
The ultimate store 
operations checklists 
for retailers

Your retail business is a highly complex affair. Imagine the number of detailed tasks behind the successful running of a store. Multiply it if 
you have a chain of stores. Starting from making it customer-ready before the opening hours and arranging for proper security, cleaning, 
safety etc. to auditing store performance and customer experience -- every cog in the retail wheel has to perform properly to maintain 
order. One deviation or an error or even a miss impacts operations, which results in business loss.

It’s a go-digital world today; organizations are realizing the enormous potential of automating business processes. In a retail business, 
digital checklists are the magic wand that ensures processes run smoothly day in and day out.

Digital checklists - the magic wand for retailers

You are not able to reach 
out to your entire workforce 
-- especially the critical set 
of non-desk workers, your 
frontline staff.

Manual processes are 
not user-friendly and are 
susceptible to errors.

In a mobile era, it’s a force-fit 
on your employees.

Most importantly, they are 
highly unproductive for your 
business.

Move over manual

The days of manually ensur-
ing the above processes are 

passe. Bulky paperwork, 
complex Excel sheets and 

archaic oral communication 
are filled with loopholes.

Here’s a quick look at the top 9 checklists with which you can turn your store operations seamless and your retail business high-performing.

Productivity gets 
boosted in no time.

Its user-friendly, 
connect-all, omnichannel 

and productive nature 
makes checklists a hit 

with employers, managers 
and employees alike.

It makes for organized 
and efficient workdays.

 Check for store keys

 Arrive by 8AM

 Check for forced entry

 Turn off overnight electronic and security systems

 Walk the floor to turn on lights, AC, music system, etc.

 Turn on CCTVs, fire alarms, sprinklers, etc

 Rearrange tags and update if needed

 Hang promo materials of the day

 Check shelves are stocked and inventory is sufficient

 Ensure POS system, cash registers, printers, phones
are working properly

 Tally cash in hand with previous day’s closing balance

 Check work emails for customer/ corporate updates

 Check setting: are garbage cans, shopping carts, water 
 cooler etc in order

 Ensure store is properly cleaned before opening

 Ready store exterior

 Conduct standups where remote teams can also join

 Delegate tasks for the day

 Open store

Checklist 1 Daily store opening

 Indoor and outdoor areas are well-lit

 Exit signage is in place

 First aid box is well-stocked without expired materials

 There are no tripping hazards

 Floors are clean and dry

 Child-friendly shopping carts are in place

 Floors and shelves are clear of unwanted items

 No cracks, dents or damages in the parking area

 Accessibility ramps and stairs are in good condition

 Walkways are free of obstacles

 Safety mats are in place during wet/ snowy climate

 Evacuation alarms are well-labelled and in working 
 condition

 Fire fighting equipment is in place

 Flammable materials and wires are stored away

 New employees are well-trained in dealing with 
 safety equipment

 Large commercial waste containers are easily available

 Safety training is well-documented

 Fans, lights switches, etc are properly labelled

 Label, notices etc. are standardized

 Colour coding is used effectively for easy identification

 There are no sharp corners that might cause injury

 Safety posters are in place

 Rodent baits are present in the store

 Sprinkler system is working fine

 Expiry date of first aid, fire fighting equipment etc. is highlighted

 Storage room is free of clutter and locked

 Emergency response team is in place

 Safe sub-rooms are accessible in case of natural disasters like tornado

 Cleaning chemicals and fluid are stored away safely

 Basic safety standards are met (according to ADA, OSHA etc.)

Checklist 2 Daily store closing

Checklist 3 Safety compliance audit (periodic)

 Announce store closure 15 mins prior 

 Count cash deposits

 Settle all credit card machine transactions

 Run sales report

 Shut down POS systems, cash registers, printers, and electrical systems

 Ensure surveillance cameras and alarm systems are working

 Restock merchandise and tally inventory

 Remove promo materials of the day

 Empty trash cans

 Ensure shop floor and washrooms are cleaned

 Walk the floor to turn off lights, AC, etc.

 Ensure all customers and employees have left the store

 Check door lock and carry keys

 Close store

 

 Shelves are well-stocked and organized

 Products are displayed properly 

 Product signs and prices are correct

 Product expiry and condition are checked

 Signboards and displays are clear

 Aisles are clear and clutter-free

 Exterior signs are welcoming, well-lit and easily visible

 Front window displays the latest campaigns

 Interior is well-lit, clean and clutter-free

 Discount and sale sections are well-defined
 and highlighted

 Seating arrangement for customers is properly made

 Interior signs can be well-read from a distance

 Similar and complementary items and grouped together

 Window displays are properly arranged

 Parking space is proper

 Promotional materials and tags are in place

 In-store technology (like POS, NFC, self check-out kiosks, etc.)
 is working properly

 Fixtures (including toilets), windows, doors, walls are
 well-maintained

 Staff is knowledgeable and presentable

 Processes for easy orders, pickups, returns and complaint
 redressal are in place

 Products meet branding standards

 Product testers are in place

Checklist 4 Daily retail merchandising

 Aisles and shelves are clean

 Entrance is swept properly

 Door handles are cleaned and disinfected

 Carpets, doorway, and soft furniture are vacuum-cleaned

 Products are free of dust or dirt

 Floor clutter is tidied up

 Loose wires, sharp objects, etc. are stored away

 Floor is swept and mopped

 Glass, mirrors, doors and windows are clean

 Trash cans are empty

 Display units are clean

 Furniture is tidied up

 Toilets are clean

 Toilet stock like soap, toilet papers, dispenser etc.
 are replenished

 Store equipment like phones, desks, lamps, trays etc.
 are clean and sanitized

 No foul odour indoors or outdoors

 AC and air vents are clean and unclogged

 Baby changing and feeding rooms are clean
 and disinfected

 Kitchen pantry area is clean and disinfected

 No cobwebs on walls

 Staff is in place to clean accidental spills etc.

 Plants are dusted and washed

 No finger or hand prints on glass or shiny surfaces

 Store banner and signage is clean

Checklist 5 Daily store cleaning

 Record vital employee information

 Collect vital forms and documents

 Notify relevant department, reporting manager etc.

 Send welcome video

 Send first email to employee with initial details like start
 date, location, reporting details etc.

 Loop them in company wide communication network

 Offer orientation with tour of premises

 Introduce to team members

 Assign a buddy and POC

 Explain company policies like dress code, reporting rules,
 prohibitions, etc.

 Train them on safety procedures

 Tech-train employees

 Explain compensation and benefits package

 Discuss leave rules

 Send brief note about company

 Complete onboarding survey 

 Make available new employee’s ID card, IT equipment,
 office supplies

 Send brief new employee details to existing employees

 Make new employee sign contract and handbook

 Set goals and objectives

Checklist 6 Employee onboarding (periodic)

 Properly inspect store exterior and interior

 Exterior and interior are well-lit

 Computer and mobile systems are secure

 Employees who handle cash and goods are properly
 screened

 Tally system sales reports and cash deposited

 Storage area access is controlled

 Cash registers are not tampered with

 Policies regarding punishing offending employees
 are communicated

 Cash in hand is kept at minimum

 Periodic cash deposits to bank are secure.

 Employees are trained in dealing with robbery attempts

 Employees are sensitized on reporting on any suspicious 
 activities

 Quick access to police and emergency hotline are in place

 Security apparatus like CCTVs, alarms, guards etc.
 is in place

 In-store and exterior lighting is proper 

 Doors, windows, etc are securely locked after closure
 of business

 Everyone is acquainted with disaster/ loss management 

 Store is up-to-date with local, state and federal laws

 Number of people having access to keys is max. 2

 Security guards are well-equipped and alert

 Every item has tags/ barcodes

 RFIDs/ security tags are in place for valuable products

 Store does not allow non-associates entry beyond
 operating hours

 POS keys are stored in a safe location

 Only managers/ supervisors can conduct high-risk
 transactions on POS

 Paperwork is audited at regular intervals

 High value items have dedicated sales personnel

 Inventory count is conducted periodically

 Local emergency numbers are listed in-store

 Background checks are conducted on new associates

 Mirrors are installed smartly to eliminate blind spots in store

 Business passwords are changed regularly

 Emergency evacuation plan is in place

Checklist 7 Store security (periodic)

 Customer traffic in the last quarter audited

 Profits/ losses/ debts audited

 Marketing activities and impact reviewed

 Inadequacy/ adequacy of inventory and its impact on lost/ good sales reviewed

 Supply, product requests, reorders reviewed

 Success/ failure of moving aged inventory assessed

 Vendor performance reviewed

 Staff productivity audited

 Standout staff performance rewarded

 Shortfalls in staff audited and action taken

 Store sales goals reviewed and planned

 Customer complains reviewed

 Product quality issues reviewed

 Cleaning shortfalls reviewed

 Employee onboarding, training and communication reviewed

 Store security and safety reviewed

Checklist 8 Store performance review (quarterly)

 Customer needs are properly understood on the floor

 Customer needs managers are in place

 Associates are properly trained to meet customer needs

 Relevant information on digital and paper-based mediums
 are easily accessible

 Methods in place to record customer satisfaction and
 dissatisfaction

 Relevant supportive methods of follow-up in place

 Store cleaning is regularly monitored and assessed

 Stocks management is regularly monitored and assessed

 Store security and safety is regularly monitored and
 assessed

 Store merchandising is regularly monitored and assessed

 Plans for testing the impact on target customers in place

 Proper retail experience that caters to all customer
 touchpoints in place

 Omnichannel retail facilities easily available in store

 Competitors are regularly monitored

 Product return experience monitored

 Unboxing experience monitored

 Abandoned cart experiences monitored

 Social media reviews monitored

 Customer interviews taken

Checklist 9 Customer experience (periodic)

STORE

Open!

At Groupe.io, we simplify your store operations by offering a suite of 
cutting-edge operations features, tailor made for retailers.

Check in to checklists with Groupe.io 

Checklist:  With the Checklist function, store managers 
can create multiple checklists for daily chores like 
Store Cleaning and Maintenance, Security, 
Merchandising, etc. They can simply answer the 
questions with a tick or cross mark or NA sign (for 
example, ‘Are stocks stored in assigned areas?’) or by 
inputting a numeric value (for example, ‘How many 
new joinees this week?’).

Managers can assign the checklists based on various factors — roles, stores, city, users — and also set deadlines 
and push out the checklists at a specific frequency. Alerts can be sent for delays, and there’s a separate area for 
additional comments.

With the Checklist function, you can: 
      • Detect irregularities and fraud activities
      • Pass on data to corporate members when needed.
      • Stay organized and efficient
 
Reporting: Groupe.io’s rich and intuitive dashboard presents 
one-glance and organized reports on the checklists and data collected.

With the Checklist function, you can: 
      • Ensure top-notch in-store scenarios
      • Expect increase in customer satisfaction and higher staff productivity
      • Gain complete visibility into employees’ workdays and performance. 
 
Data Collection: The Data Collection function of Groupe.io is a repository 
that enables employees to attach a host of daily data - daily sales, inventory 
in stock, cash collected, refunds issued, etc. - to relevant checklists in the 
form of spreadsheets, images, and documents, and make it available for 
their managers. 

Thanks to the automatic reports generated, store managers and retail heads can:

      • Detect non-compliance, delays etc.
      • Assess store/ individual performance.
      • Take insightful data-driven decisions.

Give your retail business the checklists edge today with 

Groupe.io and iron out your store operations creases. 

Merchandise


