Manager Office & Micros Closeout Procedures

1. Close out the bar drawer.  Run a report and re-balance the drawer.  This should be done by the manager, not the bartender.  Initial a calculator tape with the amount in the drawer.  Fill in the bar info on the cash out sheet like you would with a server.

2.
Count the change box in the safe, initial and date the amount

3. Run the Pre-Close report from the reports menu on the computer
S T O P !   Do steps 4 & 5 before step 6

4. Check to make sure there are no open checks on the reports, if so go and close them out now and then go back to step 3
5. Check to make sure everyone is clocked out on the reports, if not, clock them out now.

6. Run the DAILY SALES REPORT and close out & balance the cash for the day.  

7. Batch out the “taste of independence” terminal and staple the print out to the green cash out sheet.  (do this even if there were no “taste of independence” sales)

8. Check over the afternoon and evening time-card report to verify correct times and to make sure everyone is punched out.  We do this to keep payroll in line.  (Go to the Reports Icon then click on the Reports folder, then click on the Labor Icon, then click on the “Employee Time Card And Job Detail”, then click next, then click preview, then using the Page Up & Page Down keys, look through the time cards for errors, write them down on a piece of paper as you go, then Close out and exit the program and go to the Payroll Processing Icon to adjust whatever time cards you need to.)

9. Fill out the Weekly Sales & Labor Report on the clipboard.

10. Add up all the columns on the cash-out sheet (cash in, due back, gift tenders, gift sold, house chg’s & coupons)

11. Fill in the Total cash due from the payouts, subtract any pay outs and figure out what the Actual Cash Due should be.

12. Take the total from Cash Turn-In minus Due Back.  If this total matches the Actual Cash Due, then you are sittin’ pretty, if not there is either a servers cah turn in missing or the cashier filled in something wrong.  

13. Count your cash, if this is within $3-$5 of the Actual Cash Due, your cash is correct, the cashier can go home.  If not, the cashier collected the wrong amount or paid out the wrong amount.

14. Count your gift tenders, they need to match the report and the added column of the cash-out sheet.  Do the same for gift sold (make sure white copy’s are correct and present.  Count the House Chg’s and Coupons.

15. Wrap up the money, work and any other information for the office and drop it in the bottom secure safe.  Make sure it drops.

16. Fill out the Manager Red Book with pertinent daily information.

17. Make sure any new paperwork or new hire information is filled out & filed properly.

18. Clean up the office, leave it clean and organized for the next shift.

19. Have a damn good evening, and sleep well.

