
File Delivery Checklist

Before you send, tick every box

[ ] Every file on the list is included

[ ] File names follow the Client_Project_Date pattern

[ ] Formats match what the client asked for

[ ] File sizes are reasonable for sending

[ ] Every file opens without error

[ ] You are sending the latest version, not a draft

[ ] No extra or unrelated files are included

[ ] The delivery message names every file sent

Files in this delivery

File 1: ______________________  Format: __________  Size: __________  [ ] Opens  [ ] Latest version

File 2: ______________________  Format: __________  Size: __________  [ ] Opens  [ ] Latest version

File 3: ______________________  Format: __________  Size: __________  [ ] Opens  [ ] Latest version

File 4: ______________________  Format: __________  Size: __________  [ ] Opens  [ ] Latest version

File 5: ______________________  Format: __________  Size: __________  [ ] Opens  [ ] Latest version

File 6: ______________________  Format: __________  Size: __________  [ ] Opens  [ ] Latest version

File 7: ______________________  Format: __________  Size: __________  [ ] Opens  [ ] Latest version

File 8: ______________________  Format: __________  Size: __________  [ ] Opens  [ ] Latest version

Final check

[ ] Delivery message written

[ ] Recipient address checked

[ ] Send, then confirm receipt with the client
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