Labor Scheduling Template

Week Of: Manager:

Weekly Staff Schedule

Employee

Shift Time Key
Enter shift times (e.g., 9-5, 11-8, OFF) in each day cell. Use 'OFF' for days off, "VAC' for vacation, 'PTO' for paid time off.

Notes / Coverage Needs




Labor Scheduling Template

Daily Labor Summary Page 2 of 2

Sched Hrs Actual Hrs Proj Sales Labor $ Labor %
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Sunday

TOTAL

Overtime Watch List

Employees approaching 40 hours — adjust before payroll closes.

Employee Scheduled Action Needed

Labor Targets by Concept

¢ Quick Service / Fast Casual: 25-30% of sales
 Casual Dining: 30-35% of sales

* Fine Dining: 35-40% of sales

» Food Truck: 20-28% of sales

Formula:  Labor % = (Total Labor Cost + Total Sales) x 100
SPLH = Sales + Total Labor Hours




