
[image: image1.jpg]cccccccc



Key Closer
	Initial when completed
	Tasks

	
	Walk through entire store to ensure all customers have left.
	TO BE COMPLETED AFTER CLOSING

	
	Lock all doors.
	

	
	Double-check back door to ensure it is locked (where applicable).
	

	
	Make sure all register functions are closed (e.g., no orders in wait).
	

	
	Complete final cash drop by counting both drawers down to required cash drawer amount.- Complete Safe and Register Checklist and send to your Supervisor
	

	
	Remove cash tills from register drawers and place tills into bottom safe. 
	

	
	Remove coupons, credit card receipts, voids and paid outs from underneath cash drawers or basket.
	

	
	Check for cake orders due tomorrow (check OLO Dashboard at my.olo.com for Online orders). 
	

	
	Write any reminders needed for tomorrow’s opener
	

	
	Ensure the weekly cleaning duties for the corresponding day have been completed.
	

	
	Check out each crew member by going through his/her checklist and signing off his/her tasks.
	

	
	Ensure all employees have clocked out.
	

	
	Check walk-in refrigerator/freezer, blast and lobby freezer doors to ensure they are closed.
	

	
	Turn off music.
	

	
	Coordinate with team so that remaining crew leaves together.  
	

	
	Set alarm (if applicable) and lock door.         
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


REMEMBER TO WALK OUT TOGETHER!

Key Closer Checklist Sign-off: 
            Date:  

access an editable checklist on KTEC Online / Operations / OpsToolkit / Checklists
Crew Member(s):
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