








Cost Control Checklist 

Restaurants
 
Cost Control Checklist for Restaurants
	
Purchases of Food and Beverage and other operational costs
	


	
	√ or X

	1. Get at least 3 supplier quotations for major supplies, to achieve the most advantageous price
	

	2. Check receipt of goods with all delivery dockets and invoices focusing on quantities, weights and quality
	

	3. Ask your suppliers to take away unwanted packaging – this will minimise the restaurant’s waste disposal costs
	

	4. Check invoices with agreed prices
	

	5. Seek rebates for large volume purchases
	

	6. Obtain favourable credit terms from suppliers
	

	7. Consider pooling your purchasing requirements with other restaurants, ensuring that formal agreements with others will protect your interests
	

	8. Maintain stock records, particularly for more expensive items. For each item, record the quantity of goods received from suppliers, goods transferred into production and remaining stock level.   Where there is a separate bar, maintain separate stock record for the bar. 
	

	9. Carry out physical counts on a regular basis and compare with the stock record. Ask for any difference to be explained. 
	

	10. Monitor the re-ordering frequency of crockery, glassware etc to check usage levels
	

	11. Review portion sizes. Ensure your portion control procedures are applied consistently. Provide staff training as necessary. Standardise utensils and recipes.
	

	12. Assess the causes of wastage (eg poor portion control, poor food preparation procedures, out of date stock) and take action as appropriate.
	

	13. Offer “specials” on menus to ensure best use of food stocks

	

	
Purchases of Food and Beverage and other operational costs
	


	
	√ or X

	14. Involve staff in identifying efficiencies and cost savings
	

	15. Periodically review the material costs of individual menu items and their ex-VAT menu prices to ensure that the mark-ups applied are resulting in adequate profit
	

	16. Keep under review the sales mix of dishes so that sales of lower-margin dishes do not adversely affect the achievement of your overall gross-margin target
	

	17. Ensure that all Standard Operating Procedures (SOPs) are being followed
	

	18. Record and separate the cost of staff meals to facilitate a more accurate gross-margin
	

	19. Ensure that standard pouring measures are being applied for all beverage sales
	

	20. Issue till receipts for all transactions and reconcile with bar takings to ensure that all income is properly recorded
	

	21. Approve and record all complimentary drinks
	

	22. Consider installing an Electronic Point of Sale System (EPOS) to assist stock-control
	

	23. Check for possible revenue leakages, e.g. extras not being charged to customers
	

	24. Keep your overall food and beverage gross-margins under review to ensure that the target margin is being achieved.
	





	
Payroll Costs
	


	
	√ or X

	1. Operate a Payroll Cost control procedure focusing on the following:
· Target-setting - Food Payroll as % of Food Revenue
· Staff rosters based on expected business demand for Food and Beverage
· Forecast of Pay Cost and Food Revenue (excl VAT) for coming period
· Actual Pay Cost and Revenue (excl VAT) after end of period
	

	2. Review and explain variances between forecast and actual
	

	3. Examine opportunities for staff to multi-skill
	

	4. Review opening and closing times of restaurant, and starting and finishing times of kitchen staff, to ensure staff are on duty only as necessary
	





	
Overheads
	


	
	√ or X

	General Management and Administration 

	1. Review management and supervisory structures to maximise efficiency and effectiveness 
	

	2. Consider closing restaurant for periods of expected low occupancy 
	

	3. Review administration processes and staff levels to identify cost savings
	

	4. Consider outsourcing certain routines such as payroll preparation
	

	5. Seek competitive quotations from credit card companies to secure lowest commission rates
	

	6. Compare prices of telephone service providers, for best prices for land lines and mobiles
	

	7. Check that all IT systems are being efficiently and comprehensively used, and provide training to increase productivity of the systems.   Consider upgrading or replacing the systems where appropriate 
	

	8. Review effectiveness of computer systems maintenance contracts, in terms of cost, responsiveness and quality service
	

	Marketing and Sales

	Marketing and Sales

	1. Develop measures to assess the effectiveness of all marketing expenditure
	

	2. Review the effectiveness of sales activities 
	

	3. Consider less expensive forms of promotion such as PR and online marketing as alternatives to advertising and print
	

	4. Review the effectiveness of the restaurant’s website to communicate your offerings and to facilitate online bookings
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Overheads 
	


	
	√ or X

	Property maintenance

	1. Review effectiveness of all maintenance contracts, in terms of cost, responsiveness and quality service
	

	2. Ensure all significant equipment is being serviced regularly
	

	3. Query high maintenance and repairs costs of older equipment
	

	

	Utilities

	1. Prepare restaurant policies for efficient management of energy, water and waste disposal and raise staff awareness of these policies 
	

	2. Obtain competitive quotations for supplies of electricity, gas, fuel etc.
	

	3. Check that the restaurant is availing of the most appropriate tariff for energy supplies
	

	4. Check with Sustainable Energy Ireland for possible grant support for efficient energy-related investment
	

	

	Fixed charges

	1. Review rent agreements for possible abatement in rent, particularly during a recession
	

	2. Check with local authority that the restaurant is on the correct rate, and that unused parts of the property are being excluded from charge
	

	3. Review all insurance policies to assess whether insurance cover values are excessive, giving rise to unnecessarily high premiums. Consider the impact of your past claims record. Seek quotations from a number of companies to secure best rates.
	

	4. Review bank facilities with your bank manager to determine whether savings can be made in bank interest or bank charges
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