(YOUR COMPANY) POLICY LETTER
WHEN IS A JOB DONE?
There have been many times that I have asked our technicians the following question - Is the job done? And surprisingly often I have been told that yes, the job was done, when in fact it wasn't really done. Because of this, I have decided to tell you exactly what I mean when I ask you this question. 

IS THE JOB DONE? = IS THE JOB COMPLETELY FINISHED? 

When a job is completely finished all of the following things are true:


1.
Everything that will ever need to be done regarding that job has been done.


2.
The technician will never need to go back to that job location for any reason except to do a completely new job in the future.


3.
The customer has no reason to call (Your Company) except to compliment the technician or to ask for more work.

Here are some of the things that make a job not done:


1.
Some or all of the work was just not done.


2.
Something didn't work after the technician left.


3.
Something was left damaged or broken on the job.


4.
The technician didn't clean up the job site before leaving.


5. 
The technician didn't do additional work requested by the customer.


6.
The technician did a non-standard job requiring correction.


7.
The customer is still expecting something from the technician or (Your Company), and this fact has not been reported to the office by the Tech.

There have been many, many times when an Tech has told me the job was done when, for one or more of the above reasons, it was actually not done. This kind of false reporting will almost always result in (A) collection problems for the office, (B) scheduling difficulties (when an technician must suddenly go back to a "finished" job to complete his work), and (C) an upset customer. 

So when you are asked if a job is done, first make VERY sure there are no problems with points 1-7 above. Then report that the job is done. OK?  OK!

(Your Name)

