Smart Card Delivery Checklist
School/College Details
	School/College Name:
	

	Address:
	

	Date:
	



Checklist
Before Delivery
☐ Count & Record Cards
Verify total number of smart cards received from print vendor. No. of Cards: _________
Record count and confirm class-wise breakdown (if available).
	Performed By (Name)
	Signature
	Date

	
	
	



☐ Device Setup
Unbox and test attendance device(s).  No. of Devices ______________________
Ensure power adapter and cables are included and functional.
	Performed By (Name)
	Signature
	Date

	
	
	



☐ Reset User Passwords
Coordinate with Support Team to reset login credentials for: Teachers/Students
	Performed By (Name)
	Signature
	Date

	
	
	



☐ RFID Configuration
Configure RFID codes in the system (Paathshala).
Sync RFID records to the attendance device(s).
Physically verify RFID records on the device for sample students.
	Performed By (Name)
	Signature
	Date

	
	
	



☐ Mobile App & Credentials
Print/prepare:
- Mobile app download instructions
Login credentials for students and teachers
Verify login credentials of at least one student.
	Performed By (Name)
	Signature
	Date

	
	
	



Packaging & Dispatch
☐ Card & Device Packaging
Pack smart cards class-wise (use labels).
Include printed login guides with cards.
Carefully pack devices with padding and accessories.
Record a video of packaging as proof for future reference.
	Performed By (Name)
	Signature
	Date

	
	
	



☐ Finance Notification
Inform Finance Team about:
- Number of cards delivered
- Any additional billing items (e.g., devices, courier)
	Performed By (Name)
	Signature
	Date

	
	
	



☐ Dispatch
Deliver smart cards and devices via courier or hand delivery.
Obtain and keep courier receipt or delivery proof.
	Performed By (Name)
	Signature
	Date

	
	
	



☐ Client Notification
Inform client with:
- Delivery summary
- Packaging video
- Courier receipt or proof of handover
	Performed By (Name)
	Signature
	Date

	
	
	



