Sales Handoff to Project Management
When handing off a job to Project Management please generate a folder (either hard copies or digital).  The folder MUST include the following files:
PLEASE NOTE: PROMISE DATES MUST BE APPROVED BY PRODUCTION PLANNING

· Project Overview:  A summary of the project noting timelines, contacts, notes, etc…
· Quote:  This is an estimate worksheet which shows all of the pricing calculations in Excel, mark ups and any vendors used for pricing.  If using an in-house quote, please reference VGS quote #.    We don’t necessarily have to use those vendors but at least it provides the PM’s with some reference point.  If it can be purchased for less, great.  If we can do in house, great.  It also shows the dollar amount we have in the order for installation.

· E-mails or Correspondence.  This would include any relative emails.
· Are samples or approvals required?
· RFQ. The original request for pricing

· RFI’s.  Any relative responses to RFI’s.

· AW.  Any artwork the client may have provided. Please try to let the PM’s  know if it’s a PDF or AI file.

· Any relative site photos.

· A copy of the Order Acknowledgment.  As this is done early on, this copy generally does not have any part codes included.

· Approved Quote.  A copy of whatever was approved to make this an order (i.e. Quote, Order, contract, PO…).
· Kick-Off Meeting.
