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BUSINESS SYSTEMS CHECKLIST

FOR CONTRACTORS

1 = High Priority 4 = Lower Priority
	 
	Business Planning
	    Implemented
	 Needs Attention
	Priority 

	1
	Owners 5 year primary aim
	 
	 
	 

	2
	Mission Statement and Company Values
	 
	 
	 

	3
	Three Year Vision
	 
	 
	 

	4
	SWOT Analysis (Stength,Weakness,Opportunity,Threat)
	 
	 
	 

	5
	Key Performance Indicators (Dash Board)
	 
	 
	 

	6
	Annual Action Plan
	 
	 
	 

	7
	Organization Structure - 1 year out
	 
	 
	 

	8
	Facility planning
	 
	 
	 

	9
	Succession Planning / exit strategy
	
	
	


	 
	Financial Systems
	    Implemented
	Needs Attention
	Priority

	10
	Pricing strategy
	 
	 
	 

	11
	Company budget, cash flow and financial goals
	 
	 
	 

	12
	Bookkeeping  Process
	 
	 
	 

	13
	Monthly financial reporting and analysis
	 
	 
	 

	14
	Financial modeling - revenue supporting new staff
	 
	 
	 

	15
	Balance Sheet reviews
	 
	 
	 

	16
	Break - Even Analysis
	 
	 
	 

	17
	Line of Credit
	 
	 
	 

	18
	Preparing for Bank discussions
	 
	 
	 

	19
	Job costing
	 
	 
	 

	20
	Crew Leader benchmarking
	 
	 
	 

	21
	Additional work order bonus
	 
	 
	 

	22
	Pay for Performance systems
	 
	 
	 

	23
	Time reporting 
	 
	 
	 

	24
	Customer  Contract
	 
	 
	 

	25
	Collection policies;  Accounts Receivable Reviews
	 
	 
	 

	26
	Production rates
	 
	 
	 

	  27
	Job Huddles
	 
	 
	 


	 
	Building a Team
	    Implemented
	Needs Attention
	Priority

	28
	Employee handbook
	 
	 
	 

	29
	 Compensation policies
	 
	 
	 

	30
	 Performance and compensation reviews
	 
	 
	 

	31
	 Employee  guidelines and responsibilities
	 
	 
	 

	32
	 Benefits programs
	 
	 
	 

	 33
	 Government required coverage
	 
	 
	 

	 34
	 Separation of employment
	 
	 
	 

	 35
	  Workplace policies
	 
	 
	 

	*
	Job descriptions
	 
	 
	 

	36
	    President
	 
	 
	 

	37
	    Field Supervisor
	 
	 
	 

	38
	    Business Manager
	 
	 
	 

	39
	    Office Manager
	 
	 
	 

	40
	    Bookkeeper
	 
	 
	 

	41
	    Estimator / Sales rep
	 
	 
	 

	42
	    Administrative Assistant
	 
	 
	 

	43
	    Trainee
	 
	 
	 

	44
	    Apprentice
	 
	 
	 

	45
	    Craftsman
	 
	 
	 

	46
	    Lead craftsman
	 
	 
	 

	47
	    Crew Leader
	 
	 
	 

	48
	    Carpenter
	 
	 
	 

	49
	    Shop Manager
	 
	 
	 

	50
	Employee Classification and Pay Rates
	 
	 
	 

	51
	Safety Manual
	 
	 
	 

	52
	Operations Meeting
	 
	 
	 

	53
	Scheduling  Meeting
	 
	 
	 

	54
	All Employee Meetings
	 
	 
	 

	55
	Advisory Board
	 
	 
	 

	56
	Meeting Management
	 
	 
	 

	57
	Training Committee
	 
	 
	 

	59
	 Crew leader training
	 
	 
	 

	60
	 New hire orientation
	 
	 
	 

	61
	 Tailgate training
	 
	 
	 

	62
	Green Book  - employee training record
	 
	 
	 

	63
	Certification-  "How we do it" skills training
	 
	 
	 

	64
	Safety Program and training
	 
	 
	 

	*
	Hiring procedures
	 
	 
	 

	65
	    Recruiting 
	 
	 
	 

	66
	    Application packet
	 
	 
	 

	67
	    Recruiting brochure
	 
	 
	 

	68
	    Initial application review
	 
	 
	 

	69
	    Reference checks
	 
	 
	 

	70
	    Criminal background testing
	 
	 
	 

	71
	    Behavioral profiles (step one, DISC)
	 
	 
	 

	72
	    Initial interview; final interview
	 
	 
	 

	73
	    Acceptance and rejection letters
	 
	 
	 

	74
	    New hire set up
	 
	 
	 

	75
	Employee recognition programs
	 
	 
	 

	76
	Exit Interviews
	 
	 
	 

	77
	Leadership Training
	 
	 
	 

	78
	Employee stock plans
	 
	 
	 


	
	Customer Service
	    Implemented
	Needs Attention
	Priority

	79
	Telephone Customer Service
	 
	 
	 

	80
	Hand off - from sales to Operations/
Sales and operations scheduling interfaces
	 
	 
	 

	81
	Scheduling Process
	
	
	

	82
	Material Selection Process
	 
	 
	 

	   83
	Role Playing strategy
	 
	 
	 

	84
	Pre-job walk through
	 
	 
	 

	85
	First day on the job
	 
	 
	 

	86
	During the job
	 
	 
	 

	87
	Finalizing a job - closing packet
	 
	 
	 

	88
	Customer Report Card 
	 
	 
	 

	89
	Warranty process and form
	 
	 
	 

	90
	Thank you letter
	 
	 
	 

	91
	Quality Assurance sheet
	 
	 
	 

	92
	Complaint process
	 
	 
	 

	93
	Customer's responsibility
	 
	 
	 


	 
	Marketing
	    Implemented
	Needs Attention
	Priority

	94
	Marketing budget and schedule
	 
	 
	 

	95
	Branding strategy - logo
	 
	 
	 

	96
	Market positioning; target marketing
	 
	 
	 

	97
	Growth strategy:  Vertical Vs, Horizontal growth
	 
	 
	 

	98
	Business Cards - logo
	 
	 
	 

	99
	Referral Programs
	 
	 
	 

	100
	“Seen you around:” Street signs, vehicle lettering
	 
	 
	 

	101
	Uniforms
	 
	 
	 

	102
	Circle of influence contact management plan
	 
	 
	 

	103
	Brochures
	 
	 
	 

	104
	Email Blasts
	 
	 
	 

	105
	Prospecting plan
	 
	 
	 

	106
	Customer Newsletter
	 
	 
	 

	107
	Direct mail - post card
	 
	 
	 

	108
	Neighborhood domination strategy
	 
	 
	 

	109
	Community Sponsorships
	 
	 
	 

	110
	Target publication marketing
	 
	 
	 

	111
	Charity projects: public relations
	 
	 
	 

	112
	Yellow pages
	 
	 
	 

	113
	Web site design
	 
	 
	 

	114
	Search engine optimization / marketing  (SEO/SEM)
	
	
	

	115
	Blogging
	
	
	

	116
	Press Releases
	
	
	

	117
	Social media
	
	
	

	118
	CRM system (e.g. Pipeline Deals)
	 
	 
	 


	 
	Sales
	    Implemented
	Needs Attention
	Priority

	119
	Telephone greeting and info gathering
	 
	 
	 

	120
	Confirmation and qualifying
	 
	 
	 

	121
	Bonding and Rapport techniques 
	 
	 
	 

	122
	Next Step Agreement and follow up
	 
	 
	 

	123
	Facilitate discovery
	 
	 
	 

	124
	Budget step
	 
	 
	 

	125
	Price objection
	 
	 
	 

	126
	Sales Goals: visible
	 
	 
	 

	127
	30 second commercial
	 
	 
	 

	128
	Additional work orders process
	 
	 
	 

	129
	Rainy day bucket
	 
	 
	 

	130
	Estimating process; automated estimating system.
	 
	 
	 

	131
	Prospecting system – approach and tracking
	
	
	

	132
	Identity / Role model
	
	
	


	 
	Continuous Improvement
	    Implemented
	Needs Attention
	Priority

	133
	Process documentation
	
	
	

	134
	Implementation Management Training
	 
	 
	 

	135
	Quarterly reviews against plan
	
	
	

	136
	Plan - Do - Check - Act - (PDCA)
	 
	 
	 

	137
	Seven Step improvement Process
	 
	 
	 

	138
	Issue Lists
	 
	 
	 

	139
	Prioritization Processes
	 
	 
	 

	140
	Operations manual 
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