                                                            






Job Number:
Job Process Checklist                              ______________

Customer: ___________________    Job Address: _______________________Contractor:______________  

Primary Phone: _____________________                                  ___________________________ Phone:___________________  

Primary Contact: ____________________      Date Sold: _________By: ___________________

Contract Received: _______________             Deposit Received: ____________ $____________


Salesman Tasks

Job Sold: 

· Proposal submitted to Office with signed Contract and deposit and applicable paper work. 

· Work Order with “Promised to Customer” notes 

Job Close Out:

· Customer Satisfaction Follow-up _________

· One year inspection discussed ____________

Re-contact date schedule in CRM __________
Production Manager Tasks

· Walk Thru Scheduled:  __________________

· Walk Thru Completed:  __________________
· Color Confirmation Completed: ____________

· Customer To-Do List confirmed ____________

· Customer contacted re. Schedule (2): ________

· Field File to Foreman

· Special Equipment ordered:  _______________

· Equip provider: ______________________

· Q&A phone call or visit made at job completion

· Notes: ___________________________

_________________________________________

Foreman Tasks

· Field folder reviewed

· Pre- Job walk through completed: ___________

· Colors Confirmed: ____________

· Hours Reported Daily via phone/fax: 

· Job Cleaned up Daily (as appropriate)
· Progress Invoice:

· Collected: _________

· Change Orders:

· Customer approval

· Office copy submitted

· Customer Communication Form used

· Color Schedule completed

· Given to customer

· Copy to office

· Final Job Walk Thru Completed w/ Customer
· Final Invoice 

· Collected ____________

·  Thank them for using us!
· Field Folder returned to Office ___________
· Return touch-ups scheduled with Prod. Manager
Office Tasks

Pre-Job:

· QB File Created  _____________

· Deposit entered QB

· Estimate entered QB

· Field file to Production Mgr: ______________

Map                         Color Schedule




Contract (2)             Customer Communication


               Scope of Work (2)   Change Orders

Work Order              Satisfaction Letter

· Job Scheduled in Project

· Customer Letter sent re: schedule and payments

· Customer To-Do List sent or followed up on

· Pre-Lien filed if needed  ____________

· Thank you sent to Referral ___________

Job in Progress:

· Progress Payment reminder

· Change Order Invoiced 

· Final Invoice or payment reminder

· Material Invoices Collected

Job Close Out:

· Final Payments Received _________

· Owner notified of delinquent payments

 __________________________________

· Thank you gift and note sent ___________

· Job Cost completed ______________

· Copies of job cost made and given to:

· Owner __________

· Production Mgr ____________

· Foreman _________

· Re-file completed job

· Profit Bonuses Paid if applicable: __________

· Q&A followed up on

· Re-contact date scheduled in CRM __________
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