
SOP Template: Customer Entrance Area Setup and
Promotional Updates
This SOP details the customer entrance area setup and promotional updates, focusing on the strategic
arrangement of welcoming displays, signage, and product placements to enhance customer experience. It includes
guidelines for timely updates of promotional materials, maintaining cleanliness and organization, and ensuring
compliance with branding standards. The objective is to create an inviting atmosphere that boosts customer
engagement and maximizes promotional effectiveness.

1. Purpose
To provide step-by-step instructions for setting up the customer entrance area, displaying promotional materials, and
maintaining an attractive, brand-compliant environment.

2. Scope
This SOP applies to all staff responsible for store opening, display, and maintenance at the customer entrance area.

3. Responsibilities
Store Manager: Oversees compliance, conducts regular inspections.
Frontline Staff: Executes daily setup, updates promotional displays, maintains cleanliness.
Marketing/Brand Team: Supplies updated promotional material and brand guidelines.

4. Procedure
1. Entrance Area Preparation

Clear the entrance area of any obstructions or clutter.
Ensure all surfaces (floors, mats, doors) are clean.
Disinfect door handles and contact surfaces as per health guidelines.

2. Display and Merchandise Arrangement
Arrange welcoming displays (e.g., seasonal dÃ©cor, greeting signs) prominently.
Position promotional products within easy view and access for customers.
Follow planogram/merchandising guidelines for product placement.

3. Promotional Materials Update
Check for the latest promotional materials from the marketing team (signage, posters, digital
screens).
Replace outdated materials immediately.
Verify correct pricing and product information on each display.

4. Brand Compliance
Ensure all displayed materials meet branding standards for color, font, and messaging.
Remove unauthorized or non-compliant signage.

5. Daily Maintenance
Inspect entrance area hourly for tidiness, proper display, and any maintenance needs.
Restock promotional products as needed.

5. Documentation and Records
Keep a daily checklist/log of entrance area setup and promotional updates (see sample below).

Date Entrance Area
Setup

Promotional Materials
Updated

Compliance
Checked Notes/Issues Initials

_____ â ​̃ â ​̃ â ​̃ _____ _____

6. Health & Safety
Follow all company health and safety protocols for cleaning.



Keep entrance pathways clear to prevent slips, trips, and falls.

7. Review and Continuous Improvement
Store managers to review SOP implementation monthly and update as necessary.
Encourage staff to provide feedback on display effectiveness and customer engagement.

8. References
Company Merchandising Standards Manual
Brand Guidelines
Health & Safety Policy
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