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Job	  Auditing	  

This	  track	  will	  cover	  the	  following	  topics:	  
	  
• Pre-‐Closing	  Job	  Audit	  

o Compare	  Job	  Cost	  Estimate	  to	  Actual	  

§ Parts	  

§ Labor	  

§ Miscellaneous	  Expenses	  

§ Commissions	  

o Reconciling	  Parts	  List	  

o Labor	  Adjustments/Corrections	  

o Commission	  Adjustments/Corrections	  

o Miscellaneous	  Expense	  Corrections	  
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Pre-‐Closing	  Job	  Audit	  
Auditing	  a	  Job	  prior	  to	  closing	  may	  be	  simple	  or	  a	  bit	  complicated	  depending	  on	  the	  
number	  and	  type	  of	  transactions	  that	  were	  posted	  to	  the	  Job.	  	  Following	  a	  pre-‐
determined	  process	  helps	  to	  insure	  accuracy	  to	  the	  Job	  Costing.	  

Audit	  Process	  Checklist	  

Having	  a	  template	  checklist	  saved	  in	  an	  Excel	  Workbook	  helps	  in	  the	  auditing	  process.	  	  
Items	  on	  your	  checklist	  may	  contain	  the	  following	  items	  for	  review	  and	  verification.	  

Income	  

• Install	  Charges	  
• Recurring	  Charges	  (RMR)	  
• Parts	  

Expenses	  

• Parts	  
• Labor	  
• Sales	  Commissions	  
• Subcontractors	  
• Equipment	  Rentals	  
• Permits/Fees	  
• Misc.	  Expense	  

	  

	  

Notes	  
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Review	  Income	  
Review	  all	  elements	  of	  Income	  to	  verify	  everything	  has	  been	  correctly	  invoiced	  prior	  to	  
closing	  the	  Job.	  	  	  
	  
If	  RMR	  has	  not	  been	  invoiced,	  but	  will	  start	  on	  a	  future	  date,	  this	  will	  be	  handled	  during	  
the	  Job	  Close	  process.	  	  Make	  certain	  to	  write	  down	  the	  RMR	  start	  date	  prior	  to	  pressing	  
the	  Close	  Job	  button.	  
	  
Review	  the	  Sales	  Summary	  Information	  
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Review	  Invoices	  &	  Credits	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

Notes	  
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Review	  Expenses	  

Review	  all	  expenses	  to	  verify	  everything	  has	  been	  correctly	  posted	  prior	  to	  closing	  the	  
Job.	  
Job	  Costing	  Form	  
Compare	  the	  amounts	  between	  the	  Estimated	  Costs	  and	  the	  Actual	  Costs	  columns.	  	  If	  
any	  amounts	  remain	  in	  the	  WIP	  column,	  these	  will	  move	  into	  the	  actuals	  column	  when	  
the	  Job	  is	  closed.	  
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Parts	  Review	  
	  
Parts	  Reconciliation	  
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Parts	  Journal	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  



2013	  SedonaOffice	  Users	  Conference	  
Marco	  Island,	  Florida	  

Job	  Management	  4	  
Presented	  By:	  Carolyn	  Johnson	  

	  

	  

	  

	  
Page	  13	  of	  18	  

	  

Materials	  List	  
	  

	  
	  
Make	  Corrections	  
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Labor	  Review	  
Review	  both	  Labor	  Hours	  and	  Labor	  Costs.	  
	  
Labor	  Hours	  

	  
	  
Labor	  Estimate/Actuals	  
	  

	  



2013	  SedonaOffice	  Users	  Conference	  
Marco	  Island,	  Florida	  

Job	  Management	  4	  
Presented	  By:	  Carolyn	  Johnson	  

	  

	  

	  

	  
Page	  15	  of	  18	  

	  

Job	  Timesheets	  
	  

	  
	  
Make	  Corrections	  
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Review	  Commissions	  
	  

	  
	  
Make	  Corrections/Adjustments	  
	  

	   	  



2013	  SedonaOffice	  Users	  Conference	  
Marco	  Island,	  Florida	  

Job	  Management	  4	  
Presented	  By:	  Carolyn	  Johnson	  

	  

	  

	  

	  
Page	  17	  of	  18	  

	  

Review	  Miscellaneous	  Expenses	  /	  Make	  Corrections	  
	  
Estimated	  Expenses	  

	  
	  
Utilizing	  Job	  Custom	  Fields	  
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Miscellaneous	  Expenses	  –	  Cost	  Details	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  


