OFFICE MEETING WORKING FORM

(9‘ 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.

Is the office currently working as it should?

WA es [ ] Mostly []No

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

Unovandeble . cuomor aman Gy,

Is the workload fairly distributed between the team?
[]Yes [ 1 Mostly [I1No

Are urgent jobs and priorities clear each morning?
[]Yes [ ] Sometimes [1No

Are any completed jobs still showing as outstanding because the issue has not been closed correctly?

2. CURRENT OVERDUE OR CARRIED-FORWARD TASKS

The report shows older open 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.

Are the older PayPal, credit-card or proforma/payment checks actually complete?
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Is the supplier outstanding-order review current, and is anything waiting to be chased?

Are any other tasks repeatedly carried forward instead of being completed or formally reassigned?

Does anyone need help, information or 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.

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

Are telephone messages and call-back requests being entered clearly in Intrastats?

[]Yes [ ] Needs improvement

Are any customer calls waiting too long for a response?

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

Are there any recurring telephone or call-routing problems?

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
d email. The practical question is whether every enquiry reaches the correct person and receives a timely response.

re all email, Shopify and website enquiries being seen and answered promptly?
]1Yes [ ] Mostly [INo

Is any old website-question route still showing items even though it is no longer used?

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

_‘ -
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Do we need clearer shared-mailbox. ownership or holiday cover? .
NO — this [S o oF-Tle ‘I[l m~t(/\m35 1S
be looked of each olay . ‘

5. CUSTOMER ACCOUNTS AND CONTACT DETAILS

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

et \\
Are new customer accounts being created accurately aWed by a second person?’

[1Yes [ ] Usually —— '7/)‘N0 :

As Jor as | bren YAGS 15 ned Jomdﬁ\.ﬁmw-\—n deo

Are sales leads and new-account records being created with enough information to be useful?

Sometame s refeuont custemer defzuls (€. d‘Olo_
Dtle , depomont not aade d
Are delivery, invoice, telephone and email details being kept-consistent-batween-Gper&aRtTe internal CRM?

U e adore

Are there any duplicate, unusable or incorrectly numbered accounts that need correction?

Yes - meR accs net co«v\p\.aked
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6. SALES ORDERS, CONTRACT REVIEW AND ORDER CHANGES

The report covers order entry, 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 customer orders being entered and checked without avoidable errors?

Yes ~ bUC Samotimes Tzkn's e fo Dowd§ an
ordl-neul d Bjop allow e O read 4,00

Are any orders waiting because customer details, prices, stock, delivery instructions or approvals are unclear?

ov\l\\ otcasiONelly ; Semerimes et have b check o prie Wi Sdl Lf memo Se.S Jo-
SomeKmes there 1S a s'c.dl::é,p"\cx m\'ssl'tb - pehefS because net uS\«dlD S0ld b +9 extpoct

Are late order changes causing duplicated work for the office or warehouse?

Cushomers Chonge e oS often. SomeHmesS as lake as viho opeds have been picked/
Packed - e9 "lapat wonk @;L\N, pouy fo oacther prfoome for canrfage [ ¥ exvva bN\Ld\.wa‘A)

Are the JJ-CCR and rEvo scheduléd sales and production orders current for the coming months?

Mot Samehn.\rsj Wy e o

Are any OEM or repeat customers likély to need chasing for forward orders?

Net sone\w..ﬂ \ do.

7. AWAITING ACTION TRAYS, PRIORITIES AND HANDOVERS

The report includes regular checks of the Awaiting Action &% and Priority 8 items. These controls are intended to stop jobs sitting

without ownership or being overlooked during handovers.
p—

Is the Awaiting Action tessy"current, with no old items that have lost ownership?

Mayke Semeane canld hove on iSsue b prmpt us b chase §< 2 [Soroh wzed \m.\-e,-“\is)

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

v

When work is handed to another person, is the ngxt action and owner obvious?
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Are there any jobs that move back and forth hetween people without being resolved?

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 notifications are being sent promptly and whether open records accurately reflect the work done.

Are delivery notifications being sent promptly after dispatch for all three companies?
Imehimes we doat Lnow if Some can 9s- Weonly def: krows b push Hursugih
UP3 + R-Moul. Not VST yanl fvld I».

Are any notifications delayed because tracking, shipping or customer email details are missing?

Yes
th«dhqsv_c\\v{anp l'{ ot send VST nehficalions.

Moy t3fl Cond  push Turouga al) dhad con o0 ?

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

CY7 doesn' £ alinasgo push thvoug)

Are customers receiving duplicate, incorrect or unnecessary delivery messages?

| doat HhinY So - Lot noH fcatrent if o.o\j\r\\.\mﬁ
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9. PAYMENTS, PROFORMAS AND FINANCIAL ADMINISTRATION

The report contains recurring checks for PayPal, credit cards and proforma pa yments. 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?

Coud now SWP;{‘y NE al\ 3(:} on 2Ma) frow s‘wpn’fﬂ k }et us kawow. Yl i Mmiss
foypol = emai\ comes b wioin 10kox , vp o person o waain 2 orwod ot ley- pusan.
Ao M has 1sswe.  7BANK: A day belwnd Uness Zaevyis able b for wod Yadony/s

f menys i us-
Is it clear who checks each payment route and who acts when a payment cannot be matched?

We ask Helenof iwe aannot mod 6V vShe a  payment i8 hova #1c she con Seo  Moarl
10fo an us. VW2 alio ask each oiher .

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

1 dgat Tt SO

Are customers being told promptly when a payment, account or credit problem prevents progress?

L

10. PURCHASE ORDERS, SUPPLIERS AND OUTSTANDING ORDERS

The report includes VST purchase-order logging and supplier outstanding-o.

r reviews. These controls should ensure purchase
orders, expected dates and supplier chases remain visible.

Are all purchase orders being logged and updated accurately”

?

Are expected delivery dates being pas

to sales and customers where needed?

Are supplier acknowledgemenys, price changes or quantity differences being checked and acted upon?

Office meeting working form - practical operational review Page 7



11. SYSTEMS, ACCESS AND DATA QUALITY

Many office processes depend on Intrastats, Opera, Shopify, email, telephones and intemet access. The report also identifies older
process descriptions that may no longer match current working methods.

Are Intrastats, @g®m, Shopify, email and telephone systems working reliably?

Whon an oA wpdated, o edit quambitg, leading ho o diffrent Prict,
Ushis  Chowger & 2ahelly y buk i does not'Shek

Are any pages, reports or automated tasks givigg misleading or duplicated information?

Does anyone lack the access, permissions or equipment needed to complete their work?

- N Q

Which old process descriptions gr unused routes should be removed or updated because the work has
changed?
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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
meeting 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?

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

Does anyone need refresher training, written guidanée or supervised practice?

Are training records showing former staff or peéple who no longer carry out the work?

What should be cross-trained or docymented first?

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 completed?

Bathrooon u&/\aSﬁ@/\Qd

Is sensitive paperwork being shredded promptly and stored securely while waiting?

8\\16/\‘ (i

Are kitchen, meeting-room and shared office areas in a suitable condition? \/
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Are virus updates, scans, printers, stationery and other office support items under control?

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?

Ronk poqussed —fi s the dauy uau o€ an —
R S, aan Rt o5

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

@QU&FO\\Q nch(h calron Cracud-

Is there anything previously raised thgt is still unresolved? )“ j
@@U\f‘@i\\j N hanhon epnan S \

Is there anything else we need to discuss today?

ACTIONS AGREED
Action

‘ Owner
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OVERALL POSITION AT END OF MEETING

[ 1 Everything working satisfactorily [ 1 Minor actions agreed [ 1 Significant follow-up needed
Meeting lead: Office representative:
Date: Date:
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