OFFICE MEETING WORKING FORM

Office processes meeting - 22 July 2026

| Meeting date: Time:

Present: Next review:

Purpose: a practical discussion to confirm that office work is running properly, identify anything causing delays or repeated work, and
agree actions. This is not a formal ISO management review.

1. GENERAL POSITION AND WORKLOAD

The report covers 80 active office processes. Most controls show regular completion, but there are four overdue rolling tasks or audits

and several daily tasks still open. The first check is whether this reflects genuine unfinished work or items that have been done but not
closed.

the office currently working as it should?

[ ] Mostly [1No

What is causing the most delay, repeated work or frustration at present?

éﬁﬁk Celocrne,  Aumendt

Is the workload fairly distributed between the team
[]Yes [ ] Mostly

[]Yes [ ] Sometimes []1No

anding becaus

2. CURRENT OVERDUE OR CARRIED-FORWARD TASKS

The report shows older cpen items relating to PayPal checking, credit-card checking, proforma and payment checking, supplier

outstanding-order review, and a housekeeping task. These should be checked as practical work items rather than treated
automatically as compliance failures.

b : it-card or proforma/paymen ?
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DW authority to clear these items?
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3. TELEPHONES, CALL LOGS AND CUSTOMER MESSAGES

Telephone controls are well established. The report requires calls to be answered promptly, logged where needed, and not left waiting
too long for a return call.

calls being answered promptly throughout the day, including lunch and busy periods?
[] Usually [1No

- i arly in Intrastats?
[]Yes [ ] Needs improvement

Are any customer calls waiting too long for a response?

—Y

Is it clear who should handle each type of enquiry when the usual person is unavailable?

NVeRs Ve Prebleg

Are there any recurring telephone or call-routing problems?

Vo

4. EMAILS, WEBSITE QUESTIONS AND INCOMING ENQUIRIES

The report includes older website-question processes, although one record states that website questions now arrive through Shopify
and email. The practical question is whether every enquiry reaches the correct person and receives a timely response.

email, Shopif¥ and website enquiries being seen and answered promptly?
[ ] Mostly [1No

Coslerens 'DQLK [;né'r\b MeeGQ Jf‘.}}:\b
Cap:[wlj ancl ép@/{zb X

even

*

~Are-messages being duplicated, missed or sent to the wrong person?

Office meeting working form - practical operational review Page 3



Do we learer shared-mailbox i i 2
———

5. CUSTOMER ACCOUNTS AND CONTACT DETAILS

Adding new Opera accounts is reparted as a strong process, with separate checking of recently created accounts. Earlier checks
noted that some sales-lead records contained very little information.

Asenew CUStw being created accurately afid checked by a second person?
“I@ - [ ] Usually

CoSbomer UTRY poT
Clep bk~ cevers
A=
Are sales leads and new-account records being created with enough information to be useful?
}\)OT o4 O TH  Bewe—
EWTERED . Comeckly
=B “Tikles

A duplicate, unusable or incorrectly numbered accounts that need correction?
YM -
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6. SALES ORDERS, CONTRACT REVIEW AND ORDER CHANGES

The report covers o_rder eniry, contract review and scheduled OEM orders. JJ-CCR and rEvo should normally have two to four
scheduled orders visible, with matching production orders. Some July tasks appear open despite completion notes.

Are-current-customerorders-beingentersd and checked without avoidable errors?

M"”Q’

4

Are any orders waiting because customer details, priceelivery instructions or approvals are unclear?

Wt M/( g

Are late order changes causing-dupticated Work for the office or warehouse?

Are t = ion ord oming m

AréZ@ny OEM or repeat customers likel i ?

7. AWAITING ACTION TRAYS, PRIORITIES AND HANDOVERS

The report includes regular checks of the Awaiting Action tray and Priority 8 items. These controls are intended to stop jobs sitting
without ownership or being overiooked during handovers.

Is the Awaiting Action tray current, )Nilh no old items that have lost ownership?

Clase ¥ ;

Are Priority 8 and genuinely urgent items being distinguished clearly from routine work?

Yes
ork Is " i er obv

- g 3 E
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Are-there-any-jobs-thatmoveback and forth between people without being resotved? —

8. DELIVERY NOTIFICATIONS, SHIPPERS AND CUSTOMER UPDATES

The report shows frequent Viamed, VST and Vandagraph delivery-notification tasks, including daily items that may remain open for
several days. Check whether nolifications are being sent promptly and whether open records accurately reffect the work done.

Are delivery notifications being sent promptly after dispatch for all three companies?

() £ () Aoa[ r-Do
o T ——

et éof -

VST Dene e |

~-

Are shipper-sign=offand collection records being completed and closed correctly?

Are customers receiving duplicate, incorrect or unnecessary delivery messages?

_bm’lé' Hv}ﬁk j? <
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9. PAYMENTS, PROFORMAS AND FINANCIAL ADMINISTRATION

The report gonrains recurring checks for PayPal, credit cards and proforma payments. Some older open items suggest either a
backlog or incomplete issue closure.

Are PayPal, card and proforma payments being checked often enough to release orders promptly?

Is it clear who checks each payment route and who acts when a payment cannot be matched?

\/aé

Are any orders waiting because payment has been received but not identified or recorded?

VYo

S bel

Zeft
7 A/ 0/ 24
10. PURCHASE ORDERS, SUPPLIERS AND OUTSTANDING ORDERS

The report includes VST purchase-order logging and supplier outstanding-order reviews. These controls should ensure purchase
orders, expected dates and supplier chases remain visible.

roblem prevents progress? .

Are all purchase orders being logged and updated accurately?

Which supplier orders are late, unclear or require chasing now?

Are expected delivery dates being passed to sales and customers where needed?

Are supplier acknowledgements, price changes or quantity differences being checked and acted upon?
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11. SYSTEMS, ACCESS AND DATA QUALITY

Many office processes depend on Intrastats, Opera, Shopify, email, telephones and intermet access. The report also identifies older

process descriptions that may no longer match current working methods.

Are Intrastats, Opera, Shopify, email and telephone systems working reliably?

Ovder EWTR LS oondmp gl f
CQJK dé{ 0/0}4,/-@ ,'-4(:23%

T — ———
utomated tasks givi i i i i ation
e their wor
Which old process descripti ved or updated because the work has
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12. COVER, TRAINING AND DEPENDENCIES

The report flags heavy historical dependency on former or key users and identifies one process with only one trained person. This
meeling should establish the real current position and whether daily work can continue during absence.

Which office jobs currently depend on one person knowing how to do them?

No

autine office work continue during holidays, sickness or unexpected absence?
[] Partly [1No

Are-training-records showing 1ormer staff or peopte whonotonger-earry out the work? )

What should be cross-trained or documented-fisst2 D

13. OFFICE ENVIRONMENT, HOUSEKEEPING AND PRACTICAL SUPPORT

The report includes routine office housekeeping such as dishwashing, vacuuming, kitchen checks, shredding sensitive paperwork and
virus scanning. These are minor tasks, but open items can indicate unclear ownership.

Are shared housekeeping jobs allocated fairly and actually being tmpleted?

el e eSS

s sensitive-paperwork being shredded promptly and stored securely while waiting? ' —

Are kitchen, meeting-room and shared office areas in a suitable condition?

e

; ' ’ Page 9
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Are virus updates, scans, printers, stationery and other office support items under control?
Yo

14. IMPROVEMENTS AND OPEN DISCUSSION

Use this section to record improvements that would make the office easier to run, reduce duplicated effort or improve communication
with the warehouse. accounts, sales and management.

What is the one change that would make the office work more smoothly?

Mdé/o@ Llmad
g

Is there anything the team repeatedly works around instead of the system working properly?

’Da(\‘ }Uc/‘é~‘ W/
Remel R %‘o rfj = %wvz)

Is there anything previously raised that is still unresolved?

Is there anything else we need to discuss today?

ACTIONS AGREED
Action Owner | Target date | Completed
§ § -
|
]
f
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OVERALL POSITION AT END OF MEETING

[ ] Everything working satisfactorily [ ] Minor actions agreed [ ] Significant follow-up needed
Meeting lead: Office representative:
Date: Date:
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