  
Office - Weekly Checklist

	
	Start of Week
	

	(
	Review Job files, key tags for coming week

	(
	(If second week of month) Start preparing monthly statement for creditors

	(
	Invoice out all jobs completed from last week

	(
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	(
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	(
	

	(
	

	(
	

	
	End of Week
	

	(
	Prepare Job files for next week’s job

	(
	Call customers to remind them of date/time for drop off’s for next week

	(
	Make up Job files and key tags placed on a clip board for the coming week

	(
	Check and top up stationery supplies

	(
	Follow up on all outstanding quotes in (Quotes awaiting response folder)

	(
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	(
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	(
	

	(
	

	(
	


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