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CORPORATE PROCEDURES

1. Operations

· Standard Operating Procedures (SOPs) for each task, including opening and closing duties, food preparation, and service.

· Daily checklists for cleanliness, inventory, and equipment maintenance.

· Inventory management system for tracking stock levels, reordering supplies, and reducing waste.

· Scheduling software to manage staff shifts, avoid overtime, and ensure adequate coverage.

· Customer service protocols to handle complaints, special requests, and general service standards.

· Health and safety procedures for food handling, storage, and sanitation, including regular staff training.

2. Finance

· Budgeting and forecasting for regular financial planning and monitoring.

· Cost control measures, including detailed tracking of food costs, labor costs, and other expenses.

· Regular financial reporting, including P&L statements, cash flow reports, and balance sheets.

· Payroll management to ensure timely and accurate salary disbursements.

· Internal audit processes to regularly review financial transactions, inventory, and cash handling.

· Vendor management system to track orders, deliveries, and payments.

3. Human Resources

· Recruitment and onboarding process to ensure new hires are well-integrated into the team.

· Employee handbook outlining company policies, procedures, and expectations.

· Training programs for ongoing staff development, including cross-training for multiple roles.

· Performance evaluation system for regular feedback and career development.

· Conflict resolution protocols to handle disputes professionally.

· Employee retention strategies, including benefits, incentives, and recognition programs.

4. Marketing and Sales

· Marketing plan with strategies for social media, email marketing, and in-store promotions.

· Brand guidelines to ensure consistency across all marketing materials.

· Customer loyalty programs to encourage repeat business.

· Sales tracking and analysis to identify trends and adjust marketing efforts accordingly.

· Public relations plan for managing the restaurant’s reputation and handling crises.

· Event planning procedures for organizing special events, promotions, or partnerships.

5. Technology and IT

· POS system setup and training for efficient transaction processing and sales tracking.

· Data backup and cybersecurity protocols to protect customer and business information.

· Software for reservations, delivery, and online ordering to streamline operations and improve customer experience.

· Regular IT maintenance schedules for all hardware and software.

CORPORATE PROCEDURES

6. Procurement

· Vendor selection and approval process to ensure quality and cost-effectiveness.

· Purchase order system to track and authorize purchases.

· Receiving procedures for checking deliveries against orders and ensuring quality.

· Inventory turnover analysis to minimize waste and optimize purchasing.

7. Compliance and Legal

· Licensing and permits management to ensure the restaurant complies with local regulations.

· Health and safety compliance procedures, including regular inspections and audits.

· Food safety management system (e.g., HACCP) to identify and control food safety hazards.

· Insurance coverage review to protect the business against potential risks.

8. Customer Experience

· Guest feedback system to gather and act on customer input.

· Mystery shopper program to assess service quality from a customer perspective.

· Service recovery procedures to address and resolve guest complaints effectively.

9. Maintenance and Facilities

· Preventative maintenance schedule for kitchen equipment, HVAC, and other critical systems.

· Cleaning and sanitation protocols for the entire facility, with daily, weekly, and monthly tasks.

· Emergency procedures for fire, medical, and other emergencies, including regular drills.

10. Environmental Sustainability

· Waste management plan including recycling and composting.

· Energy efficiency protocols to reduce utility costs and environmental impact.

· Sourcing policies for sustainable and local ingredients. 
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