Daily Fittings Procedures
The purpose of the Daily Fittings are to ensure that all paperwork for each days fitting is in 1 place should there be any need for you to look at it coupled with the fact that it is a reminder for you at the end of each day to take the balances.

You pull all paperwork for the next days fitting out the day before hand. I.e. can whoever is in on Monday pull out Tuesdays paperwork before they leave so that whoever is in on Tuesday has all the jobs in 1 place ready to take the balances at the end of that day before then pulling out Wednesdays work. 
As there are only 3 spaces in the dispenser if have labelled it as follows:

	Monday
	Thursday

	Tuesday
	Friday

	Wednesday
	Saturday


I have also left coloured plastic sleeves with you for the following paperwork to be held in until it has been completed and is to be filed away in the estimate draw or ready to file away in the Work In Progress Folders:
RED:
These are for paperwork that have been measured and are yet to be converted into an estimate.
CLEAR: These are for current jobs that you are working on.

BLUE: These are for Customer Service Issues that are in hand.

