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	CHECKLIST 

OFFICE SETUP


Checklist Office setup

This checklist contains points to be noticed that could be important when organizing and setting up the office environment.

Workspace

·
rooms;

·
meeting area;

·
furniture (chairs, desks, tables, cabinets);

·
telephone;

·
(video)conference call facilities;

·
copy facilities;

·
office supplies;

·
forms.

Hardware

·
PCs, laptops and/or terminals;

·
input and output media, such as printers, displays, PIN/card readers;

·
communication lines;

·
storage media and/or space (CD-RW’s, disk space);

Software

·
operating systems;

·
communication software;

·
intranet

·
word processing package;

·
spreadsheet package

·
planning and progress monitoring package;

·
defect management tool;

·
test tools;

·
backup & recovery;

·
logging;

·
authorization and security;

·
accounting/statistics;

·
(other) utilities (for example for dump, trace, job scheduling, etc.).

Logistics

·
coffee and tea facilities;

·
lunch facilities;

·
rules for expenses claims;

·
overtime regulations;

·
parking place;

·
access security (also outside office hours).
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