  
Office - Daily Checklist

	
	
	

	
	End of Day Checklist
	

	(
	Switch phones over (5pm)

	(
	Prepare job folders for next day’s daily drop-offs (if time permits)

	(
	Turn off computers

	(
	Move cars to secure overnight area

	(
	Tidy reception area

	(
	Note any action items for next day

	(
	Return all outstanding phone calls and messages

	(
	Close workshop roller doors and entry doors

	(
	Turn off lights and air conditioning

	(
	Set the alarm

	(
	Lock all doors / gates & access points for the Office and the Factory

	(
	Check whether coffee machine needs refills or cleaning – turn off daily

	(
	Telephone all next day customers to remind for tomorrow’s booking 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


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

Signed:
Date ____/____/______
