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	Timeline checklist 6.7.1



ADMINISTRATION – Setting up

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	CONFIRM
	
	
	
	

	Banking/Cash
	Check
	
	
	

	- paying-in books
	Check
	
	
	

	- cash bags
	Check
	
	
	

	- cash float
	Check
	
	
	

	- reserve cash float
	Check
	
	
	

	- credit card machines
	Check
	
	
	

	- cheque handling
	Check
	
	
	

	- cash transportation
	Check
	
	Security
	

	- cash payments
	To whom & when
	
	
	

	- receipt book
	Check
	
	
	

	Tickets
	
	
	
	

	- sales
	Update Team
	
	
	

	- control
	Check
	
	
	

	- outlets
	Check
	
	
	

	Badges/Uniforms
	
	
	
	

	- issued
	Check
	
	
	

	- signed for
	Check
	
	
	

	- reserve stock of
	Check
	
	
	

	Communications
	
	
	
	

	- incoming
	Check
	
	
	

	- internal
	Check
	
	
	

	- external
	Check
	
	
	

	- staff allocated
	Check
	
	
	

	Finance Systems
	
	
	
	

	- invoices 
	Check
	
	
	

	- statements
	Check
	
	
	

	- cash reconciliation
	Check
	
	
	

	- bank reconciliation
	Check
	
	
	

	- cheque signatories
	Check
	
	
	

	Stocks
	
	
	
	

	- merchandising
	Check
	
	
	

	- catering
	Check
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