
 

Guide to Running a Successful  

Melbourne Food and Wine Festival Umbrella Event  

1. Write a budget and stick to it; 

2. Understand the guest expectations of the event;  

3. Ensure a professional and high level of hospitality; 

4. Remember communication is key; 

5. Plan for the practicalities – be organized; 

6. Ensure you not only have great staff but adequate staffing levels; 

7. Celebrate Melbourne Food and Wine Festival! 

BOOKINGS 

• Have a phone number that people can call for bookings and enquiries; 

• When the phone is unattended have an answering machine message detailing that 

people can leave a message for enquiries for your event; 

• Call enquiries back within 24 hours; 

• Ensure anybody answering the phone is familiar with your event and can answer any 

questions possible attendees may have; 

• Take a name and contact number for any bookings; 

• Some events take credit card numbers at time of booking for full payment or a deposit; 

• Advise guests if they will be sent tickets or if their name will be on a guest list on the day; 

• Record any dietary requirements of guests in advance so this can be catered for on the 

day; 

• Advise guests of nearby parking facilities, if required; 

• Call all guests to confirm event details and attendees a day or two day before 

(remember some guests may have booked three months prior to the event); 

• If your event becomes sold to capacity, start to take a waitlist in case of cancellations; 

• Remember to advise the Festival office once your event becomes SOLD OUT so we can 

update this on the Festival website; 

• If you have had an overwhelming response to your event, you may consider running it 

again on another day (again be sure to advise the Festival office so that we can add this 

to the Festival website). 

ARRIVAL 

• Have a guest list/booking list handy at any entrances to manage arrivals; 

• Have staff waiting and ready to greet guests as they arrive, welcoming them to your 

event as part of Melbourne Food and Wine Festival; 

• Advise guests of amenities such as location of cloakroom or toilets; 

• Where possible let the guests know what the format of the event will be so they know 

what to expect; 

• If guests have allocated seating be sure to take guests to where they are sitting; 

• If appropriate, offer a drink to guests once they arrive and before the event starts; 

• Start your event at the advertised start time; 



• Where possible it is great to have an MC or host for the event who can inform the guests 

how things are happening and keep the event running to schedule; 

• If possible, be flexible with seating arrangements if guests want to change seats; 

• Develop an event schedule for the event and ensure all staff are briefed fully on the 

event and what the experience will be for the guests. 

THE EVENT 

• Follow the event schedule to ensure your event runs to time and staff know what to do; 

• Communicate any delays, changes, etc to the staff so that they are aware and can 

communicate to guests if necessary; 

• If there are any changes to what has been advertised, menu or wines being served or 

guest speakers, ensure this is communicated to guests as soon as appropriate; 

• For events where food and wine is being served offer an explanation or description of 

what is being served; 

• Ensure staff know what they are serving so that they can answer any questions; 

• Where appropriate, it is great to have the chef come out and speak to the guests about 

the food and also, a sommelier about the wine; 

• Do a taste test of the menu before the event day to evaluate the dining experience for 

the guests, is the food quantity too much or too less, do the wine matches work, does the 

flow of the menu work?; 

• Ensure you have an adequate supply of water, as this is often the first thing to run out on 

a hot day; 

• Are you able to cater for guests with dietary requirements, ensure staff and chef are 

briefed of requirements and know who the guests are; 

• Are you able to cater for guests who require accessibility assistance, this could be 

wheelchair access, space to navigate between tables, accessible toilets, captioning on 

film presentations for hearing impaired, menus in large print for visual impairment.  Be sure 

to advise staff of any guests who require assistance; 

• Where appropriate, print menus for your event and be sure to include the Melbourne 

Food and Wine Festival logo; 

• If your event is a tasting or class, print tasting notes or recipes and be sure to include the 

Melbourne Food and Wine Festival logo; 

• Monitor the temperature of the room to ensure it is not too hot or cold. 

 

DEPARTURE 

• Where appropriate, have the MC or host thank guests for coming and acknowledge 

everyone who participated in bringing the event together; 

• Say good bye and thank you to every guest as they leave; 

• Having someone to hold the door open as guests leave is a nice touch; 

• Do you have a flyer or collateral for guests to take home with them about upcoming 

events?; 

• If appropriate, offer to ring taxis for guests to get home; 

• Communicate to your guests that you are interested to hear their experience of the 

event; 

• Incentivize guests to fill out an event evaluation form before they leave to collect guest 

information and measure the guest satisfaction of the event, this will allow you to have 

follow up with the guests. 


