THE SIGN SHOP STARTER KIT IS AN INVALUABLE COLLECTION OF SIGN INDUSTRY TOOLS, FORMS, TEMPLATES
AND SIGN DESIGNS THAT WILL LAY THE FOUNDATION FOR OPERATING A SUCCESSFUL SIGN BUSINESS!
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Project Tracker

Credit Card Payment Forms
Check Receipt Log
Collection Letter Templates
Customer Credit Application
Office Supply Order Form
Over Night Shipping Forms
Payment Request Forms

Employee Folder Instructions And Check List
Contact Information Sheet

Sign Company Specific Employment Application
Pay And Benefits Agreement

Employee Review Sheets

Discipline Documentation Form

Benefit Participation (Medical/Dental/Retirement)

Commission Reports
Mileage Reimbursement
Payroll Advance Form
Time Sheets

Vacation Request

Maintenance Forms
Dept. Cleaning Sheets
Equipment Repair Log
Vehicle Repair Log

Safety Manual
« Division Of Responsibility
« Safety Inspections
« Safety Training
* Employee Training
* Wearing Apparel Regulations
¢ Accident Investigation And Reporting
 Environmental Controls
« Confined Space Entry Space Program
« Fire Prevention
¢ Painting, Spraying And Coating Policy
* Miscellaneous Equipment Guidelines

SECTION 1~ Policies & Overview

1.1 New Employee Orientation

1.2 Equal Employment Opportunity
1.3 Open Communications

1.4 Categories of Employment

1.5 Harassment

SECTION 2 ~ Work Hours and Compensation

2.1 Attendance & Punctuality

2.2 Our Workweek

2.3 Mid-day Mealtime

2.4 Work Breaks

2.5 Pay Periods & Payday Schedule
2.6 Recording Your Time

2.7 Overtime

SECTION 3 ~ Employee Benefits

3.1 Holidays

3.2 Vacation

3.3 Sick Days

3.4 Jury Duty

3.5 Bereavement

3.6 Group Insurance

3.7 Continuing Education

SECTION 4 ~ Workplace Protocols

4.1 Standards of Conduct

4.2 Dress & Grooming

4.3 Keeping Personal Data Current

4.4 Business Travel Expenses

4.5 Use of Company Equipment

4.6 Client & Public Relations

4.7 Confidentiality - Client Matters

4.8 Employee Confidentiality Agreement (Legal Contract)

SECTION 5 ~ Safety & Responsibility

5.1 Safety Precautions & Procedures
5.2 Workplace Housekeeping

5.3 Smoking in the Workplace

5.4 Drug Free Policy Statement

5.5 Substance Abuse Overview

5.6 Substance Abuse Policy

5.7 Drug Testing Policy

SECTION 6 ~ Handbook Receipt Acknowledgement

(+tax if applicable / free shipping in US and Canada)

Employment Agreement (Legal Contract for Sales Reps and Managers)
Termination Agreement

Complete Tool For Tracking Inventory

Vendor Purchase Orders

Shelf Count Sheets (With Minimum And Maximum Tracking)
Shelf Labels

Client Order Forms (Signs/Service)

Client Work In Progress Reports

Design Department Check-in Sheets

Art Request Forms (Local/National Programs)
Job Costing Log

Master Installer List

Installer / Vendor RFI

Company Sales Goals
Sales Rep Planning Sheets

*How To Perform A Correct Site Survey
*How To Determine Sign Face Color
*How To Determine Correct Sign Size
*How To Submit Digital Art Files
eUnderstanding Basic Sign Price Ranges
eUnderstanding Electronic Message Centers
*How To Set Up Art Folders

*How To Organize And Name Your Computer Files
*Pre Sign Sales Procedures

«Sales Procedures And Training

*How To Set Up Production Folders
«Setting Up And Organizing Client Files
Fabrication Procedures

*Project Close-out Procedures

*How To Apply Vinyl

866-925-5527

Job Tracker Menu

Project Contact Information
Folder Check List

Site Survey Specifications
Survey-Cabinet
Survey-Graphics-Face Panels
Survey-Pole Sign
Survey-Building Elevations
Survey-Awning

Survey-Linear Frontage
Survey-Facade Color

Art Request-Letters

Art Request-Cabinet

Art Request-Commercial Graphics
Simple Commercial Work Order
Art-Estimate Revision Request
Install-Service Work Order
Dial Before You Dig
Engineering Request Form
National-Code & LL Check
National-Install Work Order
Installer-Change Order Memo
Installer-Lien Waiver
Installer-W-g

Client Change Order Tracker
Client Change Order Contract
Packing List

Shipping Label

Client Dig Release

Client Thank You Letter
Landlord Approval

Landlord Thank You Letter
Quality Control Check List
Time Line Tracker

Vendor Payment & PO Req Form
Client Credit Card Info Form
Blank Fax Cover
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