  
Office - Quarterly Checklist

	
	Start of Quarter
	

	(
	Complete Office - Start of Month Checklist

	(
	Review Quarterly P&L figures and report to MD

	(
	Check that all tasks from Workshop OHS Inspection have been actioned

	(
	Consider uniform requirements based on season (current and next)

	(
	Decide on marketing events/campaigns for the quarter & book printing / distribution (MD approval required)

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	
	End of Quarter
	

	(
	Complete Office - End of Month Checklist for this month

	(
	Book OHS Workshop Inspection and notify those responsible (refer to Inspection Roster).

	(
	Check stationery for any order placements needed

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	


General notes:
Make notes in the Diary – if someone needs to know, you need to write it.

Signed:
Date ____/____/______
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