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	Timeline checklist 6.6.1



CATERING AND MERCHANDISING – Setting up

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	SETTING UP
	Comply H/S
	
	
	

	CATERERS
	Set up area
	
	
	

	Catering Entrance
	Deliveries
	
	
	

	Catering Exit
	Area cleared
	
	
	

	ELECTRICITY
	See 6.2
	
	
	

	Power Generator
	Install/check
	
	
	

	Existing supply 
	Connect 
	
	
	

	Additional sockets 
	All Equip.
	
	
	

	LIGHTING
	See 6.2
	
	
	

	Security Lights
	Install/check
	
	
	

	Flood/search lights
	Install/check
	
	
	

	Work lights
	Install/safety
	
	
	

	-preparation/cooking
	Install/check
	
	
	

	-service/bar/other
	Install/check
	
	
	

	- storage area
	Install/check
	
	
	

	Signage Lighting -
	See 6.2
	
	
	

	-Exits
	Install/check
	
	
	

	-Entrances
	Install/check
	
	
	

	Emergency Evacuation
	Install/check
	
	
	

	-Non-Smoking areas
	Install/check
	
	
	

	-Smoking areas
	Install/check
	
	
	

	Merchandise Area
	Install/check
	
	
	

	WATER SUPPLY
	See 6.2
	
	
	

	Washing Hot/Cold
	Connect/
	
	
	

	Drinking Water
	Connect
	
	
	

	Hosing purposes
	Connect
	
	
	

	INFRASTRUCTURE
	See 6.2
	
	
	

	Pathways-permanent
	Check safety
	
	
	

	Screening
	Erect
	
	
	

	Zoned areas
	Erect/design
	
	
	

	MARQUEES/TENTS-see 6.2
	Food/Dining/Merchandise
	
	
	

	Grass Standing
	Natural/ laid
	
	
	

	Hard Standing
	Natural/laid
	
	
	

	Air conditioning
	Install
	
	
	

	Seating/Tables
	Position
	
	
	

	Heating
	Install
	
	
	

	Power Generator
	Install
	
	
	

	Corporate Hospitality
	Install area
	
	
	

	
	
	
	
	

	
	
	
	
	


Cont…

CATERING AND MERCHANDISING – Setting up

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	DÉCOR/THEME LINKED
	Erect/see 6.2
	
	
	

	Posters/artists/crafts
	Display
	
	
	

	Drapes-Fireproof
	Hang/position
	
	
	

	Floral Displays -
	Arrangements
	
	
	

	  - Fresh Flowers
	Position
	
	
	

	  - Artificial/silk
	Position
	
	
	

	  - Plants
	Position
	
	
	

	  - Table displays
	Arranged
	
	
	

	Table covers
	Laid up
	
	
	

	Tablecloths/napkins
	Theme/colour
	
	
	

	Staff uniforms
	Style/colour
	
	
	

	Other
	Set up
	
	
	

	STANDS/STALLS
	Erect/see 6.2
	
	
	

	Display Cabinets
	Erect/position
	
	
	

	Mobile Stands
	Position
	
	
	

	Tables- Chairs
	Layouts
	
	
	

	SOUND SYSTEMS
	Install/See 6.2
	
	
	

	Hi Fi Equipment
	Install
	
	
	

	AV Equipment
	Install
	
	
	

	Monitors
	Install/view
	
	
	

	Microphones
	Install
	
	
	

	Accoustics
	Install/check
	
	
	

	SANITARY FACILITIES
	Install/Erect
	
	
	

	Toilets/catering only
	Clean/Ready
	
	
	

	Portaloos
	Erect/Position
	
	
	

	Wash Hand Basin
	Kitchen/install
	
	
	

	Litter Bins
	Position
	
	
	

	Bin Bags
	Line Bins
	
	
	

	Disposable Towels
	Install/Fill
	
	
	

	Hand Driers
	Install
	
	
	

	Soap Dispensers
	Install/Fill
	
	
	

	Empties/cans/paper
	Install bins
	
	
	

	Waste Disposal
	Install
	
	
	

	FIRST AID / EQUIPMENT
	See 6.2
	
	
	

	First Aid Boxes
	In Kitchen
	
	
	

	
	Dining Areas
	
	
	

	
	Storage areas
	
	
	

	
	Merchandise
	
	
	

	
	
	
	
	


Cont…

CATERING AND MERCHANDISING – Setting up

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	FIRE EQUIPMENT-see 6.2
	Position
	
	
	

	Fire Extinguishers
	Position
	
	
	

	Fire Blankets
	Install/locate
	
	
	

	Signs Fire Exits
	Install
	
	
	

	Fire Alarms
	
	
	
	

	TELECOMMUNICATION
	Connect
	
	
	

	Landline Telephones 
	Public/staff
	
	
	

	Mobile phones 
	Staff
	
	
	

	EMERGENCY EQUIPMENT
	See 6.2
	
	
	

	Prep/cooking/dining/

shop/merchandise areas
	Install as

required for emergency 
	
	
	

	SPECIAL FACILITIES
	
	
	
	

	Ramps
	Install
	
	
	

	Wheelchairs
	Available
	
	
	

	High chairs babies
	Available
	
	
	

	SECURITY
	Install/locate
	
	
	

	CCTV
	Install/check
	
	
	

	Catering areas
	Install alarms
	
	
	

	Dining areas
	Install alarms
	
	
	

	Merchandise area
	Install CCTV
	
	
	

	STORAGE  & RESERVES
	Hire/sale-rtn
	
	
	

	Refrigerators
	Position
	
	
	

	Coolers/Ice Machine
	Position
	
	
	

	Food Stocks
	Delivered
	
	
	

	Bar Stocks
	Delivered
	
	
	

	SMALL EQUIPMENT 
	Hire/borrow/
	
	
	

	Crockery/china/glass
	delivered
	
	
	

	Disposables
	Delivered
	
	
	

	Menu Boards
	Delivered
	
	
	

	Cash Tills
	Delivered
	
	
	

	Computers
	Delivered
	
	
	

	Merchandise stocks
	Delivered
	
	
	

	Bar equipment
	Delivered
	
	
	

	Bar stocks 
	Delivered
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