[image: image1.jpg]MLY

INVESTMENTS, LLC




Manager Opening Checklist
Date: ____________________

Manager:  ____________________

Today’s Projected Sales $__________
Today’s Projected Labor __________%
Upon Arrival – Complete by 8:30am
_____Walk Through Store, Note Problems from Last Night’s Close in TEAMS
_____Spray for Bugs (if necessary)

_____Complete Daily Sales Summary and Upload Receipts
_____Check Temps on all Refrigerators and Freezers
_____Make Sure Retail Freezer is Stocked, Organized and Clean
_____Check Meat, Veggie Burgers, Chicken Breasts, Hot Dogs, and Chili are thawed

_____Check Strawberries and Pineapples are thawed
_____Check Bananas, Milk etc. (Place Instacart Order)
In the Office – Complete by 9:00am
_____Read TEAMs from prior day and catchup on emails
_____Check Voicemails and Clock Outs
_____Complete Lineup Board (Enough People Scheduled?)
_____Assign Daily Cleaning Tasks
_____Complete Prep Lists for Opening Team
_____Count Drawers to $200, Assign to Terminals, Count Petty

_____Complete Change Order (Wednesday and Thursdays)
_____Turn on Music, Set to Proper Volume & Station
_____Set Thermostat Appropriately
On the Floor – Complete by 10:00am
_____Check All Interior Lights, Turn on Photo-Eye (Properly Functioning?)
_____Sanitize and Prepare Custard Machine, Start Custard at 10am
_____Assist Opening Team in Completion of Cold Line & Hot Line Checklists
_____9am/10:20am Temps Complete (or started)
_____Verify Opening Checklist Completion
_____Do Parking Lot Sweep
_____Make Sure All Employees Meet Uniform Standards
_____Make Sure All Signage is Current, Looks Great, and Properly Functioning

_____Make Sure Cashier has Drive-Thru Headset on by 10:25am

_____Conduct Pre-Shift Meeting(s)

On the Floor – Complete by 10:30/11:00am
_____Unlock Front Doors 
_____Complete AM Readiness Report 

Notes:

