Drop-Off Preparation Card

FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Define the drop-off

Object or document

Purpose

Destination reference

Confirmed time window

PAPERDAY / Personal, noncommercial use
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Drop-Off Preparation Card

FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Prepare the package

Included piece

Reference copy

Protective container

Label requirement

PAPERDAY / Personal, noncommercial use
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Drop-Off Preparation Card

FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Confirm instructions

Accepted handoff point

Contact role

Instruction source

Question to resolve

PAPERDAY / Personal, noncommercial use
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Drop-Off Preparation Card

FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Keep the record

Drop-off completed

Handoff reference

Material retained

Next confirmed action

PAPERDAY / Personal, noncommercial use

4/4



