Steps Making Contracts:

First, Create a new folder under W:\CLIP Lawn Care\Documents create a title for the
current year (ex. 2007 Contract Stuff)

The next thing will be to find any bad entries that would cause the Job Costing report to
be off such as times entered wrong or travel time entered wrong.

Run the job costing report in CLIP with the following settings and the dates set for the
previous year (02/01/xxxx — 12/31/xxxX)
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= Job Costing Report

Job Costing Report
Step 1: Preparation Options =y

Crew Range: to | o99n Show History
Conmtract Jobs Only
For Customers from: 1000 ko] 9959 -
] Only jobs that are under

For Job numbers : {0 for all) or over projected time.

Include Jobs on Hold
Start Date: | 0200106 | )

v | Active Customers Only
Stop Date: | 1231708 | ]

Step 2: Prepare gﬂ-
]

Prepare Files

Press Prepare Files. Wait for the files to process.



7| Job Costing Report

Job Costing Report
Step 1: Preparation Options Return

Crew Range: 1) to | 9999 Show History

[JContract Jobs Only
For Customers from: 1000 |to| 9989 )
[C] Only jobs that are under

For Jobh numbers : 1| (0 for all) or over projected time.

Include Jobhs on Hold
Start Date: | 0201706 |[1]

Active Customers Only
Stop Date: | 12/31706 | [1]

Step 2: Prepare

Step 3: Print
Sort Options: Print Options:
DT L ) Number @Qetall
O Name O summary
() Customer, Crew
CiCrew
() Sort by Dollars per Hour
() Sort by Travel time
(#) Sort by Dollars Hr Including Travel time

Red if Below | 20.00

&

To MapPoint

To EXCEL Green if Above | 35.00

Preview /Print

Select the Detail Print Option and Sort by Dollars/Hr Including Travel Time. Print the
report.

NOMALAYA, ANTONIO

(The information in this box is taken from the job record, not the history. To see an historical perspedive, see the history below. )
L Maint Man Hour Rating
g1 Lawn Maintenance FromJob. g 07 074 000
Date Done # Budget Time ‘Actual Time Di. Charge Cl amouniViaterial Cost Tryverrmrey
07112006 1 068 074 006 000 0m - I 1.0 I
Totals: Average $hour 0.00 Avg.Hrs 074 074 -0.05 000 0.0o - 150
Totals for Avg $hour 0.00 Avg.Hrs 074 074 006 poo 000 - 1.0

NOMALAYA, ANTONIO Avg $ihour Incuding Travel Time: 0.00

Look for any numbers that seem way too high and highlight them. Only look through the
customers that have a Avg $/hour including travel time as less than the company’s
current goal (ex. $40 per hour).

Go into the customers’ history and edit the history for each of the time’s highlighted.



2 Job Costing Report

Job Costing Report
Step 1: Preparation Options Eeturn)

Crew Range: -1 to -gggg Show History
[Jcontract Jobs Only

For Customers from: to 5995
[] Only jobs that are under

For Job numbers : (0 for all) o over projected time.

Include Jobs on Hold
Start Date: | 020106 | []

Active Customers Only

Stop Date: B

Step 2: Prepare

Step 3: Print

Sort Options: Print Options:
Sort By: () Mumber O petail
(JMame ®
() Customer, Crew

C)Crew

() Sort by Dollars per Hour

() Sort by Travel time

(=) Sort by _DellarsHr Including Travel time

&

Preview/Print

oA

To EXCEL

Rei if Below | 20.00
Green if Above | 35.00

&

To MapPoint

Run the report again but do the Summary Report and output to Excel.
Sort the spreadsheet by customer number.

Save the sheet in the folder created earlier as: MERGE INFO 2007.xls (or the current
year).

PX

Save in: |E| 2007 Contract Stuff v| @-0 @ X i E - Tods-
. E_]CUSTMERGEINFOZDD?.XLS
k! E_]MERGEINFOZDD?.XLS
My Recent
Docurments
F‘[‘.’
Deskkop

.g File pame: |MERGE INFO 2007.4L5)| v | [ Save ]

Iy Mebwork,

Places Save as bype! |MicrosoFt Excel 5.0095 Workbaook (*,xls) v | Cancel




Next you will need to make a report containing more customer, billing, and job
information because the job costing report does not contain all the data you need. Go
into the custom reports section and select the Report titled: Cust Last Year
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27 User Defined List

Choose Data Base Set:

S
CustLast Year v O
Delete Setup (CrCustomer and Journal
() Customer and History
ave setup () Only Customer

CUSTOMER.NUM CUSTOMER NAME CUSTOMER.PADDRESS, CUSTOMER . PCITY CUSTOMER.PSTAT
ECUSTOMER.PZIP,CUSTOMER.BWTEL, CUSTOMER.BZIP,JOB.MHRS, CUSTOMER.BCITY_ST,CUSTO
MER.BADDRESS,JOBAMOUNT CUSTOMER.BILL_MAME JOBADJUST,JOBBIL_TYPE

L=

Condition JOB.CUTS_TD = 0 AMD JOB.JOBNUM = 1 AND CUSTOMER.CU_JDATEF CTOD(02/01/2006% A
— CUSTOMER.STATUS == "0ON HOLD"

Sort by |

Make List



The Fields should be as follows:

CUSTOMER.NUM,CUSTOMER.NAME,CUSTOMER.PADDRESS,CUSTOMER.PCI
TY,CUSTOMER.PSTATE,CUSTOMER.PZIP,CUSTOMER.BILL_NAME,CUSTOME
R.BADDRESS,CUSTOMER.BCITY_ST,CUSTOMER.BZIP,JOB.AMOUNT,JOB.ADJ

UST,JOB.BIL_TYPE,JOB.CUTS_TD

The Condition should be as follows:

CUSTOMER.STATUS <>"ON HOLD" AND CUSTOMER.CU_JDATE >
CTOD('02/01/2007") AND JOB.CUTS_TD >0 AND JOB.JOBNUM =1

Change the date in the condition to the previous year.

Press Make List and Export the list to Excel. Save as CUSTOMER MERGE INFO
2007.XLS in the folder created earlier. Open the file and sort it by customer number.

Cut and Paste the customer information from this spreadsheet to MERGE INFO 2007.xls
(look at this file for an example of how to organize the data: W:\CLIP Lawn
Care\Documents\2007 Contract Stuf\MERGE INFO 2007.xls

(] Fle Edt Wew Insert Format Tools Data  RoboPDF Window Help  Adabe PDF -8 x

[u] | E | F [ G | H | ] J K L M 1] a F [a[R[ 5 T u —

g o

s
Total | Tarsl  Toral avg |+
Total Man  Travel Materi |Dollarsper |4Hilno. | Man Trave

| 1 |peity pstate | pzip bil_name. baddress beity_st bip  Amount  Houws Howrs 3l Cost hour TravelTime |Hrs || smount sdjust Jmhis,
| 2 |Potomae Mo 20054 Galit Raseman 10312 Hillbrooke Lane Potomae, MO 20054 $2300 08 053 $000 | 42875 §IE44 | 08 143 $2300  §23.00 058
| 3 |Morth Patomas [} 20273 Kevin Oakes & Antigane Court Horth Potomas, kD 20878 $3000 096 084 $000 3125 $EET | 036 18 $3000 $30.00 075
| ¢+ |Bowds [} 20841 Tenille Ademiluyi 14521 Bubbling Spring Road Boyds, MO 20841 $2600 14 008 $0.00 +13.57 SWE1 1% 146 $2600 32600 086
| 5 | Germantown [ 20876 Elmer Breuster 21512 Manar iew Circle Germantoun, MD 20876 $2250 107 O.M $0.00 $2103 $BE0 | 107 121 $2250 $2250 056
| & | Germantown [} 20876 Moung Hugnh 20341 Seottsbury Drive Germantoun, MD 20676 $2500 12 006 $000 42083 #1454 12 126 $2500  $2500 063
|7 |Ubana X5} 21704 Pt Ridgley 3629 Lew Wallace Street Urbana, MO 704 4000 537 G2 4000 45341 32035 | 056 143 33000 $3000 075
| & |Bowds Mo 20841 Frank Prescott 14601 Bubbling Springs Road Boyds, MO 20841 $2600 107 OJE $0.00 )  $24.30 s21 | 107 123 $2600  $2600 0§
| 9| Frederick. [ 21704 Elanar white 3607 Kendall Drive Frederick, MO 2704 7SO0 138 206 $000 | 45435 $2160 | 045 115 $2500  $25.00 063
| 10| Damascus [} 20272 | Dian Can 10218 Avonia Ridge Flace Damaseus, MO 20872 30000 2622 LM $000 3172 $2180 | 158 228  $60.00  $60.00 125
| 1| Gaithersburg [} 20378 Debra Tallman 10 Seville Way Gaithersburg, MD 20878 $8000 13 12 $0.00 14167 32273 072 132 33000 $30.00 076
| 12| Germantown [ 20874 Anits Mishra 13602 Melasses Frun Dirive Germantoun, MD 20874 $2500 054 054 $0.00 44830 $2305 | 054 102 $2500  $2500 063
| 13 |Bouds [} 20841 Fam Rlarula 16326 Fable Drive. Boyds, MO 20841 $MI600 2775 I075 4000 $3229 42327 | 093 138 $3200  $3200 08
| 14| Germantown X5} 20274 Paul Hannum 18325 Ranworth Dirive Germantoun, MD 20874 2700 076 04 4000 43553 32328 076 16 32700 $27.00 088
| 15 | Gaithersburg Mo 20877, Lyn Schasfer 3Duvall Lane Gaithersburg, MD 20877 $83000 873 1752 $0.00 $7175 32395 031 034 $2250  §2250 058
| 15| Montgomery Vilage | MO 20896 Gregary Kae 20320 Aspermood Lane Monigomeny ilsge, MO 20685 48100 088 25 $000 | $9205 42096 02 113 $2700  $27.00 069
| 17| M.Potoma [} 20273 Jeremy Janssen 10105 Welland Street H_Patomar, MD 20878 23400 466 B0 $000 $6032 $2022 | 052 00T $2600  $2600 065
| 18 | Gaithersburg [} 20573 | Reza Rafie 11712 Cherry Grave Drive Gaithersburg, MD 20878 #1500 31 162 $0.00 $37.10 32436 062 034 32300 $2300 058
| 19| Montgomery Vilage | MO 20995 Biela Meghany 9837 Delloastle Road Montgomeny Vilage, MO 20898 $22500 483 434 $0.00 $4611 32440 058 102 $2500 2500 063
|20 | Gaithershurg Mo 20874 Brian Fitzgerald 11501 Paramus Drive Gaithersburg, MD 20678 $8400 285 058 $000 42947 42643 095 18 #2800 $2800 0
| 21 | Gaithersburg Mo 20873 Anthony Jackson 3008 Roundleaf way Gaithersburg, MO 20873 $207.00 BEZ 28 $0.00 $IBTT $2458  0E3 034 $2300  $2300 058
| 22 | Damestoun Mo 20873 detfrey Ot 13 Apricat Court Damestawn, MO 20875 372900 1955 1043 4000 $37.29 32456 072 U1 $27.00  §27.00 116
| 23 | Fockville [ 20850 Jose Guerrier 1533 Braglor Ave Fiockuile, MO 20050 $5095B 996 W01 $000 | $59.20 42460 036 086 $206  $2006 051
|24 | Morth Patomas [} 20273 Chiis Appletan 12603 Degas Court Horth Potomas, kD 20878 $53200  7ET 137 4000 $67.60 $2466 | 041 18 $2800  $2800 07
| 25 | Bowds [} 20841 Randy Zakalik 14307 Autumn Crest Fgad Boyds, MO 20841 7020 167 LIZ $0.00 )  $4204 $2506 | 084 13§50 $IBN0 076
| 26 | Potomae [ 20854 Eli idge Court Fatomac, MD) 20854 $E8400 1217 1435 4000 45620 42509 041 088 §2280  $2280 057
| 27 | Montgomery Village | MO 20896 Jane Hatch 20448 Aspermond Lane Montgomeny Vilsge, MO 20885 #1500 2M6 223 4000 $53.24 42504 | 043 089 $2300  $2300 058
| 28  Rockville Mo 20854 Peter Sun 103 watkins Circle Rockville, MO 20854 $E62 560 10.75 4 $0.00 $E0.70 #2594 037 087 $2260 2260 056
| 29 | Morth Potomac Mo 20254| Seema Schappelle 10313 Hilbracks Lane Horth Fatomae, MO 2085 $33800 924 363 4000 $3658 32626 071 039 32600 $26.00 065
| 30 | Germantawn [ 20074 Peter Lsi 13613 Hansbourne Drive Germantoun, MD 20874 $68040 1646 93 $0.00 414 $2641| 061 095  $2520  $25.20 083
| 31 | Gaithershurg X} 20273 Veman Stewart 13851 Chesley Knoll Diive Gaithersburg, MD 20373 $3000 245 035 4000 43673 42647 | 082 113 $3000 3000 075
| 32 | Gaithersburg [} 20873 | Mark Weiss 102 Manette Court Gaithersburg, MD 20875 $63800 103 1519 $0.00 $63.10 32654 038 09 32400 §2400 08
| 33 | Gaithersburg [ 20079 Steve Dubin 402 Pointer Flidge Drive Gaithersburg, MD) 20876 $8400 27 046 $0.00 $3111 $2656 | 09 105 §2600  $2800 07
| 34 | M. Potomas Mo 20874 | CaesarUgaz 13312 Mustang Hill Lane: K. Patomac, MD 20678 $38640 593 T4 $000  $5950 42662 | 033 074 $1960 #1380 05
| 35 | Germantown Mo 20874 Elaine Isaacson 12114 Flag Harbor Drive Germantown, MO 20874 $453E0 BE4 838 $0.00 #5250 $2BEB6 031 061 #1620 $1E.20 05
36 | Gaithershura Mo 20878/ Leslie Treichel TIED4 Haoou Chaics Lane Gaithersbura. MO 20878 220000 682 429 2000 14392 22674 046 075 22000 22000 05

Sort the data by Jobs Done to Date. Select all customers with only 1-3 jobs done and cut
and paste them into a new spreadsheet titled CUSTOMERS WITHOUT PRICE
INCREASE 2007.xls. Make sure you copy over the headers as well. Save under the
Contract Stuff Folder. (The purpose for this process is not to give price increases to
customers who only used our service a few times.)

Now Sort the report by dollars per hour including travel time Ascending.



Save in: ) 2007 Cantract Stuff v @ 0@ X i B ook~

ic)

My Recent
Docurments

2

Deskiop

E_I]CUSTOMERS WITH PRICE INCREASE 2.,

My Docurnents
=
")
58
My Computer
_‘} File name: | |[CUSTOMERS WITHOUT PRICE INCREASE 2007} xls v
Iy Metwork,
Flaces Save as bype: | Microsoft OFfice Excel Workhook (*,:ds) w

Create another new spreadsheet and save it as CUSTOMERS WITH PRICE INCREASE
2007.

Copy and Paste all of the customers’ information that are below the dollars per hour goal
(ex. $40/hr) onto the spreadsheet titled CUSTOMERS WITH PRICE INCREASE 2007 and
all of the customers that met or exceeded the goal onto the spreadsheet titled
CUSTOMERS WITHOUT PRICE INCREASE 2007.

Review both lists and see if any changes should be made (i.e. move from price increase to
non price increase because their job was the first of the day and got a lot of travel time) or
customers removed (i.e. they moved, etc.)

Next you will need to add the 2007 Prices to the Spreadsheets.

First - CUSTOMERS WITH PRICE INCREASE 2007.xls
Create 5 new columns at the end titled “Tentative 2007 Price”, “Final 2007 Price”, “With
10% Discount”, “Installment Price (7 months)”, and “biweekly price”

In the 2007 Price” column make a formula to calculate the raised price. We also do not
want to increase prices indefinitely but to put a cap on how much a price can increase
(i.e. 35%). You will need to account for the formula. The formula should be this:
IF(Previous year amount x 40)/ $ per hour inc. travel time < Previous year amount x 1.35
THEN (Previous year amount x 40)/ $ per hour inc. travel time, IF NOT THEN Previous
year amount x 1.35

Ex:=IF(S2*40/P2<S2*1.4,S2*40/P2,52*1.35)

We will also want to round up these prices so you will need to insert another column to
the side named “Final 2008 Price”



In the 10% discount column create the formula: 2007 Price x .9

In the Installment Price column create the formula: (price with 10% discount x number
of weeks in season) / 7

In the “biweekly price” column create the formula (2007 price x 1.3)

Second - CUSTOMERS WITHOUT PRICE INCREASE 2007.xls

Create 4 new columns at the end titled “2008 Final Price”, “With 10% Discount”,
“Installment Price (7 months)”, and “biweekly price”

You will need to create a formula to remove the discount from any contract prices for last
year so create the following formula in the column:

=IF(Bill type="C",(previous year amount/0.9),previous year amount)

Ex: =IF(U2="C",(S2/0.9),S2)

In the 10% discount column create the formula: 2007 Price x .9

In the Installment Price column create the formula: (price with 10% discount x number
of weeks in season) / 7

In the “biweekly price” column create the formula (2007 price x 1.3)
Save the Spreadsheets and close them.
Next we will prepare the contracts.

Open the previous years contract and change any information needed (year, terms, weeks,
etc.) Save it as 2007 Lawn Maintenance Agreement (change to the current year).

Now save it as two new files: Merge — Price Increase 2007 Lawn Maintenance
Agreement and Merge — No Price Increase 2007 Lawn Maintenance Agreement.

Next you will create the merge for each document.

Open the Merge — Price Increase 2007 Lawn Maintenance Agreement and start a mail
merge. Tools > Letters and Mailings > Mail Merge

mat | Tools | Table ‘Window Help  Adobe PDF  Acrobat Comments

| Letters and Mailings » || Mail Merge. ..

Id 5k Options. .. Show Mail Merge Toolbar

_ a
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L
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[ ITT==TL v T ey |

— E o Letter Wizard. ..



Options to select:
e Letters
Use the current document
Use an existing list
Choose browse and select CUSTOMERS WITH PRICE INCREASE 2007.xls
Choose to bring the data via MS Excel Woksheets via DDE

Start inserting the fields where they belong.

Merge - Price Increase 2007 Lawn Maintenance Agreemer

! File Edt ‘jew Insert Format  Tools  Table  Window  Help
ARNEN" RERE N NEN A

d;-[ Mormal + Bookr » Bookman QldStyle » 16 - [|B |4 U | =
ARN=NE:ARERE | Insert Word Figld = |

IZ' L g 'InsertMergeFieIdsl s

Insert the Manager’s signature on the signature line.
Complete the merge and Print.

Do the same process with Merge — No Price Increase 2007 Lawn Maintenance
Agreement with the CUSTOMERS WITH PRICE INCREASE 2007.xls spreadsheet.

Create cover letters using the following files:

e W:\CLIP Lawn Care\2007 Contract Stuff\2007 Agreement Cover increase.doc

e W:\CLIP Lawn Care\2007 Contract Stuff\2007 Agreement Cover no increase.doc
Create a merge for these with the Excel Files above to insert the billing information.

Print the Documents on the three part carbonless copy paper. Follow the instructions in
KIA for printing them. (keyword: contract)

Put the documents together.
Create labels in Word using a merge from the excel files above.
Mail!

Follow up with a call a week or two later!!!



