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[I. Parameter Sheets

Parameter Sheets are one-sheet summary of information extracted from
a signed contract. The sheets are used to help the Production and
Accounting Departments complete their work.

The Parameter Sheets are part of the Contract Packet. They are made
by Sales for Production and for Accounting. Both sheets are included
with the Contract Packet.

Production needs to know what was sold and the information to do the
work completely. Without the information from Sales, a production
department has to find the information from the salesperson or even
worse they have to assume what the work is.
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Accounting needs to know what was sold and the information to bill the
work properly. Not only is it important to know what to bill for the
work sold but also what is extra.

These two parameter sheets save the organization an
incredible amount of time and effort.

The first parameter sheet we will look at is for the Production
Department. The information needed:

e The Clients Name / Name of the site

e The site address

e Hours of operation at the site

e Contact person and phone for site issues

e Lot and sidewalk measurements

e What needs to be done, lot and walks

e Labor hours

e How to site was sold, i.e. by the inch, per push
e Materials types

¢ Equipment needed to complete the work

e Subcontractors that are needed (if applicable)
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The second Parameter Sheet is for the Accounting Department. The
information needs are:

¢ The billing name or company name / attention to

e The billing address

¢ Contact person for accounting issues

¢ The description of the work sold to put on the invoice

e The pricing

e Required paperwork to accompanying the invoice (if applicable)
¢ Method of invoicing

e Seasonal billing, start / finish dates and amount per invoice

e Method of delivery
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By simply using both the Production Parameter Sheet and the Accounts
Receivable Parameter Sheet you will find a lot of your
interdepartmental communication issues just melt away.
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