RESTAURANT STAFF SHIFT HANDOVER & COMMUNICATION PROTOCOL 2026
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--- SHIFT OVERVIEW & PERSONNEL STATUS ---
[ ] Shift Date
[ ] Shift Start Time
[ ] Staff Members Present (Server 1, Server 2, Server 3, Runner/Busser, Bartender, Host/Hostess, Manager on Duty)
[ ] Shift Status (Full Staffing, Understaffed, Critical Shortage)
[ ] Staffing Issues & Call-outs Notes
[ ] Outgoing Manager Signature

--- FINANCIAL & CASH DRAWER RECONCILIATION ---
[ ] Reconciliation Date
[ ] Shift End Time
[ ] Starting Cash Float Amount
[ ] Total Cash Sales Collected
[ ] Total Card/Digital Payments
[ ] Discrepancy Amount (Over/Short)
[ ] Completed Reconciliations (Cash Drawer, Petty Cash, Paid-out Vouchers, Credit Card Terminal)
[ ] Discrepancy Explanation/Notes
[ ] Upload Shift End Z-Report/Receipt
[ ] Manager Verification Signature

--- SERVICE & RESERVATION STATUS ---
[ ] Shift Date
[ ] Shift Handover Time
[ ] Current Reservation Volume Level (Low, Moderate, High/Peak, Critical/Full Capacity)
[ ] VIP Guests & Special Requests
[ ] Summary of Table/Reservation Issues
[ ] Number of Pending Large Party Bookings
[ ] Reservation System Sync Status (Up to Date, Discrepancies Found, Manual Entry Required)

--- INVENTORY & STOCK AVAILABILITY UPDATE ---
[ ] Out of Stock (86'd) Items (Proteins/Meat, , Produce/Vegetables, Dairy/Alternatives, Beverages/Alcohol, Dry Goods/Bakery)
[ ] Specific 86'd Item Details
[ ] Low Stock Alerts & Urgent Reordering Needs
[ ] Last Inventory Count Date
[ ] Expected Delivery Quantity (Units)
[ ] Delivery Invoice/Packing Slip Upload

--- FACILITY & EQUIPMENT MAINTENANCE ALERTS ---
[ ] Date of Inspection
[ ] Time of Handover
[ ] Equipment Categories Affected (Kitchen Appliances, Refrigeration/Freezers, HVAC/Air Conditioning, POS Systems/Technology, Plumbing/Sanitation, Lighting & Electrical)
[ ] Equipment ID/Name
[ ] Maintenance Severity Level (Low - Monitor, Medium - Needs Attention, High - Urgent Repair Required, Critical - Out of Service)
[ ] Description of Issue/Fault
[ ] Photo of Issue/Damage
[ ] Manager Acknowledgment

--- CUSTOMER FEEDBACK & INCIDENT SUMMARY ---
[ ] Date of Incident/Feedback
[ ] Feedback Category (Positive Feedback, Service Complaint, Food Quality Issue, Staff Conduct Issue, Safety/Accident Report)
[ ] Detailed Description of Incident or Feedback
[ ] Departments Involved (Front of House, Back of House, Bar/Beverage, Delivery/Logistics)
[ ] Supporting Documentation (Photos/Receipts)
[ ] Manager Acknowledgment Signature

--- CLEANING & SIDE-WORK COMPLETION AUDIT ---
[ ] Completed Cleaning Stations (Dining Area & Tables, Server Station & Cutlery, Bar & Beverage Area, Kitchen Prep Surfaces, Restrooms & Handwashing Stations, Condiment & Napkin Refill)
[ ] Cleaning Standard Compliance (Pass - Meets All Standards, Pass - Minor Issues Noted, Fail - Immediate Action Required)
[ ] Discrepancies or Unfinished Tasks
[ ] Auditor Signature

--- ACTION ITEMS & PENDING TASKS ---
[ ] Pending Task Description
[ ] Detailed Instructions or Context
[ ] Target Completion Deadline
[ ] Priority Level (Critical/Urgent, High, Medium, Low)
[ ] Handover Manager Acknowledgment

--- END OF TEMPLATE ---
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