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Potential Task and Audit Clashes

Processid Description
Software Validation Conflicting Audits 779 781

7865

Task Audit User
Derek Lamb
SELECT * FROM " ISO_job_risks_types®

Areas with High Outstanding Issues

# User Task Subject
. Product
673 gﬁgm Cross
References

Time
Scale

Every 1
Months

OnBehalf 41 ained Outstanding Ne*! Details P 123456 7 8 9 10
of Due
Marketin 19

9 2 4 Nov Details ¥ ¥ ¥ @@ PP LY ¥
Controller 2019

Areas of Responsibilities and Supervisor

Main Catagory
Share Holder

Managing Director

Company Secretary

Director 1 (Derek)

Director 2 (Helen)

Director 3 (Steve)

Humanmed Controller

QA Controller

ISO Controller

Health And Safety
Controller

IT Controller

Maintenance Controller

Documentation And
Records Controller

Product Controller

Warehouse Team Leader

Accounts Controller

Office Team Leader

https://www.vmsecure.me.uk//intranet/databases/employee_roles/Audit_roles_total.php?zz=1&vui=2&user=Derek Lamb&idp=rabPIHYj6uUW6&s...

Supe

rvisor Responsibilitys Members

Responsibilities Jean Lamb John Lamb

Share Holder

Jean

Lamb John Responsibilities Derek Lamb

Lamb
Share Holder

Jean

Lamb John Responsibilities Helen Lamb

Lamb
Managing

Director

Responsibilities Derek Lamb

Derek Lamb
Managing

Director

Responsibilities Helen Lamb

Derek Lamb
Managing

Director

Responsibilities Steve Nixon

Derek Lamb
Director 1

(Derek)

Responsibilities Derek Lamb

Derek Lamb
Warehouse Team

Leader

Responsibilities Derek Lamb

Derek Lamb
Managing

Director

Responsibilities Derek Lamb

Derek Lamb
Director 2

(Helen)

Responsibilities Helen Lamb

Helen Lamb
Director 2

(Helen)

Responsibilities Derek Lamb

Helen Lamb

Direci

(Helen)

tor 2
Responsibilities Helen Lamb

Helen Lamb

Direc

(Derek)

tor 1
Responsibilities Derek Lamb

Derek Lamb

Direci
(Stev

tor 3

e) Responsibilities Steve Nixon

Steve Nixon

Direc

(Derek)

tor 1
Responsibilities Derek Lamb

Derek Lamb

Direci

(Helen)

tor 2
Responsibilities Helen Lamb

Helen Lamb

Direc

(Helen)

tor 2
Responsibilities Derek Lamb

Helen Lamb
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Marketing Controller

Sales Controller

EX Sales Controller
UK Sales Controller

Vet Sales Controller

UK Sales Force

Vet Sales UK

Vet Sales Export

EX Sales Force

OEM Sales Controller

OEM Sales Force

Data Protection Officer

Accounts Processes

Audits

Repairs Controller

Customer Training

Vandagraph

QA Repairs

Repair Processes

Office Processes

Marketing Processes

Goods Out

Goods In

QA Goods In

QA Production

Product Development

Production Processes

Technical Files

Design Products

Director 3
(Steve)
Steve Nixon

Director 3
(Steve)
Steve Nixon

Sales Controller
Steve Nixon

Sales Controller
Steve Nixon

Sales Controller
Steve Nixon

UK Sales
Controller
Steve Hardaker

Vet Sales
Controller
Steve Nixon

Vet Sales
Controller
Steve Nixon

EX Sales
Controller
Ryan Swaine

Sales Controller
Steve Nixon

OEM Sales
Controller
Steve Nixon
Managing
Director
Derek Lamb

Accounts
Controller
Helen Lamb

ISO Controller
Derek Lamb

Warehouse Team
Leader
Derek Lamb

Sales Controller
Steve Nixon

Share Holder
Jean Lamb John
Lamb

QA Controller
Derek Lamb
Repairs
Controller
Derek Lamb

Office Team
Leader
Derek Lamb

Marketing
Controller

Steve Nixon
Warehouse Team
Leader

Derek Lamb
Warehouse Team
Leader

Derek Lamb

QA Controller
Derek Lamb

QA Controller
Derek Lamb
Director 3
(Steve)

Steve Nixon
Warehouse Team
Leader

Derek Lamb
Product
Development
Steve Nixon
Director 1
(Derek)

Derek Lamb

Responsibilities Steve Nixon

Responsibilities Steve Nixon

Responsibilities Ryan Swaine
Responsibilities Steve Hardaker

Responsibilities Steve Nixon

Responsibilities Steve Hardaker

Responsibilities Steve Hardaker

Responsibilities Ryan Swaine

Responsibilities Ryan Swaine

Responsibilities Steve Nixon

Responsibilities Steve Nixon

Responsibilities Helen Lamb

Responsibilities Helen Lamb Emily Hanson Derek Lamb

Responsibilities Derek Lamb Helen Lamb

Responsibilities Derek Lamb

Responsibilities Ryan Swaine Steve Hardaker

Responsibilities Jean Lamb John Lamb

Philip Crossley Michael Green Robert Connor

Responsibilities Ryan Swaine

Responsibilities Michael Green Philip Crossley

Sarah Walton Sophie Lines Zoey Teal Kate

Responsibilities 3 itiihs Gail Bell Emma Clark

Responsibilities Catrin Hird

Responsibilities Emma Clark Catherine Spence

Responsibilities Robert Connor Emma Clark Josh Leighton

Responsibilities Robert Connor Emma Clark Linda Shearing

Responsibilities Linda Shearing Robert Connor

Responsibilities Steve Nixon

Responsibilities Philip Crossley Michael Green

Responsibilities Derek Lamb Steve Nixon

Responsibilities Steve Nixon
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Task Subject

Financial
Review

Viamed
Quality Policy

Review
Company Data

Complete
Auto_calender
Issues
Management
Review
CMDCAS
Obligation to
Inform
Master
imdemnity
Letter

Audits Up to
Date and
Confirm next
years Audit
schedule
Enviromental
Policy
Document
Review

ISO
22301:2012

UK Sales
Meeting
update due

Sale Meeting
update

Car Online
Database

VIAMED
Management
Meeting
Review
Weekly
Meeting

Customer
Complaints

Quartly
Management
Meeting Due
Review Roles
And
Responsibilitys
Process
Manual

Review Ethical
Policy

QA Failures
Report

Review
External
Parties
Influencing
The QMS VST
/ Viamed

Director 2
(Helen)
Helen Lamb

Responsibilities Helen Lamb

Tasks / Responsibilities

Time
Scale
Every

1 Share Holder

Months

Every Managing
Months Director

Every Managing
Months Director

I1Every Managing
Weeks Director

Every
12
Months

Every .
12 Managing

Months Director

Managing
Director

Every
12
Months

Managing
Director

Every
12
Months

Managing
Director

Every
12
Months
Every
4
Weeks

Every Managing
Weeks Director

Every
6
Months

Managing
Director

Managing
Director

Managing
Director

I1Every Managing

Weeks Director

Every
1
Weeks

Every Managing
Months Director

Managing
Director

Every
1
Months

Managing
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Every .
12 Managing

Months Director
Every Managing
Months Director

I1E%/ery Managing
Months Director

On behalf of
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Jun Details @
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01
Jan Details &
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14
Sep Details @
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14

Feb Details
2020

22
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2019

29

Oct Details @
2019

30

Dec Details @
2019

28
Oct Details @
2019

27
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01
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2019

20
Nov Details &
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14
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02
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2019

01
Oct Details @
2020
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Review
VIAMED
Feedback -
Customer
Feedback
Negative
Review
VIAMED
Feedback -
Customer
Complaints
Review VST
Feedback -
Customer
Feedback
Negative
Review VST
Feedback -
Customer
Complaints
Review
VIAMED
Product
Feedback
Negative
Review VST
Product
Feedback
Negative
714
Environment
Of Operations
ISO System
Management
Review

Review ISO
Scopes

Product
Failures New
Codes Review

Review
Exclusion
From Viamed
13485:2016
And VST
9001:2015

Med Dev 2.12-
1 Rev xxx

Maintain
Update Of ISO
Route Maps

Disaster
Planning

Review
Possible
Upcoming
Regulation
Changes
New UPS
Rates needs
checking
FDA Device
Establishment
Registration

Humanmed
general Issues

Humanmed
Non
Conformances
Remove
Started But
Not Used
Order
Numbers
Supplier
Review

Every Managing
1 Director
Months

Every
1
Months

Managing
Director

Every
1
Months

Managing
Director

Every Managing

Months Director

I1Every Managing

Months Director

Every Managing
Months Director

Every
12
Months

Every .
12 Managing

Months Director
I1Every Managing
Months Director

Every
1
Weeks

Managing
Director

Managing
Director

Every Managing

Director

-
N

Months

Every Managing
Months Director

Every

1
Weeks
Every
12
Months

Managing
Director

Managing
Director

Every Managing

Months Director

Every
12
Month

Every .
12 Managing

Months Director

Managing
s Director

Every Humanmed
Months Controller

Every Humanmed

1
Months Controller

Every Humanmed

3
Months Controller

3

N

N

N

Every ISO Controller 2

12

22 Details ¥
Oct
2019

22
Oct Details @
2019

22
Oct Details @
2019

22
Oct Details @
2019

22
Oct Details @
2019

22
Oct Details @
2019

26

Sep Details @
2020

08

Jan Details @
2020

27

Sep Details @
2020

25

Oct Details @
2019

01
Aug Details @
2020

11

Oct Details @
2020

26

Oct Details @
2019

21

Oct Details @
2020

22
Oct Details @
2019

20

Dec Details @
2019

01

Nov Details @
2019

09

Nov Details &
2019

22

Oct Details @
2019

03
Jan Details @
2020

31 Details ¥
Jul
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Review ISO
documents

Check Website
ISO
Documents

Internal
Process
Verification

1ISO14001
Environmental
management
systems
Product /
Design
Changes

BSI Audits
Calander

Non
conformance
review

Review Paper
Customer
Complaints
File

FDA Device
Establishment
Registration
And Listing

Review the
Quality policy
VST

Review The
Quality Policy
Viamed
Importance Of
Effective
Quality
Management
ISO

Review
Processes
Linked To
VOPs And
Audits

Check
Leaflets,
Letterhead
And Other
Paperwork To
See If The
Correct BSI
Logo Is In Use.
Remove All
Old If Found.

First Aid

HSE Risk
Assessment

Fire Alarm Test

BANDSAW
CHECKLIST

Pillar Drill
Checklist

Hand Drill
Checklist

Fire Alarm
Evacuation
Drill

Fire Alarm
checking -

Months

Every
3 ISO Controller
Months

Every
1 ISO Controller
Months

Every
12 ISO Controller
Months

Every
12 ISO Controller

Months

Every
2 ISO Controller
Months

Every
12 ISO Controller
Months

Every
1 ISO Controller
Months

Every
6 ISO Controller
Months

Every
12 ISO Controller
Months

Every

12 ISO Controller
Months

Every

12 ISO Controller
Months

Every
6 ISO Controller
Months

Every
1 ISO Controller
Months

Every
12 ISO Controller
Months

Every Health And
12 Safety
Months Controller
Every Health And
12 Safety
Months Controller
Every Health And
6 Safety
Months Controller
Every Health And
6 Safety
Months Controller
Every Health And
6 Safety
Months Controller
Every Health And
24 Safety
Months Controller
Every Health And
3 Safety
Months Controller
Every Health And
1 Safety

2020

24

Dec Details @
2019

10

Nov Details @
2019

30

Sep Details @
2020

26
Sep Details @
2020

16

Nov Details &
2019

01

Jan Details @
2020

07

Nov Details @
2019

25
Mar Details @
2020

28
Sep Details @
2020

24

Aug Details @
2020

24

Aug Details @
2020

01
Apr Details @
2020

24
Oct Details @
2019

01
Aug Details @
2020

23

Aug Details @
2020

29

Oct Details @
2019

05

Mar Details @
2020

17

Apr Details @
2020

19

Apr Details @
2020

19

Oct Details @
2021

01

Nov Details &
2019

01 Details @
Nov
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MCPs Months Controller 2019
Emergency
L Every Health And 15
954 Josh  LightingAnd Safety 4 Nov Details ¥ ¥ ¥ ¥ ¥ ¥ ¥
Leighton Fire
T Months Controller 2019
Extinguishers
Derek Secure Socket Every 02
412 Lamb Level 12 IT Controller 1 Sep Details ¥ v v v v
Certificate Months 2020
Derek Every 05
139 Lamb Server Review 1 IT Controller 1 Nov Details ¥ v ¥ v v v v v P&
Months 2019
Derek Backup Server Every 31
454 p 2 IT Controller 3 Oct Details ¥ v v v v P
Lamb Status
Weeks 2019
Every 04
a15 porek DuestAccess IT Controller Nov Details ¥ ¥ ¥ ¥ ¥ ¥ PP &
Months 2019
Derek Clear Down Every 28
368 Lamb the Backup 2 IT Controller 2 Oct Details® v v v v v
Emails Weeks 2019
Every 24
413 Derek  Weather 1 IT Controller 2 Oct Details¥ Y¥¥YPPP VY
Lamb Station
Weeks 2019
Derek M2gﬁrg]ement Every 13
459 9 1 IT Controller 2 Nov Details¥ ¥ v ¥ v v v P&
Lamb Turnover
Months 2019
Report
VIAMED
Derek Management Every 10
461 Lamb Meeting 12 IT Controller 2 Dec Details ¥ v ¥ ¥ v P v PP &
Negative Stock Months 2019
Report
Derek Intrastats Every 05
458 Lamb Requested 1 IT Controller 1 Nov Details ¥ v ¥ v v v v v P&
Page updates Months 2019
Intrastats
Cross
Every 09
462 Derek  Reference IT Controller 2 Nov Details ¥ ¥ ¥ ¥ @@ PP ¥ ¥
Lamb Database Months 2019
Tables
Updates
Derek :zlt‘:)?’rsr::\iison for Every 03
791 1 IT Controller 2 Nov Details ¥ ¥ ¥ @@ PP P&
Lamb Intrastats and
. Months 2019
L Drive
Derek Off Site Every 23
452 IT Controller 2 Oct Details ¥ v v v v P
Lamb Backup 3 Days 2019
. Every 20
s1g pereke Bomain Name 4 IT Controller 1 Nov Details ¥ ¥ ¥ ¥ PPV Y ¥
9 Months 2019
Derek AWS Amazon Every 05
511 Lamb Web Services 1 IT Controller 2 Nov Details ¥ v ¥ v v v v v P&
Collect Invoice Months 2019
Vandagraph
Derek Pay Pay Every 06 .
512 Lamb Retrieve 1 IT Controller 2 Nov Details® ¥ @@ P @@ & &
Months 2019
Funds
Derek Intrastats Every 25
562 Lamb Amendment 1 IT Controller 1 Oct Details ¥ v v v v v
Log Weeks 2019
Every 04
soy porek  FastHosts IT Controller 2 Nov Details ¥ ¥ ¥ ¥ ¥ ¥ PP &
Months 2019
Derek Emailed Every 30
731 Lamb Invoices 2 IT Controller 1 Oct Details ¥ v v v v v
Cleardown Weeks 2019
Scan Incorrect
. Every 01
752 Satherine Product- 4 IT Controller 5 Dec Details ¥ ¥ ¥ ¥ PPV Y
Spence Software
o Months 2019
Validation
Software
Catherine Validation Every 12
754 Spence ScanUnQA 6 IT Controller 5 Dec Details ¥ ¥ ¥ ¥ ¥ PP ¥ & &
P ProductTo  Months 2019
Order
Catherine Software Every 12
756 Spence Validation 12 IT Controller 5 1 Oct Details ¥ v v v v P
P Expired Stock Months 2020
759 Catherine Software Every IT Controller 4 01 Details¥ Y¥ VPV P VPV
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Validation Non
Sell Able Shelf

Software
Validation In
Production List

Software
Validation
Unchecked
Orders

Software
Validation
Stock Tracking
Check

Software
Validation
Attempt To QA
Some Stock

Software
Validation Of
Training
Documents
Forced
Reading

Software
Validation
Conflicting
Audits

Software
Validation Non
Conformance
Product Risk
Feedback
Loop
Software
Validation
Document
Control
Software
Validation
Scheduled
Tasks And
Audits
Software
Validation -
Live Orders
Google
Webmaster
Tools

Backup Jeans
Local Folder

Test Website
Questions

Outside
Heating Guard

Check Out
Side Drain

Clearing Water
Downstairs

General
Maintenance
Requirements

Boiler Heating
Checked

Carbon
Monoxide
alarm

North
Yorkshire
Council Waste
Tranfer
Controlled
Waste
Description
And Transfer

12
Months

Every
3 IT Controller
Months

Every
12 IT Controller
Months

Every

[o)]

IT Controller
Months

Every
6 IT Controller
Months

Every
12 IT Controller
Months

Every
12 IT Controller
Months

Every
12 IT Controller

Months

Every
12 IT Controller
Months

Every
12 IT Controller
Months

Every

12 IT Controller
Months

Every

1 IT Controller
Months

Every

1 IT Controller
Months

E\/Deg/s IT Controller
I1E;/ery Maintenance
Months Controller
Every Maintenance
Months Controller

Every Maintenance
Months Controller

Every Maintenance
Months Controller
I1E;/ery Maintenance
Months Controller
Every Maintenance

6
Months Controller

Every Maintenance

12
Months Controller

Every Maintenance

Months Controller

Sep

2020

01

Jan Details @
2020

01
Jan Details &
2020

08
Apr Details @
2020

01
Dec Details @
2019

04
Oct Details @
2020

08
Oct Details @
2020

16
Oct Details @
2020

20
Oct Details @
2020

22
Jan Details @
2020

22

Oct Details @
2019

16

Nov Details &
2019

08

Nov Details @
2019

29

Aug Details @
2019

18

Apr Details @
2020

17

Dec Details @
2019

08

Nov Details @
2019

07

Jan Details @
2020

10

Jul  Details @
2020

05

Jan Details @
2020

22
Feb Details @
2020

22
Jan Details @
2020
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164 Derek  Electrics need Every Maintenance 2 18 Details ¥ V¥ ¥ ¥V VYV I Y
Lamb checking 48 Controller Nov
Months 2019
g4 Michael ESD 5" Maintenance I1\/I5ar Details ¥ ¥ ¥ ¥ PP PPV Y
= Green Workstations Months Controller 2020
Every . 22
Helen Tree In Car Maintenance .
629 Lamb Park Controller 3 Dec Detais¥ V¥V VP VEVY
Months 2019
. Every Documentation 25
ary orek  Dooumentation And Records 2 Oct Detals¥ Y¥¥YPPPVPY
Months Controller 2019
Derek Dublicate Every Documentation 18
370 Lamb Dog ments 1 And Records 2 1 Nov Details ¥ ¥ v v v v v P&
u Months Controller 2019
Derek Document Every Documentation 05
155 Lamb index 1 And Records 1 Nov Details¥ ¥ ¥ ¥ ¥ v v v v P&
Thumbnails Months Controller 2019
Helen Annual Review Every Documentation 28
887 Lamb Doc 12 And Records 2 Jul Details¥ ¥ PP P IIPY
Management Months Controller 2020
Check the Every 01
231 YV Stk FAQ 1 proqudl 2 1 Nov Details ¥ ¥ ¥ ¥ ¥ PPV ¥
Admin list Months 2019
Every 03
418 S€  price Checking 1 Product 3 Nov Details¥ ¥ ¥ ¥ ¥ ¥ PPV
Nixon Controller
Months 2019
. Every 01
501 Steve  Yearly Pricing 5™  Product 2 May Details ¥ ¥ ¥ ¥ ¥ PP PP
Nixon Review Controller
Months 2020
Maintain Every 05
772 ﬁf)e(;": Repair Codes 12 (P::Jon(i:'J(?Itler 3 1 Oct Details¥ PP PP PP P Y
List Months 2020
On Site Every 18
800 ﬁfj;": Environment 3 Egoncilr‘;}er 2 1 Jan Details ¥ ¥¥ PP PP PPV
Review Months 2020
. Every 28
gop Steve  VSTPrice 5 Product 2 1 Oct Details¥ ¥ Y Y PPPPY
Nixon Lists Controller
Months 2019
Every 17
125 Robert oo 1 Warehouse Nov Details ¥ ¥ ¥ ¥ @YY Y ¥
Connor Team Leader
Months 2019
Every 28
200 Steve  Send Teledyne Warehouse ¢ 1 Oct Details¥ Y¥ PP PP PP Y
Nixon back orders list Team Leader
Weeks 2019
Every 27
Robert  Opera Stock Warehouse .
110 ) 3 1 Oct Details ¥ ¥ v P ¥ VY P &
Connor  Adjustments Weeks Team Leader 2019
Every 01
64 Zoey Teal UPS Rates 1 Warehouse Nov Details ¥ ¥ ¥ ¥ ¥ PP Y&
Team Leader
Months 2019
. Every 25
gs  Catherine oo est RMAS 1 Warehouse 4 1 Oct Details¥? Y¥ ¥ PP PP
Spence Team Leader
Weeks 2019
Every 23
541 ‘L’Zishh on Ei”;gty Paper Yr‘éaaﬁhfgjjer 4 Oct Details¥ P PP PP PP Y
9 Weeks 2019
Every 28
Josh Hoover Warehouse .
543 . 1 4 1 Oct Details ¥ v v v v
Leighton Warehouse Weeks Team Leader 2019
Every 28
423 Josh ~ Sweep 1 Warehouse 1 Oct Detdils¥ P YYPPPPY
Leighton Warehouse Team Leader
Weeks 2019
Empty Every 24
542 igiShh o, Warehouse 1 %Zﬁhl?:asc?er 5 1 Oct Details ¥ Y Y YPPPPY
9 Bins Weeks 2019
Every 24
Josh Warehouse .
426 . Clean Duckets 1 4 Oct Details¥ v v v v
Leighton Weeks Team Leader 2019
Every 25
497 Robert — Clear 2 Warehouse 5 Oct Details¥ ¥ YYYPPPY
Connor  Cardboard Team Leader
Weeks 2019
Every 30
wr e S a s Cu_paalsy 9999999
Weeks 2019
Supplier
! Every 23
Review - Warehouse B
£16 Zoey Teal Outstanding \1/V k Team Leader ! L %::9 Degils ¥ vevVVVVYVYY
orders eexs
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Steve Supplier

Nixon Review Future

orders

Robert  Current Stock

Connor Levels

Catherine Current
Spence Repairs

Steve Production

Nixon Requirements

Philip . .

Crossley Calibration
Non

Derek Conformance

Lamb Issues Any
New QC21
Forms

Robert  Check Expiry

Every Warehouse
1 Team Leader
Months

Every Warehouse
Weeks Team Leader

Every Warehouse
Weeks Team Leader

Every Warehouse
Weeks Team Leader

Every Warehouse

1
Months Team Leader

Every Warehouse

1
Months Team Leader

Every Warehouse

Connor  Dated Stock Months Team Leader

Catherine Check Repairs Every Warehouse
Ready For 2

Spence - Team Leader
Invoice Weeks
Check Stock Eve

Steve Requirements Y Warehouse

Nixon Supplier Team Leader
Teledyne Weeks
Check Stock Eve

Steve Requirements "Y' Warehouse

Nixon Suppher Weeks Team Leader
Envitec

Robert gggﬁ:(resr?::ts Every Warehouse

Connor Supplier Posey Weeks Team Leader
Check Stock Eve

Steve Requirements "Y' Warehouse

Nixon Suppllgr Weeks Team Leader
Bluepoint

Steve Checl§ Stock — Every Warehouse

. Requirements 1
Nixon Team Leader

For Proformas Weeks

Catherine Repairs Ready Every Warehouse

Spence For Quote

1 Days Team Leader

Catherine Repairs Ready Every Warehouse

Spence For Invoice

2 Days Team Leader

Josh Vandagraph I1Every Warehouse
Leighton Duckets W Team Leader
eeks
Move Stock Eve
Josh From QA Shelf "Y' Warehouse
Leighton To Stock Shelf Weeks Team Leader
Monday
Move Stock Eve
Emma From QA Shelf "Y' \Warehouse
Clark To Stock Shelf Team Leader
Weeks
Tuesday
Emma g?]’l)pl;ﬁ] ;)wck I1Every Warehouse
Clark Shelves Weeks Team Leader
Every
Emma . Warehouse
Clark Clean Toilsts 3 Team Leader
Weeks
Derek Manggement Every Warehouse
Lamb Meeting ! Team Leader
Warehouse Months
Robert Checlf Returns Every Warehouse
Connor Supplier ! Team Leader
Envitec Weeks
Robert (S.:ng:?elfeturns 5 VY Warehouse
Connor Teledyne Weeks Team Leader
Robert Checlf Returns Every Warehouse
Supplier 2
Connor Team Leader
Maxtec Weeks

Robert  Check

Every Warehouse

2

2

1

2

19 Details¥? ¥ P PP PP P&

Nov
2019

22

Oct Details ¥ v ¥ v ¥R PP Y Y
2019

22

Oct Details¥ v ¥ ¥ v ¥ vV
2019

28

Oct Details¥ v ¥ ¥ v ¥ vV
2019

03

Nov Details @ v ¥ ¥ ¥ v v ¥ v &
2019

17
Nov Details ¥ v ¥ v v v v v P&
2019

04

Nov Details®? ¥ ¥ ¥ PP ¥ @&
2019

04

Nov Details ¥ v ¥ v ¥ v v v
2019

30
Oct Details¥ v ¥ ¥ v ¥ PPV
2019

29
Oct Details¥ v v v v¥v vV
2019

31
Oct Details¥ v ¥ ¥ v ¥ vV
2019

01
Nov Details @ v ¥ ¥ ¥ v v ¥ v &
2019

24

Oct Details¥ v ¥ ¥ v ¥ PPV
2019

18

May Details ¥ v ¥ ¥ ¥ ¥ @@ @&
2019

21

Oct Details¥ v ¥ ¥ ¥ ¥ PPV
2019

28

Oct Details¥ ¥ ¥ v ¥ vV
2019

28
Oct Details¥ v ¥ ¥ ¥ ¥ PPV
2019

22
Oct Details¥ v ¥ @ v ¥ v vV
2019

28

Oct Details ¥ v ¥ v P ¥ VPP &
2019

29

Oct Details ¥ ¥ ¥R ¥ vV P&
2019

22

Oct Details ¥ v v P ¥V P &
2019

25

Oct Details ¥ ¥ v P ¥V PP &
2019

25

Oct Details ¥ v ¥ v P ¥ vV P &
2019

25

Oct Details ¥ v v v v v
2019

24 Details¥ YOOI P PPV
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Connor  Supplier 1 Team Leader Oct
Returns All Months 2019
Suppliers
. Review Every 08
Catherine ) Warehouse .
645 Franking Label 3 3 Nov Details ¥ v ¥ v v v v v @&
Spence Errors Months Team Leader 2019
Check Order Every 15
Robert  Are Being 8 Warehouse .
647 Connor  Picked In Weeks Team Leader 3 g(());/g Detais @ VWV VPPV VY
Priority Order 2 Days
Orders And Every 11
649 E:;fg‘ ltems Shipped 1 giﬁhfgjger 3 Nov Details ¥ ¥ ¥ ¥ ¥ ¥ PP Y&
Per Month Months 2019
. Every 26
915 Catherine Goods In Warehouse 3 Oct Details ¥ PP P PP PP PP
Spence Processes Team Leader —
Months 2019
. Oxygen Every 14
785 P Cylinder varefouse 2 Jan Details ¥ ¥¥ ¥ PP PPV Y
Y Check Months 2020
Empty Every 28
Robert  Warehouse Warehouse .
818 Connor  Depleted g/lonths Team Leader 3 goc:g Detais ¥ VYV VYV VYV
Sensor Bin Weeks
Check Weeee Every 02
880 Robert  Waste Pallet Warehouse 3 Feb Details ¥ ¥ PP PP PP ¥
Connor And Sensor Team Leader =
Bin Months 2020
Generate RMA Every 27
Robert  Box, Link Warehouse .
882 Connor  Items And Add Team Leader 2 2 Oct Detais@ w¥ @V VVVEVY
Weeks 2019
Faults
Every 24
921 Robert - Reserve Stock Jearehouse 2 Oct Details ¥ Y¥ ¥ PP PYPY
Weeks 2019
Human Med  Every 25
920 DK purchase 1 yarehouse 4 Oct Details¥ Y¥¥YPPIYYY
Order Weeks 2019
Review Of
. Credits Every 30
935 ANMNG Received 2 farehouse 3 Oct Detals¥ Y¥¥YPPPYPY
P From Weeks 2019
Suppliers
s Calin  Marketing TV Marketing 1 Nov Details ¥ YYYPPPPPY
== Hird report due Months Controller 2019
. Every . 19
Catrin Product Cross Marketing .
673 . 2 4 Nov Details @ ¥ ¥ ¥ P @& & &
Hird References Months Controller 2019
. } Every . 01
671 CH;iarg'” ,\Pﬂg’rlé‘;t::’e '(\:"g;':re;;lr;? 3 Dec Details ¥ ¥ ¥ ¥ PP PP
9 Months 2019
. Every . 26
Catrin Research Marketing .
675 o 1 3 Oct Details¥ v ¥ ¥ ¥ v v
Hird Activities Months Controller 2019
Stock Items
. Every 12
g7 Steve  with 1 Sales 2 1 Nov Details ¥ ¥ ¥ ¥ ¥ ¥ PP &
Nixon Temporary Controller
. Months 2019
Notices
Steve Sales and Every Sales 07
388 Nixon Marketing 1 Controller 6 2 Nov Details ¥ ¥ ¥ ¥ ¥ PP ¥ & &
Report Months 2019
. Every 15
Sarah VST Price Sales )
823 Walton  Review 12 Controller 2 Dec Details @ VOOV OVOY
Months 2019
EAN GTIN Every 06
893 oreK Online Qs 1 Nov Details ¥ ¥ ¥ ¥ PP PP Y
Database Months 2019
. Every 15
gg perek Competitor 4 Sales o1 Nov Details ¥ ¥ ¥ ¥ PPV ¥
g Months 2019
- Every 26
e o D PV Sxseks 54 paaie 9wvwvevey
9 Months 2019
Every 01
ags Syan - BxportSales ExSals g 1 Nov Details¥ ¥ @YY PP VY
P Months 2019
Every 01
3gq Steve UK Sales UK Sales 1 Nov Details ¥ ¥ ¥ ¥ PPV Y ¥
Hardaker report due Controller
Months 2019
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Check New
Stock - GHX
Web Pricing

Sales
forecasts

Contract
Pricing Review

Check Sale or
Returns

Check Sale or
Returns

Sales
forecasts

Ensure All
Invoice
Correctly
Tagged

VST Customer
Agreements

Review CCTV
Warning Signs

Review
Security Of
The Special
Category
Personal Data
(Sensitive
Data)

Review The
Personal
Information
We Collect
and Store

Review
Personnel
Files

Review Flow
Of Data

Viamed
Properties
Loan

Accounts on
Stop

Create
Edenred
invoice re
childcare
voucher for
month

End Of Yeah
Reports For
Accountants
Viamed End
Of Month
Shutdown
Debtors and
Creditors
Figures

Fill in
Cashbook /
Bank Rec for
previous
Month
Journals for
end of month
accounts

Cheques To
Bank

Credit Cards

Every UK Sales
1 Controller
Months

Every UK Sales
Months Controller

Every UK Sales
Months Controller

Every Uk sales
Months Force

Every EX Sales
Months Force
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Months Force

Every  oEM sales

Months Controller
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12
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Every Data
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Months Processes
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1 Processes
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Weeks Processes
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Jan Details @
2020

13

Mar Details @
2020
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2019
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Credits Done

Currency
Lodgement

Customs
Clearance

Expenses

Accounts
Filing

Filing Cabinets

HMRC
Intrastats Data

VAT Return
Viamed

Purchase
Invoices

Remit
Processing

Sales
Accounts
Reminders
check training
from tuesday
and sign off if
present
Delivered Not
Invoiced
Report

P11D Form re
Benefits to
Revenue and
Customs

Weights Per
Region
Needed To
Submit EC
Sales List

UPS Invoices
Viamed

UPS Invoices
VST

UPS Invoices
Vandagraph

Petty Cash
Reconciliation

Withdraw
Funds From
Paypal
Humanmed
Invoice For
Previous
Month
V1000
Commissions
Review
Opera
Purchase
Ledger Close
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1 Processes
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I1Every Accounts

Months Processes

E VeTY  Accounts
Months Processes
Every Accounts

1
Months Processes

Opera Nominal Every Accounts

Ledger Close
Check

Months Processes

Every Accounts

2019

25

Oct Details @
2019

07

Nov Details @
2019

23

Oct Details @
2019

10

Nov Details @
2019

05

Apr Details @
2020

04

Nov Details @
2019

14

Nov Details @
2019

20

Dec Details @
2019

28

Oct Details @
2019

22

Oct Details @
2019

09

Nov Details @
2019

23
Oct Details @
2019

20
Nov Details &
2019

19
Jun Details @
2020

14
Nov Details @
2019

04

Nov Details &
2019

04

Nov Details &
2019

22

Oct Details @
2019

03

Jan Details &
2020

01

Nov Details &
2019

02
Nov Details @
2019

01

Jan Details &
2020

15

Nov Details @
2019

15

Nov Details @
2019

01 Details ¥

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

YOOI IY

https://www.vmsecure.me.uk//intranet/databases/employee_roles/Audit_roles_total.php?zz=1&vui=2&user=Derek Lamb&idp=rabPI...

12/26



21/10/2019
Lamb

Helen
Lamb

S
N
N

Emily
Hanson

SN
N
—

Sarah
Walton

~
N
o

Helen
Lamb

I@
N

Helen
—— Lamb

~
I

Helen
Lamb

|co
—
—

Helen
Lamb

0
&)
N

Helen
Lamb

(o8]
o
Co

Helen
Lamb

©
N
co

Steve
Nixon

o]
(&%)
—

Helen
Lamb

O
o]
—

Helen
Lamb

©
(«2)
()]

Derek
Lamb

©
(033
(%)

Helen
Lamb

©
o
o

Helen
Lamb

©
©
<1

Philip
Crossley

|\l
©

Ryan
Swaine

(o]
(¢8]
(0]

Philip
Crossley

co
o
|~

Kate
Griffiths

(]
O
©

o
(o}
<

Catrin
Hird

1
O
Co

Catrin
Hird

I
(=
N

O
<
o

Gail Bell

EAN
(o¥]
o

https://www.vmsecure.me.uk//intranet/databases/employee_roles/Audit_roles_total.php?zz=1&vui=2&user=Derek Lamb&idp=rabPIHYj6uUW®...

suggested
invoice report
in operas
Check
purchasing jnls
to see if VAT
handled
correctly
Previous
Month

check contra
account 8000
and clear it

Chase The
Debtors VST

Debtors and
Creditors
Figures
Embargo
Countries NOT
Allowed To
Sell To

Purchase
Payments

Region
Checker

Royal Mail -
Mail Retention
Form

Send Debtors
Overview To
John

VST Bags And
Grey Sensor

Check Debtors
Report

Purchasing
Invoice
Processing

PCI DSS
Compliance

VAT Return
Vandagraph

VAT Return
VST

Saftey Tester
Data

Price List
Check

Daily 02
Sensors
Returns

Distribution Of
Mail

Zoey Teal Filing

Maintaining
Leaflet Stocks

Processing Of
Mail Shots

Office Sales
Projects

Zoey Teal Emailing Of

Invoices

1 Processes
Months

Every Accounts

1 Processes
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Every Accounts
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-
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Months Processes
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1
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12 Processes
Months
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Months Processes
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2 Processes
Weeks
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Months Processes
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Months Processes

Every Accounts

Months Processes

Every
12
Months

Every

Repairs
Controller

1 Vandagraph

Months

Every Repair
1 Days Processes

Every Office
1 Days Processes

Every Office
1 Days Processes
Every Office
Weeks Processes
Every Office
Weeks Processes
EVery  office

Processes
Weeks

Every Office
1 Days Processes
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Nov Details @
2019
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Nov Details @
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03

Nov Details @
2019
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Nov Details &
2019
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Apr Details @
2020
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Oct Details @
2019
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Nov Details &
2019

01

Mar Details @
2020
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Nov Details @
2019

03

Jan Details &
2020
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Dec Details @
2019

30

Oct Details @
2019
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Nov Details @
2019

20

Dec Details @
2019
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Jan Details @
2020

02

Aug Details @
2020
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Nov Details &
2019

11

Apr Details @
2019
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Dec Details @
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Mar Details @
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Oct Details @
2019
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Oct Details @
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Vacuuming of

) Every ) 25
243 Kate the Office, Hall Office 6 Oct Details¥ ¥ Y Y YPPPY
Griffiths  and meeting Weeks Processes 2019
room
Check the Every ) 22
233 28N service visit 1 ofice oo 4 Oct Detiils¥ Y¥¥PPPPPY
logs Weeks 2019
Please check Every Office 24
239 Zoey Teal Paypal for 1 Processes 6 Oct Details ¥ v ¥ v P ¥ VPP &
orders Weeks 2019
Empty bins in
) Every ) 25
205 Sarah - the office, Office 4 Oct Detiils¥ Y¥¥PPPPPY
Walton  general waste Weeks Processes 2019
and recycling
Sophie  Send Post To Every Office 25
382 . 5 1 Oct Details ¥ v ¥ v P ¥ vV &
Lines Humanmed .., Processes 2019
Checking 25
Kate EBay For Every Office .
397 Griffiths  Orders And 1 Days Processes 7 %::8 Detaiis v vvvvvvvvy
Messages
Answering ) 26
643 L& Web e e s Jan Details¥ ¥ ¥ Y Y PIVPY
Questions y 2019
. ) 16
Sarah Checking Of Every Office .
86 Walton  Active List 1 Days Processes 8 L ;"ng Degils ¥ vevvvvevy
. Every ) 28
776 Zoey Teal SOMPlEting. Office 6 1 Oct Details ¥ ¥¥ PP PPYIYY
Office Job List Weeks Processes 2019
) ) 19
564 Catherine g ying mail  Every Office 6 1 Nov Details ¥ ¥ ¥ ¥ ¥ ¥ PP Y&
Spence 1 Days Processes 2018
Processing Every ) 22
406 RO pepieted 2 omce s 4 Oct Details ¥ Y¥ ¥ PP PYPY
Sensors Weeks 2019
Every ) 23
409 Sarah - Proforma And Office 6 Oct Details¥ ¥ Y Y YPPPPY
Walton  Quote Chasing Weeks Processes 2019
. Cleaning Of  Every ' 13
393 PN Office 1 ofmce es 7 Nov Details¥ ¥¥¥¥¥ PPV
Windows Months 2019
. Link Call Log Every ) 28
a04 SPME Contacts To 1 office os 4 1 Oct Detiils¥ Y¥¥PIPPPY
The CRM Weeks 2019
Helen PUT OUT Every Office 26
107 Lamb BROWN AND 1 Processes 1 Oct Details ¥ ¥ ¥ P ¥ VY P &
BLUE BINS  Months 2019
Check For
Kate Humanmed Every Office 06
465 o Orders In 5 1 Jun Details¥? ¥ ¥ ¥ PV PPV
Griffiths i 1 Days Processes
Logistics 2019
Mailbox
Every ) 28
Kate Check Cardea Office ]
230 Griffiths  And Multiquote Weeks Processes 5 1 %:}9 Detais @ VWV VPPV VY
) - . Every ) 28
Catherine Filling Credit Office .
203 Spence Card Slips \1Neeks Processes 8 1 206::9 Detais @ VWV VPPV
. ) 05
504 Zoey Teal FDFing OF  Every Office 6 2 Jun Details ¥ ¥¥ ¥ PPPYYY
Invoices 1 Days Processes 2019
Check Catalog
. . Every ) 28
478 Sophie 360 Circle For Office 5 1 Oct Details¥ ¥ Y Y YPPPPY
Lines Quotes And Processes
Weeks 2019
Orders
Checking Of ) 21
487 Kate  Awaiting Every Office 6 1 Nov Details ¥ ¥ ¥ ¥ ¥ ¥ PP &
Griffiths - 1 Days Processes
Action Tray 2018
. Every ' 25
506 Zoey Teal SONCCt RePAI 4 ofice os 4 1 Oct Details ¥ ¥¥¥YYPYPYY
9 Weeks 2019
. ) 04
Sarah Send Delivery Every Office .
496 Walton  Notifications 1 Days Processes 6 2 ’2\1(?;/8 Dol ¥ V¥ WV VOOV
Shred
S Every ) 25
508 Gail Bell Sonsitive Office 6 Oct Detils¥ Y¥¥PPPPPY
Paperwork In Week Processes 2019
JL Office eexs

¥V YOIV
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517 Zoey Teal Checking For Every Office 3 2 04 Details
Uploaded Files 1 Days Processes Nov
2018
Update Virus
. Every ) 25
Sophie  Software And Office .
519 . 4 Oct Details ¥ v v v v
Lines \S/F:an For Weeks Processes 2019
iruses
Send 27
Purchase Every Office .
520 Zoey Teal Orders To 1 Days Processes 6 2 yg;/s Dehils @ V¥V W PVOOY
Suppliers
Humanmed Eve Office 04
523 Zoey Teal Iy v 4 2 Nov Details ¥ Y ¥ ¥ PP PP P&
Invoicing 1 Days Processes 2018
) 11
Sarah Import Bank  Every Office .
526 Walton CSV 1 Days Processes 4 9859 Detailsw vV VYV VVVYY
. ) 04
528 Zoey Teal ReView Inward Every Office 4 2 Nov Details ¥ ¥ ¥ ¥ ¥ ¥ PP Y&
Payments 1 Days Processes 2018
Ensure Sale or Every 25
Sophie  returns (SORs) Office .
243 Lines Are Followed W Processes 4 L Oct Detas¥ VWVOPVVVY
Up eeks 2019
) Every ) 09
275 Eaerftf %ﬁﬁn&aﬁ 1 grfgg‘:sses 2 Nov Details ¥ ¥ ¥ ¥ ¥ PP ¥ &
9 Months 2019
Every ) 28
584 \?fe;?:n \éfg;a':;_‘gc“ase S:gg‘;sses 6 1 Oct Details¥ ¥ YYPPPPY
9 Weeks 2019
Every Office 22
792 Zoey Teal SRS Folder 1 Processes 4 Oct Details¥ v ¥ ¥ v v vvv e
Months 2019
Every ) 23
Kate Check For Office .
603 Griffiths  GHX Orders Processes 4 Oct Delails¥ ¢ ¥VVVOVVVY
Weeks 2019
. . Every ) 22
goz [ Send Sewvice omee s 4 Oct Detals¥ Y¥¥YPPPVPY
Weeks 2019
Send VST ) 01
Sarah . Every Office .
620 Delivery 3 1 Jan Details ¥ v ¥ ¥ PP PP P&
Walton Notifications 1 Days Processes 2019
PDF VST
. Every ) 28
612 Zoey Teal INVOICES And Office 4 1 Oct Details¥ Y¥¥YPPPYYY
Purchase Processes
Weeks 2019
Orders
Shipped Order Every ) 01
637 Do Success 3 office 3 Jan Details¥ ¥ ¥ ¥ Y PIVPY
Report Months 2020
. Clean Kitchen Every ) 28
655 SOPMe  Sidesand 1 ofice o 7 1 Oct Detals¥ Y¥¥@PPPPPY
Table Weeks 2019
Every Office 31
657 Zoey Teal Dishwashing ry 4 2 Jan Details ¥ v ¥ ¥ ¥ YV P PV
1 Days Processes 2019
. Every ' 25
g59 Kate  Sweep Kitchen 4 Office 7 1 Oct Details ¥ ¥ @Y PP P&
Griffiths  Floor Processes
Weeks 2019
- Every ) 25
663 \?f;?:n :Q{:'tﬁ;'”g 1 gggisses 4 Oct Details¥ ¥¥ ¥ PP PP
Weeks 2019
. Every ' 01
708 Robert  Review 1 Office 3 Nov Details ¥ ¥ ¥ ¥ PPV Y ¥
Connor  Oxylink Stock Processes
Months 2019
UPS Every Office 12
859 Zoey Teal Exceptions 2 2 May Details ¥ ¥ ¥ ¥ ¥ PP ¥ & &
1 Days Processes
Checkup 2019
Every ) 17
otz [ ieten Bg}i‘\’f;‘)f 1 ofice oo 3 1 Nov Details ¥ ¥ ¥ ¥ ¥ ¥ PPV
y Months 2019
PDFing Of Every Office 28
937 Gail Bell Invoices 1 Processes 5 1 Oct Details ¥ v v v v
Vandagraph ~ Weeks 2019
- Every ) 23
g3g Kate  Providing Ebay Office 5 Oct Detals¥ Y¥ PP PP PP Y
Griffiths Feedback Processes
Weeks 2019
B2B Router/ Every Office 25
990 Zoey Teal Peppol 1 Processes 3 1 Oct Details ¥ ¥ v P ¥ VPP &
Responsibilitys Weeks 2019

v ¥ vYPvvvY
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1006 Sarah Review Stocks

Walton  Of 8000004
. Calender

41 (H;ﬁ,gm project needs

starting

196 Steve Book Arab

—— Nixon Health
Catherine Goods Out

105 :

Spence Review
. Back Orders
Catherine .

905 Review - By
Spence Customer
Catherine o, . .

492 Spence Ship Repairs
Catherine Ship Sale Or

491
Spence Returns

575 Catherine Check Repair

== Spence Orders

576 Catherine Check Repair

=— Spence Quotes

. Request RMA
884 S2NMNE Based On The
P RMA Boxes
Check POR
Files For Items
767 Eggﬁgr Delivered But
Not Removed
From File
Josh Stamp

836 Leighton Deliveries

553 Catherine Production

=== Spence Start Job List

556 Derek Production In

== Lamb Production List
551 Derek Production
== Lamb Statistics
Review The

10031 Tom Thumb
Grease Date
Sealant,
Glues,
Greases,
Sprays, Gases
And Tapes You

1011 E:;ft'f Use In
Production,
Service And
Repairs For
Viamed And
VST

Helen Training

314 Lamb Records
Helen Wages

448 Lamb Calculations

287 Derek Review

= Lamb Accident Book

771 Helen Alarm Key

— Lamb Holders

Health
606 Eaerlr?tg Declaration
Sheet
Helen .
813 Lamb Appraisal
815 Helen Pay Review
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1 Processes
Months

Every
12
Months

I1Every Marketing
Months Processes

Every

1 Goods Out
Weeks

Every

1 Goods Out
Weeks

Marketing
Processes

Every
1 Days Goods Out

I1E\gery Goods Out
ays

Every
1 Days Goods Out

Every
1 Days Goods Out

Every
1 Goods Out
Weeks

Every
1 Goods In
Months

Every
1 Days Goods In

Every Production
Months Processes

Every Production
Months Processes

Every Production
Months Processes

Every Production

12 Processes
Months

Every Production
Months Processes

Every Human

Months Resources

Every Human

1 Resources
Months

Every Human

Months Resources

Every Human
Months Resources

Every Human

12 Resources
Months

Every Human

12 Resources
Months

Every Human

1

5

07 Details
Nov
2019

31

Aug Details @
2020

01

Jun Details @
2020

22

Oct Details @
2019

24

Oct Details @
2019

04

Nov Details &
2018
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Nov Details @
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23

Nov Details &
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Nov Details &
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Oct Details @
2019

18
Nov Details &
2019

17

Apr Details @
2019

05

Nov Details @
2019

01

Nov Details &
2019

05

Nov Details @
2019

10

Oct Details @
2020

08
Jan Details &
2020

27

Nov Details @
2019

17

Nov Details @
2019

16

Jan Details
2020

05

Apr Details @
2020

24

Jan Details @
2020

20

Feb Details @
2020

06 Details ¥

YOOI IY

YOOI IY
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12 Resources
Months
Private _ Every Human
Information 12 ReSOUIces
Data Months
Diversity Every Human
Impact 12

Resources
Assessment  Months

Audits

Time

Task Subject On Behalf of
Scale
. . Every
Elgjire]s:/al 3 Share Holder
Months
Audit 21 Audit Every
Of Audit 12 Share Holder
Viamed Months
Management Every .
Reviews And 6 '\Dﬂifgélt%lpg
Quality Audits Months
Review Every Managing
Company Data 2 Director
Months
Customer Every Managing
Complaints Months Director
QA Failures Every Managing
Report Months Director
Review
External
Parties I1E;/ery Managing
Influencing Director
The QMs vsT Months
/ Viamed
Review
Product Every Managing
Failures New Director
Months
Codes
Maintain Every .
Update Of ISO 1 '\D"ifg;%'rng
Route Maps  Months
. Every
EZSipel:sr 12 ISO Controller
Months
Check Website Every
1ISO 6 ISO Controller
Documents Months
Audit 22 Post Every
Market
Survellance Rﬂzonths 1ISO Controller
Viamed
Non
Every
conform{:mce 12 ISO Controller
review history
. Months
Viamed
Review
Processes Every

Linked To 12 ISO Controller
VOPs And Months
Audits

Fire Alarm Every Health And

Evacuation 12 Safety
Drill Months Controller
Fire Alarm PIR Every Health And
Checking 12 Safety
Months Controller

Emergency

A Every Health And
panting And 45 ™" safety

Extinguishers Months Controller

Every
gfaihl;p Server 12 IT Controller
Months

Guest Access Every [T Controller
Wifi 3

Jun

2020

28

Jul Details¥? ¥ ¥ PP P IP Y
2020

28

Jun Details¥ ¥ ¥ PP v PP
2020

Next

#Trained Outstanding Due Details1 2345678910

3

03

Jan Details ¥ ¥ ¥ ¥ v v v Iy @

2020

01

Dec Details ¥ ¥ ¥ ¥ ¥ ¥ ¥ @& &
2019

17

Apr Details ¥ v ¥ v v v v
2020

13

Oct Detdils W ¥ ¥ v v v v dde
2020

01

Nov Details ¥ ¥ ¥ ¥ ¥ ¥ ¥ @&
2019

01

Nov Details ¥ ¥ ¥ ¥ ¥ ¥ @ ¥ &
2019

01
Nov Details ¥ ¥ ¥ ¥ v v @ & &
2019

01
Nov Details ¥ ¥ ¥ ¥ v v v v @ &
2019

18

Nov Details ¥ ¥ ¥ ¥ v v v ¥ & &
2019

09

Feb Details ¥ v v v v v &
2020

01

Jan Details ¥ ¥ ¥ ¥ v v P @
2020

30
Apr Details v ¥ v v vV v
2020

04
Feb Details W v v v v v v ¥ v
2020

04
Dec Details W ¥ ¥ ¥ P ¥ PP I &
2019

21

Mar Details ¥ ¥ v @ v v ¥ ¥ @&
2020

20

Mar Details ¥ v ¥ v v oo
2020

17
Apr Details ¥ ¥ ¥ ¥ P ¥ ¥ PP &
2020

19

May Details ¥ ¥ ¥ ¥ ¥ V¥ ¥ ¥ &
2020

23 Details ¥ ¥ ¥ PRI PP I
Dec
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Helen
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Lamb
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Derek
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Derek
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Derek
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Derek

Clear Down
Backup Emails

Emails - check
they have
been done

Weather
Station

Management
Meeting
Turnover
Report
Intrastats
Cross
Reference
Database
Tables
Updates

Off Site
Backup

Vandagraph
Pay Pay
Retrieve
Funds

Scan Incorrect
Product

Software
Validation
Scan Un-QA
Product To
Order

Software
Validation
Expired Stock

Software
Validation Non
Sell Able Shelf

Software
Validation In
Production List

Software
Validation
Unchecked
Orders

Software
Validation
Conflicting
Audits

Software
Validation
Document
Control
Software
Validation
Scheduled
Tasks And
Audits

ESD
Workstations

Documentation

out of date

Check for
Duplicate
Documents
Annual GDPR
Review Doc
Management
Check the
Stock FAQ
Admin

Price Check

Yearly Pricing

Months

Every
3 IT Controller 2

Months

Every
1 IT Controller 9
Weeks

Every
1 IT Controller 2
Months

Every
12 IT Controller 2
Months

Every
3 IT Controller 2
Months

Every
1 IT Controller 2
Months

Every
6 IT Controller 2
Months

Every
12 IT Controller 5

Months

Every
12 IT Controller 5
Months

Every
12 IT Controller 5
Months
Every
12 IT Controller 4
Months
Every
6 IT Controller 3
Months

Every
12 IT Controller 3
Months

Every
12 IT Controller 2
Months

Every
12 IT Controller 2
Months

Every
6 IT Controller 2
Months

Every Maintenance
Months Controller

Every Documentation
6 And Records 2
Months Controller

Every Documentation
6 And Records 2
Months Controller

Every Documentation
12 And Records 2
Months Controller

Every Product

3
Months Controller

Every Product

3
Months Controller

Every Product 2

4
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Review 12 Controller
Months

Maintain Every

Repair Codes 24 ggorg?(;ﬁer

List Months

Vacuuming of Eve

the Office, Hall "Y' Warehouse
and meeting Months Team Leader
room

Send Teledyne Every Warehouse
back orders list Team Leader
Months

Catherine Opera Stock Every Warehouse

Adjustments Team Leader

Months

Every
Warehouse
UPS Rates 3 Team Leader

Months

Return Goods Every Warehouse
to Suppliers Months Team Leader

Warehouse I1Every Warehouse

Floors Months Team Leader

Supplier

Review - Every Warehouse

Outstanding Months Team Leader

orders

Supplier Every

Review Future 12 Warehouse
Team Leader

orders Months

Current Stock Every Warehouse

Levels Months Team Leader

Current Every Warehouse

Repairs Team Leader

Months

Missing Stock Every Warehouse

or Adjustments Months Team Leader

Every Warehouse

Production

Requirements Months Team Leader
Coitration 3 Warehouse
Index Months

Non

Conformance Every Warehouse

Issues Any 12
New QC21 Months
Forms

Check Expiry Every Warehouse
Dated Stock Team Leader

Team Leader

Months
Check Repairs Every
Read For 3 Warehouse
) Team Leader
Invoice Months
Check Stock

Requirements Every Warehouse
Supplier Team Leader
Envitec Months
Move Stock
From QA Shelf I1E%/ery Warehouse
To Stock Shelf Team Leader
Months
Tuesday

Management Every Warehouse

Meeting 3
warehouse  Months Toam Leader
Check Returns V8" Warehouse

Suppliers Months Team Leader

Review Every

h Warehouse
Franking Label 3
Errors Months Team Leader
Check Order Eve
Are Being "Y' Warehouse
Picked In Team Leader
Priority Order Months

Orders And Every Warehouse
Items Shipped 3 Team Leader

w
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2019

18

Nov Details ¥ ¥ ¥ ¥ ¥ @ @ & &
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Nov Details ¥ ¥ ¥ ¥ ¥ ¥ @ @ @ &
2019
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Nov Details ¥ ¥ v ¥ v ¥ @@ @&
2019
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Oct Detailsw v v v
2019

17

Nov Details ¥ ¥ ¥ ¥ v v ¥ & &
2019

03
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2019

17

Oct Detailsw v v v v P
2020

17

Apr Details ¥ ¥ ¥ ¥ PV PP P&
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2019

11

Jan Details¥ ¥ ¥ ¥ v v P @
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08

Nov Details ¥ ¥ ¥ v v v v ¥ @&
2019

07

Dec Details ¥ v v v v v v v @&
2019

25
Oct Details ¥ ¥ v v ¥ vV
2019

18

Jan Details ¥ ¥ ¥ ¥ v v P @
2020

24

Dec Details ¥ v ¥ v v v v @&
2019

16
Nov Details ¥ ¥ ¥ ¥ v v v @ & &
2019

17
Oct Details ¥ ¥ ¥ ¥ ¥ VPP P&
2020

30

Oct Details ¥ ¥ v ¥ ¥ vV
2019

24

Oct Details ¥ ¥ ¥ ¥ ¥V PPV
2019

15

Nov Details W ¥ v ¥ v v ¥ ¥ v &
2019

12

Nov Details ¥ ¥ ¥ ¥ ¥ ¥ @ @ @&
2019

11 Details ¥ ¥ ¥ v P v v &
Nov
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Per Month

Goods In
Processes

Empty
Warehouse
Depleted
Sensor Bin
Check Weeee
Waste Pallet
And Sensor
Bin

Generate RMA
Box, Link
Iltems And Add
Faults

Review Of
Credits
Received
From
Suppliers

Reports filed
monthly

Product Cross
References

Pro-Active
Marketing

Research
Activities

Stock Items
with
Temporary
Notices

VST Price
Review

EAN GTIN
Online
Database

Distributor
Agreements

Contract
Pricing Review

Check Sale or
Returns

Ensure All
Invoice
Correctly
Tagged

Review Flow
Of Data

Viamed
Properties
Loan

Accounts on
Stop

Viamed End
Of Month
Shutdown

Bank Details
Entered

Fill in
Cashbook /
Bank Rec for
previous
Month
Journals for
the End of
Month
accounts

Months

Every Warehouse

Months Team Leader

Every Warehouse

Months Team Leader

Every Warehouse
Months Team Leader

Every Warehouse
Months Team Leader

Every Warehouse

1
Months Team Leader

Every Marketing
Months Controller

Every Marketing

Months Controller

Every Marketing
Months Controller

Every Marketing
Months Controller

Every Sales

Months Controller

Every Sales

12
Months Controller

Every Sales

6
Months Controller

Every EX Sales
Months Controller

Every Uk sales
Months Controller

Every
3
Months

UK Sales
Force

Every  oeM sales

Months Controller

Every Data
12 Protection
Months Officer

Every Accounts
Months Processes

Every Accounts

Months Processes

Every Accounts
Months Processes
Every Accounts
Months Processes

Every Accounts

12 Processes
Months

Every Accounts

12 Processes
Months

N

N

2019

25

Dec Detdils ¥ ¥ ¥ ¥ @ v PP P&
2019

01
Feb Details W ¥ v ¥ v v ¥ ¥ v
2020

01
Sep Details ¥ ¥ ¥ ¥ V¥ PP ¥
2020

28
Nov Details ¥ ¥ v ¥ v v ¥ @@ &
2019

08
Nov Details ¥ ¥ ¥ ¥ v v ¥ @ &
2019

10

Dec Details ¥ ¥ ¥ v v v v @@ &
2019

26

Dec Details ¥ v v v v v v &
2019

19

Dec Details ¥ ¥ v ¥ v ¥ @@ @&
2019

03

Jan Details ¥ ¥ ¥ ¥ v v v @
2020

28
Nov Details W ¥ v ¥ v v ¥ ¥ v &
2019

25

Dec Details ¥ v v v v v v @&
2019

01

Feb Details ¥ ¥ v v v P&
2020

18

Nov Details ¥ ¥ ¥ ¥ ¥ @ @ @ &
2019

18

Nov Details ¥ ¥ ¥ ¥ v v ¥ & &
2019

11

Dec Details ¥ ¥ ¥ v v v v @&
2019

07
Jan Details¥ v ¥ v v
2020

12

Apr Dethis ¥ ¥ ¥ ¥ ¥ v vy
2020

01

Mar Details ¥ ¥ ¥ ¥ P v ¥ & &
2020

25

Nov Details ¥ ¥ ¥ ¥ v v v v @&
2019

01

Dec Details ¥ ¥ v v v v @@ @&
2019

14

Mar Details ¥ ¥ ¥ ¥ v v @@ &
2020

1
Oct Details ¥ ¥ v ¥ ¥ vV
2020

14
May Details V¥ ¥ ¥ ¥ Y@ P& ¥
2020
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Total Issues Outstanding / Unread Per User

Name

Catrin Hird
Derek Lamb
Emily Hanson
Emma Clark
Gail Bell
Helen Lamb
Jean Lamb
John Lamb
Josh Leighton
Kate Griffiths
Linda Shearing
Michael Green
Philip Crossley
Robert Connor
Ryan Swaine
Sarah Walton
Sophie Lines
Steve Hardaker
Steve Nixon
Zoey Teal

Number Issues Number Unread
Catherine Spence 39

41
85

19
9
3
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