MANAGER OPENING CHECKLIST


	FRONT DESK
· Reader boards up to date and clean.
· Sections determined and mapped out.
· Special reservation requests reviewed and managed.
· Bathrooms, lobby and banquet lobby clean
· Lobby tables and chairs organized and clean

· Roses prepared for the evening.

· Specials table ready and special entered into the computer

· Host/Hostesses in dress-code and ready 15 minutes prior to opening.

DINING ROOM FLOOR
· All tables set for proper guest total
· Fried Spaghetti on all tables

· Candles lit 

· All tables and booths clean, centerpieces stocked, clean and set correctly
· All side stations properly stocked and clean
· Dessert tables prepared and nicely arranged (height/symmetry/candle) 
· Holiday announcements on each table
· Busser station stocked (linen, rolls, dipping plates, oven / warmer on, take-out items)

· Servers and bussers in dress-code and ready 15 minutes prior to opening.

BAR
· Glassware and Inventory stocked.
· Register on with cash counted and detailed on checklist
· Ice-bins full
· Bar chairs straight, bar surfaces clean.
· Tall bar tables arranged, chairs straight, candles lit
· Bartender in dress-code and ready 15 minutes prior to opening.
KITCHEN
· Coffee machine on
· Cheese graters stocked and cheese in zip lock bag on the line (per Mario)
· Sections posted
· 86 board update with notes / 86 items
· Oak room heat off (if on in winter)

GENERAL
· Lights on and at correct levels
· Music on and at correct levels

· HVAC on and at correct levels

· Outside lobby organized and swept

· “Less than 10 minute wait / Banquet Parking” sign facing correctly

· Reservation report run and at front desk

· If Room C – lights, music, HVAC and a/v ready, menus printed on ivory paper

· Do we need parkers? (banquet or dr)

· Do we need a runner?

· Are we taking walk-ins? Time quoted?

· Server Meeting notes ready, server meeting @ 4:45pm then posted.


	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.”




After opening, flip this sheet over.  Your closing checklist is on the back.
