Fitters Memo







4th April 2011
Re: Balances and job completions

Guys I don’t need to tell you that business is tough at the moment and Cash flow is tighter than normal. 
It appears some of you are not fully aware of your responsibilities so I need to remind you of the following with IMMEDIATE EFFECT.
1. If there is a balance on the top of your worksheet it is your responsibility to request the balance on 1st day of delivery.

2. At the end of each day please contact each branch that you have worked for that day and advise them of the progress of the work. 

· Is it complete? 

· Were there any issues to be bought to the branches attention?

· Did you collect the balance or is the customer paying by card?

Failure to carry out the above will delay the fitter’s payment for any jobs that the branches are not advised about or balances are not collected.
I am sure you understand that we need to be aware of exactly how the work on site is progressing and you need to ensure the customer is satisfied when you leave site.
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