
 

  SUGGESTED AREAS TO DOCUMENT 

HR Onboarding Management Accounting Marketing Sales Operations
 
Recruiting 
Culture Fit Analysis 
Onboarding 
Culture 
Communication 
Training Programs 
Building Tour 
Role Definition 
Reporting Structure 
Compliance Processes 
Employee Relations 
Diversity Initiatives 
Work Scheduling 
Time Tracking 
Employee Feedback 
Team Updates 
Recognition Events 
Pay Structure 
Timesheet Approval 
Running Payroll 
DOL Reporting 
HSA/401k Reporting 
Worker Comp Reporting 
Performance Evaluation 
Benefits Packages 
Open Enrolment 
Incentive Programs 
Attendance Tracking 
Employee Recognition 
Conflict Resolution 
Exit Interviews 
Offboarding 
 
 
 
 

 
Documenting Systems 
Organizational Design 
Scorecard Development 
Monthly Performance 
Quarterly Plan & Goals 
Annual Planning 
Issues List Maintenance 
Competitive Monitoring 
Budgeting Process 
Stakeholder Sentiment 
Risk Mitigation Planning 
Performance Planning 
Strategic Goal Tracking 
Leadership Training 
Clear Communication 
Positive Intelligence 
Succession Planning 
Governance Policy 
Compliance Monitoring 
Disaster Recover Plans 
Safety Compliance 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Accounts Payable 
Expense Reimburse 
Refund Request 
Accounts Receivable 
Cash Flow Monitoring 
Bank Reconciliation 
Petty Cash Process 
Compensation Review 
Financial Reporting 
Monthly Review 
Quarterly Review 
Quarterly Tax Estimates 
Annual Tax Compliance 
Compliance Auditing 
Quarterly Planning 
Annual Budgeting 
Budget Monitoring 
Insurance Review 
Risk Assessment 
Asset Tracking 
Liability Assessment 
Depreciation Schedule 
ROI Analysis 
Internal Audit Prep 
External Audit Prep  
Software Training 
Data Integrity Checks 
Vendor Management 
Contract Review 
 
 
 
 
 
 
 

 
Lead Scoring 
Lead Nurturing 
Lead Generation 
Referral System 
Content Creation 
Content Calendar 
SEO Optimization 
Social Media 
Email Marketing 
Website Analytics 
PPC Ads 
Social Media Ads 
Competitor Analysis 
Campaign Reviews 
Feedback Collection 
PR Outreach 
Promotional Items 
Influencer Partnerships 
Affiliate Programs 
Networking Events 
Strategic Alliances 
Creative Briefs 
Ad Management 
Affiliate Marketing 
Lifecycle Marketing 
Media Planning 
Annual Plan Creation 
Quarterly Strategy 
Monthly Analytics 
Weekly Team Meetings 
Win-back Campaigns 
Retention Programs 
Reputation Monitoring 
Lifetime Value Analysis 
Referral Programs 
Strategic Alliances 

 
Adding Lead To CRM 
Sales Playbook 
Pipeline Management 
Pipeline Forecasting 
Account Planning 
Account Review 
Conversion Tracking 
Sales KPI Monitoring 
Sales Content Library 
Prospecting Process 
Cold Calling Scripts 
Negotiation Strategies 
Contract Review 
Customer Feedback 
Ongoing Sales Training 
Peer Coaching 
Sales Software Training 
Sales Contests 
Recognition & Rewards 
Team Building Activities 
Relationship Selling 
Strategic Alliances 
Best Practices Review 
Continuous Feedback 
Client Loyalty Program 
Repeat Strategy 
Referral Strategy 
Retention Surveys 
Seasonal Planning 
Customer Segmentation 
Lifetime Value Tracking 
Upsells/Cross-selling 
Trade-In/Upgrades 
Customer Data Security 
Customer Education 
Store Layout  

 
Customer Onboarding 
Complaint Resolution 
Customer Analytics 
Inventory Management 
Scheduling  
Maintenance Alerts 
Data Entry 
Simulation & Modelling 
Results Analysis 
Quality Control 
Quality Assurance 
Safety Training 
Safety Compliance 
Margin Optimization 
Inventory Management 
Supplier Negotiation 
Supplier Evaluation 
Supply Chain Risk 
Purchasing Methods 
Budget & Cost Control 
Cost Cutting Initiatives 
Process Improvements 
Team Incentives Setting 
Training Program 
Delivery Scheduling 
Customer Feedback  
Equipment Disposal 
Disaster Recovery Plan 
 


