New Job Checklist

Job sale dade:

Jaob =

Cussiomssr mame J »ddress:

Job supssriniendeni:

Comviract amoaunt:

Manager review:

Bookkeeping:

Jab Superntendent:

Saleaperssn:

Contract & job &
Dowen peyrment
AlcwaEnces
Sslactions
Estimate

Layout sheat
Specialty ltems
Thank you letter

Check all math
Check pay schedule
Job set up

(Manager OK)

Read contract

Check estimate

Check allowances

Check selecions

Check spedial orders

Check layout sheet

Confirm subs at layout
Schedule parmit appointment
Schedule plans

Confirn start date

{Bookkeeping OK)

Thank you mote
Confimrn layout date wiowner
Check all forrms complats

(Superintendent QK]

(Sales OK)

Frojecied job start date:

Projecied job completion date: / {




