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Store Opening and Closing Checklist
Manager on duty, till count and shift handoff
	Store
	Maple & Pine Home, Store 112
	Date
	November 7, 2026

	Opening manager
	Tasha Reid
	Closing manager
	Luis Moreno

	Day type
	Weekend
	Weather
	Clear


Finished example for a fictional home goods store. Print one sheet per day, or fill it in on a tablet. Times are when each task was finished.
Opening
	Done
	Task
	Time

	☒
	Disarm the alarm with your own code within 30 seconds; note the time on the panel
	8:31 AM

	☒
	Walk the sales floor, stockroom and restrooms: lights, leaks, signs of entry
	8:36 AM

	☒
	Open the safe with a second employee present; take out the till drawers
	8:40 AM

	☒
	Count each till drawer and confirm it matches the $300.00 float
	8:52 AM

	☒
	Start the registers, card readers and price scanners; run a $0.01 test sale
	8:55 AM

	☒
	Face shelves, check sale signs match the weekly ad, sweep the entrance
	9:20 AM

	☐
	Five-minute team huddle: sales goal, promotions, breaks
	

	☒
	Unlock the front doors on time
	10:00 AM


Register till count
Count each drawer at close and type over the numbers in the Count column and the two input rows (numbers only, no $ signs). Then select the table and press F9: amounts, totals and over/short are Word formulas.
Table 1. Till count, register 1
	Denomination
	Value
	Count
	Amount

	Hundreds
	100.00
	3
	300.00

	Fifties
	50.00
	6
	300.00

	Twenties
	20.00
	22
	440.00

	Tens
	10.00
	15
	150.00

	Fives
	5.00
	12
	60.00

	Ones
	1.00
	43
	43.00

	Quarters (roll $10)
	10.00
	2
	20.00

	Dimes (roll $5)
	5.00
	1
	5.00

	Nickels (roll $2)
	2.00
	1
	2.00

	Pennies (roll $0.50)
	0.50
	6
	3.00

	Total counted
	
	
	1,323.00

	Less starting float
	
	
	300.00

	Cash sales per register report
	
	
	1026.40

	Cash to deposit
	
	
	1,023.00

	Over (+) or short (−)
	
	
	-3.40


Rule  Any over or short of more than $5.00 gets a recount by a second person and a note in the handoff section before the deposit is sealed.
Closing
	Done
	Task
	Time

	☒
	Lock the front doors at closing time; walk the floor for remaining customers
	9:00 PM

	☒
	Pull the till drawers, count them in the office with the door closed
	9:18 PM

	☒
	Seal the deposit bag, record the bag number, drop it in the safe
	9:25 PM

	☒
	Check fitting rooms, restrooms and stockroom; empty trash
	9:35 PM

	☒
	Turn off registers, displays and non-security lights
	9:40 PM

	☒
	Check the back door and fire exits are shut and barred
	9:42 PM

	☒
	Set the alarm and wait for the confirmation tone before locking the door
	9:45 PM


Deposit
	Deposit bag number
	A-448210

	Deposit amount
	1,023.00

	Counted by
	Luis Moreno, Dana Cho


Shift handoff notes
	Sales vs. goal
	$8,912 vs. $8,500 goal (105%)

	Cash issues
	Register 1 short $3.40; recounted, no error found.

	Maintenance
	Left entrance door closer is slow; ticket #5521 opened.

	Customer issues
	Customer holding order #7781 picks up Sunday before noon.

	For the next manager
	Truck arrives 7:00 AM Monday; two people needed to unload.


	 
Opening manager
Tasha Reid
Date: Click or tap to enter a date.
	
	 
Closing manager
Luis Moreno
Date: Click or tap to enter a date.
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