(YOUR COMPANY) POLICY LETTER - OFFICE
Dispatcher Post  #2

When a Tech calls in at the end of his job, ask him these five questions:
1.  Is the job done?
2.  Did you collect all the money?

3.  What is the invoice number?

4.  What is the amount? 

5.  Did you and the customer sign the bottom of the invoice?
(Your Name)
