[bookmark: _uav79miq3f0u]Daily Operations Checklist
Purpose: Keep the business running smoothly today
[bookmark: _qwg1vr9wpt8b]Workflow & Execution
· Review daily priorities / critical tasks
· Monitor active projects or work orders
· Ensure tasks are assigned, clear, and moving
· Address blockers or escalations immediately
[bookmark: _4t9c7dyb7x3a]Team & Communication
· Check team availability (PTO, sick, coverage)
· Respond to urgent internal messages
· Support team problem-solving and decision-making
· Reinforce SOP usage and expectations
[bookmark: _dd1mkjlfj3nc]Customer / Client Experience
· Review customer issues, tickets, or feedback
· Ensure deadlines and commitments are being met
· Follow up on high-risk or high-value accounts
· Resolve service failures or delays
[bookmark: _59wzfk2zhfdj]Systems & Data
· Ensure core systems are functioning (CRM, ClickUp, QBO, etc.)
· Confirm data is being entered correctly
· Track daily KPIs where applicable (sales, production, service)

[bookmark: _672jp4lz2lmy]Weekly Operations Checklist
Purpose: Maintain control, consistency, and momentum
[bookmark: _7wnwy8jqsunm]Planning & Prioritization
· Conduct weekly planning or leadership meeting
· Review workload capacity vs demand
· Adjust priorities and timelines as needed
· Confirm upcoming deadlines for the next 2–4 weeks
[bookmark: _d19dieo7o3yc]Project & Process Management
· Review project status and milestone progress
· Identify process breakdowns or inefficiencies
· Update SOPs or workflows if changes occurred
· Ensure documentation is current and accessible
[bookmark: _qyc86h6fgdb6]Team Management
· Hold team check-ins or standups
· Review performance issues or wins
· Address training or support needs
· Validate accountability for roles and responsibilities
[bookmark: _zi6ei7n8gr2]Metrics & Reporting
· Review weekly KPIs (Ops, HR, Finance crossover)
· Compare actuals vs targets
· Identify trends, risks, or early warning signs
· Share a simple weekly ops summary with leadership

[bookmark: _tm9em0rioo8y]Monthly Operations Checklist
Purpose: Improve performance, systems, and scalability
[bookmark: _uelb7gg3y40z]Performance Review
· Review monthly KPIs and scorecards
· Analyze operational bottlenecks
· Assess customer satisfaction trends
· Evaluate margin, efficiency, and utilization
[bookmark: _tw8s1f1vxo5a]Process Improvement
· Identify 1–3 operational improvements to implement
· Update or create SOPs as needed
· Standardize any “tribal knowledge”
· Reduce manual work through automation where possible
[bookmark: _6q93x75035ou]Capacity & Resource Planning
· Evaluate staffing levels and workload balance
· Review vendor performance and costs
· Assess tools/software effectiveness
· Plan for upcoming growth or seasonality
[bookmark: _evea3tj3byec]Strategic Alignment
· Align operations with business goals and initiatives
· Review quarterly rocks or priorities
· Flag risks to leadership early
· Recommend structural or role changes if needed

