	
 
	Start of Day Checklist
	

	(
	Unlock all locked doors & gates for the office & factory areas

	(
	Turn on Lights in all areas and air conditioning

	(
	Turn on computers

	(
	Unlock the safe

	(
	Change back-up disk over to new day

	(
	Prepare job folders for Daily Drop-offs

	(
	Turn coffee machine on and top up ingredients if needed 

	(
	Move and relocate cars (if authorised)

	(
	Switch phones over (7am – 5pm) 

	(
	Take messages from Answering Machine (using telephone message pad and pass on) 

	(
	Clean counters and main entry door

	(
	Tidy office, book rack and reception area

	(
	Check bank account balances on-line (if authorised)

	(
	Note staff absences in wages diary and notify relevant manager

	(
	Call customers on no-show to enquire about course of action (around 9 AM)

	(
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


General notes:

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

Signed:_____________________________________________
Date ____/____/______
