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TVL FOOD AND BEVERAGE SERVICES – GRADE 12 
 
Name: ______________________________________ Date: ____________________ 
 
Grade: ______________________________________ Section: ___________________ 
 
 
Quarter:   1   Week:   5   SSLM No.   1   MELC(s): Set-up Tables in the Dining Area 

Ø Objectives: 1. Identify standards of table set-up and procedure; 
2. Identify set covers of the basic table setting; and 
3. Explain basic rules for laying the tables. 

Ø Title of Textbook/LM to Study: TVL-HE Food and Beverage Services Q1 SSLM 3 
Ø Chapter: None  Pages: 12-22   Topic: Standards of Table Set-up 

 
 
 
 

STANDARDS OF TABLE SET-UP 
Dining room equipment and service ware make the server’s job easier and 

complement any decorations that are appropriate to the style of service.  

1. Completeness. All needed utensils such as tableware, glasses and other equipment are 
set up on the table prior to serving orders. If pre-set up is required, the additional cutleries 
are to be added to the set up once the order has been taken.  

2. Cleanliness and condition of equipment. All pre-set equipment must be immaculately 
clean, sanitized, wiped dry and free of spots or watermarks. There are no wobbly tables 
and chair. 

3. Balance and uniformity. There is even spacing to have balance in the set up. 
4. Order. All service equipment is place on the appropriate side of the cover. 
5. Aesthetic appeal. The whole set up looks presentable. No eyesore such as dirty linens, 

stacks of extra tables and chairs, are seen in the dining area. Appropriate centerpieces 
and other decors are used. 

6. Timeliness. Set- up completed on time at least 30 minutes prior to the start of operations 
or banquet functions. 

 
TABLE SET-UP PROCEDURE 

STEPS PROCEDURES RATIONALE/ADDTONAL 
INFORMATION 

PRE SET-UP 
(Before order is taken) 
A la Carte Breakfast 
1. Check the condition 

and cleanliness of 
all tables and chairs 

 

Observe the following: 
 
 
Tables and chairs are in their 
proper position and are aligned 
according to floor plan. 
 

 
 
 
This is important to ensure the 
safety of guests and to prevent 
accidents. Have damaged items 
replaced. 

Let Us Discover 
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2. Check the 
cleanliness and 
condition of service 
equipment before 
they are set up. 

All tableware, silverware and 
glasses are immaculately clean 
and free of finger marks and stains. 
There are no chipped wares. 

Dirty utensils can be a source of 
bacterial contamination. Damaged 
and chipped wares can cause 
accidents and should not be used. 

3. Set-up the 
placemats 

Place it at the center of the cover Make sure it is clean and free of 
foul odor. 

4.Collect all 
silverwares to be 
set up on the tables 

Place them in a bar tray or wrap 
them inside a clean cloth napkin. 
Never carry them with bare hands. 

This will protect the cutleries from 
bacterial contamination. Finger 
marks should also be avoided. 

5. Lay down the 
silverware on the 
cover. 

Place dinner fork on the left, dinner 
knife on the right. Hold them by the 
handle not by the tines. 

Place cutleries on the side where 
they could be conveniently 
reached.  

6. Set-up the water 
goblet. 

On top of the dinner knife, at a 
distance of ½ inch. Glasses and 
beverage items are to be set up on 
the right side to be conveniently 
reached by the guests. 

Handle goblets by the stem and 
tumblers by the base. 
 
 

7. Set up the folded 
napkins 

Position the folded napkin on top of 
the placemat or the show plate 

 

8. Set up the 
condiments 

Place at the center, beside the 
flower vase. 

This makes it more accessible for 
everyone in the table. 

9. Set up the bread 
plate 

Place on the left side of the fork 
when a square or a rectangular 
table is used or on top of the fork if 
a round table is used. 

Make sure the logo is positioned on 
the top at the center. 

10. Set up the cups 
and saucers. 

Place on the right side of the cover, 
with the handle of the cup 5 o’clock 
position. 

 

For Lunch/Dinner Same set- up as in breakfast except 
for the following modifications: 
No cup, saucer, sugar and creamer 
are to be pre-set on the table. 
These items will be set up before 
the coffee or tea is served (if coffee 
or tea is ordered).  

To avoid overcrowding the table, 
these should be set-up only at the 
end of a meal before coffee is 
served (if coffee is ordered). 
This will serve as under liner for 
starters like appetizers, soups and 
salads. 
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SET COVER OF BASIC TABLE SETTING: 

Table setting refers to the way a table is set with tableware for serving and eating. 

Basic or A La Carte Table Setup 
 

 
 
 

Russian Table Setup 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Flower Centerpiece 

Dessert Spoon 
(Note: You can 

also use Dessert 
Fork instead) 

Dinner Fork 

Bread Plate 

Salt and Pepper 
Shaker 

Water Goblet 

Dinner Knife 

Butter Spreader Base Plate Table Napkin 

Flower Centerpiece 

Sugar and Creamer 
Container 

Bread Plate 

Bread Knife 

Dinner Fork 

Fish Fork 

Salad Fork 

Dessert Fork 

Dessert Spoon 

Dinner Plate 

Base Plate 

Salad Plate 

Soup bowl with underliner 

Salt and Pepper 
Shaker 

Water Goblet 

Collins Glass 

Red Wine Glass 

White Wine Glass 

Coffee Cup 
with Saucer 

Appetizer Fork 

Soup Spoon 

Salad Knife 

Fish Knife 

Dinner Knife 
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American Table Setup 
 

 
 

Basic Rules For Laying The Tables. 
1. Table Linens are to be laid properly. A white cloth is preferred but not mandatory. 
2. Chargers or dinner plates should be placed on the table first. Chargers are decorative 

elements that are place under the plates to add color or texture to the table. 
3. Napkins should be folded elegantly and placed at the center of the dinner plate. 
4. Silverware. The first course will use silverware farthest from the diner plate, while the last 

course will utilize the silverware closes. Place all silverware one (1) inch from each other 
and the edge of the table.  

5. Knives. Set knives on the table to the right of the dinner plate. Only 1 knife is used in cutting 
meat. However, up to the three knives can be placed on the table in order of use. Blades 
should face inward towards the table setting. 

6. Forks are to be set to the left of the dinner plate in order of use. There are usually three; 
one for seafood, another one for the main course and one for the salad. When dining 
formally, salads are generally served at the end of the meal. Cocktail forks are placed on 
the right side. 

7. Spoons are set to the right of the knives in order of use. If there is a melon course, the 
spoon will be set closest to the plate with the soup spoon on the end. If there is a dessert 
spoon, it will be set above the plate. Coffee spoons are set on the saucer when time for 
dessert. 

8. Glasses are set above the plate to the right in order of use. From left to right; water glasses, 
red wine glass, white wine glass and champagne flute (if ordered). 

9. Dessert. Dessert plates and coffee or tea cups will be set out after dinner. If a fork is to be 
used with dessert, it will be placed on the dessert plate. A dessert spoon should be placed 
above the dinner plate. Coffee spoons should be placed on the saucer. 

10. Centerpiece – place at the center of the table to beautify the table setup. 
11. Salt and Pepper shaker – place beside the centerpiece. 

 
 

Table Napkin 

Flower Centerpiece 

Bread Plate 

Butter Spreader 

Dinner Fork 

Salt and Pepper 
Shaker 

Water Goblet 

Collins Glass 

Dinner Knife 

Soup Spoon 

Coffee Cup 
with Saucer 

Sugar and Creamer 
Container 
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FILL ME IN 
Directions: Fill in the blanks with the appropriate word or phrase that correctly fits in each of 

the sentences about table setting. 
1.     can be achieved if appropriate color combinations are used. 
2.     set-up completed on time at least 30 minutes prior to the start of 

operations or banquet functions. 
3.     of all needed utensils such as tableware, glasses and other equipment 

are set up on the table prior to serving orders. 
4.     can be achieved if all service equipment is placed on the appropriate 

side of the cover. 
5.     are to be set to the left of the dinner plate in order of use. 

 
 
 
 
 
WHERE DO I BELONG?  
Directions: Identify the place setting of each service equipment. Choose the your answers 

from the box. Write only the letter of the correct answer after each number. 
A. Fish Fork  
B. Fish Knife 
C. Salad Fork 
D. Base Plate 
E. Dessert Fork  

F. Collins Glass 
G. Water Goblet 
H. Appetizer Fork 
I. Butter Spreader 
J. Red Wine Glass 

K. White Wine Glass 
L. Coffee Cup with saucer 
M. Salt and Pepper Shaker 
N. Soup Bowl with underliner 
O. Sugar and Creamer 

Container 

Let Us Try 

Let Us Do 



 

6                                                                     GSC-CID-LRMS-ESSLM, v.r. 03.00, Effective June 14, 2021 
 

 

 
 
 
 

GIVE ME MORE 
Directions: Answer the following questions below in a separate sheet of paper. 
1. What are the basic rules for laying the tables of the following? Explain. 

A. Table Linens  D. Silverware  G. Spoons 
B. Chargers  E. Knives  H. Glasses 
C. Napkins  F. Forks  I. Dessert   

 
 
 
 
 
 

Give Me More Rubric: 
Criteria Very Good (5) Good (3)  Poor (1) 

a. Content 

Demonstrated an 
accurate and complete 
understanding of the 
question 

Demonstrate an adequate 
understanding of the 
questions 

Fails to address the 
question or 
inadequate or partial 
grasp or the question 

b. Organization Presents answers in 
well-organized manner 

Presents answers on a 
slightly organized manner 

Presents answers that 
are not well-organized 

c. Clarity Answers are clear Answers are somewhat clear Answers are not clear 
 
 
 

2.  

1.  

3.  

4.  

5.  

6.  7.  8.  9.  

10.  

11.  

12.  

13.  

14.  

15.  

Let Us Apply 

Rubrics 
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CG TLE Food and Beverage Services: Code: TLE_HEFBS9-12AS-Ie-f-3 
TVL Food and Beverage Services 12 Self-learning Module 3. Set-up Table in the Dining Area. 
Diotecio, et.al; pp.12-23. 
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