
SOP: Closure and Customer Farewell Protocols
This SOP details the closure and customer farewell protocols, encompassing the steps for effectively closing
business operations, ensuring all tasks are completed, securing the premises, and providing a positive final interaction
with customers. It includes guidelines for expressing gratitude, summarizing the visit or service, addressing any last-
minute questions or concerns, and delivering a warm, professional farewell to enhance customer satisfaction and foster
loyalty.

1. Purpose

To outline standardized procedures for end-of-day closure and delivering courteous farewells to customers, promoting
operational security and positive customer experiences.

2. Scope

This protocol applies to all team members responsible for end-of-day closing duties and customer interactions at the point
of departure.

3. Responsibilities

All staff: Follow closing and farewell procedures as outlined.
Managers/Supervisors: Ensure protocols are followed and address exceptions as needed.

4. Closure Procedure

1. Verify that all customer transactions and services are complete.
2. Secure cash, sensitive documents, and confidential information as per company policy.
3. Ensure all equipment and appliances are turned off or secured.
4. Check facility cleanliness: dispose of waste, clean workspaces, and tidy public areas.
5. Lock computers, storage areas, and doors as required.
6. Complete closing checklist and sign off with a supervisor or colleague.

5. Customer Farewell Protocol

1. Express genuine gratitude for the customer's business (e.g., "Thank you for visiting us today!").
2. Summarize key points of the visit or services received.
3. Ask if the customer has any final questions or concerns.
4. Address any last-minute needs or issues promptly and professionally.
5. Provide relevant follow-up information as needed (e.g., receipts, contact points, next steps).
6. Deliver a warm, friendly, and professional farewell (e.g., "We look forward to seeing you again! Have a great

day!").

6. Documentation

Record all completed closure tasks on the daily closing checklist.
Report any issues or irregularities to management immediately.

7. Review & Improvement



This SOP should be reviewed semi-annually. Feedback from customers and staff should be collected and procedures
adjusted as necessary to continuously improve the closure and farewell experience.
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