RETAIL STORE OPENING & CLOSING SECURITY PROTOCOL CHECKLIST 2026
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--- PRE-OPENING PERIMETER & EXTERIOR INSPECTION ---
[ ] Inspection Date
[ ] Inspection Time
[ ] Exterior Security Points Verified (Main Entrance Lock & Deadbolt Integrity, Side/Rear Exit Doors Secured, Window Displays & Glass Intact, External Security Lighting Functional, Perimeter Signage & Window Decals Secure)
[ ] Exterior Lighting Condition (All Lights Working, Partial Failure (Note in Comments), Complete Failure - Maintenance Required)
[ ] Observation Notes & Anomalies
[ ] Photos of Perimeter/Security Issues
[ ] Inspector Signature

--- STORE ENTRY & ALARM DEACTIVATION ---
[ ] Deactivation Time
[ ] Staff Member Entering (Store Manager, Assistant Manager, Security Personnel, Other)
[ ] Security Checkpoints Verified (Front Door Lock Status, Alarm Panel Status, Internal Motion Sensor Status, Back Exit Integrity)
[ ] Alarm Error/Alert Notes
[ ] Staff Verification Signature

--- CASH MANAGEMENT & REGISTER SETUP ---
[ ] Date of Shift Start
[ ] Time of Cash Count
[ ] Starting Cash Float Amount
[ ] Registers Verified (Register 1, Register 2, Register 3, Mobile POS/Tablet)
[ ] Cash Drawer Condition (Secure & Functional, Damaged/Requires Maintenance)
[ ] Manager Verification

--- INTERNAL SECURITY & SURVEILLANCE CHECK ---
[ ] Surveillance Camera Status (Front Entrance Camera, Cash Wrap/POS Camera, Stockroom/Back Office Camera, High-Value Display Camera, Exit/Loading Bay Camera)
[ ] CCTV Recording System Status (Operational (Recording), Error/Not Recording, Maintenance Required)
[ ] Detected Blind Spots or Obscured Views
[ ] Number of Security Monitors Functioning
[ ] Screenshot of Camera Feed Verification
[ ] Security Inspector Verification

--- INVENTORY & HIGH-VALUE ASSET VERIFICATION ---
[ ] Verification Date
[ ] Verification Time
[ ] High-Value Zones Inspected (Jewelry & Accessories Case, Electronics Display Area, Designer Handbags/Luxury Goods, High-End Cosmetics/Fragrance, Backroom Safe/Vault)
[ ] Discrepancies Detected
[ ] Incident or Discrepancy Details
[ ] Photo Evidence of Secure Displays
[ ] Security Supervisor Sign-off

--- STORE CLOSING: CASH RECONCILIATION & DEPOSIT ---
[ ] Date of Reconciliation
[ ] Time of Cash Count Completion
[ ] Total Cash in Register (Physical Count)
[ ] Total Expected Cash (System Report)
[ ] Discrepancy Amount (Over/Short)
[ ] Discrepancy Status (Balanced, Short, Over)
[ ] Discrepancy Explanation/Notes
[ ] Upload Daily Sales Report/Z-Report
[ ] Manager/Supervisor Signature

--- POST-TRANSACTION SECURITY SWEEP ---
[ ] Areas Inspected for Unauthorized Persons (Fitting Rooms, , Restrooms, Staff Breakroom, Back Office, Loading Dock/Delivery Entrance)
[ ] All Rear/Emergency Exits Verified Locked (Yes, No - Issues Identified)
[ ] Security Discrepancies or Observations
[ ] Security Sweep Supervisor Signature

--- FACILITY LOCKDOWN & PHYSICAL SECURITY ---
[ ] Locked Points of Entry (Front Entrance Main Doors, Rear Delivery/Loading Dock Door, Side/Staff Emergency Exit, Back Office Door, Display Case/Cabinet Locks, Window Displays/Panels)
[ ] Safe & Vault Status (Fully Locked & Secured, Closed but Not Locked, Requires Maintenance/Issue Found)
[ ] Time of Final Lockdown
[ ] Closing Manager Verification

--- ALARM ACTIVATION & SYSTEM ARMING ---
[ ] Alarm System Mode (Stay Mode, Away Mode, Night Mode)
[ ] Security Sensors Verified (Motion Sensors, Door/Window Contact Sensors, Glass Break Sensors, Perimeter Beams)
[ ] Time of Alarm Activation
[ ] Security Code Used/Authorized Personnel
[ ] Manager Verification Signature

--- FINAL EXIT & LOG COMPLETION ---
[ ] Date of Completion
[ ] Exact Time of Lockdown
[ ] Security System Status (Armed and Active, Armed with Delay, Error/Maintenance Mode)
[ ] Incident or Discrepancy Notes
[ ] Closing Manager Signature

--- END OF TEMPLATE ---
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