CHECKLIST 
PRE-JOB TEAM LEADER

Customer Name
Job Ref:
Team Leader: 
[bookmark: _GoBack]This checklist must be completed in full by the Team Leader, before departing the depot: 

All Jobs
YES	N/A
[  ]	[  ]	Job Sheet – do you have job sheet and clipboard?
[  ]	[  ]	Blankets – are there enough?
[  ] 	[  ]	Webbing Ties – are there enough?
[  ]	[  ]	Covers – are there enough?
[  ]	[  ]	Carpet Runners – are there enough?
[  ]	[  ]	Wardrobe Boxes / Hanging Rails – do you need them?
[  ]	[  ]	Piano Wheels – do you need them?
[  ]	[  ]	Tools – have you got them onboard?
[  ]	[  ]	SETS vehicle check – have you carried out your checks?
[  ]	[  ]	Fuel Card – have you got the correct fuel card?
[  ]	[  ]	Marker Pens – do you have enough?

Packing Jobs
[  ]	[  ]	Packaging – do you have enough?
[  ]	[  ]	Export Packaging – do you need it?

Domestic Only
[  ]	[  ]	Gift – have you got the bottle of champagne and card?

Storage Only
[  ]	[  ]	Inventory List – is this printed and on your clipboard?

Furniture Only
[  ]	[  ]	Order Form – is this printed and on your clipboard?
