[Insert Company Logo Here]	Arboricultural Administrator Checklist  |  [COMPANY NAME]
[COMPANY NAME]  –  OFFICE CHECKLIST
ARBORICULTURAL ADMINISTRATOR CHECKLIST – DAILY, WEEKLY, MONTHLY AND ANNUAL
Everything the office has to do to keep a tree surgery business safe, legal and paid – broken into short, tickable jobs.
	Reference
	Version
	Date issued
	Review date

	ARB-ADM-01
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Making sure nothing slips: safety checks, job packs, invoices, tax and payroll deadlines, renewals and audits.

	Who fills it in
	The office administrator or the owner. A Director checks it every month.

	When
	Daily page every working day, weekly page every week, monthly page once a month, annual table all year.

	Time needed
	About 20 minutes a day, 1½ hours a week, 2–3 hours a month. Each block shows its own time.

	You will need
	Inbox, phone, job app, accounts software, the registers and your key dates (Section 6).

	Where it goes
	On screen or printed. File completed pages for [2 years]; each record keeps its own retention period.


How to use this checklist
	1
	Fill in Section 6 first (about 30 minutes, once): year end, VAT quarters, insurance and accreditation dates. Put each one in your diary with a reminder.

	2
	Print or copy the grids. One daily page a week, one weekly page a month, one monthly page a year. Or keep this file open and tick on screen.

	3
	Work one block at a time. Each block shows its time; set a timer if it helps. Tick as you go.

	4
	Short on time? Do the top 5 below, then any ★ item. Everything else can wait a day. On Friday, check nothing ★ was missed.



	Top 5 if you only have 10 minutes
1. Tomorrow’s jobs confirmed: customer, crew, kit and job pack ready.
1. Everyone back safe: every lone worker and crew has checked in (ARB-POL-22).
1. Incidents and defects: anything reported today is logged and dealt with (ARB-INC-02, ARB-EQ-000).
1. Bank details: nobody pays a “new” bank account until it is checked by phone on a known number (ARB-POL-06).
1. Urgent calls: storm damage, dangerous trees and complaints get a reply today.



	What this means for you
It is 4:40 on a Thursday and you have been on the phone all afternoon. You skip the rest of the daily page and do the top 5. The crew for tomorrow’s oak reduction has the job pack, and the customer knows to move the car. The climber on the solo hedge job has checked in. An email from the “tip” asking you to pay a new account goes into a folder with a note to phone them on the number you already hold. Everything else waits until Friday morning.



Your office rhythm
	Block
	When
	Time
	Where

	Daily
	Start and end of each working day
	About 20 minutes
	Section 1

	Weekly
	A fixed slot, e.g. [Monday morning]
	About 1½ hours
	Section 2

	Monthly
	Before the 19th, so CIS, PAYE and pensions are on time
	About 2 to 3 hours
	Section 3

	Annual
	From your diary reminders
	As each one comes up
	Sections 4 and 6

	Seasonal
	Glance at it on the 1st of each month
	2 minutes
	Section 5



	If you fall behind
It happens, especially in storm season. Do not try to catch up on everything at once. Do the top 5, then every ★ item that is overdue, oldest first. Then pick one block a day until you are back on track. Tell the Director if a legal deadline has been missed – it is easier to fix early.



  1     Daily checks
              Section 1 of 6  ·  About 20 minutes a day  ·  Office administrator
Print one page a week and write the date at the top of each column. ★ = legal deadline or safety-critical: never skip it. Tick ✓ done, ✗ not done (note why), N/A not needed.
	Check
	What good looks like
	Mon
	Tue
	Wed
	Thu
	Fri

	Date
	
	
	
	
	

	Start of day  ·  about 10 minutes

	Inbox and voicemail
	Cleared into folders. Urgent replies sent (ARB-ACP-04).
	
	
	
	
	

	New enquiries logged
	Name, address, work, how they found us – in the job app. Reply within [1 working day].
	
	
	
	
	

	Weather check
	Wind, rain, heat or ice for tomorrow’s sites. Tell the Team Leader if a job may move.
	
	
	
	
	

	During the day  ·  about 5 minutes, as things come in

	★ Lone worker check-ins
	Every check-in time met. Missed one? Follow the escalation in ARB-POL-22 straight away.
	
	
	
	
	

	★ Incidents and defects
	Report form in (ARB-INC-02), entered on the Incident Register (ARB-INC-01). Kit defects on ARB-EQ-000 and tagged out.
	
	
	
	
	

	Payments received
	Matched to invoices and marked paid (ARB-ACP-06).
	
	
	
	
	

	★ Bank detail changes
	None acted on until checked by phone on a number you already hold (ARB-POL-06).
	
	
	
	
	

	End of day  ·  about 10 minutes

	Tomorrow’s jobs confirmed
	Customer (time, access, parking, pets), crew, kit, vehicles and any hire.
	
	
	
	
	

	★ Job packs ready
	SSRA, method statement, TPO / CA check (ARB-ACP-01) and any consent – per ARB-ACP-07.
	
	
	
	
	

	Timesheets and job sheets
	Back from every crew (ARB-SITE-002). Missing ones chased.
	
	
	
	
	

	★ Everyone back safe
	Last crew and any lone worker signed off for the day.
	
	
	
	
	

	Done by (initials)
	
	
	
	
	


  2     Weekly checks
              Section 2 of 6  ·  About 1½ hours a week  ·  Office administrator, Manager
Print one page a month. Pick a fixed slot, for example [Monday 8:00–9:30]. ★ = legal deadline or safety-critical: never skip it. Tick ✓ done, ✗ not done (note why), N/A not needed.
	Check
	What good looks like
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5

	Week commencing
	
	
	
	
	

	Money  ·  about 40 minutes

	Quotes chased
	Quotes older than [7 days] followed up. Won or lost recorded (ARB-ACP-08).
	
	
	
	
	

	Invoices raised
	Every finished job invoiced within [2 working days] (ARB-ACP-08).
	
	
	
	
	

	Credit control
	Aged debt report run. Reminders sent on the right days (ARB-ACP-06).
	
	
	
	
	

	★ Payroll
	Hours checked against timesheets and sent to payroll by [day]. Pay at least minimum wage.
	
	
	
	
	

	★ CIS: new subcontractors
	Verified with HMRC before their first payment. Deduction rate recorded.
	
	
	
	
	

	Planning  ·  about 20 minutes

	Next week’s schedule
	Jobs, crews, kit, vehicles and hire booked. Customers told.
	
	
	
	
	

	TPO / CA applications chased
	Open applications checked against their decision dates (ARB-ACP-02).
	
	
	
	
	

	Safety and compliance  ·  about 20 minutes

	★ Equipment inspection sheets
	Weekly sheets in for every item in use (ARB-EQ-001 to 011). Fails on ARB-EQ-000.
	
	
	
	
	

	★ Vehicle checks returned
	Walk-round sheets for every vehicle (ARB-EQ-009). Defects booked in.
	
	
	
	
	

	Waste transfer notes filed
	A note (or season ticket) for every load of arisings. Kept for 2 years.
	
	
	
	
	

	Customers and systems  ·  about 15 minutes

	Reviews and complaints
	Reviews answered. Complaints logged and acknowledged (ARB-POL-15).
	
	
	
	
	

	Backups
	Backup ran. Restore one test file each [month] (ARB-POL-03).
	
	
	
	
	

	Social media
	[1–2] posts. Customer agreed to photos; no unsafe work shown (ARB-POL-27).
	
	
	
	
	

	Done by (initials)
	
	
	
	
	


  3     Monthly checks
              Section 3 of 6  ·  About 2 to 3 hours a month  ·  Office administrator, Director
One page lasts a year. Tax months run 6th to 5th. ★ = legal deadline or safety-critical: never skip it. Tick ✓ done, ✗ not done (note why), N/A not needed.
	Check
	What good looks like
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Date done
	
	
	
	
	
	
	
	
	
	
	
	

	Tax and payroll  ·  about 45 minutes

	★ CIS monthly return
	Filed by the 19th. CIS paid by the 22nd (19th by post).
	
	
	
	
	
	
	
	
	
	
	
	

	★ PAYE and RTI
	FPS sent on or before payday. PAYE paid by the 22nd.
	
	
	
	
	
	
	
	
	
	
	
	

	★ Pension
	Paid by the 22nd. New starters and pay changes assessed.
	
	
	
	
	
	
	
	
	
	
	
	

	★ VAT (quarterly)
	Your 4 VAT months only. Due 1 month + 7 days after quarter end.
	
	
	
	
	
	
	
	
	
	
	
	

	Money  ·  about 45 minutes

	Bank reconciliation
	Every bank and card account matched.
	
	
	
	
	
	
	
	
	
	
	
	

	Aged debt review
	Debts over [30] days reviewed with the Director.
	
	
	
	
	
	
	
	
	
	
	
	

	Safety  ·  about 45 minutes

	Training matrix (quarterly)
	In [Jan, Apr, Jul, Oct]: tickets and refreshers (ARB-HR-022).
	
	
	
	
	
	
	
	
	
	
	
	

	★ First aid kits
	All kits checked and restocked (ARB-EQ-014, 015).
	
	
	
	
	
	
	
	
	
	
	
	

	Incident register review
	Trends and RIDDOR checked (ARB-INC-01, ARB-PRO-04).
	
	
	
	
	
	
	
	
	
	
	
	

	Site audit sample
	[1] completed site audited (ARB-AUD-03).
	
	
	
	
	
	
	
	
	
	
	
	

	★ LOLER exams due
	Climbing and rigging kit: 6-monthly. Book [4 weeks] ahead.
	
	
	
	
	
	
	
	
	
	
	
	

	DVLA checks due
	Drivers due at 12, 6 or 3 months (ARB-ACP-03).
	
	
	
	
	
	
	
	
	
	
	
	

	Look ahead  ·  about 15 minutes

	★ Expiry look-ahead
	Next [60 days]: insurance, accreditations, tickets, MOTs.
	
	
	
	
	
	
	
	
	
	
	
	

	Initials
	
	
	
	
	
	
	
	
	
	
	
	



  4     Annual tasks and renewals
              Section 4 of 6  ·  About 15 minutes to set up, then as each one comes up  ·  Owner, Office administrator
Copy each date into your diary with a reminder [6 weeks] before. Where a date depends on your business, Section 6 shows how to work it out.
	Task
	Typical due date or month
	Owner
	Date done
	Next due

	Policies, reviews and people

	★ Health and safety policy and all policies reviewed and signed
	Every 12 months, in [month] (ARB-POL-01 and the policy register)
	Director
	
	

	Management review
	Every 12 months, in [month], after the office audit (ARB-AUD-01)
	Director
	
	

	Pricing review
	Every [12 months] and when wages or fuel change (ARB-FIN-01)
	Director
	
	

	Staff development reviews
	Every [12 months] (ARB-HR-020, ARB-HR-021)
	Manager
	
	

	★ Pay rates and minimum wage
	Minimum wage rates change on 1 April every year. Check in [March].
	Director
	
	

	Modern slavery statement
	Only if turnover is £36 million or more. Most firms: N/A (ARB-POL-08 still applies).
	Director
	
	

	Insurance, registrations and accreditations

	★ Insurance renewals (EL, public liability, vehicles, plant)
	On renewal date. EL certificate displayed or online for staff.
	Director
	
	

	★ Data protection fee (ICO)
	Every 12 months, on your renewal date
	Office
	
	

	★ Waste carrier registration
	Upper tier: renew every 3 years. Lower tier: no renewal.
	Office
	
	

	Accreditations: CHAS, SafeContractor, Constructionline
	Usually every 12 months – use the date on each certificate
	Office
	
	

	ARB Approved Contractor
	Annual fee plus assessment cycle – see Section 6 and owner guidance
	Director
	
	

	★ Operator licence (only if held)
	Continuation fee every 5 years
	Director
	
	

	Company and tax

	★ Confirmation statement (Companies House)
	At least every 12 months; within 14 days of the end of the review period
	Office
	
	

	★ Annual accounts (private company)
	9 months after the year end (first accounts: 21 months after incorporation)
	Accountant
	
	

	★ Corporation Tax payment
	9 months and 1 day after the end of the accounting period
	Accountant
	
	

	★ Company Tax Return
	12 months after the end of the accounting period
	Accountant
	
	

	★ Self Assessment (sole traders, partners)
	31 January: online return, balance and 1st payment on account. 31 July: 2nd payment on account.
	Owner
	
	

	★ Making Tax Digital for Income Tax (if in scope)
	Quarterly updates by 7 August, 7 November, 7 February, 7 May
	Owner
	
	

	★ Payroll year end
	Final FPS by the last payday of the tax year (ends 5 April). P60s by 31 May. P11D by 6 July.
	Office
	
	

	★ Pension re-enrolment
	Every 3 years. Re-declaration within 5 months of the anniversary.
	Office
	
	

	Health, safety, premises and vehicles

	★ HAVS health surveillance
	Every [12 months] questionnaire for exposed staff (ARB-HR-011)
	Manager
	
	

	★ Noise health surveillance
	Hearing checks: yearly for 2 years, then every 3 years (ARB-HR-012)
	Manager
	
	

	★ Fire risk assessment review
	Every [12 months] and after any change to the yard or office
	Director
	
	

	Portable electrical equipment (PAT)
	By risk: set intervals for site kit, yard and office
	Office
	
	

	★ Vehicle MOT, tax and servicing
	MOT on anniversary (up to a month minus a day early keeps the date). Tax on expiry. Service per maker.
	Office
	
	




  5     The arb year: seasonal calendar
              Section 5 of 6  ·  About 5 minutes to read  ·  Owner, Office administrator
Use this to plan staffing, marketing and checks. ● = main period  ○ = start, end or some years.
	
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Nesting birds – extra checks before every job (nests are protected all year while in use)
	
	○
	●
	●
	●
	●
	●
	●
	○
	
	
	

	Hedge-cutting ban on agricultural land, England (1 March to 31 August)
	
	
	●
	●
	●
	●
	●
	●
	
	
	
	

	Hedge-cutting window on farm hedges
	●
	●
	
	
	
	
	
	
	●
	●
	●
	●

	Storm season – call-outs, on-call rota, fuel and kit ready (ARB-POL-17)
	●
	●
	○
	
	
	
	
	
	
	○
	●
	●

	Short days – lone working, lighting, finish times (ARB-POL-22)
	●
	●
	○
	
	
	
	
	
	
	○
	●
	●

	Leaf fall – clearance work, slippery sites
	
	
	
	
	
	
	
	
	
	●
	●
	○

	Dormant season – busy for pruning and felling
	●
	●
	○
	
	
	
	
	
	
	○
	●
	●

	Heat – sun, water, early starts
	
	
	
	
	
	●
	●
	●
	
	
	
	

	Christmas shutdown – on-call cover, office closed notices, payroll early
	○
	
	
	
	
	
	
	
	
	
	
	●

	Tax year end – payroll year end, P60s (May), P11D (July)
	
	
	○
	●
	●
	
	●
	
	
	
	
	


Nesting season dates vary by species and area. Hedge rules shown are England only (The Management of Hedgerows (England) Regulations 2024).

	Plan ahead
1. August: book dormant-season crews and hire; update prices before winter quotes (ARB-FIN-01).
1. October: storm kit, on-call rota and short-day finish times agreed with Team Leaders.
1. January: training plan and refreshers booked before spring (ARB-HR-022).
1. February: brief crews on nesting birds and hedge rules before 1 March (ARB-SITE-006).




  6     Key dates for your business
              Section 6 of 6  ·  About 30 minutes, once a year  ·  Owner with the accountant
These depend on your business, so work them out once, write them here and put them in the diary. Ask your accountant if unsure.
	Key date
	How to work it out
	Your date(s)
	In diary

	Company and tax

	Company year end
	On your last accounts or the Companies House register
	
	☐

	Accounts due
	Year end + 9 months. Example: 31/03 year end → 31/12
	
	☐

	Corporation Tax payment
	Year end + 9 months + 1 day. Example: 31/03 → 01/01
	
	☐

	Company Tax Return
	Year end + 12 months. Example: 31/03 → 31/03 next year
	
	☐

	Confirmation statement
	Review period end on Companies House; file within 14 days
	
	☐

	VAT quarter ends (4)
	In your VAT online account. Example: Mar, Jun, Sep, Dec
	
	☐

	VAT due dates (4)
	Quarter end + 1 month + 7 days. Example: 30/06 → 07/08
	
	☐

	People and payroll

	Payday
	Monthly or weekly; FPS goes on or before this day
	
	☐

	Pension re-enrolment date
	On your Pensions Regulator letters; every 3 years
	
	☐

	Policy review month
	Pick one month and review everything then
	
	☐

	Insurance, registrations and accreditations

	EL and public liability renewal
	On your schedule or certificate
	
	☐

	Vehicle and plant insurance
	On your schedule
	
	☐

	Data protection fee renewal
	On your ICO registration certificate
	
	☐

	Waste carrier registration expiry
	On the public register (upper tier only)
	
	☐

	CHAS / SafeContractor / Constructionline
	Expiry on each certificate
	
	☐

	ARB Approved Contractor
	Approval anniversary; reassessment is about a month before
	
	☐

	Operator licence continuation
	Every 5 years, if held
	
	☐

	Premises and vehicles

	Fire risk assessment review
	Last review date + [12 months]
	
	☐

	MOT, tax and service dates
	One line per vehicle in the Equipment Register (ARB-EQ-000)
	
	☐



	Guidance for the business owner – remove before issue
Setting it up. Fill in everything in [red], delete rows you do not need (for example VAT, CIS or the operator licence), add your own recurring jobs, and delete this box before issue. If a different layout, larger print or a walk-through would help someone, change it – the aim is that it gets used. Training matrix reviews follow the quarterly review in ARB-POL-01.
Tax and payroll (checked 28/09/2026). CIS: monthly return by the 19th; deductions paid by the 22nd electronically or the 19th by post (GOV.UK, CIS contractors). PAYE paid by the 22nd of the next tax month (19th by cheque); quarterly payers by the 22nd after the quarter (GOV.UK, Pay PAYE). VAT: returns and payment due 1 calendar month and 7 days after the end of the period, even on a weekend (GOV.UK, Submit a VAT return). Pensions: employee contributions paid to the scheme by the 22nd of the next month (19th by cheque); re-enrolment every 3 years, with a re-declaration within 5 months (The Pensions Regulator). Year end: P60 by 31 May, P11D by 6 July (GOV.UK, Payroll annual reporting). Mandatory payrolling of benefits is planned from April 2027 – ask your payroll provider.
Companies and Self Assessment (checked 28/09/2026). Private company accounts: 9 months after year end; first accounts 21 months after incorporation. Corporation Tax: pay 9 months and 1 day after the accounting period (profits up to £1.5 million); return due 12 months after. Confirmation statement: at least every 12 months, up to 14 days after the review period ends; £50 online (GOV.UK). Self Assessment: online return and payment by 31 January; second payment on account by 31 July. Making Tax Digital for Income Tax applies from 6 April 2026 to sole traders and landlords with qualifying income over £50,000, over £30,000 from April 2027 and over £20,000 from April 2028; quarterly updates by 7 August, 7 November, 7 February and 7 May (GOV.UK).
Registrations (checked 28/09/2026). Data protection fee: annual, for most small firms £52 or £78 (GOV.UK). The ICO becomes the Information Commission on 30 September 2026 (Data (Use and Access) Act 2025); the fee continues, but update any letters and links. Waste carriers: lower tier if you only carry waste you produce yourself that is not construction or demolition waste (no renewal); upper tier for construction or demolition waste or other people’s waste, renewed every 3 years (£130.25 renewal) (GOV.UK; Natural Resources Wales). Decide which tier applies to your arisings and check with the Environment Agency if unsure. Waste transfer notes: keep 2 years. Operator licence: needed for goods vehicles over 3,500 kg gross plated weight unless exempt; continuation fee every 5 years (GOV.UK).
Accreditations (checked 28/09/2026). CHAS, SafeContractor and Constructionline are normally renewed every 12 months; use the date on each certificate. The Arboricultural Association scheme document describes a 4-year cycle: full assessment in year 1, a desktop H&S audit in years 2 and 4, and an interim reassessment in year 3, with an annual fee and reassessment about a month before the approval anniversary. This differs from an earlier note of a 2-year cycle, so confirm your cycle with the AA (Approved Contractor Handbook, May 2023).
Safety and people (checked 28/09/2026). EL insurance: at least £5 million; the certificate must be available to staff, on a noticeboard or online (GOV.UK). Minimum wage rates change on 1 April every year; from 1 April 2026: £12.71 (21 and over), £10.85 (18–20), £8.00 (under 18 and apprentices). LOLER: people-lifting kit and lifting accessories every 6 months. Noise: hearing checks usually yearly for the first 2 years, then every 3 years (HSE). PAT: not a legal requirement in itself; equipment must be maintained to prevent danger, with checks based on risk (HSE). Fire risk assessment: keep a written record and review it regularly (GOV.UK). Modern slavery statement: required at £36 million turnover or more (GOV.UK). MOT: first test at 3 years for cars and light vans; testing up to a month minus a day early keeps the renewal date.
Seasonal law (checked 28/09/2026). Wild bird nests are protected while being built or used, at any time of year (Wildlife and Countryside Act 1981; GOV.UK). The main nesting season is roughly February or March to August, and some councils say to September. Hedgerows on agricultural land in England must not be cut or trimmed from 1 March to 31 August, with some exemptions such as road safety (The Management of Hedgerows (England) Regulations 2024; Defra). Wales and Scotland have their own rules.
Arborella provides this template as documentation support. It is not tax, accounting or legal advice. Confirm your own deadlines with your accountant.



Related documents
	Reference
	Document

	ARB-POL-01
	Health and Safety Policy

	ARB-POL-03 / 33
	Cyber Security Policy; IT, Communications and Monitoring Policy

	ARB-POL-06
	Fraud Prevention & Financial Integrity Policy

	ARB-POL-15
	Customer Care and Complaints Policy

	ARB-POL-22
	Lone Working Policy

	ARB-ACP-01 to 09
	Office procedures, including DVLA checks, email, RAMS and credit control

	ARB-INC-01 / 02
	Incident Register; Incident and Near Miss Report

	ARB-EQ-000 to 015
	Equipment register, inspection sheets and first aid kits

	ARB-HR-022; ARB-FIN-01
	Training and Competence Matrix; Pricing Calculator

	ARB-AUD-01, 03, 04
	Office, Completed Site and Yard audits



Document control
	Document
	Arboricultural Administrator Checklist – Daily, Weekly, Monthly and Annual (ARB-ADM-01)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way we work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	[DATE]
	[Initials]
	Initial release
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