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1. Purpose
Open on time with a counted till and a safe shop floor, and close with the cash secured, the building locked and the alarm set, every trading day.
2. Scope
Opening and closing at [store] on every trading day. Cash collection by the cash-in-transit company follows the banking procedure.
3. Roles and responsibilities
	Role
	Responsibility

	Keyholder
	Leads opening or closing, holds the keys and alarm code, signs the checklist.

	Second Team Member
	Counts cash with the keyholder and countersigns.

	Store Manager
	Reviews the checklists and cash sheets each week and handles any shortfall.



4. Checklist
Opening
	When
	Check
	Who
	Done
	Initials

	30 min before opening
	Two people arrive together. Look for signs of forced entry before unlocking; if you see any, do not go in: call the police and the Store Manager.
	Keyholder
	
	

	On entry
	Disarm the alarm within the entry delay and lock the door behind you.
	Keyholder
	
	

	20 min before
	Walk the floor: lights on, fire exits clear, no spills or trip hazards.
	Second Team Member
	
	

	15 min before
	Count each till float in front of the second person and sign the float sheet. Report any difference over [$5] to the Store Manager before opening.
	Keyholder and Second Team Member
	
	

	10 min before
	Log on to the card terminal, run its test and check receipt paper.
	Second Team Member
	
	

	Opening time
	Unlock the doors and switch the open sign on.
	Keyholder
	
	



Closing
	When
	Check
	Who
	Done
	Initials

	15 min before close
	Announce closing to customers.
	Second Team Member
	
	

	Closing time
	Lock the entrance after the last customer leaves; check fitting rooms, toilets and stockroom are empty.
	Keyholder
	
	

	After lock-up
	Count each till with two people present; enter takings against the till report on the cash sheet and explain any difference over [$5].
	Keyholder and Second Team Member
	
	

	After count
	Put takings and floats in the safe and lock it; leave till drawers open and empty.
	Keyholder
	
	

	Before leaving
	Switch off equipment on the shutdown list; leave security lights on.
	Second Team Member
	
	

	Leaving
	Set the alarm, lock up and leave together; confirm in [store log] that the store is secure.
	Keyholder
	
	



5. Controls
• Cash is always counted by two people, and both sign.
• Each keyholder has their own alarm code; codes are never shared.
• Cash is never left in a till overnight.
6. Records
• Opening and closing checklists: kept for [3] months.
• Float sheets and cash sheets: kept under the company's accounting records schedule.
• Alarm set and unset log: kept by the alarm company.
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Worked example from soptemplatekit.com. Change the bracketed values to fit your organisation.
