SOP Template: Detailed Store Layout Tour and
Departmental Overviews

This SOP provides a comprehensive detailed store layout tour and departmental overviews, designed to familiarize
new employees and visitors with the store's physical arrangement, key sections, and departmental functions. It includes
step-by-step guidance on navigating the store layout, highlighting important areas such as checkout zones, product
displays, inventory storage, and customer service points. The purpose is to enhance operational efficiency, improve
customer experience, and ensure clear understanding of each department's role within the overall retail environment.

1. Purpose

To provide new employees and visitors with a thorough understanding of the store layout and departmental
responsibilities for smooth operations and optimal customer service.

2. Scope

This SOP applies to all store employees, management, and authorized visitors who require orientation or operational
knowledge of the store layout and departments.

3. Responsibilities

¢ Store Manager: Oversees the layout tour and ensures departmental representatives are available.
¢ Department Supervisors: Provide departmental overviews and answer related questions during the tour.
¢ New Employees/Visitors: Attend the tour and familiarize themselves with store sections and protocols.

4. Store Layout Tour: Step-by-Step Guidance

1. Starting Point: Main Entrance
o Introduction to welcome area and security gates.
o Brief on customer greeting procedures, if applicable.
2. Checkout Zones
o Identify all checkout counters and express checkout locations.
o Highlight queue management, payment methods, and customer assistance points.
3. Product Displays & Main Aisles
o Discuss the flow of main aisles and feature displays.
o Point out promotional sections and end caps.
4. Inventory Storage Areas
o Qverview of backroom storage, receiving docks, and restocking protocols.
o Access policies and safety guidelines.
5. Customer Service Points
o Locate primary customer service desks.
o Discuss returns/exchanges, information desk, lost & found, etc.
6. Emergency Exits & Safety Stations
o |dentify fire exits, emergency equipment, and assembly points.
7. Additional Facilities
o Restrooms, staff rooms, break areas, and employee lockers.

5. Departmental Overviews

Department Location Core Functions Key Contacts
Front left side of = Fresh fruits & vegetables, prep and display tasks, Produce
Produce : ;
store restocking Supervisor
Deli/Bakery Back left corner | Prepared foods, bakery items, deli counter service Deli/Bakery Lead
Meat/Seafood Back center Fresh and prepared meats & seafood, customer Meat Dept.

service, inventory rotation Manager



Center Store

Middle aisles Packaged foods, beverages, household goods
(Grocery)
Frozen & Dairy Right-side aisles = Frozen foods, dairy products, stock rotation
Household/Non- Right-side, near Cleaning supplies, non-food merchandise
food exit
Customer Service Near entrance Returns/exchanges, info desk, loyalty programs
Inventory/Stockroom Rear/loading Receiving, storage, restocking operations

dock area

6. Additional Guidelines

Always follow safety signs and access restrictions.

Observe customer privacy and security at all times.

Refer to department supervisors for any department-specific procedures.
Use staff entrances and facilities as instructed.

7. Documentation & Acknowledgement

Grocery
Supervisor

Dairy/Frozen
Lead

Household
Section Lead

Customer Service
Desk

Inventory
Supervisor

All participating employees and visitors must sign the orientation attendance sheet to confirm completion and

understanding of the store layout and department functions.
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