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TVL FOOD AND BEVERAGE SERVICES – GRADE 12 
 
Name: ______________________________________ Date: ____________________ 
 
Grade: ______________________________________ Section: ___________________ 
 
 
Quarter:   II   Week:   12   SSLM No.   1   MELC(s): Seat the Guests 

Ø Objectives: 1. Determine the correct procedures of laying a table napkin on the  
            guest’s lap; and 

2. Apply the best procedures when offering and serving complimentary 
beverage and bread to the guest. 

Ø Title of Textbook/LM to Study: TVL-HE Food and Beverage Services Q2 LAS 2 
Ø Chapter: None Pages: None Topic: Laying of table napkin and serving water to the 

 guests. 

 
 
 
 

LAYING OF TABLE NAPKIN AND SERVING WATER TO THE GUEST 

 It is a privilege to serve our guest from the moment they entered the restaurant to dine. 
But it is always a very memorable experience that your guests would appreciate how you have 
served them during their stay to dine in their chosen restaurant where you work and would 
thank you for being professional. Today, you will learn how to lay a table napkin on the guest’s 
lap and serve them water as they wait for their meal. 

A. Unfolding of Table Napkin 
When the guests are seated, the FBSA or waiter may unfold the table napkins and 

gently place them each on the guests’ laps without touching any body part of the guests. 

How to lay table napkin on guest’s lap? 
1. Stand far enough to be heard on the right side of the guest. 
2. Ask the guest’s approval to lay the table napkin on his or her lap. “Excuse me 

Ma’am/Sir. May I lay the table napkin on your lap?” 
If the guest says, “Yes”. Gently get the table napkin from the table and unfold 

it. Hold one tip of the table napkin and say, “Excuse me Ma’am/Sir” then, gently put it 
on the guest’s lap without touching any guest’s body part. 

If the guest says, “No”. Do not insist and say, “Okay Ma’am/Sir” with a smile. 
Some guests prefer to lay the table napkin on their own lap. If this gesture seems 
uncomfortable for the guest, just place the table napkin on the hand rest of the chairs 
if any. 

B. Serving water or complimentary drinks and bread 
While waiting to take the orders, water or complimentary drinks and bread may be 

offered to the guests. 

Let Us Discover 



 

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

How to serve water? 
1. Prepare a pitcher of water. If necessary, wrap it with clean cloth to avoid water spillage 

especially when it contains cold water. 
2. Get an extra clean cloth or table napkin and fold it into half. Hang it on your right wrist. 
3. Carry the pitcher of water by the right hand, stand at the right side of the guest and 

say, “Excuse me Ma’am/Sir. Here’s your cold and refreshing water. May I pour it in 
your glass?” After the guest says, “Yes”, pour the water slowly and carefully into the 
water goblet. 

4. Remember to avoid water spillage. If in case you spill water on the table or on the 
guest, apologize to the guest by saying, “I’m sorry Ma’am/Sir”. If necessary, you may 
offer assistance or lead the guest to the comfort room. Never allow the guest to leave 
the restaurant with bad impression. 

5. After pouring water on the water goblet, excuse yourself by saying, “Excuse me 
Ma’am/Sir” 
Note: Do not forget the 3-minute check. This means that from a distance, you have 

to check every after 3 minutes if you need to refill the water with water or other 
beverages. You will only stop refilling once the guest says so. 

How to serve complimentary drinks? 
a. Stand at the right side of the guest and offer the complimentary drinks. 

Example: 
Waiter: “Excuse me Ma’am/Sir. We have complimentary drinks. Orange juice and 

mango juice are available.” 
Guest: “Orange juice please.” 
Waiter: “Yes Ma’am/Sir. I’ll be back with the orange juice. Excuse me.” 

b. With the complimentary drink requested by the guest, stand at the right side of the guest 
and say, “Excuse me Ma’am/Sir. Here’s your Orange Juice. Enjoy you drink”. IF the 
guest thank you, you may say, “You’re welcome Ma’am/Sir”. 

c. Always remember to respond to the guest with a smile at all times. 

How to serve bread? 
Fine dining restaurants offer complimentary bread or other food available 

depending on the restaurant’s standard. 
a. Prepare a basket with enough bread with a tong. Breads usually served in different 

kinds depending on the restaurant’s standard. If tong is not available, you may use a 
serving spoon and fork to hold and transfer the bread later on the bread plate. 

b. Stand at the left side of the guest where bread plate is placed. 
c. Offer the bread to the guest. 

Example: 
Waiter: “Excuse me Ma’am/Sir. We have complimentary bread. We have available 

monay bread and pinagong bread Which one would you like Ma’am/Sir? monay 
bread or pinagong bread?” 

d. After the guest chose a bread to be served, you may say, “How many Ma’am/Sir?” 
e. Serve the bread on the bread plate depending on the guest’s request. Use bread tong 

in serving. 
f. Before leaving, you may say, “Enjoy your bread Ma’am/Sir. Excuse me.” 
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ACTIVITY 1: I GOT THIS! 
Directions: Read the statement carefully. Write the word YES if you agree and NO if you 

don’t. Write on the space provided. 
  1. When laying a table napkin on customer’s lap, always do it on the right side the 

moment the guest has sat down. 
  2. Carry the pitcher of water by the right hand, stand at the right side of the guest. 
  3. The 3-minute rule explains that after 3 minutes, you have to stop refilling water or 

complimentary drink. 
  4. Stand on the right side of the guest when serving a complimentary bread. 
  5. Use a serving plate when serving complimentary bread. 

 
ACTIVITY 2: YOU THINK SO? 
Directions:  Analyze which among the selection is appropriate. Choose the correct answer. 

Write on the space provided. 
  1. After the guest has taken the seat, offer a:   

a. menu   b. table napkin  c. water 
  2. Pour water carefully on a clean: 

a. cup   b. goblet  c. mug           
  3. Offer to the guest: 

a. cake   b. soft roll bread c. pizza 
  4. When serving the guest always wear your: 

a. apron   b. uniform  c. smile 
  5. When leaving the guests, you say: 

a. Excuse me  b. Thank you  c. You’re welcome 
 
 
 
 
THIS IS IT! 
Directions: Read the situations in the boxes. Choose the correct application/s or possibilities. 

Encircle the correct letter. Justify the option you chose and write your answers in 
a separate sheet of paper. 

SITUATIONS APPLICATIONS/POSSIBILITIES 

1. A couple celebrating their 
Anniversary. You asked 
permission to put the table napkin 
on her lap. She refused. 

a. Explain to the guest the importance of laying the 
table napkin 

b. Inform the guest that it is part of the service 
protocol 

c. Acknowledge the guest’s decision 
2. You want to offer the guests 

complimentary drink while waiting 
for their order to arrive. 

a. Orange Juice or Hot Tea  
b. Apple Juice or Iced Tea 
c. Mango Juice or Tequila 

Let Us Try 

Let Us Do 
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3. You want to offer the guests 
complimentary bread while 
waiting for their order to arrive. 

a. Foccacia Bread or Mousse 
b. Soft Roll Bread or Egg Pie 
c. Wheat Bread or Rye Bread 

4. The guest has started eating his 
meal. His glass is already empty. 
He needs to drink right away. 

a. I will wait for the 3-minute check rule 
b. I will immediately pour the water 
c. I will ask first if he wants to drink water 

 
 
 
 
 
 
 
FILL IN THE BLANK! 
Directions: Read the statement carefully. Fill in the blank the correct answer. 

1. Ask the guest’s _______________ to lay the table napkin on his or her lap. 
2. When pouring water, get an extra clean cloth or table napkin and fold it into half. Hang it on 

your left _______. 
3. Remember to avoid water spillage and never allow the guest to ______ the restaurant with 

bad impression. 
4. Serve the bread on the ______________ depending on the guest’s request. 
5. Always remember to _________ to the guest with a smile at all times.    
 
 
 
 
 

 
 

THIS IS IT! Rubric: 

Criteria 5 points 3 points 1 point 
Manner and 
conduct of 
seating the 
guests. 

The manner and 
conduct of seating 
the guest or turnover 
of guest to the 
captain waiter was 
evidently complete 
and proper. 

The manner and 
conduct of seating the 
guest or turnover of 
guest to the captain 
waiter was proper but 
insufficient. 

The manner and 
conduct of seating 
the guest or turnover 
of guest to the 
captain waiter was 
not proper and 
lacking. 

Dialogue with 
the guest/s. 

Speaking with the 
guest/s is consistent, 
respectful and 
suggestive. 

Speaking with the 
guest/s is inconsistent 
but respectful and 
suggestive. 

Speaking with the 
guest/s is 
inconsistent and 
needs improvement. 

Score:    

 
 

Let Us Apply 

Rubrics 
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CG TLE Food and Beverage Services: Code: TLE_HEFBS9-12GO-IIc-d-2 pages 17-18 
TVL Food and Beverage Services 12 Learning Activity Sheets 2. Seat the Guests. Delco, 
et.al, pp. 1-32. 
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