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Manager’s Mid-Day Procedures
· Ensure Cleaning lists are being completed
· Ensure all prep is completed, if not, have staff prep necessary items
· After lunch business has slowed, cut appropriate labor
· Complete Manager’s checklists 
· Perform Mid-Day Bag Audit
· Complete Waste Sheet for Lunchtime waste
· Ensure Ice Machine is topped off
· Ensure Tea urns have appropriate amount of tea for night business (Make more if necessary)
· Complete Vendor Orders by 4PM
· Change out 3 Compartment sink
· Replace sanitizer in bottles and buckets with “fresh” sanitizer
· Follow up on any outstanding notes or phone calls in Manager’s Log Book
· Conduct any interviews between 2:00 and 4:00 pm
· Run “Sales Report” and distribute credit card tips to AM server(s). 
· Ensure Incoming servers are set up. (Tables bussed, oranges, limes cut, etc.)
· Set up incoming Guest Service Tab and ensure “Server Bank” is correct
· Review with PM Manager any ongoing issues
· Incoming private parties		
· Order discrepancies
· Staffing Issues				
· Stock Shortages
· Verify Men’s and Women’s restrooms are clean
· Meet with Kitchen staff for any food issues or concerns
· Change TV’s to appropriate volume and channels for dinner business
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