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OFFICEOPS HUB

Office Management Toolkit
12 ready-to-use templates for office managers: checklists, trackers, and procedures.

What's inside

Office manager weekly checklist.

Supply inventory and ordering tracker.

Vendor contact list and review template.

Space planning and seating chart.

Cleaning schedule and issue log.

Meeting agenda and budget tracker.

Onboarding checklist and team directory.

Emergency contact list and procedures.

How to use it

1. Download the toolkit and pick the templates you need first.

2. Customize the fields for your office and team.

3. Share the relevant templates with vendors and managers.

4. Review and update the toolkit every quarter.

Notes
Use this template as a practical starting point. Adapt it to your office, local regulations, and company policy. It is not legal, HR, or
safety advice.

More free templates: officeopshub.com | No signup. No demo. No sales calls.


