
 

HOW TO PROCESS THE SOLD PROJECT PACKAGE 

1. Receive email request from Contract Sales including the following: 
o AQ Signed Proposal and Spreadsheet 
o Completed Job Control Sheet (JCS) 
o Trimark Drawing or External Drawing 
o Sold Project Project Pricing Tool (PPT) 
o Design Letter if applicable 
o Deposit Check if applicable or note if deposit has been sent to credit 
o Completed New Account Form for New Customer 

§ Existing customers should have a business chain number which can be extracted from 
Lawson and added to the JCS 

o If the project is AIA, GC Contract or Customer PO should be included or noted of when to 
expect these to be sent to Trimark. 

 



2. PC MGR reviews all documents for completion and accuracy.  
3. Open JCS first to review all fields below have been entered. PC and PM will not be assigned at this point 

and Customer # and Job # will be blank. 
4. Open AQ Proposal and confirm that this document was SIGNED by the Customer and the total matches 

the contract amount total on the JCS. Also, contract terms should match the contract terms listed on 
the JCS as well. 

5. Open the Sold PPT and ensure the following: Project Status is SOLD (not QUOTE) and Install Date is 
entered. Confirm GMR $ and % matches the JCS amounts. 

6. Click “Send to Deal Desk” which will automatically generate an email template for this specific project 
to be sent to the Trimark UE Deal Desk. Review details then send email. 

7. Send Request to assign a PC to Deb Cahir and PM to Jim Yiankos. Once assigned, please add to the JCS. 
8. Once package has been reviewed, send a new email with all documents to Kim Hunt and copy Jimmy 

Coon. Kim will review and sign the JCS. Subject of email should read as follows and changed based on 
project specifics: 

a. **SOLD PROJECT** CONTRACT SALESPERSON NAME – PROJECT NAME AND CITY, STATE – 
TOTAL CONTRACT AMOUNT 



9. Once sent by Kim Hunt, send a new email to the project team along with multiple other contacts at 
United East. The estimating manager will assign a flipper for the project at this point. Body of email 
should include: 

a. Project name of sold job 
b. Request to schedule a kickoff 
c. Salesperson, PC, PM, Estimator, and Engineer 
d. Total sale amount 

 

10. Open Project Monitor 2024 (J drive) (Live document so make sure to close out of this when you are 
done). Add all project information that you are able to enter.  

 
11. Send a new email to Summize@trimarkusa.com and only include: Signed AQ Proposal, Signed JCS, and 

GC contract and Design Invoice/Agreement if applicable 
 

mailto:Summize@trimarkusa.com


12. Once project has been flipped, the estimator will send the M3 and LBI to the PC MGR to review and 
approve. PC MGR will then upload these documents to Sharepoint - _UE_ProjectsTeams - Home 
(sharepoint.com) >>> 1-PROJECT FLIP DOCS (save here) 
 

13. Open the project monitor and enter today’s date under “Sent to Credit” and in the comments section 
also note that “flip docs were uploaded with the date and your initials 
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