EDITABLE TEMPLATE
Restaurant Closing Checklist
[Restaurant name]
Closing shift
	RESTAURANT
[Restaurant]
	DATE
[Date]

	CLOSING LEAD
[Closing lead]
	SHIFT ENDS
[Shift ends]


Closing tasks
	Task
	Done
	Initials or exception

	Record stock and preparation needs
	
	

	Store food under required procedures
	
	

	Complete cleaning and sanitation records
	
	

	Clean service counters and work areas
	
	

	Check kitchen and washroom supplies
	
	

	Complete waste and recycling tasks
	
	

	Shut down equipment as instructed
	
	

	Reconcile orders and payment records
	
	

	Record cash or valuables handover
	
	

	Check doors windows and secure areas
	
	

	Set alarms or access controls
	
	

	Leave next-shift handover notes
	
	


Handover and unresolved items
[Record problems, follow-up work, and the person notified.]
Closing confirmed
	SUPERVISOR SIGNATURE
[Supervisor signature]
	TIME
[Time]


Restaurant Closing Checklist   |   Editable Word template




