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Job Process Outline

The Job Process begins when a customer signs the proposal

I. Sales Estimator

A. If Customer hands signed proposal and contract to salesman, submit the following to the Office:

1. Signed Proposal

2. Signed Contract

3. Customer Deposit

4. Work Order with “Promised to Customer Notes” included.

5. Job Estimate Spreadsheet

B. If Customer will return signed proposal and contract by mail, submit the following to the Office:

1. Work Order with “Promised to Customer” notes included.

2. Job Estimate Spreadsheet

C. Within 2 days of job completion:

1. Call customer to follow up on Customer Satisfaction

2. Discuss one year inspection with customer

3. Schedule date to re-contact customer in CRM (Customer Relationship Management software: ACT, Outlook, etc)
II. Office

A. Upon receipt of signed proposal, contract and deposit:

1. Create QuickBooks File, assigning a file name using standard naming convention

2. Enter Deposit in QuickBooks from customer check

3. Enter Job Estimate in QuickBooks from Work Order

4. Start a Job Process Checklist (duplicate, one copy for office folder, one for field folder)

5. Schedule the job in Job Calendar
B. Within 2 days of receipt of signed proposal:

1. Complete standard Customer Contact Letter (or email) with schedule and payment amounts.  Obtain schedule dates from Job Calendar and payment amounts from Contract.

2. Send new customer letter (or email) along with customer to do list and payment schedule and RRP info if needed
3. Assemble the Field Folder with the following:

a) Customer Communication Log

b) Color Schedule 

c) Change Order Forms (2)
d) Customer Satisfaction Feedback Form with self addressed stamped envelope

e) Pre Job Check List

f) Post Job Check List

g) Contact Log (stapled to outside right front)

h) Copy of Work Order

i) Copy of Proposal

j) Copy of Customer Contact Letter

k) Copy of Job Process Checklist
4. Assemble the following and clip to front of Field Folder

a) Job Process Check List

b) Copy of Proposal

c) Copy of Contract

d) Job Estimate Spreadsheet

5. Forward Field Folder with Attachments to Production Manager

6. Assemble the Office Folder with the following:

a) Job Process Checklist

b) Original signed Contract

c) Original signed Proposal

d) Copy of Customer Contact Letter

7. File Pre-Lien if needed

C. While Job is in Progress:

1. Invoice Change Orders in needed

2. Collect Material Invoices

3. Receive and process progress payments

D. When Job is complete:

1. Receive and process final payment

2. Receive and file the following and add to Office File

3. Completed Pre Job Check List

4. Completed Post Job Check List

5. Completed Color Schedule

6. Notify owner of delinquent payments

E. Within one week of Job completion:

1. Enter Customer Satisfaction Letter information into Customer Satisfaction database

2. Send Thank you gift and note

3. Complete Job Cost Analysis 

4. Follow up on any open items

5. Re-file completed job file

F. Second week of each month:

1. Compile job cost data for all jobs completed in prior month 

2. Print Job Cost Summaries & Charts for the following:

a) Owner
b) Production Mgr.
c) Individual Foreman 

d) Office Manager

III. Production Manager 

A. 2 weeks before scheduled job:

1. Contact customer and schedule walk through

B. At walk through appointment:

1. Complete Color Confirmation

2. Review Customer “To Do” List and Payment Schedule with customer

C. One week before scheduled job

1. Order Special Equipment

2. Contact customer to confirm final job schedule

3. Forward Field Folder to Foreman

D. Day of Job Completion

1. Contact customer in person or by phone to answer questions or concerns

2. Schedule return touch-ups if required

IV. Foreman

A. One week before job start

1. Review Field Folder

2. Order Paint and supplies

B. First Day of Job

1. Conduct Pre Job walk-through 

2. Confirm Colors

3. Complete Pre Job Check List

C. While Job is in Progress:

1. Collect progress payments according to schedule

2. Report hours works and job progress daily (via phone, fax or email)
3. Clean up Job site daily, as appropriate

4. Submit change orders with customer approval to office as required

D. At Job completion:

1. Conduct Post Job Walk Through

2. Complete Post Job Check List

3. Thank the Customer for using our company
4. Return Field Folder to Office

5. Return Special Equipment to provider

6. Inform Production Manager of Return touch-ups if required.
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