[Restaurant name]
Pre-Shift Meeting Sheet
Date: ________________________________________
Shift: ________________________________________
Manager on duty: ________________________________________
Chef or kitchen lead: ________________________________________
Tonight
Covers booked: ________________________________________
Large parties (time, size, section): ________________________________________
VIPs, regulars and occasions: ________________________________________
Events or weather that change the night: ________________________________________
Menu
86'd or limited items: ________________________________________
Specials (name, price, how to describe it): ________________________________________
Allergens in the specials: ________________________________________
Wine, beer or cocktail to feature: ________________________________________
Floor plan and stations
	Section or station
	Name
	In time
	Break or cut order

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 



One focus for this shift
________________________________________
Why it matters: ________________________________________
Recognition
Who, and for what: ________________________________________
Housekeeping
☐  Everyone clocked in before the meeting
☐  Uniform check
☐  Staff asked about allergies and menu questions
☐  Announcements (schedule, training, policy)
Notes for the next shift
________________________________________
________________________________________
Starting draft from Back of House Ops (backhousehr.com). Edit it to fit your restaurant. It is not legal advice.
