BAZIL MANAGER DAILY ROUTINE

Opening

· Turn on A/C or Heat, set to 72 degrees

· Review the Red Book for previous days notes

· Confirm staffing requirements for kitchen

· Confirm any large parties for the evening (check reservation book)

· Check and re-calculate if necessary daily projection

· Prepare & Post the Floor Plan for the evening

· Prepare Daily Hostess sheet

· Prepare Front desk Fair Table Seating Sheet

· Prepare Server Shift Meeting

· Count/confirm cash bank and bar drawer, take bar drawer to bar

· Bring Customer Survey Trays out to dining room

· Turn on dining room lights

· Turn on dining room music

· Check Men’s & Ladies restrooms for cleanliness and supplies

· Check to see the weekly chores progress for the week

· Do a walk-through of exterior of building (weeds, garbage, dumpsters, etc.)

· Do a walk-through of the dining room (tables, floors, walls, server stations, etc.)

· Do a walk-through of the kitchen, verify previous nights cleaning

· Kitchen Line Check

Dinner Hours

· Front desk always ready for the next table to be sat

· Front lobby always clean and organized

· Servers watching their stations

· Servers properly waiting on tables

· Food prepared properly

· Food garnished properly and perfect

· Food being run quickly

· Survey trays being used!!!

· Table visits by the manager

· Bar running quick and efficient and clean

· Exterior of building being maintained clean

· Ensure the back door is locked and secured

Closing

· Turn off A/C or Heat

· Update Red Book with any important notes for the day

· Count/confirm cash bank and bar drawer, cash out bar

· Do the nightly cash out

· Update the daily sales & labor clipboard

· Update the daily sales & labor month to date sales sheet

· Bring Customer Survey Trays back into the office

· Do a walk-through of the dining room (tables, floors, walls, server stations, etc.)

· Do a walk-through of the kitchen, all clipboards complete

· Turn off dining room music

· Turn off kitchen lights

· Turn off dining room lights

