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Contract Packets 



ALL	
  	
  

the	
  informa.on	
  

Sold	
  to	
  Our	
  Client	
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Contract	
  signed	
  by	
  a	
  client	
  

The	
  es.mate	
  informa.on	
  

Correspondences	
  	
  

Produc.on	
  Department	
  
needs:	
  labor,	
  materials,	
  the	
  
equipment	
  

Accoun.ng	
  Department	
  
informa.on	
  about	
  what	
  to	
  
charge	
  the	
  client	
  for	
  the	
  work	
  	
  

Contract Packet	
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Physical Folder	
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Computer Folders	
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Contact	
  Sheet,	
  Office	
  
Informa.on	
  

Signed	
  Contract	
  

Es.mate	
  Paperwork	
  

Correspondence	
  

Invoices	
  Open	
  

Invoices	
  Closed	
  

Accounting Info	
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Contact	
  Sheet,	
  Produc.on	
  
Informa.on	
  

Services	
  Sold	
  /	
  Parameter	
  
Sheet	
  
Drawing	
  /	
  Computer	
  Drawings	
  
of	
  Site	
  

Maps	
  

Site	
  Photos	
  

Damage	
  Photos	
  

Production Info	
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Extra Track-able Items	





14	
  



15	
  

Parameter Sheets 



These	
  Two	
  Parameter	
  Sheets	
  

save	
  .me	
  and	
  effort	
  

MONEY.	
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One-­‐sheet	
  summary	
  of	
  
informa.on	
  
Extracted	
  from	
  a	
  signed	
  
contract	
  
Produc.on	
  needs	
  to	
  know	
  
what	
  was	
  sold	
  	
  
Hours,	
  materials	
  and	
  
equipment	
  
Accoun.ng	
  needs	
  to	
  know	
  
what	
  was	
  sold	
  	
  

Dollars	
  sold	
  for	
  contract	
  

Parameter Sheets	
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Production 
Parameter Sheet 
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Accounting 
Parameter Sheet 
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