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Restaurant Info Sheet
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GENERAL INFORMATION

RESTAURANT NAME: BUSINESS TYPE:

CUISINE TYPE: YEAR ESTABLISHED:

OWNER NAME(S): GENERAL MANAGER:

LOCATION - CONTACT INFORMATION

STREET ADDRESS: MAIN PHONE:

CITY: SECONDARY PHONE:

STATE: EMAIL ADDRESS:

ZIP CODE: WEBSITE:

IMPORTANT BUSINESS DETAILS

BUSINESS LICENSE NUMBER:

HEALTH DEPARTMENT PERMIT NUMBER:

ALCOHOL LICENSE NUMBER:

POS SYSTEM USED:

RESERVATION SYSTEM USED:

WIFI NETWORK NAME:

WIFI PASSWORD:

OPERATING HOURS

DAY OPEN CLOSED

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY

NOTES



Daily Specials Planner
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DATE SPECIAL NAME DESCRIPTION PRICE

NOTES:



Cash Drawer Count Sheet
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DATE: DRAWER #:

NAME: SIGNATURE:

BEGINNING OF SHIFT CASH COUNT

TIME:

AMOUNT AMOUNT

$0.01 $ $1.00 $

$0.05 $ $2.00 $

$0.10 $ $5.00 $

$0.25 $ $10.00 $

$0.50 $ $20.00 $

$50.00 $

$100.00 $

TOTAL COINS: $ TOTAL BILLS: $

DRAWER TOTAL: $

END OF SHIFT CASH COUNT

TIME:

AMOUNT AMOUNT

$0.01 $ $1.00 $

$0.05 $ $2.00 $

$0.10 $ $5.00 $

$0.25 $ $10.00 $

$0.50 $ $20.00 $

$50.00 $

$100.00 $

TOTAL COINS: $ TOTAL BILLS: $

DRAWER TOTAL: $

NOTES:



Ingredient Usage Log
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DATE INGREDIENT
STARTING
QUANTITY

USED
ENDING

QUANTITY

WEEKLY USAGE SUMMARY

MOST USED INGREDIENT:

LOW STOCK ALERTS:

NOTES



Chef Checklist
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DATE:

SHIFT:

✔️ KITCHEN PREPARATION

REVIEW DAILY SPECIALS

CHECK INGREDIENT INVENTORY

REVIEW PREP SHEET

CONFIRM STAFF ASSIGNMENTS

✔️ FOOD PREPARATION

PREP INGREDIENTS FOR SERVICE

CHECK FOOD QUALITY AND FRESHNESS

VERIFY PORTION SIZES

ENSURE PROPER LABELING AND STORAGE

✔️ KITCHEN MANAGEMENT

MONITOR FOOD PREPARATION

MAINTAIN CLEANLINESS STANDARDS

CHECK EQUIPMENT OPERATION

✔️ END OF SHIFT

STORE FOOD PROPERLY

COMPLETE KITCHEN CLEANING TASKS

REPORT EQUIPMENT ISSUES

CHEF SIGNATURE:



Sanitation Checklist
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DATE:

SHIFT:

✔️ DINING AREA

TABLES CLEANED AND SANITIZED

CHAIRS WIPED DOWN

FLOORS SWEPT AND MOPED

TRASH EMPTIED

✔️ KITCHEN

PREP SURFACES SANITIZED

COOKING EQUIPMENT CLEANED

FOOD PROPERLY STORED

DISHWASHING STATION SANITIZED

✔️ STORAGE AREAS

SHELVES CLEAN

FOOD PROPERLY LABELED

DRY GOODS SEALED

MANAGER SIGNATURE:



Daily Staff Schedule
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NOTES

EMPLOYEE NAME POSITION SHIFT START SHIFT END
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Promotion Tracker

NOTES

PROMOTION NAME START DATE END DATE DESCRIPTION CHANNEL TARGET AUDIENCE



Notes
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