RESTAURANTS

There are more nontraditional restaurantsevery day and that trend will continue
as companiesseek to maximizetheir profitability. The'most obvious, and
probably the latest to expand into the service, are grocery stores. Newer stores
not only have delisthat sell sandwichesand salad bars offering “ make your
own” salads by the pound, they also have a cafeteriaor arestaurant that makes
use of the “groceries’ that are in-house. Other unconventional restaurantsare
found in/on conveniencestores, truck stops, farms, dairies, vending companies,
etc.
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Sour cesand Adeguacy of Capital
The most frequent cause for a businessto fail may well be under capitalization.

If it is not the most frequent cause, then certainly alack of positivecash flow is.
A strong program to maintain solvency is critical for the long term survival of
any company. The design of this program must address both long and short term
solvency. Problemsin this area provide the Staff Executivewith the challengeto
find a source of funding that will stabilizethe company and allow the Staff
Executiveto continueinstalling corrective actions the business needs.

Marketing

Marketing is the product planning, pricing, promotion, distributionand servicing
of goods and services, as needed or desired by.the consumer. When acompany
first startsup, it usually does not have aformal market plan. As acompany
grows either larger or older, competitionfrom other companies, consume taste
changes,expansion or demographic changesmay makea formal market plan
imperative. Though the Plan may be formal, it does not have to be complex. A
simplerequired “dining out”, or* shopping”, at competitor restaurantswith a
report on service, menu, pricing, ambiance, entertainment, etc. isavaluable
market study that can be done monthly at variousfood service establishments It
providesinformationon all of the componentsidentified above. Original market
plans must be updated at least annually.

Productsand Services

Even though most of our clientsdo not have a research and devel opment
department, they must have activitiesthat focus on renewal. It is not unusual for
aclientto have his businesschangein responseto market demand and
personally not be awarethat heis servicing adifferent market or that his product
volumes have changed: They must continually evaluate their productsand
services. Thiswill assurethat they are still meeting their market demand or are
ready with new, or adapted, productsand serviceswhen necessary.

Qrganization
Small businesses, and some types of medium sized businesses, can operate with

little or no formal organization structure. As the businessgrows, it becomes
more complex or physically distanced from the supervisionthat sufficed when it
started. It is at this point, aformal organization structure must be designed. An
effective organizational structurefacilitatescommunication, codifiesauthority,
delineatesresponsibilityand providesthe basisfor measuring achievement and
providing rewardsthat are tied to attaining the stated goals.



Human Resour ces

Ultimately, the successor failureof all businessesdepends on the peoplethat
are apart of that business. Smaller businesses depend more on individuals
becauseeach employee(or owner) hasa much greaterimpact on the activities
of the business. A larger businessmay specialize an area of responsibility
under one employee; asmaller business may require a single employeeto be
responsiblefor several activities, or “wear many hats’. It is of utmost
importancethat each employeeand owner be as effective andmotivated as
possible. This becomesa competitive advantagethat allowsthe smaller
businessto act and react with a quicknessalarge business can not duplicate.

Production

All businesses have a production function: manufacturing, certainly, but what do
you call stuffing envelopes, writing softwareprograms, editing, drillingwells, or
any myriad of other activities?They are also formsof production and are found
in businessesnot identified as manufacturers.All types of production must be
forecast, have material s purchased for use, schedulelabor to output, storethe
output, and so on. Being able to understandthe impact of production delays,
unbalanced production, defective products and other 'system faults, is a part of
approaching business problems with common sense. An effective production
control system coordinatesoutput to anticipated sales, which minimizesthe
investment in inventories; scheduleslabor to forecast, which maximizes
productivity and decreasesthe need for.overtime; and bal ances equipment
utilization, control s scrap, waste and rework. These activitiesproducethe profits
a company needsto be successful.

M anagement | nformation and Controls

Aswe have noted previously, a smaller businessis under the ownership’s
“thumb”. Asthe business grows, becomes more complex, or ownership’s
prioritieschange;amore formal and detailed system of gathering information
becomes necessary. Analyzing information; disseminating the resultsand
corrective actionsto be taken, becomesimperative. The design of this

M anagement | nformation System may vary with the differing types of
businesses, but it must provide management and ownership with timely facts
that facilitate the decision making process. This system must include financial
statements, operational reports, goals, quotas, standardsand so forth.




TYPICAL PROBLEMS
Kitchen

1. Standard Recipesarebeingused?
The Standard Recipeis the base for foodservice production. Its counterpart in

manufacturingis a combination of the blueprint and the bill of materials. A
Standard Recipe consistsof: a. A list of all theingredientsused in the recipe.
There may or may not be specificationsincluded, i.e.: Grade A large eggs or
USDA Choice T Bone steak, b. The amount of that specificingredient to be
used, i.e.: two Grade A large eggs or one cup (notethat thereare two types of
cups, adry measureand aliquid measureand they ARE NOT
INTERCHANGEABLE), c. The procedurethat describeswhat isto be done
with the ingredients and other productionmethodste be used, i.e.: bakein a
350 degree deck oven for two hours.

2. Product is purchased according to specificationsthat have been
developed from the Standard Recipe?
If the Standard Recipe lists specificationsfor ingredients, they should be
consolidatedinto & Specificationor Purchasing Manual”. If the Standard
Recipe does not contain complete specifications,then each recipe must be
evaluated for the quality to.cost ratio that this recipe should have for the market
we are serving,i.e.: do we need USDA Choice T Bone steaksthat are cut only
from Black Angus beef or can we use any USDA Choice T Bone? All
specificationsmust be clear, i.e.: aquarter chicken may belisted in therecipe,
but the Spec Manual should state that all chicken purchased should comefrom
2-2%41b. birds; steaks should have no more than a¥inch fat cap and be of
USDA Select or higher grade, etc. Thisisthe format for a Standard Recipe. Any
“recipe” should be developedto providethe above information.

3. Purchasesareordered after a physical inventory has been taken and
accordingto forecast and specification?

Restaurants use perishableproducts, thereforeit isimperativethat a physical

inventory be taken prior to placing an order with avendor. In most cases,

inventory should be taken at intervalsthat DO NOT EXCEED ONE WEEK.

All in-house materialsshould be viewed for any quality degradationand either

listed as usable and placed on the inventory for the use they were purchased or a

decision should be madeif that material can be used in another manner even

though it may reduce the return on the money invested in the ingredient, or that




it should be discarded. The amount of material to be purchased must be
determined by the Production Forecast. Thereis more than one type of
inventory that can be taken. Oneiscalled “Build To”, another is called “ Par
Level”, thereis & Perpetual”, and another is based upon a productionforecast.

4. Products*”received” accordingto procedure?

All products must be inspected prior the acceptance by the receiving person.
The person receiving the product must be trained to determinewhat level of
quality for each type of product is displayed at delivery,i.e.: are the vegetables
“fresh” enough, are the meats being charged by net weight (iceis not.included
in the weight, etc.), do the canned goods match the purchase order (30 to 40
count peach halves, not 10 to 12) and so forth. If there is any discrepancy, the
product must be refused.

5. Perishableproductsare stored properly?

Product quality and yield (the amount of .serviceableproduct that can be, or is
expected to be, produced from each purchased item) are affected by poor
handling and improper storage. If arefrigerated or frozen product isleft out in
the heat for any length of time, quality and serviceahilitydecrease. If lettuceis
left out of acooler, theleaf wiltsand browns. Portions of the |ettuce head may
haveto be discarded and yield per case will drop, thusincreasing costs. All
perishable products have this same potential toincrease costsif poorly handled.

6. Productionisforecasted and forecast informationis continuously
updated?
The production forecast isderived from the interaction of three informational
componerts; therecipecard, the popularity index and the attendance forecast
The Production Sheet i s produced for the entree itemsthat are on the menu.
Whether the restaurant serves cafeteriastyle (either unlimited seconds, or
payment for each item chosen, alacarte,) or isasit down served style of
service.

7. Theproduction processisaccurately followed (time, temp., etc. etc.)?
Thefood industry workswith perishable products. It isfor thisreason that the
manufacturing processis critical. Cooks are complicated manufacturersor
foreman, they deal with chemistry, time, temperature, etc. If aroast is cooked at
too high atemperatureor for too long, theyield of portionswill be dramatically
reduced and food costswill rise by 40%, 50% or even higher. The




procedure portion of the Standard Recipe Card must be followed, as must all
other areas of the card, or costs and quality will be uncontrolled.

8. Productsareheld/served accordingto recipeand safety?

Aswith the production process, “holding” ambianceis critical (time,
temperature, humidity, heat, etc.). Serving size and display of product can also
have atremendousimpact on cost. Portionsthat are larger than the recipe
portionsize detailedwill causean increasein food cost andpossible” run-outs’
that drive customersaway from the restaurant. |mproper or poorly displayed
product will have a negativeimpact on the customerw hich can also drivethem
away and encourage “over portioning”.

9. HACCP (Hazard AnalysisCritical Control Point)
A. Standard Sanitation Operation Procedures(SSOP s) are posted and
followed?
B. Thework flow for productionof each recipe has been “charted” and
Control Points have beenidentified?
C. On-going monitoring of HACCPisoccurring?
D. Correctiveactionis taken precipitously and is documented?

10. Garnishesareap propriate (price, 10oks)?

Many restaurantsbuy garnish for their entrees, i.e.: crab apples, pineapple
rings, etc. These can cost a nickel or adime each, sometimeseven more. When
profit can be counted by penniesper item, it makes good senseto find less
expensive, yet good looking garnish. Carrot curlsover parsley sprigsand red
onion give lots of color and cost much less. Be credtive.

11.Cost percentagesar e developed at |east weekly?

When you realize that inventory must be taken every week in order to
accurately order perishable products, then your basic costs of food (or
material), labor, and other operating costs can be devel oped every week.
Thedegreeof control over cost each restauraeur has diminishes directlywith
the increasing length of time between inventories. Cost of operationscan and
should be devel oped every week. Weekly numbersallow the ownership to
make management decisionsthat impact the bottom line the very next day.




Dining Room

1. Labor scheduleisderived from the customer count forecast? Every
night, & menu score”’ should be tabulated. The cashier, a bartender, the manager,
or someone must “score”’ or count each entreethat shows up as a sale on the
register tape, or islisted as being served on await person’ sguest check. This
count isthen used to provide history that is used to forecast the expected
customer count for the coming sales period. A standard number of coversis set
per wait person and the forecast divided by the standard providesthe |abor need
in“bodies’.

2. Tablesare“charted” and stationsareidentified?

A diagram of the tablelayout on each of the floors must be drawn. Thispicture
can then be laminated. The laminate diagramisthen used by the floor manager
to assign tablesin a station. Depending upon the productivity of the wait person,
while still meeting the restaurant’ squality standards, they may get atwo, three,
four, or higher number of tables station. A grease pencil is used to draw linesthat
connect all the tablesin await station.

3. Sidejobsarelisted and allocated to stations?
Thesejobs are listed, numbered and placed in a prominent place for the wait

peopleto see. The numbersare then assigned to each section by listing them
on the linesthat connect the tablesina section. It is the completion of these
jobs as well asthe “common’” tasks, like crumbing (cleaning) all the chairsin
your section or resetting your tables; etc., that the floor manager checkson
before wait personnel can be rel eased.

4. Personnel aresent homewhen “traffic” drops?

Astraffic (customers) drops, the floor manager should start sending wait staff
home. No one should be schedul ed exact timesto leave, that should depend on
traffic. Schedule wait personnel, and other positionsas viable, 4 p.m. to Close
rather than 4 p.m. to 11:30 p.m.; or, to “late” or “early”. These would mean the
first to leave, the next to leave and the last to leave. Management control keeps
the labor cost down and service quality up. Remember to check ALL SIDE
WORK beforereleasing the wait person.




5. Minimum “coverage’ standardsar e set and maintained?
The management must determine how many “covers’ (customers) their

standard of service can sustain per wait person. This number isthen used to
schedulewait personnel. Usually, the number of coversper wait personis
lower at lunch than it isin the evening. A wait person may be scheduled for
every twenty customers expected at lunch but only one wait person for every
twenty-five would be scheduled for the dinner meal. The longer time
custome's spend at a tableduringthe meal period, the fewer wait personnelare
needed; each can serve more covers because they havemoretime per table.

6. All possiblework that can be done by wait staff is assigned to them?
Side jobs must be devel oped that include as many tasks for wait staff to do
during their working time as possible. It is not unusual for wait staff to dust,
vacuum, wash, wrap, or do any task that may be reoccurring or periodic during
their shift or at the end of their shift beforebeing checked out and released by
thefloor manager. Remember, in most states, a sub minimumwage can be paid
to “tipped” employeeseven though they may be doingwork that is not
associated with their wait duties, but which can be accomplished during their
“down” timewhilethey are waiting for additional customers. This can
dramatically reduce |abor cost.

7. Tipped staff arebeing paid at the allowed rate (sub minimum)? It
should be common businesssenseto pay the lowest wage all owable that will
provide the owner with the type of labor pool they must havein order to bein
business.Y et, many ownersbelievethey should not take advantage of the sub-
minimum wage that:is allowed for tipped employeesin many states.
Remember that a good wait person has the opportunity to increasetheir
earningsimmediately by providing excellent service, which raisestheir tips,
helps bring customersback, sells moreitems (up-selling) and reducesyour
labor cost.

8. Guest checksarecontrolled?

Guest checksarejust like a personal check; they can be “ cashed in” for food.
If checksare not controlled, dollarsarebeinglost. Thisappliesto all “checks
and banquet orders as well.

9. Food isnot consumed whileworking?




Most restaurantsprovide a meal for employeesthat work at least four hours.
Therereally is no standard. Some restaurants provide an “ employeemeal”,
othersallow the employeesto eat whatever they want. A reasonable
accommodation might be to allow the employeeto eat whatever they wanted,
just like acustomer, but pay only half of the menu price. Some restaurantsal so
allow the employeeto cometo the store on their night off and bring a guest who
Isalso ableto eat for half price. Thismakesgood “press’ for the restaurant.
Eating anything an employeewants and not paying for it can cause a substantial
food cost to be borne by the owner and/or other customersthrough increased
menu prices.

11.0Order Pick up/Ringup iscontrolled?

Orders must be accurate and what is ordered must-be picked up in atimely
manner and moneysfor this product must be collected and banked. Any break
down in the process COSTS MONEY. There must be a check control system
that includesaway to track the order to the pick-up. Of coursethe best way isto
have all orders entered into a computer terminal that automatically alertsthe
cooking staff what is needed, by whom, and which may also be a part of afood
management system and which also requires payment to be rung up for that
item. Many timesthisistoo expensivefor our clients. Manual systemswere
around long before computerswere ever used.

12.Breakageis addressed?
Any person that continually breaks chinamust be reassigned to another position

or terminated. Educational programs, such as showing the cost of each item by
wiring that item to a peg board and then listing the cost under it, do have impact.
A general discussion regarding an “ averagerestaurant” that makes 7% profit
annually and the dollar amount in sales necessary to replace a broken or lost
(down the garbage disposal) item is also beneficial. At 7% profit, it would take
$100.00in salesto replace a broken dish that cost $7.00!
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Bar

1. All productisinventoried daily?

Unlikefood inventories, liquor must be counted at the end of each night. Ina
weekly inventory, a bottle of liquor could be “lost” and it would not show up
because of the salesvolume. If the volumeis high, it will be necessary to take
inventory by shift. Many owners set a cost and profit per cent.they want and
then hold the bar manager to that performancestandard rather than try to hold
down theft. If any person is caught stealing, they should be terminated
immediately. If they are given another chance, it will be very hard to catch
themagainif they dip.

2. Recipesarefollowed (over pouring)?

Standardreci pes must be established for all drinks. The standardrecipe listsall
of the ingredientsneeded, and detail show these ingredientsshould be put
together (in what amounts) and describesthe procedurefor mixing the
ingredientsin order to maintainconsistency of taste, service (includesgarnish,
portion, etc.) and to contain costs.

3. Drinksarerungup.asthey are order ed/pour ed/served?
If drinks are not rung up when they are served, look for money shortages. This

is one way for a bartenderto steal. Even if theft is not intended, money will be
lost due to forgetful ness.

4. All quest checksarecontrolled?

All guest checks must be controlled. Guest checksare just like cash. All
checksshould be numberedand the numbersassignedon a control sheet to
individuals. All. unused checks should be returned and then reissued on a
different sheet of paper.

5. Banksareassigned to individual bartenders?
Without individual responsibilityfor money (abank isabox of money that is

used to open up aregisteror fromwhicha party or open bar at acateringevent is
run), it is not possibleto hold a single person accountablefor shortagesor
overages.

6. Banksareaudited freguently and randomly?
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Someonefrom outside the area being audited, usually a manager or the
bookkeeper, walksinto the areato be audited and exchangesanew bank for the
money that has been collected thusfar, rings out the register and checksthe tape
from the register againg the pulled bank.

7. Cost per centagesar e developed at least weekly?

Reaction timeto problemsis critical in any business, but especialy.ina
businessthat uses perishable products. Using weekly operating statisticsto
make management decisionsgives the ownership aleg up on controlling costs.
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Catering/B anquets

1. Productsareinventoried preand post event?

Care must be taken to assure that all itemsrelated to an event are charged to
that event. Usage of consumabl e goods can only be determined by an accurate
inventory before and after the event.

2. Separatebanksareavailableand used? Accountabilityfor money

depends on separate banks. Commingling of funds allows errors and potential
thievesto go undetermined.

3. Separateproduction sheetsare used for each event?

Thisisthe only way to align the food expensefor an event with the money
produced at that event. Commingling of any.of the costs associated with events
will hidetrue profit or loss.

4. Each event iscosted and evaluated for profit?
The end result of tracking the cost input and the sales obtained isto determine

whether or not a profit was obtained. The informationis then used in planning
for future events. Thisinformation can also be'used to provide bonusesand
incentivesin a manner that will. not have a negativeimpact on the company.

5. All equipment, linen, utensils, etc. are controlled? Theseitemsare
expensiveand easily disappear. Pre and post inventory, or check off, of all
itemsis necessary both going out and coming back.

6./ Separatetimecards(controls) are used for each event?

L abor must be correctly charged to each event. Accurate compilationof all the
costs associated with each event will providethe information necessary to
bid/price and accept or refuse future events.
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Officel/Adminigration

1. All required formsare completed/posted (inspections)?

Thereare O.S.H.A. formsaswell as various Health I nspection formsthat must
be displayed. In most states, the Health Inspection and rating are required to be
posted in public view. Don't forget licenses, permits, etc.

2. All banksarerandomly pulled and audited?
Check on who is doing the pulling; can collusion occur? Random pulling is

critical, asis the frequency; it must occur at least three times a week for each
regular bank, and don’t forget to include weekends on a regular basis if your
client isopen.

3. Personnel filesarecorrect (1-9's)?

Theindustryhires many personnelwithout checkingtheir right to legally work
in the United States. A well known chain of Mexican/American/Creolestyle
foodsthat started in the south has recently been fined over one million dollars
for hiringillegal aliens.

4. Payroll isdocumented, even “ cash” payments?

The restaurant industry is notoriousfor paying “under the table”. This means
that personnd are paid cash and no taxes are withheld. If you find thisto be a
problem, discuss what should be done with your Senior Executive. Payment
may also bein food. Thiswill certainlyincreasethe food costs even though
labor costs should be low.

5. Petty Cash dipsareused and audited?
This meansthat the owner must also sign for any cash being taken from the

“till”. Accountability for all cashiscritical in a*cash” business. If the owner
takesmoney without signingfor it, the employees feel they arealso “ entitled”.

6. A physical inventoryistaken by accountingat least quarterly? Thisisnot
to be confused with the weekly inventory that is taken to place ordersfor
product, from which the weekly trial balanceis derived. Thisisto be taken by
someone other than the manager. Playing with the inventory to decreasefood
cost numbers happens quite often as does selling “it” out the back door. Catering
functionsthat the owner doesn’t know about, or that the owner is personally
managing and not declaring asincome, occur with some
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degree of frequencyand can be unearthed by “outside’ inventories. A |ot of
money can be lost unless controlsarein place.

7. Depositsaremade at least daily?

Accumulated money is an invitationto crime. Most municipal police
departmentsare happy to provide an escort to restaurant personnel when a
deposit must be made. Money should not be held over night, have the police
escort the personnel to the bank at the end of the service each night.

8. Discountsaretaken for quick paymentsto vendors?

Many of out clientsdo not take discountseven though they are offered. Cash
flow should be controlled to take advantage of early paymentsto sel ected
vendors. If avendor does not offer discounts, ask for them.

9. Vendorsthat do not offer discountsare paid monthly?1f you are not
ableto get discountsfor payment withinten days, try to get a monthly
account payment schedule.

10. All paymentsto vendorsaremadefromeceiving invoicesand
not from monthly statements?

Paying a monthly statementis ano-no. Changesto product received, like a
back order or refused shipment, often show up on a statement. Double
paymentscan,occur. Even when mistakes are found, the vendor has had the
use of your money.

11. All contractsand receivingdocumentsarereconciled to assure
thecorrect pricesar e being charged/paid at |east weekly?

Weekly reconciliationis amust. Not only do you want to pay the correct prices
and catch errorsquickly, but weekly reconciliationis necessary in order to run
an accurateweekly trial balance.

12. Incomingdataand reportingareaccurately concludedin a
timely manner (weekly and monthly)?

Certainly a Weekly Operating Report (W.O.R.) is better than a monthly.
Reaction to problemscan occur four timesfaster than it can when a monthly
report is obtained; but a monthly is better than once a quarter, and so on.
Remember, money can disappearthrough productlossin arestaurant and never
be found. It will be diffusedin amonth’ sworth of volume.

13. All productsare purchased by using a bid process, which includesat
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least threebidders, and bidsarelet at least annually?

The “good old boy” system is used in many restaurants. In most cases, itis
costing the owner money. Theworldis not fair. Keep people honest by
opening the bids with sometype of ceremony at which all bidders
(representatives) may be present.
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RECOMMENDATIONS

1. Look at food (product) cost. The National Restaurant Association provides
financial ratiosfor varioustypes of restaurantsand stylesof service. These
numbersare availablefrom the RTS Senior Executive. When all of the
componentsof afood management system are put in place, as defined in your
Job Program, the client will be able to reach and even exceed the average food
cost numbers. The difference between the present food cost and the “Budget”
food cost the client developswith your help, is the savingsto be delivered.

A. It startswith purchasing: is there a specification book, are the productsbeing
purchased and received according to the specifications,is the price (thisdoes
not necessarily mean the lowest price) the best you can get for the product,
doesthe quality of the product support the yield you expect to get?

B. Recipesarethe standardsfor yield: Are recipes being used, is the cooking
procedure (time, temperature, equipment, etc.) in the kitchen the same as
that describedin the recipe, arethe yieldsthe same asforecastedin the
recipe, (size, weight, looks, taste, etc. ?

C. Isproductionforecasted: Is there a production sheet, are leftover products
being utilizedin the production for the coming meals, are ordersfor product
being reduced by the ingredientsalready on site (isan inventory “for
production forecast’ being taken), aretheyieldsfrom arecipebeing tracked
and are “ portion sizes’ accurate, are popularity ratios being used to forecast
amountsto be produced and updated at | east weekly by redoing the
popul arity index, are the meals (or customer count) being accurately
tabulated every night, if convenience products are used (portioned steaks,
packaged entrees), has a reduction of productionlabor occurred, if prevailing
|abor rates are high, can convenience products be used to reducelabor (either
purchasedor madein house)?

2. Look at labor cost. Using the financial ratios from the National Restaurant
Association asaguide, theclient will be ableto reach the national averagesand
in most cases exceed them, when the Job Programisinstalled.

A. Scheduling: Has a coverage standard been developed (number of covers or
customersa wait person should be able to serve in a meal period) and is it used
to project the number of wait staff to be scheduled aweek in advance, are the
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number of “meals’ or coverstabulated every night, are last week’ sattendance
(“meals/covers’ served)?

B. Areidiosyncrasies(weather, holidays, special events) taken into account on
adaily basiswhen scheduling for next week’ slabor needs ?

C. Aredtation chartsused to assigntablesto wait staff and isthere a‘side
jobs” list that includesall work that can be done by a*tipped” employee
(vacuuming, washing windows, cutting garnishes, etc.) that isposted to the
station chart?

D. Arewait staff, and otherswhere feasible, scheduled with a starting timeand
adescription (early, late, close) rather than aspecific shift time, i.e.: 5- Erather
than 5- 10 p.m., 4- L rather than 4- 11 p. m. and 6- C rather than 6-midnight, is
there a specific person (lead wait person, host, assistant manager, etc.) that is
given the responsibility and authority to check out the assigned side work before
that wait person can be rel eased?

E. Areall staff scheduledto a mealsper labor hour standard (the number of
forecasted meals[covers] divided by the standard allocatesthe hours of work
availableto that area); does the schedul er use short interval scheduling and
cross training techniques; are job descriptionslisted in the work areafor each
position?

NOTE: The combined cost of food. beverage (alcoholic) and |abor in restaurants
other than fast food, as indicated in the 1998 edition of the Restaurant Industry
Operations Report put out by the National Restaurant Associationand Deloitte &
Touche, was from.63.8% in full servicerestaurantsthat charged lessthan $10.00
per check and 65.7% in full servicerestaurantsthat charged more than $10.00
per check.. The cost in fast food restaurantswas 60.5%.

3. Look at other costs. Other coststhat may also be reduced to save money
include laundry (are employeeswashing their own uniforms, isit possibleto
have linenswashed at work, do you need uniformsor can black slacks and
white shirt/blouse be required attire), energy consumption (reducethe “ spike”
payments by requiring sequential “turn on” of equipment every fifteen minutes
rather than all at once), are all chemicalsfor washing bid on and does the bidder
train personnel how to use the chemical and associated equipment
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(dishwasher, pot and pan scrubber, power sprayer), if interest rates have
dropped, can the mortgage be refinanced?
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PROCEDURES

1. Standard Recipe.
The standardrecipe form or card contai nsthe specificinformation used to builda

product and isthe basisfor food cost control. There must be adetailed list of the
product ingredientsand the weights or volumesto be measured for a specific
yield of the product. Theyield is expressedin units called portionsand each
portion has aweight or volume size. Process/production directionsare also
stipulated. These would include directionslike mix, stir, grind, chop, dice, cook
at 300 degrees Fahrenheit for three hours, then remove and let stand for 15
minutes before dlicing, etc. The directionsmust be clear enough for anyoneto
pick up the standard recipe card and be able to produce the product by following
its directions. The sectionsinclude: Title or name,theyield and portionsize, a
listing of each ingredient and a measure of that ingredient needed to makethe
specific portion size, and specific directionson how to make the product.

2. Product Specification Book.

A manual that addresses each ingredient used onall of the Standard Recipes. It
describestheitemin termsof quality aswell as purchasing descriptors: USDA
Grade Select or better with the fat cap not to exceed 1/4 inch, USDA Grade
Fancy or better with a diameter not less than 2%z inches, coloring should be ...,
etc. These definitionsand descriptionsare usedto guide the purchasing agent
and the receiving agent. They assurethat all biddersare bidding on the same
product and provide the receiving agent with an acceptable minimum standard
that will yield the portions described on the recipe card. There should be an
introdudion that describes how the book should be used and who should useit; a
section for eachtype of produa (meats, canned goods, frozen goods, bakery
items, e. 1. ¢.) and.an appendix that lists preferred and acceptablevendors. The
appendix should a'so include commentsfor purchasing seasonal products (best
time, acceptabl e substitutes, holding requirements, e. t. c. ) Note: Many of the
appendix items can be gotten from vendors and National Product Associations
asfreeinformation.

3. Inventory/Order/Cost Book.

Thisbook isdesignedto “takethe inventory” and to project the next week’s
order at the sametime. It is made up of sectionsthat match the cost categories
in the Chart of Accounts, i.e.: Meat, Staples, Frozen, Produce, etc. etc. Each
page in a section has a summary of asset dollarsby each inventory item and
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also asummary at the bottom of the page for that week. Each pageis numbered
and the total of the assetson that pageis carried forward to a page summary
sheet |ocated in the front of the book. The page summary sheet isthen totaled to
show thetotal assetsininventory for that week. These dollarsare then used in
conjunction with the previousweek’ sasset dollars and the dollars of purchased
itemsto producethe cost of goods used (food cost, laundry cost, chemical cost,
etc. etc.). The page summary sheet has four columnson it. One columnis used
for each week and the four weeks are then totaled to develop the period’ stotal
cost. The Book is also used to order productsfor the coming week. Each page
has several columnson it: column one iswherethe order code for theitemis
listed, columntwo is adescription of the item, column three givesthe case pack
(six number ten cans per case), column four describesthe inventory unit to be
counted (one number ten can), column fiveisthe stock level set by management,
column six givesthe pric e per the inventory unit to be counted, column sevenis
asquare box with adiagonal linein it; the unit count of inventory on hand is
written in the top triangle . That number is subtracted fromthe stock level and
the differenceis placed in the lower triangle: (NOTE: THISISWHERE MOST
INVENTORY ERRORS OCCUR; PEOPLE TAKING THE INVENTORY
COUNT THE CASE WHEN THEY SHOULD BE COUNTING THE UNIT OR
VISE VERSA). The number in the lower triangleis the number of unitsto be
ordered. The numberin the upper triangleis multiplied by the unit price of the
item counted to obtain theasset value of the inventory. The next columnisthe
dollar total of the “on hand” asset that was counted and compl etesthe work done
for that item. The amount to be ordered is called into the vendor and checked of f
the order list and the asset valuesfor that page are total ed to the bottom of the
page. This amount isthen carried forward to the summary page whichisthen
total ed by category (meat, produce, dairy, bakery, etc. etc.) to provideadollar
amount which is deducted from the previousweeks ending inventory and
purchases combined. The result isthe cost of materialsfor that week. Thus, in
one document, the inventory is taken, the order is placed, and the cost of goodsis
devel oped.

4. Build-to Sheets.

Therearetwo different “build-to” sheets. One sheet isa simple method of
determining what must be ordered for the next week and is used with low cost
itemslike bread. It statesthe amount of theitem (s) that are needed on adaily
basisfor the week’ s production (six loavesof white, threeloavesof rye, and
six loaves of whole wheat). The delivery person then “builds-to” every day.
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The second type of a build-to sheet is used in production. It statesthe daily
“build-to” for different products (gravy, dressings, bar mixes, etc. etc.). In both
cases, aformal inventory is not taken prior to the order or production.

5. Guest Check Register.

Guest Checks must be treated just like a personal check; they must all be
numbered sequentially and tracked. The Register is a sheet of paper that hasa
place for each number in the series of checksgivento await personto be
listed. When the checks are returned at the end of the day, the numbers
returned are checked and the missing checks are then identified and balanced
with the cash collected. The returned checks are placed on a new sheet and
signed for by the next wait person to get checks.

6. Wait Staff Manual.

The Wait Staff Manual is a Policy and Proceduresmanual for the Wait
personnel. It should state the style of service, give examplesof place settingsfor
ching, silver, glasses, etc. etc. In short, the Wait Staff Manualis used to teach
the wait staff what the owner expectsof them, provide them with guidance
about their job tasks and duties, and give the history of the establishment. It
should include descriptionsof the service, food, garnishment, rules, regulations,
codes, and any and all thingsthat will providefor a better work atmosphereand
client satisfaction.

7. Bar Manual.

The Bar Manual should cover many of the same company policy and
proceduresas covered in the Wait Staff Manual. In addition to thoseitems
statedinthe Wait Staff Manual, the Bar Manual shouldincludeall recipesfor
drinks and any other specificsthat are uniqueto the bar service.

8. Production Sheets.

The Production Sheets should be made out for the coming week. The entree
itemsto be producedfor each meal period arelistedin thefirst columnand the
amount forecasted for production for each day islisted in the second column.
Asthe week progresses, the amount actually producedislisted in the third
column and any left over product availablefor the next day’ s production (as
determined by taking an inventory at the end of each day), iswrittenin the
fourth column. The difference between the forecast for the next day and the
amount left over becomesthe productionfor the next day. These boxesare
listed under the heading for each day of the week. Thelast columnisa
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comment column. Thiswould be used to write in the attendancefor that day by
meal period and then to determinewhat the Popularity Index for that itemwas
(the portion consumed per person or customer attending). Thisratio isthen used
to forecast the portions needed for next weeks production and will also be used
to adjust tomorrow’ sproductionif necessary. Other commentswould be made
asdesired.

9. Plate Cost Forms

Theseformsare used to determinethe actual cost of each plate of food served.
The Standard Recipe Card is used to determinethe ingredientsper yield for each
item on the plate (the cost for the roast beef portion, the gravy portion, the potato
portion, the garnish, etc. etc.). When the food cost has been developed, the |abor
cost and an overhead cost are added. Thetotal isthe Plate Cost for that particular
item. The selling priceis then determined. Remember that a restaurant deals
with &' salesmix” rather than adding aflat dollar or percentage amount to the
Plate Cost. Someitemswill not bear the mark-up appliedto the rest of the menu
(these are usually the productslisted as being sold at the“Market Price”). Other
items can be marked up dramatically becausethat is expected (ahamburgerin a
fine dining restaurant) or because the Public is not able to competitively “ shop”
that item (a creative and uniquerecipe).

10. Menu Score Sheets.

Sheetsthat are usually maintained by the cashier, if thereisafull timeone, or are
tabulated at the end.of each night when the guest checksare counted. Thefirst
column on the sheet listseach entreeitem availablefor service during a meal
period; the second columnisaline upon which each “ sold” entreeis counted.
Thetotal number of each entreeisthen divided by the total number of customers
that attended that meal. Theration derived is the Popul arity Index of that item
when served in conjunctionwith the other items on the menu. Thisindex changes
as the menu items change, with the weather, etc. etc.

11. Schedule Shesets.

Schedule Sheetsare used in three ways: to identify the positions needed and to
fill themwith a person, to “Post” a master schedulefor the restaurant, and to
giveanindividual persontheir schedulefor the next week. Thefirst column
lists the Position/Name,the next seven columnsare for the days of the week,
and thelast columnisfor totaling hours/dollars. The first ROW alwaysliststhe
positiontitle, the next row(s) namethe personnel filling that vacancy
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(NOTE: apositionmay befilled by one personfor eight hoursaday for 5 days
or by more than one person working various days and/or hours).

12. Time Cards.

Time cards must be used by all workers. Thisis not only to capture hours by the
work area(arethey out on acateringjob or are they workingin thekitchen, or
the bar, or in thedining area), but it is aso to protect the ownership. Restaurants
are notoriousfor paying “under the table” and for paying subminimum wages
when they were not supposed to pay below minimum. Cards should be coded
with the employeesprimary work area and hours all ocated to temporary work
areasasrequired.

13. Cash Check Out Sheet (Bank Reconciliatian)
At the end of aservice(meal period, bar, banquet, catering, etc. etc.) all cash
registers and cash boxesmust be reconciled to theregistertape, if thereisone,
and the money counted. The money in the “bank” which isusually a set
amount ($100.00) is deducted first, then the tape and dollars are reconciled.
Theform usually hasalist for coins and currency so that the “banker” can put
in anumberfor the“count” whichisthen multiplied by the “value” of the coin
or currency to obtain the total cash value, i.e.: twenty dollar billstimesa
“count” of ten would haveatotal cash value of $200.00.

14. Pull Sheets

A list of recipeingredientsto be“ pulled™from the refrigerator, freezer, etc. etc.
for the “prep” cooks prior to the production process starting. Theseitemsare
usually pulled by atraineeor utility personif the cook doesn’t pull them
personally. Thelist may or may not include utensils, measuring spoons and so
on.

15. Prep Sheets
Areused in conjunetion with the Production Sheet. These sheetsare used to list

the non-entreeitemsthat must be produced prior to the entree production.
Garnishes, gravies, sauces, etc. etc. would go on thissheet. Itisusually just a
list of theitemsto be “prepped” and the amounts. A prep cook might do all of
the diced, chopped, or sliced vegetablesfor the day for all recipes: soups,
salads, relishes, etc. etc.

16. Vendor (Receiving) Check Sheets

24



Taken from the Purchase Order, or may be the Purchase Order. Used to assure
that the itemsreceived are what was ordered and at the price ordered. Must
include areasto address back ordered items, refused items, and a comments area
to addressthe quality of product and any other concernsi.e.: dirty truck, truck
temperaturetoo high or low, an accident that occurred when the delivery was
made, etc. etc.

17. Maintenance Schedules

A calendar of maintenancethat must be done to keep the facility,and physical
plant operational. Preventive maintenancerather than repair work. I'n most
units, this schedulewill also include the equipment preventive maintenance
schedules.

18. Operational Journal

A large book or log, usually each pageis dated likeadiary, in which the
maintenancethat is being worked on or completed, is listed with comments.
Any operational problemsor concerns regarding maintenancewould also be
listed here. The maintenance and management personnel must look at and
update thisbook daily. Thisisthe place that all problemsand repair or
replacement requestsare logged and should record daily events of note.

19. Job Descriptions

Task and Duties Sheets are used to provide general outlines of work to be done
by a person fillingaposition. They-are not used very much in restaurants
because crosstrainingis so. frequent and personnel have to fill multiple
positions. The Job Descriptionsused in restaurantsare parsed in regard to what
must be done. They are frequently used by the person filling that slot for the day
or week asatiming guide as well as a descriptionof what must be
accomplished. A great deal of work must go into development of job
descriptions. They are most effectivewhen written in half hour blocks. When
devel oped; the“ sheets” that describewhat is being accomplished by that
positionin each half hour block are taped on awall under atimeline that starts
with the opening position and ends with the closing position. The “wall paper” is
then reviewed to assurethat all tasks and responsibilities have been captured. A
Job Descriptionisthen written for that positionin half hour blocksand it has
been synchronized with all of the other positions. All Job Descriptionsmust
have Measures of Performancelisted.

20. Task and Duty Lists
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A finer break down of the Job Description. A Task/Duty for a utility worker
might be to maintainthe restroomson a periodic basis as designated in the Job
Description. The Task/Duty sheet would then list what the utility person should
do when they arefulfilling that Job Descriptionrequirement, i.e.: Clean all sinks,
flush toiletsand clean, check and fill all soap and towel holders, clean all
mirrors, mop floors as needed, etc. etc.

21. Evaluation Forms

All Job Descriptionsmust have M easures of Performance identified. These
performanceindicatorsthen becomea part of the Evaluation Form. The
evaluation must take place on aregular basisthat is short termin length (at |east
every six months). There should aso be a probationary period of 90 days during
which time the applicant must demonstratetheir ability to accomplish their
work goals on a continuing basis and eval uation shoul d take place every week.
These must be written evaluationsso arecord exists. Thisisespecialy
important if apersonisnat going to passthelr eval uation period. Evaluations
should be undertaken for improvement purposesas well as the once per
year...(“annual”) evaluationthat is used to help determinesalary increases.

22. Meat Cutting Sheets

The Meat Cutting Sheet isused to track the productivity and efficiency of each
meat cutter. It liststhetotal grossweight of themeat asinvoiced, thenit liststhe
type and weight of each item cut (ten- 7 oz. butt steaks, five - 4 oz. filets, etc.
etc.). The scrap and fat are weighed and the total is subtracted from the gross
weight and is listed asblood loss. Theiamount of blood loss should be
consistent. |f variancesto blood lass start showing up, then someoneis stealing
meat. |f the amount of solid cut meats of the type ordered start to drop and the
diced/cut meats weight startsto increase, the meat cutter is becoming careless
and mistakesare being cut up (rework). A start time and afinish time must also
be listed for each “box”, or for each * piece of meat” cut up. Thisallowsthe
ownership to track-productivity.
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23 . Interview/Hiring.

Comprehensive, standard applicationsfor employment should be used as a part
of theinterview process. In addition, a select list of questionsto ask each and
every applicant should be drawn up and used every time an interview is
conducted. The gquestions should address areas of interest for each
position:...“wha type of work have you donein the past where you have had to
move from one task to another in short periodsof time”,...“ giveme an example
of acustomer complaint you have had and tell me how youdealt withit”, etc.
etc. Any state and/or federal data tracking forms must also be maintained.

24. Cash Paid Out Slips (Petty Cash)

Must be used every time money is paid out: cash wages (must have the name of
the person or businessmoney was paid to), cashfor deliveries(must be attached
to the delivery slip or invoice with areceiving signature attached) and so forth.
The name of the recipient should be printed, there must be areason area, a date
and time area and an approval section. These are counted as cash on the
reconciliation sheet but noted as petty cash slips.

25. Spread Sheets

Spread sheets are used to parse aninvoice. Not all itemson an invoice may be
charged to the same account code. If an invoice has more than one expense
code that must be used for the incoming items, then that invoice should be

“gpread” over the appropriateexpense codes.

26. Definitive Chart of Accounts

The Chart of Accountsfor arestaurant should functionlike amini dictionary.
Instead of definingwords, however, the Chart of Accountsshould clearly
define each Account Code Number, i.e.: state what should or should not be in
that account code. The definition can then be used by the inventory “taker” to
assurethat the carrect items are being placed in the correct accounts.

27. Requisition/Charge Sheet

Thisis similar to a*pull” sheet, but is used to request items from an inventory
site that is not right in the production area. It is also used to transfer cost from
one unit or profit center to another.
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28. C.S.Q. Sheet for Manager Walkabout (Customer/Sanitation/Quality)

The sheet is made up of many statements, i.e.: “all steaksare cut with afat cap
not to exceed ¥4inch”. Each statement is numbered and the number is circled if
the statement is not correct. At the end of the “walkabout” the correct statements
are divided by the total number of statementsand the percentage obtainedisthe
scorefor that unit for that week. Yes, thisisdone EVERY WEEK. A manager
must maintain a 85% average and continually strive to reach 100%. Corrective
action must have taken place PRIOR to the next “walkabout”.

29. Weekly OperationReport (WOR)

A trial balancefor the operation that is updated on aweekly basisas well as an
ongoing “flash” report for labor productivity. The daily “count” of meals served
and hoursworked arelisted in their appropriate places. Dividing the number of
meal s served by the hours worked givesthe Meals Per Labor Hour (M/LHr)
number, which is a productivity number. Asinventoriesmust be taken on a
weekly basisto place an order with vendors, the foad cost is obtainablealong
with the labor costs and other costs, thus providinga Trial Balancefor decisions
to be made and directionsto be adjusted. The “budget” areaof thetrial balance
should show last year to date at thistime and thisyear to date as well asthe
numbersfor the week we arein.

30. Monthly Operation Report (MOR).
The actual comparisonto the budget. There should be nine columnsto
represent the following:

Column1: ThisMonth Last Y ear

Column2: Two MonthsAgo

Column 3: Last Month

Column4: ThisMonth

Column’5: Budget for This Month

Column 6: Description of the Accounts

Column 7: Budget for the Y ear to Date

Column 8: Actual for the Y ear to Date

Column 9: Y ear to Datefor last year.
Thesewould be thefinal numbers,not atrial balance.However, if thein house
weekly trial balance was accurately compiled, then the month ending trial
bal ance numbers should match the Actual Numbers.

31. Budgets
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A Flexible Budget does not work very well in thistype of business. The
budget must be devel oped week by week and aggregated into the whole. A
flexible budget can not be compared to the labor swingsthat can occur ina
retail store.

32. Required Forms

There are various governmental formsthat are required in all business; however,
the restaurant industry has additional forms and the government |looks very
closely at some of the common forms. |-9's are closely monitored, as are labor
hoursworked , OSHA postings and the Sanitation I nspections.

NOTE: A procedure should be writtenfor each of the formslisted in/Appendix
“A”, found at the end of this manual. Some of these procedureswill be long
and somewill be short. Each of the documentslisted are vital to the efficient
running of arestaurant.
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Restaurant
Glossary of Terminology

a Side
A side dish of something, something on the
side, i.e.; salad dressing.

Back of the house
Refersto the production area of the restaurant,
particularly the kitchen area.

Back-to-Back
To work a late night shift followed by an early
morning shift for example.

Base
A concentrated product used to enhance flavor,
I.e.. chicken base.

Beverage/Food

Ratio. The sales distribution between beverage
sales and food sales. This ratio is used by some
states to determine types of liquor licenses
distributed.

Blended

Used when referring to whiskey or wine. it
means a combination of two more types of wine
or whiskey which have mixed or blended to
produce another type of whiskey or wine.

Blown Away
Very busy.

Brazier (tilting brazier)
A type of rectangularkettle used as a multi-
purpose cooking unit.

Bunch
Descrbes a purchase unit for celeryand other
types of produce.

Busperson

The waitstaff helper. Busses (clears) tables,
banquets and helps Waitstaff serve. May be
used as a training position for Waitstaff.

Call

A'call'drink is by name, i.e.: Jack Daniel's, and
is priced higher than the'house' brands which
are used to mix drinks and genericorders, i.e.:
bourbon and water.

Campers
Customers who dawdle after being given or
after paying their checks.

Carcass

The purchase unit for various animals, a whole
body, i.e.: beef carcass. This will then be
'broken down' into primal cuts, i.e.:, aleg
(round) of beef, which is then sold 'as is' or
further broken down (top and bottom round).

Check average
The average check amount per guest check.
Used to track or forecast sales.

Check Out
To perform a balance of the shift sales and
receipts; the final product of the balance.

Chef

A trained culinary professional. The title is very
often mis-used. This position should be able to
maximize food utilizationin a profitable and
presentable manner.

Convectionoven
Uses forced hot air to cook foods.

Conveyoroven
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Uses a moving belt to pass food through the
heating area. Mostly used in high production
stores.

Convenience

Product that has been readied for use by
someone other than the user, i.e.: bake and
serve breads. In theory, this should reduce
labor costs or the need for skilled labor.

Cook

This position does not have the culinary
background a chef has. Definitive recipes are
needed when cooks are used in place of chefs.

Count-case

The purchasing term used to define the number
of units in a case. Can also be used in counting,
etc. Helps to determine the'yield' costs of
product.

Count-customer

The number of customers that consumed
product in the restaurant, either by the meal
period or per day. Most often associated with
an entree' consumption or its equivalent.

Covers

The term used for a meal ora person. Derived
from the'round covers thatare used to keep
food hot when it is being moved from the
kitchen to the service area.

Cross Training
Training a person to do more than one job. An
essential functioniin food service.

Cry-O-Vac

The plastic wrapping placed around various
foods. It is tough and can even be used to
retain product while it is slow cooked at low
temperatures. Caution is advised when this
procedure is used to avoid food poisoning.

Deck-Oven

May have one, two, or three decks.
Susceptible to 'hot-spots'. Does not have
forced air baking.

Delivery
A type of service provided to off site customers.

Deuce
A table that seatstwo dining customers.

Disposables
Service utensils, plates, etc. that are used only
once: Also applies to containers.

Double Down
Two work shifts in one day.

Dragging
To have ordered items missing from the order
at serving time.

86 - Eighty-six
To-be out of an item on the menu or special.

Employee Meal

Either a set, designated or dollar allowance for
an employee to eat at work. Cost can be
prohibitive. If provided, it should be monitored.

Expediter
The person who garnishes food and puts
together items for a kitchen.

FIFO

Firstin, First out. All product in food services
should be inventoried and used in this manner.

Flag
An orange and a cherry skewered on a cocktail
pick.

Floor
Refers to the'service area' or dining room.
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Forecast

Used in conjundion with both customer counts
when forecasting attendance and food
production when forecasting portions to be
prepared.

Free Pour

When a bartender pours from a bottle using
eyesight or a method of counting to determine
the amount of liquor poured. Generally
inaccurate.

Front of the House

The service area of the restaurant as opposed
to the produdion area (back of the house) The
service area is generally known as the serving
or dining area.

Frou-Frou
A sissy drink, usually frozen.

F.T.E.

Full Time Equivakent. Refers to 40 hours worth
of work in a week or 2080 hours in ayear.
Time based unit used to schedule workers.

Full Service

A restaurant that offers food and liquor served
tableside. It may have a limited or ethnic
menu.

Garnish
Used to highlight both food.and/or drinks. May be
very expensive and should always be costed out.

Gravy

Used to cover or mask food. Usually
strengthened with a base and thickened with
flour or rule. Made from meat juices.

Griddle
Also called a grill, it is used like a large frying
pan. Most grilled foods however are cooked

over charcoal or briquettes and are really bar-b-
qued.

Grog/Dram Laws

These laws vary state-by-state and govern the
consumption of alcoholic beverages.

HACCP

Hazard Analysis and Critical Control Points.
Quality control term that designates the food
manufacturing control process.

Head

A purchasing term used for lettuce, cabbage,
and poultry. Though purchased by the'head' is
costed out by the pound weight.

Help Walk
To help another server carry-an order, usually
consisting of more than one tray of food.

Holding

A short term storage of product usually just
prior to service. Time and temperature are
critical components that affect both quality and
safety.

Hold Order

Food that has been turned into the kitchen but
should not be cooked until notified by the
server.

House

The name used for the restaurant. Also used
for the house or bar liquor/wine. Not used
interchangeablywith restaurant. Other names
used are store and unit.

In-the-weeds
To be Very busy. Struggling.

Jigger

A glass used to hold/measure hard liquor. Most
often about 2 oz.
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Kettle

A piece of cooking equipment that is steam
heated and used to produce large amountsof
product like soups, sauces, pastas, etc. A
volume measuring device must be used to
control recipe yields; either a marked rod or
internal kettle marking.'

Leftover

Product that was produced but not consumed.
It is here that a chef can make creative use of
the product in order to reduce waste and cost.

MOD
Manager on duty.

Meals/Labor Hour

A productivity measure that also used for
scheduling. The number of meals served for
each hour of labor that is paid.

Menu-Score

The menu item count as detailed by .guest check
review. The number of each item purchased is
then used to forecast future needs to customer
count.

Muddled

A bar term that means mixing sugar and bitters
togetherin the bottom of a glass prior to adding
the ingredients. Usually for an 'Old Fashioned'.

No.10 Can

A large can around 6-8 pounds of product)
used when cooking volume products. There
are 6 No. 10 Cans per case.

No. 303 Can
A small can about the size of a Campbel's
Soup can for home use.

No.5 Can

A tall medium sized can mostly used for
concentrated soup mixes.

On The Floor
The dining area of the restaurant.

On-The-Fly
In a hurry, pronto.

On-The-Side
Directions to-serve a sauce or condiment,
usually served on top of or in the food, in a
separate dish.

On-The-Rocks
A drink'poured over ice.

Open/Close

The time service starts and stops. Production,
sanitation, etc. Will have differing start/stop
times.

Ounce
Itis used as a measure in both dry and wet
forms. This is an area of caution when recipes

are being developed as a pintis a pound the
world around'is not a true statement.

Interchanging weight and volume ounces can
cost a lot of money.

Pick-Up
To wait on tables which are not in a server's
assigned area.

Piggy-Backing

The dishonest act of hiding a 15% gratuity in
the subtotal of charge card vouchers so that
customers will add another tip; double tipping.
Sometimes called a service charge.

Plate

Also a unit of measure. For example plate cost
is the overhead cost per plate to open the door
without a single sale. It is also used as a

customer counting unit.
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Plus 15

A pre-booked party where a 15% service
charge is automatically added to the guest
check.

Portion
The size in ounces (volume or weight) for a
single service of a recipe item.

Portion Control

Pre-measured or weighed service units, i.e.; 4
oz. Cuts of meat, casseroles, etc. Product is
purchased this way from a vendor.

Portion/Person

Also called a popularity indices. It is the number
of portions of all products consumed by each
customer during a defined period. It is used to

forecast production and is especially useful in
unlimited'seconds'service.

POS

Point of Sale. Usually refers o an electronic
systemthat allows data inputinto the kitchen
from the dining area by the wait staff. It is
hooked into a register and provides various
data reports:

Prep

Work done prior to produdion for service, i.e.;
cleaning produce, making sauces, setting an
area up with adequate supplies.

Pre-portioned

This is done in-house by the production
personnel rather than buying from a' vendor. It
is used to maintain cost control.

Primal

A large cut of meat off a carcass which may
then be'broken down' by the chef in-house for
various other uses.

Prime Costs

The'rule of thumb' cost for labor and food
combined, usually agreed to be about 65% of
revenue. Food costs may go up if convenience
products are used, but labor should go down
and visa versa.

Promotions

The give away of product in-house or donation
type, i.e.; attending a fair and giving away
samples.

Rail

The holding rack (sometimes called a speed
rack) for bottles.of liquor/mix used by
bartenders for most of the non-call or house
drinks and'mix drinks.

Reach-in

A cooler or freezer that product is removed from
by reaching into it for the product. All should
have visible temperature dials to assure safety of
product.

Re-Cook
An entree that needs to be corrected due to
improper preparation.

Redline

Underlining the portion of the check where
drinks have been written to note that they have
been prepared. Usually done with brightly
colored ink or a highlighter.

Restaurateur

The name for someonewho ownsand runs a
restaurant.
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Roll
The act of taking food form the heatlampsin
the kitchen to the trays to the customers.

Runner
The person or the act of carrying food or drink
from preparation areas to the customers.

Rue

A mixture of flour and fat that is cooked
together and used to thicken gravies. Corn
starch is used to thicken sauces.

Sales/Hour
A measure for revenue per hour of work paid.
Productivity for the unit/area/station.

Sales/Seat
A measure for revenue per seat available for
use. Efficiency of available space for dining.

Sales/Server
A measure of productivity per employee.

Sales/Square Foot
Another measure of productivity per
employee/server.

Sauce

Used to.complement an item, add color, taste,
etc.,but not to mask the item as gravy does.
Thickened with corn starch, not flour and made
from juice, wine; etc. Color and spices may be
added.

Scatter system

Primarily used in a cafeteria or around a salad
bar. It allows customers to move to various
food items without any constrictions that would
form lines, etc.

Scratch-made

A product that is made from primary ingredients
without the use of convenience ingredients, i.e.;
a cake made from flour, seasonings, rising

agents, buffer, eggs, milk, etc., rather than-
made from a cake mix by mixing the box
ingredients with a liquid.

Seater/Greeter
Host or hostess or floor supervisor.

Seating

The number of places you have to seat
customers. Can include standing at the bar rail,
etc. Itis also used to denote the. actual physical
seating of a customer.(a verb)

Section
An assigned area for a wait staff to work. It can
include tables, bar area, etc.

Short Sequential Scheduling

A system for using part time employees to fill
open time slots in various positions. Rather than
scheduling one full time (40 hour) person, the
work is broken down and covered with more than
one part timers.

Shot

A measure used when pouring drinks, rather
than free pouring (by counting to measure the
amount poured). It can vary in volume: % oz.,
1 0z., efc.

Side jobs

Tasks assigned to wait staff, usually in
conjunction with a station assignment, that are
in addition to tasks associated with resetting
their tables. Examples: Fill all salt/pepper
containers, clean coffee urns, etc.

Simple Syrup

A solution of sugar and water used when
mixing drinks. It is a sweetener that readily
mixes and leaves no granules. It is also used
in deserts.
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SKU

Stock Keeping Unit. An inventory term for a
single item of inventory. It is used with some
register systems.

Spec Book

The specifications that are set for all products
to be purchased. This defines quality as well
as quantity.

Speed-pour

Another term for free-pouring. The nozzle
inserted into the bottle may or may not have a
builtin measure.

Speed rail

Same as'rail'. Usually located behind the bar so
the bartender can reach down and pick up a
bottle to pour from. Placement of bottles is
memorized.

Standard recipe

A recipe format. It includes the ingredients,
their measures and yields for the completed
product. The procedure for combining,
cooking, garnishing, and any other part of the
cooking process is also included; as are
purchasing specifications and guidelines.

Station

There are twotypes of stations. A station for
service equipment utensils, etc. Which is called
a service station and.is used by the wait or
bartender staff and the actually station (also
called a section) being worked by the wait staff.

Station Chart

A diagram of the table settings and service area
which has been broken up into service areas to
which the service and wait staff has been
assigned. Side jobs are also assigned by
stations or sections.

Steel

The long rod used by a cook/chefto realign the
edge of a knife. It does not sharpen it; it just
knocks off he burr that occurs when a sharp
knife is used frequently. May be constructed of
material other than steel.

Take-out

Applies to a service provided to.customers who
want to order ahead, then come in-and pick it up
and take it out to eat it. Also frequently applied to
fast food.

Theme

A restaurant that is constructed ormenued
around a specific theme, i.e.; Italian, Steak
House, Gourmet, etc. Caution must be taken
that the theme is not a passing fancy.
Customers come for the ambiance as well as
the food.

Tip Credit

A creditthat the owner can take against the
minimum wage paid to tipped employees.
Check with each state as the amount differs
from state to state.

Top Shelf

The most expensive liquor served in the
establishment. Usually kept on the top shelf
because it is not as frequently used and also as

a merchandising tactic. There may be several
shelves each of which commands a different

price per shot.

Traffic Count

The number of customers (sometimes
transactions) that are served during a defined
period, i.e. ; lunch, hour, day, week, etc. The
numbers are used for scheduling labor and
production.

Tray

Used by wait staff to carry product to the
customers. If merchandised, the tray is carried
overhead or with an edge resting on a shoulder.
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Empty plates are then cleared away back to the
tray from the table. This facilitates productivity.

Tray Stand

Used by the wait staff to set their service trays
on. May be left in strategic spots in the service
area but is best brought out by the staff when
the food is about to be served, then cleared
away after service.

Turns

The number of customers served divided by the
number of seats available for service. Tables turn
1.5t0 2 turns during the meal service periodin a
sit down family style restaurant.

Up
An alcoholic beverage served in a glass without
ice.

Up-selling

The act of adding product to@a check through
suggestive selling, for example; deserts; wine,
drinks, etc.

Utility Person

Usually a dishwasher used in a variety of
positions and areas. One of the greatest areas
for cross training and also to train for
advancementto other areas.

Wait-List

This list of people waiting to be seated. Usually
reservationsare accepted, a percentage of the
floor or tables are set aside for walk-in traffic.

Wait -Staff

The designation used sometimes for the
servers, waiters, and waitresses. These
personnel are your sales force.

Walk-in

Those customers who do not make
reservations but just come in for service.

Wells
Another name for rails or speed bars.

Yield

The number of edible portions in a container or
the number of portions produced when a recipe
is completed or cooked (or.the fat is cooked
away).

Zebra

One of the exotic menu items at some exotic
farerestaurants. Others include the more
frequently served buffalo, rattlesnake, and
pheasant.
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APPENDIX*“A”

FORMSDOCUMENTATION/CONTROLS

Standard Recipes
Inventory/order/cost Book
Build-to Sheets
Guest Check register (sign-out sheet)
Production Sheets
Plate Cost Forms (Updated Frequently)
Menu Score Sheets
Schedul e Sheets
Cash Check Out (Bank Reconciliation) Sheet
Pull Sheets
Prep Sheets
Vendor (Receiving) Check Sheets
Meat Cutting Sheets(Yield Test)
Cash (Petty Cash) Paid Out Slips
Spread Sheet (by Chart of Account Numbers)
Definitive Chart of Accounts
Requisition/Charge Sheet
C.S.Q. Sheet (Customer/Sanitation/Quality)for Manager Walkabout
Weekly Operation Report (W.O.R.)
Monthly Operation Report (M.O.R.)
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