SOP Template: Customer Service Readiness and
Operational Checks

This SOP details the essential customer service readiness and operational checks necessary to ensure smooth
business operations. It covers procedures for preparing staff, verifying equipment functionality, reviewing service
protocols, managing customer interactions, maintaining cleanliness and organization, and conducting pre-shift
inspections. The goal is to guarantee that all team members are fully prepared, operational systems are functioning
efficiently, and customers receive consistent, high-quality service from the start of every shift.

1. Staff Preparation

Ensure all scheduled staff have arrived and are clocked in.

Review daily briefing and assign roles and responsibilities.

Confirm all team members are in proper uniform and exhibit professional grooming standards.
Address any questions or concerns prior to shift start.

2. Equipment Functionality Verification

Inspect all customer-facing equipment (e.g., POS systems, registers, headsets) for proper operation.
Test communication devices and replace batteries if needed.

Ensure that all tools and supplies are available and in good repair.

Report and escalate any technical malfunctions immediately.

3. Service Protocol Review

¢ Review standard greeting and service procedures with team.
¢ Discuss promotional offers, key product knowledge points, and any service changes for the shift.
¢ Ensure availability of service manuals and quick-reference guides at workstations.

4. Customer Interaction Management

e Set up queues or waiting areas as required to control flow.
¢ Confirm customer feedback channels (in-person, phone, online) are monitored and functional.
¢ Prepare materials for handling customer inquiries, returns, or complaints.

5. Cleanliness and Organization

Thoroughly clean and organize all customer-facing workspaces.
Stock and tidy visible storage and display areas.

Dispose of waste and empty trash bins as needed.

Check restroom facilities for cleanliness and supplies.

6. Pre-Shift Inspections

Complete walk-through of facility to check readiness.

Verify all safety equipment (fire extinguishers, first aid kits) is accessible and up to date.
Document inspection outcomes in daily logbook.

Address any issues before opening to customers.

7. Documentation and Sign-Off

e Supervisor or designated staff completes operational checklist.
¢ Record any deficiencies and actions taken.
¢ Sign off to confirm readiness before shift commencement.

Note: This SOP should be reviewed regularly and updated as needed to reflect changes in operational
procedures or customer service standards.
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