GENERAL ADMIN CHECKLIST
A flexible check-in for the everyday work behind your business
	Business: [enter]
	Period / date: [enter]

	Prepared by: [enter]
	Next review: [enter]



WORK THROUGH WHAT IS USEFUL
	Done
	General admin task
	Notes / next action

	☐
	Prepare and send invoices for completed work.
	[write here]

	☐
	Follow up invoices that are due or overdue.
	[write here]

	☐
	Record business purchases and keep supporting documents together.
	[write here]

	☐
	Review business transactions and match them to your records.
	[write here]

	☐
	File business documents in a consistent, easy-to-find place.
	[write here]

	☐
	Note important business dates and the next action for each.
	[write here]

	☐
	Review upcoming work, commitments and recurring services.
	[write here]

	☐
	Back up business files and check that the backup can be opened.
	[write here]

	☐
	Follow up open questions with clients, suppliers or collaborators.
	[write here]

	☐
	Choose a few practical priorities for the next work period.
	[write here]



A NOTE ON SCOPE
General administrative template only. This is not tax or BAS advice and does not guarantee compliance. For tax or BAS advice, speak with an appropriately registered tax or BAS professional.
My next check-in / reminder: ______________________________________________________________
