TASTEBUDS WEEKLY LABOR PROCESS Tabrx Buns Z€Q Semouna Updated 9/27/19

STEP GM to forecast "Total sales" and "food sales" in Hot Schedules for the upcoming week within the guidelines of the "90% rule".
Give these numbers to each Department Head Manager.
GM to enter these numbers on both the data entry tab on P&L workbook.
STEP Department Head to create / use a labor proforma for the forecasted sales amount that staffs to build sales and reach profitability.
(Proforma should give us a labor cost % that is equal to or better than the fiscal budget)
STEP Schedule writer to create or select a template in Hot Schedules that matches the proforma for this particular sales volume and matches staffing needs.
STEP Write a schedule that perfectly matches the proforma bv Wednesday of the week.
Department Head to print the "Extended Schedule Report" (using "total day hours", "in times", and "out times"), "OT Warning Report" and "Labor Proforma
Week Day View report" from Hot Schedules and labor proforma give to GM for review and make any changes if needed.
Validate that daily hours for each workgroup on the "Extended Schedule Report" matches exactly to your daily totals on your labor proforma. Ifi
doesn't, check your in/out times against your proformas in/out times.
STEP Go into the P&L workbook and enter vour scheduled hours and dollars for each department into the "Flash Report" for the week that vou iust wrote the schedule.
This will calculate your labor cost % based upon the projected sales that are in the P&L workbook.
STEP Validate that vour schedule labor cost % on the flash report matches vour "Labor Proforma Week Dav View" from Hot Schedules and vour proforma.
STEP Once schedule is approved bv GM, department head "posts" schedule in Hot Schedules.

Once the schedule I1s published, make sure that "schedule rules” to be entorced in Squirrel. VERY IMPORTANT!
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TASTEBUDS DAILY LABOR PROCESS masTEsuns  Z€Q  SEMOLINA Updated 9/27/19

STEP 1

Evaluate the week to date numbers on "Labor Proforma Week Day view". Review actual sales, hours, labor dollars against schedule.

Review and print the manager’s "Roster Report". See report settings for Roster report. This consists of who is working and includes their in/out times. Put this report on your clipboard with your shift
planner.

Review and print the "Proforma by Percent report" for the shift you are working. This will give you forecasted sales and scheduled hours, dollars and % for the shift. Write these numbers under the
labor category of your shift planner.

Review "OT Warning" section on your "Roster Report". This will give you the list of all employees who are currently scheduled to go into OT. Compare this to who is working and write the name of any
employees working this shift onto your shift planner.

Using the information that you have, formulate a "bail and cut plan" and record this on your shift planner.

Set out time expectations with each employee at pre-shift.
Check "punch adjust" in squirrel to ensure all employees are properly clocked in and under the correct job code by comparing to your manager’s daily shift report. NOTE: if you have the "schedule
rules" in effect (WEEKLY PROCESS STEP 5), everyone should be able to clock in for their scheduled time only. therefore if they have not clocked in that should be a red flag that they were late or are trying

to work an unscheduled shift.
Start managing out times at beginning of shift and as business dictates, not at the end.
Awareness of business indicators & sales in 15 minute increments to pro-actively manage labor.
Rules of Thumb Ratios: FOH "Tables sat to # of servers on" = 4:1

BOH: "Open Menus to # of line cooks" = 10:1

As business declines, make cuts to vour labor cutting plan.
Set expectations with cut employees as to when they should be clocked out by.

Although there are several variables, the good rule of thumb is that is will take a server 30 minutes to complete their work once they have been cut, 10 minutes for host/sa and 30 minutes for BOH.

Log cut times of each employee on the "Manager's Daily Shift report" for tracking purposes.

At 4:00pm (or at end of night) do a "manual hot sync" between Squirrel & Hot Schedules. Check "punch adjusts" in Squirrel and "Employee Hours" (check off Actual vs Scheduled) report in Hot
Schedules to ensure that all employees are clocked in/out correctly, under the correct job code.

Record your actual sales, hours, dollars, and % on your shift scorecard. You can get this information from Hot Schedules "Labor Proforma by Percent" for the shift you are working. Scan and email toy
our GM and AD.

Make notes in digital logbook on any discrepencies/variances.

Sell your labor result/shift with the PM manager (your labor result in hours, dollars, %, how many hours the next shift has left). The closing manager will sell shift through the digital logbook to
tomorrow's opening manager.

If SALES are UP from
forecast, manage to your
SCHEDULED HOURS

Expections for
Shift Labor
Results

If SALES are DOWN from
forecast, CUT AGGRESSIVELY
& manage to your
SCHEDULED LABOR COST %




LABOR PROCESS ROUTINES & TIMELINES

BLACK = ALL MGRS.

GREEN = GM

RED = DEPT. HEAD

TASTEBUDS
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STEP #4

STEP #4

STEP #4

WEEKLY PROCESS HOT SCHEDULES REPORT SAMPLES

EXTENDED SCHEDULE REPORT

This report is used to compare what you have scheduled (in/out times, number of shifts, etc) to your Excel labor proforma.

& Return to Dashboard Extended Schedule Report
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OVERTIME WARNING REPORT

This report is used to identify people that have been scheduled for overtime.
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Labor Proforma Week Day View

Food Sales (1] Projecten 0.00 0.00 0.00 0.00
Variange 852006 11,887.49 1487676 9626033
Actual 8.560.31 1353868 17.265.08 109,370.50
Totaf Sales Projected 0.00 0.00 0.00 000
Variance 9560371 1353368 17.265.08 109.370.50
LABOR PERCENTS
Na lapor percents data for this date range
SALES PER LABOR HOUR
Na SPLH data for this date range
LABOR
Category Monday Thursday urday Total
BOH Hours  Dollars Hours  Dellars Dollars  Hours Hours Dollars
Actusl  0.00 0.00 0.00 0.00 0.00 0.00 0.00
DISHWASHER [1] Schedules  12.00 22083 1275 166.00 2050 12075  1.45071
Variance ([18.00)  (22063) (12.75)  (166.00) (20.50) (120.75) (1.450.71)
Actual  0.00 0.00 0.00 0.00 0.00 0.00 0.00
LINE CODK[1] Scheoules  59.00 6425 82425 94576 7425 46275 650302
Variance (59.00) (64.25) _ (284.35) (945.76) _ (7425) (462.75) _ (6.503.02)
Acual  0.00 0.00 0.00 0.00 0.00 0.00 0.00
PREP COOK[1] Scheduled  17.25 17.50 286.50 26650 1875 12125 178525
Variance (17.25) (1750} {266.50) (266.50)  (1875) (121.25)  [1.765.25)
Actual  0.00 0.00 0.00 0.00 0.00 0.00 0.00
ToTAL BOH Scheduled 9425 130213 9450 131675 150451 | 11350 70475 971898
Variance (84.25) (1.30213) (3450) (1.31675) (1,504.51) [(113.50) (704.75)  (3.718.38)




DAILY PROCESS HOT SCHEDULES REPORT SAMPLES

STEP #1 LABOR PROFORMA WEEK DAY VIEW (THIS WEEK)
This report is used to compare what you have scheduled/forecasted to actual results. This report helps you evaluate labor performance each day.

You can also check on/off available shifts to evaluate AM & PM shifts separately.

All Reports

Schedules and Rosters
Staff & Store
Praforma

Daily Details Report

Dynamic Proforma

Labor Proforma Week Day View

Proforma - By Percent
Proforma - GPLH
Prafarma - SPLH

STEP #2 ROSTER REPORT

This Week Sep 23, 2019 - Sep 29, 2019 =) H Favorite
[ cenersrercrorr || priTreport || savererorTsermnes ][ uppate projecrions
AVAILABLE SHIFTS
AM B em
SALES - CURRENT
Monday Tuesday ‘Wednesday Thursday Friday Saturday Sunday Tot:
Actual 9.933.45 11.300.60 11.383.67 11.763.57 11,519.62 0.00 0.00 55,900.51
Food Sales [1] Projected 9.200.00 10.220.00 10,695.00 11,545.95 14,280.00 17.205.00 12,950.00 B7.205.95
Variance 633.45 1.070.60 88.67 21762 (3.360.38) (17.205.00) (12.950.00) (31.905.00)
Actual 1114041 12,807.98 13,018.23 13,741.32 1292162 0.00 0.00 63,629.56
Toeat Sates Projected 10.,000.00 11.000.00 11.500.00 12.415.00 16.000.00 18,500.00 15.000.00 94.415.00
Variance 1.140.47 1.207.58 1.518.23 1.326.32 (3.078.38) (18,500.00) (15.000.00) (20,785.44)
LABOR PERCENTS
Category Monday Tuesday Wednesday Thursday Eriday Saturday Total
Actual 1352 11.907% 13.190% 11.763% 6.264% 0.000% 11262%
BOH Projected 14.320% 12.496% 12.982% 13.248% 11.022% 9.777% 11.967%
Variance (1.203%) (0589%) 0.208% (1.485%) (4.758%) (©.777%) (0705%)
Actual 1.132% 1.552% 1.097% 0921% 0711% 0.000% 1.078%
BOH TRAINING/MEETING Projected 0.000% 0.000% 0.000% 0.000% 0.000% 0.000% 0.000%
Variance 1.132% 1.552% 1.097% 921% 0.711% (0.000%) (0.000%) 1.078%
Actual 727% 3.888% 2.003% 4.020% 1.981% 0.000% 0.000% 3.700%
FoH Projectad 5141% asa7% 4230% a489% 4.860% 2275% 3.589% 2111%
Variance (0.212%) (0.659%) (0.227%) (0.469%) (2.879%) (4.275%) (3.583%) (0711%)
Actual 0.000% 0325% 0.636% 0.833% 0.000% 0.000% 0.000% 0376%
FOH TRAINING/MEETING Projected 0.000% 0.297% 1135% 0.saa% 0.528% 0.250% 0.499%
Variance (0.000%) 028% 10.499%) 0.249% (0.544%) (0.430%) (0.123%)
Actual 0.000% 0.000% 0.032% 0.000% 0.000% 0.000% 0.007%
STORES Projected 0.000% 0.000% 0.000% 0.000% 1.828% 0.730% 0.647%
Variance {0.000%) (0.000%) 0.032% (0.000%) (1.828%) (0.730%) (1.225%) (0.640%)
LABOR
Category Monday Tuesday Wednesday Thursday Friday Saturday sunday
BOH Hours Dollars Hours Dollars Hours Mours Dollars Hours Dollars  Hours  Dollars  Hours  Dollars
Acual  0.00 coo 000 000 ooo 727 00 657 000 0.00 000 000 aco
CERTRN-BOH [1] Scheduled 0.00 0.00 0.00 0.00 0.00 0.00 0.00 o.00 o.00 Q.00 0.00 0.00
Variance (0.00) (000} (0.00)  (0.00) (0.00) 727 (000 657 ©00) (000 ©00) (000
Actusl 1862 23032 1482 19173 2680 1445 18866 1272 16088 0.00 000 0.00 8741 111731
DISHWASHER [1] Scheduled 2125 25888 650 7638 1825 1950 26050 3075 38613 2250 26700 1850 22675 13735 170402
Variance (263)  (23.56) 232 11535 8585 (5.05)  (71.84) (18.03) (225.25) (2250)  (267.00) (1850)  (22675)  (49.84)  (586.71)
Acual 6520 92136 6321 95620 6332 6058 84428 2723 35059 0.00 000 0.00 000 27934 394050
UNE COOK 1] Scheduled &1.75 248.38 62.50 926.00 £7.25 7225 991.38 75.75 1.010.28 7775 1,126.63 77.25 112300 49450 6,942.65
Variance 345 7438 071 3020 (393 (1127)  (14714)  (4852)  (659.67) (G775 (112663 (77.35) (112300}  (21456) (3.00275)
Actusl 1276 19145 1412 197.66 2088 2252 35082 1616 0.00 000 8684 123738
PREP COOK[1] Scheduled 1850 28325 1850 27600 17.50 1825 27775 1875 825 25075 12875  1.860.00
‘Variance (5. 191.20) {4.38) (78.34) 3.38 4.67 73.09 (2.59) (18.25) (250.75) 191 (622.62)
Acual 9658 134313 | 9215 134559 111.00 10562 138374 6268 0.00 0.00 46803 629559
TOTAL BOH Scheduled 101.50 1.388.51 87.50 1.278.38 103.00 11000 152963 125.25 114.00 1,600.50 76050 10,507.67
Variance (452 (4538 | 465 6721 | 800 (438) (14589) | (s257) (91851) (11925) (1,68213) (11400} (1,60050) | (292.47) (421208)

If you check all of the correct settings, this will give you all the info you need to know on your shift.
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Job Summary for Hours
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h LABOR
her Gerarve )

(=4 208 20 0 1045 AM 420 FIM|

Savnie .
0 e A7 s auziseM| [FoODsAEs TOTAL
[DEvan Nyblom
(504) 512 4343 *5 11:15 AN 230 P [Last Year 0o
ol S g A0 11215 am 500w [romar
Micolas Velez Casiro [Today 0.00 30 ZTHIS
I 1118 AM 245 M) |Last Vear 1087431 303 230142
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Weekly Overtime Warning (9/23/19 - 97204
'NOTE: This report includes scheduled and actual hours from all sehedues
‘Scheduied snd Actual Hours
Employes Name Actusl Hours Oniy Dsts & Time Overtime Starts
aDipws) trs A0ipus) tre
Aaron lzworski 1320 3445 — —
Casey Calhoun 240 - - ~
Christopher Ray 1087 = = =
Clarence Payns 147 EE — — —
Danny Gubierrez 144 26 - - -
David Randoiph 3060 - 3735 - ~
David Speyrer 1338 i - 4014 820610 - 10:37 PM
Diego Monterroso 1822 .28 - - ~
Erica Bucidey 17 w057 - - -
Frederick Johnson et 2418 — - -
Geaorge Wilson 2404 - 36.04 — —
Isaias Lora-Chicas a0z e — - -
Jasob Pugh 208 = 02 = =
Jarvis Logan 1881 — — 41.08 Q210 - 020 PM
T 18 - ant = -
STEP #2 LABOR PROFORMA BY PERCENT
If you check all of the correct settings, this will show you for d sales, and scheduled hours, dollars, and % for your shift. These are your shift labor targets.
[s.., 28, 2019 - Sep 28, 2019 E] *F
| seneraereport || rinTREPORT || save RepomTseTTINGS “ UPDATE PROJECTIONS }
AVAILABLE SHIFTS
AM O em
Sales Summary Actual Sales: This Year vs. Last Year
Actual Proj Diff This Year Last Year Diff
FOOD SALES[1] 0.00 6,5975.00 -6,975.00 .00 7.029.60 -7.029.60
TOTAL 0.00 7.500.00 -7.500.00 0.00 7.491.00 -7.491.00
Job Summary Hours Wage Dollars Labor Percent
Actual Sched Diff Actual Sched Diff Actual Actual Diff
DISHWASHER [1] 0.00 14.50 -14.50 0.00 1234 -12.34 0.00 179.00 0.000% 2.566% -2.566%
LINE COOK[1] 000 33.00 0.00 1418 aate coo  aszo0 co00%  B7I0%  -6710%
PREP COOK [1] 000 1375 1375 0.00 1602 1602 0.00 2025 0000%  3158%  -3.158%
BOH 0.00 6125 6125 0.00 1416 a6 000 86725 .8s7.25 0.000%  12.434% -12.434%

STEP #5 EMPLOYEE HOURS REPORT
If you check all of the correct settings, this will show you actual hours versus schedules hours for each employee, sorted by the biggest variance.
This will be a huge help in ensuring that people are clocked in and out correctly, and evaluating labor performance.

[@Return to Dashboard Employee Hours

Sep 302019 - Sep 30. 2019 =
All Reports r
ceneraTe reporT || prinT REpoRT || save RepoRT seTINGS
FORMATTING
Report Title: output: Font: Sort Column: PDF Orientation
Schedules and Rosters v B .
Employes Hours web arial Sort By First Name
Statf & Store v
Sroforma N
Labor Analysis REPORT TYPE
O scheduled Hours O Actual Hours @ Actualischeduled
Emplayee Hours
Employee Hours - Forecast vs
Scheduled AVAILABLE SHIFTS
Labor Budgst Report
Eerie & am & om
Overtime Warning Report
Projected Hours Report
Punch Record feport SELECT EMPLOYEES...
oracasting & Projacing . @ ..BY SCHEDULE O .Brjos O _.BY NAME
Templaces v SCHEDULES
Select Al | Selact Nons
BOH - Disn &) 50k - Linerpran 9l BoH -Tramingiesting &) FOH- Bar
FOH - Host/Retsil ] FoH - Saesrszrice FOH - Training/Masting [ —

‘Ganared On - Tuasday, Cotobar 1, 2018 10-10:8 A COT

Emplarss Hours i:“_i HotSchedules

Monday, September 30, 2019
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