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Manager’s Opening Procedures
· Pickup Deposit and Change Order from Bank on your way in
· Unlock back door
· Clock in (If required)
· Turn on kitchen lights in Kitchen
· Retrieve key for Walk in Cooler and Outside Storage Sheds and unlock them
· (Put key back in its place)
· Check in and put away any and all deliveries before start of business
· Retrieve Bank bags from storage area
· Turn on Frozen Drink Machine
· Start Tea Brewing Process
· Check Ice Machine (s) and fill if necessary
· Check Air Conditioners/Heaters are set at correct temperatures
· Turn on additional fans if required
· Turn on dining room lights
· Turn on TV’s
· Turn on Patio Lights
· Turn on Patio TV’s
· Unlock Access to Backyard Door
· Finish Tea Brewing Process
· Check to ensure all Tables and Chairs set in proper place
· Perform Equipment Temp Checks
· Be certain there are no staffing issues
· Read Manager’s Log Book-REACT
· Check “Day of the Week Guide” for all and orders needing placed and deliveries schedules for the day
· Break down all boxes before taking to trash area
· Set up Cash Registers with appropriate amount of cash 
· Guest Service ‘Cash Tab’ and Bank
· Assign cash drawers
· See Covid-19 Procedures and follow guidelines
· Check Floor for General Cleanliness-Note Any issues in Manager’s Log
· Check Kitchen for Cleanliness and check Par Levels
· Check Drink Stations are set up and clean
· Verify any out-of-stock items and communicate with staff
· Check Men’s and Women’s restrooms- verify clean mirrors, spotless sinks, commodes and floor, stocked with soap, toilet paper and paper towels. Fresh smelling, use air freshener if needed
· Verify that all deliveries have been checked in and put away and any other orders needing to be placed have been done. 
· Fill 3 compartment sink
· Walk the parking lot to ensure there is not any trash that needs to be picked up or messes that need to be cleaned up.
· Complete manager’s checklists
· Unlock front door
· Turn on open sign by 11:00 am.  Walk through restaurant with the eyes of a customer
· Conduct a positive and informative staff meeting
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