and help choose a place. The person in this position should be kind and polite. You should also take into account the wishes of attendees to choose a table and a waiter. The responsibilities of the F&B coordinator include monitoring the work of the waiters and correcting it.
•	Organization of charity event at London Marriott Hotel County Hall. It is the F&B coordinator who accepts the order and discusses all the details of organizing the event. The duties of the coordinator also include providing transportation in the event.
•	The F&B coordinator also has a control and reporting function. Receiving correspondence and organizing documentation is also handled by the personnel F&B coordinator in managing the event. The duties of this employee are to keep records on the computer and to know how to handle hotel registers.
•	The F&B coordinator's job responsibilities also include the selection and training of waiters. A good F&B coordinator should regularly hold workshops and meetings aimed at staff development. The F&B coordinator, based on his own observations, may well conclude that it is necessary to dismiss one or another hotel employee.
•	The F&B coordinator must coordinate the work of the waiters and security personnel. In addition, he must ensure that all waiters do their job properly. Also, it is the F&B coordinator who is responsible for maintaining the working environment in the team and resolving conflicts.
•	The F&B coordinator is involved in settling conflicts with attendees. His task is to monitor the situation in the institution and smooth out any misunderstandings in time so that they do not turn into a scandal. The administrator must remain calm in any situation.
•	The F&B coordinator is obliged to monitor the appearance of the premises. He is responsible for lighting, cleaning and atmosphere in the hotel. The F&B coordinator should be directly involved in the design of the hall, discuss the design features with the designer. In addition, he is responsible for purchasing small interior items such as napkins, paintings, tablecloths and candles.
•	The F&B coordinator retains the right to suspend an employee who does not cope with his duties.




	Week 1
	Monday July 20th, 2020 


	
	Analyse Target Audience

	Planning:

· Understand the purpose of event 
· Communicate with team members for food preferences 
· Evaluate the guests and attendees  
· Setting tasks for every week to meet the deadline



	Organising:

· Divide the audience into sub-groups to meet the food demand
· Select team members according to capabilities 
· Highlight major food and beverage items 


	Managing:

· Communicate with marketing and event manager to identify the audience
· Classify the audience in subgroups 
· Adjust the food and beverage serving according to groups like one serving is for special guests.
· Analyse total number of individuals coming to attend the event
· Coordinate with finance manager for budget allocation.
· Manage the food distribution evenly.   



	Coordination: 
· Food and beverages are one of the most important part of event and it cannot be handled without coordination of team members.
· Consult diverse cultured group members for their food preferences. 
· Combine different food and beverage items that reflect the theme of event.
· List down main guests and plan the meal according to their preferences



	Technical:
· Assisting in improving standards
· Assisting in guest identification
· Assisting in menu finalization
· Assisting in evaluating, selecting, and refining beverage and food options
· Assisting in the formation of the final recommendation

	Problems/Resolution Action Plan:

· As a first week of the project maybe some confusion on what the responsibilities of each team is.
· F&B coordinator rely on information from marketing and event managers
· At first week, budget allocation is not well defined 
· Team members may not capable enough to handle the responsibilities 
· All the team members are asked to attend daily meeting and share the progress of each day
· F&B coordinator is responsible to guide the junior team members about food arrangement and servings


	[bookmark: _Hlk28956365]Focus for the Week: 

· Brainstorming on how to serve the food in most effective way
· Analyse the target audience 
· Coordination with other team members
· Defining roles in team
· Theme to be discussed.





	Student Signature:

Rumen Grozdanov


Date:

20/07/2020





	Week 2
	Monday July 27th, 2020 



	
	Estimation of attendees, required food and beverages

	Planning:

· Highlight the main guests and other attendees.
· Food and beverage requirement estimation
· Identify the theme of venue and plan food serving accordingly



	Organising:

· Coordinate with event manager to identify the number of guests
· Marketing manager assist to identify potential attendees 
· Decision of food serving is finalized after estimation of attendees 
· Special arrangements for the guest speakers 
· Draw a layout for number of attendees and food served to them



	Managing:


· To manage the estimation process, it is important to split the week tasks among team members 
· Conduct regular meetings to evaluate the estimation process 
· F&B coordinator has shown efficiency in dealing with issues in teams.
· Estimation process need coordination from event and marketing managers




	Marketing: 

· Team has assigned a task to work with marketing team to analyse the response of marketing campaigns 
· The beverages and food providers are asked to contribute in the marketing of event 
· Assigning tasks to team members to aid progress.




	Technical:

· Due to lack of coordination between different departments, it is difficult to estimate the exact number of attendees  
· Attendees estimation is important to design the food and beverages for event 
· It is technical to handle online data from different departments



	Problems/Resolution Action Plan:

· Lack of communication between all teams’ members.
· Personal issues blocking the progress and that could affect future communication and delivering quality work.
· Meetings not as effective as it should for a teamwork.
· Lack of understating roles and responsibilities.
· Defining clear roles for team members
· Opinions of the team members can be monitor by team lead and improve coordination by removing personal issues
· More focus to correct estimation of attendees




	Focus for the Week: 

· This week is focused on estimation of attendance
· All the team members are assigned to provide list of potential attendees 
· Consider creating an e-mail list of possible guests
· Consider food arrangements according to attendees list






	Student Signature:

Rumen Grozdanov
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Date:
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	Week 3
	Monday August 3rd, 2020 



	
	Communicate with other team members

	Planning:

· After finalizing the attendees list and food plan, it is time to communicate with other departments 
· Design a food and beverage serving plan for speakers, special guests, attendees 
· Financial expenses of food
· Brand representation at dining hall
· Provide details about food and beverage to all other departments


	Organising:

· Transform data into reports
· Communicate with managers 
· Have current deadlines been met
· progress check by following giant chart
· Discuss how exactly everyone will work and share the formulated reports.



	Managing:

· Manage the documents
· Conduct daily meetings with event manager, marketing manager and finance manager. 
· Discuss the plan and analyse the event from different prospects.   
· Finalize the serving plan of food and beverages 




	Marketing: 


· Serving plan of food and beverage must be aligned with the theme of event 
· F&B coordinator need a teamwork with marketing manager for brand promotion



	Technical: 

· Each department is striving for the best possible way to manage their responsibilities, it is technical to communicate and find optimal execution plan
· As a coordinator, it is important to share stats and plans with other departments.
· Real time data sharing



	Problems/Resolution Action Plan:

· More effective communication and deadlines were set for this week are met.



	Focus for the Week: 


· Proposed a final plan regarding F&B serving. 
· Team meeting to discuss the requirements, financial conditions, attendees’ lists, marketing strategies and how it will work in order to serve the F&B
· Weekly update of Gantt chart and execution plan to assure team of the progress we are making.
· Sharing information between departments 






	Student Signature:
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Date:
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	Week 4
	Monday August 10th, 2020 



	
	Communicate with Hotel management, suppliers and vendors

	Planning:

· Now it is time to make arrangements for the event day
· Coordinate with hotel administration, place orders to food and beverage suppliers and vendors
· Communicate the venue and food requirements with hotel management
· sign contracts with F&B providers
· Communicate progress with other departments 
· General recap and updates.


	Organising:

· Set up meetings with hotel management, private vendors and suppliers
· Provide requirements and ask for quotations
· Everyone should have clear responsibilities including team members and third parties 
  



	Managing:

· Conduct 2 meetings in this week for progress sharing with managers



	Marketing: 

· Communicate the marketing recommendations with hotel staff for setting up the venue 
· Update the website for recent arrangements


	Technical:

· It is technically very important week
· Communication with hotel staff and suppliers to meet quality requirements
· Food serving and event activities needs a proper coordination between managers, hotel staff and managing authorities.   


	Problems/Resolution Action Plan:

· hotel management refuse to provide special sitting facility for special guest. 
· To resolve the problem, a private supplier is assigned to provide excellent sitting arrangements. 


	Focus for the Week: 


· Communicate with hotel staff
· Get ready for the event day
· Make final arrangements
· Coordinate the managers and assign responsibilities to hotel staff and suppliers







	Student Signature:
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	Week 5
	Monday August 17th, 2020 



	
	Implementation of plan, fulfil the food and beverages needs of every attendee

	Planning:

· To coordinate with other managers and all the staff members to organize the event 
· To satisfy the guests from high quality food and beverages
· To serve fresh food and right time


	Organising:

· Organize the food and beverages at event day
· Serve the right amount of food

	Managing:

· Management of event activities.
· Food processes
· Serving on tables
· Manage cleanliness





	Marketing: 


· Marketing posters are displayed at tables 
· Content from event is uploaded on website




	Technical:

· All arrangements are ready
· All sections are filed with requirements.
· Responsibilities are clear
· Timely serving of fresh food


	Problems/Resolution Action Plan:


· No issues



	Focus for the Week: 

· This week is focused on execution of plan and managing event activities
· Food must be fresh 
· Serve food on time 
· Avoid excessive consumption 
· Attendees satisfaction 
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	Week 6
	Monday August 24th, 2020 


	Target
	Organize Event

	Planning:

· Summarize the food and beverage expense of the event
· Collect the event highlights
· Collect report form each of the team member
· Collect report from hotel management 
· Finalize the financial report of food and beverage department 
· Finalize the event report 
· Plan to deliver the event report to main stakeholders including event sponsors 


	Organising:

· Organize reports of the event
· Include the event manager in finalizing reports   
· Organize the financial report with the help of financial manager
· Pay all of the extra expenses (if remaining)
· Summarize the whole event along with its preparations in the form of a document and deliver it to the event sponsors


	Managing:

· Manage the event reports
· Have an ending meeting with the team members 
· Summarize the event and get feedback on food and beverages
· Deliver attendee’s feedback to the major stakeholders
· Manage and formulate the final event report


	Marketing
· Publish the photos and videos of served dinner on website 


	Technical:
· Asist the team in formulating closing reports
· Dealing with hotel management staff
· Collect reports and bills from hotel 
· Formulate the final report with statistical analysis of the event success

	Problems/Resolution Action Plan:

· As the last week, it needs to be finalizing week 
· Need to resolve the problems and issues of the team with collaboration
· Need to fulfil all of the pending payments and dues
· Help to resolve problems in F&B data (if any)
· Need to discuss the success of the event
· Analyse the event success through statistical analysis
· Event publication at different forums need to have a track for future correspondence for further charity collection

	Focus for the Week: 

· Organize reports
· Do statistical analysis of event success
· Closing with hotel management
· Report to the sponsors
· Motivate team and appreciate their efforts
· Finalize the payments and dues and close the event
· Final meeting with the team with closing remarks






	Student Signature:

Rumen Grozdanov
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Date:
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Appendix 


Event: Charity dinner to build a hospital in Abuja, Nigeria South Africa 


Location/Site: London Marriott Hotel County Hall 
Organizers: 


 Team: 


  Member 1: 
  Name: 


  Responsibility: Event Management 


  Position: Event Manager 
  Member 2: 


  Name: 


  Responsibility: Financial Management 
  Position: Financial Manager 


  Member 3: 
  Name: 


  Responsibility: Marketing 


  Position: Marketing Manager 
  Member 4: 


  Name: 


  Responsibility: Coordinate and Organize Food and 
Beverages 


  Position:  Coordinator F&B 


Sponsors:  


MAP International (International organization that provides 


healthcare facilities and medicines to the people in need. The 


organization initiated to build a hospital in Abuja, Nigeria South Africa) 
Task Distribution 


 Member 1: Event Manager 


Week 1: (Communicate with sponsors and decide over the main 
theme and budget for the event) 


Week 2: (Estimation of required infrastructure) 


Week 3: (Divide the event in smaller portions) 
Week 4: (Communicate and decide over major speakers) 


Week 5: (Organize Event) 







Week 6: (Sum up the reports and finalize the report for sponsors 
and main stakeholders) 


 


Member 2: Financial Manager 
Week 1: (Estimation of total available Resources) 


Week 2: (Cost Estimation) 


Week 3: (Feasibility Analysis) 
Week 4: (Cost Distribution) 


Week 5: (Charity Collection) 


Week 6: (Summed up and reported to the organization) 
 


Member 3: Marketing Manager 


Week 1: (Analyse the possible marketing Platforms) 
Week 2: (Strategic marketing plans) 


Week 3: (Design invitations, flyers and advertisements) 


Week 4: (Send Invitations, run advertisements and resolve 
communication issues) 


Week 5: (Register charity members and make a log) 


Week 6: (Closing and Final Report) 
 


Member 4: F&B coordinator 


Week 1: (Analyse Target Audience) 
Week 2: (Estimation of attendees, required food and beverages) 


Week 3: (Communicate with other team members) 


Week 4: (Communicate with Hotel management, suppliers and 
vendors) 


Week 5: (Implementation of plan, fulfil the food and beverages 
needs of every attendee)  


Week 6: (Closing and final report) 


Number of presenters: 8 (including the Chief Guest) 
 


 


 
 


 







 
 


 


 
 


 


 
 


 


 
Invitation Letter 


Good deeds always resonate in the hearts of generous and noble 
people. In our time, charity is becoming the source that allows people in 


need of help to save health and even life. When sympathetic people unite 


in an effort to help, especially those who are in the need of that, the 
result is always beyond expectations. Now the people in South Africa 


are suffering from poor medical conditions and they need help to build 


standardized medical facility. A poor medical condition does not allow 
the patient to recover from illness. According to WHO, many women in 


that area died during pregnancy because of limited facilities. Building a 


hospital is the only way to complete long-term treatment successfully in 
South Africa and to give that people a chance to survive from illness.  


On September 16, at 18.00, we invite caring people to spend two 


or three hours in a friendly, cosy atmosphere at the traditionally 
generous table for which the London Marriott Hotel is famous. The 


evening is organized by the cultural and charitable foundation "------" for 
targeted fundraising to build a hospital in Abuja, Nigeria South Africa. 


By paying for a ticket to the charity evening "The Path from Heart to 


Heart to the Land of the Soul", each of our guests will show mercy and 
generosity, will contribute to the treatment of patients that are waiting 


for medical aid. 100% of the ticket price for this event will be directed to 


build a hospital in Abuja, Nigeria South Africa. 


  







Meeting Minutes 


Attendees: Event Manager, Financial manager, F&B Coordinator, 


Marketing Manager 


Agenda:  


• Strategic planning of event 


• Theme discussion 


• Resources and requirements 


 


Action items Owner(s) Deadline Status 


Team Selection All 17/08/2020 Marketing Team, Management 


Team, Financial Team, F&B 


Team.  


Theme All 17/08/2020 All to decide theme of Charity 


Dinner 


Coordination 


channel for 


requirements and 


discussion 


All Continuous Organizational ticket panel will 


be used for routine coordination 


and call will be made for 


emergency contact.  


Resource 


allocation to each 


manager 


Financial Team Continuous  


 


On-going, maintain contact with 


groups and assure attendance 


    


 







Meeting Minutes – August 17 


Attendees: F&B Coordinator, F&B Team, and event management team.  


Agenda Items 


General Planning and Team Responsibilities 


Discussion 


• General introduction of the team members and charity dinner event.  


• Communication of hierarchy within the team and channel of coordination with the 


F&B Coordinator.   


• Allocation of responsibilities to each team leader. 


• Coordination with the other teams for coherence in event theme management.   


Action items Owner(s) Deadline Status 


General 


introduction of 


Charity dinner 


event  


All Single time 


information 


Complete 


General 


introduction of 


teams and event 


manager 


All Single time 


information 


Complete 


Team coordination All Continuous  


 


Team will coordinate with their 


leaders and supervisors and they 


will directly be monitored by 


the Event Manager 


Allocation of 


responsibilities 


Management Team 


leaders 


Continuous  


 


Teams are directed by the 


supervisors and they will be 


getting instructions from Event 


Manager  







Coordination with 


other teams 


Management Team 


leaders 


Continuous  


 


Continuous coordination of 


team leaders with the other 


teams for better execution of the 


plan.  


Meeting Minutes – August 30  


Attendees: F&B Coordinator, and F&B supervisors.  


Agenda Items 


Finalization of menu and food processing procedures.  


Discussion 


• Main course is discussed, and different options are considered.  


• Finalization of the food procurements as per the guest invitations.  


• Management procedures of meal presentation and handling.  


• Finalization of dinner menu and timeframe for each subevent.   


• Finalization of the critical responsibilities for supplies handling.   


Action items Owner(s) Deadline Status 


Menu finalized               All Complete Menu is decided by the 


F&B coordinator in a 


meeting.   


Procurement plan                All        04/09/20 Coordination with teams 


to make clear 


proceedings.  


Event planning and 


dinner presentation 


        F&B Team        04/09/20 Complete   


Team Brief Meetings 


covering dinner menu 


and supplies 


responsibilities 


F&B Team Complete Complete 







    


 


Meeting Minutes – September 4  


Attendees: F&B Coordinator, and F&B Teams.  


Agenda Items 


Final clearance and finalization of event food and beverage stocks  


Discussion 


• Finalization of event proceedings, dinner presentation, menu, supplies, preparations, and 


F&B management.  


• Development of common theme of all operations linked with the charity donations for 


hospital construction.  


Action items Owner(s) Deadline Status 


Finalization of event 


proceedings and menu 


details.  


              All Complete F&B teams will execute 


the plan according to the 


procedures.   


Common theme for 


the whole setup   


              All Complete Food presentation is 


according to the theme 


of the charity dinner.   


Finalization of event 


F&B procedures 


All Complete Event procedures are 


complete and discussed 


with the F&B 


Coordinator.    
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