

Restaurant Manager Shift Handover Log 

Document Information
	Field
	Details

	Location / Restaurant
	

	Date
	

	Day Of Week
	

	Shift Period — From
	

	Shift Period — To
	

	Weather Conditions
	

	Outgoing Manager
	

	Incoming Manager
	

	Handover Time
	

	Handover Duration
	




	Category
	Field / Task
	Input / Status
	Notes / Action

	Section 1 — Operational Overview
	
	
	

	Sales Performance
	Total Sales
	$
	

	Sales Performance
	Sales Target
	$
	

	Sales Performance
	Variance (Vs Target)
	$
	

	Sales Performance
	Transaction Count
	
	

	Sales Performance
	Average Check Size
	$
	

	Sales Performance
	Peak Hours Performance
	
	

	Sales Performance
	Promotional / Specials Performance
	
	

	Sales Performance
	Payment Breakdown — Cash
	$
	

	Sales Performance
	Payment Breakdown — Card
	$
	

	Sales Performance
	Payment Breakdown — Digital
	$
	

	Sales Performance
	Delivery / Takeaway Sales
	$
	

	Service Quality
	Total Covers Served
	
	

	Service Quality
	Capacity Utilisation
	%
	

	Service Quality
	Average Wait Time
	
	

	Service Quality
	Table Turnover Rate
	
	

	Service Quality
	Guest Complaints Received
	
	

	Service Quality
	Complaint Resolution Status
	☐ Resolved ☐ Pending ☐ Escalated
	

	Service Quality
	Compliments / Positive Feedback Received
	
	

	Service Quality
	Online Reviews Monitored During Shift
	☐ Yes ☐ No
	

	Service Quality
	Upselling Performance Vs Target
	☐ Met ☐ Below ☐ Exceeded
	

	Section 2 — Staffing & Human Resources
	
	
	

	Attendance
	Total Staff Scheduled
	
	

	Attendance
	Total Staff Present
	
	

	Attendance
	Total Absences
	
	

	Attendance
	Late Arrivals — Names & Times
	
	

	Attendance
	Early Departures — Names & Reasons
	
	

	Performance
	Outstanding Performance — Staff Name(S)
	
	

	Performance
	Performance Issues / Coaching Required
	
	

	Performance
	Training Needs Identified During Shift
	
	

	Performance
	New / Probationary Staff Notes
	
	

	Hr Matters
	Accidents / Injuries Reported
	☐ Yes ☐ No
	

	Hr Matters
	Incident Report Filed
	☐ Yes ☐ No ☐ N/A
	

	Hr Matters
	Customer Service Complaints Involving Staff
	
	

	Hr Matters
	Disciplinary Matters — Details
	
	

	Hr Matters
	Staff Recognition Opportunities Noted
	
	

	Hr Matters
	Scheduling Conflicts For Next Shift
	
	

	Hr Matters
	Open Shifts To Fill
	
	

	Section 3 — Inventory & Supply Management
	
	
	

	Stock Status
	Critical Low Stock Items
	
	

	Stock Status
	Out-Of-Stock Items
	
	

	Stock Status
	86'd Menu Items — Current List
	
	

	Stock Status
	Waste / Spoilage Issues Identified
	
	

	Stock Status
	Fifo Rotation Checked
	☐ Yes ☐ No
	

	Stock Status
	Walk-In / Cooler Temps Logged
	☐ Yes ☐ No
	

	Deliveries
	Deliveries Received During Shift
	☐ Yes ☐ No
	

	Deliveries
	Delivery Issues / Discrepancies
	
	

	Deliveries
	Missing Or Late Deliveries
	
	

	Deliveries
	Supplier Communications / Follow-Ups Required
	
	

	Deliveries
	Items To Reorder Before Next Shift
	
	

	Section 4 — Equipment & Maintenance
	
	
	

	Equipment Status
	Equipment Malfunctions During Shift
	
	

	Equipment Status
	Repairs Completed During Shift
	
	

	Equipment Status
	Maintenance Requests Submitted
	☐ Yes ☐ No
	

	Equipment Status
	Equipment Cleaning Status
	☐ Complete ☐ Partial ☐ Pending
	

	Facility Conditions
	Front Of House Cleanliness
	☐ Excellent ☐ Good ☐ Needs Attention
	

	Facility Conditions
	Back Of House Cleanliness
	☐ Excellent ☐ Good ☐ Needs Attention
	

	Facility Conditions
	Restroom Conditions
	☐ Excellent ☐ Good ☐ Needs Attention
	

	Facility Conditions
	Exterior / Parking Area
	☐ Excellent ☐ Good ☐ Needs Attention
	

	Facility Conditions
	Health & Safety Compliance Status
	☐ Satisfactory ☐ Issues — See Notes
	

	Facility Conditions
	Fire Exits Unobstructed
	☐ Yes ☐ No
	

	Facility Conditions
	First Aid Kit Checked And Stocked
	☐ Yes ☐ No
	

	Section 5 — Financial & Cash Management
	
	
	

	Cash Handling
	Opening Till Amount
	$
	

	Cash Handling
	Verified By
	
	

	Cash Handling
	Cash Sales Total
	$
	

	Cash Handling
	Tips Collected
	$
	

	Cash Handling
	Cash Deposits Made
	$
	

	Cash Handling
	Deposit Time
	
	

	Cash Handling
	Till Variance
	$
	

	Cash Handling
	Till Variance Explanation
	
	

	Cash Handling
	Comps / Voids Issued — Total
	$
	

	Cash Handling
	Comps / Voids Authorised By
	
	

	Payment Systems
	Credit Card Terminal Status
	☐ Balanced ☐ Issues — See Notes
	

	Payment Systems
	Digital Payments Status
	☐ Functioning ☐ Issues — See Notes
	

	Payment Systems
	Safe Count Verified
	☐ Yes ☐ No — Amount: $
	

	Payment Systems
	Pos End-Of-Day Reports Printed / Saved
	☐ Yes ☐ No
	

	Payment Systems
	Tip Pooling / Distribution Records Completed
	☐ Yes ☐ No ☐ N/A
	

	Section 6 — Special Events & Reservations
	
	
	

	Vip & Guests
	Vip Arrivals Expected Next Shift
	
	

	Vip & Guests
	Special Dietary Requirements Flagged
	
	

	Vip & Guests
	Large Party Reservations — Details
	
	

	Vip & Guests
	Private Events / Functions Booked
	
	

	Vip & Guests
	Regular Guest Preferences To Note
	
	

	Marketing
	Active Promotions Running
	
	

	Marketing
	Social Media Activities / Posts During Shift
	
	

	Marketing
	Upcoming Special Events To Prepare For
	
	

	Marketing
	Loyalty Programme Activity Noted
	
	

	Section 7 — Health & Safety Compliance
	
	
	

	Food Safety
	Temperature Logs Completed
	☐ Yes ☐ No
	

	Food Safety
	Haccp Compliance Check
	☐ Satisfactory ☐ Issues — See Notes
	

	Food Safety
	Cleaning Schedules Followed
	☐ Yes ☐ No
	

	Food Safety
	Allergen Protocols Observed
	☐ Yes ☐ No
	

	Food Safety
	Cross-Contamination Risks Identified
	☐ Yes ☐ No
	

	General Safety
	Incident Reports Filed
	☐ Yes ☐ No ☐ N/A
	

	General Safety
	Safety Equipment Check Completed
	☐ Complete ☐ Issues — See Notes
	

	General Safety
	Emergency Procedures Reviewed With Staff
	☐ Yes ☐ No
	

	General Safety
	Intoxicated / Refused Service Incidents
	☐ Yes ☐ No
	

	Section 8 — Priority Tasks & Follow-Ups
	
	
	

	Immediate Actions
	Immediate Action Required — Item 1 (Next 2 Hours)
	
	

	Immediate Actions
	Immediate Action Required — Item 2 (Next 2 Hours)
	
	

	Immediate Actions
	Immediate Action Required — Item 3 (Next 2 Hours)
	
	

	End Of Day
	End-Of-Day Task — Item 1
	
	

	End Of Day
	End-Of-Day Task — Item 2
	
	

	End Of Day
	End-Of-Day Task — Item 3
	
	

	Tomorrow
	Tomorrow's Priority — Item 1
	
	

	Tomorrow
	Tomorrow's Priority — Item 2
	
	

	Tomorrow
	Tomorrow's Priority — Item 3
	
	

	Section 9 — Communication Log
	
	
	

	Management
	District Manager Contact — Summary
	
	

	Management
	Vendor / Supplier Communications
	
	

	Management
	Corporate Updates Received
	
	

	Management
	Items To Escalate To Owner / Gm
	
	

	Staff
	Announcements Made To Staff During Shift
	
	

	Staff
	Meeting Notes / Briefing Points
	
	

	Staff
	Training Reminders Issued
	
	

	Staff
	Follow-Up Items For Incoming Manager
	
	

	Section 10 — Additional Notes & Observations
	
	
	

	Observations
	General Comments
	
	

	Observations
	Recommendations For Improvement
	
	

	Observations
	Positive Highlights Of The Shift
	
	

	Observations
	Any Other Items Not Covered Above
	
	

	Section 11 — Handover Completion & Sign-Off
	
	
	

	Outgoing Manager
	Outgoing Manager Name
	
	

	Outgoing Manager
	Outgoing Manager Signature
	
	

	Outgoing Manager
	Date / Time Of Sign-Off
	
	

	Incoming Manager
	Incoming Manager Name
	
	

	Incoming Manager
	Incoming Manager Acknowledgement Signature
	
	

	Incoming Manager
	Date / Time Of Acknowledgement
	
	

	Handover
	Questions / Clarifications Discussed During Handover
	
	

	Handover
	Handover Completed Successfully
	☐ Yes ☐ No
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