  
Office - Yearly Checklist

	
	Start of Year
	

	(
	Reset phone message to reflect current year information

	(
	Decide on Sponsorship for the coming year

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	

	
	End of Year
	

	(
	Complete the End of Month Checklist for this month

	(
	Conduct workshop and premises clean-up and rubbish removal (Refer checklist)

	(
	Paint pots and floor racks

	(
	Change phone message to reflect holiday dates and emergency contact numbers

	(
	Send holiday greeting cards to valued customers

	(
	Send gifts to fleet customers and insurers (Refer Gift list)

	(
	Arrange end of year Team Christmas Party

	(
	Arrange desk diaries and personal diaries and pads for coming year

	(
	

	(
	

	(
	

	(
	

	(
	

	(
	


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