
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) 
 

 
 

 
 
Press Prepare Files.  Wait for the files to process. 
 



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

 
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. 
 



 
 
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). 
 

 
 
 



 
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 
 

 
 

  
 



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 Stuff\MERGE INFO 2007.xls 
 

 
 
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. 
 



 
 
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,S2*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 
 

 
 



Options to select: 
• 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. 
 

 
 
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: 

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


