MANAGER CLOSING DUTIES



	STAFF CHECKLIST
· Busser Station closing / daily duties completed, initialed and dated.

· Bar Station closing / daily duties completed, initialed and dated.

· Hostess closing / daily duties completed, initialed and dated.

· Server Side-work completed, closers checked and side-work cards returned to front desk.

GENERAL CHECKLIST
· All Staff is clocked out … run a pre-close report in micros

· All silverware is sorted, cleaned and restocked.  Communicate w/Bqt.

· All booths are wiped down and clean

· Oak Room left unset, TWR and WR are reset w/silverware, plate & wine glass

· All dirty linen is downstairs

· Dish pit is organized, clean, and broken down. No more than 2 bus tubs of glass

· All candles are out

· All chairs are up (except Monday & Tuesday)

· Wednesday – all booths up, bar chairs up

· Direct a proper reset after Rm C events (tables, linen, chairs & vacuum!)

· If room C event, HVAC, lights, trees & lights off.

· If daytime event in DR tomorrow, set per sales managers direction

CASH OUT REMINDERS
· Cash out all servers/bartenders

· Double count all money coming in and going out during cash-out

· Gift Tender/Sold, House Charge, Comp and Coupons accounted for and separate from work.

· Birthday coupons filled in by servers

· Regular coupons initialed by manager

· Room C / Banquet Events are attached to banquet sheets and separate from work

· Cash out sheet is filled in entirely and initialed

· Run report and double check cash out sheet totals

· All money is counted by denomination and paired with calculator printouts to confirm

· Drop work, report, beige box money and bar money into the safe

· Closing manager is accountable for discrepancies

FINAL WALKTHROUGH
· All basement and office lights are off including coolers, freezers, boiler room

· All kitchen lights are off

· All banquet & dining room lights are off including Wine, Tower, Oak rooms, Specials table

· Bathroom lights are off

· Oak room heat off (if on in winter)

· Dining Room and lobby HVAC turned off, double check ballroom HVAC

· Coffee machines, heat lamps, dishwasher, ovens and stoves are off

· Music is turned off, double check ballrooms

· All doors are locked, double check “office” entrance

· Wine room painting and fan is off

· If winter, leave entrance heater on, turn ladies room heater off

FINAL CLEANING

· All server sections are hokied (chairs moved, booths pulled out)

· Busser station is swept & mopped

· Bar is swept & mopped, trash removed

· Lobby is swept & mopped, trash removed (lobby mop after all guests are gone)

· Bathrooms are cleaned, trash removed
· Banquet lobby is cleaned
LOOKING AHEAD

Any servers have a bad night / good night or large party?  Add to notes below

Any breakfast events tomorrow?  Have the lobby, bathrooms and entrance presentable.

Reservations tomorrow … any need to cut / add staff?

NOTES: (Issues w/guest or staff, good or bad. Rm C notes or general “FYI”s)
.


	UPON COMPLETION

· Monday

 Mngr ________  date _____
·   Tuesday

 Mngr ________  date _____
· Wednesday

 Mngr ________  date _____
· Thursday

 Mngr ________  date _____
· Friday

 Mngr ________  date _____
· Saturday

 Mngr ________  date _____
· Sunday

 Mngr ________  date _____

“Opportunities are usually disguised as hard work. That is why not all people recognize them.”




