
1️⃣ SOP Title
Bar Closing Procedure SOP – End-of-Day Stock, Cash & Safety Control Procedure
2️⃣ Department
Bar & Beverage
(Co-ordination: F&B Service, Accounts, Stores, Security, Engineering)

3️⃣ Purpose
To establish a structured bar closing procedure to ensure:
· Accurate stock reconciliation
· Proper revenue recording
· Clean and hygienic shutdown
· Secure storage of liquor and cash
· Prevention of pilferage and loss
Bar must never close without complete reconciliation and documentation.

4️⃣ Scope
Applicable to:
· Daily bar closure
· Split shift closing
· Event-based bar shutdown
· Early closure due to low occupancy
Applies to:
· Bartender
· Bar Supervisor
· F&B Manager
· Accounts (review role)
· Security

5️⃣ Responsibility
	Position
	Responsibility

	Bartender
	Count stock & close POS

	Bar Supervisor
	Verify stock & approve closing

	Accounts
	Review reconciliation

	Security
	Ensure secure locking

	Engineering
	Address equipment shutdown issues



6️⃣ Step-by-Step Procedure

PART A – SERVICE CLOSURE ANNOUNCEMENT

A. Last Order
1. Announce last order as per outlet timing policy.
2. Stop new orders after closing time.
3. Clear pending bills.
4. Ensure all tables settled.
No order to be processed after official closing time.

PART B – CASH & BILLING CLOSURE

B. POS Reconciliation
1. Print end-of-day sales report.
2. Separate cash, card, and room charges.
3. Count physical cash.
4. Match cash with POS report.
5. Record overage/shortage.

C. Credit Card Settlement
1. Run card settlement report.
2. Match slips with system total.
3. Verify void/refund entries.
4. Secure slips properly.

PART C – STOCK RECONCILIATION

D. Bottle Measurement
1. Measure open bottles using peg measurement.
2. Count sealed bottles physically.
3. Record closing stock in Bar Stock Register.
4. Compare with opening stock + issued stock – sales.
5. Investigate discrepancies immediately.
High-value liquor must be verified carefully.

PART D – GLASSWARE & EQUIPMENT

E. Cleaning Procedure
1. Wash and sanitize all used glassware.
2. Clean bar counter thoroughly.
3. Sanitize tools and bar mats.
4. Clean drip trays.
5. Turn off and clean blenders or machines.

PART E – GARNISH & ICE HANDLING

F. Perishable Control
1. Discard leftover garnishes (if required by policy).
2. Store usable items properly with cover.
3. Empty and clean ice bins (if policy requires).
4. Label retained items with date.

PART F – STORAGE SECURITY

G. Liquor Storage
1. Lock high-value liquor in cabinet.
2. Secure storage area properly.
3. Restrict access to authorized personnel only.
4. Lock bar counter drawers.

PART G – EQUIPMENT SHUTDOWN

H. Power & Equipment
1. Turn off POS system properly.
2. Switch off non-essential electrical equipment.
3. Keep refrigeration running as required.
4. Check gas supply (if applicable).
5. Inform Engineering if malfunction observed.

PART H – AREA INSPECTION

I. Final Check
1. Inspect for spills or waste.
2. Remove trash and dispose properly.
3. Ensure no personal belongings left behind.
4. Confirm fire extinguishers accessible.
5. Lock main bar entrance.

PART I – SUPERVISOR VERIFICATION

J. Closing Approval
1. Supervisor reviews stock reconciliation.
2. Verify cash report.
3. Sign closing checklist.
4. Submit daily summary to F&B Manager.

PART J – REPORT SUBMISSION

K. Documentation
1. Submit sales report to Accounts.
2. Attach stock reconciliation sheet.
3. Record any discrepancy note.
4. File closing checklist.

7️⃣ Do’s and Don’ts
Do’s
✔ Reconcile stock carefully
✔ Match cash with POS
✔ Lock liquor securely
✔ Sanitize entire bar area
✔ Document discrepancies
Don’ts
✘ Don’t skip bottle measurement
✘ Don’t leave liquor unsecured
✘ Don’t ignore small shortages
✘ Don’t delay report submission
✘ Don’t close without supervisor verification

8️⃣ Financial & Operational Standards
· Stock reconciliation completed daily
· Cash balanced before closing
· Liquor secured properly
· Hygiene maintained
· Closing checklist signed

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Major stock discrepancy
	F&B Manager

	Cash shortage
	Accounts

	Equipment malfunction
	Engineering

	Security concern
	Security

	Repeated variance pattern
	Management



🔟 Documentation / Records Required
· Bar Stock Register
· Daily Sales Report
· Cash Reconciliation Sheet
· Credit Card Settlement Report
· Bar Closing Checklist

1️⃣1️⃣ Common Mistakes to Avoid
· Inaccurate bottle measurement
· Poor glassware cleaning
· Not locking liquor cabinets
· Ignoring POS reconciliation errors
· Weak documentation
· Rushing closing process


