[Restaurant name]
Opening and Closing Checklist
Date: ________________________________________
Opening manager: ________________________________________
Closing manager: ________________________________________
Opening: front of house
☐  Clock in before starting any task
☐  Lights, music and thermostat set
☐  Dining room, entrance and restrooms checked and stocked
☐  Tables set; menus clean and current, with the allergen notice
☐  POS on, 86 list and specials updated
☐  Bar: fruit cut, ice, juices dated, glassware polished
☐  Host stand: reservations reviewed, floor plan set
☐  Pre-shift meeting held
Opening: kitchen
☐  Clock in before starting any task
☐  Hand sinks stocked; sanitizer buckets made and tested
☐  Walk-in and reach-in temperatures recorded: ______ / ______ / ______
☐  Equipment on: hoods, ovens, fryers, dish machine
☐  Deliveries checked in against invoices and put away
☐  Prep list written from pars; items labeled and dated
☐  Line set and tasted
Closing: front of house
☐  Tables, chairs and floors cleaned; restrooms checked
☐  Side stations broken down and restocked
☐  Bar wiped, bottles capped, perishables dated and stored
☐  Checkouts run; tips counted and split using the tip-out sheet
☐  Staff clock out after the tip count and side work, not before
Closing: kitchen
☐  Food cooled, labeled, dated and stored
☐  Walk-in and reach-in temperatures recorded: ______ / ______ / ______
☐  Line, flat tops, fryers and hoods cleaned to schedule
☐  Dish area cleared; machine drained; floors swept and mopped
☐  Trash and recycling out; back door locked
☐  Equipment and gas off
Closing: manager
☐  Cash counted, deposit prepared, safe locked
☐  Timecards reviewed; missed punches noted on time edit forms
☐  Minors clocked out by their legal end time
☐  Shift notes written for the next manager
☐  Final walk-through, alarm set, doors locked
Opening manager: ____________________________   Date: ______________
Closing manager: ____________________________   Date: ______________
Starting draft from Back of House Ops (backhousehr.com). Edit it to fit your restaurant. It is not legal advice.
